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The Road to Recovery Starts Here
When a catastrophic event impacts our way of life, emotions run high.  There is fear of the unknown, 
uncertainty about the future, and a sense of helplessness.  The emotional, social, financial, economic and 
infrastructure impacts of Superstorm Sandy are immense and as New Jersey embarks on action to protect 
and preserve the welfare and development of its citizens and businesses there is much to evaluate, plan for 
and then to implement.

Informed by the HGI Team’s first-hand experience in Louisiana and Mississippi we have developed a 
response that not only answers the questions posed in the solicitation but to related challenges that are 
most relevant to NJ’s Superstorm Sandy long term recovery – specifically, Superstorm Sandy Housing 
Incentive Program “SSHIP”. 

The HGI Team has a deep understanding of the issues that the Department is trying to address with 
SSHIP and as a result of this experience; HGI has already prepared a design that carefully considers 
each of the functional requirements outlined in the RFQ and the optimal workflow to move SSHIP in 
a way that is effective, efficient and expedient.  As part of our design we will have offices in 9 counties 
and Trenton with employees who will serve the program and the communities, mechanisms for engaging 
impacted citizens, and staff such as management, quality assurance, human resources and training that will 
travel throughout the State to ensure consistency and delivery.

Hammerman and Gainer, Inc. (HGI) was the largest subcontractor of Louisiana’s Road Home Program 
and then was awarded the role of prime contractor.  HGI is proud of the work we continue to accomplish 
in supporting Louisiana’s to recover from the compounded disaster of two hurricanes, and the difficult 
transition from the original prime to carry on the program and address the most complex cases.  In 
2012, HGI has secured the management of the Hazard Mitigation Grant Program expanding our role 
in the long term recovery efforts.  Based on our past experience we understand the scope of work to be 
performed and we have learned lessons regarding long term recovery which cannot be taught but must be 
experienced. 

To meet each of DCA’s functional requirements detailed in the RFQ, HGI proposes our Program 
management expertise in combination with a set of critically evaluated and selected subcontractors 
(Teaming Members) with exceptional expertise and past performance.  While each team member 
brings a unique set of capabilities and experience to the project, it is HGI’s proven long term recovery 
programming expertise combined with long standing relationships with some of the key team members 
that is the unique defining value of this group. 

We are pleased to have Quadel Consulting Corporation (Quadel) on the team.  Quadel is a national 
affordable and low income housing management and consulting firm with its headquarters in 
Washington, DC and seven subsidiary offices across the country. Quadel supported the Louisiana Road 
Home Homeowner Assistance Program, Small Rental Program, and Permanent Supportive Housing 
Program and the Galveston County Disaster Housing Management Services contracts with over 400 
full time staff. Additionally, Quadel currently administers seven HUD low income housing programs at 
the municipal and state level, including Newark NJ, and serving more than 80,000 low income families. 
Quadel brings HUD Community Development Block Grant, disaster recovery housing services, low 
income housing program expertise and training services to the team.
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Additionally, we bring STR, the developer of the grants management software used in both Mississippi 
and Louisiana that facilitated the distribution of grants to victims of hurricanes Katrina and Rita.  In 
both of these programs, STR was an integral part of the overall team and has demonstrated the adept 
quickness of their staff as they repeatedly modified the grants management software in response to 
changes in policies and procedures dictated by the states, by HUD, and sometimes by the operations 
contractor. 

HGI has chosen additional partners based on their proven track record of excellence.  This team brings 
experience from the Road Home Program and the Housing Assistance Program in Louisiana in order 
to provide New Jersey with the ability to orchestrate an exemplary Intake, Eligibility, Incentive and 
Close-Out; we worked with Quadel, STR, Do-WAP, and OPP in the Road Home and continue to work 
with STR in the Housing Assistance Program.  These long standing relationships also have resulted in 
a common understanding of how we work as a team to execute against a set of goals and the ability to 
work under high stress environments.

HGI has chosen each of these partners because of their proven track record of excellence and the 
relationships that exist between our organizations in the delivery of other long term recovery programs. 
This will provide the Department the ability to orchestrate an exemplary Intake, Eligibility, Incentive 
and Close-Out.

HGI and its subcontractors can positively affirm that we have not had a record of substandard work or 
engaged in unethical practices within the past five years.  We are licensed to do business in the State of 
New Jersey and we understand our responsibility for the entire Contract including but not limited to the 
payment of any and all charges resulting from the Contract.  

We believe that the success of this program is critical to New Jersey and its citizens as well as to the 
Country and we are excited to be considered as a partner to the State of New Jersey.

SIGNATURE

Larry Oney
Chairman and CEO



DPP - 446
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Tab 1

Management Overview

The HGI Team has gained extensive experience and 
knowledge successfully executing Community De-
velopment Block Grant programs that highlight our 
understanding of the critical nature of the eligibility 
verification phase within the total end-to-end process. 
More specifically, the HGI Team was instrumental in 
the eligibility verification during the Road Home pro-
gram in Louisiana.  Proactive and effective confirma-
tion that applicants have provided complete, validated 
and appropriate documentation for their Incentive, 
RREM, and Small Rental Property Program assis-
tance requests is to the success of redevelopment in 
affected New Jersey communities.

Our experience with previous disasters has also 
highlighted the importance of providing outreach, 
follow-on education, and support to assist impacted 
communities in understanding the requirements for 
preparing, submitting, and documenting their request 
for assistance. Incomplete or improperly submitted 
requests create delays and frustrations. 

HGI builds partnerships through open dialogue 
and we are dedicated to providing a custom solution 
that meets the needs of New Jersey and HUD.  In the 
spirit of applying our lessons learned from Louisiana 
and capitalizing on our CDBG-DR expertise, we have 
developed an unmatched management model based on 
simplicity, custom design and partnership.

Simplicity will enable the Department and its 
contractors to deliver a program that is easy to 
communicate, execute and deliver. Although simple, 
our solution is elegant and homeowner-centered.

Custom Design will enable the Department 
to deliver a program that serves the needs of the 
community while our process ensures that we 
embrace the speed necessary to accelerate long-
term recovery.

Partnership with the Department allows for 
impactful solutions by employing qualified 

leaders with demonstrated success in managing 
unique situations presented by long term recovery 
programs.  It allows the support of the objectives 
of the Department and its constituents with the 
dignity and respect that comes from having lived 
through a disaster and the recovery process. Further, 
our partnership will drive economic benefits into 
the community by hiring locally.

The Advantages of Specialty Expertise – the HGI 
Team has been there:
•  We can leverage invaluable lessons learned from prior 

long-term recovery engagements.
•  We have a proven ability to react quickly to an ever-

changing environment and continue to perform. We 
are battle hardened and unfazed by situations requir-
ing a quick pace or the need to change.

•  We are experienced in developing processes to 
quickly start-up and be operational while maturing 
those processes for the longer term.  Mobilization 
and triage are our strengths.

•  We have ready developed electronic document and 
information management capabilities that can pro-
vide real-time data and reporting to multiple stake-
holders in many locations.

•  We are connected with a vast network of casework-
ers, advisors, small businesses, and other specialized 
personnel that can be mobilized quickly.

•  We have demonstrated significant data management 
capability; ability to provide support for operational, 
management, compliance, audit, and litigation ef-
forts.

•  We have a full appreciation and understanding that 
the program must balance the needs of the commu-
nity and the requirements of HUD and CDBG-DR 
fund distribution without compromising the integ-
rity of either.

To accommodate the breadth and scope of our 
capabilities, we have adopted an organization struc-
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ture that supports specialization to ensure innovative-
ness and quality.  While individual business units are 
specialized, each unit can leverage the resources of 
the other units.  Business units can build on focused 
areas of expertise and this expertise is then available 
to the larger organization.  This overall organization 
structure has worked very successfully for many years, 
and our system has a well-established reputation for 
excellence.

Our proposed organization has a Program Direc-
tor, and groups/departments for Operations, Com-
pliance and Monitoring, Accounting and a Project 
Management Office (PMO).  The Program Director 
will have full responsibility for program decisions, 
priorities, and direction. The Program Director will be 
supported by the Senior Management Team, which is 
comprised of the Program Deputy Director, and the 
leaders of Operations, Accounting/Administration, 
PMO, IT, and Compliance and Monitoring. 

The HGI Team brings strong leadership to New 
Jersey in response to this effort.  

•  lon anderson will serve as the Program Execu-
tive and brings past experience as an Executive on 
ICF’s team for the Road Home where he led the 
IT & Analytics organization that was comprised of 
over 200 members.  In this role he worked directly 
with the Client to inform policy and program deci-
sions based on data and impact, interacted directly 
with the Legislative Auditors, HUD, OMB, and the 
Governor’s staff.  After the Road Home he served as 
the head of IT for ICF where he led over 100 initia-
tives the organization grew to almost $1B in rev-
enues, double its domestic foot print, expand into the 
international space, and develop effective programs 
that aligned with the business.

