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P.O. Box 53028 
Houston, Texas 77052 

Tel: 713-578-2100 
Fax: 713-669-4594 

 
 

REQUEST FOR PROPOSALS 
for 

Executive Search Services 
 RFP NO. 22-07 

 
The Harris County Housing Authority (HCHA) hereby solicits written proposals from executive search or 
recruiting firms to provide the services that are reasonable and appropriate to identify to HCHA and for HCHA 
to interview qualified and suitable candidates to fill the position of Executive Director at HCHA.  This Request 
for Proposals (“RFP”) contains submission requirements, scope of service, period of services, terms and 
conditions, and other pertinent information for submitting a proper and responsive submittal. RFP #22-07 will be 
posted on and may be downloaded from HCHA's website, www.hchatexas.org. 

 

Prospective Offerors desiring any explanation or interpretation of this solicitation must make the request in 
writing no later than Tuesday, November 15, 2022. The request must be e-mailed to Vivian Clark at 
hr@hchatexas.org. Any information given to a prospective Offeror about this solicitation will be furnished to all 
other prospective Offerors as a written amendment to the solicitation. All amendment(s) to this solicitation, if 
issued, will be posted on HCHA's website www.hchatexas.org. All Offerors are highly encouraged to check 
HCHA’s website for any amendment(s) to this RFP. 

 
Each proposal submitted in response to this RFP must be labeled as follows: Executive Search Services-Request 
For Proposals. RFP #22-07, Due Date and Time: November 30, 2022, 3:00 P.M. (CST), from 
_______________ (complete blank with name of Offeror). 

 
The RFP submission must be e-mailed as an attachment to Vivian Clark, Human Resources, Harris County 
Housing Authority, at hr@hchatexas.org.  

 

Submittals must reach HCHA no later than 3:00 P.M. (CST) on November 30, 2022. Late submissions will be 
handled per the provisions in Form HUD-5369-B titled "Late Submissions, Modifications, and Withdrawal of 
Offers." Submittals will not be released or disclosed to the public in any manner until after the contract award. 

 
Submittals will be evaluated on the criteria stated in the RFP. Negotiations with Offerors with a reasonable 
chance of being selected may be conducted. After evaluating the proposals, if any, the Contract will be awarded to 
the responsible Offeror(s) whose qualifications, price, and other factors considered are the most advantageous to 
HCHA. 
 
HCHA reserves the right to reject any and all submittals. 

 
Melissa Quijano                 
Melissa Quijano, Acting Executive Director/CEO 
Harris County Housing Authority 

 
 

http://www.hchatexas.org/
mailto:finance@hchatexas.org
http://www.hchatexas.org/
mailto:finance@hchatexas.org
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1. PROFILE OF THE HARRIS COUNTY HOUSING AUTHORITY 
 

Harris County Housing Authority ("HCHA" or the "Authority") is governed by the Texas Housing 
Authorities Law, codified in Chapter 392 of the Texas Local Government Code. With private sector 
partners, it builds, operates, and manages affordable housing developments to provide decent, safe, and 
sanitary housing to low-income families, veterans, the elderly, and the disabled.  HCHA also 
implements affordable housing programs designed and funded by the U.S. Department of Housing and 
Urban Development ("HUD"). The Authority is a Public Housing Agency ("PHA") that administers 
HUD's Section 8 Housing Choice Voucher ("HCV") and Veterans Affairs Supportive Housing 
("VASH") programs. HCHA's revenue is derived from federal funds, administrative  fees, development 
grants, and rental income. HCHA’s budgeted revenues for the 2023 fiscal year are $62,098.008.  Its 
budgeted expenses for the same period are $61,492.678. 
 
HCHA is governed by a five member Board of Commissioners.  The Commissioners are selected by the 
Harris County Commissioners Court.  HCHA often works very closely with Harris County but HCHA 
is not a department of Harris County.  It is a separate unit of government.  Its functions are considered 
essential governmental functions under Texas law. 

