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SECTION 1 – GENERAL INFORMATION & REQUIREMENTS 
1.1 General Information.  The University of Houston System (“Owner”) is soliciting statements of qualifications (“Qualifications”) for the selection of firms that XXXXXXXXXX (the “Services”) for XXXXXXXXXX (the “Projects”).  Any firm that wishes to be considered for the award of a Contract (defined in Section 2.1) for the Projects (each, a “Respondent”) must submit its Qualifications for such award in compliance with the requirements contained in this Request for Qualifications (this “RFQ”).  Projects, if any, will vary in timing, complexity, extent of Services and dollar-value, and generally will be located at the 4800 Calhoun Blvd. campus.  Each Project will have a separate budget, schedule, and project manager.
1.2 Selection Schedule Summary.
RFQ Posting…………………………………………………………………………Date
Questions Deadline ………………………………………….....................................Date
Submittal Deadline…………………………………………………………………..Date
Evaluation of Qualifications ………………………………………………………...Date
Notification of Finalists………………………………………………………….......Date
Contract Negotiations Commence …………………………………………………..Date
Contracts Signed……………………………………………………………………..Date
Owner reserves the right to modify the above dates as necessary to accommodate other business of Owner and or the schedules of members of the Selection Committee (defined in Section 4.2).
SECTION 2 -- SCOPE OF SERVICES

2.1 Contract.  
The Services support Owner’s capital improvement program (including buildings and parking/roadway improvements) and generally include design, selection and construction documentation of all plantings, irrigation site furniture, drainage, irrigation, and hardscape components at designated sites.
Owner will contract for the Services (a “Contract”), if at all, by executing a Continuing Services Agreement form, which “Contract Form” is published online at http://www.uh.edu/legal-affairs/contract-administration/contract-documents/index.php, and which will include and incorporate “Exhibit A,” the Exhibit to this RFQ, with each selected Respondent.  Any capitalized term used but not defined in this RFQ has the meaning ascribed to it in the Contract Form.  BY SUBMITTING ITS QUALIFICATIONS, RESPONDENT IS EXPRESSLY CONSENTING TO THE TERMS, CONDITIONS AND PROVISIONS OF THE CONTRACT FORM AND EXHIBIT A. 

The initial term of each Contract will be three (3) years, subject to Owner’s right to terminate under the Contract.  Owner may extend any or all of the Contracts for up to two (2) renewal terms of one (1) year each.  
2.2 Compliance Standards.  Services shall be provided in accordance with the University of Houston XXXXX
SECTION 3 – GENERAL INFORMATION AND REQUIREMENTS
3.1 Clarifications and Interpretations.  Any questions or requests for clarification or interpretation shall be submitted to the Point of Contact by email on or before the Questions Deadline identified in Section 1.2.  All questions and requests for clarification or interpretation will be answered as addenda to this RFQ in one posting on the Electronic State Business Daily (“ESBD”) website (http://esbd.cpa.state.tx.us).  Owner will post any other clarification to or interpretation of this RFQ that materially affects or changes its requirements as an addendum on the ESBD website.  It is Respondents’ responsibility to obtain this information in a timely manner.  All such addenda issued by Owner before the Submittal Deadline are, and must be treated as, part of this RFQ, and each Qualifications must specifically acknowledge receipt of this RFQ and each addendum.  

3.2 Communication Restrictions.  From the date this RFQ is posted until a Respondent is selected and a Contract for the Project is executed on the Contract Form, Respondents may communicate only with the Point of Contact and not with any employee, officer, Regent, agent, representative or contractor of Owner regarding this RFQ or matters related to it; and as permitted in Section 4.4.

3.3 No Reimbursement or Re-Delivery.  Qualifications and any other information submitted by Respondents become the property of Owner and will not be returned.  By submitting its Qualifications, each Respondent acknowledges and agrees that any costs incurred by Respondent in connection with this RFQ (including submission of its Qualifications) is at Respondent’s sole risk, responsibility and expense. 

3.4 No Confidentiality.  All information, documentation and other materials requested by Owner and/or submitted or otherwise disclosed by a Respondent (including, but not limited to, the Qualifications, the “Public Information”) are and will be deemed non-confidential and/or non-proprietary and therefore subject to public disclosure under the Texas Public Information Act (Texas Government Code, Chapter 552.001, et seq.) once a Contract is awarded.  Owner strictly adheres to applicable laws, including but not limited to statutes, court decisions, and opinions of the Texas Attorney General with respect to disclosure of information and compliance with the requirements of the Texas Public Information Act.  by submitting its qualifications, a respondent specifically and expressly releases owner from liability resulting, and waives any and all claims on behalf of respondent and any person(s) claiming by, through or under respondent, from owner’s disclosure of the public information.
3.5 Owner’s Reservation of Rights.  Owner reserves the right to reject any or all Qualifications at any point during this selection process, and to postpone or abandon – temporarily or permanently – the Projects at any time.  Further, Owner reserves the right to re-post an RFQ for the Projects if Owner determines such action to further and/or protect its interests.  In addition to the requirements herein, Owner reserves the option to conduct additional selection steps to further establish a Respondent’s qualifications.  Additional steps may include, but are not limited to, scheduled visits to the Respondent’s offices or to representative projects, and written requests for supplemental information.  
3.6 Historically Underutilized Business Participation.  In accordance with the State of Texas policy of encouraging the use of Historically Underutilized Businesses (“HUBs”) in state procurement, the University shall make a good faith effort to utilize HUBs in contracts for construction, goods and services.  Owner strives to achieve HUB program goals by contracting directly with HUBs or indirectly through HUB subcontracting opportunities.  If the Owner determines that subcontracting is probable under the contract, a HUB Subcontracting Plan (“HSP”) must be completed by the Respondent and submitted with the Proposal in accordance with Texas Administrative Code, Title 34, Part 1, Chapter 20, Subchapter B.  The HSP, if required by this solicitation, will become a provision of any contract that results from this solicitation and the Respondent will utilize the subcontractors indicated in the HSP, unless a revision to the HSP is approved by the University.  The Respondent will also provide monthly Progress Assessment Reports to the University during the life of the contract to verify compliance with the HSP in the manner indicated by the University.  

