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SECTION 1 - GENERAL PROVISIONS

1.1.

1.2

Introduction

The Lafayette Housing Authority (LHA) Board of Commissioners adopted this
Procurement Policy on 202, pursuant to Resolution No. . This
Procurement Policy was subsequently amended and duly adopted by the LHA Board

of Commissioners on November 2025, pursuant to Board Resolution No.

The Lafayette Housing Authority (LHA) shall:

1. Establish a procurement process that ensures adherence to quality,

integrity, and ethical guidelines.

. Ensure fair and equitable treatment of all participants throughout the

procurement process.

. Ensure that all supplies and services are procured efficiently and

effectively in a manner most advantageous to HAC.

. Ensure open competition in procurement and contracting.

. Establish and maintain internal controls that ensure a clear separation of

duties throughout all phases of the procurement process to safeguard the

integrity, transparency, and accountability of the procurement system.

. Ensure all procurement activities are conducted in full compliance with all

applicable Federal, State, and local laws and regulations.

1.3 Governing Laws and Regulations

This Statement of Procurement Policy is issued in full compliance with the following

governing authorities:

1. The Annual Contributions Contract (ACC) between LHA and the U.S.

Department of Housing and Urban Development (HUD).

2. Code of Federal Regulations (CFR), Title 2, Part 200 - Uniform



1.4

Administrative Requirements, Cost Principles, and Audit Requirements
for Federal Awards, Subpart D - Post Federal Award Requirements,
Procurement Standards §§200.317-200.327.

3. HUD Handbook 7460.8 Rev 2 - Procurement Handbook for Public

Housing Agencies.

4. Louisiana State Revised Statutes R.S. 38:2211 et. seq. — Public Bid Law
(Public Works).

5. Applicable state, local laws and regulations.

The Lafayette Housing Authority (LHA) is a political subdivision of the State of
Louisiana. Pursuant to Louisiana Revised Statute 39:1554, LHA has exercised its
option to opt out of the Louisiana Procurement Code (LPC). However, LHA retains
the authority to procure materials, supplies, and equipment through state contracts

established under the LPC.
Application

This Procurement Policy applies to all procurement actions undertaken by the
Lafayette Housing Authority (LHA). Nothing in this Policy shall prevent LHA from
complying with the terms and conditions of any grant, contract, gift, or bequest,
provided such terms are consistent with applicable Federal, State, and local laws,
including but not limited to the Louisiana Public Bid Law and HUD procurement

regulations.

When both HUD and non-Federal funds are used for a project, LHA shall identify
the scope of work and funding sources prior to initiating procurement. If the work
and funding can be clearly separated and procured under separate contracts, the

procurement requirements applicable to each funding source may be followed.

If separation of funding sources or project components is not feasible, LHA shall
apply HUD procurement regulations—specifically, 2 CFR Part 200, Subpart D—
to the entire project. In doing so, LHA will also ensure compliance with any
applicable State or local procurement requirements, provided such requirements are

not preempted by Federal law.



1.5 Definition of Procurement

1.6

1.7

Procurement refers to the acquisition of any good or service, regardless of quantity.

Under this policy, procurement includes the purchasing, leasing, or renting of:

1. Goods, supplies, equipment, and materials

2.

4.

5.

6.

Construction and maintenance services
Consultant services

Architectural and Engineering (A/E) services
Social Services

Other types of services

Changes in Laws and Regulations

In the event that any applicable Federal, State, or local law or regulation is amended,

repealed, or newly enacted and conflicts with this Procurement Policy, the updated

law or regulation shall govern and supersede the conflicting provisions of this Policy.

LHA shall revise the affected sections of the Procurement Policy as necessary to

reflect such changes and to maintain full compliance with all governing

requirements.

Exclusions

This policy does not apply to the following activities or transactions:

a)
b)

c)

d)

g)

Administration fees earned under the Section 8 voucher program
Award of vouchers under the Section 8 program

Exclusion of landlord Housing Assistance Payments (HAP) contracts under

the Section 8 Program

Non-program income

Real estate purchase and sale transactions
Loan transactions and documentation

Sub-recipient or sub-grantee agreements and related contract modifications



h) Employment contracts
1) Limited partnership agreements

j) Memoranda of Understanding (MOUs) or agreements with other public

agencies
These excluded areas are subject to applicable state and local requirements.
1.8 Approval of Policies

A. Adoption by Board of Commissioners

The LHA Board of Commissioners shall formally adopt the Procurement

Policy. The Board must also approve any substantive changes to this Policy.

B. Amending Procurement Policy

This Policy can only be amended through resolution and approval by the

LHA Board of Commissioners.

C. Self-Certification to HUD

In accordance with2 CFR §200.325(c)(2), which permits housing
authorities to self-certify compliance with applicable procurement laws and
regulations, the LHA Board of Commissioners certifies that this
Procurement Policy complies with all relevant federal, state, and local
requirements, including but not limited to 2 CFR §§200.317-200.327.

D. Interpretation of Policies

In cases of ambiguity, contradiction, or unforeseen circumstances not
explicitly addressed in this Policy, the Executive Director, either directly or
through the Procurement Manager, shall exercise professional judgment to
make decisions that best protect the interests of LHA and ensure compliance

with all applicable laws and regulations.

E.Policy Modifications

The Procurement Policy shall be reviewed annually, in conjunction with

LHA’s annual review of procurement Authority. Any updates deemed



1.9

1.10

1.11

necessary shall be incorporated at that time. Policy changes made
throughout the year should be documented as approved amendments and

integrated into the appropriate sections during the annual review.
Public Access to Procurement Information

Procurement information that is not considered to be proprietary shall be a matter of
public record and shall be made available to the public in accordance with the

provisions of LA R.S. 44:1 et seq.
Documentation

LHA shall maintain records sufficient to detail the history of each procurement action
in a procurement file. These records must include the rationale for the method of
procurement, contract pricing arrangement, contractor selection or rejection of bids
or offers, basis for the contract price, contract award memo or Board Resolution (if
applicable), copy of the fully executed contract signed by the Executive Director or
appointed designee, basis for contract modifications, and related contract
administration actions. The level of documentation should be commensurate with the

value of the procurement.
Record Retention

LHA must retain records for the longest applicable period under federal or state law

in accordance with the following:

1. Federal Funds: Retain procurement records for at least five (5) years after

the final expenditure report.

2. State Funds: Retain records for at least three (3) years, unless a longer

period is approved.

3. Litigation/Audits: Records must be kept until all related issues are resolved.

SECTION 2 - PROCUREMENT AUTHORITY AND ADMINISTRATION

2.1

Board Approval of Procurement Actions

The LHA Board of Commissioners must approve all procurement actions that equal

or exceed $250,000. It is the responsibility of the Executive Director to ensure that all

10



2.2

2.3

such procurement actions are conducted in full compliance with the policies outlined

in this Procurement Policy.
Delegation of Procurement Authority

While the Executive Director holds overall responsibility for ensuring that LHA’s
procurement activities comply with this Policy, procurement authority may
be delegated as necessary and appropriate to facilitate the effective operation of the

Agency.

Staff members with delegated procurement authority, along with their respective
authority limits, are identified in Section 2.4 Procurement Thresholds and Contract

Authority.

In accordance with this delegation, the Executive Director shall, where necessary,
establish operational procedures—such as a Procurement Manual or Standard
Operating Procedures (SOPs) to support the implementation and consistent

application of this Policy.
Procurement Authority Responsibilities
A. Executive Director

The Executive Director is responsible for the management of all procurement for
LHA and shall hold all Department Managers and other staff accountable for
complying with the Procurement Policy and related procurement procedures. The
Executive Director has the authority to execute all contracts on behalf of the
organization after proper approval is obtained based on expenditure authority. The

Executive Director shall:

1. Ensure Compliance: Oversee adherence to applicable federal, state, and
local procurement regulations, including HUD requirements and LHA’s

internal policies.

2. Authorize Purchases Within Limits: Approve purchases in accordance with
established Procurement Authority Limits and ensure proper documentation

is maintained.

11



. Verify Funding Availability: Ensure that sufficient funding is available prior

to authorizing any purchase or contract commitment.

Any contract or purchase action, such as new contracts, modifications,
interagency agreements, or purchase orders that obligate LHA to pay a
contractor or vendor, must be signed or authorized by the Executive Director
or an approved designee with explicit authority, by LHA, for such

obligations.

. Monitor Procurement Activities: Establish systems for tracking
procurement performance, vendor compliance, and contract execution

timelines.

. Maintain Oversight of Delegated Authority: Ensure that any delegation of
procurement authority to Department Managers or other staff is

documented, justified, and monitored for compliance.

. Promote Ethical Standards: Uphold principles of fairness, transparency, and
integrity in all procurement activities, and take corrective action in cases of

non-compliance or misconduct.

. Support Staff Development: Facilitate training and capacity-building
initiatives to ensure staff involved in procurement are knowledgeable about

current policies and best practices.

. Board Approval of contract awards that exceed $250,000: Review and
present all purchases exceeding the Small Purchase Threshold to the Board

of Commissioners for approval, as required by policy.

Procurement Manager

The Procurement Manager shall be responsible for ensuring compliance with

procurement policies and related procedures in reviewing and approving all

procurement activity. The Procurement Manager shall:

1. Use Sound Judgment: Exercise professional discretion and ethical standards

in conducting procurement activities on behalf of LHA.

12



. Verify Authorization: Confirm that all procurement actions are initiated and
approved by the appropriate LHA employee, in accordance with established

authority limits and documented approvals.

. Ensure Fair Treatment of Bidders: Promote fair, impartial, and equitable

treatment of all bidders and contractors throughout the procurement process.

. Ensure Regulatory Compliance: Review and approve procurement actions
to ensure compliance with all applicable Federal, State, and local laws, as

well as LHA’s approved Procurement Policy.

. Seek Best Value: Evaluate procurement requests to ensure that the selected
goods or services provide the best value and greatest overall benefit to LHA,

consistent with departmental needs.