 
HCHA enters into and contracts and other agreements that are necessary and convenient to further its 
goal of providing affordable housing to the residents of Harris County, Texas. 

 
HCHA’s property is used for essential public and governmental purposes and under Texas law, HCHA 
is exempt from state taxes, including sales tax on all its purchases of supplies and services. 

 
HCHA or its wholly owned affiliate, HCHA Redevelopment Authority, Inc., is the sole member of 
multiple limited liability companies (LLCs) that serve as the general partner for Low   Income Housing 
Tax Credit & Bond limited partnerships that either own and operate existing affordable housing 
developments or are in the process of constructing low income affordable housing developments.  

 
Financing for these developments may have included Community Development Block Grant (CDBG) 
and CDBG-Disaster Recovery (CDBG-DR) Funds, HOME funds from Harris County, Tax-Exempt 
Bonds, and equity from the sale of non-competitive 4% Low-Income Housing Tax Credits (LIHTC) 
from the Texas Department of Housing and Community Affairs as well as conventional debt. CDBG-
DR funds may require compliance with Texas General Land Office program requirements. 
 

2. INTRODUCTION 
 

HCHA’s mission is to provide safe, decent, and sanitary affordable housing for low-income persons.  
HCHA hereby seeks proposals from qualified executive search or recruiting firms (Offerors) to identify 
qualified and suitable candidates to interview for the position of Executive Director at HCHA. The 
Executive Director (also referred to as the Chief Executive Officer) is responsible for the day to day 
operation of HCHA, including but not limited to the hiring and firing of staff, compliance of HCHA’s 
affordable housing programs and developments with federal and state law, reporting of financial and other 
information of HCHA and its affiliates and subsidiaries to federal, state, and local governments and, 
where applicable, to financial institutions. The Executive Director reports to HCHA’s Board of 
Commissioners.  HCHA is not an agency of, or department within, the government of Harris County, 
Texas.  HCHA does, however, often work closely with departments within Harris County government.  
The executive search services to be provided by the successful Offeror are described in "Attachment A" 
to this RFP (General Scope of Services also called the Scope of Work).  Additional descriptions of the 
services required may, however, appear elsewhere in this RFP.  Later evaluation of the successful Offeror 
may lead to amendment of the services required. 
 
HCHA will consider most favorably those Offerors who clearly demonstrate knowledge of and 
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familiarity with the responsibilities imposed by federal, state, and local laws and regulations upon the 
Executive Director of a housing authority/public housing agency.  The Offerors considered favorably 
must have demonstrated experience in the placement of an Executive Director (or an executive with 
comparable duties) with successful housing authorities/public housing agencies comparable in size and 
with a portfolio comparable to HCHA. The Offerors considered favorably will have the ability to identify 
candidates with substantial experience in affordable housing programs that include working with private 
developers, HUD, and state and local agencies involved in promoting affordable housing. All submittals 
must conform to requirements outlined herein. 

 
If a Contract is awarded, it will be awarded to the responsible Offeror whose qualifications, fees, 
terms/conditions, and other factors are deemed most advantageous to HCHA. Additional requirements or 
restrictions imposed by HUD and other governmental entities will also be considered in selecting one or 
more Offerors to negotiate with.  

 
3. PROCUREMENT SCHEDULE 

 
The anticipated schedule for the RFP is as follows: 

 
SCHEDULE 

 

EVENT DATE 
  

Advertised November 6, 2022, and November 13, 2022 
 

Post on HCHA Website November 7, 2022 

 Pre-Submission Conference N/A 

Receipt of Written Questions November 15, 2022 
 

Response to Written Questions November 17, 2022 
 

Submission Date November 28, 2022 
 

4. DELIVERABLES 

Any handmade corrections made in the proposal must be initialed by the principal or authorized officer of 
the Offeror. The original proposal must bear the signature of a principal or authorized officer of the 
Offeror. 