3.7 Insurance Requirements.


3.7.1 Required Coverage.  For the duration of the agreement, for any renewal terms, and for purposes of indemnification obligations that are specified to survive termination or expiration of the agreement, Contractor shall obtain, at its sole expense and at no cost to the University, the following coverages and shall maintain such coverage in full force and effect:
3.7.1.1 Commercial General Liability Insurance including operations, contractual liability, and products liability in the combined single limit of not less than one million dollars ($1,000,000) per occurrence and two million dollars ($2,000,000) in the aggregate;
3.7.1.2 Professional Liability or Errors & Omission Insurance (For Professional Services only) of not less than five million dollars ($5,000,000) per occurrence for professional services i.e., Physician, Lawyer, Architect, Engineer, other “Professional” or a Consultant representing his own firm;
3.7.1.3 If, during the Term, Contractor will enter University property, Contractor shall also maintain the following insurance:

a. Workers' Compensation and Employers Liability Insurance covering all individuals who provide Services pursuant to the agreement at the request of the Contractor, at the statutory limits in effect as of the Effective Date of the Contract and as modified from time to time by the regulatory body or insurance carrier charged with administering Workers' Compensation for the State of Texas. Employer's Liability in amounts of not less than one million dollars ($1,000,000) per accident, one million dollars ($1,000,000) for disease (policy limit), and one million ($1,000,000) for disease (per person).

b. Commercial Automobile Liability Insurance in the combined single limit of not less than one million dollars ($1,000,000) or in the event Contractor does not own automobiles, Contractor agrees to maintain coverage for Hired & Non-Owned Auto Liability, which may be satisfied by way of endorsement to the Commercial General Liability Policy or a separate Commercial Auto Liability Policy;

3.7.1.4 University may require additional insurance coverages and/or limits depending on the nature and scope of the contract.

3.7.1.5 Providing and maintaining insurance coverage is a material term of this solicitation. Contractor shall provide Certificates of Insurance evidencing the Insurance Requirements no later than ten (10) days prior to the start of work and replacement or renewal certificates no less than thirty (30) days prior to the expiration of any such insurance. Insurance coverages must be written by companies authorized and admitted to do business in the State of Texas and rated A-, VII or better by A.M. Best Company. Contractor shall provide the University a full and complete copy of any insurance policy promptly upon request by the University, and without charge to the University.
3.7.2 Insurance Endorsements.  The University shall be listed as an Additional Insured on the Commercial Liability and Automobile Liability policies.  A waiver of subrogation must be granted in favor of the University for all policies.  Contractor’s insurance coverage must be primary and non-contributory for all policies. A 30 day notice of cancellation or material changes must be provided to the University for all policies.
3.7.3 No Boycott of Israel. Respondent certifies and verifies that it: (i) does not boycott Israel and (ii) will not boycott Israel during the term of any agreements resulting from this proposal.
3.7.4 Effect of Indemnification Obligations.  No provision, term, or condition in the Contract regarding indemnification obligations shall be construed to limit the application of insurance procured by the Respondent in accordance with requirements set forth in the Contract.

SECTION 4 SPECIFIC REQUIREMENTS FOR SUBMISSION OF QUALIFICATIONS
4.1 Failure to Comply with Requirements.  If Respondent fails to comply with any of the requirements in this RFQ, Respondent’s Qualifications will be considered non-responsive and will be rejected.  Below are the specific requirements of the RFQ.
4.2 Submission of Qualifications.  Qualifications are due at or before 3:00 PM on the Submittal Deadline identified in Section 1.2.  Qualifications received after 3:00 PM on the Submittal Deadline will not be accepted.  Qualifications must be delivered to Owner’s Point of Contact: 

Attn: XXXXXXX
Purchasing Department

5000 Gulf Freeway

Bldg. 1, Room XXXX
Houston, TX 77023

Email: XXXXXX
Owner recommends the use of a reliable courier rather than the United States Postal Service (USPS) for delivery of the Qualifications.  Owner will not acknowledge or accept Qualifications delivered by USPS that require special handling, such as certified mail, return receipt requested, etc.  Owner will not acknowledge or accept Qualifications delivered by telephone, facsimile (fax), or e-mail.
4.2.1 Qualifications must have a cover letter with complete contact information for Respondent’s principal, including direct email, phone and fax. 
4.2.2 Each submission of Qualifications must be provided in hard and electronic versions as follows:
4.2.2.1 Two (2) original, signed spiral-bound counterparts of the Qualifications no longer than 30 pages each, exclusive of the cover, table of contents, divider sheets or tabs, and HUB Subcontracting Plan (defined in Section 3.6). and 
4.2.2.2 One (1) flash drive or CD of the Qualifications in searchable PDF format no larger than 15 MB. 

4.3 Execution of Offer.
Each submission of Qualifications must include the completed, fully executed and acknowledged Execution of Offer in form and substance identical to the form attached hereto as Exhibit B.
4.4 Historically Underutilized Business Plan.  Based on an analysis performed by the University’s Purchasing Department, subcontracting was determined to be (not to be) probable for this contract.  Therefore, a Historically Underutilized Business Plan will (will not) be required to be submitted with the Qualifications.  Exhibit C contains the HSP form and instructions.  If you have any questions about completing the HSP, if required, please contact Maya Thornton, HUB Director via email at mpthornton@uh.edu.

4.5 Additional Requirements.  Additional requirements of this RFQ, if any, are specified below:

4.5.1 Additional requirement 1.

4.5.2 Additional requirement 2.
SECTION 5 – QUALIFICATIONS

5.1 General Firm Information.  Each Qualifications should provide the following information in the order below.

5.1.1 Introduction and general information of Respondent:
5.1.1.1 Firm data and general qualifications;
5.1.1.2 Legal name and address(es); and
5.1.1.3 Firm profile, i.e.;

· Age

· Type of legal entity (e.g., partnership, professional, corporation, etc.)

· Firm history

· Firm size (professionals by discipline) currently and one year ago
· Current certificate of incumbency
· Any kinship or other relationship between Respondent, including its principals, officers and employees (including their relatives and business associates) and any Owner employee, officer, or Regent

5.2 Evaluation of Qualifications.  By submitting its Qualifications, Respondent accepts the evaluation process and acknowledges and accepts that determination of the “most qualified” firm(s) may require subjective judgments by Owner.

5.2.1 Owner will appoint representatives from the University of Houston campus (the “Selection Committee”) to review and evaluate all complete and compliant Qualifications. While the exact composition of the Selection Committee is not a matter of public information for the purpose of this RFQ, the Chair of the Selection Committee is the Point of Contact.
5.2.2 The Selection Committee will determine a short list (when applicable) of best qualified Respondents, in accordance with the criteria set forth in this RFQ.  All Respondents will be notified of the short list.  
5.2.3 If the Selection Committee elects to conduct interviews of the short-listed Respondents, the Selection Committee will notify them of the date, time and location of these interviews.

