INSTRUCTIONS FOR COMPLETING 
THE PHILADELPHIA HOUSING DEVELOPMENT CORPORATION (PHDC)

PREQUALIFICATION APPLICATION
QUALIFYING BIDDERS FORM   #20D445
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· Company name

· Date submitted

· Ownership (i.e. is your company owned by an individual, partnership or a corporation)

· Federal I.D. number

· State the name of the company officer or partner (where the company is not a sole proprietorship) submitting this form and signing its affirmations and certifications.  Sole proprietors list own name.
· Address of company’s  principal office

· Email address 

· List date of incorporation (if incorporated outside of Pennsylvania you will need to apply with the PA Department of State) 

· If your company is a partnership, check whether it is general or limited liability

· List the number of years your organization has been in business under current name
· Indicate if you are a prime contractor or a subcontractor
· Attach a resume for each principal officer/partner 
· List the company’s president, vice president, secretary and treasurer’s names, or partners, if applicable, and dates of birth, addresses and social security numbers
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· Indicate if you or any officer or partner of your organization has been a partner or officer of another contracting organization. If yes, list the individual’s name, position and the name of the organization.
· List the 3 largest projects, measured by project cost in dollars, your company has completed. Include the complete names and addresses of 3 references that can attest to the quality of your work on those projects.  DO NOT INCLUDE PERSONAL FRIENDS OR MEMBERS OF YOUR FAMILY OR COMPANY. Attach an additional sheet if you need more space. If you are a new company and do not have references who can attest to your company’s workmanship, then you must include a current resume for each of the owners of your company that shows the necessary abilities in your trade.
· List current contracts, if any, you have with the City of Philadelphia.  For each include the city department, amount of contract, percentage completed and location.

· If construction has been completed but not accepted by the City of Philadelphia, state the reason.
· List current contracts, if any, you have that are not with the City of Philadelphia. Include the client’s name, amount of contract, percentage completed and location.
· If you or your company has ever failed to complete any work awarded to you, identify the client, contract amount, location and the reason.
· If you or any director, officer, partner, general manager or any other person otherwise active in the management of your company has ever been active in the management of another organization (existing or defunct) during a time when that organization defaulted on a City of Philadelphia contract either as a prime contractor or a subcontractor, explain the circumstances.  Include any project on which you worked even if the default took place after you left the organization.
· If a principal officer has ever been indicted or convicted of a felony, explain on a separate sheet the circumstance with the final disposition.
· Attach a list of equipment owned or leased by your company that you would use for the project. Include the date of termination for all leased equipment.
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Complete Form #20D445A (Place the letters N/A in those categories that do not pertain to you)
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FINANCIAL INFORMATION
List the current number of loans in each category you (if a sole proprietor) or your company has and attach a current statement (not more than 60 days old) on the financial institution’s official letterhead for each one. 

List the current number of bank accounts in each category you (if a sole proprietor) or your company has in each category and attach a current statement (not more than 60 days old) on the financial institution’s official letterhead for each one. Write on each statement the date the account was opened.
List the current number of lines of credit you (if a sole proprietor) or your company has and attach a current statement (not more than 60 days old) on the financial institution’s official letterhead for each one. 

SUPPLIERS
List the suppliers that you will use for this project and attach the most recent invoice, on the supplier’s official letterhead, from each.  If the invoice is older than 60 days, explain why.
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WORK REQUESTED
Indicate the trade(s) and program areas for which you are applying by checking the appropriate boxes best suited to your company’s experience.
LICENSES:
1. List the company’s Business Privilege License Number and attach a copy of the license.

2. List the contractor’s license number and attach a copy of the license.

3. If applicable, provide proof that you are a registered home improvement contractor as required by the Home Improvement Consumer Protection Act 132 (HICPA). For more information or to register go to www.attorneygeneral.gov.
INSURANCE AND BONDING:

Attach a copy of the declaration pages for each of the following insurance policies: General Liability, Automobile Liability, and Workers Compensation and Employers’ Liability, if applicable.  If your company is bonded, attach documentation of the Bonding amount. 
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MINORITY, WOMEN OR DISABLED BUSINESS DETERMINATION
1. Check whether or not you are certified by the Office of Economic Opportunity  (OEO) (Formerly the Minority Business Enterprise Council-MBEC)

2. If yes, provide your OEO certification number. 

3. List the expiration date for your certification number.

4. List the letter adjacent to the description with which you identify from the categories on pages 6 and 7 of the application.

