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I.  INTRODUCTION 

The Housing Authority of the County of San Bernardino (HACSB) is one of the most 
progressive housing authorities in the Country and also the largest provider of affordable 
housing in San Bernardino County.  HACSB proudly assists approximately 26,000 people, 
most of whom are seniors, individuals with disabilities, veterans, and children. 
  
In 2008, the agency embarked on an agency wide strategic planning process with the following 
objectives: help clients achieve economic independence, ensure freedom of housing choice, 
and save taxpayer dollars through efficient work.  This has allowed us to enhance our work 
around our mission and service philosophy. Ultimately, our Mission of empowering all 
individuals and families in need to achieve an enriched quality of life by providing housing 
opportunities and resources throughout San Bernardino County is our top priority.   
 
As we see the demand for affordable housing increase, the limited affordable housing supply 
we currently have available is not enough to house the thousands of families in need.    As a 
developer of sustainable affordable and market rate housing, over the years we have 
expanded our housing stock to meet the county’s growing needs.  Working diligently to 
acquire, build, and renovate properties, we incorporate the concept of mixed income 
communities, build utilizing green technology, and provide recreational and educational 
facilities for everyone’s use.  
 
Additionally, we are here as a stepping stone for families who need help building a foundation 
for a brighter future. Therefore, aside from providing housing, we assist our customers with 
ways of becoming economically independent.  In collaboration with our partners, we provide 
family/individual case management and counseling; career training and job placement; 
program integrity; homeownership assistance; college scholarships, to name a few.   
 
We value our vendors and contractors as partners in our mission to empower all individuals 
and families in need to achieve an enriched quality of life by providing housing opportunities 
and resources throughout San Bernardino County. 
 

II.  PURPOSE 
The Housing Authority of the County of San Bernardino (HACSB) is seeking a qualified Tenant 
Background Checks services for multiple affordable housing sites. 

 
The Housing Authority of the County of San Bernardino (HACSB) was organized in 1941, 
under the U.S. Housing Act of 1937.  We are governed by a seven-member Board of 
Commissioners, which includes two tenant commissioners and five appointed by the county 
board of supervisors.  An Executive Director appointed by the Board is responsible for 
managing the daily operations of the agency and overseeing a staff of approximately 130 
employees. Annual budget for the Authority is approximately $100 million. 

 
The majority of our work is to provide rental assistance to low-income families either by 
housing families in the 2,204 units HACSB owns and manages or by providing subsidized 
housing assistance to a landlord for renting their housing unit to 10,798 assisted families.  We 
provide housing assistance based on the number of rental assistance vouchers and other 
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affordable housing units for which we are authorized and funded through the U.S. Department 
of Housing and Urban Development (HUD). 
 
A. Contact Information 

This RFP is being issued, as will any addenda by the HACSB. The contact person for the HACSB 
is: 

 
 Brittany Cook, Procurement Officer 
 715 E. Brier Drive 
 San Bernardino, CA 92408-2841 
   (909) 890-6342  
   (909) 915-1831 - FAX 
   procurement@hacsb.com 
 

 Proposals and questions will not be accepted by e-mail or facsimile.  All proposals must be 
completed and uploaded into the PlanetBids website or by paper response. Instructions listed in 
Section VII. Proposal Submission. 

 

III. Contract Term 
The Contract period will be for a two (2) year period beginning approximately February 25, 
2024 through February 24, 2026, with three single-year options to extend the contract until no 
later than February 24, 2029, or until such time as terminated per the terms of the agreement.  
 
The initial engagement will be for a two (2) year period.  In addition, HACSB shall have the 
option to extend the engagement for up to three (3) additional years, on a year-to-year basis, 
at the fee in the original proposal. The optional years shall be exercised by written amendment 
executed by each party with Board of Commissioners approval on behalf of HACB for 
additional funding on option years if needed.  
 

IV. Proposal Timeline    
   
Release of RFP 11/07/2023 

Question Due 11/20/2023 2PM  

Answers to Questions 11/21/2023 

Proposals Due 12/07/2023 

Evaluation Process December 2023 

Presentations December 2023 

Award of Contract January 2024 
 

 

 

HACSB may insert elective choices such as site visit, oral interviews, presentations, 
demonstrations, shortlist, best and final offers, etc.  
 
Questions regarding the contents of this RFP must be submitted via PlanetBids or before time 
and date and directed to the RFP Contact listed in Section II, Paragraph A – Contact Information.  
All questions submitted will be answered and posted on HACSB’s website.  
 
 

V.  PROPOSAL CONDITIONS 

mailto:procurement@hacsb.com
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A. Authorized Signatures 
All proposals must be signed by an individual authorized to bind the Proposer to the provisions of the 
RFP. 

 
B. Term of Offer 
Proposals shall remain open, valid and subject to acceptance anytime within nine (9) months after the 
proposal opening.  
 
C. Questions 
Proposers may submit questions regarding this RFP via PlanetBids to the RFP Contact listed in Section II, 
Paragraph A – Contact Information by the date stared in Section IV – Proposed Timeline.  All questions, 
without identifying the submitting company, will be compiled with the appropriate answers and issued as 
an addendum to the RFP and posted on PlanetBids. 
 
D. Required Review 
Proposers should carefully review this solicitation for defects and questionable or objectionable 
material.  Comments concerning defects and objectionable material must be made in writing and 
received by the RFP contact at least ten days before the proposal opening.  This will allow issuance of 
any necessary amendments.  It will also help prevent the opening of a defective solicitation and 
exposure of proposals upon which award could not be made.  Protests based on any omission or error, 
in the content of this RFP, may be disallowed if not brought to the written attention of the RFP Contact 
in Section II, Paragraph A – Purpose, at least five days before the Deadline for Proposals. 

 
E. Incurred Costs 
HACSB is not obligated to pay any costs incurred by Proposer in the preparation of a proposal in response 
to this RFP.  Proposers agree that all costs incurred in developing a proposal are the Proposer’s 
responsibility. 
 
F. Amendments/Addenda to RFP 
HACSB reserves the right to issue addenda or amendments to this RFP if HACSB considers that changes 
are necessary or additional information is needed.   
 