•  Joan greer will serve as the head of Operations 
and brings extensive disaster recovery experience to 
the team. From 2007-2009  Joan served as Quadel 
Program Director for the Louisiana Road Home 
Program, for which she managed 12 Homeowner 

Assistance Centers in southern Louisiana with over 
300 advisors to provide initial appointments and 
process homeowner applications.  In this role, she 
developed and administered Homeowner Grant poli-
cies, interpreted program requirements and special 
conditions of the Community Development Block 
Grant (CDBG) program, and provided direction to 
satisfy requirements.  She also worked from 2009-
2012 as the Director of the Policy and Oversight 
division for the Louisiana Small Rental Property 
Program. Joan currently directs the start-up opera-
tions team for Quadel Processing Services (QPS) 
where she is responsible for transforming the 13,000 
unit Miami-Dade Housing Choice Voucher (HCV) 
program to allow tenants and landlords to complete 
transactions via multiple access channels including: 
on-line web portal, call center, kiosks and face-to 
face appointments.

•  Scott Meyer will serve as the head of IT and brings 
over 35 years of experience developing information 
management systems for state, federal, and com-
mercial clients. For the past six years, Mr. Meyer has 
been responsible for working with the customers and 
other contractors in Mississippi and Louisiana in 
support of the Katrina and Rita recovery programs.  
He is intimately familiar with the needs of the appli-
cants, grantee, other contractors, and HUD and has 
the experience and expertise to ensure that the IT 
system will support the need needs of the program.

•  amy Cannon will serve as the operational and 
human resource specialist. Amy has eleven years of 
extensive experience in management coaching, ben-
efit design and implementation, compliance audits, 
policy reviews, and strategic targeted recruiting. She 
is highly skilled in payroll, hiring practices, employee 
communications, benefits and compensation.

•  Jim Furfari is an executive leader with over 30 
years’ experience in management and operations. 
He has expertise in risk management and program 
management.

Tab 1 Management Overview
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The SSHIP process begins with intake of the ap-
plication through the web, over the phone, or in-per-
son utilizing a simple form that gathers only the data 
necessary to determine eligibility.  The efficiency and 
effectiveness of the verification process is predicated 
on tight integration of the specific tasks performed by 
separate operating teams, including those perform-
ing title searches and examinations, closing services, 
and applicant identity validations while maintain-
ing the consistent, case-driven applicant relationship 
management approach integral to the HGI Team’s 
methodology.  Of note, verification is not a single ac-
tion conducted upon receipt of an application; rather, 
it is a comprehensive initial application due diligence 
procedure, followed by specific verification actions as 
required throughout the process to final closeout.

We have devised a simple and efficient four-step 
process, tailored to applicants’ needs for the verifica-
tion process. Principal disciplines that are required of 
the HGI Team for the verification process are:

•  A customer care orientation in establishing the 
team’s continued relationship with the applicant, 
including frequent applicant contacts for status.

•  An ability to establish a collaborative working envi-
ronment with the multiple organizations involved in 
verification.

•  Capable, professional real property transaction 
expertise.

A production-oriented process that includes auto-
mated workflow, frequent quality checkpoints, moni-
toring of elapsed time between processes, and rapid 
escalation of issues for resolution.

The HGI Team brings each of these disciplines to 
the verification process to provide the initial founda-
tion for strong performance in all subsequent process-
ing stages.  The HGI Team includes all of the skill 
categories required for the verification process as part 
of the team, so that full communications and already 
established working relationships will be in place at 
the contract start. The process steps required for veri-
fication have been honed by our Team to provide the 

most beneficial sequencing of steps to minimize cost 
and to reduce cycle time. The Eligibility Manager will 
closely monitor process times and document collection 
strategies to continue to refine the verification opera-
tion for optimal performance. 

The HGI Team will operate a centralized pro-
cessing center to address eligibility issues to include 
an Eligibility Manager, Supervisors, and Eligibility 
Analysts, in this Center will perform these back of-
fice functions.  Eligibility determination will occur 
real-time as the applicant completes the application. 
If the applicant calls into the call center to submit the 
application, then the eligibility determination will oc-
cur real-time as the call center advisor enters the data. 
The purpose of the HGI Eligibility Team is to help 
applicants that have not passed the eligibility checks 
on line.

Our process requires applicants to complete one 
easy application through the Housing Program – Cen-
tralized Management Information System otherwise 
known as the “HP-CMIS”.  The eGrants application 
provided by STR will serve as the primary component 
of this system thereby allowing one application to ap-
ply for any of the three programs either online or by 
phone. A random, computerized ordering then occurs 
and numbers are assigned to each submitted applica-
tion at the end of the intake period.  Eligibility will 
be determined for all applications, but awards will be 
made in order determined by the randomization. Once 
the available funds within each LMI pool are depleted, 
no more applications will be processed unless further 
tranches are made available. Completed applications 
will have eligibility determination completed within 
five days. 

When the HP-CMIS is able to verify all informa-
tion in the application, the HP-CMIS will generate an 
eligibility determination letter, containing next steps in 
the process.

Whenever the HP-CMIS on-line application de-
termines that an applicant is not eligible based on the 
data submitted by the applicant and compared against 
the data in the Data Warehouse, the application will 
be forwarded to the Eligibility Team for review. The 

Tab 1 Management Overview
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Eligibility Team can determine if a data entry mistake 
was made, additional information is needed or if the 
application is truly ineligible. Involving the Eligibil-
ity Team in these verifications will prevent the appeals 
process from being clogged with unnecessary appeals.

Once eligibility and funds availability are de-
termined the applicant is assigned a Case Manager 
who is part of a Case Manager Team in the county in 
which they reside.  The Case Manager will review the 
file, contact the applicant, transmit data to the con-
struction team – either RREM or Rental – and sched-
ule an appointment to review the program, program 
requirements (eg the covenant), and introduce the 
applicant to construction.  If there are any items that 
need resolution for the applicant to move forward or 
the applicant requires assistance the appropriate sub-
ject matter experts will be made available to assist or a 
third party will be identified and the applicant will be 
provided the necessary information to work through 
the issue.

The Case Manager follows the progress of the ap-
plicant throughout the construction process providing 
assistance as required.  Upon completion of construc-
tion the Case Manager works with the applicant to 
schedule a final review of the documents they have 
been provided, review the covenant, and go to closing.  
Regardless of the applicant’s disposition the appeals 
process is explained and if the applicant requests an 
appeal the file is referred to the appeals team. 

Once closed the Case Manager completes the 
documentation in the file, reviews it for accuracy and 
sends the file to final review where it is compared to 
the checklist and either sealed and sent for retention 
or corrected.  If the file is sent to appeals, the appeals 
team investigates the file, reviews the file to ensure 
that policy and procedures were followed, writes a 
summary of the appeal and an opinion which may 
include legal certification, and then presents the file 
to the Department for final review and dispositioning.  
The Department’s decision is then communicated to 
the applicant and the file is either closed or returned to 
the Case Manager to be worked to completion.

Throughout the process the HP-CMIS has an 
integrated relationship management tool that al-

lows each interaction with the applicant to be logged, 
including notes and documents, so that concerns or 
deficiencies are recorded, monitored, and resolved.  In 
addition, the tool has built in capabilities and report-
ing to manage Fraud, Waste, and Abuse so that a file 
can be held for investigation if required.

Finally, all files will be stored per the State’s reten-
tion policies in paper format and easily accessible to 
facilitate reviews, audits, and legal proceedings.  These 
paper files will compliment the electronic file that will 
also be available for the Department and other Agen-
cies at the Department’s request.

Tab 1 Management Overview
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Tab 1 Management Overview

We understand that this narrative is a high-level over-
view of the process and that the supporting response 
will provide additional clarity however based on our 
experience we also understand that the development of 
a program of this magnitude that has such significant 
importance to the lives of the individuals impacted 
that the response here is a work in progress that we 
must join together to complete so that HGI and our 

team can execute the program fully.  
The table below represents the number of FTE 

at the middle of the program.  Tables included in the 
document tabs are specific to the task and the time-
frame to complete that task.  

Title of  
Position Employer

Number of 
FTE

Hgi  
Positions

Subcontractor 
Position

Located  
in Nj

Located  
Outside Nj

Program 
Executive

HGI 1 1 0 1 0

Communications 
Director

OPP/Do-WAP 2 0 2 2 0

Human 
Resources

HGI/Quadel 2 1 1 2 0

Operations 
Director

Quadel 1 0 1 1 0

Project Director Novaces 1 0 1 1 0

Administration 
Director

HGI 1 1 0 1 0

IT Director STR 1 0 1 1 0
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Tab 1

1 2 3 4 5 6 7 8 9 10 11 12

Admin Support 10 10 10 10 10 10 5 5 5 5 5 5

Administration Director 1 1 1 1 1 1 1 1 1 1 1 1

Appeals Coordinator  1 1 2 2 2 2 2 2 2 2 2

Asset Management Analyst 3 3 3 3 3 3 3 3 3 3 3 3

Audit Analyst  2 2 2 2 2 2 2 2 2 2 2

Case Management Manager 5 5 5 5 5 5 3 3 3 3 3 3

Case Manager 1  
(Call Center/Other)

7.5 45.5 18.5 14.5 14.5 14.5 10.0 10.0 10.0 10.0 10.0 10.0

Case Manager 1  
(Eligibility Analysts)

52.8 211.0 27.0 4.0 0.0 0.0 0.0 0.0 0.0 0.0 0.0 0.0

Case Manager 1  
(Homeowner Advocate)