. Conduct Cost Analysis: Ensure that appropriate cost or price analysis is
performed and documented prior to the approval of any contract or contract

modification, in the form required by applicable regulations.

. Maintain Contract Administration System: Oversee a contract
administration system that ensures contractors perform in accordance with
the terms, conditions, and specifications of their contracts or purchase

orders.

. Review Solicitations: Review all Requests for Proposals (RFPs), Requests
for Qualifications (RFQs), Invitations for Bids (IFBs), and informal
solicitations, Request for Quotes prior to submission to the Procurement

Manager.

. Ensure Process Compliance: Confirm that all procurement documents
forwarded to the Procurement Manager follow the prescribed procurement

process and include necessary approvals.

10. Ensure Proper Documentation: Confirm that all contracts and modifications

are:

13



1.

1. Executed in writing
2. Clearly specify the required supplies, services, or construction

3. Supported by sufficient documentation of the procurement history,

including at a minimum:
a) The method of procurement chosen
b) The selection of the contract type
c) The rationale for selecting or rejecting offers
d) The basis for the contract price
C. Department Managers

Department managers are responsible for managing the procurement-related
activities of their departments to ensure compliance with the Procurement Policy and

related procedures. The Department Managers shall:

1. Determine Departmental Needs: Identify and define the department’s
procurement requirements (typically in alignment with annual plan and

operational goals).

2. Recommend Procurement Actions: Submit all purchase requests to the
Procurement Manager for determination of procurement method for

acquisition of materials, goods, and services.

3. Support Annual Planning: Assist the Procurement Manager in the

development of the agency’s annual Procurement Plan.
D. Finance Department

The Finance Department is responsible for managing the agency’s fiscal resources
while ensuring all financial activities comply with HUD regulations (e.g., 24 CFR
5.609, 2 CFR 200), the Annual Contributions Contract (ACC), GAAP, and GASB

standards, as well as state and local regulations. The Finance Department shall:

Financial Reporting: Prepare accurate and timely financial statements and annual

reports for the Executive Director, Board of Commissioners, auditors, and HUD as

14



required.

2. Support Budget Management: Assist departments in managing their budgets and

ensure sufficient funds are available prior to all purchases, contract amendments, or

change orders.

3. Accounting System Management: Maintain and control an accounting system

(general ledger, journals, etc.) that accurately reflects LHA's financial position.

4. Accounts Payables and Receivables: Manage and direct the processing of all

revenues, expenditures, including rent collection, and vendor payments.

2.4 Procurement Thresholds and Contract Authority

The LHA procurement thresholds and approval authority (authorizations/expenditures)

shall be as follows:

AUTHORIZED AUTHORIZED
METHOD OF PROCUREMENT EXPENDITURE APPROVER
Micro Purchases $0 - $3,000 Procurement Manager

Small Purchases

$3,000 - $250,000

Executive Director /
Contracting Officer

IAbove the Small Purchase Threshold

Above $250,000

Board of Commissioners

2.5 Segregation of Duties

Segregation of duties is a critical internal control designed to reduce the risk of errors

and prevent fraud in procurement activities. This control is achieved by ensuring that

no single individual has authority over all phases of a procurement transaction.

Whenever practicable, LHA personnel shall adhere to the following segregation of

duties:

1. Separation of Authorization and Custody: No individual shall authorize a

purchase and receive or maintain custody of the asset resulting from the

transaction.

2. Separation of Authorization and Approval: No individual shall authorize

and approve the same purchase order.

15




2.6

2.7

3. Separation of Reimbursement Approval and Receipt: No individual shall
approve a non-standard procurement reimbursement and receive the

reimbursement.

These controls are intended to safeguard LHA’s assets, ensure transparency, and

uphold the integrity of the procurement process.
Violation of Procurement Policy

The Executive Director shall establish and maintain a system of sanctions for
violations of the ethical standards outlined in this Procurement Policy. Sanctions may
include verbal or written warnings, mandatory retraining, suspension of procurement
authority, or other disciplinary actions as deemed appropriate. The Executive
Director should ensure that all violations are documented and addressed in a timely

and consistent manner.
Contract Execution Authority

The Executive Director shall serve as the LHA Contracting Officer, unless this
authority is formally reassigned in writing by the LHA Board of Commissioners. All
contract terms and conditions must be reviewed and approved by the Executive

Director.

If a contract exceeding the small purchase threshold needs to be executed before the
next scheduled Board of Commissioners Meeting, the Executive Director must
inform the President of the Board. Additionally, the Executive Director must provide
a written summary of the proposed action along with an explanation for the urgent

execution of the contract.

Upon approval by the Board President, the Executive Director may execute the

contract, which shall be ratified at the next scheduled meeting.

SECTION 3 - ETHICS IN PUBLIC CONTRACTING

3.1 General

The LHA shall adhere to the following code of conduct, consistent with applicable

State and local laws.

16



3.2

33

3.4

Conflict of Interest

No employee, officer, or agent of the LHA shall participate directly or indirectly in
the selection or in the award of administration of any contract if a conflict, real or
apparent, exists. A conflict would arise when a financial or other interest in a firm

selected for award is held by:
1. An employee, officer, or agent involved in the contracting process.
2. A relative of such individual, including:

a) Immediate family: father, mother, son, daughter, brother, sister,

husband, wife.
b) Extended family: uncle, aunt, first cousin, nephew, niece.

c) In-laws: father-in-law, mother-in-law, son-in-law, daughter-in-law,

brother-in-law, sister-in-law.

d) Step-relatives: stepfather, stepmother, stepson, stepdaughter,

stepbrother, stepsister.
e) Half-relatives: half-brother, half-sister.
f) The individual’s partner.

3. Any organization that employs, negotiates to employ, or has an arrangement

concerning the prospective employment of any of the above.
Gratuities, Kickbacks, and Use of Confidential Information

LHA officers, employees, or agents shall not solicit or accept gratuities, favors, or
items of monetary value from contractors, potential contractors, or subcontractors.
Additionally, no officer, employee, or agent shall knowingly use confidential or
proprietary information obtained through their official duties for actual or anticipated

personal gain.
Prohibition Against Contingent Fees

It is unethical to retain anyone to secure an LHA contract on a commission,

percentage, brokerage, or contingent fee basis—except bona fide employees or

17



3.5

established commercial selling agencies. This includes hiring former LHA officials
or employees on a contingency basis. State laws may also prohibit such

arrangements.
Contracting with Former LHA Employees
The following shall apply to contracts funded in whole or in part with federal funds:

1. Two-Year Prohibition: LHA shall not contract with a former employee
within two years of their departure if they previously influenced policy or

decisions related to the project.

2. Waiver: The Executive Director may request a waiver from the Board of

Commissioners for good cause, with written justification.

SECTION 4 - PROUREMENT PLANNING

4.1

4.2

General

Planning is essential for effective procurement. Larger or more complex purchases
require more preparation to ensure competition, reduce costs, and avoid delays.
PHAs should review past and future needs to identify efficiencies, such as master
contracts for repeat purchases, while considering storage and handling.
Intergovernmental agreements may also be used to improve efficiency and leverage

volume pricing.

As part of annual budget planning, each department—working with Procurement and
Finance—shall review prior purchases and upcoming needs to develop a preliminary
list of procurement requirements. The Procurement Department will support this

process by providing contract history to inform budget estimates.

The Annual Procurement Plan serves as a sequencing tool to guide procurement
activities. It supports spend analysis and helps identify opportunities for volume

purchasing through intergovernmental and cooperative agreements.
Independent Cost Estimate (ICE)

The Independent Cost Estimate (ICE) is LHA’s internal estimate of the cost of goods

or services to be acquired. It serves as a benchmark for evaluating price
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4.3

reasonableness and selecting the appropriate procurement method. An ICE shall be

maintained in the procurement file for each acquisition.

The ICE is a written calculation of all items included in the scope of the work, and

includes direct costs, labor, overhead, and profit. LHA shall ensure the following:

1. The end user or User Department (requestor) of the materials, goods, or
services is responsible for preparing the ICE, with input from the Finance
Department or external consultants. The ICE must be prepared before

solicitation and tailored to the size and complexity of the purchase:

a) Micro Purchases (Less than $3,000): ICE not required; price
reasonableness may be based on available published price lists,
historical or catalog pricing, commercial construction cost estimating

publications, and pricing history from prior contracts.

b) Small Purchases ($3,000 - $250,000): Consider multiple sources: The
contracting officer generally needs to seek price quotations from at
least three contractors, review available contractor price lists, or
conduct market research. Use catalogs and prior purchases: Agencies
can reference sources like GSA Advantage, or an existing catalog to

determine if the vendor's price is fair and reasonable.

¢) Above the Small Purchase Threshold ($250,000 or More): ICE
should reflect detailed cost categories (e.g., labor, materials, overhead,

and profit) unless pricing is readily available for commercial items.

The ICE should be updated if market conditions change significantly before offers

are received.
Internal Controls

LHA must implement internal controls to ensure proper use of funds in accordance
with a Centralized Purchasing Process. Duties should be separated between personnel

job duties including ordering, receiving, and payment functions.
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4.4 Prohibition on Bid-Splitting

Contract requirements shall not be artificially divided to constitute a small purchase
under this section, except as may be reasonably necessary to comply with Section 11
of'this Policy. However, larger procurements may be divided to promote participation
by small and minority-owned businesses. The rational for a division must be

documented in the procurement file.
SECTION 5 — SPECIFICATIONS AND STATEMENTS OF WORK
5.1 Definition
Well-crafted specifications and statements of work serve two key purposes:

1. They promote fair and open competition, and they clearly define the
relationship between the contractor and LHA, leading to more effective

contract administration.

2. Whether preparing a Request for Quotes (RFQ), Request for Proposals
(RFP), Invitation to Bid (IFB), or any other type of solicitation—
competitive or non-competitive—the specifications or statement of work

must accurately describe LHA’s procurement needs.
5.2 Statement of Work (SOW)

A formal, high-level document that outlines the overall project goals, deliverables,
and expected outcomes. A Statement of Work (SOW) is used in service contracts
(e.g., consulting, legal, maintenance) to clearly define the expectations and

requirements of a project or service.

