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        MARYVILLE 
              HOUSING AUTHORITY 

 
 

                      

REQUEST FOR PROPOSALS 
MISCELLANEOUS HVAC SERVICES 

 

 

 

 

 

 

 

TYPE OF PROJECT: 
The Maryville Housing Authority is reques�ng proposals for Miscellaneous HVAC Services 
 

DATE ISSUED:                          July 22, 2025 
 
CONTACT PERSON:                 Cecilia Blair, Housing Opera�ons Manager 
                   Phone: 865-983-4958, ext. 117 
                   Email: cblair@mhatn.com  
  
SUBMISSION DEADLINE:       August 12, 2025 @ 3 pm (EST) 
 
ACCEPTABLE SUBMISSION:      Mail or In Person at  
                                                     311 Atlan�c Ave.  
                                                     Maryville, TN 37801 
                                                     Email to Housing Opera�ons Manager  
   

Check MHA’s webpage (www.mhatn.com) for addenda and changes before submi�ng 
your response.  

mailto:cblair@mhatn.com
http://www.mhatn.com/
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           GENERAL INFORMATION 
 

1. Background and Intent 
A. Maryville Housing Development Corpora�on (MHA)is a high-performing public 

housing agency serving Blount County. It manages 400 public housing units, 
356 housing choice vouchers, 118 one-bedroom high rise mul�family 
apartments, and six privately owned proper�es. The agency was the first 
housing authority to receive a Moving to Work Designa�on in Tennessee.  

B. Defini�on/Clarifica�on: MHA uses “suppliers” as inclusive of various words 
describing interested par�es o�en called “bidders”, Suppliers”, “contractors”, 
“proposers” and “vendors”. 

C. While MHA has its own employees who perform HVAC work, from �me to 
�me, MHA needs supplemental HVAC services from suppliers. Suppliers 
holding MHA’s award for HVAC services meet these needs. Such needs arise 
when MHA employees do not have the capacity or when special skill sets are 
needed. 

D. The Supplier(s) may perform tasks such as (this is not an all-inclusive list): 
• Adjus�ng HVAC units 
• Installa�on of new HVAC units 
• Installa�on of PTACS or Mini-Split units 
• Repair to exis�ng units 

E. See the Scope of Work sec�ons for the technical details 
F. MHA reserves the right to award up to five (5) suppliers to meet its varied 

needs. IF MHA awards to mul�ple suppliers, when a job is expected to reach 
$3,000 in value, MHA staff will contact all awarded suppliers for a specific 
quote for the work (based on award cost terms). MHA reserves the right to 
move forward with any one supplier if its best interests are served. 

G. If MHA awards to mul�ple suppliers, if costs, supplier exper�se, work quality 
and comple�on �melines are equal, MHA staff will try to alternate work 
between awarded suppliers. 

H. Typically, MHA will not use this solicita�on for projects if the costs exceed 
$25,000. However, MHA reserves the right to do so if its in MHA’s best 
interest. 



3 
 

I. Any agreement resul�ng from this solicita�on will be an “open-end” type of 
agreement. There is no guarantee that MHA will require any specified or 
minimum level of services or provided by the supplier. 
 

2. Changes A�er Award 
It is possible that a�er award, MHA will need to revise requirements specified 
herein. MHA reserves the right to make such changes a�er consulta�on with 
the supplier. Should addi�onal costs arise, the supplier must document 
increase costs. MHA reserves the right to accept or reject and nego�ate these 
charges. Generally, such changes will not be of a “cardinal” nature.  
 

3. Codes and Ordinances 
All work covered is to be performed in fill accord with na�onal, state and local 
codes, ordinances and orders that are in effect at the �me the work is 
performed.  
 

4. Contact Policy 
ONLY contact the Housing Opera�ons Manager about this solicita�on un�l 
award. Informa�on obtained from an unauthorized officer, agent, or employee 
will not affect the risks or obliga�ons assumed but the supplier or relieve the 
supplier from fulfilling any of the condi�ons resul�ng award for the purpose of 
this project. Such contact can disqualify the supplier from the solicita�on 
process.  
 

5. Damage 
The supplier is responsible for all damage to building, equipment, grounds, 
premises and all other types of poten�al damage resul�ng from the provision 
of the services requested herein.  
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6. Employees: 
Supplier will: 
A. Provide at least one employee on every job assignment with the ability to 

speak, read, write and understand English so owner’s staff can 
communicate effec�vely with them. 

B. Ensure that employees have proper iden�fica�on displayed while on site, 
they must wear a company uniform or have photo iden�fica�on displayed.  

C. Employees parking vehicles (whether corporately or privately owned) must 
ensure that the company iden�fica�on is on the vehicles. His may be 
placards on the vehicle’s side, laminated paper with the company name 
placed on the dashboard or other means.  
 

7. Entrance to Sites 
Suppliers’ employees are not to be on MHA premises unless they are working 
on an MHA project. Acquaintances, family members, assistants to any person 
not working on MHA’s behalf will not accompany employees on MHA sites. 
 

8. Equipment 
Supplier shall provide all necessary equipment, materials, et cetera needed for 
the work. Include the cost for such equipment, materials and supplies in the 
price quoted.  
 

9. Evalua�on  
A. MHA alone determines the suppliers “responsive” and “responsible” status 

prior to award. Responsible means a business with the financial and 
technical capacity to perform the requirements of the solicita�on and 
subsequent contract. A responsive proposal is one that fully conforms in all 
material respects to the solicita�on document and all of its requirements, 
including all form and substance.  