Qualifications will be ranked as follows: 

	Selection and Rating Criteria
	Value

	CRITERION ONE: Relevant Team and Individual Experience, Capabilities, and Certifications
	  55%

	CRITERION TWO: Methodology and Best Practices
	  30%

	CRITERION  THREE: Financial Stability   
	  5%

	CRITERION FOUR:  Quality and Responsiveness of Qualifications Package 
	  10%

	Total of Weighted Value
	100%


5.3 Criterion One: Relevant Team and Individual Experience, Capabilities, and Certifications. 

5.3.1 Identify or provide (as appropriate):

5.3.1.1 Single point of contact for the team and other key firm personnel to be assigned to the Projects (collectively, the “Respondent’s Project Team”). Include the telephone number, mailing address and email address of the point of contact.
5.3.1.2 Organizational chart illustrating reporting lines and names and titles for members of the Respondent’s Project Team.
5.3.1.3 Resumes for each individual on the Respondent’s Project Team and definition of that person’s role in providing the Services.  
5.3.1.4 A list of no more than five (5) projects (“Representative Projects“) which Respondent considers most similar to the Projects, including no fewer than three (3) projects completed for institutions of higher education.  List only projects in which you rendered the same type of services as the Services described in the RFQ.  Relevant experience and capabilities will be judged through a review of Representative Projects and evaluated on the basis of the experience of the Respondent as well as the experience of members of Respondent’s Projects Team involved firsthand in providing primary services to the Representative Projects, regardless of the individuals’ employment at the time of the experience described or identified in the Qualifications.  

5.3.2 For each of the Representative Projects, list the following:

· Size (acreage or square feet) of the site undergoing services

· Owner type (institution of higher education, planned community, parks board, etc.)

· Approximate cost

· Sustainable features (smart irrigation, pervious hard surfaces, xeriscape design)
5.3.3 Certifications.  Provide a list of pertinent and current licenses and certifications held by members of the Respondent’s Project Team.  

· Project References.  Provide references for each of the Representative Projects.  The references shall be from the Representative Projects’ Owner and from the Architectural Project Manager or Civil Engineer for architectural or engineering projects and shall include the references’ names, email addresses and telephone numbers.
5.4 Criterion Two: Methodology and Best Practices.
5.4.1 Describe Respondent’s proposed approach to managing the Projects expertly and efficiently.  Be specific with regard to scheduling, internal and external communications, and quality control.

5.4.2 Describe procedures for implementing XXXXX “best practices” in the following instances:

· Fostering teamwork and cooperation among project participants

· Designing and installing XXXXXX
· Managing XXXXXXX
· Incorporating native and adapted plants in the landscape

· Designing for XXXXXX
· Accurately estimating project costs

· Achieving outstanding project value at reasonable cost

5.5 Criterion Three: Financial Stability.
Financial stability will be evaluated based on Respondent’s consistent revenue stream, on pending acquisitions, loan defaults and litigation.

5.5.1 Covenant that, if requested by Owner, Respondent will submit to Owner an audited copy, certified by the Respondent’s chief executive officer, of Respondent’s financial statements for each of the past three (3) years.
5.5.2 Provide Respondent’s annual revenue totals for the past five (5) years.
5.5.3 Provide a copy of Respondent’s financial rating and any documentation (e.g., a Dun and Bradstreet analysis) reflecting Respondent’s current financial stability.
5.5.4 If Respondent is currently for sale or otherwise involved in any transaction to expand or to be acquired by another business entity, explain the impact the proposed transaction is expected to have on Respondent’s organization and operation and on the staffing of the Projects.
5.5.5 If Respondent is currently in default, or has received a notice of default, or will be (due to the passage of time) in default on any loan or financing agreement, specify relevant dates, circumstances, and prospects for resolution.

5.6 Criterion Four: Quality and Responsiveness of Qualifications Package.
Qualifications shall be evaluated on the thoroughness of response, the tailoring of the submittal to Projects and Owner’s needs and issues, and the overall quality of writing, organization, and editing.

EXHIBIT A: SCOPE OF SERVICES
EXHIBIT B:  EXECUTION OF OFFER


[image: image2.emf]Execution of Offer


EXHIBIT C: HISTORICALLY UNDERUTILIZED BUSINESS (HUB) SUBCONTRACTING PLAN
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HUB Subcontracting Plan (HSP)
QUICK CHECKLIST


While this HSP Quick Checklist is being provided to merely assist you in readily identifying the sections of the HSP form that you will need to 
complete, it is very important that you adhere to the instructions in the HSP form and instructions provided by the contracting agency. 


If you will be awarding all of the subcontracting work you have to offer under the contract to only Texas certified HUB vendors, complete:  


Section 1 - Respondent and Requisition Information  
Section 2 a. - 


 
Yes, I


 
 will be subcontracting portions 


 
of the contract 


 


Section 2 b. - List all the portions of work
 
you will subcontract,


 
and indicate the percentage of the contract you expect to award to Texas certified HUB vendors 


Section 2
 
 c.
 
 - Yes 


Section 
 
4 - Affirmation 


GFE Method A (Attachment A) - Complete an Attachment A for each of
 
 the subcontracting opportunities you listed in Section 2 b. 


If you will be subcontracting any portion of the contract to Texas certified HUB vendors and Non-HUB vendors, and the aggregate 
percentage of all the subcontracting work you will be awarding to the Texas certified HUB vendors with which you have a continuous 
contract* in place for five (5) years or less meets or exceeds the HUB Goal the contracting agency identified in the “Agency Special 
Instructions/Additional Requirements”, complete: 


Section 1 - Respondent and Requisition Information 
Section 2 a. - Yes, I will be subcontracting portions of the contract 
Section 2 b. - List all the portions of work you will subcontract, and indicate the percentage of the contract you expect to award to Texas certified HUB 
vendors and Non-HUB venders
Section 2 c. - No  
Section 2 d. - Yes
	
Section 4 - Affirmation
	
GFE Method A (Attachment A) - Complete an Attachment A for each of the subcontracting opportunities you listed in Section 2 b.
If you will be subcontracting any portion of the contract to Texas certified HUB vendors and Non-HUB vendors or only to Non-HUB 
vendors, and the aggregate percentage of all the subcontracting work you will be awarding to the Texas certified HUB vendors with 
which you have a continuous contract* in place for five (5) years or less does not meet or exceed the HUB Goal the contracting 
agency identified in the “Agency Special Instructions/Additional Requirements”, complete: 


Section 1  -  Respondent and Requisition  Information 
Section 2 a. - Yes,  I will be subcontracting portions of the contract 
Section 2 b. - 