13.6 54.2 108.4 108.4 95.4 82.5 87.0 80.2 71.8 68.8 62.7 56.6

Case Manager 1 (Intake Analysts) 16.0 64.0 7.0 1.0 0.0 0.0 0.0 0.0 0.0 0.0 0.0 0.0

Case Manager 2  
(Frontline Supervisors)

19.3 43.0 23.1 19.1 15.9 13.7 13.7 12.6 11.5 11.5 10.4 9.4

Case Manager 2 (Other) 7.5 7.5 8.5 8.5 8.5 8.5 4.0 4.0 4.0 4.0 4.0 4.0

Center Deputy 18 18 18 18 18 18 18 18 18 18 18 18

Center Manager 9.0 9.0 9.0 9.0 9.0 9.0 9.0 9.0 9.0 9.0 9.0 9.0

Chief Legal Counsel 1 1 0.5 0.5 0.5 0.5 0.5 0.5 0.5 0.5 0.5 0.5

Communications Director 1 1 1 1 1 1 1  

Contracts Manager 1 1 1 1 1 1 1 1 1 1 1 1

Database Design 1 1 1 1  

Desktop Support 1 4 5 5 5 5 5 5 5 5 5 5 5

Facilities Manager 1 1 1 1 1 1 1 1 1 1 1 1

Facilities Specialist 1 2 2 2 2 2 2 2 2 2 2 2 2

Finance Analyst 1   

Finance Manager 1 1 1 1 1 1 1 1 1 1 1 1

HR Director 2 2 2 2 1.5 1.5 1.5 1 1 1 1 1

HR Specialist 1  2 2 2 2 2 2 2 2 2 2 2

Information Security Analyst 1 2 2 2 2 2 2 2 2 2 2 2 2

IT Director 1 1 1 1 1 1 1 1 1 1 1 1

IT Principal 1 1 1 1 1 1 1 1 1 1 1 1

Manager 9 9 9 9 9 9 15 14 9 3 3 3

Tab 1 Management Overview

The program requires a rapid ramp up of staff at 
all 9 sites and a Service Center to server the applicants 
during Intake and then begins to normalize over time 
as the work transitions to case management.  Staff 
levels will rise quickly in specific levels that service 
applicants while support staff will remain constant 

until the end of the program or if additional funds 
become available will remain constant. We believe that 
the ramp-up of staff will follow a model similar to the 
one outlined in the table below – for purposes of the 
response the table identifies the Role instead of the 
Labor Category:
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Network Engineer 1 2 2 2 1 1 1 1 1 1 1 1 1

Outreach Specialist 1 2 2 2 2 2 2 2  

PMO Director 1 1 1 1 1 1 1 1 1 1 1 1

Program Chief Executive 1.5 1.5 1.5 1.5 1.5 1.5 1.5 1 1 1 1 1

Program Director 1.5 1.5 1.5 1.5 1.5 1.5 2.5 5.5 2.5 1 1 1

Property Lien Director  1 1 1 1 1 1 1 1 1 1 1

QA Analyst 1  2 2 2 2 2 2 2 2 2 2 2

QA Analyst 2  1 1 1 1 1 1 1 1 1 1 1

QA Manager  1 1 1 1 1 1 1 1 1 1 1

Security Manager 1 1 1 1 1 1 1 1 1 1 1 1

Security Specialist 1 20 20 20 20 20 20 20 20 20 20 20 20

Senior Application Analyst 3 3 3 2 2 2 1 1 1 1 1 1

Senior Application Support 2 2 2 2 2 1 1 1 1 1 1 1

Senior DBA 2 2 1 1 1 0 0 0 0 0 0 0

Senior Developer/Analyst 1 1 0  

Senior Manager 15 15 17 17 15 15 22 28 12 9 8 8

Sr Principal Developer 5 5 5 5 4 4 3 2 1 1 2 2

Subject Matter Experts 2 2 2 2 2 2 2 1 1 1 1 1

Systems Administrator 2 2 2 1 1 1 1 1 1 1 1 1

Training Specialist 1 0 0 0 0 0 0 0 0 0 0 0 0

Training Specialist 2 0 0 0 0 0 0 0 0 0 0 0 0

Tab 1 Management Overview
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Tab 2

Start-Up Team

The Department has specified an ambitious start up 
agenda and schedule.  In order to meet the contract 
requirements to begin outreach 10 days after contract 
award and taking applications 30 days after contract 
award, work must begin immediately.  The key start up 
activities include:

•  A Department orientation and briefing for key 
leaders of the HGI Team

•  Finalization of policies for all three programs and the 
development of implementing procedures

•  Finalization of the outreach strategy and 
development of initial outreach materials

•  Development of the HP-CMIS (customization of 
eGrants™)

•  Identification, leasing and equipping of 9 Housing 
Assistance Centers and establishment of the HGI 
home base in Trenton

•  Recruitment and Hiring of Local Staff Resources
•  Training for both local staff and HGI team staff 

The HGI team is prepared to begin work and 
for key staff as identified in the RFQ to be present 
in Trenton within one week of contract execution.  
However, unless contract execution occurs within 48 
hours of contract award, the HGI team will need to be 
working with Department representatives in advance 
of contract execution.  

Objectives
The start-up period sets the tone for the SSHIP pro-
gram in the minds of potential applicants and the pub-
lic at large.  The key objectives for the start-up period 
are two-fold:  (1) gain public awareness and public 
confidence in the opportunity that SSHIP offers (2) 
establish an effective organizational and operational 
framework to ensure program success during start-up 
and for the entire contract period.

Completing the Work
This Senior Management Team is responsible for the 
day-to-day activities that comprise the Program Man-
agement Plan and is comprised of industry leaders in 
their respective areas, leaders that will bring energy 
and accountability to the Program. Finalization of 
Policies and Procedures, Outreach, and Logistic setup 
are critical parts of the start-up and the HGI Team are 
prepared to deliver to these efforts.  Throughout this 
submission we identify key areas and activities which 
we will perform to complete the start-up and move in. 
Key personnel will be available within 5 days of con-
tract execution and will lead the start-up efforts.  In all 
cases these individuals will be located in Trenton, New 
Jersey and travel to the 9 sites as required.
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Title of Position Name of individual % Full Time Primary Location

Program Executive Lon Anderson 100 Trenton, NJ

Human Resources Amy Cannon 100 Trenton, NJ

Human Resources Beatrice Hoppe 100 Trenton, NJ

Human Resources Allison McGinn 100 Trenton, NJ

Operations Joan Greer 100 Trenton, NJ

Project Director Robert Cheney 100 Trenton, NJ

Administration Jim Furfari 100 Trenton, NJ

iT Director Scott Meyer 100 Trenton, NJ

intake Denise Hairston 100 Trenton, NJ

Eligibility Monica Taylor 100 Trenton, NJ

Case Workers Donna Gunther 100 Trenton, NJ

File QC/Monitoring Duane Knight 100 Trenton, NJ

Appeals Bruce Quinn 100 Trenton, NJ

QA/AFWA Len Kraig 100 Trenton, NJ

Training Peggy Gregory 100 Trenton, NJ

Finance Erica Adgebite 100 Trenton, NJ

Facilities/Assets Bruce Marler 100 Trenton, NJ

Legal Glenn Paulson 100 Trenton, NJ

Subcontracts Sheralynn Ries 100 Trenton, NJ

Records Retention Matthew Patterson 100 Trenton, NJ

Applications Bob Kuhnle 100 Trenton, NJ

infrastructure Thomas Palmieri 100 Trenton, NJ

Tab 2 Start-Up Team
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1 2

Admin Support 10 10

Administration Director 1 1

Appeals Coordinator  1

Asset Management Analyst 3 3

Audit Analyst  2

Case Management Manager 5 5

Case Manager 1 (Call Center/Other) 7.5 45.5

Case Manager 1 (Eligibility Analysts) 52.8 211.0

Case Manager 1 (Homeowner Advocate) 13.6 54.2

Case Manager 1 (Intake Analysts) 16.0 64.0

Case Manager 2 (Frontline Supervisors) 19.3 43.0

Case Manager 2 (Other) 7.5 7.5

Center Deputy 18 18

Center Manager 9.0 9.0

Chief Legal Counsel 1 1

Communications Director 1 1

Contracts Manager 1 1

Database Design 1 1

Desktop Support 1 4 5

Facilities Manager 1 1

Facilities Specialist 1 2 2

Finance Analyst 1  

Finance Manager 1 1

HR Director 2 2

HR Specialist 1  2

Information Security Analyst 1 2 2

IT Director 1 1

IT Principal 1 1

Manager 9 9

Network Engineer 1 2 2

Outreach Specialist 1 2 2

PMO Director 1 1

Tab 2 Start-Up Team

In addition to the Key Personnel identified for start-
up and intake the labor categories below begin work-
ing on the program at the appropriate time to execute 
their role and deliver to the program objectives.  This 
table utilizes job title combines labor categories and 

the detail can be identified in Exhibit 4 of the Cost 
Proposal.  In all case the employees will be located in 
NJ except for the Call Center staff which are located 
in Miami, FL.
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Program Chief Executive 1.5 1.5

Program Director 1.5 1.5

Property Lien Director  1

QA Analyst 1  2

QA Analyst 2  1

QA Manager  1

Security Manager 1 1

Security Specialist 1 20 20

Senior Application Analyst 3 3

Senior Application Support 2 2

Senior DBA 2 2

Senior Developer/Analyst 1 1

Senior Manager 15 15

Sr Principal Developer 5 5

Subject Matter Experts 2 2

Systems Administrator 2 2

Tab 2 Start-Up Team
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Tab 3

Contract Management

Objectives
•  Receive applications in an efficient and equitable 

manner.
•  Provide several avenues for applicants to submit an 

application: on-line from home or any location with 
access to the internet, phone, or service centers

•  Swiftly and accurately determine program eligibility 
for applicants to Incentive, RREM and Small Rental 
Programs.