B. MHA reserves the right to request addi�onal informa�on to assist in the 
evalua�on process. This includes references and business capacity 
informa�on. 

C. MHA will review proposals and reserves the right to request necessary 
modifica�ons, waive minor technicali�es, reject all proposals, reject any 
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proposals that does not meet the mandatory requirement(s) or cancel this 
RFP, according to MHA’s best interests.  

D. MHA’s Evalua�on team may elect to interview one or more suppliers before 
making an award.  

E. MHA’s Evalua�on team may elect to first rank proposals with a simple 
numeric score and then detail score only the top �er of proposals.  

F. MHA score and award to the best overall proposer(s) on the following 
evalua�on scale: 
 

Factors Maximum Points 
Cost 50 
Qualifica�ons and Experience 30 
References  10 
Sec�on 3 Compliance  5 
Overall Responsiveness to the Proposal 5 

TOTAL POINTS: 100 
 

10. Insurance 
See Appendix 1. These insurances and levels are required and not op�onal. If 
you or your insurance agent have concerns or believe that some coverages are 
not necessary, email cblair@mhatn.com detailing any requested changes 
before this solicita�on’s due date. The supplier will include all insurance costs 
in the base bid. 

• Upon no�ce of intent to award, your insurance agent will email 
ques�ons and the proposed Cer�ficate of Insurance (COI) to 
cblair@mhatn.com for review.  

 
11. Invoicing/Ordering 

A. Un�l a purchase order is in place, work is not to be performed nor are 
goods to be delivered. MHA does not have legal obliga�on to pay for work 
performed prior to the issuance of a purchase order.  

B. Suppliers must submit invoices within 60 days of delivery of goods or 
services. MHA may deny invoices submited a�er the 60-day threshold.  

mailto:cblair@mhatn.com
mailto:cblair@mhatn.com
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C. MHA’s purchases of goods are exempt from Tennessee sales and use tax 
pursuant to Tennessee Code Annotated 67-6-329(a) (4) and MHA is 
generally exempt from the Federal Excise tax. However, suppliers are 
subject to Tennessee sale and use tax on all materials and supplies used in 
the performance of a contract, whether such materials and supplies are 
purchased by the supplier, produced by the supplier, or provided to the 
supplier by MHA, pursuant to Tennessee Code Annotated 67-6-209. 

D. The supplier pays all taxes incurred in the performance if an awarded 
contract. Upon placement of a purchase order or the award of a contract, 
MHA will provide a State of Tennessee Sales Tax Exemp�on form to the 
supplier. MHA will not pay taxes on invoices. 

E. MHA pays by electronic transfer (ACH) or by check.  
F. MHA requires that once a purchase order is established, invoices must be 

emailed to our accounts payable staff at ap@mhatn.com 
G. Invoices Must: 

• Be numbered  
• Show a date that is a�er the work is complete or goods delivered 
• List the loca�on where services are being performed 
• Breakdown pricing according to the award structure 

 
12. Length of Award 

The length of the contract will be twelve months with four op�onal annual 
renews that MHA may exercise at its discre�on.  
 

13. Licensure 
A. Suppliers must be properly licensed by the State of Tennessee and all other 

authori�es having authority. Throughout the term of this contract, the 
supplier shall keep the required license.  

B. In addi�on to any City or County licenses that may be required, all suppliers 
must be licensed contracts as required by the “Contractor’s Licensing Act of 
1994” as mandated by the State of Tennessee. The supplier must have the 
necessary licensing classifica�on as required by the Rules of the Tennessee 
Board for Licensing General Contractors. Cer�fied Mechanical 

mailto:ap@mhatn.com
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HVAC/Refrigera�on Contractor (CMC-C), Cer�fied Mechanical Contractor 
(CMC)]. 

C. EPA Sec�on 608 Technician Cer�fica�on  
D. Throughout the term of this award, the supplier shall maintain the required 

licenses.  
 

14. Material and Workmanship 
All materials and equipment furnished shall be new and of high quality. Work 
shall be accurate, skilled, and subject to MHA’s approval. All materials and 
equipment provided shall conform to regula�ons of enforcement bodies 
having authority. 
 

15. Measurements and Drawings 
The supplier shall verify all dimensions with the actual on-site condi�ons. 
 

16. Permits 
The supplier (and/or subcontractors) shall obtain and pay for all permits 
required to complete authorized work. Costs for permits should be worked 
into base bids.  
 

17. Price Structure 
A. At the end of each twelve-month period, the awarded supplier may request 

a change to the percentage and/or specific item changed to MHA. The 
supplier must provide proof of the necessity of the increase to the Housing 
Opera�ons Manager. Such proof will be CPI, PPI or other similar 
documenta�on acceptable to MHA. MHA will decide whether to accept a 
price increase. If MHA accepts the price increase, the bid file will note. If 
MHA rejects the price increase, the supplier may: 

1. Con�nue with the exis�ng price. 
2. Suggest and alterna�ve price increase. 
3. End the award.  

B. MHA does not pay fuel surcharges. 
C. Suppliers may decrease prices at any �me with or without no�ce.  
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18. Renova�on, Repair and Pain�ng Rule.  
A. Suppliers performing renova�on, repair and pain�ng projects that disturb 

lead-base paint in home, childcare facili�es, and schools built before 1978 
must be cer�fied and must follow specific work prac�ces to prevent lead 
contamina�on. When work is occurring at a site, the supplier must submit 
proof of the applicable cer�fica�on before beginning work. The supplier will 
keep such cer�fica�on current throughout the life of the award.  

