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Newport News Redevelopment and Housing Authority

Division of Purchasing Request for Proposal
227 27" Street P.O. Box 797 RFEP# PMOR-04-26
Newport News, YA 23607
Phone: (757) 928-2623 Fax: (757) 245-2144
hitp://'www.nnrha.com

Pre-Management & Occupancy Review (PRE-MOR)
Newport News, VA 23607
Bid Due: April 10, 2026 @ 2:00 PM

Sealed bids, subject to the conditions and insiructions contained herein, will be received at the above office until the
date and hour shown (local prevailing time) and then publicly opened, for furnishing the described equipment,
maierials, and/or services, for delivery and/or performance F.O.B, Newport News, VA. Bids received in the
issuing office after the date and time may not be considered. NNRHA is not responsible for delays in the
delivery of mail by the U.S. Postal Service, private couriers, or the intra-authority mail system. It is the sole
responsibility of the bidder to ensure that its bid reaches the issuing office by the designated date and hour.
The official time used in the receipt of bids is that time on the automatic time stamp machine or other documentary
evidence of receipt in the issuing office,

All requests for interpretation of specifications shall be by written request, sent via facsimile to (757) 245-2144 or
emailed to mwarren@nnrha.org. Any changes to this document will be issued as addenda and will be on file in the
Division of Purchasing until bids are opened. All such addenda will become part of the contract and all offerors will
be bound by such addenda, whether or not received by the bidder. This form must be signed, as well as subsequent
addenda, and all pages returned in a sealed envelope. All signatures must be original and not photocopies. Written
questions must be submitted ten (10) days prior to the closing date of the bid; last day for written questions is
March 31, 2026 @ 4:00 p.m.

PLEASE NOTE: The Wilbern Building is closed daily between the hours of 12:00 noon to 1:00 p.m.

In compliance with this Invitation for Bids, and subject to all the conditions thereof, the undersigned offers, if this
bid is accepted within ninety (90) calendar days from the date of the opening, to furnish any or all of the items
and/or services upon which prices are quoted, at the price set opposite each item, to be delivered at the time and
place specified herein. The undersigned certifies they have read, understands, and agrees to all terms, conditions,
and requirements of the bid, and is authorized to conlract on behalf of firm named below,

Company Name: Federal Tax ID:
Address: City/State/Zip:
Telephone: Fax Number: Email:

Print Name: Title:

Signature: Date:




I

III1.

Purpose
The purpose of this Request for Qualifications and Proposals (RFP) is to solicit proposals from

qualified professionals (“Respondents”) to conduct a Pre-Management and Occupancy Review (PRE-
MOR) as outlined in the Scope of Services (Section I1I). This review will focus on six RAD Project-
Based Rental Assistance (PBRA) developments managed by the Newpott News Redevelopment and
Housing Authority, encompassing a total of 498 units,

The objectives of the review are to:

1. Identify compliance gaps that may exist before an official audit by HUD or the Contract
Administrator (CA),

2. Assist the authority in implementing necessary measures lo ensure satisfactory operations of its
RAD PBRA developments.

3. Assess and highlight the fiscai viabiiity of each development,

Background
The Authority which operates under Title 36 of the Code of Virginia mid is governed by a Board of

Comimissioners appeinted by the Newport News City Council. An Executive Director, appointed and
retained by the Board, oversees the day-to-day operations of the Authority, NNRHA administers a
number of public and subsidized housing programs throughout the City of Newport News. NNRHA
operates under a number of Contribution Contracts with the United States Department of Housing and
Urban Development (HUD). The majority of the Authority revenue is derived from dwelling unit
rentals and federal subsidies/grants, NNRHA currently owns and operates approximately 799
conventional public housing units distributed throughout twelve different communities, administers
3,080 Housing Choice Vouchers and the Community Development Block Grant, the Home [nvestment
Partnership and the Emergency Shelter Grant under a contract with the City of Newport News. In
addition to being governed by the State and local law, much of NNRHA's activity is governed by
reguiations of the U.S. Depattment of Housing and Urban Development (HUD). NNRHA currently has
two approved Title 36 (Code of Virginia)} redevelopment plans,

Scope of Services
The successful Respondent(s) shall conduct an on-site Pre-Management and Occupancy Review (PRE-
MOR) of each Development,

PRE-MOR
o Perform all components of a Management & Occupancy Review (PRE-MOR), including
HUD-required Financial Management/Procurement review, with the exception of
monitoring the corrective actions.
Review of Agency or Property-Level Compliance Documents
o  Tenant Selection Plans {TSP)
o Financial Management Policies
o Wait Lists
o House Rules
o  File Checklists
OCAF Rent and Utility Allowance (UA) Adjustment Processing
o Completion and submission of HUD-9625- OCAF Rent Adjustment Worksheet
o Completion and submission of either the baseline or factor-based UA analysis, inchuding draft
of any applicable tenant notices,
*  This service does not include obtaining any required tenant utility histories.
o  Assists with any request for an Alternative Operating Cost Factor (AOCE)




Iv.

*  Voucher Processing
o  Submission Assistance
o TRACS Error Resolution
o Rehab Assistance Payments (RAP)
o Gross Rent Change (GRC) processing
o Special Claims (see below)
¢  Special Claims Policies, Procedures and Processing
o Review any existing Special Claims Policies, inclusive of:
*  Vacancies
=  Damages
»  Unpaid Rent
o Develop either revised or new policies to address each type of Special Claim
o Provide staff training on new/revised policies, including step-by-step procedure manuals
o Assist in processing claims
¢  Review of Tenant Account Receivables (TAR) and Guidance for Processing Retroactive
Recertifications
o Review appliable documents (tenant notices, ete.) to identify possible candidates for
retroactive recertifications
‘Develop procedure for processing retroactive recertifications
Provide staff training on new policy, including step-by-step procedure manual
Assist in the initial processing of a designated number of retroactive recertifications
Review vouchers which include adjustments for retroactive recertifications
o Verify compliance with HUD regulations and requirements, regarding occupancy issues (e.g.,
resident eligibility and selection, examination and reexamination of family income and assets,
household characteristics), and verify that correct documentation is contained in each resident file
to support claims for payment under the HAP Contract. Use the following resident file random

G o 00

sampling;
it of Tenant

Development Name Number of Units [Files
BRIGHTON APTS & OYSTER
POINT 200 12
CYPRESS TERRACE 85 90
NEW LASSITER COURTS 100 10
SPRATLEY HOUSE 50 5
ORCUTT TOWNHOMES 40 5
ORCUTT TOWNHOMES III 30 5

If the Successful Respondent ‘s review of the sample indicates a problem, the Successful Respondent must
tell the owner to conduct a 20% review of the files and report the results of the review to Successful
Respondent. The Successful Respondent must test the review done by the owner to determine its reliability
and accuracy.

Minimum Qualifications
The Respondent must:
1. If the Respondent is a corporate entity, it must either be organized under the laws of the State of

Virginia or it must be authorized to do business within the State of Virginia prior to submitting any
Proposal to NNRHA. Out-of-State Respondents may submit a Proposal prior to obtaining authorization




to do business in Virginia, but must register prior to doing business in Virginia if selected pursuant to
this RFP

2. Have the ability to write a report that, at a minimum, clearly shows the methodology used to arrive
at any findings and recommendations of corrective actions in a clear and actionable format. (Refer to
attachment B as a sample report, but refer to Section 111 of this RFP for actual Scope of Services)

3. Have the stafting capacity to perform the Scope of Work within the stated deadline for work
completion.

4. Not have any violations of record with the U.S. Department of Housing and Urban Development
("HUD") or any other state housing finance agency.

5. Have substantial knowledge and experience with the Low-Income Housing Tax Credit and U.S.
Department of Housing and Urban Development programs.

Proposal Preparation & Submission

Each Respondent must submit one electronic copy of its Proposal. In the interest of safety, time, and
efficiency, the Proposal must be submitted electronically via email with the subject line of “NNRHA
PRE-MOR SERVICES RFP”. The Proposal should contain searchable text in Adobe (pdf) or
Microsoft Word format, as determined by the Respondent. Exhibits may be submitted in Adobe (pdf),
Microsoft Word or Microsoft Excel format. In addition, each Respondent must provide a cover letter to
its Proposal containing:

1. Respondent’s name and address

2. Address, email, and direct telephone contact information for the Respondent’s primary contact for
purposes on any questions NNRHA may have of the Respondent.

3. A summary of the Respondent’s price proposal and timeline for performing the Scope of Work; and
4. All information required to be submitted in the Respondent’s Certification Letter as detailed in
Section V.

A. General Requirements
In order to be considered for selection, offerers must submit a complete response to this RFP.

Submittal packages must be identified as follows: firms' name, address, submittal date and RFP
number. All copies shall be bound and marked as follows: one (1) original so marked and five (5)
copies so marked.

The "Fee Schedule” shall be submitted in a separate sealed envelope. Marked as Fee Schedule. The
envelope will not be opened until negotiations begin for the top-ranked offeror deemed to be the best
qualified.

Proposals shall be signed by an authorized representative of the offerer. All information requested
must be submitted, Failure to submit all information requested may result in NNRIIA requiring prompt
submission of the missing information and/or the proposal may be given a lowered evaluation.
Proposals which are substantially incomplete or tack key information may be rejected by NNRHA.
Mandatory requirements are those required by law or regulation or are such that they cannot be waived
and are not subject to negotiation.

Proposals should be prepared simply and economically providing straightforward, concise description
of capabilities to satisfy the requirements of the RFP. Emphasis should be on completeness and clarity
of content,

The profile of past performance shall not include performance older than five (5) years. Any past




performance submitted that is older than five years will not be counted as experience.

Proposals should be organized in the order in which the requirements are presented in the RFP, All
pages of the proposal should be numbered. The proposal should contain a table of contents which cross
references the REP requirements, Information which the offeror desires to present that does not fall
within any of the requirements of the RFP should be inserted at an appropriate place or be attached at
the end of the proposal and designated as additional material. Proposals that are not organized in this
manner risk elimination from consideration if the evaluators are unable to find where the RFP
requirements are specifically addressed.

Ownership of all data, material, and documentation originated and prepared for NNRHA pursuant to
the RFP shall belong exclusively to NNRHA and be subject to public inspection in accordance with the
Virginia Freedom of Information Act. Trade secrets or proprietary information submitted by an offeror
shall not be subject to public disclosure under the Virginia Freedom of Information Act. However, to
prevent disclosure the offeror must invoke the protections of Section 2.2-4342F of the Code of
Virginia, in writing, either before or at the time the data or other materials is submitted. The written
request must specifically identify the data or other materials to be protected and state the reasons why
protection is necessary. The proprietary or trade secret material submitted must be identified by some
distinct method such as highlighting or underlining and must indicate only the specific words, figures,
or paragraphs that constitute trade secret or proprietary information. The classification of an entire
proposal document, line-item prices and/or total proposal prices as proprietary or trade secrets is not
acceptable and may result in rejection of the proposal.

Note: Any changes to this RFP will be posted on our website, It is the sole responsibility of the offeror
to check for any amendments to this solicitation.

B. Mandatory Proposal Sections

Cover Letter

Certification Letter

Proposed Plan for Providing PRE-MOR Review Services
Details proposed

Qualifications and Experience

References

Price Proposal and Estimated time to complete

Proposal of Terms, Conditions and Other Requirements

C. Details of Proposal

Respondents must provide clear and complete responses to each of the following points. Brevity
and clarity of responses will be appreciated.

1. Profile of the Respondent. Describe your firm and its areas of expertise. State whether your firm is
local, regional or national. (Smaller firms and WBE/MBE firms are encouraged to respond to this
RI'P.) Give the location of the office from which the work is to be performed, and the number of
partners, managers, supervisors, and other professional staff employed at that office, Describe how
your firm meets the minimum qualifications listed in Section IV of this RFP,

2. Contact Person and Staffing. Provide the name, address, phone number, fax number and email
address of the primary contact person of the Respondent. Identify the key personnel to each
supervisory person to be assigned to the appraisal should be included, and specific experience should
be indicated. The resumes may be included as an appendix. Describe your policy regarding notification
of changes in key engagement personnel and expectations regarding staff continuity.

3. Organizational Overview and Documentation. Provide an overview of the Respondent business
entity, including legal structure, full legal name, and state of organization. Provide documentation on




Respondent business entity including organizational documents, federal employer identification
number and evidence of Respondent good standing with the State. If Respondent is a certified
MBE/WBE, provide copies of documentation establishing certification as an MBE/WBE. If
Respondent is not a certified MBE/WBE, provide information regarding the percentage of the
Respondent organization owned by women and/or minorities and also provide information regarding
the percentage of persons employed by the Respondent organization that are women and/or minorities,

4. Proposed Fees, Provide the fees proposed by Respondent to perform the Scope of Work. Please
provide detailed information regarding fees or costs that would be expected to be paid by NNRHA.
Information that must be provided includes the total aggregate cost of all labor, workspace, equipment,
hardware, supplies, travel, expenses and any other costs associated with performing the Scope of Work
hereunder. All costs must be delineated as detailed in Section V.

5. Scope of Services. Respondents must describe how it will fulfill requirements and expectations set
forth in the Scope of Services, including the processes and procedures it will use to accomplish all
tasks required under this RFP. The responses should be as detailed as possible in addressing how all
services are provided and by whom. A timeline for completion of major tasks should be included. The
timeline must include the date by which Respondent proposes to be fully operational and capable of
beginning the Scope of Work including dates for initial consultation and including the date for
commencement of conducting PRE-MORs.

6. NNRHA Experience. Describe the Respondent’s historical experience in working with NNRHA,
including descriptions of work previously performed for NNRHA.

7. Related Qualifications, Knowledge and Experience. Describe the Respondent’s experience working
with other agencies such as public housing authorities, state, or federal governmental entities in
carrying out tasks similar in nature for U.S, Department of Housing and Urban Development,
including, but not limited to conducting MORs and/or PRE-MORS as requested under this RFP.

8. References. Provide names, contact person(s) and phone numbers for any governmental entity for
which PRE-MORs have been conducted within the past three years (2023-2025), In addition, provide
two (2) client references for which PRE-MORs have been conducted, if applicable.

9. Litigation and Regulatory [ssues. Respondent must disclose a brief description of any alleged
conflicts of interest, regulatory proceedings, mediation, arbitration, or litigation currently pending or
resolved within the last three (3) years.

10. Other Information. Detail and discuss any other information not specifically covered or Requested
by this RFP which Respondent requests NNRHA’s consideration of their Proposal.

D. Structure of Proposal

Each Respondent is required to submit a complete Proposal and attest to the accuracy and
completeness of its Proposal(s). In all respects, the Respondent must comply with the instructions,
formats and stipulations of this RFP including proper submission, proper format, meeting deadlines,
inclusion and presentation of pricing information, and the terms and conditions of the proposed Final
Contract.

NNRHA desires to consider Proposal(s) in a consistent and easily comparable format as established in
this RFP. Proposal(s) not organized as set forth in this RFP may, at NNRHA discretion, be considered
unresponsive. Do not refer to other parts of your Proposal in lieu of answering a specific question, Do

not provide references to filings or forms publicly available in lieu of providing specific information in
the Proposal,

Each proposal must include a letter (“Certification Letter”) signed and authorized by an authorized
representative of the Respondent certifying that:
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1. The person executing the letter is authorized to execute the Proposal and the Final Contract, on
behalf of the Respondent; and

2. The Proposal is a firm offer which will remain valid for a minimum period of one hundred twenty
(120) days; and

3. All information in the Proposal is true and correct to the best of his or her knowledge; and

4. No owner, princlpal or empioyee of the Respondent gave or will give anything of monetary value
including a promise of future employment to an NNRHA employee or Commissioner, or a relative of
an NNRHA employee or Commissioner, in an attempt to influence any decision to award a Final
Contract or to influence the decision to modify or negotiate any term contained in any such Final
Contract; and

5. No elected or appointed official or employee is financially interested, directly or indirectly, in the
performance of the Scope of Work; and

6. Respondent will fully comply with the provisions of Attachment B number 15 addressing Conflicts
of Interests; and

7. Respondent will fully comply with the provisions addressing Campaign Finance Disclosure Laws
Evaluation & Selection Process

Each Proposal will be evaluated on a variety of factors, including, but not limited to, the following (in

no particular order):

1. Experience and expertise of the Respondent and the specific personnel to be assigned to conducting
a MOR and/or PRE-MOR;

2. Relevant experience conducting MOR and/or PRE-MORs;
3. Feedback obtained from references;

4. NNRHA prior experience, if any, in working with the Respondent and any other factors the
NNRHA believes would be in its best interest to consider;

5. Respondents ability and willingness to carry out the full Scope of Work and demonstrated
understanding of the work requirements;

6. Demonstrated understanding of the requirements of the RFP in order to present work product of
excellent quality in the desired timeframe;

7. Respondents proposed fees and charges for performing the full Scope of Work;
8. Respondent’s rationale as to why the Respondent should be selected;

9. Respondents inclusion of the participation of minorities and women, including Respondent’s
employees and/or any participation with one or more MBE/WBR’s; and

10. Overall level of professionalism displayed in the Respondent’s Proposal.
A. Evaluation Criteria:

The evaluation panel will use the following rating criteria to evaluate each of the required
elements specified in the proposal.




1, Qualifications and Experience of Firm (TAB A):

Demonstrate the firm's comprehensive understanding and qualifications for completing the
necessary work, evidence of the firm's ability to perform this type of work and any record of past
experience which includes similar projects or issues relative to municipal, governmental,
redevelopment and housing authorities or other political entities. Profile of the firm’s

principles, staff and facilities. Demonsirate experience in matters relating to Title 36, HUD
programs to include the Public Housing Program, the Housing Choice Voucher Program and the
Community Development Block Grant Program, the Home Program and low and moderate income
developmental issues. The firm must have a minimum of five (5) years of experience providing the
requested service. (45 Points)

2. Qualifications and Experience of Key Personnel (TAB B):

Identify the individual(s) that will be assigned to this project, their qualifications, training and resumes.
Be specific as to the level and depth of their experience with local governments and Public Housing
Authorities, particularly as it relates to the scope of services. (25 Points)

3. Approach and General Understanding (TAB C):
Provide your general understanding of services required, your approach to transitioning into the work
and any value-added components that your firm can offer. (25 Points)

4. References (TAB D):

List the most significant engagements (minimum of 5) performed in the last five years that are most
similar to our requirements in size and scope. Indicate the scope of work, date,

engagement partners and the contact information. (5 Points)

The responses and quatifications of the Respondents submitting proposals will be reviewed by the
PRE-MOR Committee. At the conclusion of discussions, NNRHA shall select in order of preference
two or more offerors whose professional qualifications and proposed services are deemed most
meritorious. It is possible that several of the Respondents may be invited to make presentations to the
Committee. Negotiations shall then be conducted with the offeror ranked first. If a contract
satisfactory and advantageous can be negotiated at a price considered fair and reasonable the award
shall be made to the offeror. Otherwise, negotiations with the offeror ranked first shall be formerly
terminated and negotiations with the offeror ranked second, and so on until a contract can be
negotiated at a fair and reasonable price.




ATTACHMENT A
TERMS AND CONDITIONS

ADMINISTRATIVE APPEAL PROCEDURES: NNRHA has established an administrative
procedure for hearing protests of a decision to award, or an award, appeals from refusals to allow
withdrawal of bids or proposals, appeals from disqualifications and determinations of non-
responsibility, and appeals from decisions on disputes arising during the performance of the contract.
Administrative appeals procedures can be obtained through the Division of Purchasing, If the dispute
is regarding the contract, the Contractor shall proceed diligently with performance, pending final
resolution of any request for relief, claim, appeal, or action arising under the contract, and comply with
any decision of the Procurement Officer or the Contracting Officer.

A protest of a decision to award or an award shall be submitted within ten (10) days after the award or
the announcement of the decision to award, whichever occurs first. An appeal from refusal to allow
withdrawal of a solicitation shall be submitted within ten (10) days after receipt of the decision. An
appeal from a determination of non-responsibility shall be submitted within ten (10) days after receipt
of the decision. An appeal from a decision resulting from a contract dispute shall be submitted within
sixty (60) days after final payment; however, written notice of the Contractor’s intention to file such
claim shall have been given at the time of the occurrence of the work upon which the claim is based.

Contractors are prohibited from placing a lien on NNRHA’s property. This prohibition shall apply to
all Subcontractors.

ADVERTISEMENT: It is understood and agreed that, in the event a contract is awarded for the
services included in this solicitation, no indications of such services to NNRHA will be used in any
way in product literature or advertising without written approval of NNRHA except for bibliographical
and curriculum vitae purposes and when required in response to a request for solicitation by a
prospective client.

ANTI-DISCRIMINATION AND A DRUG FREE WORKPLACE: By submitting their bids or
proposals, bidders or offerors certify to NNRHA that they will conform to the provisions of the Federal
Civil Rights Act of 1964, the Virginia Fair Employment Contracting Act of 1975, as amended, where
applicable, the Virginians With Disabilities Act, The Americans with Disabilities Act and 2.2-4311 and
2.2-4312 of the Virginia Public Procurement Act. If the award is made to a faith-based organization,
the organization shall not discriminate against any recipient of goods, services, or disbursements made
pursuant to the contract on the basis of the recipient’s religion, religious belief, refusal to participate in
a religious practice, or on the basis of race, age, color, gender or national origin and shall be subject to
the same rules as other organizations that contract with public bodies to account for the use of the funds
provided; however, if the faith-based organization segregates public funds into separate accounts, only
the accounts and programs funded with public funds shall be subject to audit by the public body.

In every contract over $10,000 the following provisions apply. (1) During the performance of this
contract, the Contractor agrees to: (a) Not discriminate against any employee or applicant for
employment because of race, religion, color, sex, national origin, age, disability or any other basis
prohibited by state law relating to discrimination in employment, except where there is a bona fide




occupational qualification reasonably necessary to the normal operation of the Contractor. (b) Provide
a drug-free workplace for the Contractor’s employees. (c¢) The Contractor agrees to post in conspicuous
places, available to employees and applicants for employment, notices setting forth the provisions of
this nondiscrimination clause. Also, a statement notifying employees that the unlawful manufacture,
sale, distribution, dispensation, possession, or use of a controlled substance or marijuana is prohibited
in the Contractor's workplace and specifying the actions that will be taken against employees for
violations of such prohibition. (d) In all solicitations or advertisements for employees placed by or on
behalf of the Contractor, will state that such Contractor is an equal opportunity employer and maintains
a drug-free workplace. (e) Notices, advertisements and solicitations placed in accordance with federal
law, rule or regulation shall be deemed sufficient for the purpose of mecting these requirements.
{2) The Contractor will include the provisions above in every subcontract or purchase order over
$10,000, so that the provision will be binding upon each Subcontractor ot vendor.

For the purposes of this section, “drug-free workplace™” means a site for the performance of work done
in connection with a specific contract awarded to a Contractor, the employees of whom are prohibited
from engaging in the unlawful manufacture, sale, distribution, dispensation, possession or use of any
controlled substance or marijuana during the performance of the contract.

ANTITRUST: By entering into a contract, the Contractor conveys, sells, assigns, and transfers to
NNRHA all rights, title and interest in and to all causes of action it may now have or hereafter acquire
under the antitrust laws of the United States and the Commonwealth of Virginia relating to the particular
goods or services purchased or acquired under said contract.

APPLICABLE LLAW AND COURTS: This solicitation and any contract resulting from this
solicitation shall be governed in all respects by the laws of the Commonwealth of Virginia and any
litigation with respect thereto shall be brought in the courts of the City of Newport News, VA. The
Contractor shall comply with all applicable federal, state, local laws and regulations. The Contractor
shall procure any permits and licenses required for its business as the services to be provided by it
hereunder.

