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4. Complete submission.  Respondents are advised to carefully review all the requirements and submit all documents 

and information as indicated in this RFQ.  Incomplete submissions may lead to a submission being deemed non-
responsive.  Non-responsive submissions will not be considered. 

 
5. Packaging and Labeling.  The outside wrapping/envelope shall clearly indicate the RFQ Title and date and time 

for submission.  It shall also indicate the name of the respondent.  All other submission requirements shall be 
included with the Technical Proposal.   

 
6. Timely delivery of Proposals.   
 The Submittal, including the Technical Proposal, must be delivered by hand or sent to the City of Houston, 

Strategic Procurement Division through U.S. Mail or other available courier services to the address shown on the 
cover sheet of this RFQ. Include the RFQ number on any package delivered or sent to the Strategic Procurement 
Division and on any correspondence related to the Submittal. If using an express delivery service, the package 
must be delivered to the designated building. Packages delivered by express mail services to other locations might 
not be re-delivered in time to be considered.   

 
7.  Late Submissions. The Respondent remains responsible for ensuring that its Submission is received at the time, 

date, place, and office specified. The City assumes no responsibility for any Submission not so received, 
regardless of whether the delay is caused by the U.S. Postal Service, the courier delivery service, or some other 
act or circumstance. 

   
B. Submission Requirements  

  
1.   Cover letter.  The cover letter shall be signed by an authorized representative of the Respondent.  The letter 

should indicate the Respondent’s commitment to provide the services proposed. 
 
2. Executive Summary.  Respondent must provide an Executive Summary which explains its understanding of the 

overall purpose of the RFQ. 
 
3. Overall Approach.  Respondent must provide a detailed description of its overall approach and execution of 

services such as those described in the RFQ.   
 

4. Qualifications of the Respondent.  Include a brief description of the organization’s track record, including history, 
number of employees, number of years in business, and a list of projects relevant to this RFQ.  Provide a list of 
references where a similar solution was implemented.  Include the name of the contact person, name of the 
organization, dollar value of the project, address, telephone number and email address.  Please provide at least 
three (3) references.  The City is primarily interested in clients with similar needs and comparable size.  Please 
complete The References Form located in Exhibit 1, page 19) for each of the projects. 
 

5. Qualifications of Key Personnel:   Provide chronological resumes of the key personnel that will be assigned to the 
project.  Please complete Form 2 for each reference and Form 3 to depict all key personnel and their availability. 
 

6. M/WBE Participation:  Respondent shall identify its ability to meet the M/WBE participation level of 24%.  
 

7. Financial Stability.  Provide the audited financial statements or Federal Tax Forms Filed to the Internal Revenue 
Service (IRS) for the past two fiscal years.  At a minimum, include the letter of opinion, balance sheet, schedules, 
and related auditor’s notes.   
 

8. Conflict of Interest.  Provide information regarding any real or potential conflict of interest.  Failure to address 
any potential conflict of interest upfront may be cause for rejection of the submission. 
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9. Other. Submit any information the respondent deems pertinent to demonstrating its qualifications to perform the 
services being requested, such as memberships in any professional associations, documents, examples, and others. 
 

10. Forms and Certifications: Complete all forms and certifications attached, as appropriate.  
 

11. Rate Form: Please submit the Rate Form with the level detail provided in Exhibit 1, page 15. 

  

 
Part VI – SPECIAL CONDITIONS 
 
A. No Contact Period 

  
Neither respondent(s) nor any person acting on respondent(s)'s behalf shall attempt to influence the outcome of the 
award by the offer, presentation or promise of gratuities, favors, or anything of value to any appointed or elected 
official or employee of the City of Houston, their families or staff members. All inquiries regarding the solicitation are 
to be directed to the designated City Representative identified on the first page of the solicitation. Upon issuance of 
the solicitation through the pre-award phase and up to the date the City Secretary publicly posts notice of any City 
Council agenda containing the applicable award, aside from bidder's formal response to the solicitation, through the 
pre-award phase, written requests for clarification during the period officially designated for such purpose by the City 
Representative, neither Proposers(s) nor persons acting on their behalf shall communicate with any appointed or 
elected official or employee of the City of Houston, their families or staff through written or oral means in an attempt 
to persuade or influence the outcome of the award or to obtain or deliver information intended to or which could 
reasonably result in an advantage to any bidder. However, nothing in this paragraph shall prevent a bidder from 
making public statements to the City Council convened for a regularly scheduled session after the official selection 
has been made and placed on the City Council agenda for action, or to a City Council committee convened to discuss 
a recommendation regarding the solicitation. 