Page 8
STATEMENT OF NO PENDING OR THREATENED LITIGATION

TO BE COMPLETED BY ALL PERSONS APPLYING TO PARTICIPATE IN A PHDC-RELATED PROGRAM OR SEEKING TO ENTER INTO A CONTRACT WITH PHDC.

By signing the certification statement on  page 14 the applicant asserts that other than those listed on an attached page, there is no pending or threatened litigation, claim, consent order, settlement agreement, investigation, challenge or other proceeding being brought by applicant, and/or any business associate of applicant against the City of Philadelphia or any of its departments, its Office of Housing and Community Development(OHCD), Philadelphia Housing Development Corporation (PHDC), the Redevelopment Authority of the City of Philadelphia, the Philadelphia Commercial Development Corporation or the Philadelphia Industrial Development Corporation.

A business associate includes, but may not be limited to: officers, directors, partners, employees, lenders, lessors and consultants.  Depending on the circumstances, business associates may also include shareholders, landlords, sellers of real estate, or joint ventures.  Applicants are encouraged to use a broad definition of “business associate” when completing this and other questions where that term is used.
Include on the attached sheet: 

· the name(s) of the party or parties,
· what type of proceeding, claim, etc., and

· the status of proceeding, claim, etc. 
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CONFLICT OF INTEREST

All applicants for assistance involving Community Development Block Grant “CDBG” funds are required to comply with federal regulations prohibiting conflicts of interest.  The regulations affect the following groups of people:
a) Employees, consultants, and officers of the City of Philadelphia and its quasi-city agencies and departments;
b) Elected or appointed officials of the City of Philadelphia, the Commonwealth of Pennsylvania or the federal government of the United States; and

c) Employees, consultants, or officers of any firm receiving CDBG program funds.

Answer questions 1, 2 and 3, and complete Conflict of Interest forms B-1, B-2 and/or B-3 as necessary.
Page 10 of application is Conflict of Interest Form B-1
Page 11 of application is Conflict of Interest Form B-2
Page 12 of application is Conflict of Interest Form B-3
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PHILADELPHIA TAX STATUS CERTIFICATION REQUEST
Fill in your tax information:
Taxpayer name, date application is filled out, name of business, home address and home telephone number, business address and business telephone number.
Questions 1-6

1. List Federal Employer Identification number (or Social Security number for a sole proprietor) and, Philadelphia Business Tax Account number.
2. List on an attached sheet any delinquent taxes to the City of Philadelphia or Philadelphia School District with amount owed.
3. List on an attached sheet any delinquent water or sewer charges with property address and amount owed.
4. If you have been sued by the City of Philadelphia or Philadelphia School District or have declared bankruptcy, list nature of lawsuit and/or the date of bankruptcy, using an attached sheet if necessary.
5. If you are involved in any other business activity, list company name(s), Federal Employer Identification Number(s)/Social Security Number(s) and Philadelphia Business Tax Account Number(s) as necessary on a separate sheet.
6. If you own any real estate in the City of Philadelphia, list it on an attached sheet.
Print your name and title, then sign and date. 
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Please read the statement under Certification, print your name, title and company name, then sign and date verifying that you understand and are aware that false statements made in the filling out of this application, including Forms 20D445, 20D445A, the Conflicts of Interest and No Pending or Threatened Litigation Statements, are subject to the penalties of the Act of December 6, 1972, P.L. 142, No. 334, as amended 18 Pa. C.S.A. 4904, relating to unsworn falsification to authorities.

Return completed application to:

OHCD Compliance Department

1234 Market Street, 16th Floor

Philadelphia, PA  19107