•  Minimize appeals to the Department by working 
closely with applicant to resolve issues early in the 
process. 

•  Ensuring applicants have the information they need 
to understand the program and to obtain information 
on the status of their benefits.

•  Ensuring effective process flows between the 
Department’s contractors so that applicant benefits 
are determined correctly and that rehabilitation work 
is completed as quickly as possible.

•  Initiating communications with applicants 
proactively driven by completion of key milestones in 
the process.

•  Resolving applicant inquiries before they become 
issues.

•  Educating the applicant on best practice to protect 
themselves from contractor fraud.

•  Investigate potential instances of fraud/abuse 
identified through program monitoring, complaints 
or in response to requests from the State, HUD or 
Inspector General

•  Support external audit and investigation activities 
and conduct internal audits and investigations.

•  Reduce risk by educating program participants and 
staff on fraud, waste and program abuse to ensure 
that they are neither the victims of nor commit 
fraud/abuse.

•  Based on the performance metrics, the data available 
in the Action Plan, FEMA, the RFQ, the Outreach 
plan and our past experience we believe that the 
program will likely follow a rapid intake schedule, 
our design for eligibility allows for a rapid transition 
to the contractors or for Incentive applicants 
disbursement and then a final close-out.  We believe 
that this schedule will result in large numbers of 
Intake and Eligibility in the first 3 months, which 
is reflected in our resourcing, followed by either 
the disbursement of funds or Case Managers 
working with applicants through the construction, 
resettlement, and final close-out.  If there are no 
additional tranches the program could conceivably 
begin and end within a 12 month period.
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Since this team is comprised of companies that have 
worked together on other programs for many years 
– some from the very start – we understand that 
things change. To be responsive to changing poli-
cies or system deficiencies or what can be the natural 
evolution of the tranches, we need to be flexible, agile, 
and adaptable. We will work closely with the Depart-
ment both to understand issues and changes in poli-
cies but also to advise the Department on options for 
implementing these changes.  We understand this 
requisite and have proven our ability to work with the 
customer to make the necessary changes; for example 
in one year of Road Home, we developed 26 + major 
releases of eGrants to respond to changes in policies 
and many of the key personnel we will bring to New 
Jersey experienced these same changes in operations 
and implementation. While we do not envision this 
degree of fluidity in the New Jersey programs because 
of the Guidance provided by HUD in the Federal 
Register, the New Jersey Action Plan and our lessons 
learned, together we should introduce a stability to the 
program that will limit change and thereby manage 
cost, nevertheless we are prepared to meet the needs 
of the Department through the entire lifecycle of the 
program.

Move Forward  
With Confidence 
COMMunICatIOn
Our plan is to have open communication with the 
Department by delivering daily, weekly and monthly 
reports of activities, statuses, new risks and issues and 
the action taken to resolve previously identified risks 
and issues. In weekly meetings with the Department 
we will continue our communications about all aspects 
of the program and our management of it.  To aug-
ment our internal communication we will utilize the 
Communications and Outreach team to message the 
communities that are impacted. 

ORganIzatIOnal StRuCtuRe
We recognize that improving processes and efficiencies 
are essential to advancing organizational performance.  
We have placed significant focus on staffing and skill 
set requirements and offer an experienced and proven 

management team combined with trained and dedi-
cated staff.  Our staffing strategy capitalizes on the 
investment made to date in education, training and 
familiarization with program goals and objectives.  We 
have a proven record of training people rapidly and 
effectively. 

Strategically we seek to maximize the use of the 
time and resources required by personnel by employ-
ing experienced senior-level teams that have hands-on 
expertise, and are well versed in the goals and objec-
tives of any program we administer.

QuICk StaFF-uP and SuRge HIRIng
We are experienced in identifying and recruiting 
skilled and capable staff to support our clients’ mis-
sions.  We have recruiting systems to manage surge 
requirements, including rapid transitions such as that 
requested by SSHIP.  For example in 2006, to support 
the Road Home Applicant Program in Louisiana, we 
hired and trained more than 300 staff in a two week 
period, and deployed them to offices across the state, 
secured 60,000 appraisals in twelve months and man-
aged the same number of closings in that same time 
frame as well as ramping up to a staff of 300 people in 
a six-week time frame. 

nJ StaFFIng 
The HGI Team is committed to a goal of hiring 80% 
of the SSHIP staff locally as we see this as an oppor-
tunity to aid in the economic recovery of the region 
as well as to be instrumental in the housing recovery. 
Quadel currently maintains an office in Newark, NJ 
supporting the Newark Housing Choice Voucher 
Program, the largest municipal Housing Choice 
Voucher program in the State of New Jersey which 
has been operating this office in Newark since 2008.  
As a result, HGI brings to the table partners that are 
familiar with the New Jersey labor force and have 
experience identifying talent with the necessary skill 
sets within the housing industry. In addition, Quadel 
has established relationships with several staffing firms 
in New Jersey that can provide temporary personnel 
for surge requirements, as needed. Further, we have 
subcontracted with a full service mortgage industry 
outsource recruiter that will secure New Jersey resi-
dents to fill the various roles in Intake, Eligibility and 
Case management. 

Tab 3 Contract Management
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Tab 3 Contract Management

SeCtIOn 3 
The HGI Team is committed to meeting Section 
3 hiring goals.  We have methods in place to reach 
out to, assess, and hire the most qualified potential 
employees from this pool of applicants.  All of our 
recruiting sources are aware of the Section 3 require-
ments and are instructed to seek out eligible, qualified 
Section 3 candidates.  One of our partners, because 
of their work in housing, has an established Section 3 
program with demonstrated success in exceeding Sec-
tion 3 targets.   

Call CenteR
The HGI Team will use a firm that has a 5-year re-
lationship with one of our partners to provide a tele-
phone contact center where agents collect information 
and directly enter data for purposes of benefit eligibil-
ity and income determination. Our contact centers 
offer bilingual support (English and Spanish) with 
the ability to expand into additional languages based 
on the needs of the Department. We jointly conduct 
on-boarding and regular recurring training to transfer 
knowledge to new agents and to establish, sustain, and 
continually improve staff capability to optimize the 
customer experience.  Together, they have a proven 
ability to ramp-up, most recently adding twenty call 
agents while simultaneously introducing new toll-
free numbers, and implementing a custom Interactive 
Voice Response (IVR). All incoming calls are recorded 
and archived for quality assurance and fraud deter-
rence.  All call agents undergo background checks and 
are required to take the Defense Information Services 
Agency’s (DISA) Personally-Identifiable Information 
(PII) Awareness training.

OutReaCH 
The HGI Team believes that the success of this pro-
gram hinges on simplifying the message, emphasizing 
the uniqueness of the program and the importance of 
partnership with the State and the applicants. Out-
reach will contribute to the movement of the program 
forward in the rapid direction it is designed to em-
brace and will contribute to helping to deliver robust 
results oriented toward public engagement with the 
program.

Hosted Housing Program-Centralized Manage-
ment Information System (HP-CMIS)

The best way NJ can have a successful SSHIP is to 
use proven solutions, including an HP-CMIS system 
that can be implemented immediately and that are 
flexible enough to meet the requirements of the New 
Jersey SSHIP Incentive, RREM, and Small Rental 
programs and that can capture the necessary elements 
that will be provided by the RREM and Small Rental 
Contractors. We will develop the HP-CMIS for New 
Jersey by modifying eGrants, the grants management 
software proven in both Mississippi and Louisiana in 
support of HUD recovery programs for Hurricanes 
Katrina and Rita. 

tRaInIng WIll be eSSentIal tO tHe 
SuCCeSS OF tHe PROgRaM.  
The HGI Team believes that training must be focused 
on the specific audience with a specific outcome.  The 
tables below identify the audience and the type of 
training that will be provided to ensure consistency in 
the program.

Tab 3 Contract Management
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1. Initial Training for All Staff

2. Job Specific Training by Activity

TOPiC DESCRiPTiON

Introduction to SSHIP

• Overview of Sandy impacts on NJ; NJ goals for the SSHIP.
•  Orientation to the three types of assistance available (high level description of 

eligibility criteria and benefits).
• Overview of HGI Team organization and roles.
• Overview of operational plans.

Privacy and  
Information Security

• Federal information security training.
• Introduction to Privacy Act requirements.

Professional Conduct and 
Ethical Standards

• HGI Ethics Policy for SSHIP activities.
• Overview of Fraud Policy.

HR Policies • HGI Employee Policies.

Activity DESCRiPTiON

Call Center

• Incentive, RREM and Small Rental.
• Basic program requirements and eligibility criteria; key processing steps.
•  HP-CMIS processing to enable staff to data enter applications on behalf of 

applicants and provide status information.
• Customer Service.