Changes to a proposal or withdrawal of proposals will only be allowed if acceptable requests are received 
prior to the deadline that is set for receipt of proposals.  No amendments or withdrawals will be accepted 
after the deadline. 
 
G. Best Value Evaluation  
As established in this solicitation, HACSB realizes that criteria other than price are important and will 
award contract(s) based on the proposal that best meets the needs of HACSB.  The optimal 
combination of quality, price, and various qualitative elements of required services will provide HACSB 
the greatest or best value for its money. 
  
H. Right of Rejection 
Offers must comply with all the terms of the RFP, and all applicable local, state, and federal laws, 
codes, and regulations.  HACSB may reject as non-responsive any proposal that does not comply with 
all the material and substantial terms, conditions, and performance requirements of the RFP. 
 
Proposers may not qualify the proposal nor restrict the rights of HACSB.  If Proposer does so, the 
proposal may be determined to be a non-responsive counteroffer and the proposal may be rejected. 
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No proposal shall be rejected, however, if it contains a minor irregularity, defect or variation and if the 
irregularity, defect or variation is considered by HACSB to be immaterial or inconsequential, HACSB 
may choose to accept the proposal.   
 
Minor informalities may be waived by the Procurement and Contracts Supervisor when they: 

• Do not affect responsiveness; 

• Are merely a matter of form or format; 

• Do not change the relative standing or otherwise prejudice other offers; 

• Do not change the meaning or scope of the RFP; 

• Are trivial, negligible, or immaterial in nature; 

• Do not reflect a material change in the work; or 

• Do not constitute a substantial reservation against a requirement or provision; 
 
In such cases the Proposer will be notified of the deficiency in the proposal and given an opportunity to 
correct the irregularity, defect or variation or HACSB may elect to waive the deficiency and accept the 
proposal. 

 
This RFP does not commit HACSB to award a contract.  HACSB reserves the right to reject any or all 
proposals if it is in the best interest of HACSB to do so.  HACSB also reserves the right to terminate this 
RFP process at any time. 
 
I. Clarification of Offers 
In order to determine if a proposal is reasonably acceptable for award, communications by the 
Facilitator for the Evaluation Panel are permitted with a Proposer to clarify uncertainties or eliminate 
confusion concerning the contents of a proposal.  Clarifications may not result in a material or 
substantive change to the proposal.  The evaluation by the Facilitator may be adjusted as a result of a 
clarification under this section. 
 
J. Public Records Act  
All information submitted in the Proposal or in response to request for additional information is subject 
to disclosure under the provisions of the California Public Records Act (California Government Code 
section 6250, et seq.). Proposals may contain financial or other data that constitutes a trade secret.  To 
protect such data from disclosure, Proposers should specifically identify the pages that contain 
confidential information by properly marking the applicable pages and inserting the following notice on 
the front of its response: 

                                                                           NOTICE 
The data on pages ______ of this Proposal response, identified by an asterisk (*) or 
marked along the margin with a vertical line, contains information which are trade secrets.  
We request that such data be used only for the evaluation of our response but understand 
that disclosure will be limited to the extent that the HACSB determines is proper under 
federal, state, and local law. 

 
The proprietary or confidential data shall be readily separable from the Proposal in order to facilitate 
eventual public inspection of the non-confidential portion of the Proposal.   
 
HACSB assumes no responsibility for disclosure or use of unmarked data for any purpose.  In the event 
disclosure of properly marked data is requested, the Proposer will be advised of the request and may 
expeditiously submit to the HACSB a detailed statement indicating the reasons it has for believing that 
the information is exempt from disclosure under federal, state, and local law.  This statement will be 
used by the HACSB in making its determination as to whether disclosure is proper under federal, state 
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or local law.  The HACSB will exercise care in applying this confidentiality standard but will not be held 
liable for any damage or injury, which may result from any disclosure that may occur. 

 
K. Disclosure of Criminal and Civil Proceedings 
HACSB reserves the right to request the information described herein from the Proposer selected for 
contract award.  Failure to provide the information may result in a disqualification from the selection 
process and no award of contract to the Proposer.  HACSB also reserves the right to obtain the 
requested information by way of a background check performed by an investigative firm.  The selected 
Proposer also may be requested to provide information to clarify initial responses.  Negative information 
provided or discovered may result in disqualification from the selection process and no award of 
contract. 
 
The selected Proposer may be asked to disclose whether the firm, or any of its partners, principals, 
members, associates or key employees (as that term is defined herein), within the last ten years, has 
been indicted on or had charges brought against it or them (if still pending) or convicted of any crime or 
offense arising directly or indirectly from the conduct of the firm’s business, or whether the firm, or any 
of it partners, principals, members, associates or key employees, has within the last ten years, been 
indicted on or had charges brought against it or them (if still pending) or convicted of any crime or 
offense involving financial misconduct or fraud.  If the response is affirmative, the Proposer will be 
asked to describe any such indictments or charges (and the status thereof), convictions and the 
surrounding circumstances in detail. 

 
In addition, the selected Proposer may also be asked to disclose whether the firm, or any of its 
partners, principals, members, associates or key employees, within the last ten years, has been the 
subject of legal proceedings as defined herein arising directly from the provision of services by the firm 
or those individuals.  “Legal proceedings” means any civil actions filed in a court of competent 
jurisdiction, or any matters filed by an administrative or regulatory body with jurisdiction over the firm or 
the individuals.  If the response is affirmative, the Proposer will be asked to describe any such legal 
proceedings (and the status and disposition thereof) and the surrounding circumstances in detail. 
 
For purposes of this provision “key employees” includes any individuals providing direct service to 
HACSB.  “Key employees” do not include clerical personnel providing service at the firm’s offices or 
locations. 
 
L. Debarment and Suspension 
Proposer certifies (using Exhibit D) that neither it nor its principals or subcontracts is presently 
debarred, suspended, proposed for debarment, declared ineligible, or voluntarily excluded from 
participation in this transaction by any federal department or agency as required by Executive Order 
12549. 
 
Further, Proposer affirms that it has no record of unsatisfactory performance with HACSB in the twenty-
four (24) month period immediately preceding the date of issuance of this RFP. 
 