ASBESTOS: Whenever and wherever during the course of performing any work under this contract, the
Contractor discovers the presence of asbestos or suspect that asbestos is present; the Contractor shall stop
the work immediately, secure the area, notify the building owner and await positive identification of the
suspect material. During the downtime in such a case, the Contractor shall not disturb any surrounding
surfaces but shall protect the area with suitable dust covers. In the event the Contractor is delayed due to
the discovery of asbestos or suspected asbestos, then a mutually agreed extension of time to perform the
work shall be allowed the Contractor but without additional compensation due to the time extension.

ASSIGNMENT OF CONTRACT: A contract shall not be assignable by the Contractor in whole or
in part without the written consent of NNRHA.

AUDIT: The Contractor shall retain all books, records, and other documents relative to this contract
for five (5) years after final payment, or until avdited, whichever is sooner. The agency, its authorized
agents, and/or state and federal auditors shall have full access to and the right to examine any of said
materials during said period.




9.

10.

11.

12,

13.

14.

AVAILABILITY OF FUNDS: It is understood and agreed between the parties herein that NNRHA
shall be bound hereunder only to the extent of the funds available or which may hereafter become
available for the purpose of this agreement.

AWARD OF CONTRACT: Formal and informal bids and proposals will be awarded to the lowest
responsible and responsive bidder(s) or most suitable offeror. The quality of the articles to be supplied,
their conformity with the specifications, their suitability to the requirements of NNRHA, and the
delivery terms will be taken into consideration in making an award. Length of time for delivery as well
as price may be considered in awarding of the contract. NNRHA is not liable for any cost incurred by
the Contractor prior to issuance of a contract.

NNRHA also reserves the right to make multiple awards, by line item, lot, award based on overall
lowest pricing, cancel or reject any or all bids or proposals, in whole or in part, to waive informalities
and to delete items prior to making the award, whenever it is deemed in the sole opinion of NNRHA to
be in its best interest. Nothing herein shall bind NNRHA to purchase any services or specified quantity
of an item/product. Be it further understood that NNRHA shall not be obligated to purchase or pay for
any services or product listed unless and until officially ordered and received by NNRHA. NNRHA
also reserves the right not to award a contract pursuant to this solicitation.

BID/OFFER ACCEPTANCE PERIOD: Any bid or offer in response to a solicitation shall be valid
for ninety (90) days. At the end of the ninety (90) days the bid or offer may be withdrawn at the written
request of the Bidder or Offeror, If the bid or offer is not withdrawn at that time it remains in effect
until an award is made or the solicitation is canceled.

CANCELLATION OF CONTRACT: NNRHA reserves the right to cancel and terminate any
resulting contract, in part or in whole, without penalty, upon thirty (30) days written notice to the
Contractor. Any contract cancellation notice shall not relieve the Contractor of the obligation to deliver
and/or perform on all outstanding orders issued prior to the effective date of cancellation.

CHANGES TO THE CONTRACT: The parties may agree in writing to modify the scope of the
contract. An increase or decrease in the price of the contract resulting from such modification shall be
agreed to by the parties as a part of their written agreement to modify the scope of the contract.
However, the terms and conditions of the contract will not change.

NNRHA may order changes within the general scope of the contract at any time by written notice to
the Contractor. Such changes, including any increase or decrease in the amount of the Contractor’s
compensation, which are mutually agreed upon by and between the NNRHA and the Contractor, shall
be incorporated in writing with a modification to the contract.

Contractor shall not perform any work that would result in exceeding the dollar limitation of this
contract and/or purchase order without first supplying a quotation and obtaining written approval from
the Division of Procurement.

CLEAN AIR AND WATER EPS, ENERGY EFFICIENCY (APPLICABLE, TO CONTRACTS
IN EXCESS OF $100.000): The Contractor agrees to comply with all applicable standards, orders, or
requirements issued under Section 306 of the Clean Air Act (42 U.S.C. 1857(h), Section 508 of the Clean
Water Act (33 U.S.C. 1368), Exccutive Order 11738, EPA regulations (40 CFR Part 15) and Energy




Policy and Conservation Act (Pub, .. 94-163).

15. CONFLICT OF INTEREST: The Contractor warrants that he has fully complied with the State and
Local Government Conflict of Interests Act (Section 2.1-639.1 et seq. of the Code of Virginia), The
Virginia Governmental Frauds Act (Section 18.2-498.1 et seq.), Articles 2 and 3 of Chapter 10 (Crimes
Against the Administration of Justice) of Title 18.2, and article 4 (Ethics in Public Contracting) of the
Public Procurement Act (section 11-72 et seq.).

16. CONTRACT DOCUMENTS: The contract entered into by the parties shall consist of this solicitation,
the signed bid or proposal submitted by the Contractor, the notice of award, purchase order, the general
and special terms and conditions, and specifications with drawings, if any, including all addenda or
modifications thereof, all which shall be referred to collectively as the Contract Documents.

17. CONTRACTING OFFICER'S TECHNICAL REPRESENTATIVE (COTR) AS NNRHA'’S
AGENT:

NNRHA will provide the Contractor the name of the designated representative(s) to administer this
contract with the following responsibilities:

A. Coordinating with the Contractor when services are needed and when they will begin.

B. Day-to-day coordination of this service and assurance that services are delivered in accordance
with the contract terms and conditions and purchase order.

C. Promptly address problems or deviations from contract requirements or terms and conditions. If
the problems or contract deviations continue, forward written vendor complaint, including
recommended solutions, to the Procurement Officer so that adequate corrective action can be taken.

D. Assurance that the contract doflar amount or terms and conditions are not exceeded, increased,
decreased or modified in anyway without prior authorization from the Procurement Officer. If a
modification or revision is required, supply the Procurement Officer with an approved change order
request.

E.  After completion, promptly sign and date documents indicating the work has been completed and
accepted.

F. Complete and submit periodic evaluations of Contractor performance to the Procurement Officer.

18. CONTRACTOR PERSONNEL: The Contractor represents that it will secure, at its own expense, all
personnel necessary to perform the required services hereunder. Such personnel shall not be employees
of NNRHA nor shall they have any contractual relationship with NNRHA. All commitments made by
the Contractor in the bid or proposal with respect to (i) the Contracior’s qualifications and its
satisfaction of mandatory requirements in the IFB or RFP and (ii) the number and qualifications of its
personnel to be assigned to this Contract, shall be incorporated herein by this reference.

All the required services will be performed by the Contractor orunder its supervision, and all personnel
employed by the Contractor shall be fully qualified and shall be authorized or permitted under State
and Local law to perform such services. The Contractor shall not reassign any personnel specifically
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designated in the Bid or Proposal to perform services under this Contract without NNRHA’s prior
approval. The Contractor certifies that it will comply with NNRHA’s request for the reassignment of
any employee performing the required services hereunder when NNRHA determines, in its reasonable
opinion that such employee is not suited to work on this Contract. Evidence of qualifications shall be
made available to NNRHA upon request.

CONTRACTOR REGISTRATION: For construction contracts involving removal, repair or
improvement of a building or other real property the following license is required.

Class A Contractors License: when the total value of a single contract or project is $120,000.00 or
more, or is $750,000.00 or more over a 12 month period. The qualified individual identified for this
license must have at least 5 years of experience.

Class B Contractors License: when the total value of a single contract or project is $10,000.00 or
more, but less than §120,000.00, or is $150,000.00 or more, but less than $750,000.00 over a 12 month
period. The qualified individual identified for this license must have at least 3 years of experience.

Class C Contractors License: when the total value of a single contract or project is over $1,000.00
but no more than $10,000.00, or is no more than $150,000.00 over a 12 month period. The qualified
individual identified for this license must have at least 2 years of experience.

Specialty designations beyond general contracting might include Plumbing or HVAC and will require
further licensure.

The Board shall require a master tradesmen license as a condition of licensure for electrical,
plumbing, heating, ventilation and air conditioning contractors,

Indicate what type of Contractor’s license you hold and your Specialty.
Licensed Class A Virginia Contractor No Specialty
Licensed Class B Virginia Contractor No Specialty
Licensed Class C Virginia Contractor No Specialty

If the bidder or offeror shall fail to provide this information in the bid/proposal or on the envelope
containing the bid/proposal and shall fail to promptly provide their Contractor license number in writing
when requested to do so before or after the opening of bids/proposals, they shall be deemed to be in
violation of 54.1-1115 of the Code of Virginia (1950), as amended, and the bid/proposal will not be
considered.

If the bidder fails to obtain the required license prior to submission of their bid, the bid shall not be
considered.
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COPYRIGHT/PATENTS: The Contractor guarantees to defend and save NNRHA, its agents and
employees, harmless from liability, loss, damage and expense including reasonable counsel fees,
resulting from any actual or claimed trademark, copyright, composition, secret process, patented or
unpatented invention infringement, or any litigation based thereon, with respect to any part of the goods
or services covered by this order.

DEBARMENT/ SUSPENDED STATUS: By submitting their response, bidders/offerors certifies, to
the best of it’s knowledge that they are not currently debarred or suspended by NNRHA, the
Commonwealth of Virginia or the Federal Government from submitting offers or proposals on contracts
of the type of goods and/or services covered by this solicitation, nor are they an agent of any person or
entity that is currently so debarred or suspended.

DEFAULT: In case of failure to deliver goods or services in accordance with the contract terms and
conditions, NNRHA, after oral and written notice, may procure them from other sources and hold the
Contractor responsible for any resulting additional purchase and administrative costs. This remedy
shall be in addition to any other remedies, which NNRHA, state and federal laws have in place.

EQUAL OPPORTUNITY FOR BUSINESS AND UNEMPLOYED AND UNDEREMPLOYED
PERSONS (HUD ACT OF 1968, SECTION 3):

In accordance with Section 3 of the Housing and Urban Development Act of 1968, as amended, 12 U.S.
C. 1701u, the Contractor shall, to the maximum extent practicable:

(A) Provide ftraining and employment opportunities to the unemployed and underemployed
residents of the unit of local government or the metropolitan area (or non-metropolitan county)
in which the project is located; and

(B)  Award contracts for work in connection with the project to business concerns, which are located
in or owned in substantial part by persons residing in the same metropolitan area or non-
metropoelitan County as the project,

The Contractor shall insert or cause to be inserted this same provision in each subcontract.

ETHICS IN PUBLIC CONTRACTING: By signing their response, bidders/offerors certify that their
bid/offer is made without collusion or fraud and that they have not offered or received any kickbacks
or inducements from any other bidder, supplier, manufacturer or subcontractor in connection with their
bids, and that they have not conferred on any public employee having official responsibility for this
procurement transaction any payment, loan, subscription, advance, deposit of money, services or
anything of more than nominal value, present or promised, uniess consideration of substantially equal
or greater value was exchanged. NNRHA may recover the value of anything conveyed in violation of
this subsection. Any false statement hereunder constitutes a felony and can result in a fine and
imprisonment as well as civil damages.

FACSIMILE SOLICITATIONS/REVISIONS

A. Unsealed Bids/Unsealed Proposals and their Revisions: May be accepted when using small
purchase procedures. Facsimile bids, proposals and revisions to these must be completely received
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in the Purchasing Division prior to the date and time specified for receipt. The original copy of the
facsimile transmission may be requested, if requested, must be received within five (5) business
days. The Procurement Officer will designate the timing device used to document the receipt of
bids; time printed on the top of the facsimile copy will not govern the time of receipt.

B. Sealed Bids/Sealed Proposals/Revisions: Will be accepted from a third party or an agent of the
bidder, provided that the bids are submitted in a sealed envelope prior to the date and time specified
for receipt. NNRHA staff shall not be considered as a third party. The bidder/offeror is responsible
for arranging the third party involvement and for faxing the complete bid to the third party, not just
a summary or the cover sheet. The original bid and addenda may be requested and, if requested,
must be received within five (5) business days. The Procurement Officer will designate the timing
device used to document the receipt of bids or proposals. Additionally, vendors may appear at the
offices of 227 27th Street with proper company and personal identification to make revisions. All
revisions must be initialed by the person making the change. Bid must be returned to the Purchasing
Division prior to due date and time to be considered. NNRHA will not accept revisions written on
the outside of the sealed envelope.

INDEMNIFICATION: The Contractor, its heirs, legal representatives, next of kin, successors and
assigns agrees to indemnify, defend and hold harmless NNRHA, its members, Commissioners, officers,
agents, and employees from any claims, damages and actions of any kind or nature, whether at law or
in equity, arising from or caused by the use of any materials, goods, or equipment of any kind or nature
furnished by the Contractor, any services of any kind or nature furnished by the Contractor, provided
that such liability is not atiributable to the sole negligence of NNRHA or to failure of NNRHA to use
the materials goods, or equipment in the manner already and permanently described by the Contractor,

IDENTIFICATION OF BID/PROPOSAL/MODIFICATION: Submittal package will be sealed
and identified as follows:

From:

Name of Bidder/Offeror Due Date & Time

Bidder/Offeror Address

Solicitation No. & Solicitation Title

Atin: Procurement Officer
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IMMIGRATION REFORM AND CONTROL ACT OF 1986: By submiiting their bid/proposal,
bidders/offerors certify that they do not and will not during the performance of this contract employ
illegal alien workers or otherwise violate the provisions of the Federal Immigration Reform and
Control Act of 1986.

INSURANCE: By signing and submitting a bid/proposal under this solicitation, the Bidder/Offeror
certifies that if awarded the contract, it will have the following insurance coverage at the time the
contract is awarded. The Contractor will have five (5) working days, upon notice of intent to award, to
supply the Certificate of Insurance. The Biddet/Offeror further certifies that the Contractor and any
Subcontractors will maintain this insurance coverage during the entire term of the contract and that all
insurance coverage will be provided by insurance companies authorized to sell insurance in Virginia
by the Virginia State Corporation Commission, The Contractot’s insurance company will supply a
Certificate of Insurance listing the below required limits and the Certificate of Insurance shall name
NNRHA as an additional insured

A. Minimum Insurance Coverages and Limits Required For Most Contracts:

B. Worker’s Compensation — The Contractor shall also obtain and maintain worker’s compensation
insurance as required by statutory requirements and benefits, and in such policy limits as mandated,
by the State and shall require any Subcontractor engaged by the Contractor to satisfy such
requirement as well. Coverage is compulsory for employers of three or more employees, to include
the employer. Contractors who fail to notify NNRHA of increases in the number of employees that
change their worker’s compensation requirements under the Code of Virginia during the course of
the contract shall be in noncompliance with the contract.

C. Automobile Liability (minimum) — $500,000 combined single limit.

D. Commercial General Liability (minimum} — $1,000,000 per occurrence, $2,000,000 aggregate,
including $50,000 for fire damage. Commercial General Liability is to include bodily injury and
property damage, personal injury and advertising injury, products and completed operations
coverage. NNRHA must be named as an additional insured and so endorsed on the policy.

E. The Contractor shall indemnify, hold harmless and defend NNRHA, its officers, agenis, servants,
and employees from and against any claims, demands, losses, liabilities, and damages, causes of
actions and costs and expenses of whatsoever kind or nature arising from or related to:

1) the provision of services by or the failure to provide any services or the use of any
services or materials furnished (or made available) by the Contractor or its agents,
servants or employees;

2) any conduct or misconduct of the Contractor or its agents, servants or employees not
included in subparagraph (1) hereof and for which, its agents, servants or employees
are alleged to be liable;

3) the negligence or other actionable fault of any Subcontractors engaged by the
Contractor; or




4) claims, suits, actions or proceedings of whatsoever nature that are brought by the
Contractor’s employees, candidates for employment and statutory employees, as
determined under the State worker’s compensation laws.

If insurance is due to expire or renew during any contract period, it is the responsibility of the Contractor
(including Subcontractors, as applicable) to furnish and assure that NNRHA, Division of Purchasing is in
receipt of a current insurance certificate noting evidence of coverage. Expired insurance coverage during
the course of any contract can be cause for immediate termination of all work, removal from NNRHA
properties and cancellation of all contracts. Newport News Redevelopment & Housing Authority, P.O.
Box 797, Newport News, VA 23607, will be named as additional insured on the certification with respect
to the services being procured.

If the Contractor fails to supply the Procurement Officer the required certificate, the intent to award will be
cancelled. Please see additional insurance requirements on HUD Form 5370 pertaining to builders risk
insurance.

30. INTEREST OF MEMBERS OF CONGRESS: No member of or delegate to the Congress of the
United States of America shall be admitted to any share or part of this contract or to any benefit that
may arise there from.

31. INTEREST OF MEMBERS, OFFICERS, OR EMPLOYEES AND FORMER MEMBERS,
OFFICERS, OR EMPLOYEES: No member, officer, or employee of NNRHA, no member of the
governing body of the locality in which the project is situated, no member of the governing body of the
locality in which NNRHA was activated, and no other public official of such locality or localities who
exercises any functions or responsibilities with respect to the project, shall, during his or her tenure, or for
one year thereafter, have any interest, direct or indirect, in this contract or the proceeds thereof.

32. LIMITATIONS ON PAYMENTS MADE TO INFLUENCE CERTAIN FEDERAL FINANCIAL
TRANSACTIONS:

A. The Contractor agrees to comply with Section 1352 of Title 31, United States Code which prohibits
the use of Federal appropriated funds to pay any person for influencing or attempting to influence an
officer or employee of any agency, a Member of Congress, and officer or employee of Congress, or
an employee of a member of Congress in connection with any of the following covered Federal actions:
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, or the modification of any Federal contract, grant, loan,
or cooperative agreement.

B. The Contractor further agrees to comply with the requirement of the Act to furnish a disclosure (OMB
Standard Form LLL, Disclosure of Lobbying Activities) if any funds other than Federal appropriated
funds (including profit or fee received under a covered Federal transaction) 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 a Federal contract, grant, loan, or cooperative agreement.

C. Indian Tribes (except those chartered by States) and Indian organizations as defined in section 4 of the
Indian Self-Determination and Education Assistance Act (25 U. S. C. 450B) are exempt from the
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requirements of this clause.

MANDATORY USE OF NNRHA FORMS AND TERMS AND CONDITIONS: Failure to submit
a bid/offer on the official NNRHA forms provided for that purpose may be a cause for rejection of the
bid/offer. Modification of or additions to the General Terms and Conditions of the solicitation may be
cause for rejection of the bid/offer; however, NNRHA reserves the right to decide, on a case by case
basis, in its sole discretion, whether to reject such a solicitation.

MINORITY BUSINESS PARTICTPATION: The Contractor shall use its best efforts to comply
with the commitment it has made in the Bid/Offer relative to the participation of businesses primarily
(at least 51%) owned by minorities, women or public housing residents or small businesses
(collectively, ‘Disadvantaged Business Enterprises’) in the performance of this Contract. By executing
this Contract, the Contractor accepts the right of NNRHA to appoint an employee to monitor the
Contractor’s compliance with the commitments and requirements of this paragraph. The Contractor
agrees to promptly submit reports to NNRHA on request detailing the level of participation by
Disadvantaged Business Enterprises in this Contract. NNRHA shall have the right to review all relevant
documents of the Contractor relating to the participation of Disadvantaged Business Enterprises in this
Contract on an ongoing basis. NNRHA reserves the right to evaluate the Contractor’s performance
with regard to the commitments and requirements of this paragraph on an annual basis.

‘The Contractor shall take the following steps to assure that, whenever possible, subcontracts are awarded
to minority firms, women's business enterprises, and labor area firms:

A. Placing qualified small and minority businesses and women's business enterprises on
solicitation lists;

B. Assuring that small and minority businesses and women business enterprises are solicited
whenever they are potential sources;

C. Dividing total requirements, when economically feasible, into smaller tasks or quantities to
permit maximum participation by small and minority businesses and women's business
enterprises;

D. Establishing delivery schedules, where the requirements of the contract permit, which
encourage participation by small and minority businesses and women's business enterprises;
and '

E.  Using the services and assistance of the U.S. Small Business Administration, the Minority
Business Development Agency of the U.S. Department of Commerce, and State and Local
governmental small business agencies.

When such business has been subcontracted to these firms and upon completion of the contract; the
Contractor agrees to furnish the purchasing office the following information: Name of firm, phone number,
total dollar amount subconiracted, and type of product/service provided.
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MULTIPLE CONTRACTORS ON SITE: NNRHA reserves the right to let other contracts in
connection with this project or any other project. Contractors are expected to allow opportunity for the
introduction of materials and the performance and the coordination of work with each other. If work
by the other Contractor impacts your work according to plans and specifications, it is the Contractor's
responsibility to notify NNRHA COTR or Procurement Officer immediately.

NO WAIVER: No failure or delay by a party to insist on the strict performance of any term of this
Contract, or to exercise any right or remedy consequent on a breach thereof, shall constitute a waiver
of any breach or any subsequent breach of such term, Neither this Contract nor any of its terms may
be changed or modified, waived, or terminated (unless as otherwise provided hereunder) except by an
instrument in writing signed by the party against whom the enforcement of the change, waiver or
termination is sought. No waiver of any breach shall affect or alter this contract, but each and every
term of this Contract shall continue in full force and effect with respect to any other than existing or
subsequent breach thereof. The remedies provided in this Contract are cumulative and not exclusive
of the remedies provided by law or in equity.

NOTICES:

A.  Any notice, instruction, request or demand required to be given or made to the Contractor hereunder
shall be deemed to be duly and properly given or made if delivered or mailed, postage pre-paid, to
the Contractor.

B. Any notice, request, information, or documents required to be given or delivered hereunder by the
Contractor to NNRHA or to any of its representatives, unless stated otherwise in this Contract, shall
be signed or approved in writing by the Contractor, and shall be sufficiently given or delivered if
mailed, certified or registered, postage prepaid to:

Newport News Redevelopment & Housing Authority
Division of Purchasing

227 — 27" Street

Newport News, VA 23607

ATTN: Procurement Officer

Or io such representative or address as may designate in writing to the Contractor.

OBLIGATION OF BIDDER/OFFEROR: By submitting a bid/offer, the bidder/offeror agrees that
he has satisfied himself, from his own investigation of the conditions to be met, that he fully understands
his obligation. He will not make any claim for, or have right to cancellation or relief from the contract
because of any misunderstanding or fack of information.

ORDERING: Any supplies and services to be furnished under this contract may be ordered by issuance
of delivery orders by the individuals or activities designated in the solicitation. Such orders may be issued
from the date of award through the expiration or termination of this contract. All task orders are subject to
the terms and conditions of this contract. In the event of conflict between a task order and this contract,
the contract shall prevail.




40. PAYMENT: The prime Contractor is to submit invoices for services rendered directly to P.O. Box
797, Newport News, VA 23607, All invoices shall refer to the contract and/or purchase order number;
social security (for individual Contractors) on the federal employer identification number (for
proprietorships, partnerships, and corporations). Any payment terms requiring payment in less than 30
days will be regarded as requiring payment 30 days after invoice or acceptance, whichever occurs last.
However, this shall not affect discounts for payment in less than 30 days. All goods and services
provided under this contract/purchase order, which will be paid for with public funds, shall be billed
by the Contractor at the contract prices, to include, itemization of charges. Contract will be performance
based and fees will not be paid until the service or supplies, as defined in the response to these contract
documents have been provided and accepted in the manner specified.

The following shall be deemed to be the date of payment after receipt of invoice: the date of postmark
in all cases where payment is made by mail, or the date of offsct when offset proceedings have been
instituted as authorized under the Virginia Debt Collection Act.

A. Unreasonable Charges

Upon determining that invoiced charges are not reasonable, the NNRHA shall promptly notify the
Contractor, in writing, as to those charges which it considers unreasonable, and the basis for the
determination. In such cases, Contractors should be put on notice that final payment in full
is contingent on a determination of reasonableness with respect to all invoiced charges.
Charges, which appear to be unreasonable, will be researched and chalienged, and that
portion of the invoice held in abeyance until a settlement can be reached. A Contractor
may not institute legal action unless a settlement cannot be reached within thirty days of
notification. The provisions of this section do not relicve NNRHA of its prompt payment
obligations with respect to those charges, which are not in dispute (Code of Virginia §
2.2-4352).