Intake Staff

•  Incentive, RREM and Small Rental.
•  Basic program requirements and eligibility criteria; key processing steps.
•  HP-CMIS processing to enable staff to assist applicants to data enter applications.
•  Customer Service.

Benefit Determination Staff

•  Incentive, RREM and Small Rental.
•  Basic program requirements and eligibility criteria; key processing steps.
•  Verification requirements and benefit calculations.
•  Full HP-CMIS processing.
•  Customer Service.

Case Managers
•  SSHIP Program Requirements and Policies.
•  RREM and SR Program Requirements and Policies.
•  Customer Service.

Tab 3 Contract ManagementTab 3 Contract Management
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Resettlement/incentive RREM SR

Maximum Award
$10,000

Maximum Award
$150,000

Maximum Award
$50,000 per unit

Eligible Applicants
Applicants whose primary residence sus-
tained major and severe damage from 
Superstorm Sandy.
Residence must be located in 1 of 9 
most impacted counties.  

Eligible Applicants
Applicants whose primary residences 
sustained substantial, severe or major 
damage from Superstorm Sandy.
Residence must be located in 1 of 9 
most impacted counties.  

Eligible Applicants
Existing and new owners (purchased an 
eligible property since time or storm or 
obtained option to purchase) of small 
rental properties damaged by Super-
storm Sandy

Eligibility Criteria 
Applicant must have owned and occu-
pied the home at time of the storm
Home must have served as primary 
residence
Home must have sustained a FVL of 
$8,000 or greater or more than 1 foot 
of flooding on 1st floor. (determined by 
FEMA)
Applicant must apply for the RREM 
program, another program, or otherwise 
take steps to repair or reconstruct their 
residence.

Eligibility Criteria 
Home must have been owner-occupied 
at the time of the storm
Home must have served as primary 
residence
Home must have been in 1 of 9 most 
impacted and distressed counties
Applicant must have been registered 
with FEMA
Applicant must have adjusted gross an-
nual income of less than $250K
The RREM program will follow the recon-
struction and rehabilitation standards 
noted previously.

Eligibility Criteria 
Properties with 25 or fewer units
*Properties must be vacant & uninhabit-
able since time of storm.  (Assures that 
all units assisted will be real additions 
to supply of rental housing & assures 
program won’t involve displacing exist-
ing tenants. 
Properties that are used for year-long 
rental housing, and not as a second 
home
Units targeted to low and moderate 
income households for 5 yr affordability 
term. 
Rents may not exceed 30% of income for 
a household earning 80% of AMI for 5 
year affordability term.
Projects damaged by Superstorm Sandy 
that now require rehabilitation or contain 
a number of units that are in need of 
rehabilitation

Criteria for Selection
First-come, first-served
Initially, 60% of the funds are reserved 
for LMI income families in accordance 
with HUD income guidelines

Criteria for Selection
70% of $6M targeted to LMI
30% of $6M targeted to households with 
incomes less than $250K or less
Applications whose homes were sub-
stantially damaged will be processed 
in the order in which they are received, 
and prioritized ahead of other applicants 
whose homes were not substantially 
damaged
All other application processed in accor-
dance with State’s stated priorities

Criteria for Selection
Demonstrate that building or unit will 
be brought up to code using an award 
that’s within funding limits of program 
component
Properties with seven or fewer units and 
properties containing special needs 
populations  

Prioritization Prioritization
Priority 1: Homes with “substantial dam-
age” as determined by NJ floodplain 
managers, regardless of zone
Priority 2:  (if demands and funds remain 
after Priority 1): Severe/major damage 
only in A/V zones
Priority 3: (if demands and funds remain 
after Priority 2) Severe/major damage in 
all other zones

Prioritization
Priority 1: rental properties with mold re-
mediation needs; properties with seven 
or fewer units; and properties with units 
for special needs populations.  
Priority 2: rental properties that consist 
of 8 – 25 units and require significant 
rehabilitation

*As written in SR policy included in SR RFQ.

Loans to be forgiven on straight line basis over a 5 yr term so long as owner continues to meet program’s requirement.

Tab 3 Contract Management
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Program Intake
Outreach efforts will focus on ensuring that different 
populations and groups, particularly those needing 
reasonable accommodation, understand the applica-
tion process and how to apply.  We will work with 
local agencies, nonprofits, and government agencies 
to explain the process and system so that they can 
assist in offering their computers and support during 
the application period. As part of the outreach and 
intake effort, we will develop an informational website 
with information on the Incentive, RREM, and Small 
Rental programs. This site will display short sum-
maries of each program as well as link to documents 
with complete details of each program. The SSHIP 
program website will also have detailed information on 
the application process, including a list of “frequently 
asked questions”, FAQ’s, a link to the application, and 
the Call Center numbers and operating hours where 
specific questions and issues can be addressed.

As described in the Outreach Plan, outreach 
will be conducted to potential applicants in each of 
the 9 counties serviced by this first tranche of HUD 
CDBG-DR funds. The outreach campaign will have 
a critical impact on the application process and our 
intent will be to educate applicants on the process and 
steps to apply, as well as providing recommendations 
for an applicant to receive the most benefits available 
within program parameters.  

Outreach will emphasize that since a randomiza-
tion system will be used, applicants will not need to 
wait in line or be at one specific time or location.  In-
stead, they will have a two week window to complete 
their application on-line, by phone, or in person.  The 
outreach campaign will also provide the website ad-
dress, date and time that applications can begin to be 
submitted, and the phone number for the Call Center. 

Our experience shows that a randomization system 
provides the best method for ensuring a fair and safe 
selection process. Without this, great risks arise.  For 
example, in May 2011, the Dallas Housing Authority 
opened its waiting list for the first time in five years 

– and a line of 15,000 applicants formed on the first 
day.  We are not alone in seeing such long lines form – 
other agencies across the country have been in similar 
situations.  As a result, more agencies are choosing to 
only open their waiting list using an on-line applica-
tion process combined with a randomization selection. 

The HGI team is very sensitive to providing the 
applicant with one, simple to complete, application 
that can be completed on-line or by calling in to the 
call center. We are also sensitive to the need to make 
the entire process, from application submission to 
closing, as seamless as possible for the applicant even 
though multiple contractors may be involved. Our goal 
is that once the applicant is found to be eligible and is 
passed to the RREM or SR contractor, that the appli-
cant to feels part of a well-designed, single housing re-
covery program, eliminating any unnecessary duplica-
tion of effort on the part of the applicant. As such, our 
process integrates with the processes of the RREM 
and SR contractors to calculate duplication of benefits 
and award values. Shown in this figure is the overall 
flow of an application through the housing recovery 
programs of Incentive, RREM, and Small Rental.
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The applicant will access the on-line application 
through a URL link that will be found on several 
web sites giving information on the housing recovery 
program. The applicant can complete the application 
on-line or call the call center where an intake specialist 
will complete the application with the applicant. 

Once applications have been received and the 
14-day period has expired, a lottery will be held for 
all eligible applicants. Applicants will be sent a letter 
informing them that their initial eligibility has been 
confirmed and given instructions on the next step. 
Applicants that applied for the RREM or SR program 
will be sent to those contractors for the next steps in 
the process. All data and any documents already en-
tered into HP-CMIS will be made available to those 
contractors. Title will be ordered for all eligible appli-
cants at this point. 

Applicants that are applying for only the Incen-
tive program will move to closing as soon as the title 
is received and ownership is verified. Identify will be 
verified at closing. When the RREM and SR contrac-
tor have computed duplication of benefits, calculated 
award, and completed all actions necessary for closing, 
those applicants will also move on to closing. 

Case monitoring, file reviews, closeout, and other 
actions after closing are not shown but are discussed in 
subsequent sections.

Application
In order to apply for the Incentive, RREM, or Small 
Rental Program, one application will need to be sub-
mitted.  Beginning on a stated date and time, appli-
cants may begin submitting their applications on-line, 
in person, or over the phone. The application itself is 
user friendly for all skill levels and available in English 
or Spanish. eGrants was designed and the HP-CMIS 
will be built so that the applicant can submit all of the 
application on-line from home, libraries, service cen-
ters, or anywhere they can access the internet. 

By allowing applications to be submitted on-line, 
we provide applicants the ability to submit their appli-
cations at a convenient location and time.  Our experi-
ence has shown that a majority of low-to-moderate 

income people use and access the internet to perform 
a wide range of functions.  Users may start their ap-
plication at one time, then save their application and 
resume it at a later time.  If users have questions about 
the application or HP-CMIS system, they can call 
the Call Center for assistance. Applicants must have 
certain information in order to complete their applica-
tion, such as their FEMA number and SSN. 

Applicants may also complete the application over 
the phone through the Call Center, which will be open 
from 8AM – 8PM ET, seven days a week, excluding 
State holidays.  The Call Center has TTY capabilities 
and will have English and Spanish speaking operators.  

Although our expectation is that the majority of 
people will use the online method of completing their 
application, and secondly the phone, we will take sev-
eral steps to ensure access to all, including providing 
walk-in centers.  Our Service Centers will have kiosks 
with computers available and customer support staff to 
assist.  However, there will be no priority or advantage 
in completing applications at the Service Center – the 
differentiator is that staff will be available in person to 
answer questions.