 
List all the portions of work 


 
you 


 
will subcontract, and indicated the 


 
percentage 


 
of the 


 
contract you


 
 expect to


 
 award


 
 to
 
 Texas certified HUB


 
 vendors 


and Non-HUB  vend  ors
Section 2 c. - No 
Section 2 d. -  No
Section 4 - Affirmation
GFE Method B (Attachment B) - Complete an Attachment B for each of the subcontracting opportunities  you listed  in Section 2 b.
If you will not be subcontracting any portion of the contract and will be fulfilling the entire contract with your own resources, complete: 


  
Section 1


 
-
 
Respondent and Requisition


 
 Information 


Section 2 a. - No, I will not be subcontracting any portion of 
 
the contract, and I will be fulfilling the entire contract with my own resources 


Section 3 - Self Performing Justification 
Section 4 - Affirmation


*Continuous Contract: Any existing written agreement (including any renewals that are exercised) between a prime contractor and a HUB vendor,
where the HUB vendor provides the prime contractor with goods or service under the same contract for a specified period of time. The frequency
the HUB vendor is utilized or paid during the term of the contract is not relevant to whether the contract is considered continuous. Two or more
contracts that run concurrently or overlap one another for different periods of time are considered by CPA to be individual contracts rather than
renewals or extensions to the original contract. In such situations the prime contractor and HUB vendor are entering (have entered) into “new” 
contracts.
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HUB Subcontracting Plan (HSP) 
In accordance with  Texas  Gov’t Code §2161.252, the contracting agency  has  determined that subcontracting opportunities  are probable under this  contract.   
Therefore,  all respondents, including State of Texas  certified Historically  Underutilized  Businesses  (HUBs)  must complete and submit this  State of Texas  HUB 
Subcontracting Plan (HSP) with their response to the bid requisition (solicitation). 


NOTE: Responses that do not include a completed HSP shall be rejected pursuant to Texas Gov’t Code §2161.252(b). 


The HUB Program  promotes  equal  business  opportunities  for  economically  disadvantaged persons  to  contract with  the State  of Texas  in  accordance  with  the goals 
specified in the 2009 State of Texas Disparity Study.  The statewide HUB goals defined in 34 Texas Administrative Code (TAC) §20.13 are: 


• 11.2 percent for heavy construction other than building  contracts,


• 21.1 percent for all building construction, including general contractors and operative builders’ contracts,


• 32.9 percent for all special trade construction contracts,


• 23.7 percent for professional services contracts,


• 26.0 percent for all other services contracts,  and


• 21.1 percent for commodities contracts.


- - Agency Special Instructions/Additional Requirements - ­


In accordance with 34  TAC  §20.14(d)(1)(D)(iii), a  respondent (prime  contractor)  may  demonstrate  good faith effort to  utilize Texas certified  HUBs for its  
subcontracting opportunities  if the  total  value of  the respondent’s  subcontracts  with  Texas  certified  HUBs  meets  or exceeds  the  statewide HUB goal or the  agency  
specific  HUB goal,  whichever is  higher. When a respondent uses  this  method  to demonstrate good faith effort, the respondent must identify the HUBs with which it  
will subcontract. If  using existing  contracts  with Texas  certified HUBs  to satisfy  this  requirement, only  contracts  that have been in place for five  years  or less  shall  
qualify  for  meeting the HUB goal. This  limitation is  designed to  encourage vendor rotation  as  recommended  by  the 2009 Texas  Disparity  Study. 


a. Respondent (Company) Name:


Point of Contact:


E-mail Address:


b. Is your company a State of Texas certified HUB?


c. Requisition #:


State of Texas VID #:


Phone #:


Fax #: 


Bid Open Date:


SECTION-1: RESPONDENT AND REQUISITION INFORM 


(mm/dd/yyyy) 


- Yes - No 


1 







 
 


 


  


 


            - No, I will not be subcontracting any portion of the contract, and I will be fulfilling the entire contract with my own resources. (If No, continue to SECTION 3 
 - Yes  , I wi      ll be subcontracting portions of the contract. (If Yes, complete Item b, of this SECTION and continue to Item c of this SECTION.) 


-  and SECTION 4.) 


    
   
- Yes (If Yes, continue to SECTION 4 and complete an “HSP Good Faith Effort - Method A (Attachment A)” for each of the subcontracting opportunities you listed.) 
- No (If No, continue to Item d, of this SECTION.) 


       
      - Yes (If Yes, continue to SECTION 4 and complete an “HSP Good Faith Effort - Method A (Attachment A)” for each of the subcontracting opportunities you listed.) 


- No (If No, continue to SECTION 4 and complete an “HSP Good Faith Effort - Method B (Attachment B)” for each of the subcontracting opportunities you listed.) 


 


 
 


      


              
          


            
 


   
    


 


 Non-HUBs  HUBs 


 
 


  
  


 
 


  
 


 


        


 %


 %


 %


 %


 %


 


 


 


 


 


 


 


 


 


 % 


%


%


%


%


%


%


%
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Enter your company’s name here: Requisition #: 


       SECTION-2: SUBCONTRACTING INTENTIONS RESPONDENT 


After dividing the contract work into reasonable lots or portions to the extent consistent with prudent industry practices, and taking into consideration the scope of 
work to be performed under the proposed contract, including all potential subcontracting opportunities, the respondent must determine what portions of work, 
including goods and services, will be subcontracted. Note: In accordance with 34 TAC §20.11., an “Subcontractor” means a person who contracts with a prime 
contractor to work, to supply commodities, or to contribute toward completing work for a governmental entity. 
a. Check the appropriate box (Yes or No) that identifies your subcontracting intentions:


b. List all the portions of work (subcontracting opportunities) you will subcontract. Also, based on the total value of the contract, identify the percentages of the contract
you expect to award to Texas certified HUBs, and the percentage of the contract you expect to award to vendors that are not a Texas certified HUB (i.e., Non-HUB). 


Item # Subcontracting Opportunity Description 
Percentage of the contract 


expected to be subcontracted 
to HUBs with which you have 


a continuous contract* in 
place for five (5) years or less. 


Percentage of the contract 
expected to be subcontracted to 


HUBs with which you have a 
continuous contract* in place 
for more than five (5) years. 


Percentage of the contract 
expected to be subcontracted 


to non-HUBs. 