 
Only one (1) proposal needs to be submitted. If more than one proposal is submitted, HCHA may consider 
the proposal submitted last.  The electronic submission of a proposal shall be treated as having been signed 
by a principal or authorized representative of the Offeror and fully binding on the Offeror. 

 
Offerors are solely responsible for ensuring that their proposals are received by the time and date  stated. 
Receipt at HCHA after the due date and time specified is cause for rejection. 

 

Proposal Due Date/Time: 
 

Proposals must be submitted on or before 3:00 P.M. CST on November 28, 2022, by e-mail. Proposals 
must be labeled as follows: Executive Search Services-Request For Proposals. RFP #22-07, Due Date 
and Time: November 28, 2022, 3:00 P.M. (CST), from _______________ (complete blank with name of 
Offeror). 
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Submission Place/Address 

 

Proposals must be e-mailed as a pdf attachment to: Vivian Clark, Human Resources Dept., Harris 
County Housing Authority, at hr@hchatexas.org 

 

Proposals sent by regular mail, telephone (SMS text), or facsimile will not be accepted. Handwritten 
proposals will not be accepted.  

 
5. PRICES AND TERMS 

 
After receiving all responses, HCHA will select the response that is most advantageous to the HCHA and 
negotiate a fee with the successful Offeror. If negotiations are unsuccessful, HCHA will cease and 
commence fee negotiations with the next ranked Offeror. Alternatively, HCHA may concurrently 
negotiate with multiple Offerors in accordance with HCHA’s Procurement Policy Section No. 6.5.4 
(available on HCHA’s website). 

 
6. GENERAL REQUIREMENTS 

 
All submittals must conform to requirements outlined herein. All responses to this RFP are subject to the 
terms and conditions in the Instructions to Offerors Non-Construction, Attachment E to this RFP, the 
terms of which are fully incorporated herein and made a part hereof.  
 
HCHA reserves the option to require an oral     presentation by Offeror(s) and request additional information 
during the proposal review period. 

 
Submittals must remain open and not subject to unilateral withdrawal or modification for ninety (90) 
days after the submittal due date. 

 
All costs incurred, directly or indirectly, in preparing a response to this request for proposals shall be 
the sole responsibility of and shall be borne by the Offeror. 

 
The successful Offeror shall: 

 
• Complete written documents in a manner suitable and acceptable to HCHA, including its 

Board of Commissioners, its Acting Executive Director, and its General Counsel. 
 

• Correspond with HCHA, its Board of Commissioners, its Acting Executive Director, and its 
General Counsel as those parties deem necessary. 

 
• Coordinate all services with HCHA. 

 
• Coordinate all services with other parties as determined necessary by HCHA. 

 
• List the firms' name, contact person, telephone number, and profiles of expected participants in 

the performance of the services. The submittal must provide a timeline/schedule, including tasks 
required to accomplish the proposed services. Subsequent instructions may be issued to the 
successful Offeror in connection with the final process. The proposal must make provisions to 
meet and comply with all applicable laws and regulatory criteria. 
 

• Provide a minimum of two (2) references from housing authorities for whom Offeror has 
provided executive search services in the past forty-eight (48) months. The references must 
include the following: 

mailto:finance@hchatexas.org
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Organization Name and Address 
Contact Person Telephone Number 
E-mail Address of Contact 
Dates of Service 
Brief Description of Service(s) Provided 

 
7. CORRESPONDENCE 

 
Requests for additional information related to this RFP must be made in writing and e-mailed to 
HCHA's Human Resources Department at hr@hchatexas.org by November 15, 2022. This will  allow 
time for issuing any necessary amendment(s) to the RFP. 

 
One or more amendments to this RFP may be issued before the Submission Date to change or clarify the 
RFP. All amendments shall be binding in the same manner as if originally included  in this RFP. It is the 
Offeror's responsibility to check HCHA’s website for the issuance of any amendment(s). 