Completing and Submitting 
the Application
The figure below shows the basic flow through for the 
on-line application. It illustrates three major features: 
1.  The form is dynamic and expands as required to 

collect the necessary data. For example, a screen 
will ask “Did you have insurance?” If the applicant 
answers “YES” then the screen will expand further 
to ask for the name of the insurance company and 
policy number. It will then ask if they had flood 
insurance, etc.

2.  The path through the application will depend on 
which housing assistance program (or programs) the 
applicant is applying for. Since some data are need-
ed for the RREM or Small Rental program but not 
the Incentive program, the application will only ask 
for that data if the applicant says he/she is applying 
for the other programs. 

3.  Eligibility for the program is determined as the ap-
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plicant is entering data. If it is clear that the person 
is not eligible (for example, the applicant answers 
“NO” to the question “Was your property damaged 
by Superstorm Sandy?”), the on-line application will 
inform the applicant and prevent the applicant from 

completing the rest of the application. This not only 
reduces the number of applications that need to be 
processed, but more importantly it saves the appli-
cant the aggravation of completing a lengthy form 
only to be told at the end that they are not eligible. 

Tab 3 Contract Management
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Eligibility and Benefits 
Determination
Initial Eligibility Review must be completed in 5 days 
and involves the following activities, which can either 
be conducted by call center operations or Eligibility 
Analysts.

•  Collect and verify documentation needed for the ap-
plication.

•  Review with applicants the list of completed/needed 
documents.

Once all eligibility checks have been conducted the 
Case Manager will be assigned and an appointment 
will be scheduled to discuss the next steps in the pro-
gram.  Additionally, applicants will be provided access 
to a website so they can check status on their applica-
tion/grant.  With an assigned login and password for 
each user, the applicant can check the status of various 

information including approvals, milestones, approved 
payments for construction, or appeals.

The process described below will be used when 
the HP-CMIS determines that the applicant is not 
eligible or cannot verify all data in the application. If 
awarded the contract, the Team will develop detailed 
written procedures governing how the work will be 
accomplished, and these procedures will serve as a 
training tool and a desk reference guide for staff.  

SteP 1: RevIeW aPPlICant InFORMatIOn
The HP-CMIS on-line application will verify all data 
elements as the data are entered into the on-line ap-
plication against data that are in the Data warehouse. 
The chart below shows the data that will be verified by 
HP-CMIS and the data sources for each of the data 
verifications.

If the particular data item is verified but the value 
makes the person ineligible, the Eligibility Analyst will 
review the application for the source of ineligibility 
before a letter is sent. For example, if the verification 
failed the HP-CMIS verification process because the 
address and the county is not one of the nine most af-
fected counties; the Eligibility Analyst will verify it is 
a true ineligibility before sending an ineligibility letter. 
The Eligibility Analyst will be able to add any contact 
with the Applicant in the HP-CMIS in the case notes.

In cases where the applicant failed to enter data, 
the Eligibility Advisor will assist the applicant in get-
ting the data entered. If the applicant does not have 
the data (for example the FEMA registration number 
has been lost), the advisor will explain how to get the 
data. If the applicant has the data, the advisor will 
check to be sure that the data actually entered matches 
the data the applicant thinks was entered. If necessary, 
the advisor can assist in correcting the data. 

SteP 2: evaluate and COMPlete tHe 
elIgIbIlIty deteRMInatIOn PROCeSS
Eligibility Analysts will receive reports daily of all 
cases that have completed the verification process, as 
well as all cases where verification attempts for one 
or more factors have been unsuccessful.  In the event 
verification fails the Eligibility Analyst will review the 
file and determine if corrective action can be taken or 
if the applicant has been determined to be ineligible. 
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The first step in the Application Submission Work-
flow is for the applicant to go on-line to the HP-
CMIS website (links will be provided from several 
other web sites where an applicant might go for 
information including the New Jersey Sandy Recovery 
website) and create a user-name and password. 
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SteP 3: MaIl elIgIbIlIty deteRMInatIOn 
letteRS tO aPPlICantS 
Once deemed eligible, the Eligibility Analyst will have 
the HP-CMIS generate determination letters to be 
sent to the applicant.  In the letter, the applicant will 
be told that based on the initial eligibility criteria they 
have been found to be eligible. It will also explain the 
next steps and what additional verification will occur 
before an award is made (for example, a title search 
will be run to ensure that the applicant is the owner 
of the damaged residence.).  The Incentive Program 
Eligibility letter will also include information about 
scheduling a closing as well as provide a list of addi-
tional documents that the applicant needs to bring to 
the closing.  

SteP 4: PeRFORM QualIty COntROl On 
elIgIbIlIty and beneFIt deteRMInatIOn 
Because the program is new and a large number of 
applicants must be processed in a very short time, 
formal Quality Control is essential at several key 
points during the intake and eligibility processes. The 
HGI Team will conduct comprehensive reviews of file 
documentation at each of the following key processing 
points:

•  When applications are determined complete and 
ready for award determination.

•  Upon completion of award calculations and prior to 
notice of awards to applicants.

•  Upon completion of closing to ensure all required 
documents are present and appropriate liens have 
been placed.

Data Verification
Program Requiring 

Data

Data item iP RREM SR Validation Validation Method

Damaged by Superstorm 
Sandy

X X X Applicant Intake Applicant attestation, FEMA registration

FEMA Registration X X X Applicant Intake Compare FEMA number, name, and 
address against FEMA data in Date 
Warehouse

Located in one of 9 most 
affected counties

X X X Applicant Intake Normalize address data against postal 
database, compare to list of counties, 
use zip code for codes that do not cross 
county lines, geo-code address

Located in NFIP A or V 
ABFE Flood Zones

X Applicant Intake Geo-code address, compare against 
ABFE flood zone data in Data Warehouse

Identity of Applicant X X X Applicant Intake 
and at Closing

Interface to Equifax SSN database and 
applicant supplied picture ID at closing

Owner of Record X X X Prior to Closing Order Title Search

Primary Residence X X Applicant Intake or 
at Closing

Homestead data in data warehouse or 
other means acceptable to NJ such as 
voter roles, utility bills, etc.

Current on Property Taxes X X Prior to Closing From title search showing information on 
liens
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Program Requiring 
Data

Data item iP RREM SR Validation Validation Method

Applied to RREM, other 
rebuild program or 
taken steps to repair or 
reconstruct

X Applicant Intake or 
at Closing

At intake if applicant applies for RREM, 
at intake if state provides list of other 
programs and names are in data 
warehouse, else at closing with proof that 
repairs or reconstruction has begun.

Sustained FVL of $8,000 
or more than one foot of 
flooding

X Applicant Intake Data in data warehouse from FEMA 
Personal Assistance database

Agrees to live in home for 
2 years

X X Applicant Intake Electronic signature on on-line covenant

Household Income less 
than $250,000

X Applicant Intake or 
at Closing

Interface to Equifax database or applicant 
supplied 1040 at closing

Major or severe damage X Applicant Intake Data in data warehouse from FEMA 
Personal Assistance database

Required Insurance at time 
of storm

X Applicant Intake Policy number, name, and address 
compared to data from insurance 
companies in Data warehouse

Legal Resident X Applicant attestation, verified at closing

Not in foreclosure process X X X Applicant Intake or 
at Closing

Applicant attestation, verified with title 
search, or check with New Jersey Superior 
Court

Properties must be vacant 
& uninhabitable since time 
of storm

X Verified by SR 
Contractor

Applicant attestation, verified by SR 
contract before closing

Rental Property with 25 or 
fewer units

X Verified by SR 
Contractor

Applicant attestation, verified by SR 
contract before closing

Rental Property used for 
year-long rentals

X Verified by SR 
Contractor

Applicant attestation, verified by SR 
contract before closing

Units will be targeted to 
LMI households

X Verified by SR 
Contractor

Applicant attestation, included in 
covenants and then monitored

Units will have rents that do 
not exceed 30% of 80% of 
AMI

X Verified by SR 
Contractor

Applicant attestation, included in 
covenants and then monitored

Data Verification, continued
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Case Management through 
RREM and Small Rental
Effective case management and communication with 
applicants is a central pillar of the HGI Team’s service 
delivery model.  Given the urgent needs of New Jersey 
residents impacted by Superstorm Sandy, we have 
designed our organizational structure, process flows 
and technology solutions to help applicants navigate 
smoothly through the RREM and Small Rental pro-
grams.  The HGI Team envisions its case management 
role as being an advocate for applicants and property 
owners throughout the full application life cycle, from 
eligibility determination to closing.  In this capacity, 
we will:

•  Implement effective internal coordination 
mechanism with the Department’s RREM and 
Small Rental contractors to ensure streamlined 
process hand offs and a continuous flow of 
information.

•  Offer applicants multiple access channels to obtain 
information about the status of their benefit 
assistance and application as it is processed.

•  Provide accurate responses to applicant inquiries 
upon either first receipt by the Call Center or referral 
to case management staff.

Our case management philosophy is that high 
quality and timely information delivered at appropri-
ate points in the process is more important than the 
volume and frequency of communication.  Guided by 
this philosophy, we minimize overall staff time spent 
communicating with applicants by anticipating their 
information needs around key process milestones and 
prioritizing the delivery of information when appli-
cants need it most.