M. Board and Staff Communications 
Under no circumstances may any member of the HACSB or any staff member other than the contact 
specified in Section II – Paragraph A, be contacted during this RFP process, by any entity intending to 
submit a response to this RFP. Failure to comply with this request will result in disqualification.  
 
N. Final Authority to Award 

The final authority to award contracts as a result of this RFP may require approval by The Housing 
Authority’s Board of Commissioners based on award amount. 
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O. Payment for Services 
Payments for any and all invoices or other obligations are satisfied electronically through the 
Automated Clearing House (ACH) system.  The Contractor will be required to authorize the HACSB to 
initiate payment electronically to any bank account maintained by the contractor wherever located.  
Contractor shall promptly comply with directions and accurately complete forms provided by HACSB 
required to process ACH payments. 

 
 
VI. SCOPE OF WORK 
 1. Report Content Elements. Tenant screening and other requested background reports will 
consist of designated combinations of the following informational elements: 

a. Landlord/housing provider research covering the past five (5) years of applicant housing 
history regarding rent payment, financial obligations, unit care, peaceful enjoyment, and lease 
compliance. 

b. Civil court activity to identify eviction actions, collections, judgments, public record and other 
liabilities related to housing history. 

c. Integrated three (3) bureau industry-standard credit report and credit rating in compliance 
with the Fair Credit Reporting Act (FCRA) to assist in verification of applicant supplied income 
and asset information. 

d. Residence history from the applicant’s credit report to identify addresses and localities 
where applicants have a history of financial activity. 

e. Criminal history, to include: 

I. Any and all information relative to any criminal convictions or activity, both felonies and 
misdemeanors within the past seven (7) years; 

II. Any and all information relative to any criminal charges that are currently pending before 
the court of the State of California or any jurisdiction, including the federal courts; 

III. Sex offender registration requirement (Levels 1, 2, & 3) for any household member in 
the state of California or any other states where any family member is known to have 
resided; 

IV. Any and all drug related activity.  The Housing Authority is a federally funded Agency and as a 
result, does not recognize State and Local laws that decriminalize certain drugs, including 
medical marijuana. 

f. Driver’s license and/or state issued ID verification. 

g. Social Security Number (SSN) verification. 

All reports shall include description of charges, explanation and sentence for each citation. 

2. Report Format. The Consultant will provide tenant screening and other requested background 
reports in a format that is mutually acceptable to the Consultant and HACSB, and will incorporate the 
following technical elements: 

a. The report format may be subject to revision during the contractual period to accommodate 
administrative requirements. Such revisions will be communicated to the Consultant in writing 
at least ten (10) business days prior to implementation. A draft modified report will be provided 
to HACSB for review within five (5) business days of the revision request and a final, mutually 
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accepted, revised report format will be ready at least 48 hours prior to implementation of the 
change(s). 

b. The report must be available in an electronic format that is convertible to a printable format 
for imaging and reproduction purposes. 

c. Housing history and criminal background information will be individually separated from the 
body of the report by page breaks in order to create a distinct and singular housing history and 
criminal background “sub-report” sections. References to an applicant’s criminal 
background must not appear in other sections of the report. 

d. The report will have a professional appearance, using correct grammar and spelling, with 
appropriate use of white space to facilitate readability.  

e. The report will be well organized with logical groupings of individual topics and information 
flow containing industry-standard terms and measurements. 

f. The reports must be kept on file and stored electronically at the Consultant’s site for 
reference and future retrieval for 12 months from the original request date. 

3. Customization Options. The Consultant must have capacity to provide customized reports as 
requested by HACSB comprised of designated combinations of the seven (7) report content elements 
listed in the Scope of Work, plus the sub sections, in the interest of economy, expense and time, as 
needed. Specifically: 

a. Full report, as defined by the Scope of Work. 

b. Criminal background only, including sex offender check, driver’s license (or state issued ID) 
and SSN validation. 

c. Credit report only. 

d. Eviction(s) and other public record(s).  

4. Methods of Communication and Report Submission. 

a. Consultant must operate a secure web site at all times with mechanisms in place to secure 
information posted to, archived within, and retrieved from the web site as well as during 
transmission via the Internet between HACSB and the Consultant. 

b. Consultant must have capacity for HACSB staff to transmit application information to the 
Consultant by using a Consultant supplied and maintained web-based secure form and by 
facsimile using a Consultant provided hard-copy application and release of information form as 
an alternative in the event that the Internet based system is experiencing technical difficulties. 

c. Consultant must have practices and protections in place to ensure that confidential 
information is handled appropriately from the point at which a request is submitted by HACSB 
staff to receipt of the final report by HACSB staff. The Consultant cannot be held responsible 
for inappropriate use of information after the report has been received and reproduced.  

d. Consultant must immediately notify HACSB in writing in the event of a data security breach 
that compromises the security, confidentiality, or integrity of personal information.    

e. Completed tenant screening and background reports will be posted by the Consultant on 
their secure web site to be accessed by designated HACSB staff. 
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f. The Consultant will immediately notify HACSB staff by e-mail using a standard format once 
completed reports have been posted to the Consultant’s web site. 

g. The Consultant’s web site will have capacity to archive information for limited future retrieval 
(up to 90 days). 