 
Any explanation or interpretation affecting all Offerors made before the Submission Date will be issued as        
an amendment. HCHA will not be bound by or responsible for any other explanations or interpretations 
of this RFP other than those given in writing by HCHA as provided in this Section 7.  Oral instructions, 
interpretations, or representations, whether or not made by an officer or employee of HCHA, are not 
binding on HCHA. 

 
Any consultant(s) and others assisting the Offeror in preparing a proposal must obtain necessary 
information from the Offeror. They are not allowed to contact directly HCHA or HCHA’s representatives 
for this information. 

 
Multiple awards may be made.  The agreement for services will be awarded to the executive search firm or 
firms whose proposal or proposals were judged to be most advantageous to HCHA. 

 
8. DOCUMENT REQUIREMENTS 

 
The following is a description of the minimum information Offeror must supply in its submittal. It is up 
to the Offeror to provide any supplemental information or materials that it considers to be of assistance in 
evaluating the proposal submitted. Proposals that omit critical elements may be deemed non-responsive 
and not considered. Each proposal must include the following: 

 
I. Letter of Transmittal. Signed by the person authorized to commit the Offeror to perform the 

services in the proposal. 
 

II. Table of Contents. 
 

III. Executive Summary. Provide a brief non-technical overview of the executive search firm, 
including the      range of services offered. Offerors should provide information that explains how 
and why the firm's services meet HCHA's needs. List the firm's team members, roles, 
responsibilities, and qualifications and identify the primary contact person. 

 
IV. Name, title, e-mail address, telephone, and fax number of person(s) to be contacted for   

clarifications or request(s) for additional information regarding the offer. 
 
V. Name, title, e-mail address, telephone, and fax number of person(s) authorized to 

contractually  obligate the executive search firm and negotiate on behalf of the firm. 
 

VI. A brief statement summarizing the Offeror's understanding, methodology (including strategy 

mailto:finance@hchatexas.org
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and tools) to be used to provide  the requested services. 
 

VII. Offeror shall provide an anticipated timeline to complete the requested services. 
 

VIII. A description of all charges and fees and, if not fixed, the manner in which ALL charges and ALL 
fees will be determined (a Fee Proposal, see "Attachment I") 

 
IX. Certification(s) and License(s) 

 
X. References (including references in addition to those required under General Requirements) 

 
XI. HCHA/HUD Certifications and Affidavits. Offeror shall submit executed originals of the 

following: 
 

A. Attachment B: Conflict of Interest Questionnaire 
 

B. Attachment C: Form of Non-Collusive Affidavit 
 

C. Attachment D: M/WBE Participation Form 
 

D. Attachment G:Certification of Payments to Influence Federal Transactions  
 

 
9. EVALUATION CRITERIA 

 
Proposals must conform to the guidelines stated herein. 

 
An Evaluation/Selection Committee will evaluate proposals. This committee will review the proposals 
and make a recommendation to HCHA’s Acting Chief Executive Officer (CEO). The CEO will present 
the recommendation to the Board of Commissioners of HCHA, seeking approval to negotiate and execute 
all documents required to obtain the services. 

 
HCHA reserves the right to require supplemental information from Offeror and to meet with all or any 
of them to clarify points of uncertainty or ambiguity. Offeror agrees to cooperate fully and promptly 
provide all supplemental information requested and comply with all requests for meetings. 

 
Selection of the successful Offeror will be at the sole discretion of HCHA. All proposals will be 
evaluated, and up to three of the most qualified (top-ranked), responsive and responsible firms may be 
invited for panel interviews and discussions. If a contract is awarded, it will be awarded to the responsible 
Offeror(s) whose qualifications and other factors are deemed most advantageous to HCHA. HCHA 
reserves the right to reject, in its discretion, any and all proposals. HCHA reserves the right to negotiate 
all aspects of the contract/engagement letter/agreement to provide the services. 