1. Purpose: To serve as a formal, often legally binding, document for clients
or partners, defining the overall project, its goals, deliverables, budget, and

timeline.
2. Audience: External stakeholders, clients, legal and financial teams.

3. Key components: Broad overview of project objectives, outcomes,

responsibilities, schedule, and budget.
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5.3 Scope of Work

5.4

A more detailed, task-oriented document that breaks the project into specific

activities, milestones, timelines, and methodologies. It is typically used internally to

guide execution and ensure alignment with the broader SOW.

1.

Purpose: To detail the specific tasks and activities required to achieve the

project's objectives, acting as a blueprint for the project team.

. Audience: Internal project team members.

. Key components: A breakdown of specific tasks, what is included and

excluded, milestones, and timelines.

. Relationship to SOW: The Scope of Work is often a section within a larger

Statement of Work

Specifications

These provide the technical and performance details required to complete the work.

Specifications define how the tasks in the scope should be performed to meet the

quality and compliance standards outlined in the SOW.

1.

Purpose: To provide detailed technical instructions on the "how" of the

project, ensuring the work meets quality standards.

. Audience: Primarily the team performing the work but also used by quality

assurance.

. Key components: Technical requirements, standards, materials, and

procedures. For example, in construction, specifications dictate the type of

materials and building codes to be used.

Relationship to Scope: Specifications translate the requirements and tasks

defined in the Scope of Work into specific technical instructions.

When it is impractical or uneconomical to clearly and accurately describe

the technical requirements, a “brand name or equivalent” description of

features may be used to provide procurement requirements. The specific

features of the named brand must be clearly stated.
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SECTION 6 —

6.1 General

PROCUREMENT METHODS AND THRESHOLDS

All procurement transactions conducted under a federal award must ensure full and

open competition, as required by applicable regulations. This section outlines LHA’s

approach to selecting the appropriate procurement method for each acquisition,

whether for goods, services, or construction. The chosen method must align with the

nature and scope of the procurement, the estimated dollar value, and all relevant

Federal, State, and local laws and regulations. LHA is committed to maintaining

transparency, fairness, and regulatory compliance in every procurement action.

To ensure objective contractor performance and eliminate unfair competitive

advantage, contractors that develop or draft specifications, requirements, statements

of work, or invitations for bids must be excluded from competing on those

procurements.

Examples of situations that may restrict competition include, but are not limited to:

1.

7.

Placing unreasonable requirements on firms for them to qualify to do

business.

Requiring unnecessary experience and excessive bonding.

. Noncompetitive pricing practices between firms or between affiliated

companies.

. Noncompetitive contracts to consultants who are on retainer contracts.

. Organizational conflicts of interest.

Specifying only a “brand name” product instead of allowing “an

equal” product to be offered and describing the performance or other

relevant requirements of the procurement.

Any arbitrary action in the procurement process.

6.2 Bid Splitting Prohibited

Requirements exceeding the small or micro purchase thresholds must not be split into
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6.3

6.4

smaller purchases to bypass competitive requirements. Refer to Section 4.4 Bid

Splitting.
Micro Purchases (Less Than $3,000) — (Informal Method of Procurement)

Micro Purchases may be awarded to one qualified source without soliciting
competitive quotes if the Contracting Officer determines the price is reasonable

(based on recent research, experience, or past purchases). The following standards
apply:
1. Quotation Requirement: A single price quotation is sufficient, provided the

price is determined to be fair and reasonable.

2. Promoting Competition: Micro-purchases shall be distributed equitably

among qualified vendors to promote competition and avoid favoritism.

3. Methods of Quotation: Quotes may be obtained via fax, in writing, email,

or through e-procurement platforms.

4. Award Criteria: Awards shall be made to the qualified vendor offering the
best value to LHA. If the award is based on criteria other than the lowest
price, justification must be documented in the procurement contract file.

NOTE — The Micro-Purchase Threshold for Construction Services is $2,000 and

is subject to the Department of Labor Davis-Bacon Wage Rates and HUD Form
5370-EZ, General Conditions for Small Construction/Development Contracts.

For maintenance contracts, including non-routine maintenance work, exceeding
$2,000, Contracts must incorporate the applicable HUD wage decision and Section
1l of HUD Form 5370-C, General Conditions for Non-Construction Contracts.

Solicitations must include the appropriate forms corresponding to the specific type
of service being procured.

Small Purchases ($3,000 - $250,000) — (Informal Method of Procurement)

The method for the purchase of materials, supplies, and services with a value of
$3,000 but less than $250,000 shall be made in accordance with these Small

Purchase Procedures. LHA shall issue a Request for Quotes, or a Request for

Proposals (RFP) depending on the nature of the work. Advertising is not required.
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6.5

If telephone quotes are received, written confirmation of the accepted offers shall be
obtained and made part of the procurement file. If quotations are lower than the
accepted quotation and are received, the reasons for their rejection shall be recorded

in the purchase file.

Small Purchases of materials, equipment, and supplies (360,000 and above) shall
be publicly advertised and awarded to the lowest responsible and responsive bidder
in accordance with LA R.S. 38:2212.1. Advertising is required. Refer to Section 6.6
Sealed Bids.

NOTE - The difference between routine maintenance and repair (which may
qualify as Public Works) depends on each situation. Routine maintenance typically
includes tasks like replacing roof shingles, repainting for preservation, or
preventative measures.

Sealed Bids ($250,000 or More) — (Formal Method of Procurement)

Public work, as defined in LA R.S. 38:2211(A)(13), includes any contract for the
erection, construction, alteration, improvement, or repair of any public facility or
immovable property owned, used, or leased by a public entity. These contracts also

include labor and materials.

All contracts for public works exceeding the current contract threshold of $250,000
must be advertised for bid and let for contract with the lowest responsible and

responsive bidder in accordance with LA R.S. 38:2212 et. seq. LHA shall use the

sealed bidding method (Invitation for Bids or IFB) to procure construction services
when the estimated contract value exceeds $250,000, in accordance with LA R.S.
38:2211(A)(13). This method is the preferred approach for Public Works contracts

when the following conditions are met:
1. A complete, detailed scope of work is available.

2. The contract will be awarded on a firm-fixed price basis (lump sum or unit

price).
3. Competitive bids can be obtained under fair and open conditions.

4. Funding 1is identified, available, and sufficient to meet or exceed the
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estimated cost of the project.
6.5.1 Applicability

Public Works includes any contract for the erection, construction, alteration,
improvement, or repair of a public facility or immovable property owned, used, or
leased by a public entity, when the contract value exceeds the small purchase

threshold of $250,000, as defined in LA R.S. 38:2211.

Procurement using the sealed bid method — solicitations must be publicly advertised

in the Official Journal of Record. A firm-fixed price contract (lump sum or unit

price) is awarded to the responsible bidder whose bid, conforming with all the terms

and conditions of the Invitation for Bids (IFB), is the lowest in price.

NOTE: Public Works contracts for routine maintenance are specifically exempted
from the definition of “public works,” and contracts for routine maintenance are not
required to be publicly bid unless the contract exceeds two years in duration in

accordance with LA R.S. 38:2212(U) and (W)(1).
6.5.2 Advertisement and Receipt of Bids

1. The Invitation for Bids (IFB) for public works contracts must be publicly

advertised and shall be published once a week for 3 different weeks in a

newspaper in the locality; the first advertisement shall appear at least 25
days before the opening of bids, and must not occur on a Saturday, Sunday,

or a legal holiday.

2. The IFB for materials or supplies shall be published two times in a
newspaper in the locality, the first advertisement shall appear at least 15
days before the opening of the bids, and not occur on a Saturday, Sunday,
or a legal holiday.

3. "A Pre-Bid Conference may be conducted prior to the receipt of bids.
Attendance at the Pre-Bid Conference may be mandatory, requiring all
prospective bidders on a public works contract to attend. Refer to LA R.S.

38:2212(1).
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4. The IFB shall include any technical specifications, drawings and other
pertinent attachments, and must define the items or services for the bidder

to submit a complete bid.

5. A public entity may, through the issuance of an addendum, extend the bid

period for up to thirty (30) days, without requiring re-advertisement.

6. If the addendum is issued within 72 hours of the advertised bid opening,

the bid must be extended for at least 7 but not more than 21 working

days without the requirement of re-advertising. The addendum shall state

the revised time and date of opening of bids.
7. The IFB shall state the time, date, and location for receipt of bids.

8. Bids received shall be time-stamped, remain unopened, and be stored in a

secure place until the public bid opening.

9. E-procurement — (electronic submission) in accordance with LA R.S.

38:2212(B)(6).
6.5.3 Bid Opening and Award

1. All bids must be opened publicly at the time and place prescribed in the

invitation for bids.

2. The “bidding documents” shall require only the following to be submitted
by a bidder on a Public Works project as prescribed in LA R.S.
38:2212(B)(2) as follows:

a) Louisiana Contractor’s License Number

b) Completed Louisiana Uniform Bid Form; (For public work, LHA
shall only use the Louisiana Uniform Bid Form as promulgated in
accordance with the Administrative Procedure Act by the Division

of Administration, Office of Facility Planning and Control).
c¢) Bid Security or Bid Bond

d) Acknowledgment of Addenda
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e) Base Bid

f) Alternates

g) Signature of Bidder, Name, Title, and Address of Bidder
h) Name of Firm, or Joint Venture (if any)

1) Corporate Resolution or written evidence of the authority of the

person signing the bid
j) Attestation Affidavit and the E-Verification Form.

3. All bids received shall be recorded on an abstract (tabulation) sheet of bids.

The tabulation sheet shall be made available for public inspection.

4. A firm-fixed price contract shall be awarded to the lowest responsive and

responsible bidder.

5. At the time of bid opening, the estimate of probable construction costs for
the project shall be made available to all bidders by either electronically
posting the cost estimate prior to the bid opening or by publicly announcing

the cost estimate at the bid opening meeting.