1 %


2


3


4


5


6  %


7


8


9


10


11  %


12


13


14


15


Aggregate percentages of the contract expected to be subcontracted: 


(Note: If you have more than fifteen subcontracting opportunities, a continuation sheet is available online at http://window.state.tx.us/procurement/prog/hub/hub-
subcontracting-plan/). 


c. Check the appropriate box (Yes or No) that indicates whether you will be using only Texas certified HUBs to perform all of the subcontracting opportunities you
listed in SECTION 2, Item b.


d. Check the appropriate box (Yes or No) that indicates whether the aggregate expected percentage of the contract you will subcontract with Texas certified
HUBs with which you have a continuous contract* in place with for five (5) years or less meets or exceeds the HUB goal the contracting agency 
identified on page 1 in the “Agency Special Instructions/Additional Requirements”. 


*Continuous Contract: Any existing written agreement (including any renewals that are exercised) between a prime contractor and a HUB vendor,
where the HUB vendor provides the prime contractor with goods or service under the same contract for a specified period of time. The frequency
the HUB vendor is utilized or paid during the term of the contract is not relevant to whether the contract is considered continuous. Two or more
contracts that run concurrently or overlap one another for different periods of time are considered by CPA to be individual contracts rather than
renewals or extensions to the original contract. In such situations the prime contractor and HUB vendor are entering (have entered) into “new”
contracts.


2



http://window.state.tx.us/procurement/prog/hub/hub-subcontracting-plan/

http://window.state.tx.us/procurement/prog/hub/hub-subcontracting-plan/

http://window.state.tx.us/procurement/prog/hub/hub-subcontracting-plan/
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Enter your company’s name here: Requisition #: 


  SECTION-2: SUBCONTRACTING INTENTIONS RESPONDENT (CONTINUATION SHEET)   


a.	 This page can be used as a continuation sheet to the HSP Form’s page 2, Section 2, Item b. Continue listing the portions of work (subcontracting
opportunities) you will subcontract. Also, based on the total value of the contract, identify the percentages of the contract you expect to award to Texas certified 
HUBs, and the percentage of the contract you expect to award to vendors that are not a Texas certified HUB (i.e., Non-HUB). 


Item # Subcontracting Opportunity Description 


HUBs Non-HUBs 


Percentage of the contract 
expected to be subcontracted to 


HUBs with which you have a 
continuous contract* in place 


for five (5) years or less. 


Percentage of the contract 
expected to be subcontracted 


to HUBs with which you have a 
continuous contract* in place 
for more than five (5) years. 


Percentage of the contract 
expected to be subcontracted 


to non-HUBs. 


16  %  %  %


 %  %  %


 %  %  %


 %  %  %


 %  %  %


 %  %  %


 %  %  %


 %  %  %


 %  %  %


 %  %  %


 %  %  %


 %  %  %


 %  %  %


 %  %  %


 %  %  %


 %  %  %


 %  %  %


 %  %  %


 %  %  %


 %  %  %


 %  %  %


 %  %  %


 %  %  %


 %  %  %


 %  %  %


 %  %  %


 %  %  %


 %  %  %


% % % 


17


18


19


20


21


22


23


24


25


26


27


28


29


30


31


32


33


34


35


36


37


38


39


40


41


42


43


Aggregate percentages of the contract expected to be subcontracted: 


*Continuous Contract: Any existing written agreement (including any renewals that are exercised) between a prime contractor and a HUB vendor,
where the HUB vendor provides the prime contractor with goods or service under the same contract for a specified period of time. The frequency
the HUB vendor is utilized or paid during the term of the contract is not relevant to whether the contract is considered continuous. Two or more
contracts that run concurrently or overlap one another for different periods of time are considered by CPA to be individual contracts rather than
renewals or extensions to the original contract. In such situations the prime contractor and HUB vendor are entering (have entered) into “new” 
contracts.


HSP – SECTION 2 
(Continuation Sheet) 
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Enter your company’s name here: Requisition #: 


SECTION-3: SELF PERFORMING JUSTIFICATION (If you responded “No “to SECTION 2, Item a, you must complete this SECTION and continue to SECTION 4) 


Check the appropriate box (Yes or No) that indicates whether your response/proposal contains an explanation demonstrating how your company will fulfill the entire 
contract with its own resources. 


Yes (If Yes, in the space provided below list the specific page(s)/section(s) of your proposal which explains how your company will perform the 
entire contract with its own equipment, supplies, materials and/or employees.) 

No (If No, in the space provided below explain how your company will perform the entire contract with its own equipment, supplies, materials and/
	
or employees.) 



SECTION-4: AFFIRMATION 


As evidenced by my signature below, I affirm that I am an authorized representative of the respondent listed in SECTION 1, and that the information and supporting 
documentation submitted with the HSP is true and correct. Respondent understands and agrees that, if awarded any portion of the requisition: 


•	 The respondent will provide notice as soon as practical to all the subcontractors (HUBs and Non-HUBs) of their selection as a subcontractor for the awarded
contract. The notice must specify at a minimum the contracting agency’s name and its point of contact for the contract, the contract award number, the 
subcontracting opportunity they (the subcontractor) will perform, the approximate dollar value of the subcontracting opportunity and the expected percentage of 
the total contract that the subcontracting opportunity represents. A copy of the notice required by this section must also be provided to the contracting agency’s 
point of contact for the contract no later than ten (10) working days after the contract is awarded. 


•	 The respondent must submit monthly compliance reports (Prime Contractor Progress Assessment Report – PAR) to the contracting agency, verifying its
compliance with the HSP, including the use of and expenditures made to its subcontractors (HUBs and Non-HUBs). (The PAR is available at 
http://www.window.state.tx.us/procurement/prog/hub/hub-forms/progressassessmentrpt.xls). 


•	 The respondent must seek approval from the contracting agency prior to making any modifications to its HSP, including the hiring of additional or different
subcontractors and the termination of a subcontractor the respondent identified in its HSP. If the HSP is modified without the contracting agency’s prior 
approval, respondent may be subject to any and all enforcement remedies available under the contract or otherwise available by law, up to and including 
debarment from all state contracting. 


•	 The respondent must, upon request, allow the contracting agency to perform on-site reviews of the company’s headquarters and/or work-site where services
are being performed and must provide documentation regarding staffing and other resources. 


Printed Name Title Date 
(mm/dd/yyyy) 


 


Signature							


Reminder: 
If you responded “Yes” to SECTION 2, Items c or d, you must complete an “HSP Good Faith Effort - Method A (Attachment A)” for each of the 
subcontracting opportunities you listed in SECTION 2, Item b. 