 
EVALUATION CRITERIA AND RATING 

 
Step 1. Proposals must meet certain mandatory criteria in order to qualify for further evaluation. Any "no" 
answer to the first two questions will disqualify the Offeror. A "yes" answer to the third question will 
require a written explanation and may disqualify the Offeror: 
1. Is the firm properly licensed to do business in the State of Texas?  
2. In the last 10 years, has disciplinary action been taken, or pending against the firm or any 

principal of the firm? 
 
Step 2. Proposals that comply with the terms of this RFP will be evaluated using the following criteria: 
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Criteria Maximum 
Points 

Does the proposal describe in a clear, concise, adequate, and understandable manner the services to be 
provided?  (Including the manner and methods used.) 
 
 

 
     15 

Does the proposal adequately respond to the needs of HCHA for an executive search firm capable 
of locating a well-qualified Executive Director candidate with experience in and knowledge of the 
development of affordable housing and HUD’s Housing Choice Voucher program? 
 

    
     20 

Is the methodology the firm proposes to use reasonable, appropriate, and adequate for the services 
requested? 

    
     10 

Does the proposal demonstrate the firm's substantial familiarity with the knowledge and skills 
required of and desired for an Executive Director of a public housing authority with a substantial 
focus on the development of affordable housing? 

   
     10 

Are the fees the firm proposes to charge reasonable (competitive) when compared to fees charged 
by similar firms for similar services? 

 
       5 

Are the firm's personnel who will be assigned to provide the services experienced in the business 
of providing executive search services for public housing authorities? 

 
       5 

Has the firm successfully provided executive search services for public housing authorities recently? 
 

 
      10 

Have other public housing authorities and similar governmental entities found the firm to be 
competent in providing the requested services?  

 
      10 

Does the proposal indicate awarding the contract to the firm will advance HCHA’s desire to advance 
the employment of minority business enterprises and women owned business enterprises? 

 
      15 

  

 
TOTAL POINTS 

 

 
     100 

 
Proposals will be evaluated and ranked according to points received. 
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10. AVAILABILITY OF RECORDS 
 

HCHA and any duly authorized representative (which may include, but not be limited to, the U.S. 
Department of Housing and Urban Development, Texas Department of Housing and Community Affairs, 
the Inspector General of the United States, lender, investor, or other local jurisdictions), shall have access 
to, and the right to examine any and all pertinent books, records, documents, papers, and the like, of the 
successful Offeror's office or firm, which shall relate to the performance of the services to be provided. 

 
11. ASSIGNMENT OR TRANSFER 

 
The successful Offeror shall not assign or transfer any interest in the Contract in whole or part without  
written approval of HCHA. 

 
12. CONTRACT & TERM 

 
Acceptance of the offer for the services specified herein will be made by negotiating and executing a duly 
authorized Contract for Executive Search Services (“Contract”). All Offerors are cautioned against 
making  assumptions or accepting any representation by any employee, member, officer, or representative 
of HCHA concerning the selection of the successful Offeror until the agreement has been finally 
negotiated  and executed. The initial term is for one year with an option to renew for one additional year.  

 
The Contract must be approved by the Board of Commissioners of HCHA. HCHA reserves the right to 
request changes in the selected Offeror's representation if, at our discretion, assigned personnel are not 
satisfying the needs of HCHA.  The Contract will be substantially in the form attached as Attachment F 
to this RFP.  However, the terms and conditions of the Contract offered may include additional or 
different terms if required or appropriate under applicable law, and the scope of services may be amended 
to reflect HCHA's needs and any amendments to this RFP.  The Contract will control over conflicting 
terms in any representation or engagement agreement provided by Offeror.  

 
HCHA reserves the right to cancel the agreement if it is determined that the selected firm is not 
performing satisfactorily or is adversely affecting performance of HCHA activities. HCHA will provide 
thirty (30) days written notice of termination.  