5. Professional Service Expectations. 

a. The Consultant will have staffing capacity to process approximately 5,000 - 6,500 tenant 
screening and background reports annually. The average monthly screenings are 550 per 
month for the HCV program and 50-100 per month for the affordable housing program.  There 
may be additional screenings conducted for or to investigate alleged fraudulent activity by 
program participants, which are not included in the totals above. 
The actual number of reports may vary significantly and HACSB cannot commit to or 
guarantee specific volume. 

b. The Consultant will endeavor to post completed tenant screening and background reports 
on its web site within two (2) business days of HACSB’s report request submission. The two 
(2) day timeline is intended to be a general timeframe and should not result in limiting or 
mitigating the quality of information in the individual background reports which may on 
occasion require a longer timeframe to accurately complete. Delays will be communicated to 
HACSB staff as quickly as possible. For the purpose of any contract issued as a result of this 
RFP, fewer than 10% of reports submitted in excess of two (2) business days will be 
considered acceptable performance. Repeated response delays in excess of (2) business 
days will be considered non-performance of the contract.   

c. The Consultant will be accessible during regular business hours from 9:00 a.m. to 4:30 p.m. 
(Pacific Time), Monday through Friday, to positively resolve problems and engage HACSB 
staff in building and maintaining a productive working relationship.  

d. The Consultant will provide on-site training to HACSB staff in the use of the Consultant’s 
web site interface at the HACSB Programs Office located at 672 South Waterman Ave., San 
Bernardino, CA 92408. Training will be provided one (1) time, for a minimum of three (3) hours 
to the HACSB Housing and IT staff. 

e. The Consultant will provide written information to HACSB staff regarding the interpretation of 
tenant screening and background reports including industry standard terminology, 
measurements, and concepts. 

f. The Consultant will have a stated position on the ethical obligations associated with the 
background-reporting industry which acknowledges the Consultant’s obligations under law, 
states the Consultant’s position on the accuracy of reported information, and outlines how the 
Consultant will respond to inquiries and complaints. 

g. The Consultant will provide qualified personnel (available free-of-charge upon referral from 
HACSB staff) to advise applicants who request clarification, who may dispute the information 
that the Consultant has reported about them, or who may simply desire advice about how to 
manage the problems in their credit report. 

10. The Consultant will provide updates to HACSB to remain complaint with industry 
changes/updates in accordance with the Fair Credit Reporting Act (FRCA) 
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INFORMATION TO BE PROVIDED IN SUBMITTALS 

To be considered responsive to this RFP and to facilitate evaluation, submittals should be organized 
in the order of the outline given below and include the information listed. Please refer to the section of 
this RFP on Submission Requirements for information on required number of copies. Effort should be 
made to keep submittals concise. 

1. Report Content 

Consultants should provide a temporary user name and password, valid for 120 days from the due 
date for proposals in order for HACSB staff to log in to the system. The log-in information should 
be sent by e-mail no later than the due date for proposals, to Jobanna Castro, at 
jcastro@hacsb.com.   

Written instructions for log-in and retrieval should be included. 

Each HACSB evaluator will access the web site in order to individually evaluate three (3) actual 
reports for the purpose of evaluating the Consultant’s ability to comply with the stated Scope of Work 
and the Report Content evaluation criterion identified in this RFP. 

2. Sample Report Format Customized to Meet the HACSB Scope of Work 

a. Sample report that incorporates all seven (7) report content elements listed in the Scope of 
Work and is in compliance with the stated Report Format, clearly identifying the various 
sections of the report. The information provided may be fictitious. The purpose is to provide 
HACSB with an opportunity to learn what the Consultant’s reports may look like. 

b. Clearly identify how the Consultant will electronically provide report request forms, 
completed tenant screening, and background reports to HACSB including the technical name 
of the web site platform/software to support it.  

3. Customized Reports: List the Fees for the Following Examples of Possible Customized Reports 

a. Full report, as defined by the Scope of Work. 

b. Criminal background only, including sex offender check, driver’s license (or state issued ID) 
and SSN validation. 

c. Credit report only. 

d. Eviction(s) and other public record (s) 

4. Methods of Communication and Transmission of Information 

a. Provide a statement regarding Consultant’s website security and describe the specific 
security measures that are in place to ensure the safety of information that will be posted to, 
archived within, and retrieved from the web site, as well as during transmission via the Internet 
between HACSB and the Consultant. 

i. Describe what happens when security measures fail. 

ii. Describe the back-up mechanisms in place to secure the web site. 

iii. Describe what back-up mechanisms are in place in the event of a data security 
breach that will ensure reports will continue to be securely sent, tenant screening will 
continue without interruption, and reports are posted for HACSB access in a timely 
manner. 

mailto:jcastro@hacsb.com.
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iv. Describe how the consultant will notify HACSB of a data security breach.  

b. Describe how the Consultant’s practices and protections ensure that confidential information 
is handled appropriately. 

c. Information management and security: For each of the items below describe how the 
Consultant ensures confidentiality as identified above. 

i. Consultant’s preferred method for receiving report requests. 

ii. Alternative report request methods that can be used if necessary. 

iii. Web based archiving and limited duration information retrieval. 

iv. E-mail notifications for HACSB staff. 

5. Professional Service Expectations 

a. Describe the business processes in place that allow the Consultant to accommodate the two 
(2) business day report turnaround expectation. 

b. Describe the Consultant’s customer service philosophy by addressing the following issues 
as described in the Scope of Work. 

i. Routine staffing levels to accommodate inquiries from clients. 

ii. Client training curriculum and staff training which may be in excess of the training 
described in the Scope of Work. 

iii. Client resource materials as described in the Scope of Work. 

iv. Consultant’s ability to address and correct if necessary, disputed information that has 
been reported about an applicant. 

c. Describe the Consultant’s position on ethical obligations associated with the consumer 
issues associated with the credit and background reporting industry. 

6. Handling of Level Three (3) Sex Offender Information 

a. Provide a written narrative on how your organization obtains level three Sex Offender 
information and include the turnaround time. 

 

Right to Negotiate Final Fees 
HACSB shall retain the right to negotiate the amount of fees that are paid to the successful 
proposer, meaning the fees proposed by the top-rated proposer may, at HACSB's option, be 
the basis for the beginning of negotiations. 
 
Such negotiations shall begin after the evaluation panel has chosen a top-rated proposer. If 
such negotiations are not, in the opinion of the ED successfully concluded within five (5) 
business days, HACSB shall retain the right to end such negotiations and begin negotiations 
with the next top-rated proposer.  
 
HACSB shall also retain the right to negotiate with and make an award to more than one 
proposer, as long as such negotiation(s) and/or award(s) are addressed in the above manner 
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(i.e. top-rated by geographic area first, then next-rated following until a successful negotiation 
is reached). 
 

Contract Service Standards  
All work performed pursuant to this RFP must conform and comply with all applicable local, 
state, and federal codes, statutes, laws, and regulations. 