B. Not all MHA sites are subject to RRP rules since some of MHA’s sites were 
built a�er 1978, some sites have been remediated, and some sites are 
exempt. 

C. More informa�on can be found: 
1. HUD’s website htps://www.hud.gov/contactus/lead-based-paint-

guidelines 
2. State of TN: htps://www.tn.gov/environment/toxic-substances-
program/regula�ons.html  

 
19. Representa�ons 

By submi�ng a response, the supplier cer�fies: 
A. That the supplier is financially solvent and that it is experienced in and 

competent to perform the type of work, and/or to furnish personnel, plans, 
materials, supplies, or equipment to be performed or furnished by it; and 

B. That the supplier is familiar with all federal, state, municipal and county 
laws, ordinances and regula�ons, which may in any way affect the work of 
those employed therein, including but not limited to any special acts 
rela�ng to the work or to the project of which it is a part; and  

C. That the supplier carefully examined the plans, specifica�ons and the 
worksite and that from its own inves�ga�ons, has sa�sfied itself as to the 
nature and loca�on of the work, the character, quality, quan�ty of surface 
and subsurface materials likely to be encountered and character if 
equipment and other facili�es needed for the performance of the work, the 
general and local condi�ons and all other materials which may in any way 
affect the work or its performance.  
 
 

https://www.hud.gov/contactus/lead-based-paint-guidelines
https://www.hud.gov/contactus/lead-based-paint-guidelines
https://www.tn.gov/environment/toxic-substances-program/regulations.html
https://www.tn.gov/environment/toxic-substances-program/regulations.html
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20. Safety/OSHA Guideline Compliance 
A. The safety of the public is of prime concern to MHA, and all costs 

associated are the responsibility of the supplier. The supplier shall ensure 
that its employees exercise all necessary cau�on and discre�on to avoid 
injury to persons or damage to property.  

B. The supplier will provide and place barricades, tarps, plas�c, flag tape and 
other safety/traffic control equipment to protect the public, surrounding 
areas, equipment and vehicles as appropriate. This includes taking the 
necessary steps to exclude persons (residents, visitors, other contractors) 
from entering work areas.  

C. The supplier shall ensure that the flow of vehicular traffic is impeded as 
litle as possible during projects.  

D. The supplier will protect all buildings, appurtenances and furniture from 
damage. The supplier shall. At their expense, repair such damages (or 
replace items) by approved methods to restore the damaged areas to their 
original condi�ons.  

E. Supplier shall use cau�on signs as required by OSHA Regula�on 29 CFR 
1910.144 and 1910.145 at no cost to MHA. Cau�on signs shall be on site on 
commencement of work.  

F. Supplier shall comply will all other OSHA and TOSHA safety standards that 
apply.  
  

21. Sec�on 3 of the HUD act of 1968 (as amended) 
All contracts awarded are subject to sec�on 3 requirements. Supplier shall 
seek to fill any and all posi�on(s) that are needed and unfilled with residents 
of MHA communi�es. For addi�onal informa�on, go to 
htps://www.hudexchange.info/programs/sec�on-3/ Upon award, the 
successful suppler will supply MHA with job announcements for any posi�ons 
that must be filled as a result of the award of MHA work.  
 

22. Security  
Supplier is responsible for providing all security for equipment, materials, 
personnel and tools required for this work. MHA is not responsible for damage 
or losses to equipment, materials, personnel or tools.  
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23. Smoke Free Policy 

A. MHA’s Smoke Free Policy is applicable to you, your employees and 
subcontractors.  

B. Applicable defini�ons include: 
• “Smoking: meaning inhaling, exhaling, burning or carrying any lighted 

or heated cigar, cigarete, pipe, or any other lighted or heated tobacco 
or plant product intended for inhala�on, including hookahs and 
marijuana, whether natural or synthe�c, in any manner or in any form 

• “Smoking” also includes the use of an electronic smoking device 
which creates an aerosol or vapor, in any manner or in any form. 

• “Electronic Smoking Device” mean any product containing or 
delivering nico�ne or any other substance intended for human 
consump�on that can be used by a person in any manner for the 
purpose of inhaling vapor or aerosol from the product. The term 
includes any such device, whether manufactured, distributed, 
marketed or sold as an e-cigarete, e-cigar, e-pipe, e-hookah, or vape 
pen or under any other product name or descriptor.  

C. Should the supplier’s staff be observed viola�ng these requirements, MHA 
will no�fy the supplier about the problem. Repeated offenses may result in 
forfeiture of your awarded contract.  
 

24. Subcontractors 
Subcontractors must: 
A. Be approved by MHA prior to beginning work. 
B. Carry insurance coverages as outlined herein.  
C. Not be on the general federal government, HUD’s nor the State of 

Tennessee’s debarment lists.  
D. Not be changed without owner’s permission. 