 
13. STANDARDS OF CONDUCT 

 
The successful Offeror shall be responsible for maintaining satisfactory standards of employees' 
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. 

 
14. CONFLICT OF INTEREST 

 
No employee, officer, or agent of HCHA shall participate directly or indirectly in the selection or award 
of any contract if a real or apparent conflict is involved. Such conflict would arise when a financial or 
other interest in an agency selected for an award is held by: 

 
• An employee, officer, or agent involved in making the award; or 

 
• His/her relative including father, mother, son, daughter, brother, sister, uncle, aunt, first cousin, 

nephew, niece, husband, wife, domestic partner, father-in-law, mother-in-law, son-in-law, 
daughter-in-law, brother-in-law, sister-in-law, stepfather, stepmother, stepson, stepdaughter, 
stepbrother, stepsister, half-brother, or half-sister; or 

 
• His/her business or professional partner; or 
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• An organization that employs, is negotiating to employ, or has an arrangement concerning 
prospective employment of any of the above. 

 
15. STATEMENT OF OWNERSHIP 

 
The offer shall contain the legal name of the executive search/audit firm with whom HCHA will contract 
by name, address, phone number, and name of principal person assigned to negotiate on behalf of the 
Offeror. 

 
16. M/WBE PARTICIPATION 

 
The successful Offeror agrees to make its best efforts to subcontract with minority business enterprises 
and/or women business enterprises (herein called M/WBE) certified as such or recognized by HCHA as 
a certified M/WBE. 

 

17. PERTINENT FEDERAL REGULATIONS WITH REGARD TO NONDISCRIMINATION AND 
EQUAL OPPORTUNITY 

 
The requirements of Title VIII of the Civil Rights Act of 1968 and Title VI of the Civil Rights Act of 
1964, relating to prohibitions against discrimination in housing and the benefits of federally funded 
programs because of race, color, religion, sex, or national origin, must be met by the successful Offeror. 

 
The successful Offeror must adhere to federal regulations prohibiting discrimination on the basis of age 
under the Age Discrimination Act of 1975 and prohibit discrimination against handicapped individuals 
under Section 504 of the Rehabilitation Act of 1973 and the Americans with Disabilities Act of 1989. 

 
The requirements of Executive Order 11246, relating to equal employment opportunity in connection with 
federally funded programs, must be met by the successful Offeror. 

 
The successful Offeror must also meet the requirements of Section 3 of the Housing and Urban 
Development Act of 1968, relating to the training and employment of individuals, and contracting for 
business opportunities in metropolitan areas in which federally funded programs are being operated. 

 
The successful Offeror must meet the requirements of Executive Orders 11625, 12432, and 12138 
relating to the use of minority and women's business enterprises in connection with federally funded 
programs. 
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ATTACHMENT A 

GENERAL SCOPE OF SERVICES 

The Harris County Housing Authority (HCHA) hereby solicits proposals from qualified executive search firms to 
provide executive search services to HCHA. The services to be provided include all of the following: 

 
1. Identify qualified candidates for the position of Executive Director of a public housing authority with 

substantial experience in and knowledge of the development of affordable housing and HUD’s Housing 
Choice Voucher program. 

2. Conduct face to face screening interviews with potential candidates to identify those candidates suitable for 
later interview by HCHA’s staff and Board of Commissioners. 

3. Use contacts and trade organizations (e.g., NAHRO and PHADA) nationwide to ensure the largest number 
of potential candidates are identified, discretely contacted, and evaluated. 

4. Use a thorough and disciplined approach toward the goal of identifying and attracting the most qualified 
candidates. 

5. Screen out those not willing or likely to consider the position to be permanent.  (HCHA is looking for a 
long term Executive Director.) 

6. Competently manage and schedule the search process, including screening applicants and organizing and 
participating in the interview process while making all reasonable efforts.to coordinate with and 
accommodate the schedules of HCHA staff and the Board of Commissioners. 