 
 

III. RFP Evaluation Criteria 
 

Proposals will be evaluated based on the selection factors listed below; the relative weight that 
each factor will receive in the evaluation is shown below.  The answers to the written questions 
and answers to the questions posed at the interview will be used to determine the number of 
points each respondent receives for each factor. 

 
SELECTION CRITERIA 

 

 
Evaluation Criteria 

Weighting 
(Max. Pts.) 

1 
 

Report Content: As part of the evaluation process HACSB will complete and 
evaluate three (3) actual tenant screening reports or a combination of tenant 
screening and background reports on actual applicants to confirm that:  

(a) Reports have been created and posted to a secure web site in an 
electronic format and that HACSB evaluators are able to access them via 
temporary access privileges; 

(b) Consultant notifies designated HACSB staff within two (2) business days 
of report availability; and  

(c) Each report contains all nine (9) content elements. 

Note: Each report must include the nine (9) report content elements listed in the 
Scope of Work. Each element in each report should be comprehensive and 
collectively the elements should be conclusive as to an applicant’s suitability for 
tenancy. Consultant must provide HACSB will the appropriate forms and access to 
complete this evaluation criterion.  

The purpose of this requirement is to demonstrate the Consultant’s ability to post 
completed tenant screening and background reports to its secure web site in 
accordance with the terms listed in the Scope of Work. The Consultant may use the 
report format currently used to conduct regular daily business with its other clientele.  

20 

2 
 

Technical Report Elements: The three (3) actual tenant screening and/or 
background reports will be evaluated based upon the following technical elements: 

(a) Proper spelling and grammar; 

(b) Professional appearance with appropriate use of white space; 

(c) Comprehensible and use industry standard terms and measurements; 

(d) Reports are well organized with a logical flow and grouping of 
information and content elements clearly labeled. 

15 
 

3 
 

Customization: Consultant demonstrates ability to provide customized reports as 
indicated in the Scope of Work and has provided cost as requested. 

10 
 



HACSB 
Procurement Department 

Request for Proposal 
TENANT SCREENING SERVICES  

 RFP No. PC1352 
Page 13 of 26 

 
 

Page 13 of 26 

 

4 

 

Communication and transmission of information: 

(a) Consultant has demonstrated satisfactory evidence that their web site is secure; 
mechanisms are in place to ensure security of information posted to, archived with, 
and retrieved from the web site as well as during transmission between HACSB and 
the Consultant; adequate mechanisms are in place if first line security measures fail; 
and an adequate back-up system is in place to ensure that work flow is not 
interrupted as a result of a primary security system failure. 

(b) Consultant has demonstrated that adequate practices and protections are in 
place to ensure that confidential information is handled appropriately.  

(c) Consultant has demonstrated that the secure web site has adequate capacity to 
accommodate HACSB’s limited duration archival needs as indicated in the Scope of 
Work. 

(d) Consultant has demonstrated capacity to provide approximately 6325 tenant 
screening and/or background reports annually, 90% or more of which are complete 
and provided to HACSB within two (2) business days.  

15 
 

5 
 

Customer Service: 
Consultant has demonstrated capacity to accommodate the customer service 
expectations stated in the Scope of Work including availability of supervisory and 
screening staff during regular business hours to respond to client inquiries and 
issues; capacity to provide training to HACSB staff; and a stated position regarding 
response to complaints, disputed information and requests for information. 

20 
 

6 Cost of Proposed Services: 20 
 Maximum Total Points 100 

 

 
HACSB desires to contract with one prime consultant to provide the services above. 
 

1) Proposal Format   
Response to this RFP must be submitted via the PlanetBids website. Click on the link to 
access the bid documents and details:  PlanetBids 

 
  VIII.  INFORMATION REQUESTED OF PROPOSERS 
 

a.  Organizational and Personnel Background 
Provide an overview of your company, emphasizing its qualifications and major 
organizational strengths. 
 

b.  Experience 
Discuss your experience, in serving as a provider of Tenant Screening Services. 
 

c.  Miscellaneous Discussion Questions 
1. Identify the specific individuals who would be assigned to work with the HACSB 

and specify which person would be the primary contact person with the HACSB. 
Please include their level of expertise in the services and certifications held by 
staff. 

 
2. Provide an estimate of time that will be required to begin Tenant Screening 

Services 

https://www.planetbids.com/portal/portal.cfm?CompanyID=40135
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d.  Price 

 Provide your cost as listed in the Bid Proposal (Exhibit B) form for the rendering of the 
services and clearly specify if any additional expenses will be charged to the HACSB in 
connection with this proposal.  

 
 
 

e.       Affirmative Action 
The HACSB requires that each respondent be an Equal Opportunity Employer: 
State that the respondent complies fully with all government regulations regarding 
nondiscriminatory employment practices. 
  

IX. COMPANY QUALIFICATIONS 
 

Proposals shall be considered from responsible organizations or individuals engaged in the 
performance of Tenant Screening Services. Proposals must include information on 
competency in performing comparable Tenant Screening Services, demonstration of 
acceptable financial resources, and personnel staffing. The vendor shall furnish detailed 
information on references, as well as background and experience with projects of a similar 
type and scope to include as a minimum: 
 
a. Brief history of the company 
 
b. A listing of five (5) references where similar services were performed. The client 

reference shall include the name of organization, contact person, address, and 
telephone numbers. 

 
c.        Vendor shall describe their understanding of the project scope, their proposed approach 

to performing the services, and submit a proposed schedule. Offerors shall include 
information on experience with similar projects. Offerors shall describe how their 
organization can meet the requirements of this RFP and shall include the following:  

▪ The number of years the Offeror has provided these services; and  

▪ The number of clients and geographic locations that the Offeror currently 
provides services for.  

▪ Provide the names and titles of the key management personnel directly involved 
with supervising the services rendered under this Contract along with their 
resumes.  

▪ Provide the name and resume of the Offeror’s Contractor Representative who, if 
the Offeror is selected for award, would be responsible for the daily oversight of 
the Contract from the Contractor’s perspective.   

   
X. RFP REQUIREMENTS AND CONDITIONS 
 

Minimum Requirements 
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This RFP sets forth the minimum requirements that all submissions shall meet. Failure to 
submit proposals in accordance with this request may render the proposal unacceptable. 
 