B. Delays in Payment

NNRHA will make payment upon satisfactory completion, within thirty days. If work is not to the
satisfaction of the COTR, the COTR will contact the Contractor to remedy the situation. Contractor
will advise the COTR, in writing, of day and time task will be completed. If a new schedule is
approved by COTR, and if the task is not completed within that time frame, NNRHA may proceed
with default procedures. Reasons for not accepting Contractors work, and delaying payments, may
include but are not limited to:

1. Submitting invoice without final inspection approval by COTR.
2. Incorrect Invoice, (i.e.) not billing according to the purchase order or contract.
3. Creating safety hazards.

4. Contractor failing to communicate completion of work.
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PERFORMANCE AND PAYMENT BONDS: The successful bidder/offeror shall deliver to the
purchasing office executed Commonwealth of Virginia Standard Performance and Labor and Material
Payment Bonds, each in the sum of the contract amount, with the NNRHA as obligee. The surety shall be
a surety company or companies approved by the State Corporation Commission to transact business in the
Commonwealth of Virginia and acceptable to HUD and the Authority. No payment shall be due and
payable to the Contractor, even if the contract has been performed in whole or in part, until the bonds have
been delivered to and approved by the purchasing office. Standard bond forms will be provided by the
purchasing office prior to or at the time of award. When the value of work for a General Contractor exceeds

$50,000.00 during the contract period (this includes initial award and all subsequent renewals), the General

Contractor shall provide the Agency these bonds.

PRIME CONTRACTORS RESPONSIBILITIES: The Contractor shall be responsible for
completely supetvising and directing the worl under this contract and all Subcontractors that he may
utilize, using their best skill and attention. Subcontractors who perform work under this contract shall
be responsible to the prime Contractor. The Contractor agrees that he is as fully responsible for the
acts and omissions of Subcontractors and of persons employed by them as he is for the acts and
omissions of his own employees. The Contractor shall be responsible for maintaining satisfactory
standards of employee’s competency conduct courtesy, appearance, honesty, and integrity and shall be
responsible for taking such disciplinary action with respect to any employee, as may be necessary.
Additionally, the prime Contractor shall:

A. Ascertain that all services and work will be performed in a professional workman-like manner
acceptable to NNRHA and consistent with accepted professional standards. If the Contractor or
their staff is other than professional with residents or NNRHA staff, the Contractor may be found
in default of this contract.

B. Insert appropriate clauses in all subcontracts to bind Subcontractors to the terms and conditions of
this contract insofar as they are applicable to the work of Subcontractors.

C. Within seven (7) days after receipt of amounts paid to the Contractor for services rendered by the
subcontract either:

1. Pay the Subcontractor for the proportionate share of the total payment received from the agency
attributable to the work performed by the Subcontractor under the contract; or

2. Notify the agency and Subcontractor, in writing, of his intention to withhold all or a part of the
Subcontractor's payment with the reason for nonpayment.

D. Pay interest on all amounts owed to Subcontractor that remain unpaid after seven days following
receipt of payment by the agency, except for amounts withheld as allowed in *C-2’ above. “Unless
otherwise provided under the terms of this contract, interest shall accrue at the rate of one percent
per month.” A contract modification shall not be made for the purpose of providing reimbursement
for the interest charge. A cost reimbursement claim shall not include any amounts for
reimbursement for the interest charge. Your obligation to pay interest to a Subcontractor shall not
be construed to be an obligation of NNRHA.

E. Provide your social security number and if a proprietorship, partnership or corporation provide your
federal employee identification number, space provided on cover sheet of this package.

F. Include in each of its subcontracts a provision requiring all Subcontractors to include or otherwise
be subject to the same payment and interest requirements with respect to each lower-tier
Subcontractor,
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G. Not purchase any materials or supplies pertaining to this contract that is subject to any chattel
mortgage or under conditional sales or other agreement by which an interest is retained by the
seller. The Contractor warrants that he has clear title to all materials and supplies for which he
invoices for payment. This clause also pertains to all Subcontractors participating in this contract,

H. Repair, to NNRHA satisfaction, any damage, including damage to finished surfaces, resulting from
the performance of this contract.

PROTECTION OF PERSON AND PROPERTY:

A. The Contractor expressly undertakes both directly and through its Subcontractors, to take every
precaution at all times for the protection of persons and property, including NNRHA’s employees and
property. The Contractor shall make good any such damage injury or loss, except such as may be
directly due to errors in the contract documents or caused by agents or employees of NNRHA. The
Contractor shall adequately protect adjacent property as provided by law and the Contract documents,
and shall provide and maintain all passageways, guard fences, lights and other facilities for protection
required by public authority, local conditions, or any of the contract documents,

B. The Contractor shall be responsible for initiating, maintaining and supervising all safety precantions
and programs in connection with the work and in accordance with all State and Federal regulations.

C. In an emergency affecting the safety of the work, life of individuals or the adjoining property, the
Contractor shall act immediately without special instruction or authorization from NNRHA. Should
the Contractor, in order to prevent threatened loss or injury, be instructed or authorized to act by
NNRHA, he shall so act, without appeal. Any additional compensation or extension of time claimed
by the Contractor on account of any emergency work shall be determined as provided in this document
or negotiated between both parties.

PROTECTION OF TRADE SECRETS AND OTHER INFORMATION: By submitting data
required by this solicitation, the Contractor may (A) clearly mark any portions, which in their option,
are trade secrets or commercial or financial information and (B) submit such marked material separately
from other material required to be submitted and is in accordance with Code of Virginia 3.1-249.68.

PUBLIC NOTICE OF AWARDS: Award or decision to award, utilizing competitive sealed bidding or
competitive negotiations will be posted on a public bulletin board located at 227 27" Street and displayed
on the electronic bulletin board accessible via modem, or home page, on the World Wide Web at
www.nnrha.com. Sole source and emergency procurements, not utilizing competitive sealed bidding or
competitive negotiations, will also be posted,

QUALIFICATIONS OF BIDDERS/OFFERORS: NNRHA may make such reasonable
investigations as deemed proper and necessary to determine the ability of the bidders/offerors to
perform the services, furnish the goods or services and the bidders/offerors shall furnish to NNRHA all
such information and data for this purpose as may be requested. NNRHA reserves the right to ingpect
bidders/offerors physical facilities prior to award to satisfy questions regarding the bidders/offerors
capabilities. NNRHA further reserves the right to reject any bid/offer if the evidence submitted by, or
investigations of, such bidder/offeror fails to satisfy NNRHA that such bidder/offeror is properly
qualified to carry out the obligations of the contract and to provide the services and/or goods
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contemplated therein,

SAFETY STANDARDS: All personnel shall, at all times, wear approved clothing, hard hats, safety vest,
and any other equipment required to meet OSHA standards. They will obey all safety rules and regulations
and will not create hazardous conditions within the operation. The Contractor must meet motor carrier
safety regulations (Federal and State), as applicable. 1t is the Contractor’s responsibility to ensure the
OSHA regulations are met in all applicable areas for all exposures encountered during the term of the
contract.

SUSPENSION OF WORK:

A,

The Procurement Officer may order the Contractor in writing to suspend, delay, or intetrupt all or any
part of the work of this contract for the period of time that the Procurement Officer determines
appropriate for the convenience of the NNRHA.

If the performance of all or any part of the work is, for an unreasonable period of time, suspended,
delayed, or interrupted (1) by an act of the Procurement Officer in the administration of this contract,
or (2) by the Procurement Officer's failure to act within the time specified (or within a reasonable time
if not specified) in this contract an adjustment shall be made for any increase in the cost of performance
of the contract (excluding profit) necessarily caused by such unreasonable suspension, delay, or
interruption and the contract modified in writing accordingly. However, no adjustment shall be made
under this clause for any suspension, delay, or interruption to the extent that performance would have
been so suspended, delayed, or interrupted by any other cause, including the fault or negligence of the
Contractor or for which any equitable adjustment is provided for or excluded under any ofher provision
of this contract.

A claim under this clause shall not be allowed (1) for any costs incurred more than 20 days before the
Contractor shall have notified the Procurement Officer in writing of the act or failure to act (but this
requirement shall not apply as to a claim resulting from a suspension order); and, (2) unless the claim,
in an amount stated, is asserted in writing as soon as practicable after the termination of the suspension,
delay, or interruption, but not later than the date of final payment under the contract.

TAX EXEMPT: NNRHA is exempt from the payment of any Virginia Sales Tax, State sales and use
tax certificates of exemption. Form ST-12 will be issued upon request. When performance involves a
service, the Contractor shall be responsible to pay a Virginia Sales Tax on materials consumed in
performance of the service,




50. TERMINATION FOR CONVENIENCE OF NNRHA:
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A. NNRHA may terminate this contract at any time without cause, in whole or in part, upon giving
the Contractor notice of such termination. Upon such termination, the Contractors shall
immediately cease work and remove from the project site all of its labor forces and such of its
materials as NNRHA elects not to purchase or to assume in the manner hereinafter provided. Upon
such termination, the Contractor shall take such steps as required by owner to assign to the owner
the Contractor's interest in all subcontracts and purchase orders designated by owner. After all
such steps have been taken to owner's satisfaction; the Contractor shall receive as full compensation
for termination and assignment of the following:

I.  All amounts then otherwise due under the terms of the contract,

2. Amount due for work performed subsequent to the latest request for payment through the date
of termination.

3. Reasonable compensation for the actual cost of demobilization incurred by the Contractor as a
direct result of such termination. The Contractor shall not be entitled to any compensation for
lost profits or for any other type of contractual compensation or damage other than those
provided by the preceding sentence. Upon payment for the foregoing, owner shall have no
further obligations to the Contractor of any nature.

4. All claims associated with this termination must be submitted with in one (1) year after the
effective date of the termination.

B. In no event shall termination for the convenience of the owner terminate the obligations of the
Contractor's surety on its payment and performance bonds.

TERMINATION FOR DEFAULT: NNRHA may terminate this contract at any time, for the
Contractors failure to perform their contractual obligations and may procure the articles or services from
other sources and hold the defaviting contractor responsible for any resulting costs. NNRHA is not liable
for Contractor’s cost on undelivered work and may be entitled to the repayment of progress payments. All
claims associated with this termination must be submitted with in one (1) year after the effective date
of the termination,

TESTING AND INSPECTION: NNRIA reserves the right to conduct any test/inspection it may
deem advisable to assure goods and services conform to the specifications. Rejected supplies will be
returned at the vendor's expense. The vendor, at no cost, shall replace materials and components that
have been rejected by NNRHA.

TRANSPORTATION AND PACKAGING: By submitting their bids/offerors, all bidders/offerors

certify and warrant that the price offered for FOB destination includes only the actual freight rate costs
at the lowest and best rate and is based upon the actual weight of the goods to be shipped. Except as
otherwise specified herein, standard commercial packaging, packing and shipping containers shall be
used. All shipping containers shall be legibly marked or labeled on the outside with purchase order
number, commodity description, and quantity.




54. USE OF PREMISES AND REMOVAL OF DEBRIS:

A. The Contractor expressly undertakes, either directly or through its Subcontractor:
1. To perform this Contract in such a manner as not to interrupt or interfere with the
operation of any existing activity on the premises or at the location of the work.

2. To maintain its apparatus, materials, supplies, and equipment in such ordetly fashion at the site of
the work as will not unduly interfere with the progress of its work or the work of NNRHA or any
other Contractor.,

3. To place upon the work or any part thereof only such loads as are consistent with the safety of that

portion of the work.

4. To effect all cutting, filling or patching of its work required to make the same conform to the
solicitations plans and specifications, and except with the consent of the Project Inspector, not to
cut or otherwise alter the work of any other Contractor, The Contractor shall not damage or
endanger any portion of the work by cutting, patching or otherwise altering any work, or
excavation.

5. To clean up frequently all refuse, rubbish, scrap materials and debris caused by its operation, to
the end that at all times the site of the work shall present a neat, orderly and workmanlike
appearance.

6. The Contractor shall clean-up, move all refuse, rubbish surplus and scrap material and debris
resulting from his operation at the end of each workday and after completion of all work. All
material removed as part of clean up shall be completely removed from the properties.

7. NNRHA does not take responsibility for storing, securing or loss of the Contractor's apparatus,
materials, supplies, equipment, or personal items.

55. WITHDRAWAL OF BID DUE TO ERROR:

A. If a bid contains both clerical and judgment mistakes, a bidder may withdraw the bid from
consideration if the price would have been substantially lower than the other bid due solely to the
clerical mistake, that was an unintentional arithmetic error or an unintentional omission of a
quantity of work, labor or material made directly in the compilation of a bid that shall be clearly
shown by objective evidence drawn from inspection of original work papers, documents and
materials used in the preparation of the bid sought to be withdrawn. A bid may be withdrawn from
consideration if the price bid was substantially lower than the other bids due solely to a mistake in
the bid provided the bid was submitted in good faith, and the mistake was a clerical mistake as
opposed to a judgement mistake and was actually due to an unintentional arithmetic error or an
unintentional omission of a quantity of work, labor or material made directly in the compilation of
a bid, which unintentional arithmetic error or unintentional omission can clearly be shown by
objective evidence drawn from inspection of original work papers, documents and materials used
in the preparation of the bid sought to be withdrawn.




B. The Contractor shall give notice in writing to Procurement Officer, Division of Purchasing, of their
claim of right to withdraw their bid within two business days after the conclusion of the bid opening
procedure and shall submit original work papers with such notice. The work papers, documents
and materiais may be considered as trade secrets or proprietary information subject to the
conditions of subsection F of 2.2-4342, Section 2.2-4330 Code of Virginia.

C. No bid may be withdrawn under this section when the result would be the awarding of the contract
on another bid of the same bidder or another bidder in which the ownership of the withdrawing
bidder is more than five percent.

D. If a bid is withdrawn under the authority of this section, the lowest remaining bid shall be deemed
to be the low bid.

E. No bidder who is permitted to withdraw a bid shall, for compensation, supply any material or labor
to or perform any subcontract or other work agreement for the person or firm to whom the contract
is awarded or otherwise benefit, directly or indirectly, from the performance of the project for which
the withdrawn bid was submitted.

F. T{NNRHA denies the withdrawal of a bid under the provisions of this section, it shall notify the
bidder in writing within 5 business days stating the reason for its decision and award the contract
to such bidder at the bid prices(s), provided such bidder is a responsive and responsible bidder. At
the same time the notice is provided, NNRHA shall return all wotk papers and copies thereof that
have been submitted by the bidder.

56. WORK HOURS AND PROCEDURES:

A. Normal work hours for NNRHA are from 8:00a.m. to 5:00p.m., Monday through Friday, except
holidays. All services shall be performed during normal work hours, unless prior approval from
the COTR, or their designated personnel.

B. Contractor(s) shall coordinate before commencing work specific day(s) and the approximate times
of day service will be conducted.

C. Due to weather or any other delays, Contractor shall advise COTR of alternate date(s) of service
and time immediately, prior to service.




ATTACHMENT B

Management Review for U.S. Department of Housing and Urban Development OMB Approval No. 2502-0178
Multifamily Housing Projects Oftice of Housing — Federal Housing Commissioner Exp. C4/30/.2018

PURPOSE: To assess management and oversight of multifamily housing projects.

INSTRUCTIONS: This form is to be completed by HUD statf, Performance Based Contract Administrators (PBCA), Traditional Contract Administrators (CAs) and
Mortgagees of Coinsured Projects (Mortgagees). The Management Review torm consists of thee parts: Desk Review, On-site Review with Addenda, and Sunimary
Report. All reviewers ol subsidized projects must complete Addenda (A, B, C, & D). Reviewers of unsubsidized projects must complete Addenda B & C only. 1fany
questions on any given form are not relevant to the program under review or if the information is not avaitable, notate with “N/A”. FHEO staff provide MFH staff a list
of requests for documents and special observations each year. Additional guidance regarding the management process can be found in HUD Handbooks 4350,1, REV-1
and 4566.2.

A. Prior to On-Site Review

Complete Part [ — Desk Review

. To complete the Desk Review worksheet prior to the on-site visit, review the project files, system reports, and other documents, and contact the HUD
representative for any unavailable information needed to complete the desk review. Fair Housing/Civil Rights teview requitements are all in Addendum B.
This portion of the review will agsist the reviewer in identifying potential problem areas. Owner must complete Addendum B, Part A, and send it to
Multifamily Housing. HUD staff must cotnplete the entire Desk Review for subsidized projects. For unsubsidized projects, HUD staffmortgagess must
complete all applicable sections. CAs must complete the entire Desk Review sxcept whete noted “This question applies only to HUD Statt/Mortgagees.”

. Schedule a date for the on-site review with the ownerfagent and contirm the revicw date in writing. The owner/agent should be given at least a two-week
notice in writing and notified of the documents that need to be available the day of the review, as specified in Addendum C. Addendum € provides a list of
documents notated by the reviewer that the owner/agent must have available duting the on-site review, Addendum C and Part A of Addendum B must be
forwarded to the ownerfagent with the letter confirming the scheduled on-site review. The reviewer may request additional items as necessary,

B. Conducting the On-Site Review
Complete Part Il - On-Site Review
s+ On-Site Reviews will be completed as follows:
(1) HUD staff and Mortgagees must complete all applicable questions in Pact I1.
(2) CAs must complete all questions in Part Tl except where noted “This questicn applies only to HUD stafffMortgagees.”
{3) HUD stafl completing a review of a project which is alsc reviewed by a CA will only complete questions not applicable to CAs.

. In accordance with Part D, bring back all information requested by FHEO.

*  Use additional sheets as necessary to cemplete applicable questions,

¢ Upen completion of the on-site review, the reviewer will hold a close-out session with the owner/agent to discuss observations and conclusions.

C. After On-Site Review

*  The reviewer will record deficiencies, findings and corrective actions. Findings must include the condition, criteria, cause, elfect and required corrective
action. The condition describes the problem or deficiency. The criteria should cite the statutory, regulatory or administrative requirements that wete not
mel. The cause explains why the condition occurred, The elfect describes what happened because of the condition. The corrective action provides what the
ownet/agent hwst do to eliminate the deficiency. The corrective action must include a requirement that the owner determine and correct not only the
discovered ortors and omissions, but also describe fo the revicwer how and what systems, controls, policies and procedures were adjusted or changed to
assure that the etrors and omissions do not reccour. In completing the Report of Findings, the reviewer should also indicate the target completion date,

+  The teviewer crettieves Addet:dutn B and forwards the completed form to FHEO, along with the approved initial or updated Affirmative Fair Housing
Marketing Plans in accordance with “Ceneral Qperational Prosedures for the Civil Rights Front-End and Limited Monitoring Reviews of Subsidized
Multifamily Housing Projects”, which may be found on FHEQ’s wekb site,

*  Complete Summary Repoit as follows:

Based on the Report of Findings, the reviewer will assess the overal! performance for each applicable category. The reviewer must indicate A {Acceplable)
ot C (Cortective action required) and include target completion dates (TCD) for all corrective action items. For those items not applicable, indicate “N/A” in
the TCE column.

For each of the seven major categories (4, B, C. D, F, F, and G}, rate each category by entering a score between 1 and 100, If a category was not reviewed,
entor a score of zero (0). After rating the individual categorics, an overall rating must be assessed. This rating will be based upon the mtings assigned in
categories A through G. CAs will rate all categories except Category D, Catogory D s for HUD staffand Mortgagees only. Additional guidance for ratings
can be found in HUD Handbook 4350.1, REV-1.

»  Distribute the Sumtnary Report and cover letter as follows:

(1} Project Owner (original)
(2} Management Agent (copy)
(3) HUD-office for PBCA reviews rated below average or unsatisfaciory
(4) HUD office for all traditional CA reviews
*A copy of the completed Managenient Review Report, form HUD-9834 and supporting documents must he maintained in the project file.

. If'a below average or unsatistactory rating is determined, the owner/agent must be atforded an opportunity to appeal, Guidanee on appeal procedures is
provided in FIUD Handbook 4350,1, REV-1,

*  All Secure Systems uysers must document all required data in the Integrated Real Esiate Management System (iREMS).

D. Management Review Deficiency Follow up;

*  Reviewer must conduct follow-up activily until all corrective actions as required in the Summary Report have been completed. Entor applicable close-out
dates in iRTIMS.

«  Housing reviewers will Forward all completed FHEOQ checklists and attachments fo FIEQ within five {5) busincss days of their own on-site reviews ot
within 5 business days of receipt of the checklists from the CA, as applicable, Follow-up instructions may be found on FHEO’s web site.

NOTE: The Fair Housing and Equal Opportunity (FHEQC) checklist has been included as part of this management review form; however no determination of
compliance with applicable Fair Housing laws and regulations is included in the summary veport, CAs must forward the original checkfist (Addendum B) to HUD staff,
HUD stalf must maintain the original checklist in the project file and forward a copy to the Office of FIEO in the appropriate jurisdiction for review.

form [TUD-9834 (06/2016)
Ref. HUD Handbook 4350.1, REV-1
and HUD Handbook 4566.2




Management Review for
Multifamily Housing Projects

U.S. Department of Housing and Urban Development
Office of Housing — Federal Housing Commissioner

OMB Approval Ne,2502-0178
Exp. 04/30/2018

Summary

Date of On-Site Review:

Date of Report:

Project Number:

Contract Number:

Section of the Act:

Namge of Owner:

Project Name:

Project Address:

Loan Status;

[ Insweed

[ HUD-Held
O Non-Tnsured
O Co-Insured

Contract Administiaror:

[1 Hup
Oca
[0 PBCA

Type of Subsidy:

[ Section 8

Flrac

O Seetion 236

[ Section 221{d)(3) BMIR

1 Rent Supplement
O rAP

O PRAC

[0 Unsubsidized

Type of Howsing:

O Faniily

O bisabled

I} Elderly

[ Elderly/Disabled

[ Other (pleass specify)

items. For thoss items not applicable, place N/A in the TCD column,

For each applicable category, assess the overall performance by checking the appropriate column. Indfente A (Acceptable) or C (Comective action required). Include target completion dates (TCD) for all corrective action

A, Generil Appearance and Seeurity AL T TCD Ender a score between 1 and 100 for the General Appearauce amdd Secarity Rating.
: - I this Section was not reviewed, enter 0,
1. General Appearance ] (] e 15 10% of' the overall score.
2. Security [m] [m] This eategory Is rated
B, Fellow-ujt and Monitoving of Peeject Inspections J A € TCD ¢ - Enter a score between 1 and 160 for the Follow-up and Monitoring of Project Inspections
kS R L : L : Rating .
3. Follow-Up and Menitoving of Last Physical Inspection and [m] a Irthis Seetion was wot reviewed, enter 0,
Observations —. 15 19% of the overall score.
4. Follow-Up and Monitoring of Lead-Based Paint Inspeclion i _ This categary 15 rated
C, Maintenance ad Stamdard Operating Pro¢edures Y .TCD Yenger a score bebween 1 amd 100 for the Maintenance and Standard Operatlng Proceduzes
g e : : Rating,
5, Mainteharice I this Sectlon was not keviewed, enter 0
6. Vacancy and Tunover o] ___ is10% of the overall scove.
7. Enerpy Conservation ] This eategory Is rated
D, Financial Managemeni/Procurénent X < - - TCD Enter a seore between 1 an¢l 100 lov the Finangial Management/Procurement Rating,
R L L 11 this Section was net reviewed, enter 0,
£. Budgel M M | _ 1525% of the overall score.
9. Cash Controls [ O ‘This eategory is rated
£0. Cost Controls [H] ]
11, Pracurerment Controls [m] 0
12, _Accounts ReceivableMayable [u] ]
13. Accounting and Bookkeeping [H] ]
15, Leasing and :Octtlpnnc'y A - CTCY | Enter = score between 1 and 100 for the Lewstung and Ocenpancy Ruting,
R A L DR IF this Sectlom was nof reviewed, cnter 0.
14, Application Pre T Tonant Sekeell [} ] —_ 1825% of fhe overall score,
15. Tenses and Deposits [H] O This eategory is rated
16. Eviction/Termination of Assistance Procedurcs ] [}
17, Enterprise Income Verification (EIV) System Access and ] a
Security Compliance
18, Compliance with Using EIV Data andl Repoits O 0
19. Tenanl Rentat Assistance Certification Systems (TRACS) O [m]
Monitoring and Compliance
20, TRACS Security Requirements ] [m]
21, Tenant Flle Security O [}
22, Summary of Tenant File Review | [m]
. TengiitAanngeamtit Relations: A g TCn . . Enter a score betweer 1 amd 100 for' the Tenant Services Rating.
SR Ll Sl i G R 11 thls Seetlon was not reviewed, enter 0.
23, Tenant Concemns O [m] __ 15 10% of the everall score,
24, Provision of Tenant Services [ [m] This eategory is rated
G, General Manageniend Practiccs A -G TCD General Management Practices Rating,
. W this Seetion was not reviewed, enter 0.
25, General M; et Operations ] [m] 15 10% ol {he pyerall seore,
26, OwnerfAgent Participation L] [ This ealegory is rated
7. Staffibg and Perscinel Practices [] [l

Overnll Rating:

O Superior T Above Avorage [0 Satislaclory L1 Below Average [ Unsatisfactory

_ Owerall Score:

T'o cnleulnte nuw overall score: Multiply the derived performance value by the assigned percentage of the pverall rating for each eatcgory, Once all tested caleparies have been caloulated based on the
performance indicator and performance indicator values, the total ealeulated points is divided by the Iotal perceniage of overall raling and rounded to the nearest whole number.
For convenience, & utility is included with this forn which wifl perfonu all of the necessary calculations.