 
25. Work Hours 

Acceptable work hours are during our opera�onal �me of Monday-
Thursday from 7:00am to 5:30 pm. Work on Friday-Sunday or Holidays 
requires MHA’s advance approval. 
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DESCRIPTION OF WORK 

 
26. Introduc�on  

The supplier shall perform installa�on, maintenance and repairs on a Time 
and Material Basis for MHA equipment to: 
• Maintain equipment in proper opera�ng condi�on 
• Install new equipment 
• Repair exis�ng equipment 
• Perform all tasks associated with HVAC repair 

 
A. The supplier shall do all work necessary for the performance and comple�on 

of this work, in the manner called for, at the appropriate prices shown herein.  
B. The supplier shall provide all supervision, labor, service trucks, materials, tools, 

equipment, and appurtenances necessary for the comple�on of this work in 
the manner specified in this solicita�on and the successful supplier’s response 
to it. 
 

27. A�er Hours Work 
The supplier may be required to perform work during MHA’s non-working 
hours or on weekends or holidays. The requestor or designated 
representa�ve must approve all repairs including a�er-hours work. The 
supplier shall invoice at the rate of �me and a half based on the regular 
hourly labor rates.  
ork 

28. Call Back Service 
Upon emailed or otherwise writen no�ce from MHA, the supplier must 
without addi�onal charge, replace/repair improper work or products 
installed within one year of service. Such callback services shall be within 
two hours of no�fica�on for emergencies and within twenty-four hours for 
non-emergency situa�ons.  
Should MHA and a supplier disagree about whether a call back service is a 
warranty issue, the supplier will submit details of the situa�on to MHA for 
reviewal.  
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29. Charges 

A. Equipment Cost 
Supplier shall charge their quoted rate per hour for actual �me used 
only.  The �me that equipment sits idle is not billable. If a staff member 
has dual responsibili�es as an equipment operator and as a plumber, his 
or her �me will be separated appropriately as to the actual du�es 
performed.  

B. Labor 
1. Supplier shall include all costs (overhead, profit, insurance, 

workmen's compensa�on, unemployment insurance, social 
security, et cetera), in the hourly rate figures. The only excep�ons 
from this sec�on are the cost of supplies and parts that are directly 
atributed to a specific job and the approved equipment rental.  

2. Regular �me will be MHA’s normal business hours of 7:00 a.m. to 
5:30 p.m., Monday through Thursday, unless otherwise authorized.  

3. A maximum of one hour (thirty minutes each way) per day will be 
allowed for travel �me (workman’s hourly rate) between your 
business address (shop) and the job site. However, travel �me 
closer to thirty minutes (fi�een minutes each way) shall be billed 
accordingly. 

4. Supplier may be required to have hours work cer�fied at the 
jobsite by MHA staff.  

5. Addi�onal vehicle mileage charges are not allowed 
6. Supplier will deduct �me consumed for meals eaten during the 

�me on the job. 
C. Materials 

Supplier shall itemize materials or parts on the invoice (only those 
charges that are for equipment for that specific job) and add their 
markup (the figure shown on your bid submital). MHA reserves the right 
to require documenta�on of the cost vendors pay for materials or parts.  

D. Mobiliza�on 
1. Mobiliza�on (if require) will be paid once for assignment regardless 

of scope of work. 
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2. Work in one area or on a street in which the areas of ac�vity are 
con�guous or close together, regardless of the scope or scopes of 
work, is considered on job and the supplier shall be paid for one 
mobiliza�on. 

3. Work, at least one mile from the last work area that requires the 
suppliers’ crew to break down equipment, relocate, and reset at 
the new work is a new job and the supplier shall be paid for 
another mobiliza�on.  

4. The pricing page for this solicita�on provides a space for supplier to 
submit two mobiliza�on charges. The supplier also inserts the 
dollar range for each price. 
  

30. Demoli�on and Debris Removal 
The supplier shall remove all debris from the site and clean affected work 
areas. Supplier. Supplier shall keep the premises free of debris and 
unusable materials from their work and work progresses; or upon 
requested by MHA shall remove such debris and materials from MHA 
property. The supplier shall leave all affected areas as they were prior to 
beginning work.  
 

31. Equipment  
The supplier is responsible for having or acquiring all standard equipment 
necessary to perform under this agreement. MHA shall not reimburse for 
any standard equipment or rental nor for damages incurred in using 
equipment for MHA’s needs.  
 

32. Es�mates  
A. The supplier may be required to visit poten�al job sites and submit 

accurate quota�ons (based on award rates) before the work is 
authorized. 

B. If the quota�on is accepted and the work is performed, the supplier’s 
invoice shall not exceed the approved rates. 

C. The supplier must provide quota�ons within five business days of 
request.  
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D. A list of proposed subcontractors (if any) will accompany quotes.  
E. As referenced above, “Quotes” mean a not to exceed cost for each job. 

Unless MHA authorizes addi�onal work or approves changes for 
unforeseen condi�ons, the es�mate (based on the awarded rates) will 
not be exceeded. 
 

33. Hazardous Materials and Chemicals 
A. The supplier shall not use any materials or chemicals, which may be a 

physical or health hazard, without receiving prior writen approval from 
the Project Manager. Along with the writen request for approval, the 
supplier shall submit the manufacturer’s specifica�ons, a Safety Data 
Sheet, and any required Environmental Protec�on Agency (EPA) 
informa�on on usage and handling.  

B. The defini�on of hazardous substances/materials includes such physical 
hazards as compressed gases, flammable liquids and solids, 
combus�bles, and chemical oxidizers; and health hazards such as 
carcinogens, irritants, corrosives, sensi�zers, and agents that may 
damage the lung, skin, eyes, or mucus membranes.  
 