LHA shall award a public works contract no later than forty-five (45) calendar days
after the bid opening to the lowest responsible and responsive bidder or reject all
bids. However, LHA and the lowest responsible and responsive bidder may agree by
mutual written consent to extend the deadline for award in increments of thirty

calendar days.

LHA shall issue to the contractor a Notice to Proceed no later than thirty (30)
calendar days following the date of execution of the contract by the second party.
However, this deadline may be extended upon mutual written consent of both LHA

and the contractor.
6.5.4 Exclusion of Certain Bidders

After the opening of bids, LHA shall require the lowest bidder to attest that they have
not been convicted of or have not entered a plea of guilty or nolo contendere to any

of the crimes or equivalent federal crimes listed in LA R.S. 38:2227. Refer to Section
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Bid Opening and Award 2(j) Attestation Affidavit.
6.5.5 Right to Reject Bids

LHA may reject any or all bids for just cause, in accordance with LA R.S. 38:2214.
Just cause, for the purpose of public works - construction, includes but is not limited

to the following circumstances:

1. The public entity lacks sufficient funds for the construction of the proposed

public work.

2. The failure of any bidder to submit a bid within an established threshold of
the preconstruction estimates for that public work, as part of the bid

specifications.

3. A substantial change by the public entity prior to the award in the scope or
design of the proposed public work.

4. A determination by the public entity not to build the proposed public work

within twelve months of the date for the public opening and reading of bids.
5. The disqualification by the public entity of all bidders.

A bid containing obvious, unintentional, and substantial mechanical, clerical, or
mathematical errors—or errors of unintentional omission of a substantial quantity of
work, labor, material, or services made directly in the compilation of the bid—may
be withdrawn by the contractor. To do so, the contractor must submit clear and

convincing sworn, written evidence of such errors to LHA within forty-eight (48)

hours of the bid opening, excluding Saturdays, Sundays, and legal holidays.

A contractor who withdraws a bid shall not be permitted to resubmit a bid on the
same project. If the withdrawn bid was the lowest, the next lowest responsive and
responsible bid may be accepted. If all bids are rejected, no withdrawal shall be
permitted that would result in the award of the contract to another bid submitted by
the same bidder, their partner, or any corporation or business venture owned by or
affiliated with the bidder. Furthermore, no bidder who is permitted to withdraw a bid
shall furnish labor, materials, or services, nor perform any subcontract work, for any

party awarded a contract or subcontract for the project in question.
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6.5.6 Bonding & Insurance Requirements

The standards under this section generally apply to construction contracts that exceed
$250,000. There are no bonding requirements for small purchases or for competitive
proposals. LHA may require bonds and/or insurance for other services less than the

small purchase threshold when deemed appropriate to protect LHA’s interests.
6.5.7 Bid Guarantee, Payment and Performance Bonds
For construction contracts exceeding $250,000, the following requirements apply:

1. Bid Guarantee: Each Offeror shall submit a bid guarantee equivalent to 5%

of the bid price.

2. Performance and/or Payment Bond: For construction contracts exceeding
$250,000, the successful bidder shall furnish an assurance of completion.

This assurance may be met and provided below:

a) A performance and payment bond in a penal sum of 100% of the

contract price for contracts exceeding $250,000; or

b) Separate performance and payment bonds, each for 50% or more of

the contract price for contracts exceeding $250,000; or
c) 20% cash escrow; or
d) 25% irrevocable letter of credit.

A performance bond on the contractor's part for 100% of the contract price. A
performance bond is a bond executed in connection with a contract to secure the

fulfillment of all the contractor's requirements under a contract.

A payment bond on the contractor's part for 100% of the contract price. A payment
bond is a bond executed in connection with a contract to assure payment as required
by the law of all individuals supplying labor and material in the execution of the work

provided for under a contract.
6.5.8 Surety Requirements

The following requirements apply to performance and payment bonds. Bonds must
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6.6

be obtained from AAA-rated guarantee companies acceptable to the U.S.
Government and authorized to do business in the State of Louisiana. Individual

sureties shall not be considered.

U.S. Treasury Department Circular No. 570 lists companies approved to act as surety
on bonds securing Government (e.g., Housing Agencies) contracts, the maximum

underwriting limits on each contract bond, and the State of Louisiana.

Refer to https://www.fiscal.treasury.gov/surety-bonds/list-certified-

companies.html.

6.5.9 Insurance

All contracts shall contain insurance provisions appropriate to the project or service

and/or as may be required by Federal, State, and local laws and ordinances.
Competitive Proposals ($250,000 or more) — (Formal Method of Procurement)

The Competitive Proposal method of procurement is preferred when procuring
professional services because it allows for the consideration of technical quality or
other factors beyond price must be considered to determine the best value for contract
award. A solicitation is issued, proposals are evaluated, and an award is made to the
offeror whose proposal is most advantageous to the LHA, with price and other factors
(as specified in the solicitation) considered. Either a fixed-price or cost

reimbursement type contract may be awarded.
6.6.1 Conditions for Use

The competitive proposal method should be used when the following conditions

exist:

1. The scope of work lacks sufficient clarity or detail to support a reliable cost
estimate, making sealed bidding an inappropriate method to procure the

work.

2. The nature of the work requires evaluation beyond price alone, particularly
when procuring professional services (e.g., legal, architect-engineer, or

accounting). To ensure the best value for LHA, the evaluation process must
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include an assessment of the Offeror’s understanding of the scope of work,
demonstrated expertise, relevant experience, and the quality of the proposed

approach to service delivery.

3. The nature of the requested work permits multiple viable approaches to
performance, making it more appropriate for solicitation through
competitive proposals. This flexibility provides for an evaluation and
comparison of Offerors’ methodologies, technical strategies, and overall

responsiveness to the scope of work.

All proposals shall be handled with strict confidentiality to prevent disclosure of the

number of offerors, their identities, and the contents of their submissions.
6.6.2 Types of Competitive Proposals

There are two types of competitive proposals: Request for Proposals (RFP) and

Request for Qualifications (RFQ).

1. The Request for Qualifications (RFQ) method of procurement, also referred
to as Qualifications-Based Selection (QBS), are used when the procurement
focuses on evaluating professional qualifications rather than price.
Architectural and Engineering (A/E) Services and Developer Services shall
be competitively procured using the RFQ method. All other services should
be procured using an RFP, which allows for evaluation of both technical

qualifications and cost to determine best value.

2. The Request for Proposals (RFP) method of procurement shall clearly
specify the relative importance of price and all other evaluation factors and
subfactors, including the assigned weight of each technical criterion. Prior
to issuance, LHA must establish a fair and comprehensive evaluation
methodology for assessing both technical and price proposals. Requests for

Proposals (RFP)

RFQs and RFPs must be publicly advertised in a newspaper in the Official Journal
of Record in the locality of the project. Unlike sealed bidding, the competitive

proposal method allows for consideration of technical factors other than price;
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discussion with offerors concerning offers submitted; negotiation of contract price or
estimated cost and other contract terms and conditions; revision of proposals before
the final contractor selection; and the withdrawal of an offer at any time up until the
point of award. Contract award is made based on the proposal that represents the best
overall value to LHA, considering price and other factors set forth in the solicitation,
and not solely the lowest price (e.g., technical expertise, experience, quality of

proposed staffing, etc.).
6.6.3 Advertisement

Requests for Proposals (RFP) and Request for Qualifications (RFQ) must be publicly

advertised in a newspaper of the locality not less than once each week for two (2)

consecutive weeks. Other print media may be used to achieve effective competition,

such as local trade journals or publications.
6.6.4 Pre Proposal Conference
Provided below is a suggested format for a pre-proposal conference (if needed):
1. Cover Page
2. Table of Contents
3. Statement of Work (SOW)
4. Submission Requirements, along with pricing instructions
5. Evaluation Factors

6. Attachments (including mandatory forms) — Refer to Section 6.7.2
Mandatory HUD Forms for A/E Contracts and Section 6.7.3 Mandatory

HUD Forms for Procurement of Legal Services.
6.6.5 Submission Requirements

LHA must ensure that submission requirements include all HUD-required forms and
certifications and align with the criteria used for evaluation, such as requesting

relevant experience, when experience is a factor in proposal scoring.
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6.6.6 Evaluation Factors

Requests for Proposals (RFPs) must include a clear statement of evaluation factors
to guide offerors in preparing responsive proposals. These non-price factors—also
referred to as technical factors—must be tailored to the specific procurement and

assigned relative weights to ensure transparency and fairness in the selection process.

Common evaluation criteria include the offeror’s demonstrated understanding of the
requirement; the appropriateness of the proposed technical approach, including labor
categories, estimated hours, and skill mix; the quality of the work plan; technical
capabilities and management plan; relevant experience in similar work; and verified
past performance in meeting cost, schedule, and quality benchmarks on comparable

contracts.

Price must be a factor in award decisions. LHA may evaluate price in one of two

ways, as specified in the RFP:
1. Assign price a specific point value within the overall scoring system.

2. Use the “trade-off” method, where technical merit is assessed first and price

is then considered to determine the most advantageous offer.

In both approaches, the balance between price and technical factors must be clearly

defined.
6.6.7 Amending or Canceling RFPs or RFQs

If changes are needed to the solicitation before the proposal’s due date, the
Contracting Officer must issue a written amendment to all recipients. If changes to
the RFP are substantial, the proposal deadline may be extended. If changes to the
scope include a new requirement, the RFP should be canceled and reissued. The
Contracting Officer must document all amendments and cancellations and include a
clear written rationale with supporting documentation in the procurement file. LHA

may amend or cancel an RFP when necessary, or if it's in the agency’s best interest.
6.6.8 Receiving Proposals and Confidentiality

Proposals must be securely received, date- and time-stamped, and are not to be
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opened publicly, as they may contain proprietary information (such as trade secrets

or unique approaches to the scope of work). After the submission deadline, an

evaluation committee is established, consisting of 3 or S individuals, depending on

the complexity of the procurement, and must be approved by the Executive Director.

