


 MANDATORY SUBMISSIONS CHECKLIST 

 

 

A complete proposal package will consist of the items identified below. Proposers must complete this 
checklist to confirm the items are included in the proposal, and return this checklist with the proposal 
package. Place a check mark or “X” next to each item that is being submitted with the proposal. For the 
proposal to be responsive, all required attachments must be returned. 
 

Proposer Requirements 
Proposal 

Reference 

 
Completed 

(X) 

1. Submitted Required Number of Copies, Two Separate Volumes  
 (Price and Technical) and CD ROM 

  

2. Cover Letter 
 Name of the Firm with the Contact Information 

 Organizational Structure 

 Brief Approach Description 

  

3. Proposal Form – Section H 
 Completed and Signed 

 Addenda Acknowledged 

  

4. Qualification Statement (Revise if Necessary) 
 Evidence of PHA Prequalification 

 Narrative of Work Experience 

 Work Plan 

 Resumes of Key Personnel 

 Roles and Responsibilities of Staff 

 List of Work References (at least 3) with Contact Information 

  

5. Certification and Representations Form – Section I 
 Completed and Signed 

 Non Collusive Affidavit included if Clause 5(e) checked 

  

6. Affirmative Action Forms – Section J 
 J24 - Schedule Of Participation   

 J25 - Schedule Of Binding Commitments With Minority And Women Owned 
Businesses 

 J26 – Documentation of Best Efforts 

 J27 – Information and Assistance Provided to Certified MBE/WBEs 

 J28 – Affidavit of Unavailability of MBE/WBEs 

 Forms J30 – J32 in addition to Forms J24 – J26 for Joint Ventures 

 J30 – 32 Joint Venture Questionnaire 
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Proposer Requirements 
Proposal 

Reference 

 
Completed 

(X) 

7. Section 3 Program Forms – Section K 
 Form 1 – Existing Employee List 

 Form 2 - Hiring Plan 

 Form 3 – Hiring and Contracting Goals Narrative 

 Form 4 – Contracting Plan Worksheet 

 Form 5 – Subcontractor Activity (If Applicable) 

 Form 6 – Resident Affidavit (If requesting Section 3 Preference) 

 Form 7 – Section 3 Business Concerns (If requesting Section 3 Preference) 

 Form 10 – Utilization Plans (If Tier 3 is selected) 

  

8. Exceptions to PHA’s Contract Terms and Conditions 
PHA will not consider any exceptions that are not submitted by bidder or offeror 
unless thy are present at the time of bid or offer.  

  

9. Evidence of Required Insurance or Ability to Obtain Insurance   

10. Evidence of Bid Bond is Equal to 5% and Ability to Obtain Other 
Bonding Requirements  
(If Construction) 
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