If you responded “No” SECTION 2, Items c and d, you must complete an “HSP Good Faith Effort - Method B (Attachment B)” for each of the 
subcontracting opportunities you listed in SECTION 2, Item b. 
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HSP Good Faith Effort - Method A (Attachment A) 
Enter your company’s name here:        Requisition #:  


IMPORTANT: If you responded “Yes” to SECTION 2, Items c or d of the completed HSP form, you must submit a completed “HSP Good Faith Effort - Method A 
(Attachment A)” for each of the subcontracting opportunities you listed in SECTION 2, Item b of the completed HSP form. You may photo-copy this page or 
download the form at http://window.state.tx.us/procurement/prog/hub/hub-forms/hub-sbcont-plan-gfe-achm-a.pdf


SECTION A-1: SUBCONTRACTING OPPORTUNITY 


Enter the item number and description of the subcontracting opportunity you listed in SECTION 2, Item b, of the completed HSP form for which you are completing 
the attachment. 
Item Number:     Description:    


SECTION A-2: SUBCONTRACTOR SELECTION 


List the subcontractor(s) you selected to perform the subcontracting opportunity you listed above in SECTION A-1. Also identify whether they are a Texas certified 
HUB and their VID number, the approximate dollar value of the work to be subcontracted, the expected percentage of work to be subcontracted, and indicate whether 
the company is a Texas certified HUB.


Company Name Texas certified HUB 
VID Number 


(Required if Texas 
certified HUB) 


Approximate 
Dollar Amount 


Expected 
Percentage of 


Contract 


- Yes - No $ 


$ 


$ 


$ 


$ 


$ 


$ 


% 


% 


% 


% 


% 


% 


% 


% 


% 


% 


% 


% 


% 


% 


% 


% 


% 


% 


% 


% 


% 


% 


% 


- Yes - No 


- Yes - No 


- Yes - No 


- Yes - No 


- Yes - No 


- Yes - No 


- Yes - No 


- Yes - No 


- Yes - No 


- Yes - No 


- Yes - No 


- Yes - No 


- Yes - No 


- Yes - No 


- Yes - No 


- Yes - No 


- Yes - No 


- Yes - No 


- Yes - No 


- Yes - No 


- Yes - No 


- Yes - No 


$ 


$ 


$ 


$ 


$ 


$ 


$ 


$ 


$ 


$ 


$ 


$ 


$ 


$ 


$ 


$ 


          
           


              
     


           
  


REMINDER: As specified in SECTION 4 of the completed HSP form, if you (respondent) are awarded any portion of the requisition, you are required to
provide notice as soon as practical to all the subcontractors (HUBs and Non-HUBs) of their selection as a subcontractor. The notice must specify at a minimum the 
contracting agency’s name and its point of contact for the contract, the contract award number, the subcontracting opportunity they (the subcontractor) will perform, 
the approximate dollar value of the subcontracting opportunity and the expected percentage of the total contract that the subcontracting opportunity represents. A 
copy of the notice required by this section must also be provided to the contracting agency’s point of contact for the contract no later than ten (10) working days after 
the contract is awarded. 
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HSP Good Faith Effort - Method B (Attachment B) 


IMPORTANT: If you responded “Yes” to SECTION 2, Items c or d of the completed HSP form, you must submit a completed “HSP Good Faith Effort - 
Method B (Attachment B)” for each of the subcontracting opportunities you listed in SECTION 2, Item b of the completed HSP form. You may photo-copy this 
page or download the form at http://window.state.tx.us/procurement/prog/hub/hub-forms/hub-sbcont-plan-gfe-achm-b.pdf. 


SECTION B-1: SUBCONTRACTING OPPORTUNITY 


Enter the item number and description of the subcontracting opportunity you listed in SECTION 2, Item b, of the completed HSP form for which you are completing 
the attachment. 


Item Number: Description: 


SECTION B 2: MENTOR PROTÉGÉ PROGRAM 


If respondent is participating as a Mentor in a State of Texas Mentor Protégé Program, submitting its Protégé (Protégé must be a State of Texas certified HUB) as a 
subcontractor to perform the subcontracting opportunity listed in SECTION B-1, constitutes a good faith effort to subcontract with a Texas certified HUB towards that 
specific portion of work.
Check the appropriate box (Yes or No) that indicates whether you will be subcontracting the portion of work you listed in SECTION B-1 to your Protégé.


 - Yes (If Yes, to continue to SECTION B-4.)


- No / Not Applicable (If No or Not Applicable, continue to SECTION B-3 and SECTION B-4.)


SECTION B 3: NOTIFICATION OF SUBCONTRACTING OPPORTUNITY 


When completing this section you MUST comply with items a , b, c and d, thereby demonstrating your Good Faith Effort of having notified Texas certified HUBs and 
trade organizations or development centers about the subcontracting opportunity you listed in SECTION B-1. Your notice should include the scope of work, 
information regarding the location to review plans and specifications, bonding and insurance requirements, required qualifications, and identify a contact person. 
When sending notice of your subcontracting opportunity, you are encouraged to use the attached HUB Subcontracting Opportunity Notice form, which is also available 
online at  http://www.window.state.tx.us/procurement/prog/hub/hub-subcontracting-plan. 
Retain supporting documentation (i.e., certified letter, fax, e-mail) demonstrating evidence of your good faith effort to notify the Texas certified HUBs and trade 
organizations or development centers. Also, be mindful that a working day is considered a normal business day of a state agency, not including weekends, federal or 
state holidays, or days the agency is declared closed by its executive officer. The initial day the subcontracting opportunity notice is sent/provided to the HUBs and to 
the trade organizations or development centers is considered to be “day zero” and does not count as one of the seven (7) working days.
a. Provide written notification of the subcontracting opportunity you listed in SECTION B-1, to three (3) or more Texas certified HUBs. Unless the contracting


agency specified a different time period, you must allow the HUBs at least seven (7) working days to respond to the notice prior to your submitting your bid 
response to the contracting agency. When searching for Texas certified HUBs, ensure that you use the State of Texas’ Centralized Master Bidders List (CMBL) 
and Historically Underutilized Business (HUB) Search directory located at .  http://mycpa.cpa.state.tx.us/tpasscmblsearch/index.jsp    HUB Status code  “A” signifies 
that the company is a Texas certified HUB.


b. List the three (3) Texas certified HUBs you notified regarding the subcontracting opportunity you listed in SECTION B-1. Include the company’s Vendor ID (VID)
number, the date you sent notice to that company, and indicate whether it was responsive or non-responsive to your subcontracting opportunity notice.