34. Inspec�on and Acceptance 
MHA staff will inspect all work before acceptance. Once work is completed 
and officially accepted, invoices will be authorized for payment.  
 

35. Materials and Workmanship 
A. All work must conform to the 2018 Interna�onal Mechanical Code (IMC). 

Addi�onal requirements may be directed to the vendor on an individual 
per job basis. 

B. All materials and equipment furnished shall be new and best quality. 
C. All materials and equipment provided shall conform to the regula�ons of 

the en��es having authority. 
D. Supplier shall furnish material samples for approval if desired by MHA. 

MHA reserves the right to specify the materials to be u�lized on specific 
jobs. MHA must approve subs�tu�ons. 
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E. Work shall be accurate, professionally finished and subject to MHA’s 
approval prior to payment authoriza�on.  

F. The successful supplier(s) may be required to establish a mockup unit for 
larger projects. Once completed, MHA will examine mockup unit. Once 
approved, work may then begin in other units.  

 
36. Project Service Tickets 

A. The supplier shall leave (or email) Services Tickets for all work 
performed. Each project requires individual service �ckets that shall 
detail labor, materials u�lized, rental equipment, and subcontractors 
u�lized. The service �ckets are submited to the project manager or 
designee at the comple�on of the workday. 

B. Service �ckets must include the following: 
1. Facility name 
2. Equipment name and id number 
3. Personnel name, labor classifica�on, and hours worked 
4. Materials used 
5. A detailed descrip�on of work performed. 

 
37. Property Damage 

Should the supplier cause any damage to MHA property, the supplier must 
no�fy the project manager or his designee immediately and make repairs 
to the sa�sfac�on of MHA, at no cost to MHA. However, MHA may elect to 
make repairs or replacement of damaged property and deduct the cost of 
such repairs from current or future pay applica�ons. 
 

38. Roof Protec�on 
On those occasions where the supplier must do work on a flat roof, the 
supplier shall place protec�ve plywood sheets of an appropriate size on the 
surface of the roof from the point of access to the point where the work is 
to be performed. Under no circumstances is the supplier to walk or work on 
a flat roof without first protec�ng it. 
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39. Warranty  
The Supplier expressly represents, warrants and agrees that all goods, 
equipment, machinery, materials, services, or work provided or performed 
on or off MHA, under this contract will: 
A. Conform in all respects to MHA specifica�ons, drawing, requirements, or 

other descrip�ons.  
B. Be fit for the purpose or purposes of intended use. 
C. Conform to all applicable local, state, and federal laws and regula�ons. 
D. Be of good quality, merchantable, of good workmanship, of materials 

best suited for the intended purposes, and free from defects of any kind 
or nature whatsoever. 

E. If said equipment, material, service, or work is found to be defec�ve in 
workmanship, materials, or design, fails or is found to be nonconforming 
with the terms and condi�ons of this contract within twelve months 
a�er the date of acceptance, it shall, at MHA’s op�on, be repaired or 
replaced at the MHA loca�on by the supplier at absolutely no cost to 
MHA.  

F. All items delivered or supplied hereunder shall be free and clear of all 
liens, encumbrances, claims, and security interest of whatever nature 
and substance. Upon request, the supplier shall supply MHA with 
documenta�on sa�sfactory to it, evidencing the absence of such liens, 
encumbrances, claims, and security interests.  

G. The warranty period shall begin upon final acceptance of the work 
H. Warran�es must indicate: 
• The site that the work occurred at 
• The area (apartment, floor, wing, et cetera) 
• A descrip�on of the work performed 
• The date the warranty commences 

 

PAGES 1-16 DO NOT NEED TO BE RETURNED WITH BID SUBMISSION 
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Solicitation Document A GENERAL INFORMATION ABOUT THE SUPPLIER 
Note: Complete all cells even if the answer if “Does not apply” 

Sign Your Name to the Right of the Arrow   

If completing this document in Adobe, an electronic signature is acceptable to MHA. 
Your signature indicates you read and agree to this sealed bid for miscellaneous plumbing services and that you are authorized to 
bind the supplier or are submitting the response on behalf of and at the direction of the suppliers’ representative authorized to 
contractually bind the supplier. I represent that the supplier or its applicable representative(s) has reviewed the 
information contained in this Solicitation Package and that the information submitted is accurate. 

Printed Name and Title  

Legal Corporate Name  

Street Address 
 

 
 

City/State/Zip  

Contact Person (Please Print Clearly) 
  
 

Telephone Number  

Cell Number  

Supplier’s E‐Mail Address  
  
 

Addenda 
Addenda are at www.mhatn.com Click on “Procurement” tab to find addenda. 
Please check for addenda prior to submitting a proposal. 