MName and Tile of Persen Preparing this Report: (Please type or print);

Date:

Namne and Title of Persan Approving this Report: (Please type or print):

Signature;

Date;

NOTR: If this review is conducied by a CA or PBCA as indicated above, the overall rating reflects a revlow as it relates to compliance with the Housing Assistance Payment Contract (HAP) only,

form HUD-9834 (06/2016)
Ref, FIUD Handbook 4350.1, REV-1
and HUD Handbook 4566.2




Management Review for U.S. Department of Housing and Urban Development OMB Approval Mo. 25020178
Multifamily Housing Projects Office of Housing — Federal Housing Commissioner Exp. 04/3022018

Summary

SUMMARY REPORT - FINDINGS
For each “C” item checked on the summary report, reference the appropriate citing, and target completion date. Findings must include the condition, criteria, cause,
effect and required corrective action:
o The condition describes the problem or deficiency
o The eriteria cites the statuiory, regulatory or administrative requiremnents that were not met
o The cause explains why the condition occured
o The effect describes what happened because ot the condition
Corrective actions are required for all findings.

Ttem Finding - . ) . Target Completion Date
Number )

form HUD-9834 (06/2016)
Ref. HUD Handbook 4350.1, REV-1
and HUD Handbook 4566.2




Management Review for gf? Dellzr;;'tment DfFHTISi;IEI and Ur(I:)an Development OMB APPI‘OVHIIJNO-;‘S%;%%
. N , . ing — 'd i issi X
Multifamily Housing Projects ice of Housing — Federal Housing Commissioner

Part I Desk Review

PART I. DESK REVIEW —The reviewer must complete this section prior to the on-site review using all relevant information in project files and HUD database
systems. Questions on the desk review, which include category references, are linked to the on-site review, Category references on the desk review that relate to the
on-gite review must be considered when determining the category rating. Category references are marked following the applicable question (i.e. B3, E14).

[ any questions on any given form are not relevant to the program under review or if the mformation is not available notate with “N/A”,
1. What is the most recent Physical Assessment Subsystem (PASS) score? B3

Enter PASS Score Date of REAC inspection
If required, has the project filed a certitication that all items listed on the previous REAC inspection have been completed?
Yes [] No O
If' more than one inspection is of record, does the reviewer note repetitive defects?
Yes ] No [

Comments:

2. Were Exigent Health and Safety (EH&S) conditions cited in the report? B3
Yes ] Ne [ wNa[

Comments;

3. Have all latent defects been cortected? This question applies anly to newly constructed projects withiv the last 24 nonths.
This question applies only to HUD Staff and Mortgagees.
Yes [1 No 0 N[
If not, list depository and amount of any consiruction escrows remaining,

Connnents:

Questions 4 through 6 only apply te subsidized family properties or elderly properties housing children under the age of six that were constructed prior to
1978. If the Iead based paint inspection has been conducted and the information was documented on a previous management review, proceed to question 7,

4. Document the year of construction for Lead-Based Paint compliance.
Obtain this information from the Physical Condition/PASS screen in iREMS Open the REAC Inspection Report, then open the PASS Physical Inspectlon Report,
The year of construction can be found nnder Buildings/Units.

Date of Construction If construction occurred after 1977, proceed to question 7.
5. Has a lead-based paint inspection heen conducted? 4B Yes [] No [J  Information Not Available []
Com.ménts:
0. What were the resufis of tho Lead-Based Paint Inspection/Evaluation: 4B

Was lead found? Yes [] No [ Al

If yes, is there a HUD approved lead hazard centrel plan? Yes O No [ mwAQO

Comments
7. Is an Anneal Financial Statement required? (If no, proceed to question 10). Yes [1 Ne [J

This question applies only to HUD Staff

Comments:

8. What was the most recent Financial Assessment Subsystem (FASS) score? Score ___
This question applies only to HUD Staff

If financial reporting is not required, determine why; and tecord the reason in reviewer comments below,

Comimnents:

form HUD-9834 (06/2016)
Ref, HUD Handbook 4350.1, REV-1
and HUD Handbook 4566,2
Page 1 of 6




Management Review for Multifamily U.S. Department of Housing and Urban Development OMB Approval No. 25020173
Housing Projects Office of Housing — Federal Housing Commissioner Exp. 04/30/2018

Desk Review (Continned)

9. Have the following reports been consistently submitted on a timely basis? (Look at multiple periods) Check the appropriate box for reports received, and indicate
whether or not the report was received timely.
This question applies only to HUD Staffind Mortgagees

[T Annual Audited Financial Statentent Yes [1 No[O wNAO
Date last report was due:
Date last report received:

] Monthly Accounting Report Yes [] No[d wWA[]

] Cxcess Income Report (HUD-93479, 80, 81} Yes [1 No[O0 wA[J

[1 Quarterly performance report for projects on'flexilile subsidy, modification, workent, ete. Yes O] Nol] waA[d

[ Annual operating budget (cooperatives) ves 0 Neld mnaA
[f the reports have been submitled, were they received in acceptable form? Yes [0 No[d

Cominents:

10, Has the owner corrected all findings on HUD financial and or Inspector General audits? Yes [1 No [1 NALC

This question applies only to HUD Staff and Mortgagees.

List findigs outstanding and determine whether remedial action is required to assure cottection within established goals:

Comments:

11. Do project operating expenses. appear reasonable compared with similar projects? Yes [1 No [
This question applies only to HUD Stff. D10

Indicate latest OPIIS rating and check problem areas flagged by OPIIS,
[[] Administrative  [[] Maintenance [ utility [[] Taxes and Insurance ] Financiat

Also, use OPNIS to conduct an expense comparison with other similar projects.

Comments:

12. Does annual financial analysis or FASS printouts indicate fhat project is fyee of aclual or potential financial problems?
This question applies only to HUD Staff. Yes [] No[J

For each of last 3 years, enter Profit (Loss) before depreciation (from the Statement of Profit & Loss).

Year

Comiments:

13. If the owner/agent has taken imauthorized disiributions, reimbursements, or supervision fees, have these been repaid?
This guestion applies onlp to HUD Staff and Mortgagees. Yes [ No [}

If no, indicate amount due to the project. §

14, If applicable, have all deposits duc ko the residual receipts tund heen made? Yes (] No [
This question applies only to HUD Staff,

Comments;

15. Based on the last FASS subimission, are accounts payable reasonably current? Yes [1 MNo [J
This question applies only to HUD Staff and Morigugees. Di2

[ndicate the amount of accounts payable more than 60 days old §

Comments:

fonm HUD-5834 {06/2016)
Ref. HUD Handbook 4350.1, REV-1
and HUD Handbook 4566.2
Page2of 6




Management Review for M“}tifﬂmily U.S. Department of Housing and Urban Dfevf:[opment OME Approval No. 2502-0178
Housing Pl‘Oj ects Office of Housing — Federal Housing Commissioner Exp. 04/30/2018

Desk Review (Continued)

t6. Does the balance in the security deposit rust account equal or exceed the project’s liability account? Yes [1 No [
This question applies only fo HUD Staff and Morigagees.

1 no, explain how deflicit will be funded.

Comments:

17, If security deposits are invested in an interest-bearing account, is interest passed through to tenants or fransferred to project account?
This questton applies only to HUD Staff and Morigagees. Yes [] No [

Comments:

18, Have the owner and managing agent executed and submitted an appropriate Management Certification (form HUD-98394, B, or C) to HUD?
This question applies only to HUD Staff and Mortgagees. Yes [1 No [

If yes, please enter date of certification,
Determine that the content of certification is cotisistent with present operations.

Comments:

19, Is the management fee paid to the agent in accordance with the Management Certification? Yes (] No [}
This question applies ealy to HUD Staff and Mortgagees.

Comments:

20. Has the owner and management agent sxecuted a management agreement in accordance with the management certification?

This question applies only fo HUD Staff and Morigagees. Yes (1 No O

Comments:

21. Does the management agreement reflect HUD's regulations and guidelines? Yes [1 No[] NALO
This guestion applies only to HUD Staff and Mortgagees.

Comiments:

22. Has a management entity profile been submitted to HUD? Yes [1 No [

This gquestion applies only to HUD Staff amd Movigagees.
IT yes, is it relevant to the agent’s organization and how it operates? Yes [1 NolJ

Date of the management entity profile

23. Do the Management Entity Profile and Management Certifications clearty describe the relationships and responsibilities of the owner and agent?
This question applies only to HUD Staff aid Mortgagees. Yes. [1 No [

Determing if management is by an identity-of-interest conteactor, and compare the contract arrafigement to the annual financial report.

Cominents:

24, Have the principals and board members lsied received HUD-2530 approval? Yes (1 No[J NAT
This question applies enly to HUD Staff.

Request a list of' all current principals and board members and check for HUD-2530 approval.

Comments:

25, Is the agent charging the project for expenscs which the agresment requires the agent 1o pay? Yes (1 No [
This question applies only fo HUD Staff and Morigagees.

Comments:

form HUD-9834 (06/2016)
Ref. HUD Handbook 4350.1, REV-1
and HUD Handbook 4566,2
Page3 of 6




Management Review for Multifamily U.S, Department of Housing and Urban Development OMB Approval No, 2502-0178
Housing Projects Office of Housing — Federal Housing Commissioner Exp. 04/30/2018

Desk Review (Continued)
Questions 26 —29 apply to OAHP restructuring. If not applicable proceed to question 30.

26. Has the project’s mortgage been restructured? Yes [ Nol]
Tlis question applies only to HUD Stuff.
If yes, is there a use agreement on the project? Yes [ No[]
If there is a use agreement, does it require any owner certifications? Yes [1 Noll
I owner certifications are required, have they been submitted timely? Yes ] Neol]
If applicable, has work required under the Rehabilitation Escrow been/is being completed aceording to schedule?
Yes [ No[dJ
Comments:
27. Is the owner eligible for incentives? Yes ] No[]

This guestion applies only to HUD Staff.

If yes, has the owner calculated those incentives correctly? (i.e., Capital Recovery Fee (CRF) and/or Incentive Performance Fee (IPF))
Yes [] No [
Cominents:

28. Does the HUD billing statement (HUD-92771} indicate timely and accurate payments toward the Mortgage Restructuring Note?
This question applies only to HUD Staff. Yes [] No ]

Cominents:

29, If an owner is in non-compliance with HUD Lbusiness agreements, has the owner been notified by HUD within the required timeframes?
This question applies only to HUD Stqff Yes (1 No O

Comiments:

Questions 30 through 33 apply to Section 236 projects. If this is not a Section 236 project proceed to question 34,

30. Does the rental incotne gencrate cxcess income? Yes L] No [] NA [
This question applies only to HUD Staff
Commnents:
31. Has the owner/agent received approval io retain excess income? Yes [J No [J
This question applies only to HUD Staff, 3
Commetts:
32, Was an annval report submitted for usage of retained excess income? Yes ] No []
This question applies only to HUD Staff. D13
Comments:
33. Are lhere any delinquent excess income payments due HUD? Yes [1 No O
This question applies only to HUD Staff. D13

If yes, is.there a payment plan? Yes [ No []
Comments;
34, Arcrent increase requests submitted to TIUD promptly when needed? Yes [1 No [

This question applies only to HUD Staff.
Review the timing of the last three rent increase requests and the results of the requests {approval, denial or modification to tequested amount),
and whether the renls are comparable to other neighboring properties. If a wide disparity exists, determine the cause of the difference.
Does ownet/agent generally provide sufficient documentation for rent increases? Yes [ No[

Comments;

torm HUD-9834 (06/2016)
Ref. HUD Handbook 4350,1, REV-1
and 11UD Handbook 4566,2
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Desk Review (Continued)
35, [Fapproval is required, are rent increase requests submitted promptly? Yes (1] No [ NA[O

Cotuments:

36, Complete chart below. (This guestion applies only to HUD Stafi/ Mortgagees)

Name of Reserve ’ As of Held in Interest Bearing
. | Total Per Unit Monthly Deposit Acgount?

Replacement Reserve $ $ b Yes [ No []

General Operating Reserve $ 5 $ Yes [ Ne [}

(Co-ops)

Residual Receipts $ $ $ Yes [] Neo [

Other $ $ $ Yes [] No [

a. Do balances in replacement or general operating reserve accounts appear adequate (o0 meet future needs? Yes [1 No[J

If not, what action is recommended?

b, Are repairs consistently paid from the appropriate operating expense account, and eligible itemns reimbursed from the reserves?
Yes [ Nol[l]

Comiments:

37. Has the owner/agent performed an analysis to determine future Reserve for Replacement needs when submitting a budget based rent increase?

Yes 1 No [0
Comments:
38, Ifthere is a utility allowance, what was effective date of last utility allowance adjustment?
What was the date of approval? _
If a utility aliowance was approved was it implemented within 75 days as required by HUD? Yes [] No [
Comments:
39. What is the effective date of the last rent adjustment? .
Comments:
40. Is the current approved rent schedule sufficient to meet project needs? Yes [1 No [
This question applies only to HUD Staff.
Commetis;
41. Has a special rent increase been approved? Yes 1 No O NnA D
IF yes, please check the appropriate box,  [J Inswrance [ Taxes [[] Utilities [] Security [ ] Service Coordinator
Comments:
42, Are monthly renta! subsidy vouchers submiited on time? Yes [ No [ NA
Commenls:
43. Is the owner/agent submitling tenant certification data to TRACS to support the voucher billings? Yes [[] Noe [ ™A [
Caomiments;

44, s the owner/agent t'l‘ansmilting data for Section 236 and Section 22 [(d}(3) BMIR tenants to TRACS as 1-equiréd by the automation mule?
Yes (] No [0 wNAIL]
Comments:

45, What is the term of the subsidy contract? Date the contract term ends:
Comments:

form HUD-9834 (06/2016)
Ref. HUD Handbook 4350.1, REV-1
and TTUD Handbeok 4566.2
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Desk Review (Continued)

46, List vacancy activity for the past twelve menths, and indicate the number for each menth. C6.
This information can be obtained from the TRACS Voucher Detail Summary.

JAN | FEB MAR APR MAY JUNE JULY AUG

SEPT OCT -NOY DEC

47. Does review of the EIV reports listed below include informaticn that needs a resolution or explanation by the ownerfagent? E!8b

Income Discrepancy Report?

New Hires Report

Failed EIV Pre-Screening Repor(?

Failed Verification Report (Failed the SSA Identity Test)?
Deceased Tenant Report?

Multiple Subsidy Report?

Comments:

Yes [1 No [ wmwa O
Yes [1 No [0 ™AL
Yes [ No [ NaALO
Yes [1 No O WAL
Yes [ Noe [ wNA D
Yes ] No[J NAI[J

48. Is there a Neighborhood Networks Center for the project? (Check iREMS or other available source)
If no, answer “IN/A” and proceed (o 50,
Comiments;

Yes 1 No [ wNAQ

49. If yes to question 48, does the Neighborhood Networks Center have a Sirategic Tracking and Reporting Tool {START) Business Plan?

If yes, date HUD approved:
If no, when will a START Business Plan be comploted?
Projected date for START Business Plan:

Comments:

Yes [ No [

50, Are there any unresolved findings from previous management reviews? 1€ yes, specily in the comments section.

Comments:

Yes [ No [

51. Review complaints, congressional inguiries, ete. reseived within the last 12 months regarding the overall management practices.

Provide a peneral description below and attach applicable decumentation, G25

Tssue/Complaint

- Statns

Page 6ol 6
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PartII On-Site Review

Indicate by marking the appropriate box -« Yes, No, or N/A it not applicable, Provide comments as needed.

CATEGORY A. GENERAL APPEARANCE & SECURITY

| 1. General Appearance

Based on observation, are the project’s exterior and commen areas (i.e., grounds, landscaping, parking lots, playgrounds, hallways, laundry room, elevator, garbage
ared, stairwells, management office) clean, free of graffiti, debris and damage? Yes [1 No[ NADO

If no, provide location and describe condition(s).

Cotniments:

| 2. Seccurity

a. Indicate whether any of the events below have been documented in the last twelve months, and the frequency of the event(s).

il Eveil

[] Breal-Ins [] Arrests

] vandalism [] Drug Activity

[[] Auto Theft [ Other (please specify):

[[] Personal Assaults 7] None
Cominents;
b. Indicate which types of security measures, if any, are utilized on site,
[T Tenant Patrol [] velunteer Organization [[] Paid Car Patrol [C] Paid on-site Guard
[ rolice Patrol [] TV Moniter [[] Drug Free Housing Plan [ Security Cameras
1 Motion Sensors [ Crime Prevention Plan 1 Community Policing
[ Other (pleage specify) [ Nene

Comments;

c. Based on the answers provided in questions a and b above, what cotrective actions, if any, have been taken by the owner/agent?

Comiments:

d. Tlas the owner/agent requested a rent increase based on cost increases in security costs? Yes [] No [
If yes, indicale security measures taken.

Comments:

CATEGORY B. FOLLOW-UP & MONITORING OF_' PROJECT INSPECTIONS
|_ 3. Follow-Up & Monitoring of Project Inspections ani Obscrvations (Sainpling is at reviewer’s diseretion to respond o questions a and b below) -
a. Based on a sampling, if EH&S items wert identilied have the deticiencies been corrected and documented according to the owner/agent’s certification for the most
recent REAC inspection? Yes ] No [ ™A QO

[f no, provide an explanation,
Daocs the analysis show any repetitive or systemic problems? Yes [ No [

Commentis:

b. Based on a sampling of units and commeon areas, for all gther deficiencics noted jn the REAC inspection, as applicable, verify that corrective actions have besn
taken. Have the deficiencies been corrected? Yes [ No 1l WA

If ne, is there a schedule for correcting the deficiencies within a reasonable timeframe to comply with decent, safe, sanitary and good repair standards?
Yes ] No []
Comments:

form [UD-9834 (06/2016)
Ref. HUD Handbook 4350.1, REV-1
) and HUD Handbook 4566,2
Papge 1 of 18




Management Review for Multifamily  U.S. Department of Housing and Urban Development OMB Approval No. 2502-0178
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On-Site Review (Continued)

housing children under six years of age that were constructed prior fo 1978, If constructed after 1977, cheele NfA for questions a and b.

4.. Follow-Up & Monitoring of Lead-Based Paint Inspection — The following questions only apply to subsidized family properties or elderly properties -

a. Is there a certification on file decumenting that the project has been certified to be free of lead-based paint or lead hazards?
Yes [] Ne [l ™A [l
If there is a certification, obtain a copy for the project file.

Comments:

b. Is the owner in compliance with the HUD approved lead hazard control plan as noted on the desk review?  Yes [1 No [0 N/A [J

Comiments:

CATEGORY €. MAINTENANCE & STANDARD OPERATING PROCEDURES

| 5, Maintenance

a. Indicate below to confirm that there is a schedule for preventive n"laime'llance;’servici.ng for the items listed that are applicable.
[ Heating and A/C’ Equipment [ ] Water Heaters [] Caipets and Drapes [ Roof, gutter and Fascia Inspection
[0 Major Appliances [ Elevators [ Motor Vehicles [ Sewerlines [ Exterior painting [] Windows
[l Recreationat equipment [ Landseaping maintenance [] Ofher (please specify):

Comments:

b. [s there a satisfactory inventory system to account for tocls, equipment, supplies, and keys (serial numbers, bar codes, etc.)?

Yes [1 No [
Conunents:
¢. Has the owner/agent secured inventory items, such as appliances and tools, to prevent theft? Yes [1 No O
Comments:
d. Does the owner/agent have a written procedure that explains the process for inspecting units? Yes [ No [

It yes, review a copy.
[dentify coployee responsible for conducting the mspections: Name and Title;

Cominents:

e. How oflen are units inspected?
[ Monthly £ Quarterly [ Semi-Annually [ Annually [] Move-In [] Move-Out [[] Other (please specify):

Commenfs;

f. How are unit inspections documented? [

Please Deseribe:

g. IFdoficiencics are noted during a unit inspection, what is the procedure for correction?____|

Please describe:

h. What is the average number of days from nove-out until the unit is ready for occupancy?

Comments:

i. Is thete a written procedure for compi&iug work orders? Yes [1 MNo []
It yes, teview a copy.

Comments:

J- Is there a procedure in ptace to handle emergency work orders? Yes [1 No [
1l yes, describe the procedure;

torm HUD-9834 (06/2016)
Ref, HUD Handbool 4350.1, REV-1
and HUD Handbook 45662
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On-Site Review (Continued)

k. Is there a backlog of work orders? Yes [ No [
If a backlog exists, indicate the cuwrrent number of work ordets:

Number between I-3 days: __ Number between 4-7 days: _ Number inore than one week:

Comments:

1. Who is provided copies of completed work orders? (check all that apply.)
O Tenant [ TenantFile [ Maintenance Staff [] Oiher (please specity}

Comments:

m. [s there documentation by unit that indicates the date of purchase, manufacturer, medel, and serial number for appliance purchases (i.e,, ranges, refrigerators,
furnaces, air conditioners, hot water heaters, etc.)? Yes [1 No

Cominents:

[ 4. Viiciney and Tumiover :
a. How many units were vacant on the d‘\le of the on-site visit?
MNumber of Vacant Units: ___ Number Ready for Occupancy: __ Average Length of time for unit turnover:

Comments:

b. Walk through at least two vacant unils that are ready for cccupancy. Assess and decunent unit readiness.
Number of Units Visited: _ Number of Units Ready for Occupancy: . Number of Units Not Ready for Occupancy:

Comments:

¢. Based on the interview with on-site statf, are any of the factors listed belew contributing to vacancy problems? (Below, indicate all that apply.)

[ Security Problems [] Non-competitive Amenities [] Inadequate Marketing [} Project Reputation [ Poor Maintenance  [.] Rents too High
[ Location [ Lack of Demand [ TenantManagement Relations [ Applicants Do Not Meet Screening Criteria

[ Other (please specily)

[C] Bedroom Mix/Size (If yes, indicate which bedroom sizes are hard (o rent)

Comments;

d. Based on the responses in questions a, b and ¢, what actions are being taken by the owner/agent Lo resolve the issue(s)?
Il not applicable, proceed to question 7.