Company Name VID Number Date Notice Sent 
(mm/dd/yyyy) 


Did the HUB Respond? 


c.	 Provide written notification of the subcontracting opportunity you listed in SECTION B-1 to two (2) or more trade organizations or development centers in Texas to
assist in identifying potential HUBs by disseminating the subcontracting opportunity to their members/participants. Unless the contracting agency specified a
different time period, you must provide your subcontracting opportunity notice to trade organizations or development centers at least seven (7) working days prior to
submitting your bid response to the contracting agency. A list of trade organizations and development centers that have expressed an interest in receiving notices
of subcontracting opportunities is available on the Statewide HUB Program’s webpage at  http://www.window.state.tx.us/procurement/prog/hub/mwb-links-1/.  


d.	 List two (2) trade organizations or development centers you notified regarding the subcontracting opportunity you listed in SECTION B-1.Include the date
when you sent notice to it and indicate if it accepted or rejected your notice.


Trade Organizations or Development Centers Date Notice Sent 
(mm/dd/yyyy) 


Was the Notice Accepted? 


Page 1 of 2 
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HSP Good Faith Effort - Method B (Attachment B) Cont. 
Enter your company’s name here: Requisition #: 


SECTIONB-4: SUBCONTRACTOR SELECTION 
Enter the item number and description of the subcontracting opportunity you listed in SECTION 2, Item b, of the completed HSP form for which you are completing 
the attachment. 


a. Enter the item number and description of the subcontracting opportunity for which you are completing this Attachment B continuation page.
Item Number:           Description:


b. List the subcontractor(s) you selected to perform the subcontracting opportunity you listed in SECTION B-1.Also identify whether they are a Texas certified HUB
and their VID number, the approximate dollar value of the work to be subcontracted, the expected percentage of work to be subcontracted, and indicate whether
the company is a Texas certified HUB.


Company Name Texas certified HUB VID Number 
(Required if Texas 


certified HUB) 


Approximate 
Dollar Amount 


Expected 
Percentage of 


Contract 


- Yes - No $ % 


- Yes - No $ % 


- Yes - No $ % 


- Yes - No $ % 


- Yes - No $ % 


- Yes - No $ % 


- Yes - No $ % 


- Yes - No $ %


 - Yes - No $ % 


- Yes - No $ % 


c. If any of the subcontractors you have selected to perform the subcontracting opportunity you listed in SECTION B-1 is not a Texas certified HUB, provide written
justification for your selection process (attach additional page if necessary):


REMINDER: As specified in SECTION 4 of the completed HSP form, if you (respondent) are awarded any portion of the requisition, you are required to provide 
notice as soon as practical to all the subcontractors (HUBs and Non-HUBs) of their selection as a subcontractor. The notice must specify at a minimum the 
contracting agency’s name and its point of contact for the contract, the contract award number, the subcontracting opportunity it (the subcontractor) will perform, the 
approximate dollar value of the subcontracting opportunity and the expected percentage of the total contract that the subcontracting opportunity represents. A copy of 
the notice required by this section must also be provided to the contracting agency’s point of contact for the contract no later than ten (10) working days after the 
contract is awarded. 
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HUB Subcontracting Opportunity Notification Form
In accordance with Texas Gov’t Code, Chapter  2161,  each state  agency that  considers entering into a contract with  an expected value of $100,000 or  more shall, before the 
agency solicits bids, proposals, offers,  or other applicable  expressions of  interest, determine whether subcontracting opportunities are probable under the contract. The state  
agency I have identified below in  Section B has determined that subcontracting opportunities are probable under the requisition to which my company will be responding. 


34 Texas Administrative Code, §20.14 requires all respondents (prime contractors) bidding on the contract to provide notice of  each of their subcontracting opportunities to at  
least three (3) Texas certified HUBs (who work within  the respective industry applicable to the subcontracting opportunity), and allow the HUBs at least seven (7) working days to  
respond to the notice prior to the respondent submitting its bid response to the contracting agency. In addition, at least seven (7) working days prior to submitting its bid response  
to the contracting agency, the respondent must provide notice of each of its subcontracting opportunities to two (2) or more trade organizations or development centers (in Texas)  
that serves members of groups (i.e., Asian Pacific American, Black American, Hispanic American, Native American, Woman,  Service  Disabled Veteran) identified in Texas  
Administrative Code,  §20.11(19)(C). 


We respectfully  request that vendors  interested in bidding  on the  subcontracting opportunity scope of work identified in  Section  C, Item 2, reply no later than the date and time  
identified in  Section  C, Item 1. Submit  your response to the point-of-contact referenced in  Section A. 


SECTION: A PRIME CONTRACTOR’S INFORMATION


Company Name:


. 
Central Time Date (mm/dd/yyyy) 


State of Texas VID #:


Point-of-Contact: Phone #:


E-mail Address: Fax #: 


SECTION: B CONTRACTING STATE AGENCY AND REQUISITION INFORMATION


Agency Name: 
Point-of-Contact: Phone #: 


Requisition #: Bid Open Date: 
(mm/dd/yyyy) 


SECTION: C SUBCONTRACTING OPPORTUNITY RESPONSE DUE DATE, DESCRIPTION,REQUIREMENTS AND RELATED INFORMATION


1. Potential Subcontractor’s Bid Response Due Date:
If you would like for our company to consider your company’s bid for the subcontracting opportunity identified below in Item  2, 


we must receive your bid response no later than Select on


In accordance with 34 TAC §20.14, each notice of subcontracting opportunity shall be provided to at least three (3) Texas certified HUBs, and
allow the HUBs at least seven (7) working days to respond to the notice prior to submitting our bid response to the contracting agency. In addition,
at least seven (7) working days prior to us submitting our bid response to the contracting agency, we must provide notice of each of our
subcontracting opportunities to two (2) or more trade organizations or development centers (in Texas) that serves members of groups (i.e.,
Asian Pacific American, Black American, Hispanic American, Native American, Woman, Service Disabled Veteran) identified in Texas
Administrative Code, §20.11(19)(C). 
(A working day is considered a normal business day of a state agency, not including weekends, federal or state holidays, or days the agency is
declared closed by its executive officer. The initial day the subcontracting opportunity notice is sent/provided to the HUBs and to the trade
organizations or development centers is considered to be “day zero” and does not count as one of the seven (7) working days.) 


 
 
 
 
 


 
 


2. Subcontracting Opportunity Scope of Work:


3. Required Qualifications:  - Not Applicable 


4. Bonding/Insurance Requirements:  - Not Applicable


5. Location  to review plans/specifications: - Not Applicable 
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THIS SHEET MUST BE COMPLETED, SIGNED, AND RETURNED WITH 
RESPONDENT'S PROPOSAL.  FAILURE TO SIGN AND RETURN THIS SHEET 
WILL RESULT IN THE REJECTION OF YOUR PROPOSAL. 


 
1. By signature hereon, Respondent offers and agrees to furnish the products and/or services 


at the prices quoted and comply with all terms, conditions, requirements set forth in the 
RFP and documents incorporated therein including, but not limited to, the Contract Form. 