Acknowledge addenda have been issued by checking below as appropriate: 
None ☐ Addendum 1 ☐ Addendum 2 ☐ Addendum 3 ☐ Addendum 4 ☐ Addendum 5 ☐ 

Section 3 Statistical Information (Check a box in each of the next three lines) 
This business is at least 51% owned and operated by a woman Yes ☐ No ☐ 
This business qualifies as a small business by the State of Tennessee 
Total gross receipts of not more than $10,000,000 average over a three‐year period OR 
employs no more than 99 persons on a full‐time basis 

Yes ☐ No ☐ 

This business is owned & operated by persons at least 51% of the following ethnic background: 
Asian/Pacific 

☐ 
Black 
☐ 

Hasidic Jew 
☐ 

Hispanic 
☐ 

Native American 
☐ 

White 
☐ 

Publicly Owned 
☐ 

RRP Statement 
As described in paragraph 18, this firm is RRP certified or intends to use a RRP certified subcontractor to 
satisfy these requirements. Submit copies of certifications Yes ☐ No ☐ 

http://www.mhatn.com/
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Solicita�on Document B:     Affidavits  

 

Conflict of Interest 

1. No employee, officer or agent of this Authority shall par�cipate directly or 
indirectly in the selec�on or in the award or administra�on of any contract if a 
conflict, real or apparent, would be involved.  Such conflict would arise when a 
financial or other interest in a firm selected for award is held by: 
A. An employee, officer or agent involved in making the award 
B. His/her rela�ve (including father, mother, son, daughter, brother, sister, 

uncle, aunt, first cousin, nephew, niece, husband, wife, father-in-law, 
mother-in-law, son-in-law, daughter-in-law, brother-in-law, sister-in-law, 
stepfather, stepmother, stepson, stepdaughter, stepbrother, stepsister, half-
brother, or half-sister); 

C. His/her partner; or 
D. An organiza�on which employs, is nego�a�ng to employ, or has an 

arrangement concerning prospec�ve employment of any of the above. 

Drug Free Workplace Requirements 

2. Private employers with five or more employees desiring to contract for 
construc�on services atest that they have a drug free workplace program 
effect in accordance with T.C.A. § 50-9-112. 

Eligibility  

3. The supplier is eligible for employment on public contracts because no 
convic�ons or guilty pleas or pleas of nolo contender to viola�ons of the 
Sherman An�‐Trust Act, mail fraud or state criminal viola�ons with an 
award from the State of Tennessee or any poli�cal subdivision thereof 
have occurred. 
 

General 

4. Supplier fully understands the prepara�on and contents of the atached offer 
and of all per�nent circumstances respec�ng such offer 

5. Such offer is genuine and is not a sham offer. 
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Iran Divestment Act 

6. Concerning the Iran Divestment Act (TCA 12-12-101 et seq.), by 
submission of this bid/quote/proposal, each supplier and each person 
signing on behalf of any supplier cer�fies, and in the case of a joint 
bid/quote/proposal, each party thereto cer�fies as to its own 
organiza�on, under penalty of perjury, that to the best of its knowledge 
and belief that each supplier is not on the list created pursuant to § 12-
12-106. 

 Non- Collusion  

7. Neither the said supplier nor any of its officers, partners, owners, agents, 
representa�ves, employees or par�es interest, including this affiant, has in any 
way colluded conspired, connived or agreed, directly or indirectly, with any 
other responder, supplier, or person to submit a collusive or sham offer in 
connec�on with the award or agreement for which the atached offer has 
been submited or to refrain from making an offer in connec�on with such 
award or agreement, or collusion or communica�on or conference with any 
other supplier, or, to fix any overhead, profit, or cost element of the offer price 
or the offer price of any other supplier, or to secure through any collusion, 
conspiracy, connivance, or unlawful agreement any advantage against MHA or 
any person interested in the proposed award or agreement 

8. The price or prices quoted in the atached offer are fair, proper and not 
tainted by any collusion, conspiracy, connivance, or unlawful agreement on 
the part of the supplier or any of its agents, representa�ves, owners, 
employees, or par�es in interest, including this affiant. 
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No Contact/No advocacy Affidavit 

9. A�er this solicita�on is issued, any contact ini�ated by any supplier with any 
MHA representa�ve concerning this solicita�on is strictly prohibited‐except for 
communica�on with the Procurement Division. My signature signifies that no 
unauthorized contact occurred. 

10. To ensure the integrity of the review and evalua�on process, 
respondents to this solicita�on nor any firm represen�ng them, may not lobby 
or advocate to MHA staff or Board members. My signature signifies that no 
unauthorized advocacy occurred. 

The undersigned hereby acknowledges receipt of these affidavits and cer�fies that 
the submital in response to this solicita�on is in full compliance with the listed 
requirements 

 

 

 

 

 

 

Signed by  

Printed Name  

Title  

Subscribed and sworn to before me this date  

By (Notary Public)  

My Commission Expires on  

Notary Stamp 
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1. Experience: 
 
 

 
2. Safety  

 

3. Personnel, Equipment & Material  

 

4. Response Time  
Item Hours 

For giving quotes  
For starting work when a purchase order is issued  

 
 
 

Solicita�on Document C: Supplier Business Informa�on   

Years in business  
Years in business under this name  
Years performing this type of work  
Value of work now under contract  
Value of work in place last year  
Number of clients  
Will this make MHA your largest client?   
Percentage of work usually self‐performed 
(Not contracted)  

 

Has your firm: 
Failed to complete a contract? Yes No  
Been involved in bankruptcy or reorganization? Yes No 
Pending judgment claims or suits against firm? Yes No 
What company do you use for pre‐employment 
criminal background checks? 

 

Have you had any OSHA fines within the last three years? Yes No 
Have you had any job‐related fatalities within the last five years? Yes No 
If you have answered YES to either of the above questions, you MUST submit, on a separate sheet, the 
details describing the circumstances surrounding each incident. 

How many total employees does your company employ?  