The committee must evaluate and score all proposals in strict confidence. Only the
individuals approved to serve as committee members have a legitimate interest in the
procurement and are required to maintain the confidentiality of the information
contained in the proposals. No information may be disclosed to unauthorized

individuals.
6.6.9 Late Submissions

Any proposal received after the specified time in the RFP should not be considered

unless it is the only proposal received.
6.6.10 Evaluation Process

The evaluation process shall be based on the criteria outlined in the RFP, and no other
factors may be considered. Each proposal should first be evaluated individually based
on the requirements in the RFP, without comparing it to other proposals. During this
initial review, only the written content of the proposals is evaluated—personal
knowledge of the Offeror that is not included in the proposal must not influence the
initial evaluation. However, the Offeror’s past performance should be considered as

part of the Offeror’s responsibility review.

Unlike sealed bids, which are opened publicly, the results of proposal evaluation may
or may not be disclosed, either before or after the contract is awarded. In the case of
protests or litigation, evaluation documentation will be made available to the
protestor or litigant and their legal counsel. Evaluators must ensure that their
assessments are thorough, objective, and well-documented. This includes clearly
referencing specific sections of each proposal that support their evaluation decisions.
Careful documentation helps maintain transparency and fairness throughout the

process.

34



6.6.11 Evaluation Report

The Contracting Officer or designee must create an evaluation report that ranks
proposals based on technical merit using a point system or similar method. A
narrative explanation must accompany the scores, outlining how they were
determined and highlighting key strengths, weaknesses, and deficiencies in each
proposal. The level of detail in the report should match the complexity of the
procurement, with more complex projects requiring more comprehensive

documentation.
If price is part of the scoring, the report should also include a price or cost analysis.
6.6.12 Competitive Range

1. Once all proposals have been evaluated, the Contracting Officer determines
a competitive range, which includes only those proposals that have a
realistic chance of being selected for award. This determination is based on

both their technical evaluation results and proposed costs or prices

2. The Contracting Officer reviews the evaluation report to determine whether
each proposal is technically acceptable, meaning it appears capable of
meeting the contract’s technical requirements, and assesses the proposed
cost or pricing to ensure it is reasonable. Finally, the Contracting Officer
evaluates the overall value of each proposal—considering both technical
and cost factors—to decide which proposals should move forward for

negotiation and potential award.

3. The competitive range, including the Contracting Officer’s rationale for it,

must be documented in the contract file.
6.6.13 Negotiations with Offerors

1. Unless it is determined that negotiations are unnecessary, LHA must
conduct negotiations with all Offerors whose proposals fall within the

competitive range.

2. Negotiations are exchanges between LHA and Offerors, whether in a

competitive or sole source setting, aimed at allowing Offerors to revise their
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proposals.

3. Negotiations may involve bargaining, which includes persuasion, adjusting
assumptions or positions, and give-and-take on elements such as price,

schedule, technical requirements, contract type, or other terms.

4. Negotiations occur after the competitive range is established and are
referred to as discussions. The goal is to achieve the best value by addressing
significant weaknesses, deficiencies, or other aspects of the proposal that

could be improved.

5. The extent of discussions is at the Contracting Officer’s discretion, and
while they may share pricing insights or market research findings, revealing
one Offeror’s price to influence another Offeror is strictly prohibited

(“auctioning”).
6.6.14 Best and Final Offers

1. After initial negotiations, the Contracting Officer invites all offerors within

the competitive range to submit their best and final offers.

2. These offers are evaluated in the same manner as the initial proposals, either
by the full evaluation committee or a selected subset, as determined by the

Contracting Officer.

3. Typically, best and final offers are requested only once, but in exceptional
cases, a second round may be conducted if it serves LHA’s best interest.
The Contracting Officer must document the reasoning for any additional

rounds.

4. A common deadline is set for all submissions, and offerors are clearly
informed that failure to submit a best and final offer by the deadline will

result in their initial offer being considered final.
6.6.15 Award without Negotiations

If, after the initial evaluation, one proposal clearly stands out as the best and meets

all requirements—including offering a reasonable price—the Contracting Officer
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may proceed directly to award without conducting negotiations. However, this is
only allowed if the RFP explicitly states that an award could be made without

negotiations.
6.7 Requests for Qualifications (RFQ)

The Request for Qualifications (RFQ) method of procurement differs from the RFP

method in that it prioritizes technical qualifications over price.

LHA must first select the most technically qualified respondent and then negotiate
the price. This method is most commonly used for procuring Architect/Engineer
(A/E) services, but it can also be applied when selecting development partners

(Developers) for mixed-finance projects.

This method may not be used to purchase other services provided by A/E firms that

are a potential source to perform the proposed work.
6.7.1 Evaluation Factors

Unlike other procurement methods, the Request for Qualifications (RFQ) process
does not consider price during the evaluation phase. The following evaluation factors

are recommended for use in modernization and development A/E contracts:

1. Evidence of the A/E’s or firm’s ability to perform the work as indicated by
profiles of the principal’s and staff’s professional and technical

competence/experience, and their facilities.
2. Capability to provide professional services in a timely manner.

3. If design work is involved, evidence that the A/E is currently registered in
the State of the project’s location and carries Errors and Omissions
insurance (Note that this is a yes or no criterion: if the answer is no, the firm

is disqualified, not point-scored).

4. Past performance in terms of cost control, quality of work, and compliance

with performance schedules.

5. Demonstrated knowledge of local building codes and Federal building

alterations requirements.
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6.8

6. Other factors determined to be appropriate by LHA.
6.7.2 Mandatory HUD Forms for A/E Contracts

LHA is required to use HUD Form 51915, Model Form of Agreement Between
Owner and Design Professional, for A/E contracts. This form must be included in
the RFQ at the time it is issued to ensure compliance with HUD procurement

requirements.
6.7.3 Procurement of Legal Services

LHA should select the most reasonable procurement method for legal services using

HUD grant funds, based on the specific circumstances.
6.7.4 Mandatory HUD Forms for Procurement of Legal Services

The Contract Addendum — Legal Services Protocol. This form must be included in
the solicitation. It is a standard engagement letter addendum to clarify roles and

responsibilities between HUD and LHA.
Non-Competitive Proposals

A non-competitive proposal refers to a procurement method where competition is
limited or absent. It includes a sole-source procurement, whereby LHA solicits an

offer from only one source because that source is uniquely qualified or available.
6.8.1 Conditions for Use

Procurements shall be conducted competitively to the maximum extent possible.
Procurement by noncompetitive proposals (i.e., sole source) may be used only when
the award of a contract is not feasible using small purchase procedures, sealed bids,

or competitive proposals, and if one of the following applies:

1. Theitem is available only from a single source, based on a good-faith review

of available sources;

2. A public exigency or emergency for the requirement will not permit a delay
resulting from providing public notice to issue a competitive solicitation
(e.g., a serious threat to public health, welfare, or safety, of LHA residents,

or endangerment of property, as may arise by flood, earthquake, epidemic,
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riot, equipment failure, or similar event);

In such cases, there must be an immediate and serious need for supplies,
services, or construction such that the need cannot be met through any other
procurement method. The emergency procurement method and the
emergency shall be limited to only those supplies, services, or construction

necessary to mitigate the emergency;

3. HUD authorized the use of the noncompetitive procurement method via

written approval; or

4. After issuing a solicitation to several sources, competition is determined to

be inadequate.
6.8.2 Emergencies
There are 2 types of emergencies: emergency and extreme emergency.

The purchase of materials or supplies in the case of an extreme public emergency
shall be governed by the provisions of LA R.S. 38:2212 (P) and LA R.S. 38:2212.1
X).

After the events requiring immediate emergency procurement, the Executive Director
shall declare that an extreme emergency exists and shall cause such declaration to be

published in the Official Journal of Record within ten (10) days or as soon as

practicable thereafter.
6.8.3 Justification

Every contract negotiated under emergency conditions must be supported by written
determination and findings prepared by LHA, clearly justifying the nature of the
emergency. If the contract is initiated based on telephone or other oral offers, written
confirmation of the accepted offer must be included in the contract file. Additionally,
the emergency justification must be reviewed and approved in writing by the

Executive Director to ensure compliance and accountability.
The file of the public entity must contain:

1. A description of the work to be performed;
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2. The name and address of each offeror quoting; and
3. The performance time and terms of each offer.

If quotes lower than the accepted quote are not accepted, reasons for rejection must

be in the file. Records must be maintained for a minimum of 6 vears.

6.8.4 Cooperative Purchasing

Procurement purchases may be fulfilled through current State and/or General
Services Administration (GSA) contracts, or other intergovernmental agency
purchasing agreements to avoid duplicative purchases and encourage shared goods

and services between agencies.

The LHA procurement files must contain a reference to the State or GSA contract

number.

SECTION 7 - CONTRACTOR ELIGIBILITY AND RESPONSIBILITY

7.1

7.2

7.3

Eligibility to Contract with LHA

Determination of Contract Responsibility and Debarment Status Review. The
Procurement Department shall perform due diligence verifications prior to awarding
any contract exceeding the threshold of $3,000 and document contractor
responsibility. Consideration will be given to such matters as contractor integrity,
business judgment, compliance with public policy, record of past performance, and
financial and technical resources and any other factors which could be reasonably

related to being relevant to successful performance of the contract.
Contractor Responsibility

LHA shall conduct procurements only with responsible contractors, those who
demonstrate both technical and financial competence and maintain a satisfactory
record of integrity. All construction contractors who submit a bid for Public Works
issued by LHA must be properly licensed in accordance with the Louisiana State

Licensing Board of Contractors (LSLBC).
Debarment

Prior to award of a contract, LHA must ensure the vendor or contractor has not been

40



debarred, or otherwise declared ineligible for award, by an applicable regulatory

agency. The following non-exclusive sources shall be reviewed when required:

1. System for Awards Management at www.sam.gov - Exclusions —
Verification to ensure a potential contractor is not suspended, debarred, or

otherwise excluded from receiving Federal funds.