The HGI Team’s approach to case management 
involves establishing and maintaining close working 
partnerships among all parties in the benefits process.  
We understand the specific requirements of customer 
care for each program and will take a proactive role in 
providing a high level of coordination and information 
exchange to address applicant needs.  Our case man-
agement approach is focused on ensuring the effective 
operation of the RREM and Small Rental programs 

given the complexities of each programs, the time 
sensitivity of applicant needs, the duration of time that 
rehabilitation and rebuilding activity typically takes 
and the multiple process handoffs embedded in the 
program design.  We accomplish this through the fol-
lowing key functions: 

•  education – following successful completion of the 
initial eligibility screening, we will help applicants 
understand the benefits determination and manage-
ment process.  This will include, but not be limited 
to, explaining the nuts and bolts of the Department’s 
program design, including the role of the RREM or 
Small Rental contractor respectively; how the reha-
bilitation/construction scope of work is developed; 
and how duplication of benefits and final benefit 
awards are calculated.  We will deliver this informa-
tion through multiple overlapping channels, includ-
ing website content, written FAQs, program orienta-
tion/training sessions, official program notifications, 
and a fully staffed Call Center to respond to basic 
program inquiries.

•  Coordination – once the applicant file is approved 
for initial eligibility and referred to the RREM or 
Small Rental contractor, the HGI Team will imple-
ment internal coordination mechanisms to move 
applications through the benefits determination and 
closing process as quickly as possible.  Our goal will 
be to facilitate a steady and continuous flow of infor-
mation between all parties involved in this process, 
including inbound and outbound communication 
with applicants for status updates along the way.  
In doing so, we will seek to ensure each applicant 
receives the prompt attention it deserves and that ap-
plicants do not get “lost” in the process and that the 
housing assistance programs function as intended.  

•  event driven notifications – the majority of the 
HGI Team’s outbound communication will involve 
event driven notifications to applicants at key mile-
stones in the process.  We anticipate these notifica-
tions will include: 1) the results of the initial eligibil-
ity screening; 2) notice of award to the applicant; 3) 
the scheduled date of closing; and 4) a final close out 
communication once all construction and closing 
activities are complete.  Each notification will in-

Tab 3 Contract Management



31

clude information relevant to a particular milestone, 
what that milestone represents and next steps in the 
process.  For example, applicants who pass the initial 
eligible screening will be informed of their assigned 
RREM or Small Rental contractor, next steps in the 
process and how to obtain additional information.  
Unsuccessful applicants will be informed the reason 
they have been determined ineligible and their rights 
to appeal.  

•  Issue resolution – given the urgent housing needs 
to be addressed and the inherent complexities in-
volved in managing a multi-party process of this 
kind, it is inevitable that issues and challenges will 
emerge along the way.  The HGI Team’s case man-
agement will have primary responsibility to triage 
these issues as early as possible and determine ap-
propriate resolution strategies.  In some cases this 
may involve fostering a basic exchange of informa-
tion from one party to another, such as between the 
homebuilder and the applicant.  In others it may 
require soliciting specialized expertise, such as le-
gal counsel to assist in determine benefit assistance 
amounts or providing legal opinions to address 
ownership issues or apply state and local law.  In all 
cases, case management staff will serve as facilitators 
to ensure problems are identified and resolved in a 
timely fashion and to take steps to prevent similar 
problems from occurring again.

We recommend organizing the case management 
function around a series of teams that are assigned a 
defined case load of applicants.  Each team will man-
age all coordination requirements, legal referrals, and 
information push and pull activity for the applicants 
within the team’s caseload.  Once an applicant is 
determined eligible for either RREM or Small Rental 
assistance, they will be assigned to a case management 
team and notified of this assignment as part of the 
eligibility notification they receive.  

By adopting a team approach, we will improve in-
formation response timeframes by ensuring that more 
than one Case Manager is empowered to address an 
applicant’s information needs.  At the same time, we 
will eliminate the risk of delegating all process coor-
dination and information dissemination requirements 
for a given applicant on a single Case Manager while 

still maintaining accountability within the organiza-
tion.  In this manner, our team driven strategy will 
ensure insight into each applicant’s case history is 
embedded within the organization and not in any one 
individual.  Caseloads will be periodically rebalanced 
to achieve an even distribution of workload across the 
case management teams.

Closing
tItle OWneRSHIP and lIenS
As part of the applicant’s approval process, in order to 
determine ownership a tax search would be done to 
determine ownership, and a tax lien search would be 
done that would list unpaid tax encumbrances. This 
limited title search would be completed for all appli-
cants, as it is the quickest and most reliable means of 
determining ownership and property tax statuses.  

For, the RREM and Small Rental applicants, after 
determination of eligibility and receiving the amount 
of award/loan a caseworker would review the existing 
title policy if provided by applicant.  Using that policy, 
they would contact the same company, (or another 
local company that writes on the same underwriter if 
the original company is not available) to have them 
provide an update to the title commitment. In all cases 
where previous title policy is available, a reissue credit 
for the cost of a title policy will be requested.  The title 
company will be asked to sign an acknowledgement as 
to receipt of request, an agreement to deliver title and 
a further agreement to issue title policy after receipt of 
recording information of recorded covenant.  

HGI title clearing department will work with ap-
plicants to address and clear any open title issues, such 
as judgments, tax liens, or corrective documents for 
RREM and Small Rental applicants, Incentive appli-
cants are exempt from this action. A letter to applicant 
detailing any open mortgages or title issues that were 
found will be sent, upon receipt of title commitment 
and a copy of letter and commitment will be uploaded 
to eGrants.  The applicant will be contacted to obtain 
account numbers and an appointment with a title 
clearance representative will be offered to discuss the 
process and requirements of any open issues.  If said 
title issues cannot be cleared by a HGI representative 
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a list of attorneys or nonprofits willing to work with 
applicants will be provided.  The file will be held in 
suspense/title resolution status.  

Following pre-closing, the Incentive awards will 
be disbursed and RREM and Small Rental applicants 
will be able to move forward with construction and 
begin drawing from the escrow fund.  

The HGI Team will coordinate the final closing 
once construction is complete and the property re-
ceives an inspection and certificate of occupancy.  In 
preparation for closing the HGI Team will complete 
the following:

•  Review the applicant file to confirm that all escrowed 
funds have been spent and that the owner has met all 
financial obligations.  

•  Determine the disposition of any unspent funds, 
where applicable, including returning funds to the 
Department.  

•  Update the title to reflect all loan activity.
•  Preparing covenant agreements for properties 

designated to serve special needs populations, 
whereby the owner commits to serve the target 
population for a use restriction period determined by 
the Department.  

The HGI Team’s role will transition to compliance 
monitoring at this point, in addition to providing case 
management assistance to support the property owner 
throughout the construction process.  In this capacity 
the HGI Team will serve as an advocate for the owner, 
helping to resolve issues that may arise and coordinat-
ing with the Small Rental contractor as necessary.

The applicant will be sent a final notification with 
the scheduled time and date of the closing.  HGI staff 
will conduct the closing according to a standard proto-
col to ensure consistency and that all required docu-
ments are executed, as required to close out the appli-
cant file.  All electronic file data will be transferred to 
the Department’s MIS system for archival purposes as 
part of the close out process, in addition to hard copies 
of all executed agreements.

•  If a national underwriter is a partner, they may 
provide this clearance as well as the closing processes 
described below.

•  Closing documents will be prepared.
•  A closing will be scheduled when the construction 

contractor notifies SSHIP that the rebuild/rehabili-
tation work has been completed per program guide-
lines. At that time the client will be notified by the 
Case Manager and have an opportunity to schedule a 
closing and ask questions. 

•  Funds request will be made once title is clear and 
payoff letters are in hand and closing has been sched-
uled.

Closing will be conducted and closing documents 
will include:

•  Settlement statement
•  Owners affidavit
•  Grant award acceptance document
•  Restrictive covenants
•  Construction documents as required
•  Lien document (note/mortgage)
•  Escrow Agreement including draw schedule

After closing and upon receipt of funds, recording 
will be completed.  Please note that 6 of the 9 effected 
counties allow electronic recordation.  The documents 
will be recorded (electronically in all counties except 
Hudson, Bergan and Union) and certified copies will 
be sent to the insurer, along with the settlement state-
ment and the owner’s affidavit, along with the request 
for the issuance of the owner’s title policy.  

Copies of the completed closing documents will be 
uploaded to eGrants.  All satisfactions will be recorded 
when received.  Title policy will be uploaded when 
received.

Note that an underwriter, title company, law firm 
or bank can act as escrow agent.  There will be a fee 
charged to manage this service.

legal COvenantS FOR RReM
The legal restrictive covenants that attach to the prop-
erty will address the following items:

•  Agreement to occupy as primary residence.
•  Agreement to provide hazard and flood insurance.
•  Agreement to comply with building codes and en-

ergy star requirements.
•  Agreement to elevate to most current standards.
•  Enforcement of Covenants and penalties for non-

compliance.
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•  Any additional requirements as determined by up-
dated draft housing policies and finalized policies.

•  Any other requirements as determined by the attor-
neys for the Department.

Once an applicant/applicant has been deemed 
eligible to receive the incentive award, an award letter 
will go out informing the applicant of the amount of 
their award, a closing time and location will be given. 
Included in the communication will be a list and 
explanation of the documents that will be required to 
be signed at closing and the items that will be verified 
prior to closing: ownership, tax liens, and identity.