Please describe:

| 7. Esiergy Conseivation

Has management attempted to reduce ener gy consumpllon‘? Yes [1 Ne [J

(cheek all that apply.)
[ Caulking and weather-stripping ] Conversion to individual metering [ Storm doors and windows ] Consumer education
[ Water saver devices [] Hxira insulation [ Assessment of Utility Rate Schedule | Bnergy Efficient Lighting ] Energy Star Appliances
[1 Written Energy Conservation Plan [ Other (please specily) [0 Note

Comments:

CATEGORY D, FINANCIAL MANAGEMENT/PROCUREMENT
(This Category appt:‘es anly to HUD Stafj"rrmn’/m' Mortgugees as indicated. -CAs may proceed to Category E.)

| 8. Budgei Managemeni
a, Does the owner/agent’s staff have access to the curtent opcmhng budch in mdel to monitor and contm] cxpcnses‘?

Yes [ No [ ™A [

Cominents:

b. Is an operating budget prepated annually and approved by the cwner? Yes [1 No [ N/A [
Il yes, obtain a copy of the curvent year’s budget.

Comments;

form HUD-9834 (06/2016)
Ref. HUD Handbook 4350.1, REV-1
and HUD Handbook 4566.2
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On-Site Review (Continued)

c. Are monthly or quarterly reports prepared by the owner/agent indicating variances between actual income and expenses versus budgeted income and expenses?
Yes [] No[J NA[O

Comments:
d. If'this is a 202 or 811 project, does the ownerfagent maintain & current annual budget? Yes (] Noe[d NAL
This question applies only to HUD Staff.

If yes, is it available on-site? Yes [0 No [
Comments;

] 9, Cash Controls
a. Are collections deposited on the day received or, pending deposit, are they secured and propetly controlled? Yes []  No []

Comments:

b. Are adequate controls in place when cash is accepted? Yes (1 No [ 1 NA[
Check the controls that are nsed.

[] Pre-numbered rent receipts [] Rank collections [ Safe [] Lock box

Cotnments:

¢. Do dilferent persons handle bank deposits and accounts receivable, or is an alternative safeguard used? Yes [] No [J
Indicate Names and Titles:

Comments:

d. Atre all disbursement checks prenumbered, properly identified with account numbers and supported by vouchers or invoices?
Yes [] No [0
Comuments:

e. Is the supply of unused checks adequately safeguarded, or under the custody of persons who do not sign ehecks manually, control the use of facsimile signature
plates, or operate the facsimile signature machine? Yes [1] No [J

Comiments;

I. Arc funds (receipts, disbursements, petly cash, ele,) pericdically checked on a surprise basis by a responsible official, other than site employees?
Yes [] No [
Comments:

g. Are bank statements reconciled promptly upon receipt by someone other than a check signer, and by one who has no cash receipt or disbursement function?

Yes [ No [J
Comments:
| 10.. Cost Conirols : S s
a. Are bills, including the mUng'lge payment paid in sufficient time to avoid late penalties? Yes (| No [

Comments;

b. Are operating expenses, inclidling taxes and utilities, periodically reviewed to assure that project is paying the lowest possible rate?

Yes [1 No [
If yes, provide a recent example.
["11. Procurement Controls Ll e L ' ' : : R |
a. What is the procedure used to obtain and award contr dcts"’| |
Deseribe procedure:
b. Are bids obtained prior to awarding confracts? Yes [ Noll NAI[]

Review contracts and determine if bids were obiained and, if the lowest bids were not selected, determine the owner’sfagent’s reasoning for selection,

Comments:

form HUD-9834 (06/2016)
Ref. HUD Handbook 4350.1, REV-1
and HUD Handbook 4566.2
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On-Site Review (Continued)

¢. Is there a written procedure for checking the quality of work performed by a contractor prior to antherizing payment?
Yes (] No ]

Commentls:

d. Is there a procedure to assure thal the individual authorizing contracted work or services is not the same individual authorizing payment?
Yes £] No [
Comments:

& Who is the responsible person charged with inspecting the quality of work performed by contractors prior to payment?

Please provide the name and title:

f. Does the project maintain a list of outside contractors? Yes [1 No O
Comments;
g. Are vendor bills paid in time to obtain maximum trade discounts? Yes [] No [}
Comments:

h. Ts there any indication that real or personal property has been subtracted from the mortgaged premises without the permission of the Department? Yes [1  No [

Comments:

i. Below, chieck setvices currently contracted with outside contractors and provide the name of the contractor and anmual amount of the contract.
Indlicate (by asterisk) whether there is an identify-of-interest relationship between the contractor and the owner/agent.

Service : o e | Name of Contraéter . T s | Amnuwal Contract Amount .
[ Elevator _ 3
[ Exterminating $
] Apartment Cleaning 3
[[] Heating and A/C ‘ §
] Plumbing §
[ Secnrity $
[ Trash Collection [
[ Decorating $
[1 Grounds $
] Other $
Comments:

| 12. Accounts Receivable/Payable :
a. Complete the fellowing as of end of last month,

Cash § Accounts Receivable § Accounts Payable §
Are tcnant accounts reccivable within acceptable limits of 10% of one month’s rent potential? Yes [1 No [

Amount of teceivables above is % of monthly rent potential,
Of this amount, §____ is more than 30 days past due.

Comments:;

form HUD-9834 (06/2016)
Ref. HUD Handbook 4350.1, REV-1
and HUD Handbook 4566,2
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On-Site Review (Continued)

b.. Does the procedure for write-off of bad debts appear reasonable? Yes [ No [

Comments:

c. Has annual “write-off of tenants” accounts receivable for the last two fiscal years been less than 1% of gross rent potential?

Yes [1 No [
Comiments:
d. Are accounts payable reasonably current?
Yes [0 No O
Indicate amount of accounts payable more than 60 days old:
What are the ownet/agent plans to reduce oulstanding payables?
Comments:
| 13. Accounting and Bogkkeeping -~ - N : ; L . e
a. Are books and records maintained ag required by HUD Handbook 4370.2 (Chapter 4) and 24 CFR Part 57
Yes (] No [ NALC

Check books of accounts that are maintaied. Indicate where books may be examined.
O - owner’s office; A — agent’s office; P - project site
[] Genera! Ledger () [ Rent Receivable Ledger () O General Journal )
[] Cash Receipts Journal () [ Cash Disbursements Journal () [ Accounts Payable Journal ( )

Comments:

b. Are all required project accounts in the name of the project in a federally inswred institution? Yes L] No [

Comments:

c. Are operating funds, security deposits, reserve funds, and flexible subsidy funds maintained in separate accounts and property secured for authorized use?

Yes [1 No [
Comments:
d. Docs the mortgagor make frequent postings (at least monthly) to the ledger accounis? Yes [1 Ne [
Comments:

e. Ifapplicable is owner adhering to HUD-approved repayment Plan? {lcan from reserve for replacement, 236 excess income, capital improvement loan, etc.)

Yes [] No [J
Comments;
f, 1s centralized accounting used for disbursements? Yes ] No [J
If yes, are only HUD-insured projects in the pool? Yes [0 No [
Cominents:
g. If centralized accounting is used, has it been approved by HUD Yes [1 No D NA[
Comments:
h. If centralized accounting is used, is it being administered in accordance with HUD’s approval? Yes [1 No[] NA[]
Comments:

i. I the trust account is part of a centralized dlisbursement account, are only HUD-insured projeets in that account?
Yes [0 Ne[]]

If yes, is the project’s balance transferred (o the project account at least once menthly? Yes [] No[l

Comments:

Page 6 of 18
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On-Site Review (Continued)

. Hithere are automobiles and/or debit or credit cards charged to the project, are the titles kept in the rame of the project?
Yes [ No[]
IT yes, do they have HUD approval? Yes [] No[]

Comiments:

CATEGORY E. LEASING AND OCCUPANCY (This Category does not apply fo Mortgagees)
[ 14, Applieation Processing and Tenant Selection :

a. Does the application form contain sufficient information to detelmine'applicant eligibility? Yes [ Ne [

Comments;

b. Does the application ask whether the applicant or any member of the applicant’s housshold is subject to a liftetime state sex offender registration
program in any state? Yes (] No []

Comments:

c. Does the application ask for a listing of states where the applicant and members of the applicant’s household have resided?

Yes [1 No [0

d. Is form HUD-%2006 “Supplement to Application for Uederally Assisted Housing”, an attachment to the application or part of the application package?
Yes [1 No [
Comuuents:

€. Is there an arms length procedure between the person who denies an application and the application appeal reviewer?
Yes [] No [
Comments:

f. Has the owner/agent leased a Section 8 unit to a police officer or security personnel who is over the income limits for the project?

Yes ] No O

If yes, has HUD or CA authorizcd the admissien? Yes [1 No [
Comiments:

g. Does the ownetfagent have a wriiten tenant selection plan? Yes [1 No [

If yes, does tle plan include all required criteria stated in Chapter 4, Handbock 4350.3 REV-1 and all applicable notices?

Yes [1 Noeld NA [T

If no, list the required criteria that the teoant selection plan does not include:

Comments:

h. Does the project maintain a waiting list of prespective tenants? Yes [1 Ne [J WNAL]
If yes, does the list include all required elements stated in Handbook 4350.3 REV-17 Yes [[] No[]

Comments:

i. Enter the number of applicants on the waiting list for each type of unit: OGBR___ IBR__ 2BR___3BR__ 4BR___ Other:

Comnnents:

Jj» Were the applicants selected from the waiting list in the proper order, recognizing applicable preforences?  Yes [ No [

Conumnents:

k. When preferences were applied, were they properly documented? Yes [ ] No[] NA |:|

Comments:

L. Is documentation available to show that the ewner/agent has leased not less than 40% of the Section & wnits that became available for occupancy i the previous tiscal
year to extremely low-income families? Yes [ No[] NA
If yes, please review and obtain a copy.

Comments:

form HUD-9834 (06/2016)
Ref, HUD Handbook 4350.1, REY-1
and HUD Handbook 4566,2
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On-Site Review (Continued)
m. What marketing steps has the owner/agent taken to attract extremely low-ingome families? It not applicable, proc;:éd to querértion 1.

Please describe:

Comments:

n. Does the advertising program comply with the existing aftirmative fair housing marketing plan? Yes [[] No [

Request to see copies of advertisements.

(oniments:

0. Is the fair housing sign’ posted in the rental oftice? Yes [] No [
Comments:

p. Is the fair housing logo included in published advertising materials? Yes 1 No []
Comments;

| 15. Leases and Deposits ] ] R L o
a. Have modifications been made to the HUD model lease? Yes (] No [ ™A [

If yes, has the lease and/or lease addenda in use been approved by HUD? Yes [1 No O ™A
This does not include lease addenda issued by HUD

Comments:

b. Aside from rents and security deposits, what other charges are assessed (replacement keys, lockouts, etc,)?

List the type and amount of any of these charges.

Comments:

¢ [fother charges aside from rents and security deposits are assessed, have they been approved by HUD? Yes ] Noe[d ™AL
Comiments:

d. Are rents collected in accordance with the provisions of the lease? Yes [1 No [

Commonts:

e, Is the policy for late fee assessment in compliance with the Handbook 4350,3 REV-1 or wilh state/focal requirements?

Yes [1 No [
Comments:
f. Are damages caused by tenants properly identified and charged to tenants? Yes [1 No [J
Commenfs;
| 16. Eviction/I'ermination of Assistance Procedures ) :
a. Are tenants notiffed of termination of tenancy or assistance in accordance with HUD requirements? Yes [ ] No ] NAL
Comments:
b, Are eviction procedures initiated timely, when warranted? Yes [] No [ NALDJ

Please document the following:

Number of eviclions completed during the last 12 months.,

Average cost per eviction $
Eviction handled by: [] Owner/Agent [T Attorney on staff of Owner/Agent [ Attorney on conteact  [] Attorney on call

NOTE: Addendum D must identify any eviction during the last 12 months which was due io a household member being subjeet to a state lfetime sex
offender registration requirement.

form HUD-9834 (06/2016)
Ref. HUD Handbook 4350.1, REV-1
and HUD Handbock 4566.2
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Comiments:
¢. Is the termination of assistance initiated timely when wartanted? Yes [ Noe O ™AL

Reasouls) for termination of assistance:

Comments:

17. Enterprise Income Verification (EIV) System Access and Security Compliance
Applies to subsidized properties only

a. Does the owner/agent have access to EIV? . Yes [1 No [
Comments:
b. Does the ELV Coordinator{s} have an owner approval letter(s) authorizing access to EI'V? Yes [] No[]
Comments;

¢, Does the owner/agent and/or EIV Coordinator have:

+  Aninitial and curently approved EIV Coordinator Access Authorization Foim (CAAF) on file for each person designated by the owner as an EIV
Coordinator? Yes (1 No [

¢ Aninitial and currently approved EIV User Access Authorization Form (UAAF) on file for each person designated by the EIV Coordinator as an EIV User?
Yes [ No [ NA[]
. Signed copies of the EIV Rules of Behavior for Individvals without access to the EIV system, who use EIV reports and/ot data to perform their job
fumctions? Yes L] Noe [ wNA[D

Cotmments:

d. Is there evidence that staff with access to the EIV sysiem or to EIY reports take annual security awareness training?
Yes [] No []
If yes, is a record kept of employees who attended the iraining? Yes [] No[J NaA[

Cormiments:

e. Does the owner/agent have security measures in place to limit access to EIV information and reports to only those persons who have proper authorization?
Yes ] No [0
Cominents:

. Does the owner/agent have a procedure to review all EIV User IDs to periodically determine if the users still have a valid need (o access GIV data?
Yes [[] No [
Comments:

£. Does the owner/agent terminate access promptly (within 30 days) of all users who no longer have a valid need to access EIV data?
Yes [J No [

Comments:

h. Does the owinetrfagent have a procedure to document and report the occurrence of all improper disclosures of EIV data?
Yes [ WNo [

Have any improper disclosures been reported to the owner/agent? Yes [1 No [

Cominents:

i. Does the ownet/agent have a procedure to report any occurrence of unauthorized BTV access or seeurity breach to the HUD National Help Desk?

Yes [] No [
Have any occurrences of unauthorized EIV access or securily breaches been reported? Yes [1 No []

Commnents:
J. Isthere evidence that the ownet/agent or any of thelr empployees are sharing IDs and passwords? Yes 1 No [J

Comments:

form HUD-9834 (06/2016)
Ref, HUD Handbook 4350.1, REV-1
and HUD Handbook 4566.2
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On-Site Review (Continued)

k. Is EIV data being improperly shared with other entities (e.g., state ofticials monitoring LIHTC projects, RHS staff, or Service Coerdinators not participating in the
we-certification process)? Yes [ Ne [

Comments:

1. Does the owner/agent keep in the tenant {ile the Tenant Consent for Disclosure of EIV Tnformation, sighed by the tenant and a thirel patly when a third party assists
in the re-certification process? Yes [1 No [ NAI[]

Commerts:

18. Compliance with Using EIV Data and Reporis
Applies to subsidized properties only, ) :

a. Does the owner/agent have policies and procedures describing the use of EIV employiment and income information and the EIV reports?

Yes ] No [
If yes, do they comply with HUD’s usage requirements? Yes [ No [ ™AL

Cominents:

b. Ts the owner/agent using the following EIV reports, and taking appropriate action to correct discrepant data in TRACS, and/or to reduce improper subsidy payments
and where applicabls, retaining documentation to support the action{s)?

New Hires Report Yes [1 No
No Income Report Yes [1 No [0
Failed EIV Pre-screening Report Yes [ No [
Failed Verification Report (Failed the SSA [dentity Test) Yes [ No O
Existing Tenant Search Yes [1 No O
Muitiple Subisidy Report Yes [] No [
Deceased Tenant Report Yes [ ™No [0
Comments:

|' 19, " TRACS Moriitoring and Compliance (applies to subsidized properiies only)

a. Is the owner/agent using TRACS queries to review and monitor their ransmission? Yes I:] No [ .
Comments:

b. Is the owner/agent following up and comrecting deficiencics identified in TRACS data? Yes [1 No [
Comments:

I 20, TRACS/EIV Security Requiremeniis {applies lo subsidized jyropertics only) . .
a. Does staff log on using their own user name and password when accessing Secure Systems? Yes [ No I

Commerts:

b. Have staff with access to EIV and/or TRACS in Secure Systems completed the required security awareness training each year and is there a signed Rules of
Behavier? Yes [1 No[d

Comments;

¢. Have stafT with access to the EIV system completed the hard cepy authorization form HUD-52676 when access was initially granted and completed the EIV online
authorization form annnally (coordinators) or semi-annually (users) as required? Yes [1 No [

Comments:

form HUD-5834 (06/2016)
Ref, HUD Handbook 4350.1, REV-1
and HUD Handbook 4566.2
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On-Site Review (Continued)

d. Have staff who use EIV r\epot‘té, but do not access the EIV system in Secure Systems, completed the security awareness twaining annually and is there a signed the
Rutes of Behavior? Yes [ No O

Comments:

e. For new staff, or staff that was given access to EIV or TRACS within the last year, was the securily awareness training completed before access, or within 30 days of
being given access and signing the TRACS and EIV Rules of Behaviot? Yes [ No [

Comments:

| 21. Tcnant Fite Security
a. Are the tenant files, as well as other files that contain EIV reports, if applicable, locked and secured in a confidential manner?
Yes [] No [J

Comments:

b. Is documentation relating to an individual’s doimestic violence, dating violence, or stalking, kept in a separate file in a secure location from other tenant fles?
Applicable to Section 8 only. Yes [1 No [0 NA

Comments;

c. Is access to tenant file information limited to.only authorized staft? Yes [1 No [ ‘

Comments: i

d. Who is authorized to have access to the tenant files? Name(s} and Title(s):

Comments:

e. Is the owner/agent maintaining tenant files according to HUD’s document tetention requircments? Yes [0 No [

Comiments:

T Is tho ownc/agent properly disposing of tenant records (sh?cd, burn, pulverize elc.)? Yes [1 No [

Comments;

22. Summary of Tenant File Review L e S K B ) SR N s .
This section applies only to subsidized projects and should be completed after the tenant file reviews (See Addendum A.) |
The minimmm file sample should include review of tenant fites of new move-ins, re-certifications (annual, interim, initial), at least one applicant reject file, and at :
least one terminated/move-out file. In order to review specific finctions (EIV usage, utility reimbursement, pet rules/deposits, minimum rents, etc.,) it may be
necessary o target a portion of the files reviewed o specific tenant fumilies. The reviewer should adjust the tenant file sample to meet the needs of the review.

Number of Units Minimum File Sample

100 or fewer 5 files plus 1 for each 10 units over 50

101-600 10 files plus 1 for each 50 units or part of 50 over 100
601-2000 20 files plus 1 for each 100 units or part of 100 over 600
Over 2000 34 files pius 1 for each 200 unils or part of 200 over 2,200
For each question, only answer “Yes” if the filos reviewed are acceptable.

Answer “No” if the files are not acceptable and noie the number of files with Number of Files Reviewed =

deficicncios utilizing the tenant file worksheet, Addendum A —

(Please note: There is no maximum number of files to be sampled)

2. Tenant Files and Records |
i Are the tenant files organized and properly maintained? Yes [1 No [ ]
Number of Files with Deficiencies:
Comments:
ii Do the files contain all docwnentation as required in Handbook 43503 REV-1, applicable HUD Notices, and any changes to the CFR?

Yes [] No [J
Pocuments Missing from Files:

form HUD-9834 (06/2016)
Ref. HUD Handbook 4350.1, REV-1
and HUD Handbook 4566.2
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On-Sife Review (Continned)
Comments:
b. Application/Tenant Selection
i. Are the applications in the tilos signed and dated by applicant? Yes [1 No [OJ
Number of Files with Deficiencies: _ _
Comments:
i, 1s screening conducted in accordance with the Tenant Selection Plan? Yes [1 No [
Number of Files with Deficiencies: _
Comments:
iii. Are the unit sizes appropriate Tor household composition at the time ¢fthis tenant file review? Yes [1  No [
Number of Files with Deficiencies: _
Comments:
iv. If a household was ineligible at move in, were exceptions granted? Yes 1 No O wNA[
Number of Files with Deficiencies:
Comments;
c. Lease
i. Are the correct model leases used? Yes [] No [J
Number of Files with Deficiencies:
Comments:
il. Are the leases signed and dated by all required partics? Yes ] No [
Number of Files with Deficiencics:
Comments:
ifi. Are HUD issued lease addenda properly signed and in the Fle? Yes [ No []
Number of Files with Deficiencies:
Comments:
iv. Are the applicable addenda attached to the lease? Yes [ No [
Number ot Files with Deftciencies;
Comments:
v. Are sseurity deposits collested in the correct amount for the program? Yes L No [0 WNAL
Number of Files with Deficiencies: _
Comments:
vi. Are pet deposits within acceplable range and payment installments allowed? Yes (1 No O NA ]
Number of Files with Deficiencies: ___
Comments:
vii, Do the tenaut files contain signed acknowledgement(s)and/ot copies of the following documents indicating receipt by the tonant?
HUD-9887 Fact Shect Yes [] No [
Number of Tiles with Deficiencies: _
Lead Based Paint Disclosure Yes [1 No [0 ™A [

Number of Files with Deficiencies: _

form HUD-9834 (06/2016)
Ref. HUD Handbool 4350.1, REV-(
and HUD Handbook 4566.2
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On-Site Review (Continued)
Resident Rights and Responsibilities Brochure Yes ] No [
Number of Files with Deficiencies:
EIV & You Brochure Yes [1 No [
Number of Files with Deficiencies:
Fact Sheet How Your Rent is Determined Yes [1 No [
Numniber of Files with Deficiencies; __
Race/Ethnicity Form Yes [1 No O

Number of Files with Deficiencies:

Comments:

d. Certification/Re-Certification Activities:
i. Are re-certification notices issued in accordance with HUD requirements? Yes {1 No[] ™A
MNumber of Files with Deficiencies:

Comment(s:
ii. Are certifications completed on time? Yes ] No[] wNA[O
Number of Files with Deficiencies;
Comments:
iii. Are ali necessary veritications completed and properly decumented? Yes [[] No [ NALO
Number of Files with Deficiencies:
Comments:
iv. Are EIV Income Reports used for third party verification of employment and income? Yes ] No [ NA]
Number of Files with Deficiencies:
Cominents;

v. Hthe tenant disputed the EIV employment and/or income reperted in E1V, was a third party verification obtained from the source?
Yes (1 Ne O A O
Number of Files with Deficiencies:

Comments:
vi, Arc appropriate actions being taken for income discrepancies reported on ihe EIV Income Discropancy Report, and is the action documented?

Yes [ No[] ™A [
Number of ¥iles with Deficiencies;

Commenis:
vii. Are income and deductions calculated cotrectly prior to data eniry? Yes ] No [ WNA[
Number of Files with Deficiencies:
Comiments;
viii. Does income information on the tenant certifications agree with verified file information? Yes [ NoHd wNA[Q
Number of Files with Deficiencies;
Comments:

ix. Iftenants were pranted a hardship exempiion as part of the minimum rent, was the exemption applied correetly?
Yes [ No O mWAT]
Number of Files with Deficiencics:

Comments:

x. Ate Repayment Agreements ir accordance with HUD requirements? Yes (] No [ wNAQO
Number of Files with Deficiencies: _

Comuments:

xi. Arenotices provided to tenants in aceerdance with HUD tenant notification requirements when their portion of vent has increascd?