Area Fulltime Part Time 

Plumbers   

Clerical   

Management   

Total Employees working for your company:   
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5. Major Equipment Owned  

 

Item Quantity Description/Note 

   

   

   

   

   

   

   

   

 
6. Subcontractors that may be used (if applicable). MHA expects outreach to small, woman 

and minority owned businesses. 
 

 

7. Renova�on, Repair and Pain�ng Rule Experience (i.e Lead Based Paint Cer�fica�on) 
A. Include a copy of the cer�fica�on (if any). 

 
8. Asbestos cer�fica�on (if any) and/or subcontract that you rou�nely use for this work 

A. Include a copy of the cer�fica�on (if any).  

 

Solicita�on Document D: References 
 

Name Service Provided Small 
Business 

Woman 
Owned 

Minority 
Owned 

Company 1:  Yes ☐ 
No  ☐ 

Yes ☐ 
No ☐ 

Yes ☐ 
No ☐ 

Company 2:  Yes ☐ 
No  ☐ 

Yes ☐ 
No ☐ 

Yes ☐ 
No ☐ 

Company 3:  Yes ☐ 
No  ☐ 

Yes ☐ 
No ☐ 

Yes ☐ 
No ☐ 

Company 4:  Yes ☐ 
No  ☐ 

Yes ☐ 
No ☐ 

Yes ☐ 
No ☐ 

Company 5:  Yes ☐ 
No  ☐ 

Yes ☐ 
No ☐ 

Yes ☐ 
No ☐ 
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Provide three references as similar in nature and scope to this project as possible. A firm may 
only be listed once- even if you have completed mul�ple projects/jobs for them.  
 

Name of Business  

Contact Person  

Contact Person Title  

Contact Person Telephone Number  

Description of Service Provided  

Date Contract Began  

Date Contract Ended  

Approximate Dollar Value of the 
Contract $ 

 

Name of Business  

Contact Person  

Contact Person Title  

Contact Person Telephone Number  

Description of Service Provided  

Date Contract Began  

Date Contract Ended  

Approximate Dollar Value of the 
Contract $ 

 

Name of Business  

Contact Person  

Contact Person Title  

Contact Person Telephone Number  

Description of Service Provided  

Date Contract Began  

Date Contract Ended  

Approximate Dollar Value of the 
Contract $ 
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Solicita�on E: HUD FORM 5369-A 



 

 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

Solicita�on Document F: Cost  
 

1. Regular Work Hours/Timeframes: 

Pricing (inclusive of all labor, miscellaneous supplies, overhead, profit, administration and all other 
fees) 
HVAC Technician $ per man-hour 

HVAC Apprentice $ per man-hour 

HVAC Helper $ per man-hour 
 

2. Emergency Work Hours/Timeframes: 

Pricing (inclusive of all labor, miscellaneous supplies, overhead, profit, administration and all other 
fees) 
HVAC Technician $ per man-hour 

HVAC Apprentice $ per man-hour 

HVAC  Helper $ per man-hour 

 

3. Other Fees (applies to both rou�ne and emergency situa�ons) 

Work (labor) is guaranteed for how many years?  

Materials are guaranteed for how many years?  

Mark up on materials % 

 

 

 
1. INSURANCE 

The supplier shall maintain, at Supplier’s sole expense, on a primary and non-
contractual basis, at all �mes during the life of the contact insurance 
coverages, limits, and endorsements described herein. Upon Award, the 
supplier shall provide Cer�ficate(s) of Insurance and amendatory 
endorsements to MHA evidencing said insurance coverages. See paragraph 
“e” exact naming of cer�ficate holder and addi�onal insureds (owner en��es) 

 

Appendix 1: Insurance Requirements  



 

 

 

A. COMMERICAL GENERAL LIABILITY INSURANCE: Occurrence version general 
liability insurance with a minimum combined single limit of $1,000,000 per 
occurrence with $2,000,000 in aggregate covering the following perils: body injury, 
personal injury, and broad form property damage including products/completed 
opera�ons for one year a�er comple�on of Projects(s). Limits must apply separately 
to the work/loca�on in this contract.  

Such insurance shall contact or be endorsed to contact a provision that includes the 
Owner En��es as addi�onal insureds with respect to the Supplier’s ongoing and 
completed opera�ons, providing coverage at least as broad as CG 20 10 07 04 and 
20 37 07 04 endorsement. The coverage shall contain no special limita�ons on the 
scope of its protec�on afforded to the listed insureds.  

B. COMMERCIAL AUTOMOBILE LIABILITY INSURANCE: in an amount not less than 
$1,000,000 (combined single limit) for all owned, hired, and non-owned vehicles 
u�lized by supplier in connec�on with the Project. Coverage is to include coverage 
for loading and unloading hazards. Such insurance shall contact or be endorsed to 
contain a provision that includes the Owner En��es as addi�onal insureds.  

C. WORKERS COMPENSATION INSURANCE AND EMPLOYERS LIABILITY INSURANCE: 
Workers’ Compensa�on Insurance with statutory limits as required by the State of 
Tennessee or other applicable laws. 

D. OTHER INSURANCE REQUIREMENTS:  

1. Upon award, Supplier shall furnish MHA with original Cer�ficates(s) of Insurance 
and amendatory endorsements effec�ng coverage required by this sec�on.  