2. U.S. Department of Housing and Urban Development - Limited Denial of

Participation.

3. Verification that the vendor is in good standing with the Louisiana Secretary

of State at www.sos.la.gov.

If a contractor is deemed non-responsible, a written determination outlining the
reasons will be placed in the contract file, and the contractor will be notified

accordingly.

SECTION 8 - PROTESTS AND APPEALS

8.1

8.2

8.3

8.4

General

The LHA shall attempt to resolve all procurement-related protests and appeal
decisions to solicitations or awards internally without outside review by either HUD

or the judicial system.
Solicitations

To file a protest with LHA, specific deadlines must be followed. Protests related to
solicitations must be submitted to the Procurement Department no later than ten (10)

days before the bid or proposal deadline.
Awards

For contract awards resulting from formal, advertised solicitations, protests must be

filed within _three (3) business days of the award notice. Once a valid protest is

received, LHA will issue a written decision within fifteen (15) business days.

Appeals

Appeals to protest decisions must be submitted in writing, signed, and clearly explain

the reasons for the appeal. These must be delivered either in person or by certified
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8.5

8.6

mail to the Executive Director.
Reservation of Rights

Filing a protest does not limit LHA’s rights to proceed with contract actions,
including modifying or canceling contracts or assessing damages. A protester is
considered to have exhausted all administrative remedies after submitting a timely

protest and appeal and receiving decisions on both.
HUD Review
Review by HUD of LHA bid protests will be limited to:

1. Violations of Federal laws or regulations (violation of State or local laws

will be under the jurisdiction of State or local authorities; and

2. Violations of the LHA's protest procedures for failure to review a complaint
or protest. Protests received by HUD other than those specified above will

be referred to the LHA.

SECTION 9 - CONTRACT TYPES, CLAUSES, COST AND PRICE ANALYSIS

9.1

Contract Types

Any type of contract that is appropriate to the procurement type and will promote the
best interests of the LHA may be used. All contracts shall include mandatory contract
clauses as defined in the HUD Procurement Handbook 7460.8 REV 2. These
clauses and provisions are necessary to define the rights and responsibilities of the

parties.

9.1.1 Prohibited Contracting Types

The following types of contracts are strictly prohibited:
1. Cost-plus-a-percentage-of-cost contracts
2. Percentage-of-construction-cost contracts

These methods are not permitted due to the risk of incentivizing increased costs and

a lack of cost control.
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9.2

9.3

9.1.2 Blanket Purchase Order

Blanket Purchase Orders may be used to procure materials, supplies, or services
required on a continual basis. A Blanket Purchase Order is a contract for goods or
services over a defined period of time at a pre-determined price. Funds are

encumbered each fiscal year according to the departments’ budgetary requirements.
9.1.3 Purchase Order (PO) / Contracts

A Purchase Order (PO) is a contractual agreement between one or more parties—
such as individuals, businesses, organizations, or government agencies—and the
agency, for the provision of goods or services. Each PO must include the following
essential information: the contractor’s name and address, the PO identification
number, a detailed description of the goods and/or services to be delivered, the
requestor’s name and location, delivery instructions, billing details, the unit and/or

total fixed cost, applicable terms and conditions, and the required delivery date.

A written contract including HUD terms and conditions must be executed for

material supplies, and service contracts that exceed $30,000, and for all

construction services contracts that exceed $2,000.

Contract Clauses and Forms

All contracts must include the contract pricing arrangement as well as other pertinent
terms and conditions, as applicable and determined by LHA. Applicable HUD forms
5369, 5369A, 5369B, 5369C., 5370C, 5370-EZ, 51915, and 51915A, which contain

all HUD-required clauses and certifications for contracts that exceed $150,000, as
well as any forms/clauses as required by HUD for small purchases, shall be used in

all corresponding solicitations and contracts issued by LHA.
Use of Contract Options

LHA may include an option clause in the contract for purchases of supplies or

services at predetermined prices.

An Option is the unilateral right of the LHA to extend the term of the contract or to
order additional supplies or services under the terms and pricing established in the

original contract.
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9.3.1 Limitations on Use of Options

1. Price: The option to extend the term of a contract or to order additional

quantities may only be exercised if:
a) The original contract includes a clearly defined option clause; and

b) The price for the additional supplies or services is specified in the

contract.

Unpriced options are considered new procurements and may not be exercised
under the original contract. If LHA is not exercising the contract option,
additional purchases under that contract shall be conducted either as a change

order or a new procurement action.

2. Time and Quantity: Contracts, including all renewal or extension options,

shall not exceed five (5) vears in total duration.

Exceptions may be granted by the HUD Field Office if it determines that no

practical alternative exists.

LHA must adhere to its own procurement policy, comply with applicable local

and state laws and regulations, and ensure that contracts include a finite period
of performance and a specific limit on the total quantity or maximum value of

items to be purchased under any option.
9.3.2 Option to Extend

Any contract that includes option periods must clearly specify the timeframe within

which the option to extend must be exercised by the PHA.

When options are included in a solicitation, the pricing for the option periods must
be evaluated as part of the overall contract award decision to ensure cost

reasonableness and transparency.

The PHA should provide written notice to the contractor approximately 90 days prior

to the contract’s expiration to indicate its potential intent to exercise the option.

This notice does not obligate the PHA to extend the contract.
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9.4

It serves to give the contractor advance awareness and allows PHA staff sufficient
time to evaluate the continued need for the services or supplies and the advisability

of exercising the option.
Cost and Price Analysis
9.4.1 General

For all procurement transactions exceeding the small purchase threshold, including
contract modifications, the recipient or subrecipient must perform a cost or price
analysis. The method and depth of the analysis should be appropriate to the specific

procurement method used.

1. Micro Purchases — No formal cost or price analysis is required; instead, the
Procurement Manager or designee must review and determine that the price
is reasonable, based on experience or other relevant factors. The Executive

Director is responsible for establishing related guidelines.

2. Small Purchases - Comparing multiple quotes is generally sufficient to
determine price reasonableness. If adequate quotes are not obtained, the
Procurement Manager must document the rationale using other sources
such as prior purchases, catalog pricing, internal cost estimates (ICE), or

personal knowledge.

3. Sealed Bids - Adequate competition typically establishes price
reasonableness. However, if bids are insufficient or exceed the ICE by more
than 10%, a cost analysis must be conducted in accordance with federal

guidelines.

4. Competitive Proposals - Price reasonableness is usually supported by
competition, but if proposals are not easily comparable, competition is
lacking, or prices significantly exceed the ICE, a cost or price analysis is
required. LHA may also refer to HUD Procurement Handbook 7460.8
REYV 2 for alternative methods.

5. Contract Modifications - A cost or price analysis must be performed for

any modification that raises the total contract value above $100,000—
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9.5

9.6

unless the modification is based on pre-established pricing terms.
9.4.2 Allowability of Estimated Costs

The recipient or subrecipient may use its own cost principles, provided they comply

with2 CFR Part 200 Subpart E — Cost Principles.
Determining Cost and Price Reasonableness

A cost is considered reasonable if, by its nature and amount, it does not exceed what
a prudent person would incur under similar circumstances in a competitive business
environment. The reasonableness of specific costs must be evaluated with scrutiny
when dealing with firms—or divisions of firms—that may not be subject to effective

competitive pressures.

No presumption of reasonableness shall be made solely based on a contractor’s
incurrence of a cost. If, upon initial review, a specific cost is questioned by the
Contracting Officer or their authorized representative, the burden of proof rests with

the contractor to demonstrate that the cost is reasonable.

LHA shall require assurance that, before entering a contract, the cost or price is
reasonable. A Written determination shall be placed into the official procurement

file.
Contract Modifications / Change Orders

A cost or price analysis, consistent with federal guidelines, shall be conducted for all
contract modifications for projects that were procured through Competitive
Proposals, or Non-Competitive Proposals, or for projects originally procured through
Small Purchase procedures, and the amount of the contract modification will result
in a total contract price in excess of $100,000. The only exception to this rule is a
contract modification based on pricing terms already established in the contract

document.

Change Orders, within the scope of the contract for Public Works (Sealed Bids) must
be conducted in accordance with LAR.S. 38:2212(M).
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9.7

9.8

Contract Claims

All claims by a contractor relating to performance of a contract shall be submitted in
writing to the Contracting Officer or designee for a written decision. The contractor
may request a conference on the claim. The Contracting Officer’s decision shall

inform the contractor of its appeal rights.

Contractor claims shall be governed by the change clause in accordance with HUD

Forms 5370, 5370-C, or 5370 EZ.
Contract Termination

The LHA shall terminate contracts for default or convenience, as prescribed in the

termination clauses in the following HUD Forms:

1. 5370 General Conditions for Construction Contracts — Public Housing

Programs

2. 5370-C General Conditions for Non-Construction Contracts, Sections 1

and/or Section I1

3. 5370-EZ General Conditions for Small Construction/Development

Contracts

9.8.1 Termination for Cause
Contracts may be unilaterally terminated when the contractor fails to perform, fails
to make progress that endangers performance, or commits a default as outlined in

the contract.
9.8.2 Termination for Convenience

Contracts may be terminated for convenience when LHA no longer needs or desires

the supplies or services under contract or can no longer fund the procurement.
9.8.3 Termination for Default

A contract may be terminated for default when a contractor fails, or is anticipated
to fail, to fulfill its contractual obligations. In such cases, the LHA is not liable for
any costs associated with undelivered work and may seek repayment of any

progress payments made.
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If a contractor’s lack of progress jeopardizes timely performance, the Contracting
Officer shall issue a written “Cure Notice” identifying the specific failure and

provide the contractor with ten (10) calendar days to remedy the issue. If the

contractor does not cure the failure within the specified period, the Contracting

Officer may issue a formal notice of termination for default.

SECTION 10 - CONTRACT ADMINISTRATION

10.1

10.2

Contractor Progress and Performance

Contract Administration involves an ongoing oversight of contractor performance to
ensure that all goods, services, and deliverables are provided in accordance with the

terms and conditions of the contract.