Yes[] No [ ™NA[J

torm HUD-9834 (06/2016)
Ref, [JUD Handbook 4350.1, REV-1
and HUD Handbook 4566,2
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On-Site Review (Continued)

MNumber of IFiles with Deficiencies: _

Comiments:

xii. Are the correct contract rents used when determining the subsidy to be paid on behalf of tenants? Yes [1 No [[J] NA [
Number of Files with Deficiencies:

Comments:
xiii, If tenants are paying their own utilities, are the current certiticaiions reflecting the correct utility allowances?
Yes O Ne O WAL
Number of Files with Deficiencies; _
Comments:
xiv. Are utility reimbursement checks distributed within 5 business days of teceipt of the housing assistance payments?
Yes [1 No [0 NALJ

Number of Files with Deficiencies: ___

Comments:

e. Voucher Billing
i. Are there any deficiencies noted in the tenant file review that results in over payiment or under payment of the subsidy?
Yes [ Ne [ wNA[O

Number of Files with Deficiencies: _
Comunents:

ii. For the move-in/move-out tenant file reviow, does the owner/agent make appropriate voucher adjustments?
Yes [ No[O NADO

Number of Files with Deficiencics:

Comiments;

£ Move-In Files
1. Are proper income limits used for determining eligibility at move-in? Yes [1 No[J NATL[]
Number of Files with Deficiencies:

Comments;
ii, Do the files contain move-in inspecticns? Yes [ No [ NA[O
Number of Files with Deficiencies:
Comments:
iii. IF the files contain move-in inspections, have the owner/agont and the tenant signed and dated the inspection?
Yes [1 No [ NAL
Number of Files with Dcficiencies:
Comments:
iv. Do the move-in files created after January 31, 2010 indicate that the owner/agent utilizes the EIY Existing Tenant Search for all
household members and applicants? Yes [ No O NA [
Number of Files with Deficiencies: ___
Comunents;

2. Move-Out Files
i. Do tenants provide written notice of intent (¢ vacale in accordance with the HUD model Ieage?  Yes [ No [0 NA OO
Number of Files with Deficiencies:

Comuments:

ii. Are move-out inspections conducted? Yes [ No O NfA [

form HUD-9834 (06/2016)
Ref, HUD Handbook 4350.1, REV-1
and HUD Handbook 4566.2
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On-Site Review (Continued)

Number of Files with Deficiencies:

Comments:
iii. Are security deposits refinded in 30 days or less if required by state law? Yes (0 No[] NAI[]
Number of Files with Deficiencies:
Cominents:
iv. Are tenants provided an itemized list of charges against the security deposits? Yes [] No [ ™A
Number of Files with Deficiencles; _
Comments:
v. Ifcharges exceed the security deposit, are the tenants billed for the balance due? Yes [] Noe [ ™A [
Number of Files with Deficiencies:
Comments:
h. Application Rejection Files
1. Are applicants denied admitiance in accordance with the Tenant Seiection Plan? Yes [ Ne D wNaA
Number of Files with Deficiencies: _
Comiments:
ii. Do tejection letters provide applicants the right to appeal? Yes [ No [ ™A QO

Number of Files with Deficiencies: _

Comiments:

iii. Happlicant appealed an application rejection, was the appeal revicwed by someone other than person who made the original decision to reject?

Number of Files with Deficienceices:

Comments:;

Yes [0 No [

tv. Were appeals processed and applicants notified of the appeal decision within 5 days of the meeting?

Number of Files with Deficiencies: _

Comments:

Yes [T No [

N/A [

NA [

CATEGORY F. T. ENAN T/M'A NA GEMENT REIATI ONS ( Th is Category does not apply to Mortgagees)

| 23. Tenant Concerns

. Is there a written procedure for resolving tcnant complamts or concems’) " Yes [l No D
It yes, review a copy.

Comments:
b. Does the procedure adequately cover appeals? Yes [ No [
Comments;
¢. Is there an active tenant organization at this project? ) Yes O we[d
Comments;
d. [s tenant involvement in project operations encouraged? Yes [ Mo []

Comments:

a. W]mt social services are provided by the project, or the nclghbm hood which meet he tenants’ needs? Below, indicate services that are available, and 1dent1 fy the

entily providing the service (i.c., city/county/state, church/scheol, community proups, ete.) and enter the cost to the project, iCany.

Page 15 0f 18
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Service Provider ) e | Timaneial Sowree

[] Child Care

[1 Recreation

[] Health Care

[] Energy Conservation

[] Voeational Training/Tob Training

1 Meals

[[] Financial Counseling

["] Substance Abuse Counseling

[] Service Coordinator

[] Neighbothood Networks Center

[] Other (please specify)

b. Is there a Service Coordinator for fhe project? Yes [ No []
If there is no Service Coordinator, proceed to question 24.1,

Comments:

¢. Is the Service Coordinator’s office clearly identifiable and private? Yes [1 No [

Comments:

d. Are the Service Coordinator’s files kept secure and confidential? Yes [0 Ne [O

Comments;

e, Does the Service Coordinator maintain a directory of service agencies and contacts, and make the information available to all paities?
Yes [1 Ne O
Cominents;

f. If there is a Neighborhood Networks Center as indicated on the Desk Roview, whal is the status of operations?
If there is no Neighborhood Networks Center, proceed to question 24.h.

[ Open for Business
[ Temporarily Closed — State the date the center will recpeon:
1 Permanently Closcd — State the date the center closed:

Comments:

g, What programs are offered at the Neighborhood Networks Center?

[0 GED [ Adult Basic Education ["1 Computer Classes [] Tob Training [T Job Placement
[[] Homework Assistance [ English as a Second Language [1 Other {please specily)

Comiments:

h, The Department allows owners and their agents to provide services related to renter’s insurance products. Does the owner/agent offer such services?
If the owner/agent offers no such service, proceed to question 25, Yes [ No [

Comments:

i. HUD policy prohibits an owner/agent from evicting tenants for delinquent renter’s insurance payments,
How does the owner/agent deal with unpaid renter’s insurance?

Please explain the process:

j. Review the renter’s insurance information provided to tenants, Does (he inforination provided to tenants clearly indicate that purchasing insurance is
not required as a condition of oceupancy? Yes 0 No[] WNAL

Comments:

optional, atud

form HUD-5834 (06/2016)
Ref. HUD Handbook 4350.1, REV-1
and HUD Handbook 4566.2
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On-Site Review (Continued)

CATEGORY G. GENERAL MANAGEMENT PRACTICES

l 25. General Management Operations

a. Have the complaints, as noted on the Desk Review, been satisfactordly resolved? Yes [] No [] NAL]
Comments:
b. s the project sta[T able to adequately perform management and maintenance functions? Yes [] No [
Comments;
¢. How does the owner/agent implement HUD changes in policies and procedures?
Describe the process:
d. Does owner/agent have a formal ongoing training program for its statf? Yes [] No [
If yes, indicate types of training used and the {requency.
Type Lo Frequency - Type. ..o .- . | Frequericy
[] On-Site Co . ] Industry/Asseciation Training
1 HUD Seminars coc s | O Local Colleges
] Guergy Conservation |- . [C] Other (please specify)
Comments:
c. Arereports submilied to the owner fiom the management agent? Yes {1 No[J w™A[]
This question applies only to HUD Staff and Meorigagecs.
Comments:
L. Are thero signs enabling persons to locate the office? Yes [1 No [
{omments:
g. Ave afior hours and emergency telephone nuiribers posted? Yes [] No []

Commerts:

h. List the current insurance coverages (property, liability, Directors and Officers, workman’s compensation, antomobile). (Check to make sure that HUD is listed as an
additionat loss payee, if applicable. Also, check Lo make sure that the insurance policy is in the name of the mortgagor entity.)

This question applics only to HUD Staff und Mortgugecs.

Type ) ‘Basic Coverage

Annual Prémiuin

Property

Liability

Other (please specify)

Other (please specify)

Cominents:

i. Does the owner/agent have a fidelity bond?
This question applies only to HUD Staff and Mortgagees.

Cominents;

Yes [] No [

NA [

Page 17 of 18
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26, Owner/Agent Participation .
This question applies only o HUD Siaff und Morigegees, CAs muy proceed to question 27.)
a. If the project is owned by a cooperative or a nouprofit entity, does the Board of Dircctors meel regularly and record minutes?
Yes [ Ned WAL

Comments:

b. Review copies of the minutes. Does a review of the minutes indicate compliance with HUD’s business agreements?
Yes 1 No [0 NAQO

Conunents:

¢. Does the owner/agent have a system ot procedure for providing field supervision of on-site personnel?
. Yes[] No [ ™A

Comments:

a. Has management made an effort to employ tenants in accordance with Section 3 of the Housing and Community Developiment Act of 19637
Yes [1 Ne [0
Comments:
b. List afl on-site staff charged to the project. (Use additional sheets il necessary).
Staff Person/ - . | DateIired - | % of Time " | Annwal Salary _Unit Size .~ | Is the Employee Jsthe Eniplayee
Title . L . | Chavgedto [ 7 0 e ‘Recelving Subsidy? . | “oceupyinga -
: ' ' o R - (S S Non:Indome .~
S . S Producing Unit?
% Yes [ ] No ] Yes [ No []
% Yes [ | No ] Yes [ No [
Yor Yes [] No ] Yes [] No []
% Yes [] No [ Yes [] No []
% Yos [] No [] Yes [ ] No []
Cominents:

c. Does the staffing chart above match Part ID of the Rent Schedule, form HUD-92458 as it relates to non-income producing units?
HUD staff only. Yes [1 No O

Comments:

Torm HUD-9834 (06/2016)
Ref. HUD Handbook 4350.1, REV-1
and HUD Handbook 456562
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Tenant File Revieww Worksheet

Tenant File Review Worksheet

Instructions: Review the appropriate number of tenant files and complete a copy of this worksheet for each file reviewed. Indicate the nitial
move-in date in the appropriate box. Indicate by marking the appropriate box (Yes, No, or N/A) for each document available in the fenant file. For
move-out and applicant rejections files, reviewer should only complete the pertinent sections.

Name of Reviewer:

Type of Review:
Effective date of certification(s) reviewed:

Ceitification Type Dinil.ial

If this is a Certification or Recertifieation, check the certification type:

] Applicant Rejection [ Tenant Move-In |:| Tenant Move-Out I:‘ Certificatiow/Recertification

DAmnml Dlnten'm DC orrections DOther

Family Name:

Unit Number: Move-in Date:

Bedroom Size: |:| 0 Bedroom |:| 1 Bedrgom D 2 Bedroom D 3 Bedroo

11 |:| 4 Bedroom |:| 5 or miore Bedrooms

‘A: HOUSEHOLD INFORMATION . & .

ey Comments v T s

1. Is the application complete, including the date
and time received by the owner/agent?

Yo L1 No [T

2, Is there a form HUD-92006, “Supplement to
Application for Federally Assisted Housing” in
the files of tenants who applied after 12/14/2009?
Tenant completion of this form is optional,

Yes [ 1 No ] NA[]

3. Arethe EIV Existing Tenant Search results in
the {Tle along with contacts made as a result of
the search?

Applicable (o move-ins after January 31, 2010

Yes [] No [] NALJ

4, Are the houschald mombers identified
correctly? (as head, spouse, dependent, co-head,
other aduli(s}, live-in aide, foster child and foster
adult)

Yes [1 No O

5. Is the unit sizc appropriate for household?

Yes [1 No [

6. Was [his household’s income eligible at
move-in?

This question applies only to a tenant file
move-in review,

Yes [] No [0 NA[]

Over income? O Low income? |
Very low income? [ Extremely low income? [

7. Ifhousehold was not income eligible at move-
in, was an exception or waiver granted?

Yes ] No [J NAL]

Form signed and dated by head, spouse, co-head
regardless of age, and family members at least 18
yoars of age?

8. Does the file contain the othmicity and racial Yes [ No [
Data Certification as provided to the

owner/agent?

9. Is there current HUD 9887/9887A Consent Yes [] No I

form HUD-9834 (04/2018)
Ref, HUD Handbook 4350.1, REV-|
and HUD Handbook 4566.2
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Tenant File Review (Continued)

10. Is there an acknowledgement and/or signed
document in the file indicating receipt by the
tenant?

¢ Lead based paint Yes [ No [ wnNA[
»  Resident Rights and Responsibilities
Brochure Yes 1 No O
s EIV & You Brochure Yes [1 No [
. Fact Sheet on How Your Rent is
Deterinined Yes [1 No [
1. Does the tenant file indicate that the owner Yes [1 No [ NAO
/agent has taken necessary steps to address any
EIV reported receipt of multiple subsidies?
12. Does the file contain documentation to verify
discrepant personal identifiers, and/or subsidy
paid, as reported on:
EIV Multiple Subsidy report? Yes [] No O wna[
E1V Deceased Tenant Report? Yes 0 Ne O waAO
B, VERIFICATION ) Lo, . St - Comments
“Have the following items heen propérly verified and documented? . -
1. Social Security numbers (except for thoese
exempted by 24 CFR 5216)7 Yes [] Ne [
EIV Sumunary: Report in file to validate SSNs? Yes [ No [ WNA[
Exemption from SSN disclosure? Yes [1 No [ Nall
2. Eligible immigration status or ¢itizenship
stalus? Yes O] No [ NA[O
3. Criminal and drug screening? Yes [ No []
4. State litetime sex offender registration check
in each state where household members reported
thoy have resided, and/or background checks
conducted using a database that checks against all
state registries? Yes [ No [J
5. Other sereening as disclosed in Tenant
Selection Plan? Yes (1 No [J NA[LC
6. Verification oft
s Disability statns? Yes [ No [0 NA[]
*  Student statys? Yes [] Ne [] wal
. Ages of occupants? Yes [] Ne [] NAT]
- C. LEASE : N Comiments
1. Ts the correct HUD model lease used? Yes [ ] Mo []
2. Ts the original lease and subsequent leases or
addenda signed and dated by the owner/agent,
head, spouse, co-head, and all other adult
members of (he household? Yes [1 No [
3, Are applicable attachments attached ic the
lease, e.g. house rules, pet rukes, unil inspection
Teport? Yes [ No []

4. If securily deposit is required, is it in the

Pagc2 of 5
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correct amount?

If required, enter the amount here: §

Yes ] No [ | NAL]

5. Ifpet deposit is required, is it in the correct
amount?

Ifrequired, enter the amount here: $

Yes ] No [ NA[]

6. It'a pet deposit was paid in installments, was
the payment schedule in accordance with the pet

Annual nnit ingpections?

regulations? Yes [ No [ wnAlQd
7. Are there inspections in the file:
Move-in (dated and signed by tenant and

owner/agent)? Yes [1 No [

Yos [ No [ wNaA[J

D. CERTIFICATIONRECERTIFICATION ACTIVITIES Comuments
1. Are re-certification notices provided within
the required timeframes? Yes (1 No [J
2. Are re-certifications completed on time? Yes [] No [
3. Is the certification signed and dated by the
appropriate paities? Yes [ No [
4, Has a 30-day notice of jncrease in tent been
provided to the tenant? Yes [ No [ NACJ
NOTE: If necessary, use additional sheets (o complete applicable income infermation.
Comments
All reported income and deductions verified 3 Party Vérification?  © | Amount | Did income information on the 50059 agree with verified file
and calenlated correctly? e . . Reporied | information? If no, comment on discrepancies identified
) ] L on 50059 )
3. Wages RIV Income Report [ | §
Traditional 3 party |
Other [l
Not verified |
N/A O
6. Social Security benefits EIV Incomne Report mNE
Traditional 3 party [
QOther [
Not verified |
N/A A
7. Uncmployment benelits ETV Income. Report [11(s
Traditional 3" party [
Other Il
Not verified O
N/A ]
8. Other Income
Weltare/Public Assistance/TANF Yes [0 No [ AL $
Child Support Yes [] MNo [ WAL b
Pensions Yes [1 No [ WAL $
Other Yes [ No [0 wAC |$

Page 3 of' 3
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ADDENDUM A

Management Review for Multifamily U.S, Department of Housing and Urban Development
Office of Housing — Federal Housing Commissioner

Housing Projects

OMB Approval No, 2502-0178
Exp. 04/30/2018

Tenant File Review (Continued)

9. Actual Incoine from Assets Cash Value
Yes [ Ne [ wNAO 3 $
Checking Account Yes (1 MNo [0 NA] S $
Savings Account Yes [] No [ ™A $ $
Certiticates of Deposit Yes [ No [0 wm/A $ $
401K/Keogh/Retirement Accounts Yes [1 No [ WAL $ $
Rea! Estate Yes [ No O wNaAl $ $
Other
10. Imputed income when assets are greater Yes [1 No [ ™Al §
than $5,000
11. Allowances/Expenses
Dependent Allowance Yes [1 Ne (O waAd |8
Elderly/Disabled Household Allowance Yes 1 Ne O wNAQ 3
Medical Expenses Yes [ No [ NAC] | $
Disability Expenses Yes (1 No [ WA $
Childcare Expenses Yes [1 No [0 wNaAD $
12, Are all expenses and allowances that are
claimed eligible under the HUD Handbook
4350,3 REV-1? Yes [] No [ wnN/Ad
13. Has the household certified whother or not
they disposed of assets during the past two
years? Yes {1 No [0 wall
[4. Is the corrcet unit rent being used for
subsidy determination? Yes (1 No [
Enter the reviewer verified amousits for the Aritoiint Reported an the [ Did iricome information on the 50059 sgrce with the verified file -
followings 5= el FR005Y Soooeen 7 | information? If not, eoinment pa dny diserepancies identificd.
15. Contract Rent $ $
Utility Allowance $ $
Gross Rent $ $
Total Tenant Payment % $
Tenant Rent by 5
Litility Reimbursement $ $
Assistance Payment $ 5
16. Is the tenant paying minimum rent? Yes [1 No [ NA[]
If yes, was a hardship exception granted? Yes (] No [0 Na[l
17. Were income discrepancies reported on thoe
EIV Income Discrepancy Report investigated,
1esolved and file documented? Yes [ | No [ NA
18. Has tenant entered into a written
repayment agreement for monies duc to the Yes (] Ne [0 wNal
project?
It yes, does the plan contain the required Yes ] No [ wA[
information?
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form HUD-9834 (06/2016}
Ref. HUD Handbook 4350.1, REV-1
and HUD Handbook 4566.2




ADDENDUM A

Management Review for Multifamily U.8. Depariment of Housing and Urban Development

Housing Projects

Office of Housing — Federal Housing Commissioner

OMB Approval No. 2502-0178
Exp. 04/30/2018

Tenant File Review (Continued)

19. Daes file contain a re-certification as a
result of new employment reported on the EIV

New Hires Report? Yes (1 No O A
If yes, is the new employment income included
in the reported annual incoime? Yes [ No [0 NA[
E. BILLING Comments
1. Does the agsistance payment requested on
the monthly billing (HUD-52670-A, Part 1}
agree with the assistance payment on the
applicable form HUD-500597 Yes [1 No [ NA[C
2. Ifrequired, have adjustments been made to
{he monthly billing? Yes (1 No (1 NaA
F. MOVE-OUT FILE REVIEW ONLY . _ Comments
1. Is there a move-out notice from tenant? Yes [1 No [

If'yes, Date of Notice

Move-put date

2. Is there a move-out inspection? Yes (] No L]
If yes, enter the date of the inspeetion Yes (] Ne [J
3. Was the security deposit refunded to the
tenant within 30 days, or in accordance with
state or local laws, whichever is shorter? Yes [ No [0 MNAL]
4. Was an flemized list of damages and charges
provided o the tenant? Yes [] No [1 wNa[l
5. Were any additional charges paid by tenant? | Yes [] No [] NALI
6, Does the tenant move-out date on the
voucher match the date the tenant vacated? Yes [ No []
G. APPLICANT REJLCTION REVIEW ONLY. Comments
L. Whas the reason the applicant was denied
admittance in accordance with the Tenant
Selection Plan? Yes [1 Ne [J
2. Was the reason for rejection provided in
specific terms and in plain language? Yes (1 No [ wA[l
3. Did the rejection Iclter provide the applicant
the right to appeal? Yes [1 No []
4. If the applicant appealed, was the appeal
reviewed by somcone other than the person who
made the original decision? Yes [1 No [0 MNA[LC
5. Was the appeal processed and applicant
notified of the appeal decision within five days
of the mecting? Yes (1 No [ NAQ

Page 5 of §
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ADDENDUM B

Management Review for U.S. Departntent of Housing OMB Approval No. 2502-0178
. . . . and Urban Development Exp. 04/30/2018
Multifamily Housing Projects Office of Housing — Federal Housing
o Commissioner
Office of Fair Housing and Equal Opportunity
And

Office of Multifamily Housing

Checklist for On-Site Limited Monitoring and Section 504 Reviews

Multifamily Housing (Housing) staff or Performance-Based Contract Administrators and Traditional Contract
Administrators (CA) must complete this Checklist when conducting on-site management reviews of subsidized and
unsubsidized multifamily housing projects. The questions on this checklist cover topics that the Housing staff or CA
can be expected to answer and i3 not intended to cover the full range of civil rights concerns,

NOTE: This document does not require the reviewer to make a determination of civil rights
or Section 504 compliance.

The Checklist is divided into four parts.

Part A: Occupancy/Accessible Units/Program Accessibility — This section, along with
instructions, must be forwarded to the owner/agent for completion prior to the on-site review.
This document must be included with the Documents Reviewer Should Obtain from Owner. See
Part D.

Part B: Limited On-Site Monitoring Review — The reviewer must complete this section during
the on-site management review of all projects,

Part C: Section 504 Review - The reviewer must complete this section during the on-site
management review for all federally-assisted projects.

Part D: Documents Reviewer Should Obtain from the Owner/Agent during the on-site
management review.

Please Note that a “No” response to any question does not necessarily mean there is
a fair housing or civil rights or a Section 304 violation.

form HUD-9834 (06/2016)
Ref. HUD Handbook 4350.1, REV-1
and HUD Handbook 4566.2
Page [ of 13




ADDENDUM B

Management Review for U.S. Department of Housing OMB Approval No. 2502-0178

: : $ . and Urban Development Exp. 04/30/2018
Multifamily Housing Projects Office of Housing — Federal Housing Commissioner

Checklist for On-Site Limited Monitoring and Section 504 Reviews (Continued)

Project Name:
FHA /Project Number:

Section 8/PAC/PRAC Number:

Owner/General Partner Name; Management Agent Name:
Owner/General Partner Address: Management Agent Address:
Type of Development: D Cooperative D Elderly Only D Disabled Only

[ Elderly/Disabled (] Family [ ] other(specify)
Total Number of Units: Total Subsidized Units;

Type of Federal Financial Assistance (check all that apply):
D Section 8 |:| Section 202 |:| Section 202/8 I:l Section 202/PAC
[ ]Section202PRAC [ ] Section811 | | Section 221()3)BMIR [ ] Section 236 [ | Other

Number of Units of Each Size: 0 BR 1BR 2BR 3 BR 4 BR 5BR
Other (Specify)

Resident Manager’s Unit:  Yes [] No []
Date of First Occupancy:

Service Coordinator Employed By Project? Yes [ Neo []

Reviewed by: D Housing [:l PBCA l:l CA |:| Mortgagee

Reviewer:
Date:

Phenc:

This Section is for Multifamily Housing Staff only:

After a review of the information provided by the owner/agent in Part A, the following as been determined:

D The ownerfagent is in compliance with Title V1, Subpart D of the Housing and Community Development
Act of 1992,

El Possible noncompliance with Title V1, Subpart D of the Housing and Communiiy Development Act of
1992. Referted to the local Office of Fair Housing and Equal Opportunity for additional review and appropriate action.

|:| Title V1, Subpart D of the Housing and Community Development Act of 1992 - Not Applicable

Reviewed By:

(Name and Title)

form [IUD-9834 (06/2016)
Ref. HUD Handbook 4350.1, REV-1
and HUD Handbook 4566.2
Page 2 of 13




ADDENDUM B

Management Review for U.S. Department of Housing OMB Approval No. 2502-0178
and Urban Development Exp. 04/30/2018

Mllltlfamlly HO!]SIIlg PI‘Q] ects Office of Housing — Federal Housing Commissioner

Checklist for On-Site Limited Monitoring and Section 504 Reviews (Continued)

Project Name:

FHA/Project#
Section 8/PAC/PRACH
PART A
OCCUPANCY/ACCESSIBLE UNITS/PROGRAM ACCESSIBILITY
Authority:

Section 504 of the Rehabilitation Act of 1973 (24CFR Part 8)

Fair Housing Act/Title V1[I Regulations (24 CFR Part 100.200)
Uniform Federal Accessibilily Standards (UFAS) (24 CFR Pait 40}
Repulatory Agreement

For this Patt A, the reviewer must forward the form along with the instructions for completion to the owner/agent prior to the on-site review. For
subsidized projects, the owner/agent must complete the project information above and the information in Sections I, II, and III below. (See
attached instructions.) For unsubsidized projects, the owner/agent must complete the project information above and Sections 1 and 11 ondy,
Section 111 consists of Section 504 compliance, which does not apply to projects that do not receive federal financial assistance. The reviewer
will retrieve the completed form from the owner/agent during the on-site review,

SECTION I - OCCUPANCY

2. Indicate the number of units currently occupied by client groups
below
Exclusively Elderly -

1, This property was designed primarily for:

D Exclusively Elderly

|:| Exclusively Disabled Exclusively Disabled -
[ ] Ederly and Dissbled Elderly/Disalled -
I:' Near Elderly and Disabled Near-Elderly Disabled -

[l Family Family -

3. Is there a use agreement or any other decumont that indicates that this project must serve only clderly tenants?
Yes [1 No [] Unknown[]
IFyes, specity type of document: Effective Date:
Please attach a copy of the documeni(s) indicated above.