 
2. By signature hereon, Respondent affirms that Respondent has neither given nor intends to 


give at any time hereafter any economic opportunity, future employment, gift, loan, 
gratuity, special discount, trip, favor or service to a public servant in connection with the 
Proposal.  Failure to sign hereon, or signing with a false statement, shall void the 
Proposal and any resulting contracts, and the Respondent shall be removed from all 
proposal lists at this Agency. 


 
3. By signature hereon, Respondent certifies that (a) Respondent is not currently delinquent 


in the payment of any franchise taxes due under Chapter 171 of the Texas Tax Code, or 
(b) that Respondent is exempt from the payment of such taxes, or (c) that Respondent is 
an out-of-state entity that is not subject to the Texas franchise tax, whichever is 
applicable. A false certification shall be deemed a material breach of contract and, at the 
University's option, may result in cancellation of any resulting contract or purchase order. 


 
4. By signature hereon, the individual signing on behalf of Respondent hereby certifies that 


neither such individual nor Respondent (including anyone acting for Respondent) has 
violated the antitrust laws of this state, codified in Section 15.01, et. seq., Texas Business 
and Commerce Code, or the Federal antitrust laws, nor communicated directly or 
indirectly the Proposal any competitor or any other person engaged in such line of 
business. 


 
5. By signature hereon, Respondent certifies that all statements and information prepared 


and submitted in response to the RFP are current, complete and accurate. 
 
6. By signature hereon, Respondent certifies that if a Texas address is shown as 


Respondent’s address at/on , Respondent 
qualifies as a Texas Bidder as defined in Chapter 2155.444, Texas Government Code and 
that the preference indicated below is claimed under Chapter 2155.444, Texas 
Government Code: 


() Agricultural product produced or grown in Texas 
() Texas Bidder is a service-disabled veteran 
() Produced in Texas and/or offered by Texas Bidder 
() Produced in USA 
() No Preference claimed 
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7. By signature hereon, Respondent certifies it is legally authorized to claim the following 


status pursuant to Texas law: 
() Small Business (Chapter 2006.001, Texas Government Code) 
() Historically Underutilized Business (Chapter 2161, Texas Government Code) 
() Certified by Texas Department of Commerce 
() Status not claimed 


 
8. By signature heron, Respondent agrees that the Historically Underutilized Business 


(HUB) Subcontracting Plan (HSP), if required by this solicitation, will become a 
provision of any contract that results from this solicitation and the Respondent will utilize 
the subcontractors indicated in the HSP, unless a revision to the HSP is approved by the 
University.  The Respondent will also provide monthly Progress Assessment Reports to 
the University during the life of the contract to verify compliance with the HSP in the 
manner indicated by the University. 


 
9. By signature hereon, Respondent certifies as follows: 


“Under Section 231.006, Texas Family Code, the consultant or applicant certifies that the 
individual or business entity named in this contract, proposal, or application is not 
ineligible to receive the specified grant, loan, or payment and acknowledges that this 
contract may be terminated and payment may be withheld if this certification is 
inaccurate.” 


 
10. By signature hereon, Respondent certifies as follows: 


“Under Section 2270.002, Texas Government Code, the consultant or applicant certifies 
that it: (i) does not boycott Israel and (ii) will not boycott Israel during the term of any 
agreements resulting from this proposal.   
 


 
11. By signature hereon, Respondent certifies that (a) no relationship, whether by relative, 


business associate, capital funding agreement or by any other such kinship exists between 
Respondent and an employee of any component university of the University of Houston 
System, (b) Respondent has not been an employee of any component university of the 
University of Houston System within the twelve (12) months immediately preceding the 
submission of the Proposal, and (c) under Section 2155.004, Government Code, 
Respondent certifies that the individual or business entity named in this bid or contract is 
not ineligible to receive the specified contract and acknowledges that this contract may be 
terminated and payment withheld if this certification is inaccurate..  These certifications 
are subject to administrative review and approval prior to the University entering into any 
contract with Respondent. 


 
12. By signature hereon, Respondent affirms that no compensation has been received for 


participation in the preparation of the specifications for the RFP. (Ref. Chapter 2155.004, 
Texas Government Code) 


 
13. By signature hereon Respondent represents, warrants and covenants that all articles and 


services quoted in its Proposal meet or exceed the safety standards established and 
promulgated under the Federal Occupational Safety and Health Law (29 U.S.C. Chapter 
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15) and its regulations in effect or proposed as of the date of the RFP. 
 
14. By signature hereon, Respondent warrants and covenants its compliance with all federal 


laws and regulations pertaining to Equal Employment Opportunities and Affirmative 
Action. 
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Complete the following: 
 


VIN No:   
 


FEI No:   
 


If Sole Owner, SSN:   
 


If a Corporation: 
State of Incorporation:   


 


Charter No:   
 


15. Addenda Checklist 
 


Receipt is hereby acknowledged of the following addenda to this RFP.  Initial if applicable. 
 


No.1 No. 2 No. 3 No. 4 No. 5 No. 6 No. 7 No. 8 No. 9 No. 10
                   


 
 


16. Certificate of Incumbency 
 


By signature hereon, Respondent certifies that the individual signing this document and the 
documents made part of the Proposal is authorized (a) to sign such documents on behalf of 
Respondent, (b) to bind Respondent under any contract that may result from the submission of 
the Proposal, and (c) to make the following certification of incumbency 


 
The following individuals and/or positions are authorized to sign for (complete legal name 
of Respondent, including its entity type and state of formation) (“Respondent”) in order to 
bind Respondent in any contract or purchase order that results from the Proposal. 


 
Name of Individual (optional)  and/or Position in Company (required)   
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Instructions for Certificate of Incumbency: 


1. Names of individuals authorized to sign for the company are optional but positions (job 
titles) are required. 


2. If a limited partnership, individuals/positions listed must have authority to bind the 
general partner on behalf of the limited partnership. 


3. Insert more rows for additional individuals/positions authorized to sign, if needed. 
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Submitted by: 
 


 
 


(Respondent’s Complete Legal Name) 
 


 
 


(Authorized Signature) 
 


 
 


(Printed Name/Title) – Must be VP or higher position 
 


 
 


(Date) 
 
 


 
 


 


 
 


(Street Address) 
 


 
 


(City, State, Zip Code) 
 


 
 


(Telephone Number) 
 


 
 


(Facsimile Number) 
 


 
 


(Email Address) 
 
 
 
Note:  The person signing the Execution of Offer must be a Vice President or higher 


position authorized to bind Respondent. 
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