 
 

B.   Equal Opportunity Employment 
 
The City of Houston Ordinance Section 15-17 establishes Equal Employment Opportunity Contract Compliance 
requirements for all City of Houston contracts involving the expenditure of Fifty Thousand Dollars ($50,000) or more. 
Any contract for professional services that results from this RFP will provide that the failure to carry out the 
requirements set forth in the City of Houston Equal Employment Opportunity Program shall constitute a breach of 
contract and may result in termination of the agreement or contract. In addition, the City may take any such additional 
remedy as deemed appropriate.  

 
C.  Minority and Woman Business Enterprises (MWBE)  

 
Contactor shall comply with the City’s Minority and Women Business Enterprise (“MWBE”) programs as set out in 
Chapter 15, Article V of the City of Houston Code of Ordinances. Contractor shall make good faith efforts to award 
subcontracts or supply agreements in at least the value stated in this Agreement to MWBE’s. Contractor 
acknowledges that it has reviewed the requirements for good faith efforts on file with the City’s Office of Business 
Opportunity (“OBO”) and will comply with them.  

 
D.  Protests  

 
A protest shall comply with and be resolved, according to the City of Houston Procurement Manual 
http://purchasing.houstontx.gov/docs/Procurement_Manual.pdf and rules adopted thereunder.  Protests shall be 
submitted in writing and filed with both, the City Attorney and the Solicitation contact person.  A pre-award protest of 
the RFQ/P RFQ shall be received five (5) days prior to the solicitation due date and a post-award protest shall be filed 
within five (5) days after City Council approval of the contract award.   
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1. A protest must be filed in accordance with the timing requirements set forth herein and must include: 

 
 
a. the name, address, telephone number and email address of the protestor; 
b. the number of the solicitation; 
c. all information confirming that the protestor is an interested party; 
d. a written statement of the grounds for the protest and the law, ordinance, or policy alleged to have been 

violated. The statement should be accompanied by relevant supporting documentation and the relief 
requested.  

e. all information confirming the timeliness of the protest; and 
f. the signature of the protestor 

 
 Protests shall be submitted to: 

Chief Procurement Officer 
City of Houston 
901 Bagby, B300 
Houston, TX 77002 
 

2. The City recognizes three types of protests: 
 

a. Protests regarding solicitation (Pre-Bid Protest) 
Any protest regarding a solicitation published by the City shall be filed no later than five (5) days before the 
opening of bids (if a competitive bid) or due date for submittals or proposals (if an RFQ/RFP), as appropriate. 
Any protest filed after the due date raising issues regarding the solicitation will not be considered.  

 
b. Protests regarding the evaluation of bids, qualifications, or proposals (Pre-Award Protest) 

Any protest regarding the evaluation of bids, qualifications, or proposals by the City must be filed no later 
than ten (10) days after: 

opening of bids (if a bid); or  
due date (if RFQ/RFP); or 
notification that the interested party’s bid or proposal has been rejected. 

Any protest received after the deadline will not be considered. 
 

c. Protests regarding award of contract (Post-Award Protest) 
Upon receipt of a timely and properly filed protest regarding the award of a contract, the City will not issue a 
notice to proceed or submit an order for goods until the protest has been resolved, provided such delay will 
not be detrimental to the interests of the City. 

 
PART VII – INSTRUCTIONS TO PROPOSERS 
 
A.  Pre-Submittal Conference 
 

A Pre-Proposal Conference will be held at the date, time, and location as indicated on the first page of the RFQ/P 
RFQ document.  Interested Proposer(s) should plan to attend.  It will be assumed that potential Proposer(s) attending 
this meeting have reviewed the RFQ in detail, and are prepared to bring up any substantive questions not already 
addressed by the City. 

 
B. Additional Information and Specification Changes 
 

Requests for additional information and questions should be addressed to the Finance Department, Strategic 
Procurement Division, Brenda Chagoya telephone: (832) 393-8723, fax: 832.393. 8759, or e-mail (preferred method 
to): brenda.chagoya@houstontx.gov dave.evans@houstontx.gov no later than 2:00 p.m., CST, January 6, 2016.  The 
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City of Houston shall provide written responses to all questions received in writing before the submittal deadline.  
Questions received from all respondent(s) shall be answered and sent to all respondent(s) who are listed as having 
obtained the RFQ.  Respondent(s) shall be notified in writing of any changes in the specifications contained in this 
RFQ. 