4, Ifthis project is a “covered Section 8 housing project” (see instructions), is there an oceupancy preference for the elderly in accordance
with Section 651 of Title Vi, Subpart D of the Housing and Community Development Act of 19927 Yes (1 No [

Refer to HUD Handbool 4350.3, REV-1.

If No, proceed to question 5.

1L yes, plcase enter:

a. the date of the elderly preforence:

b. tho number of units that must be reserved for occupancy by non-elderly persons with disabilitics ___, and,
c. the date used to determine the number of units reserved for non-clderly persons with disabilities

5. Is there an occupancy restriction for the elderly in accordance with Scction 658 of Title VI, Subpart D of the Flousing and Community
Development Act of 19927 Yes [] No []
Refer to HUD Handbook 4350.3, REV-1

6. Total Number of Unils exclusively for
the Elderly

7. Tetal Number of Units exclusively for
Persons with Disabilitics

8. Total Number of Units exclusively for
Non-Elderly Persons with Disabilities

I certify that this information is tree and accurate,

Warning: HUD will prosecule false claims and statements, Convictions may result in criminal and/or civil penalties,

(18 U.S.C. 1001, 1010, 1012; 31 U.8.C. 3729, 3802)

Signature of Owner

Date:

Page 3 of 13
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ADDENDUM B

Management Review for

Multifamily Housing Projects

U.S. Department of Housing

and Urban Develepment

OMB Approval No. 2502-0178
Exp. 04/30/2018

Office of Housing — Federal Housing Commissioner

Checklist for On-Site Limited Monitoring and Section 504 Reviews (Continued)

Project Name:
FHA/Project#
Section 8/PAC/PRAC#

SECTION I1 - ACCESSIBLE UNITS
Bistribution of all wheelchair and other accessible units in the project.

Bedroom Size

0

!

2

3 | 4 5

Other

Total

L. All units

2. Total units with project-based
rental assistance

3. Mobility accessible units

4. Vision and/or Hearing
accessible units

*3. (Total Aecessible Units).

6. Number of persons on waiting
list who have requested
accessible units

7. Number of accessible urtits
occupied by elderly or family
tenants

8, Number of accessible units
occupied by non-elderly tenants
with disabilities who require the
features of the unit

9, Number of accessible units
occupied by elderly tenants with
disabilities who require the
features of the unit

10. Percentage of Total Units with Project-Based Rental Assistance

Total line 2 + Total line 1 x 100) __ %

11, Percentage of Total Units that are mobility accessible
Total ling 3 + Total line 1 x 100) __ %

12. Percentage of Total Units that are vision and/or hearing accessible

Total line 4 + Total line T x 100) ___ %

* If a unit is both mobility accessible and vision or hearing accessible, count the unit only once in line 5.

1 certily that this information is true and accurate,

Warning: HUD will prosecute false claims and statements. Convictions may tesult in criminal and/or civil penalties.
(18 U.8.C. 1001, 1010, 1012; 31 U.8.C. 3729, 3802)

Signature of Owner

Lale:

Page 4 of 13
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ADDENDUM B

Management Review for U.S, Department of Housing OMB Approval No, 2502-0178
: s : . and Urban Development Exp. 04/3072018
Multifamily Housing Projects Office of Housing — Federal Housing Commissioner

Checklist for On-Site Limited Monitoring and Section 504 Reviews (Continued) —

Project Name:

FHA/Project#
Section 8/PAC/PRACH
SECTION IH - PROGRAM ACCESSIBILITY
SECTTON 504 OF THE REHABILITATION ACT OF 1973
Section 504 Coordinator [24 CFR 8.53 (a)]
1. Does the recipient {as defined in 24 CFR 8.3) employ at least 15 employees? Yes [] No []

If Yes, answer Question 2.; if No skip to Question 3,

2. Is at least one person designated te coordinate its Section 504 responsibilities? Yes [0 Ne [[] NAL]
If Yes, provide the person’s name and telephone nmumber below.

Name:

Telephone Number:

Program Accessibility Under Section 504, a federally assisted Housing Developinent is required o ensure that its program is
usable by and accessible to persons with disabilities. This includes, but is not limited to, maintaining housing and non-housing
facilities that are structurally sccessible for porsons with disabilities. The extent to which facilities must be structurally
accessible depends in part, on whether they are new, altered, or existing. In addition, ownet/agents are required to ensure that
appropriate and effective communication methods are used while communicating with persons with disabilities.

B . YES NO R . COMMENTS
3. Has the ownet/agoent taken steps to ensure |-+ - : - R ;
effoctive communication using:

a. Qualitied sign language and oral
interpreters?

b. Readers?

¢. Use of tapes?

d. Braille materials?

L
I

Other (Describe):

1 certify that this information is true and accurate,

Warning: HUD will prosecute false claims and statements. Convictions may result in criminal and/or civil penalties,
(18 J.8.C. 1001, 1010, 1012; 31 U.S.C. 3729, 3802) '

Signatwre of Owner Date:

form HUD-9834 {06/2016)
Ref. HUD Handbook 4350.1, REV-1
and HUD Handbook 456062
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ADDENDUM B

Management Review for U.S. Department of Housing OB Approval No, 2502-0178

g s . o and Urban Development Exp. 04/30/2018 .
Mll]tlfamily Housmg Pr ojects Office of Housing — Federal Housing Commissioner

Checklist for On-Site Limited Monitoring and Section 504 Reviews (Continued) S

INSTRUCTIONS FOR COMPLETING PART A
Genera] instruetions: Complete the project name, FHA/project number, and section 8/pac/prac information in the form header for each page:

SECTION I - Ownei/dgent must respond éo oll guestions in this section, ]
1. Check the appropriate box that the project was designed to serve. {Check only one box. Do not leave blank.)
Exclustvely Elderly - defined as a person 62 yeats of age or older. (This option is for projects that were designed to serve only elderly
persons/families, i.e, Section 202 PRAC properties)
Exclusively Disabled — Refer to HUD Handbeok 4350.3, REV-1, Figure 3-6 for the applicable definition of disability. (This option is for
projects that were designed to serve only persons with disabilities, i.e., Section 202/8 Projects for the Disabled and Section 811 projects.
Please note that Section 202/8 Projects for the Disabled were develeped to serve only non-elderly persons with disabilities. However, the
Section 811 Projects were developed to serve persons with disabilities regardless of age as long as the minimum age requirement (age 18) is
met,)
Elderly and Disabled — defined as a property that serves the elderly and non-elderly persons with disabilities. (This option is for profects
that were originally designed to serve only elderly persons/families, however the owner may have elected a preference under Section 651 of
Title VI, Subpart I of the Housing and Community Development Act of 1992 ( Title V1 Subpart D} to reserve a percentage of units for non-
elderly persons with disabilities in accordance with the provisions of Section 652, Title VI Subpart D, See instruction 4 below for Section
651 definition.)
Family — defined as all persons regardless of age or disability. (This option is for projects that serve all families with no restrictions or
preferences as long as the minimum age requirement is mel. Please note that family projects may have some units that are reserved for
persons with mebility/vision/hearing impairments which would require the applicant to meet the accessibility features of the unit.)
2. Enter the number ofunits occupied by each client group. {Please note that the tertn “near-elderly disabled” is defined as a person who is at
least 50 years of age and below the age of 62 wiih a disability as defined in HUD Handbook 4350.3, REV-1.)
Enter zero “0” if there are no units occupied by the listed client group — de not leave blank.
3. Ithere is a use agreement or other docuwment requiring that the property must serve only elderly persons, answer “Yes”, in the space provided,
and attach a copy of the decumeni(s). If there is no use agreement or other document requiring that the property must serve only elderly
persons, answer “No”. If yon are unclear on the tetn “nse agreement”, or are not able to locate the tse agrecment or other document that
defines the occupancy of your project, the answer is “unknown”, Other docunents inclidle the regulatory agreement, loan commitment
papers, financial documents, bid invitation, ownet’s management plan, application for funding, and/or applcation for mortgage insurance. i
Please refer to HUD Handbook 4350.3, REV-{, paragraphs 3-17 and 3-18, 1f you do not have a copy of HUD Handbook 4350.3, REV-1, j
copies can be obtained from www.hudelips.org or the HUD Customer Service Center at (800) 767-7468. |
4. Section 651 of Title VI Subpart D permits an owner ¢ give preference! to elderly familics if (1) the project was originally developed (o serve ‘
the clderly and (2} it is a “covered Section 8 housing project.” “Covered Section 8 housing projects” are projects that were constructed or
substantialty rehabilitated pursuant fo assisiance provided under section 8(b)(2) of the United States Housing Act of 1937, as in effect before I
October 1, 1983, that are assisted under a coniract for assistance under such section.
Section 651 of Title VI Subpart D applies to the following programs:

*  The Section 8 New Construction Program, 24 CFR part §80 ;
. The Section 8 Substantial Rehabilitation Program, 24 CFR part 881

»  The State Housing Agencics Program, insofir as it involves new construction and substantial rehabilitation, 24 CFR part 883
® The New Construction Sct-Aside for Section 515 Rural Rental Iousing Projects Program, 24 CFR part 884

. Thao Section 8 Housing Assistance Program for the Disposition of TTUD-Owaed Projects, insofar as it involves substantial

rehabilitation, 24 CFR part 886 subpart C
“Coveted Section 8 housing projeets” do not include those developed with funding under the following programs:
Section 202;
Scetion 202/8;
Section 202 or 811 PRAC;
Section 221 (dN3); and/or
Section 236.
I an owner elects a Section 651 preference for the elderly, the owner must reserve a number of units for non-¢lderly persons/families with
disabilities, Title VI Subpart D requires that the owner review the occupancy records on Jannary 1, 1992 and October 28, 1992, the date of
enactment [or Title VI Subpart D, and determine the number of non-cldetly persons with disabilities that oceupied units on those two dates.
Compare the higher of the two nuinbers with 10 percent of total project units. The lower of the two resulting numbers must be reserved for non-
elderly persons with disabilitics, or Families with disabilities.
For example, an owner has a covered Section 8 project that consists of 100 units, and decides to implement an elderly preference
under Section 651. The first thing the owner must do is ind the occupancy records for January 1992 and see how many units
were occupied by non-elderly personswith disabilities, or families with disabilities, on January 1. Tn this example, it was 10 units,
Then the owner must find the occupancy records for October 1992 and ses how many units were occupied by non-elderly
persong/families with disabilities on Cctober 28", the date of e enactment of the Act, In this example it was 15 units.

] . . . ;
A “preference” allows an owner to give priority to elderly persons when selecting tenants for occupancy.

form HUD-9834 (06/2016)
Ref. HUD Handbook 4350.1, REV-1
and HUD Handbook 4566.2
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ADDENDUM B

Man age]nent Review for U.S, Department of Housing OMB Approval No. 2502-0178

; s : : mand Urban Development Exp. 04/30/2018
Multlfamﬂy Housmg PrOJ ects Oftice of Housing — Federal Housing Commissioner

Checklist for On-Site Limited Monitoring and Section 504 Reviews (Continued)

To obtain the number o’ units that must be reserved for non-elderly disabled persons or families, the owner must take the higher
number of the two dates, which in this example is 15,
Then the owner will then cempare that number 15 with a number that is 10 percent of the total project units In this example it’s 10
Use the lower number for the number of units that must be reserved. Since 10 is less than 15, for this example the owner must
reserve 10 units for non-elderly disabled persons or families.
[fan owner determines that there were no non-elderly persons or families occupying units on either January 1, 1992 or October 28,
1992, the required number of units to be reserved for non-elderly persons with disabilities would be zero (0). However, owners
are encowraged to exceed the number of reserved units for non-elderly persons with disabilities if a need exists in the community,
Answer question 4 as foflows: :
It there is an elderly preferences in accordance with Section 651 of Title VI Subpart D, answer *“Yes”, If there is no preference
provided to elderly families, answer “Ne”,
[f yes, answer the following;
{a) Ifthers is an cccupancy preference in accordance with Section 651, indicate the effective date of the preference.
(b) If there is an occupancy preterence in accordance with Section 651, indicate the tolal number of units that must be teserved
for non-elderly persons with disabilities based on the two dates above.
(c) Ifthere is an occupancy preference in accerdance with Section 651, indicate which date (see above) was used to determine
the number of units that must be reserved for non-elderly persons with disabilities.
5. Section 658 of Title VI, Subpart I of the Housing and Community Development Act of 1992 ( Title VI Subpart ) permits owners of “other
federally assisted honsing” to continue to restrict occupancy to elderly familios in accordance with the rules, standards, and agreements governing
occupancy in such housing in effect at the time the housing was developed. I (A) the project was originally developed to serve the efderly and
(B} the project has contimially served cldetly tenants. Thess projects include:
Section 202 Direct Loans (prior to the Section 202 PRAC program) -
Section 22 1{d)}(3) BMIR properties (New Construction and Substantial Rehabilitation)
Section 236 propetties
Answer guestion 5 as follows:
If there is an elderly restriction in accordance with Scotion 658 of Title VI Subpart D, answer “Yes”. If there is no elderly restriction and
occupancy is not limited to elderly applicants, answer “No™. '
6. Ii'the property designates a number ot units that can be occupied only by elderly porsons, indicate the number of units. If the property does
not have units that can only be occupied by elderly persons, enter zero “07”,
7. Il the property designates a number of units that can be ocoupied only by persons with disabilitics, indicate the number of units. If the
property does not have units that can only be occupied by persens with disabilities, enter zero “0%,
8. If the property has units that mmst be oceupied by non-elderly persons with disabilitics, indicate the number of units. If the property does not
have units that must be occupied by non-elderly persons with disabilities, enter zero “0”.

CERTIFICATION:
Self-Explanatory Wust be signed and dated by the owner,

SECTTON 11 - Owner/Agent must respond to all questions in this section.

I. Enter the tolal number of imits (by bedroom size) and enter total in the *Total” coluymn,

Totals must match numbers entered for each bedroom size,

2. Enter the total number of units (by bedroom size) that arc receiving project based rental assistance.
Fotals must match numbers entered for each bedroom size,

3. Enter the number of mobility ascessible units by bedrooin size, and enter the total in the “Total” column. A mobility accessible unit is one
that is located on an accessible rete, and when designed, constructed, aliered, or adapted, can be approached, entered, and used by individuals
with physical disabilities, including those whe use wheelchairs. Although accessibility foatures include items such as grab bars, flashing fire
alarms, widened doorways, enlrance ramps, etc, this question should be answered by stating the number of subsidized units that, when
constructed, are fully accessible in accordance with the Uniform Federal Accessibility Standards (UFAS) which is used (o ensure compliance
with Section 504 of the Rehabilitation Act of 1973, These standards were jointly-developed by the General Services Administration, the
Department of Housing and Urban Development, the Department of Defense, and the United States Postal Service, under the authority of sections
2,3, 4, and 4n, respectively, of the Architectural Barriers Act of 1968, as amended, Pub, L. No.20-480, 42 U.58.C. 4151-4157. Copies of the
UTAS are available from the Architectural and Transpotiation Barriers Cotapliatice Board , 1331 T Street, NW, Suite 1000, Washington, D.C,
20004-1111, Telephone: (202) 272-0080, email addzess: info@actess-board.gov. IFthe property is accessible in aceordance with Minimum
Property Standards (MPS), indicate the number of units thai are MPS acoessible, Unsubsidized units should also be counted if they meet UFAS
compliance requirements.

T'otals mnst match numbers entered for cach bedroom size,

4, Enter the number of units, by bedroom size, that are accessible for vision or hearing disabilities and enter total in the “Total” column. Refer to
UFAS. See instruction number 3 above.

Totals must match numbers entered for each bedroom size,

5. Total the units from rows 3 and 4 for each bedroom size, and enter the total in the “Total” column.

Totals must match numbers enfered for each bedroom size,

form HUD-9834 {06/2016)
Ref. HUD Handbook 4350.1, REV-1
and HUD Handbook 4566.2
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ADDENDUM B

Management Review for U.S. Department of Housing OMB Approval No, 2502-0178

. : . . and Urban Development Exp. 04/30/2013
M“ltlfamﬂy Housing Projects Office of Housing — Federal Housing Commissioner

-Checklist for On-Site Limited Monitoring and Section 504 Reviews (Continued)

6. Enter the number of persens currently on the waiting list for an accessible unit, by bedroom size, requiiing the features of the unit and enter
total in the “Total” column.

Total most match numbers entered for ench bedroom size,

7. Enter the number of accessible units, by bedroom size, that are currently occupied by elderly or family tenants and enter total in the Total
column.

Total must match numbers entered for each bedroom size.

8. Enter the number of accessible units. by bedroom size, ocoupied by non-glderly tenants with disabilities requiring the features of the unil and
enter total in the “Total” column. These tenants must have a mobility impairment as defined above,

Total must match numbers entered for cach bedroom size,

9. Enter the number of accessible units, by bedroowm size, occupied by elderly tenants with disabilities requiting the features of the unit and enter
total in the “Tetal” colunin. These tenants must have a mobility impairment as defined above,

Total must mateh numbers entered for each bedroom size,

10. Self-explanatory
11. Selfexplanatory
12, Self-explanatory

CERTIFICATION:
Self-Explanatory
Must be signed and dated by the owner,

SECTION HI - Owner/Agent must respond to all questions in this section.

This Section is not applicable to unsubsidized projects.

1. The Section 504 Coordinator is required if the owner empioys 15 or more people in all its activities, This includes this project combined
with other projects they may own and/or manage. Answer Yes or No., If Yes, proceed to question 2; if No, skip to question 3.

2, Answer Yes or No to this question. If Yes, please provide the nane and telephone number of the coordinator for Section 504 related
activities at the project, and go to question 3.

3. Answer Yos or No to each item and provide comments as necessary.

CERTIFICATION:
Self-Explanatory
Must be signed and dated by the owner,

form HUD-9834 (06/2016)
Ref. HUD Handbook 4350,1, REV-1
and HUD Handbook 4566.2
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ADDENDUM B

Management Review for U.S. Department of Housing OMB Approval No, 2502-0178

. . . . and Urban Development Exp. 04/3072018
Mu]tlfamlly HOIlSl]lg PFO-] ects Office of Housing — Federal Housing Commissioner

Checklist for On-Site Limited Monitoring and Section 504 Reviews (Continued)

Project Name:
FHA/Project#
Section 8/PAC/PRACH

PART B
ON-SITE LIMITED MONITORING REVIEW

Authority: 24 CI'R 5, 108, 110

Questions 1 through 5 apply to owners of subsidized and unsubsidized projects.

~1.. YES “NO : .. COMMENTS

1, Was this project built or sulﬂstaﬁtially — |:|
rehabilitated after February 19727
(IfNO, skip to Question 5.)

2. Does the owner have an approved
Affirmative Fair Housing Marketing Plan
{AFHMP)?

[

3. If there is an approved AFHIMP as indicated
in question 2, is it available on site?

4. Has the ownet/agent reviewed the AFHMP
within the last 5 years to ensure that the
information is current and applicable?

I
O O

5. Date of last AFHMP Updale

Date;

6. Does the project maintain Project Profile
Data which shows the composition of the
occupants by the following categories

(24 CFR 121):

a. Race

b.  National Origin/Ethnicity

c.  Sex

e.  Familial Status

7. Has the owner/agent developed and
implemented a written Tenant Selection
plan?

L | L
L1 O
N
@ Disabiiiy NN
1| O
L] L

torm HUD-9834 (06/2016)
Ref. HUD Handbook 4350.1, REV-1
and HUD Handbook 4566.2
Page 9 of 13




ADDENDUM B

Management Review for

Multifamily Housing Projects

U.S. Department of Housing

and Urban Development

OMB Approval No. 2502-0178
Exp. 04/30/2018

Office of Housing — Federal Housing Commissioner

Checklist for On-Site Limited Monitoring and Section 504 Reviews (Continued)

Project Name:
FHA/Project#
Section 8/PAC/PRACH

NO _ COMMENTS

8. Does the management agent maintain a
waiting list of applicants by:

(a) Name

(b} Bedroom size

(¢} Application date and time?

(d) Requests for accommodations and/or
accessible imits?

(e) Preferences?

9. When a tenant/applicant notifies the
owner/agent that he/she has been subject to
unlawlul discrimination, does the
owner/agent provide the applicant/tenant
with information about how to file a
complaint with HUD?

O 0O 0O o O O

Unable to Obscrve

19. Does the owner/agent maintain a record of
tair housing complaints?

[]

11. Ts there a local residency preference?

L]

If yes, was it approved by HUD?

Date of TIUD Approval:

Page 10 of 13

form HUD-9834 (06/2016)
Ref. HUD Handbook 4350.1, REV-1
and HUD Handbook 4566.2




ADDENDUM B

Management Review for U.S. Department of Housing OMB Approval No, 2502-0178

: . : , and Urban Development Exp. 04/30/2018
Multifamily Housing Projects Oftice of Housing — Federal Housing Commissioner

Checklist for On-Site Limited Monitoring and Section 504 Reviews (Continued)

Project Name:
FHA/Projecti#
Section 8/PAC/PRACH

PART C

SECTION 504 REVIEW

The reviewer must complete this section to ensure compliance with Section 504 of the Rehabilitation Act of 1973 (Section 504),
Please note that unsubsidized projects are not required to comply with Section 504, therefore if the project is
unsubsidized, the reviewer may proceed to Part D.

B ot TTIYES | ND i S ~ COMMENTS
1. Is there a formal, written grievance procedure D D
that provides for resolution of cotnplaints
alleging diserimination based on disability, as
required by Section 8.53(b}?
If Yes, document date procedmes were e srns | Dales

adopted:

2. Does the owner/agent utilize a
telecommunications device for the hearing
impaired (TTY)?

IF No, Is there an alternative method?