Submission Requirements 
Forms included within this Request for Proposal must be included with proposal, in addition to 
any and all included documents for review and consideration. Failure to submit mandatory 
forms will result in rejection of the proposal.  The required documents are as follows: 
 

1. Exhibit A – Contact Information Form 
2. Exhibit B – Proposal Form 
3. Exhibit C – Reference Form 
4. Exhibit D – Certification Regarding Debarment or Suspension 
5. Exhibit F - HUD Form 5369B 
6. Exhibit G – HUD Form 5369C 

 
Collusion 
Proposer, by submitting a proposal, hereby certifies that no officer, agent, or employee of the 
HACSB has a pecuniary interest in this Proposal; that the Proposal is made in good faith 
without fraud, collusion, or connection of any kind with any other proposer; and that the 
proposer is competing solely in its own behalf without connection with, or obligation to any 
undisclosed person or company. 

 
Disputes 
In case of any doubt or differences of opinions as to the participation sought hereunder, or the 
interpretation of the provisions of the RFP, the dispute process shall apply. 
 
Contractors may appeal the recommended award, provided the appeal is in writing, contains 
the RFP number, is delivered to the address listed in Section II – Paragraph A of this RFP, and 
is submitted according to the time requirements listed below. The following shall apply to 
protests (unless otherwise specified, this section will use the term “protest” to also include 
disputes and appeals): 
 

Solicitation: Contractors may protest a solicitation issued by HACSB. It must be received by 
the Procurement and Contracts Supervisor before the bid or proposal submittal deadline, or 
it will not be considered.  

Award RFP: Any protest against the award of a contract based on an RFP must be 
received by the Procurement and Contracts Supervisor no later than two full business days 
after the bid submittal deadline, or before award of the contract, whichever is earlier, or the 
protest will not be considered.   

Award RFP/RFQ: Any protest against the award of a contract based on an RFP or RFQ or 
appeal of a decision by HACSB to reject a proposal, must be received by the Procurement 
and Contracts Supervisor within three business days after notification to an unsuccessful 
proposer that they were not selected, or the protest will not be considered.  

Rejection of Bid: Any protest of a decision by HACSB to reject a bid submitted in response 
to an RFP must be received by the Procurement and Contracts Supervisor within two 



HACSB 
Procurement Department 

Request for Proposal 
TENANT SCREENING SERVICES  

 RFP No. PC1352 
Page 16 of 26 

 
 

Page 16 of 26 

 

business days after being notified in writing of HACSB’s decision, or the appeal will not be 
considered.  

A written response will be directed to the appealing Contractor within fourteen (14) calendar 
days of receipt of the appeal, advising of the decision regarding the appeal and the basis for 
the decision. The decision of the HACSB shall be final and binding upon all parties. 

 
XI. INSURANCE REQUIREMENTS 

A. Proof of Insurance shall not be terminated or expire without thirty (30 days written 
notice and are required to be maintained in force until completion of the contract.  The 
Contractor shall require all subcontractors used in the performance of this contract to 
name HACSB as an additional insured.  Following are the standard types and 
minimum amounts. 

 General Liability: $2,000,000 per occurrence and $3,000,000 aggregate; 
HACSB Additional Insured. 

 Commercial General Liability:  limits of coverage for bodily injury and property 
damage liability of not less than $2,000,000 per occurrence and not less than 
$3,000,000 general aggregate; HACSB named Additional Insured on an attached 
endorsement. 

 Comprehensive Automobile Liability: $1,000,000; combined single limit bodily 
and property damage liability per occurrence and aggregate; HACSB named 
Additional Insured. 

 Errors and Omissions Liability: $1,000,000; combined single limit bodily and 
property damage liability per occurrence and $3,000,000 aggregate OR, 

 Professional Liability: $1,000,000; per occurrence and aggregate. 

 Workers’ Compensation: $1,000,000 

 Self-Insurance Program 

 Environmental Liability 

 Owner’s Liability 

 Fire Insurance with Extended Coverage 

   Crime/Fidelity Insurance:  $250,000 Sufficient to cover all agents and employees 
employed by Property Manager;  

    Excess/Umbrella Liability: $5,000,000; HACSB named Additional Insured. 

 

B. Failure to provide proof of insurance or failure to maintain insurance as required in this 
bid, or by law; are grounds for immediate termination of the contract.  In addition, the 
awarded bidder should be liable for all re-procurement costs and any other remedies 
under law. 

C. Indemnification and Insurance Requirements 
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1. Indemnification 
The Contractor agrees to indemnify, defend and hold harmless HACSB and its 
authorized officers, employees, agents and volunteers from any and all claims, actions, 
losses, damages, and/or liability arising out of this Contract from any cause 
whatsoever, including the acts, errors or omissions of any person and for any costs or 
expenses incurred by HACSB on account of any claim therefore, except where such 
indemnification is prohibited by law. 
 

   2. Additional Named Insured 
All policies, except for the Workers' Compensation, Errors and Omissions and 
Professional Liability policies, shall contain additional endorsements naming HACSB 
and its officers, employees, agents and volunteers as additional named insured with 
respect to liabilities arising out of the performance of services hereunder. 

 
3. Waiver of Subrogation Rights 

The Contractor shall require the carriers of the above required coverages to waive all 
rights of subrogation against HACSB, its officers, employees, agents, volunteers, 
Contractors and subcontractors. 
 

4. Policies Primary and Non-Contributory 
All policies required above are to be primary and non-contributory with any insurance 
or self-insurance programs carried or administered by HACSB. 

 
5. Proof of Coverage 

The Contractor shall immediately furnish certificates of insurance to HACSB 
Procurement Department administering the Contract evidencing the insurance 
coverage, including the endorsements above required, prior to the commencement of 
performance of services hereunder, which certificates shall provide that such insurance 
shall not be terminated or expire without thirty (30) days written notice to the 
Department.  Contractor shall maintain such insurance from the time Contractor 
commences performance of services hereunder until the completion of such services. 
Within sixty (60) days of the commencement of this Agreement, the Contractor shall 
furnish certified copies of the policies and all endorsements. 