2. Provide a waiver or subroga�on for each required policy herein. When required 
by the insurer, or should a policy condi�on not permit Supplier to enter into a pre-
loss agreement to waive subroga�on without an endorsement, the policy should be 
endorsed with a Waiver of Transfer of Rights of Recovery Against others, or its 
equivalent. This waiver of subroga�on requirement shall not apply to any policy 
which includes a condi�on specifically prohibi�ng such an endorsement, or voids 
coverage should a supplier enter into such an agreement on a pre-loss basis.  



 

 

3. A minimum 30-day cancella�on no�ce for all insurances (by endorsement if 
necessary) is required.  

4. Replace cer�ficates, policies, and endorsements for any such insurance expiring 
prior to comple�on of services.  

5. Maintain such insurance from the �me services commence un�l services are 
completed or through such extended discovery/repor�ng/tail period as required. 
Failure to maintain or renew coverage or to provide evidence of renewal may be 
treated by MHA as a material breach of contract.  

6. Any deduc�bles and/or self-insured reten�ons greater than $50,000 must be 
disclosed to an approved by MHA prior to commencement of services. Use of large 
deduc�bles and/or self-insured reten�on will require proof of financial ability as 
deterred by MHA. 

7. All policies must be writen on an occurrence basis with the excep�on of Errors 
and Omissions Liability (E & O) Professional Liability and Pollu�on Liability which 
may be claims made coverage.  

8. Require all subcontractors to maintain during the term of the resul�ng contract 
commercial general liability insurance, automobile liability insurance, and workers’ 
compensa�on/employers liability insurance (unless subcontractor’s employees are 
covered by contractor’s insurance) in the same manor and limits as specified for the 
supplier 

E. CERTIFICATE HOLDER AND OWNER ENTITIES: 
The Cer�ficate Holder shall be:  
 Maryville Housing Authority  
 311 Atlan�c Ave 
 Maryville, TN 37801  
 
Owner En��es are defined as those en��es listed below and shall be provided with 
all insurance coverages, limits, and endorsements included herein including 
addi�onal insured status. Provided Supplier’s insurer(s), Permits, the en��es below 
can be iden�fied collec�vely as “Owner En��es” 
 



 

 

MHA, its officials, officers, employees, and volunteers 
Parkside  
McGhee Terrace 
East Park 
Broadway Towers 
Maryville Towers 
Maryville Housing Development Corpora�on 
 

(Note: Only one (1) certificate needs to be provided. Certificate must reflect 
Maryville Housing Authority as the Certificate Holder and specify all coverages 
and terms apply to all Owner En��es.) 

F. RIGHT TO REVISE OR REJECT: MHA reserves the right to revise any insurance 
requirement, including but not limited to, limits, coverages, and endorsements 
based on changes in scope of work/specifica�ons, insurance market condi�ons 
affec�ng the availability and affordability of coverage.  
 
G. NO REPRESENTATION OF COVERAGE ADEQUACY: The coverages, limits or 
endorsements required herein protect the primary interests of the Owner En��es, 
and the Supplier agrees in no way should these coverages, limits or endorsements 
required be relied upon when assessing the extent or determining appropriate 
types and limits of coverage to protect the Supplier against any loss exposures, 
whether as a result of the project or otherwise. 
 
 
 
 
 
 
 
 
 
 
 



 

 

TERM SHEET- INSURANCE REQUIREMENTS 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
Certificate Holder 

Maryville Housing Authority  
311 Atlantic Ave 
Maryville, TN 37801 

 
 
 
 
Additional Insureds (Owner Entities) 
(Can be identified collectively as Owner 
Entities) 

MHA, its officials, officers, employees, and 
volunteers Maryville Housing Authority (MHA)  

  Parkside  
  McGhee Terrace 
  East Park 
  Broadway Towers 
  Maryville Towers 
  Maryville Housing Development Corpora�on 
 

GL (Supplier & Subcontractors) $1M / $2M 
Auto (Supplier & Subcontractors) $1M (owned, hired, & non‐owned) 
WC & Employers Liability (Supplier & 
Subcontractors) 

statutory limits 

30‐day cancellation (Supplier & 
Subcontractors) 

Required– must indicate on COI 

Primary non-contributory (Supplier & 
Subcontractors) 

Required – must indicate on COI 

Waiver of Subrogation (Supplier & 
Subcontractors) 

Required – must indicate on COI 



 

 

 
Insurance Agent’s Statement and Cer�fica�on: 

I have reviewed these insurance requirements with the bidder/proposer 
named below and have told the bidder/proposer that the required 
coverage will be available and have advised the bidder/proposer of any 
additional costs that may be entailed with the coverages. 

 
Agency Name: ____________________________________________________  

 

Authorizing Signature: _____________________________________________   

 
Agency Name: ____________________________________________________ 

 

Authorizing Signature: _____________________________________________   

 
Agency Name:  ___________________________________________________ 

 

Authorizing Signature: _____________________________________________   

 
Bidder’s/Proposer’s Statement and Cer�fica�on: 

I certify that: 
 

1. I have reviewed these requirements with my insurance agent(s). 
 

2. If awarded the contract, I and my subcontractors (if any) will comply 
with the insurance requirements herein. 

 
Bidder’s Name: ___________________________________________________ 

 

Authorizing Signature: _____________________________________________   

 
 
 

Return this page with your bid 


	Agency Name: ____________________________________________________
	Bidder’s Name: ___________________________________________________