Describe under “Comments”

3. When ncoessary, are auxiliary aides used to
comununicate with persons with disabilities?

Describe under “Comments”

form HUD-9834 (06/2015)
Ref. HUD Handbook 4350,1, REV-1
and HUD Handbook 45662
Page 11 of 13




ADDENDUM B

Management Review for

Multifamily Housing Projects

U.S. Department of Housing
and Urban Developnient

OMB Approval No. 2502-0178

Office of Housing — Federal Housing Commissioner

Exp. 04/30/2018

Checklist for On-Site Limited Monitoring and Section 504 Reviews (Continued) -

Project Name:
FHA/Project#
Section 8/PAC/PRACH

DOCUMENTS REVIEWER SHOULD OBTAIN FROM OWNER/AGENT

The reviewer will only bring back documents upon: request from FHEC, If the reviewer receives a request from FHEQ to obtain
certain documents, indicate in column a. During the on-site review, request the documents and indicate the status in columns b,
c, or d. For items checked in column ¢, the reviewer must provide the owner/agent the FHEQ address for forwarding the

PART D

documents,
Pocutriefit(s) n.- FHEO hag ~| b, The docyient hag ¢ The Owners d. “The document is not
o ":[ “begil gathered and is Agent ajgrees to available, - B
/[ aifdched to the CheekHst |- forwatd the . v
o o | cheeked docinment
.| to PHEO withinten |
R (10) business days,” |

For Part A

1. Accessible Units/Program D D
Accessibility, Sections 1, IT, and 111 (as
applicable)

For Part B:

2. Mostrecent Affirmative Fair Housing
Marketing Plan (AFHMP) |:| I:] |:| D

3. Aay of the following documents that B
are used for outreach as specifically e
stated in the project’s AFHMT or used - ; B T :
for other affirmative fair housing Gl . Lo Lo )
marketing, Sl IR T
Newspapers/Publications D D — i D |:|
Copy of Radio Ads and Announcements D l:l D I:J
Copy of TV Ads and Announcements I:I I:I D |:|
Photograph of billboards I:I I::I I:I D
Letterhead |:| D I:' D
Handouts |:| |:| I:I D
Brochures and Leaflets D |:| I:’ I:l
Photograph and site signs D I___] I_—_| |:|
Other (Specify): I:I l:l l:l D

4. Project Profile showing occupancy data
(See Part B, Question 3). I:J D D D

5. Written Tenant Sclcetion Plan I:I l:l D D

Pape 12 0F 13

form HUD-9834 (06/2016)
Ref. HUD Handbook 4350.1, REV-1
and HUD Handbook 4566.2




ADDENDUM B

Management Review for

Multifamily Housing Projects

U.8. Department of Housing
and Urban Development
Office of Housing — Federal Housing Commissioner

OMB Approval No. 2502-0178
Exp. 04/30/2018

Checklist for On-Site Limited Monitoring and Section 504 Reviews (Continned)

Project Name:
FHA/Project#
Section 8/PAC/PRACH

Please Note: The information below only
pettains to Section 504 compliance.

If this project is unsubsidized, the

reviewer should niot complete this section,

4. FHEO has
requiested that the
reviewer oblain the

following docuiments:

0. The document has
been gathered and is
aftached to the
Checklist.

_ {10} business days.

¢. The Ownet/ The document is not
Agent aprees to available.

forward the
checked document
to FHEO within ten

Fm; Part C:

6. Wiilten Grievance Procedure (Part C,
Question 3 and 24 CFR 8.53)

7. Application for Occupancy

& Reasonable Accommodation Policy

NN

I

L]
[ ] O

FHEOQ requested that the reviewer observe the following:

The result of the observation is:

Page 13 of 13

form HUD-9834 (06/2016)
Ref, HUD Handbook 4350.1, REV-1
and HUD Handbook 4566,2




ADDENDUM C

Management Review for Multifamily U.S. Department of Housing and Urban Development OME Approval No, 2502-0178
Housing Projects Office of Housing — Federal Housing Commissioner Exp. 04/30/2018

DOCUMENTS TO BE MADE AVAILABLE BY OWNER/AGENT

Project Name: _ FHA/Project# Section 8/PAC/PRACH

Instructions: Reviewers should place 2 check mark next to those items that must be available for review. Included in this list are
FHEO staff instructions to provide MFH staff a list of requests for documents and special observations each year,

General Documents

[0 All Tenant Files and records, including rejected, transfer and move-out files

B Current waiting list

[0 Last advertisement and/or copies of apartment brochures

O HUD-approved Rent Schedule form HUD-92458

O Procurement Files

[ Work Order Journals and Logs

[T Cash Digbursement Journal

O Fidelity Bond

[[] Property and Liability Insurance

O Copies of the form HUD-52670 for the last twelve months, for each subsidy contract
[T Current annual budget

O Quarterly budget variance reports

[0 Reserve for Replacement component analysis

O Copy of Rent Roll

O Copy of Application form

O Copy of lease, lease addenda and house rules

O Copy of Pet Policy

O Copy of Applicant Rejection Letter

O Annual Unit Inspections

[J Fact Sheet “How Your Rent Is Determined”

O Copy of the “Resident Rights & Responsibility”

O Lead Based Paint Certifications

[0 EH& S Certifications

O All Operating Procedure Manuals

O Documentation for Elderly Preferences Under Sections 651 or 658

[0 Income Targeting and Tracking Log

[ List of all current Principals and Board Members

O EI'V Coordinator Aceess Authorization form(s) (CAAFS) — approved initial and current
0 EIV User Access Authorization form(s) (UAAFs) — approved initial and current
[ ETIV Owner Approval Letter(s)

[ EIV Policies and Procedures

0 Rules of Behavior for individuals without access to the EIV system

O Copy of TRACS Rules of Behavior, signed and dated

O Copy of TRACs and EIV requested Security Awareness Training Certificate, signed and dated
[J Other

Civil Rights Front End Limited Monitoring and Section 504 Review Documents

O Affirmative Fair Housing Marketing Plan
[0 Tenant Selection Plan, including any approved residency preference
[d Recent advertising
[ Fair Housing logo and Fair Housing poster
form HUD-9834 (06/2016)
Ref, HUD Handbook 4350.1, REV-1

. and HUD Hamlbool 4566.2
Page 1 0f 1




ADDENDUM D

Management Review for Multifamily ~ U.S. Department of Housing and Urban Development OMB Approval No. 2502-0178
Housing Projects Office of Housing — Federal Housing Commissioner Exp. 04/30/2018

State Lifetime Sex Offender Statistics

Project Name:
FHA /Praject Number:
Section 8/PAC/PRAC Number:

Instructions: Reviewers should record the below statistics on househelds that include a household member who is subject to a state lifetime sex offencler
regisirafion requirement.

1. Nuomber of households where, in accordance with the owner’s pelicies and procedures, a household member subject to a state lifetime sex offender
registration requirement was identitied at re-certification,
Of the households identified at re-certitication;

a.  How many were admitted prior to June 23, 2001, the eilective date of the Screening and Eviction for Drug Abuse and Other Criminal i
Activitiy final rule, and whe had a household member subject to a siate lifetime sex offender registration requirement at the time of }
admission? :

NOTE: These houscholds (admitted prior to Junc 25, 2001) must not be evicted unless they commit criminal activity while living in
the federally assisted housing or have other lease violations.

b.  How many were erroncously admitied?

¢, How many households include a member that became subject to a state lifetime sex offender requirement after admission?

2. Number of evictions due to the errencous admission of a household with a member subject to a state lifetime sex effender registration requirement?

Number of such evictions upheld in court,

3. Nunber of evictions due to a househeld member becoming subject to a state lifetime sex offender registration requirement after admission.

Neaumber of such evictions upheld in court.

form HUD-9834 (06/2016)
Ref. HUD Handbook 4350.1, REV-1
and HUD Handbook 4566.2
Page 1 of 1




ATTACHMENT C

MINORITY BUSINESS PARTICIPATION COMMITMENT FORM

It is the policy of Newport News Redevelopment & Housing Authority (NNRHA) to encourage
minority participation in all contracts. To implement this policy, we encourage minority
participation through subcontracting or other methods in contracting. You must complete this
form, indicating the percentage of this contract that will be subcontracted to minority businesses.
FAILURE TO COMPLETE THIS FORM MAY RESULT IN YOUR RESPONSE BEING
DECLARED NON-RESPONSIVE THUS ELIMINATING YOUR FIRM FROM
CONSIDERATION FOR THIS PROJECT.

For the purpose of this commitment, the term “minority business” means a business at least 50%
of which is owned and controlled by minority group members or, in the case of a pyblicly-owned
business, at least 51% of the stock is minority owned and the business is controlled by minority
group members. For the purpose of the preceding sentence “minority group members” are
citizens of the United States who are African-Americans, Hispanics, Asians, Pacific Islanders,
and American Indians,

Please indicate the percentage of minority business participation in this project. This refers to
the percentage of the total dollar value of the Contract that will be subcontracted to minority
firms:

%

NNRHA will consider minority participation in awarding the Contract. NNRHA reserves the
right to approve or disapprove any subcontractors.

If you need assistance with identifying minority firms in this area, please contact Hampton
Roads Community Action Program (HRCAP), at (757) 247-6747 or the Virginia Department of
Minority Business Enterprise at 111 East Main Street, Suite 300, Richmond, VA 23219 at (804)
786-6585.

The undersigned hereby certifies that he or she has read the terms of this commitment and is
authorized to bind the prospective Bidder to the commitment herein set forth.

Contractor’s Name Name of Authorized Officer (printed)

Date Name of Authorized Officer (signed)

Pre-Management Occupancy Review
RFP #PMOR-04-26




Rev: 08/11/17

ATTACHMENT D

STATEMENT OF OFFEROR’S QUALIFICATIONS

All questions must be answered and the data given must be clear and comprehensive. If
necessary, questions may be answered on separate attached sheets. The Offeror may submit any
additional information they desire.

1) Name of Offeror

2) Permanent Main Office Address, including City, State, Zip Code, Phone Number, Fax
Number and Email Address.

3) When organized?

4) If incorporated, when incorporated?

5) How many years have you been engaged in business under your present firm or trade name?

years

6) Contracts on hand.
(List these, showing gross amount of each contract and the appropriate anticipated dates of
completion).

7) General character of work performed by your company.

8) Have you ever failed to complete any work awarded to you? If so, where and why?

9) Have you ever defaulted on a contract? If so, where and why?

Legal Services Page 1 of 2

RFP #L.S-11-25




Rev: 08/11/17
ATTACHMENT D

REFERENCES: Provide at least five (5) references for this type of work performed in the last
five (5) years, Work performed for Newport News Redevelopment and Housing Authority is an
acceptable reference. Include the date service was furnished and the name, address and phone
number of the person the Authority has your permission to contact.

Name of Company Date of Service Contact Phone No.

D
2)
3)
4)
5)

Contractor’s License Number: Class

Number of employees that will be assigned to this contract

SUBCONTRACTORS: Attach a list of all known sub-coniractors who will be working on this
project. Failure to submit this required information may cause your offeror to be deemed non-
responsive.

Legal Services Page 2 of 2
RFP #LS-11-25




ATTACHMENT E

NON-COLLUSIVE AFFIDAVIT

State of

County of

Being first duly sworn, deposes and says that:

(1)  He/sheis of
(Owner, Partner, Officer, Representative or Agent)

, the Bidder that has submitted the attached bid;

(Name of Company)

(2)  He is fully informed respecting the preparation and contents of the attached bid and
all pertinent circumstances respecting such bid,

(3) Such bid is genuine and is not a collusive sham;

4) Neither the said Bidder nor any of its officers, partners, owners, agents,
representatives, employees or parties in interest, including this affidavit, has in any way colluded,
conspired, connived, or agreed, directly or indirectly with any other bidder, firm or person to submit
a collusive or sham bid in connection with the contract for which the attached bid has been
submitted or to refrain from bidding in connection with such contract, or has in any manner, directly
or indirectly, sought by unlawful agreement or collusion or communication or conference with any
other bidder, firm or person to fix the price or prices in the bid price or the bid price of any other
bidder, or to secure through any collusion, conspiracy, connivance or unlawful agreement any
advantage against the Newport News Redevelopment & Housing Authority or any person interested
in the proposed contract; and

(5}  The price or prices in the attached bid are fair and proper and are not tainted by any
collusion, conspiracy, connivance or unlawful agreement on the part of the Bidder or any of its
agents, representatives, owners, employees, or parties in interest, including this affiant.

(Name)
(Title)
Subscribed and Sworn before me
This day of , 20
My Commission Expiries
Pre-Management Occupancy Review Page 1 of 1

RFP #PMOR-04-26




ATTACHMENT F

Instructions to Offerors
Non-Construction

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

T

- 03291 -

1. Preparation of Offers

(a) Ofterors are expected to examine the statement of work, the
proposed contract terms and conditions, and all instructions. Failure
to do so will be at the offeror's risk.

(b) Each offerar shall furnish the informatien required by the solicita-
tion. The offeror shall sign the offer and print or type its name on the
cover sheet and each continuation sheet on which it makes an entry.
Erasures or other changes must be initialed by the person signing the
offer. Offers signed by an agent shallbs accompanied by evidence of
that agent's authority, unless that evidence has been previously
furnished ta the HA.

{c) Offers for services other than those specified wili not be consid-
ered.

2. Submisslon of Offers

{a) Offers and modifications thereof shall be submitted in sealed
envelopes or packages (1) addressed to the office specified in the
soiicitation, and (2) showing the time specitied for recelpt, the solicita-
tion number, and the name and address of the offeror.

(b) Telegraphic offers will not be considered unless authorized by the
solicitation; however, offers may be moditied by written or telegraphic
notice.

(¢} Facsimile ofters, modifications or withdrawais will not be consid-
erad uniess authorized by the solicitation.

3. Amendments to Solicitations

{a) Ifthis sollcitation Is amended, then all tarms and conditions which
are not modified remain unchanged.

(b} Offerors shall acknowledge receipt of any amendments to this
solicitation by
(1) signing and returning the amendment;
(2) identifying the amendment number and date in the Space
provided for this purpose on the form for submitting an offer,
(3} letter ar telegram, or
(4} tacsimile, if tacsimile offers are authorized in the solicitation.
The HAMHUD must receive the acknowledgment by the time
specifled for receipt of offers.

4. Explanation to Prospective Offerors

Any prospective offeror desiiing an explanation or interpratation of the
salicitation, statement of work, etc., must request it in writing soon
enough to allow a reply to reach all prospective offerors before the
submission of their offers. Oral explanations or instructians given
before the award of the contract will not be binding. Any information
givento a prospective offeror concerning a solicitation wiil be turnished
promptly to all other prospective offerors as an amendment of the
solicitation, if that information is necessary In submitting offers or ifthe
lack of it would be prejudicial to any other prospactive offerors,

5. Responsibllity of Prospective Contractor

(a) The HA shail award a contract only ta a responsibie prospective
contractor who is able to perform successtully under the tarms and
conditions of the propased contract. To be determinad responsible,
a prospective contractor must -
{1) Have adequate financial resources to pertorm the contract, or
the ability to obtain them;

{2) Have a satisfactory performance record;

{3) Have a satistactory record of integrity and business ethics;

(4) Have a satistactory record of compliance with public policy
'(e.9., Equal Employment Opporunity); and

(5) Nothavebeen suspended, debarred, or otherwise determined
to be ineligible for award of contracts by the Depariment of
Housing and Urban Development or any other agency of the
U.S. Government. Current lists of ineligible contractors are
available for inspection at the HA/HUD.

(b) Before an offer is considered for award, the offeror may be
requested by the HA ta submit a statement or other documentation
regarding any of the foregoing requirements. Failure by the offerorto
provide such additional information may render the offeror ineligible for
award.

6. Late Subnissions, Modifications, and Withdrawal of Offers

(a) Any ofter received at the place designated in the solicitation after
the exact time specified for receipt will not be considered unless it is
received befors award is made and it -

(1) Was sent by registered or certified mail not later than the tifth
calendar day betore the date specified for recsipt of offers
{e.g., an offer submitted in response to a solicitation requiring
receipt of offers by the 20th of the month must have been
mailed by the 15th);

(2) Was sent by mail, or if authorized by the solicitation, was sent
by telegram or via tacsimile, and it is determined by the HA/
HUD that the iate receipt was due salely to mishandling by the
HAMHUD after recsipt at the HA:

(3) Was sent by U.S. Postal Service Express Mail Next Day
Service - Post Office to Addressee, not later than 5:00 p.m, at
the place of maifing two working days priorte the date specified
for receipt of proposals. The term “working days” excludes
weekends and U.S. Federal holidays; or

(4) Is the only offer received.

(b) Any modification of an offer, except a medification resulting from
the HA's request for “best and final® offer {if this solicitation is a request
for proposals), is subject to the same conditions as in subparagraphs
{a)(1), (2}, and (3) of this provision.

{c) A modification resulting from the HA's request for "best and final"
offer received after the time and date speciied in tha request will not
beconsidered unless received before award andthe lats receipt isdue
solely to mishandling by the HA after receipt at the HA,

(d) The anly acceptable evidence to establish the date of malling of a
late offer, modification, or withdrawal sent either by registered or
certified mail is the U.S. or Canadian Postal Service postmark both on
the envelope or wrapper and on the original racaipt from the U.S, or
Canadlan Postal Service. Both postmarks must show a legible date
or the ofter, modification, or withdrawal shall be processad as if mailed
late. "Postmark” means a printed, stamped, or otherwiss placed
impression (exclusive of 2 postage meter machine impression) that ts
readily identifiable without further action as having been supplied and
affixed by employees of the U.S. or Canadian Postal Service on the
date of mailing. Theretors, offerors should request the pastal clerk to
place a hand cancellation buif's-eye postmark on both the receipt and
the envelope or wrapper.

{e} Theonly acceptable avidence to establish the tima of receipt atthe
HA Is the time/date stamp of HA on the offer wrapper or other
documentary evidence of receipt maintained by the HA.

Previous edition is obsoleta

page 1 of 2

torm HUD-5369-8 (8/93)
ref. Handbook 7450.8

Attachment "F"




{f) The only acceptable evidencs to establish the date of maliing of a
late offer, moditication, or withdrawal sent by Exprass Mall Next Day
Service-Post Office to Addressee is the date entered bythe post affice
receiving clerk on the "Express Mail Next Day Service-Past Office to
Addressee” label and the pestmark on both the envelope or wrapper
and on the original recelpt from the U.S. Postal Service, “Pastmark”
hag the same meaning as defined In paragraph (¢} of this provision,
exciuding postmarks of the Canadian Postal Service. Therefore,
ofterors should request the postal clerk to place a legible hand
cancellation bull's aye postmark on both the receipt and the envelope
or wrapper.

{g) Notwithstanding paragraph (a) of this provision, a late modification
of an otherwise successful offer that makes its terms more favorabie
to the HA will ba considered at any time it is recsived angd may be
accepted.

(h} If this solicitation is a request for proposals, proposals may be
withdrawn by writtan notice, or if authorized by this solicitation, by
talegram (including mailgram) or facsimile machine transmission
received at any time before award. Proposals may be withdrawn in
person by a offeror or its authorized representative if the identity of the
person requesting withdrawal is established and the parson signs a
recaipt for the offer before award. I this solicitation is an invitation for
bids, bids may be withdrawn at any time prior 10 bid opening.

7. Contract Award

(a) The HA will award a contract resulting from this solicitation to the
responsible offaror whose offer conforming to the solicitation will be
most advantageous totheHA, costor price and otherfactors, specified
alsewhers In this solicitation, considered,

(b} The HA may
{1) rejact any or all offers if such action Is in tha HA's interest,
(2) accept other than the lowest offar,
(3) waive informalities and minor irregularitios In offers received,
and (4) award more than one cantract for all or pant of the
requirements stated,

(c) 1f this solicitation Is a request for praposals, the HA may award a
contract on the basis of initial offers received, without discussions.
Therefore, each Initial offer should contaln the offerar's bestterms from
a cost or price and technical standpoint,

(d) A written award or acceptance of offer mailed or otharwisa
tumished to the succassful offeror within the time for accaptance
spechied in the offer shall result in a binding contract without further
action by elther party. If this solicitation is a request for proposals, —
beferethe offer's specified expiration time, the HA may accept an offer,
whether or not there are negotiations after its recelpt, unless a written. —
notice of withdrawalis received before award, Negotiations conducteq
after recelpt of an offer do not constitute a rejection or countaroffer by
the HA,

(e} Neither financial data submitted with an offer, nor representations .
concerning facilities or financing, will form a part of the resulting
contract,

8. Service of Protest

Any protest against the award of acontract pursuant to this solicitation
shall be served on the HA by obtaining written and datec acknowledg-
ment of receipt from the HA at the address shown on the cover of this
soficitation. The determination of the HA with regard to such protest
or to preceed to award notwithstanding such protest shall be final —
unless appealed by the protestor.

9. Offer Submission

Ofters shall be submitted as follows and shall be enclosed in a sealed —
enveiope and addressed to the office specified in the solicitation. The
proposal shall show the hour and date specified In the solicitation __
for recaipt, the solicitation number, and the hame and address of
the offaror, on the face of the aenvelope,

It Is very important that the offer be properly identified on the face
of the envelope as set forth above in order to insure that the date and
time of receipt Is stamped on the face of the offer envelope. Receiving
procedures are: date and time stamp those envelopes identified as
proposals and deliver them immediataly to the appropriste contracting —
officlad, and only date stamp those envelopes which do not contaln
identification of the contents and dsliver them to the appropriate __
procuring activity only-through the routine mail delivery procedure.

[Describe bid or proposal preparation instructions here:] _

Previous adition is cbsolete

AltpabeZif "

form HUD~5369-B (8/93
rat. Handbook 74608




ATTACHMENT G

Certifications and
Representations

of Offerors
Non-Construction Contract

and Urban

U.S. Department of Housing

OMB Approval No: 2577-0180 (exp. 7/20/96)
Development

Cffice of Public and Indian Housing

Public reporting burden for this collection ofinformationisastimatedto avarage 5minutesperresponse, includingthe time for reviewinginstructions, searching

existing data sources, gathering and malntaining the data needed, and compleling and reviewing the collection of information,

This form includes clauses requirad by OMB's common rule on bidding/offating precedures, implemented by HUD in 24 CFR 85.36, and those requiremants
setforth in Executive Order 11625 for small, minority, women-ownedbusinesses, and certifioations for indepandent price detstmination, and conflict of interest.

The form is required for nonconstruction contracts awarded by Housing Agencles (HAs),

Officer for contract compliance. )f the form wera not used, HAs would be

The torm [s used by bidders/afferors to cartify to the HA's Contracting
unable to enforce their contracts. Responses to tha collection of infarmation are

required to obtain a benelit or to retain a benafit. The information requested does not lend itself to confidentlallty.

1. Contingent Fee Representation and Agreement

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

(1)L Jhas,[ Yhasnot employed or retained any person or
company to solicit or obtain this contract; and

(2)[ ] bas, [ ]hasnot paid or agreed to pay to any person
or company employed or retained to solicit or obtain this
contract any commission, percentage, brokerage, or other
fee contingent upon or resulting from the award of this
contract,

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

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

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

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

@[ lis,[ 1isnotasmall business concern, “Small business
concern,” as used in this provision, means a concem, includ-
ing its affiliates, that is independently owned and operated,
not deminant in the field of operation in which it is bidding,
and qualified as a small business under the criteria and size
standards in 13 CFR 121,

()[ Jis, [ ]isnot a women-owned small business concem,
“Women-owned,” as used in this provision, means a small
business that is at least 51 percent owned by a woman or
women who are U.S. citizens and who also control and
operate the business,

([ lis,[ Jlisnota minority enterprise which, pursuant to
Executive Order 11625, is defined as a business which is at
least 51 percent owned by one or more minority group
members or, in the case of a publicly owned business, at least
51 percent of its voting stock is owned by one or more
minority group members, and whose management and daily
operations are controlled by one or more such individuals,

For the purpose of this definition, minority group members are;
{Check the block applicable to you)
[ ] Black Americans [ 1 Asian Pacific Americans
[ 1 Hispanic Americans [ 1 Asian Indian Americans
[ ] Native Americans [ ] Hasidic Jewish Americans

3. Certificate of Independent Price Determination
(a) The bidder/offeror certifies that—

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

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

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

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

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

(2) (i} Has been authorized, in writing, to act as agent for the
following principals in certifying that those principals
have not participated, and will not participate in any
action contrary to subparagraphs (a)(1) through (a)(3)
above (insert full name of person(s} in the bidder/offeror’s
otganization responsible for determining the prices of-
fered in this bid or proposal, and the title of his or her
position in the bidder/offeror’s organization);

{ii) As an authorized agent, does certify that the princi-
pals named in subdivision (bX2)(i) above have not par-
ticipated, and will not participate, in any action comtrary
to subparagraphs (a)(1) through {2)(3) above; and
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(i) Asanagent, has not personally participated, and will
not participate in any action contrary to subparagraphs
(a)(1) through (a)(3) above.

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

4. Organizational Conflicts of Interest Certification

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

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

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

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

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

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

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

5. Authorized Negotiators (RFPs only)

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

6. Conflict of Interest

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

7. Offeror's Signature

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

Signature & Date:

Typed or Printed Name:

Title:
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