 
6. Insurance Review 

The above insurance requirements are subject to periodic review by HACSB. HACSB's 
Risk Manager is authorized, but not required, to reduce or waive any of the above 
insurance requirements whenever the Risk Manager determines that any of the above 
insurance is not available, is unreasonably priced, or is not needed to protect the 
interests of HACSB. In addition, if the Risk Manager determines that heretofore, 
unreasonably priced or unavailable types of insurance coverage or coverage limits 
become reasonably priced or available, the Risk Manager is authorized but not 
required, to change the above insurance requirements, to require additional types of 
insurance coverage or higher coverage limits, provided that any such change is 
reasonable in light of past claims against HACSB, inflation, or any other item 
reasonably related to HACSB's risk.  Any such reduction or waiver for the entire term of 
the Agreement and any change requiring additional types of insurance coverage or 
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higher coverage limits must be made by amendment to this Agreement. Contractor 
agrees to execute any such amendment within thirty (30) days of receipt. 
 
 

XII. CONTRACT CONDITIONS 
 

Americans with Disabilities Act 
Proposer must comply with all applicable requirements of federal and state civil rights law and 
rehabilitation statues. 

 
Law of the State of California 
The resulting contract will be entered into within the State of California and the law of said 
state, whether substantive or procedural, shall apply to the contract, and all statutory, charter 
and ordinance provisions that is applicable to public contracts within the County of San 
Bernardino and the State of California shall be followed with respect to the contract. 

 
Contract Terms and Final Selection 
The selected company will be expected to sign the HACSB’s Contract Agreement, which will 
specify the terms of service. If the selected applicant and the HACSB cannot come to terms 
with respect to the contract, the HACSB reserves the right to select the next most qualified 
applicant or to terminate this RFP and to re-issue a new RFP if no Proposer is acceptable to 
the HACSB. 
 
Electronic Signatures 
The parties of an agreement resulting from the award of this RFP shall be entitled to sign and 
transmit an electronic signature (whether by facsimile, PDF or other email transmission). 
 

 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
EXHIBIT A - Contact Information Form 
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To: Brittany Cook, Officer 
(909) 890-6342 (909) 915-1831 Fax, or  

                                                    Email:  procurement@hacsb.com 
 

This document is to acknowledge that we are in receipt of RFP #PC1352 for Tenant Screening Services 
and have noted our intention to bid. 
 
Vendor Name: _______________________________________________  
 
Address: _____________________________________________________ 
 
Contact/Title: _________________________________________________ 
 
Phone: ______________________________________________________ 
 
Fax: ________________________________________________________ 
 
Email: ______________________________________________________ 

 
I PLAN TO SUBMIT A BID. 

 Yes, I will be submitting a bid. 
 Maybe, I need to research and get more information (contact HACSB-information listed above) 

 
NO BID. Indicate any of the following. We: 

 Do NOT desire to be retained on the vendor list. 
 Desire to be retained on the vendor list, but decline to bid based on the following: 

 Cannot comply with specifications/scope of work, Explain:   
 ______________________________________________________________________________________

______________________________________________________________________________________
______________  

 Cannot meet delivery requirements, Explain:   
 __________________________________________________________________  
 

 Do not regularly provide this type of product/service 
 Other, Explain:   
 Please update my information as listed above. 

 
HOW YOU FOUND OUT ABOUT THE BID. Indicate any of the following. We: 

 Checked the agency website 
 Received notice by fax or e-mail 
 Newspaper Ad, please list paper:   
 Trade Publication, please list:   
 Plan Room, please list:   

                 Other, Explain:  __________________________________________     

 

 

 

 
EXHIBIT B - PROPOSAL FORM 

mailto:procurement@hacsb.com
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Vendor Name: ______________________________________________________________                                                                                      

 
To: The Housing Authority of the County of San Bernardino 
 715 E. Brier Drive 
 San Bernardino, CA  92408 
 

Item Services Yr 1 
2024-25 

Yr 2 
2025-26 

1 Complete report which includes the nine (9) 
report content elements listed in the Scope of 
Work. 

  

 Individual reports:   

2 Landlord/housing provider research 
covering the past five (5) years of applicant 
housing history regarding rent payment, unit 
care, peaceful enjoyment, and lease 
compliance. 

  

3 Civil court activity to identify eviction actions, 
collections, judgments, and other liabilities 
related to housing history. 

  

4 Integrated three (3) bureau industry-
standard credit report and credit rating in 
compliance with the Fair Credit Reporting Act 
(FCRA) to assist in verification of applicant 
supplied income and asset information. 

  

5 Personal address history from the 
applicant’s credit report to identify addresses 
and localities where applicants have a history 
of financial activity. 

  

6 Criminal history, to include sex offender and 
terrorist searches; in San Bernardino, 
Riverside, and Los Angeles Counties  and in 
all other states of record, as made known by 
applicant-provided housing history and by 
other information which surfaces in the credit 
and address history information. Report 

  

7 Driver’s license and/or state issued ID 
verification. 

  

8 Social Security Number (SSN) verification.   

9 Nationwide Criminal History report which 
includes Terrorist and Sex Offender searches. 
Report shall include description of charges, 
explanation and sentence for each citation. 

  

10 Lifetime Sex Offender Registry reports 
(levels 1, 2, & 3) 

  

 Customized Reporting:   
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 Attach separate price list for specialized  
reports as listed on Scope of Work Section  

  

    

 
 
1.       The undersigned, having familiarized themselves with the local conditions affecting the cost of the work, 
and with the Specifications, if any thereto, hereby proposes to furnish all labor, materials, equipment and 
services required to provide such service(s) described in the Scope of Work in accordance therewith. 

 

2. In submitting this proposal, it is understood that the right is reserved by the Housing Authority of the 
County of San Bernardino to reject any and all proposals. If written notice of the acceptance of this proposal is 
mailed, telegraphed, faxed, or delivered to the undersigned within thirty (30) days after the opening thereof, or 
at any time thereafter before this proposal is withdrawn, the undersigned agrees to a contract/agreement in the 
prescribed form and furnish any required insurance requirements within ten (10) days after the contract is 
presented to him for signature. 
   