The Contract Monitor is responsible for tracking invoices against the contract budget,
ensuring that all invoiced goods or services align with the terms of the purchase order
(PO) or contract under which they were provided. Prior to payment, the Contract
Monitor must also verify that each invoice includes all required supporting

documentation.
Assignment of Contract Monitor

LHA will designate a staff member from the User Department to serve as the Contract

Monitor. This staff member is responsible for:
1. Verifying that the contractor’s performance meets contractual requirements,
2. Documenting performance and compliance as necessary, and

3. Ensuring that all deliverables are received, inspected, and accepted in

accordance with the contract.

SECTION 11 - CONTRACTING WITH SMALL BUSINESSES, MINORITY
BUSINESS ENTERPRISES (MBE), WOMEN BUSINESS ENTERPRISES (WBE),
VETERAN-OWNED BUSINESSES AND LABOR SURPLUS AREA FIRMS

LHA, when possible, should ensure that small businesses, minority businesses, women

business enterprises, veteran-owned businesses, and labor surplus area firms are considered

as set forth below. Such efforts shall include, but shall not be limited to:
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. Include such firms, when qualified, on Procurement Source Lists.

. Encourage participation through direct solicitation of bids or proposals

whenever they are potential sources.

. Divide procurement transactions into separate procurements to permit

maximum participation by these business types

. Establish delivery schedules, where the requirement permits, which

encourage participation by such firms

. Use the services and assistance of the Small Business Administration, and
the Minority Business Development Agency of the Department of

Commerce

. Include in a clause in contracts that requires contractors, to the greatest
extent feasible, to provide opportunities for training and employment for
lower income residents of the project area and to award subcontracts for
work in connection with the project to business concerns which are located
in, or owned in substantial part by resident in the area of the project, as
described in 24 CFR Part 135—FEconomic Opportunities For Low- And

Very Low-Income Persons

. Prime contractors shall be required to apply the provisions of this section to
any subcontractors performing a portion or all of the work under the
contract. It is the responsibility of the prime contractor to ensure that all
subcontractors comply with the applicable terms, conditions, and

performance standards outlined in the contract.

LHA may establish participation goals for small businesses, minority businesses,

women's business enterprises, veteran-owned businesses, and labor surplus area

SECTION 12 - SECTION 3 REQUIREMENTS

All work to be performed under this contract is subject to the requirements of Section 3 of

the Housing and Urban Development Act of 1968, as amended 12U.S.C. 1701u (Section3).

Requirements are specified in the Federal Register, Vol. 59, No. 125, Thursday, June 30,
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1994, Section 135.1 through and including Section 135.5, pages 33880 through and
including 33882. Copy of the full document is on file at the Housing Authority's

Administrative Office and is available.

In part, for contractors' information, some Section 3 Requirements or clarifications are as
follows: Additional clarification or information is available at the office of Equal
Opportunity Specialist, Equal Opportunity Division, HUD, New Orleans, Louisiana Area
Office.

[END]
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APPENDIX - GLOSSARY OF PROCUREMENT TERMS

. Amendment - A written revision or modification to a solicitation or contract that

changes its terms. These amendments are used to clarify requirements, respond to
vendor questions, correct errors, or adjust timelines. They can be issued for both

solicitations before bidding and for existing contracts.

. Annual Contributions Contract (ACC) - A binding agreement between the U.S.

Department of Housing and Urban Development (HUD) and the Housing Authority
that outlines the terms and conditions for the operation and development of Public

Housing programs.

. Architect/Engineer (A/E) - A licensed individual or firm responsible for preparing
design plans and specifications for a building or development project. May also
oversee construction activities to ensure compliance with the approved design

documents.

. Bid — A formal written offer submitted by a bidder in response to an Invitation for
Bids (IFB) under the sealed bidding method of procurement. Bids are submitted in a
sealed format and opened publicly at a specific time and place. The contract is then

awarded to the bidder responsible whose bid is the lowest price. (See Sealed Bidding)

. Bidder - Applies to the sealed bidding method, also known as an Invitation for Bids

(IFB). A bidder's response (bid) is based on a firm, fixed price. For this method, a
PHA awards the contract to the lowest-priced bidder who is deemed both

"responsive" and "responsible".

. Bidder’s List - A list of individuals or firms interested in receiving solicitations and
participating in contracting opportunities with the Housing Authority. Also referred

to as a Source List or Mailing List.

. Bonding - Bid Bond - A surety bond that guarantees a contractor will enter into a

contract and provide required performance and payment bonds if awarded the bid. It
protects the Housing Authority against losses if the winning bidder fails to fulfill their

obligations.
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10.

11.

12.

13.

14.

Bonding - Performance Bond - A financial guarantee from a surety company that
protects the government from loss if a contractor fails to fulfill their contractual
obligations. If the contractor defaults, their surety company is responsible for
completing the work. In cases involving letters of credit or cash escrows, the Housing

Authority may use those funds to complete the project.

Bonding - Payment Bond - A surety bond that guarantees payment to all persons
supplying labor and materials for a construction contract guarantee that the contractor
will pay all subcontractors and suppliers. The bond protects subcontractors and
suppliers by ensuring they are paid, and it is typically required for construction
contracts exceeding $250,000. The payment bond amount is generally 100% of the

original contract price.

Cardinal Changes - Substantial modifications to a contract that exceeds its original
scope. Such changes are considered so significant that they require a new

procurement process.

Changed Conditions - Site or repair conditions encountered during construction that
differ materially from those indicated in the contract or from conditions typically

expected for the type of work specified.

Change Order - a written, unilateral order from the Housing Authority’s contracting
officer (CO) to a contractor, directing a change within the general scope of a contract.
These are issued using the Changes clause within a contract, which grants the
authority to make these changes without the contractor's initial consent, though it

may lead to adjustments in price or schedule.

Competitive Proposals - A procurement method used when sealed bidding or small
purchases are not suitable. Under this method, the Housing Authority conducts
negotiations and awards the contract to the offeror whose proposal is most

advantageous to the agency considering both price and technical factors.

Conflict of Interest - A situation in which a person's or company's financial,
personal, or business interests could impair their ability to act impartially and, in the

agency’s best interest either are real or perceived.
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15.

16.

17.

18.

19.

20.

Contract - A legally binding agreement between the Housing Authority and another

party for the purchase, lease, or exchange of goods or services, enforceable by law.

Contract Administration - contract administration is the process of managing a
contract after it has been awarded to ensure the contractor fulfills their obligations,
including monitoring performance, ensuring quality, controlling costs, and managing

any modifications or disputes throughout the life of the contract.

Contract Modification — A formal, written change to an existing government
contract that alters its scope, price, schedule, or other terms. These modifications,
which can be bilateral (mutually agreed upon) or unilateral (issued by the housing
authority), are used to reflect new circumstances, adjust requirements, or make other

necessary changes after the initial award.

Contracting Officer - A person delegated authority by the PHA's board to enter
into, administer, and/or terminate contracts for services, supplies, or construction
necessary for the PHA's operations. This role is typically held by the PHA's
Executive Director and is a person with the legal authority to bind the PHA, execute

contracts, obligate funds, and ensure fair and equitable treatment of contractors.

Cost Analysis - A review and evaluation of the individual cost elements in a proposal
to determine if the total price is fair and reasonable. This process involves examining
specific costs like labor, materials, and overhead. The analysis is used to determine
cost realism and ensure proposed costs are allowable, directed to the work, and

reasonable.

Cost-Reimbursement Contract - A type of contract in which the Housing Authority
agrees to reimburse the contractor for allowable costs, and allocable costs incurred
in performing the work, up to a specified limit. The housing authority assumes some
of the financial risk, as the contractor is reimbursed for incurred costs up to a pre-
defined ceiling. The contractor must provide extensive cost tracking and reporting to

the agency to monitor expenditures.
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21.

22.

23.

24.

25.

26.

27.

28.

Cure Notice - A formal notice issued by the Contracting Officer or designee to a
contractor, warning that the contract may be terminated for default unless specified

performance deficiencies are corrected within a stated timeframe of (10 days).

Delegation of Procurement Authority - The formal assignment of procurement
approval authority to designated Housing Authority staff, authorized by the Board of

Commissioners, subject to defined dollar thresholds.

Emergency - A condition that poses an immediate threat to the health, welfare or
safety of the Housing Authority residents or employees and requires urgent
procurement action (e.g., natural disasters, or other catastrophic incidents that

threaten public health or safety).

Executive Director — The principal staff member hired by the board of
commissioners to manage the day-to-day operations of the PHA. The Executive
Director is responsible for implementing the board's policies, ensuring compliance
with federal and state laws and HUD guidelines, and supervising all staff, including
hiring and termination. This role includes managing finances, developing budgets,

and handling all official correspondence and contracts.

Exigent Condition - A life-threatening health or safety deficiency that requires

immediate correction (e.g., imminent danger to well-being of residents, staff or
property).
Firm Fixed-Price Contract - A contract type that sets a price not subject to

adjustment based on the contractor’s actual costs. This is the preferred contract type

for most procurements.

Imprest Fund — A fixed-amount cash account established to cover small, routine,
and incidental expenses. A designated cashier or custodian is responsible for the fund
typically in the finance department), which is periodically replenished to maintain its

fixed balance ($500 or less).

Independent Cost Estimate (ICE) - An internal estimate developed by the Housing
Authority prior to soliciting offers. It includes a detailed breakdown of anticipated

costs such as labor, materials, overhead, and profit.

54



29.

30.

31.

32.

33.

34.

35S.

Indefinite-Quantity Contract (IDIQ) - A type of contract used when the exact
quantity of goods or services is unknown. It specifies a minimum and maximum

amount that may be ordered during the contract term.

Inspection - The examination and testing of goods or services to verify compliance

with contract specifications.

Intergovernmental Agreement - An agreement between the Housing Authority and
another government entity (Federal, State, local, or another PHA) for the provision
of goods or services. Terms such as Cooperative Agreement, Interagency Agreement,
Consortium Agreement, Memorandum of Agreement or Memorandum of

Understanding are used interchangeably.