7. In the screening of applicants, performing criminal background checks of any candidate to be interviewed 
by HCHA, and diligently and thoroughly verifying all licenses, certifications,  other credentials, and all 
educational degrees, awards, and honors.  All checks and verifications of a candidate must be completed 
before scheduling or discussing HCHA’s interview of the candidate. 

8. Before commencing the search, the firm must gain a reasonably complete understanding of HCHA’s 
operations, programs, plans, activities, and goals. 

9. In coordination with HCHA, developing an accurate description of the position and the required 
qualifications  (candidate criteria) for communication to potential candidates. (The candidate criteria must 
not be published or distributed without the express written consent of HCHA’s Acting Executive Director.) 

10. In coordination with and the approval of HCHA, developing a search strategy and list of locations and 
organizations on which to focus the search.  

 
SPECIAL REQUIREMENTS: 
 

1. Reports.  For each candidate presented to HCHA, provide a comprehensive written report, well in advance of 
any interview or meeting.  The report must include: (a) personal data and a detailed and complete career 
history (no gaps); (b) the firm’s own evaluation of the candidate, based on HCHA’s candidate criteria; (c) 
reports from all references provided, if available after making concerted but reasonable efforts.   

2. Negotiation. If HCHA identifies a candidate it desires to hire, the search firm will participate in the 
negotiation of the terms of employment to the extent reasonably required by HCHA. 

3. Loyalty. The search firm must by loyal to HCHA and must, at all times, act in the best interests of HCHA and 
not on behalf of any candidate.  

4. Experience.  The search firm must have at least five years’ experience as an executive level recruiter. 
5. Guarantee.  Provide a minimum one year guarantee of any candidate hired by HCHA through this contract.  

Under the terms of this guarantee, if, for any reason or no reason, the candidate leaves HCHA’s employment 
or is placed on long term (over one-month) leave by HCHA’s Board of Commissioners before completing 
one full year of employment, the search firm must immediately commence a search for a replacement.  The 
search firm must provide all services for the replacement search in the same amount, quality, and degree as if 
HCHA had not hired an Executive Director.  The search firm will receive no additional compensation for the 
replacement search, however, reasonable travel expenses for the candidate will be reimbursed according to 
HCHA’s expense reimbursement policy. 
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ATTACHMENT B 
 

CONFLICT OF INTEREST QUESTIONNAIRE (CIQ) 
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ATTACHMENT C 
 

NON-COLLUSIVE AFFIDAVIT 
 
 
STATE OF ____________________ 
 
COUNTY OF __________________ 
 
 
________________________________, being first duly sworn, deposes and says that he/she/they is 
 
____________________________________________________________________________________ 

(the owner of bidder, a partner of bidder, an officer or manager of bidder, etc.) 
 
of the party making the foregoing proposal or bid (the “bidder”), and affirms the truth of the following: that 
such proposal or bid is genuine and is not collusive or a sham; that the bidder has not colluded, conspired, 
connived, or sought with any person, or agreed with any person, directly or indirectly, to fix the bid price or 
fix any overhead, profit, or cost element of the bid or proposal of bidder or the bid or proposal of any other 
person; that the bidder has not in  any manner, directly or indirectly, sought by agreement, collusion, 
communication, or conference with any person to secure any advantage against 
 
THE HARRIS COUNTY HOUSING AUTHORITY 
 
or of any person interested in the proposed Contract; and that all statements in said proposal or bid are true. 
 
 
      _________________________________________________ 
      (Complete above with full legal name of bidder) 
 
 
      __________________________________________________ 
      (Signature of person authorized to sign for bidder) 
 
 
      __________________________________________________ 

(Complete with title of person signing for bidder – e.g., owner, 
president, manager, partner, etc.) 