 
 
C. Letter(s) of Clarification 
 

1. All Letters of Clarification and interpretations to this Solicitation shall be in writing.  Any Letter of 
Clarification(s) or interpretation that is not in writing shall not legally bind the City of Houston.  Only information 
supplied by the City of Houston in writing or in this RFQ should be used in preparing submission responses.  

  
2.  The City does not assume responsibility for the receipt of any Letters of Clarification sent to respondent (s). 

  
D. Examination of Documents and Requirements 
 

1. Each respondent shall carefully examine all RFQ documents and thoroughly familiarize themselves with all 
requirements prior to submitting a submission to ensure that the submission meets the intent of this RFQ. 

 
2. Before submitting a submission, each Respondent shall be responsible for making all investigations and 

examinations that are necessary to ascertain conditions and affecting the requirements of this RFQ.  Failure to 
make such investigations and examinations shall not relieve the Proposer from obligation to comply, in every 
detail, with all provisions and requirements of the RFQ. 
 

E. Exceptions to Terms and Conditions 
 

1. All exceptions included with the submission shall be submitted in a clearly identified separate section of the 
response in which the respondent clearly cites the specific paragraphs within the RFQ where the Exceptions 
occur.  Any Exceptions not included in such a section shall be without force and effect in any resulting contract 
unless such Exception is specifically referenced by the Acting Chief Procurement Officer, City Attorney, 
Director(s) or designee in a written statement. The respondent’s preprinted or standard terms will not be 
considered by the City as a part of any resulting contract. 

 
2. All Exceptions that are contained in the submission may negatively affect the City’s evaluation based on the 

evaluation criteria as stated in the RFQ, or result in possible rejection of submission. 
 
F. Post-Proposal Discussions with Proposer(s)  
  

It is the City’s intent to commence final negotiation with the respondent(s) deemed most advantageous to the City.  
The City reserves the right to conduct post-submission discussions with any respondent(s). 
 

G.  HIRE HOUSTON FIRST 
 
 Designation as a City Business or Local Business 
 
 To be designated as a City or Local Business for the purposes of the Hire Houston First Program, as 

set out in Article XI of Chapter 15 of the Houston City Code, a bidder or proposer must submit the Hire 
Houston First Application and Affidavit (“HHF  Affidavit”) to the Director of the Mayor’s Office of 
Business Opportunities and receive notice that the submission has been approved prior to award of a 
contract.  Bidders are encouraged to secure a designation prior to submission of a bid or proposal if at 
all possible. 
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 Download the HHF Affidavit from the Office of Business Opportunities Webpage at the City of 
Houston e-Government Website at the following location:  

 
http://www.houstontx.gov/obo/hirehoustonfirst.html 

 Submit the completed application forms to: Office of Business Opportunity, Houston Business Solutions 
Center, 611 Walker, Lobby Level, Houston, TX 77002 or Applications may be submitted via e-mail to 
houstonbsc@houstontx.gov  or faxed to 832.393.0650. 

 Award of Procurement Pursuant to a Request for Proposal, Best Value Solicitation or 
Alternative---Pursuant to Chapter 15 of the City Code of Ordinances 

 
 
PART VIII – REQUIRED FORMS TO BE SUBMITTED WITH RESPONSES 

 
A. Rate Form, Offer and Submittal, References and List of Proposed Subcontractors (Exhibit I) 
 
B. Signed M/WBE Forms: Attachment “A” Schedule of M/WBE Participation, Attachment “B”, Notice of Intent, 

Attachment “C”, Certified M/WBE Subcontract Terms, Attachment “D” Office of Business Opportunity and Contract 
Compliance M/WBE Utilization Report (Exhibit II)  

 
C. Fair Campaign Ordinance Form “A” (Exhibit III) 

 
D. Affidavit of Ownership or Control (Exhibit IV) 

 
E. Anti-Collusion Statement (Exhibit V) 

 
F. Conflict of Interest Questionnaire (Exhibit VI) 
 
 
PART IX – REQUIRED FORMS TO BE SUBMITTED BY SELECTED RESPONDENTS ONLY 
Required forms shall be supplied to the vendor after award.  

 
A. Insurance Requirements and Sample Insurance Certificate (Exhibit VII)  
 
B. Drug Compliance Agreement Attachment “A”, Drug Policy Compliance Declaration  Attachment “B” and 

Contractor’s Certification of No Safety Impact Positions Attachment “C” and “D” (Exhibit VIII) 
 
C. City Contractors’ Pay or Play Acknowledgement Form and Pay or Play Certificate Agreement, Play or Pay Program 

Acknowledgment Form “1” (Exhibit IX) 
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