NOTE: The penalty for making false statements in offers is prescribed in 18 U.S.C. 1001. 
 
 
Date                                   , 20                    
       (Company Name) 
                                                                                                                                           
(Official Address)     (By) 
 
                                                                                                                                           
       (Title) 
 
                                                                                                                                           
(Contractors State License Number)   (Telephone Number) 
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EXHIBIT C - REFERENCES 
CURRENT CLIENT REFERENCES (REQUIRED) – RFP#PC1352– TENANT SCREENING SERVICES 

Submit this form with the BID, failure to do so is grounds for disqualification. 

Company       

Address       

City, ST, Zip       

Fax/Phone/Email  

Contact Name/Title       

Type of Engagement       

Company       
Address       

City, ST, Zip       

Fax/Phone/Email  

Contact Name/Title       

Type of Engagement       

Company       
Address       

City, ST, Zip       

Fax/Phone/Email  

Contact Name/Title       

Type of Engagement       

Company       
Address       

City, ST, Zip       

Fax/Phone/Email  

Contact Name/Title       

Type of Engagement       

Company       
Address       

City, ST, Zip       

Fax/Phone/Email       

Contact Name/Title       

Type of Engagement       

Bidder’s Company Name  

Legal Structure (corp./partner/proprietor)  

Principle Office Address  

City, ST, Zip  

Phone Number & Fax Numbers  

Email  

Federal Employer Identification Number  

Title of Person Authorized to Sign  

Print Name of Person Authorized to Sign  

Date Signed and Authorized Signature  
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EXHIBIT D - CERTIFICATION REGARDING DEBARMENT OR SUSPENSION 
 
In compliance with contracts and grants agreements applicable under the U.S. Federal Awards Program, the 
following certification is required by all Proposers submitting a response to this RFP: 
 

1. The Proposer certifies, to the best of its knowledge and belief, that neither the Proposer nor its 

Principals are suspended, debarred, proposed for debarment, or declared ineligible for the award of 

contracts from the United States federal government procurement or non-procurement programs, or are 

listed in the List of Parties Excluded from Federal Procurement and Non-procurement Programs issued 

by the General Services Administration. 

 
2. “Principals,” for the purposes of this certification, means officers, directors, owners, partners, and 

persons having primary management or supervisory responsibilities within a business entity (e.g., 

general manager, plant manager, head of a subsidiary, division, or business segment, and similar 

positions). 

 
3. The Proposer shall provide immediate written notice to the HACSB Procurement and Contracts 

Supervisor if, at any time prior to award, the Proposer learns that this certification was erroneous when 

submitted or has become erroneous by reason of changes circumstances. 

 
4. This certification is a material representation of fact upon which reliance will be placed when making the 

award.  It if is later determined that the Proposer rendered an erroneous certification, in addition to 

other remedies available to the HACSB government, the HACSB Procurement and Contracts 

Supervisor may terminate the contract resulting from this solicitation for default. 

 
5. Proposer affirms that is has no record of recent unsatisfactory performance with HACSB, during the 

past twenty-four (24) months at a minimum. 

 
 
 
 
 
 
 
Printed Name of 
Representative:  ____________________________________________ 
 
Title:   ____________________________________________ 
 
Signature:  ____________________________________________ 
  
Date:   ____________________________________________ 
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EXHIBIT E – STATE OF CALIFORNIA LABOR CODE 
 
 

 
  
 
State of California LABOR CODE 
Section 1771.1 
 
  
 
 (a) A contractor or subcontractor shall not be qualified to bid on, be listed in a bid proposal, subject to the 
requirements of Section 4104 of the Public Contract Code, or engage in the performance of any contract for public work, 
as defined in this chapter, unless currently registered and qualified to perform public work pursuant to Section 1725.5. It is 
not a violation of this section for an unregistered contractor to submit a bid that is authorized by Section 7029.1 of the 
Business and Professions Code or by Section 10164 or 20103.5 of the Public Contract Code, provided the contractor is 
registered to perform public work pursuant to Section 1725.5 at the time the contract is awarded. 
 
(b) Notice of the requirement described in subdivision (a) shall be included in all bid invitations and public works 
contracts, and a bid shall not be accepted nor any contract or subcontract entered into without proof of the contractor or 
subcontractor’s current registration to perform public work pursuant to Section 1725.5. 
 
(c) An inadvertent error in listing a subcontractor who is not registered pursuant to Section 1725.5 in a bid proposal 
shall not be grounds for filing a bid protest or grounds for considering the bid nonresponsive, provided that any of the 
following apply: 
(1) The subcontractor is registered prior to the bid opening. 
(2) Within 24 hours after the bid opening, the subcontractor is registered and has paid the penalty registration fee 
specified in subparagraph (E) of paragraph (2) of subdivision (a) of Section 1725.5. 
(3) The subcontractor is replaced by another registered subcontractor pursuant to Section 4107 of the Public 
Contract Code. 
 
(d) Failure by a subcontractor to be registered to perform public work as required by subdivision (a) shall be grounds 
under Section 4107 of the Public Contract Code for the contractor, with the consent of the awarding authority, to substitute 
a subcontractor who is registered to perform public work pursuant to Section 1725.5 in place of the unregistered 
subcontractor. 
 
(e) The department shall maintain on its Internet Web site a list of contractors who are currently registered to perform 
public work pursuant to Section 1725.5. 
 
(f) A contract entered into with any contractor or subcontractor in violation of subdivision (a) shall be subject to 
cancellation, provided that a contract for public work shall not be unlawful, void, or voidable solely due to the failure of the 
awarding body, contractor, or any subcontractor to comply with the requirements of Section 
1725.5 or this section. 
  
(g) This section shall apply to any bid proposal submitted on or after March 1, 2015, and any contract for public work 
entered into on or after April 1, 2015. 
(Added by Stats. 2014, Ch. 28, Sec. 63.  (SB 854) Effective June 20, 2014.) 
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EXHIBIT F – HUD Form 5369 B 

 
Document on Following Page 
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EXHIBIT G – HUD Form 5369 C 
 

Document on Following Page 
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