 
 
Subscribed and sworn to before me this _____ day of ________________, 20____ 
 
 
 

________________________________________  
Notary Public 
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ATTACHMENT D  

M/WBE PARTICIPATION 

 
 

M/WBE PARTICIPATION: The Contractor agrees to use its best efforts to subcontract with minority 
business enterprises and/or women business enterprises (M/WBEs) certified as such or recognized by 
HCHA as a certified M/WBE.  Contractor shall use its best efforts to subcontract a sufficient dollar 
amount with M/WBEs to ensure that a minimum of 30 percent of the final contract dollars are expended 
on one or more M/WBEs.  All adjustments that cause the contract price to increase will also increase the 
total amount Contractor must expend on M/WBEs to satisfy Contractor’s obligation to use Contractor’s 
best efforts to subcontract with M/WBEs. 
 
USING BEST EFFORTS TO FULFILL M/WBE REQUIREMENT: In the event HCHA has a reasonable 
belief that Contractor will not use his/her/its best efforts to meet the 30 percent M/WBE participation 
goal, HCHA reserves the right to pull work from the contract.  Best efforts may be established by 
showing that Contractor has contacted and solicited bids/quotes from subcontractors and worked with 
HCHA to seek assistance in identifying M/WBEs. 
 
FAILURE TO USE YOUR BEST EFFORTS TO COMPLY WITH THESE OBLIGATIONS MAY 
CONSTITUTE BREACH OF CONTRACT AND SUBJECT THE CONTRACT TO TERMINATION. 
 
NOTIFICATION OF M/WBE PARTICIPATION: Contractor agrees to promptly complete and return all 
M/WBE Confirmation of Participation and M/WBE Confirmation of Payment forms utilized by HCHA.  
Contractor further agrees to provide proof of M/WBE subcontractor participation by submitting copies of 
checks made payable to the respective M/WBE subcontractor(s) signed by Contractor. 

 
 
 
 

_____________________________   ______________________ 
CONTRACTOR      DATE 
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BIDDER’S PROPOSED  M/WBE PARTICIPATION FORM 
 

Bidder proposes to work with the following MBE/WBE participants: 
 
Name of Participant M/WBE                      Name of Certifying Entity  Percent of Total Work 

                                                            (e.g., City/County/State) 
 

______________________________________________________________________________________ 

______________________________________________________________________________________ 

______________________________________________________________________________________ 

______________________________________________________________________________________ 

______________________________________________________________________________________ 

______________________________________________________________________________________ 

______________________________________________________________________________________ 

______________________________________________________________________________________ 

______________________________________________________________________________________ 

______________________________________________________________________________________ 

______________________________________________________________________________________ 

______________________________________________________________________________________ 

______________________________________________________________________________________ 

______________________________________________________________________________________ 

______________________________________________________________________________________ 

______________________________________________________________________________________ 

______________________________________________________________________________________ 
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SAMPLE FORMAT FOR RECORDKEEPING 
ESTIMATED PROJECT WORKFORCE BREAKDOWN 

 
M/WBE PARTICPATION 
JOB CATEGORY TOTAL 

ESTIMATED 
POSTIONS 
NEEDED FOR 
PROJECT 

NO. POSITIONS 
OCCUPIED BY 
PERMANENT 
EMPLOYEES 

NUMBER OF 
POSITIONS NOT 
OCCUPIED 

NUMBER OF 
POSITIONS TO 
BE FILLED WITH 
M/WBE 

OFFICER/SUPERVISOR     

PROFESSIONAL     

TECHNICAL     

OFFICE/CLERICAL     

SERVICE WORKERS     

TRAINEES     

CONTRACTS:     

     

     

     

OTHERS     
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ATTACHMENT E 
 

Instruction to Offerors for Non-Construction 
Contracts (Form HUD 5369-B) 
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ATTACHMENT F 
 

CONTRACT FORM 
(without exhibits)
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ATTACHMENT G 
 

Certification of Payments to Influence Federal Transactions 
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