Internal Controls - Policies and procedures designed to ensure procurement
activities comply with applicable Federal regulations and Housing Authority

standards.

Invitation for Bids (IFB) - A formal solicitation document used in sealed bidding
that outlines the Housing Authority’s requirements and invites bids from potential

contractors.

Louisiana Procurement Code (LPC) - A set of procurement laws applicable to
executive branch agencies of the State. While public housing authorities are not
required to follow the LPC, they may choose to do so or purchase from state contracts

established under the LPC.

Louisiana Public Bid Law - a set of regulations requiring public entities to use a
competitive bidding process for public works projects and the purchase of materials
and supplies over a certain dollar threshold. This law applies to all public works and
materials and supplies for most local governmental and political subdivisions. The
Public funds are used for the best possible price through a process that requires
advertising bids and awarding contracts to the lowest responsible bidder. Refer to

Section...

36. Micro-Purchasing - A simplified procurement method for purchases between $0 -

$3,000. Requires at least one quote. Micro-purchases do not require multiple
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37.

38.

39.

40.

41.

42.

43.

competitive quotes, but prices must be verified as reasonable by the Contracting

Officer, who must sign the award. Refer to Section....

Minority Business Enterprises - A business that is at least 51% owned and
controlled by one or more minority group members. Eligible groups include Black
Americans, Hispanic Americans, Native Americans, Asian Pacific Americans, Asian

Indian Americans, and Hasidic Jewish Americans.

Non-Competitive Proposals (Sole Source) - A procurement method used when a
PHA solicits a proposal from only one source, either because only one source is
available (sole-source), competition was inadequate after solicitation, or HUD

expressly authorizes it. Refer to Section...

Offer - a vendor's formal response to a solicitation (e.g., Request for Proposals (RFP)
or Invitation for Bids (IFB)) that proposes specific conditions for supplying goods or
services. It outlines the vendor's price, quality, delivery schedule, and other details,
and it serves as the basis for the PHA to determine the "best value," which may or

may not be the lowest price.

Offeror - Applies to the competitive proposal method, also known as a Request for
Proposals (RFP). An offeror's response (proposal) includes technical factors and
pricing and can be subject to negotiation. A PHA chooses the offeror that provides

the "best overall value," not just the lowest price.

Price Analysis — A determination of a proposed price to be fair and reasonable
without examining the specific cost elements and profit margin. This contrasts with

a "cost analysis," which does review individual cost components.

Procurement - The process of purchasing goods, services, and construction using
federal funds, including acquiring, purchasing, leasing, or renting supplies,
equipment, and materials. This process is governed by federal, state, and local laws
and regulations, and requires the PHA to obtain the best value for money while

maintaining fair competition and integrity.

Procurement Manager - Responsible for overseeing all procurement operations to

ensure they are compliant with federal, state, and local laws. Their role involves
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44.

45.

46.

47.

48.

49.

managing the acquisition of goods, services, and construction contracts to support
the agency's mission efficiently, cost-effectively, and with integrity, while ensuring

transparency and compliance with HUD regulations.

Proposal - a vendor's detailed response to a Request for Proposal (RFP) issued by a
PHA, outlining how it will provide specific goods or services. A common
procurement method used for professional services and projects where factors
beyond just price are important, such as the vendor's experience and technical skills.
The PHA evaluates proposals based on the criteria in the RFP, such as the vendor's
ability to meet the requirements, past performance, and overall "best value" to the

PHA.

Public Housing Authority (PHA) - a government entity, like a state, county, or city
agency, authorized to develop or operate public housing for low-income families.
HUD administers federal funds to these local PHAs, which then manage housing

programs, determine eligibility, and provide affordable rental options.

Public Works Projects - The erection, construction, alteration, improvement, or
repair of any public facility or immovable property owned, used, or leased by a public

entity.

Qualifications-Based Selection (QBS) - A procurement method used for
Architect/Engineer (A/E) or development services in which price is not requested in
the Request for Qualifications (RFQ) and is not used as an evaluation factor.

Selection is based solely on qualifications, with price negotiated after selection.

Quote - The price or cost submitted by a vendor in response to a request under the
"small purchase procedures" method. This procurement method is used for lower-

dollar-value acquisitions (below the simplified acquisition threshold).

Request for Proposal (RFP) - A formal document used to solicit detailed proposals
from qualified vendors for a project or service. The RFP must clearly outline the
scope of work, evaluation criteria, and the weight given to factors like technical
approach, experience, and cost, ensuring the PHA receives the "best value" and

complies with HUD regulations.
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Request for Qualifications (RFQ) — A method for to procure services, often for
architecture, engineering, or development, based on technical qualifications and
experience rather than price. Unlike a Request for Proposal (RFP), which includes
both technical and price factors in the evaluation, an RFQ focuses primarily on a
firm's qualifications, experience, and ability to perform the work successfully, with

price negotiated later.

Resident-Owned Business - a business that is at least 51% owned by public housing
residents and whose management and daily operations are controlled by one or more
of those residents. All ownership securities must be held directly by the public

housing residents, not in trust or by a guardian for a minor.

Responsible Bidder - A bidder who is able to satisfactorily perform the contract and
meets specific criteria, including adequate financial resources, organizational
capacity, necessary equipment, a satisfactory performance history, and who is not
suspended or debarred. The PHA determines responsibility to ensure the lowest-

priced bid is from a qualified and capable contractor.

Responsive Bid - A bid that complies with all the instructions, terms, and conditions
of the solicitation, with no "material deviation". This means the bid meets all the
essential requirements of the Invitation for Bids (IFB), such as adhering to price,
quality, delivery, and technology standards, and acknowledging any amendments to
the solicitation. A bid must be both responsive and responsible to be considered for

an award.

Sanctions - failure to comply with federal procurement rules, as detailed in federal
regulations and guidance. These sanctions are a consequence of noncompliance and

serve to enforce proper and ethical purchasing practices

Sealed Bidding - a competitive process for awarding a firm fixed-price contract to
the responsible bidder who submits the lowest price. This method is preferred for
construction, supply, and non-complex service contracts that exceed the small
purchase threshold. The process involves issuing a formal Invitation for Bids (IFB),
publicly opening all sealed bids at the same time, and awarding the contract without

any discussion or negotiation after the bids are opened.
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Section 3 Business - A business concern that is at least 51% owned by low-income
persons or public housing residents, or a business that hires Section 3 workers, which
are low-income individuals, or public housing or Section 8-assisted housing
residents. o qualify, a business must meet one of the following criteria, as
documented within a recent six-month period: At least 51% owned and controlled by
low-income or public housing residents; At least 75% of the business's labor hours
were performed by Section 3 workers over the previous three months. (For certain
programs) 30% or more of the company's full-time employees are Section 3 residents

or were within three years of hiring.

Show Cause Letter - A formal document sent by the Contracting Officer to a
contractor who has defaulted on a contract. The letter notifies the contractor that the
PHA is considering terminating the contract and orders the contractor to "show

cause," or provide a justification, as to why the contract should not be terminated.

Simplified Acquisition Threshold — The standard federal threshold, which allows
Public Housing Authorities (PHAS) to use streamlined small purchase procedures for
purchases at or below this amount. This threshold is periodically adjusted for

inflation, and PHAs must not break up purchases to stay below it.

Small Business - A small business established by the U.S. Small Business

Administration (SBA).

Small Purchase - Purchases that are less than a specified dollar threshold, which is
$250,000 for the simplified acquisition threshold as per federal guidelines. This
threshold is a maximum amount. A PHA’s local procurement policy can set a lower
limit. Small purchases require obtaining and documenting a reasonable number of
quotes (typically at least three) from qualified sources to ensure competition and best

value.

Sole Source — When only one supplier can provide a necessary commodity,
technology, or service. This is a non-competitive method used when competitive
bidding is not feasible, and it requires thorough justification, market research, and

approval from the PHA. Examples include proprietary software or situations where
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there is no compatible alternative, and utilities are also a common sole source because

they are often provided by a single government agency.

Solicitation - A general term for the PHAs request for offers from potential vendors
or contractors. It is the process used to achieve open and free competition when

acquiring goods, services, or construction with federal funds.

Source List - as a database or registry of prospective vendors, contractors, and
suppliers. This list must be developed through an open and public process to ensure
free and open competition, and it is used to solicit bids or proposals for goods and

services.

Specifications - A detailed description of the required goods, services, or
construction work that clearly communicates to vendors what the PHA needs. These
specifications are crucial for ensuring vendors can accurately understand and price
their offers, leading to a fair and competitive bidding process and ultimately helping
the PHA get the best value for its money. The specifications must include
requirements, deliverables, and expectations, and can be in the form of performance,

design, or brand name or equal specifications.

Statement of Work (SOW) - a clear, detailed document that specifies all non-
specification requirements for a contractor's effort, including the scope of work,
deliverables, timelines, and standards. It serves as a comprehensive guide for vendors
to understand what the PHA needs and to provide an accurate price. The SOW is a
crucial part of a contract that establishes the baseline for performance, progress
measurement, and contract administration, ensuring the PHA receives the best value
and that the procurement complies with federal regulations and PHA policies.

Commonly used in service contracts.

Termination for Cause - The unilateral termination of a contract when the
contractor fails to perform, fails to make progress that endangers performance, or

commits a default as outlined in the contract.

Termination for Convenience - The unilateral termination of a contract by the PHA

when a product or service is no longer needed or when ending the contract is in the
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PHA's best interest. This differs from a termination for cause, which is based on a

contractor's failure to perform.

Termination for Default - Ending a contract, either in whole or in part, because a
contractor has failed to fulfill their contractual obligations. The PHA must issue a

written notice of termination that specifies the nature of the failure.

Women Business Enterprise (WBE) - A business that is at least 51% owned,
controlled, and operated by one or more U.S. citizen women. PHAs are required to
take affirmative steps to ensure that WBEs and other disadvantaged firms are used

whenever possible for HUD-funded contracts.
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