It is the vision of the HGI Team that we will close 
the majority of the incentive awards within the first 
three months of the program. We will engage the 
services of local title companies to assist in closings 
and the recordation of the lien.  We will hold mass 
closings in community locations and at those closings 
education will be delivered about all aspects of the 
program. We have experience in mass closings and an 
unparalleled method of managing this component of 
the program.

The closings for the RREM and Small Rental 
programs will not be done on a mass scale and will 
involve the presence of a case worker who will answer 
questions and explain the process to the applicant. We 
will engage local title companies to deliver title search-
es, title insurance and to conduct the closings.  Much 
the same as the incentive closing though, ownership, 
liens and identity will need to be verified at closing 
and these RREM and Small Rental recipients will also 
receive a letter defining the award amount, the rules 
around its use, the documents required to be signed 
at closing and a date and time for the closing. Recipi-
ents will be able to contact the Call Center or their 
caseworker to ask questions or to request a different 
closing time.

PROCeSS FOR COMPletIng COMPlIanCe
In order to receive draws from the funds held in 
escrow, applicant or applicant’s contractor will request 
an inspection.  Inspector will determine the percentage 
of completion and authorize disbursement of funds 
less 10% of total due to be held for the final draw.  The 

final draw will be made upon receipt of certificate of 
occupancy and evidence of hazard and flood (if appli-
cable) insurance. 

Verify the ownership of each property subject to 
the application. Assure that the owner has right title 
and interest to the property, identify all lien holders, 
and assist the owner in preparing a plan of action to 
satisfy all lien holders;

A tax search could be done to determine owner-
ship, or an Ownership and Encumbrance Search 
(O & E) to determine ownership and list any and all 
open encumbrances.  This does not provide any insur-
ance.  This can be ordered from any title company or 
underwriter.  It is quicker and less expensive but it 
does not address any title defects that may exist.  It 
will provide current tax information, list any past due 
taxes, list current owner(s) and list any open mortgag-
es, judgments or liens.

Part of the application documents should be a 
current balance of any and all open mortgages/liens.  
Upon receipt of the O & E an appointment can be 
made with the applicant and an HGI counselor to 
discuss available options for repayment.  

Program Close-Out
The HGI Team recognizes that the three actions 
identified for this Program Close-out - ramp-down 
of services, transition to compliance and monitoring 
operations, and program closeout require different 
processes, personnel skill sets, and overall level of ef-
fort.

Due to the funding method defined by HUD it is 
critical that the Department confirm both funding and 
program design for future tranches prior to the ramp-
down of the program.  Any ramp-down followed by 
additional funding will require initiating a stand-up 
and result in additional cost.  Upon completion of the 
disbursement of all funds the Program Close-Out will 
begin.

We have experience ramping down programs 
of various sizes and will work closely with the De-
partment to develop appropriate timeframes for the 
closeout of each functional area of program operations; 
personnel and resource ramp-down plans, a commu-
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nications plan for applicants, staff, and all remaining 
stakeholders.  Our approach will be efficient and will 
provide minimum disruption for and maximum com-
munication to all remaining applicants.  Any transition 
related to compliance and monitoring will be ad-
dressed, including compliance with HUD and FEMA 
requirements.  A final program closeout report will 
be produced and delivered that will capture the final 
breadth, scope, and accomplishments of the Program 
as well as final reporting metrics and statuses.

Quality Assurance/ 
Quality Monitoring  
An effective quality assurance (QA) process is de-
signed to prevent errors whenever possible and when 
errors do occur to detect and correct them in a timely 
fashion.  A QA system should also provide informa-
tion needed to assure that the organization learns 
and continuously improves. The HQI team will use a 
variety of QA techniques to assess compliance, ensure 
data integrity, and measure performance.   Our QM 
approach is risk-based; it focuses resources on areas 
and issues that have high dollar impact, significant ef-
fect on customer service, and on known areas of risk or 
vulnerability.  

The HGI Team’s quality management approach 
has been used successfully on projects similar in size 
and type to the SSHIP effort.  It includes an Opera-
tions level verification of all files, and then an indepen-
dent QA/QC review before each file is sent to closing 
or another (non-closing) final status. It also includes 
monthly quality checks to ensure that program poli-
cies and procedures are current and being followed and 
effective internal controls are in place.  

QualIty PROgRaM PReReQuISIteS
Clear and complete procedures and effective staff 
training are the first key to quality assurance.  HGI 
will provide staff with policies and procedures as well 
as training to ensure that all staff are prepared to as-
sist applicants and process applications in accordance 
with program requirements.  Program procedures will 
include checklists that mirror the end-of-process QC 

checklists to guide staff through the process and en-
sure that they understand the standards to which they 
will be held.  Training also will include methods for 
identifying fraud and program abuse.

The second element of effective quality manage-
ment is effective leadership and supervision. The 
HGI team leadership is responsible for establishing 
the overall quality framework and a culture of excel-
lence for the organization and for the allocation and 
re-allocation of resources as needed to maintain high 
quality performance.  Managers and supervisors are 
responsible for ensuring that their staff members have 
a clear understanding of their responsibilities and of 
the quality measures that will be used to evaluate their 
work. Managers and supervisors regularly review QC 
results and actively participate in problem solving and 
developing program improvements.  These strate-
gies may include on-the-job and formal training tied 
directly to QC results, strengthened supervision, and 
when necessary removal of any non-performers from 
their positions.

FIle QualIty aSSuRanCe
Because the program is new and a large number of ap-
plicants must be processed in a very short time, formal 
QC is essential at several key points during the intake 
and eligibility processes. The HGI Team will conduct 
comprehensive reviews of file documentation at each 
of the following key processing points:

•  When applications are determined complete and 
ready for award determination

•  Upon completion of award calculations and prior to 
notice of awards to applicants

•  Upon completion of closing to ensure all required 
documents are present and appropriate liens have 
been placed

Initially, QC reviews will be conducted for 100% 
of the files at each step in the process.  Based upon the 
results, QC at the first step (ready for award calcula-
tion) may be done on a sample basis.  Throughout the 
program  QC will be conducted on 100% of the cases 
prior to award notification and after closing.
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An automated system QualCheck™1  will be used 
to conduct the file reviews.  QualCheck provides a 
framework for standard and objective measurement of 
compliance and performance as well as insights into 
the root causes of errors. It is a mature system that was 
designed specifically for the housing industry and been 
in use for more than three years.  It has a platform that 
makes designing checklists specifically for the SSHIP 
requirements.

Separate checklists will be developed for each 
of the three programs and for different stages of the 
process.  QualCheck™ also tracks the completion of 
corrections and includes a robust reporting module 
that enables reports to be generated using a variety of 
parameters.  For example QualCheck can help report 
data to identify:

•  Errors related to particular program requirements.
•  Compliance rates by location or functional area 

(suggesting that staff in one location or functional 
area may need additional support or supervision).

As required by the RFQ, the [team] will provide 
periodic summaries of QC results to DCA.

FIle RevIeW QC at PROgRaM COMPletIOn
A final file review will be completed at SSHIP close-
out using QualCheck™.  In addition to reviewing 
each file for compliance with all program require-
ments, the HGI Team will identify for the Depart-
ment any outstanding issues and provide files to the 
appropriate body.

Data Analysis and Reports
Some key performance areas are better assessed using 
data rather than individual file reviews.  For this rea-
son, the HGI Team will generate, analyze and summa-
rize a variety of reports intended to ensure the integri-
ty of program data and to assess program performance 
on an ongoing basis.  These reports will come from a 
combination of QualCheck™ results, eGrants records 
and other systems designed to manage processes.  This 
section describes some examples of report types that 
can be provided. 

1  QualCheck™ is proprietary software developed by our partner Quadel Consulting Corporation.

COMPlIanCe WItH baSIC PROgRaM 
PaRaMeteRS
Income Targeting: HP-CMIS will track and report 
on progress with achieving the distribution of funds 
based upon income targeting for each program.   The 
HGI Team will report regularly on status of the dis-
tribution of Incentive and RREM grants according to 
the split.
Location: Distribution of assistance by county.
Appeals Outcomes: Analyzing the nature of applicant 
appeals and the number of appeals dispositioned.

CuStOMeR SeRvICe IndICatORS
Call Center Performance -- Inktel Call Center auto-
mated reports provide important information about 
applicants’ experience with the program.  Inktel re-
ports can provide both volume and service information 
and will be tailored for the SSHIP. For example:

•  Number of calls Received – [Inktel may be able to do 
this by county]

•  Purpose of calls: (e.g., obtain information, complete 
application, inquire about status)

•  Number of calls answered within specified perfor-
mance criteria (20 seconds)

•  Number of calls abandoned and how long callers 
held before abandoning

•  Average talk time
•  How many issues were resolved on first call (as 

opposed to having to be transferred or referred to 
processing staff for resolution)

QualCHeCk OveRvIeW
QualCheck is a proprietary quality management 
application developed by our partner Quadel.  It is 
a mature software application that was initially de-
veloped to support quality management activities for 
the HCV programs that Quadel directly administers. 
Over the last several years its scope has been expanded 
to include quality management activities for the US 
Department of Agriculture (USDA) Rural Develop-
ment Voucher Program and local agency public hous-
ing programs.  
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QualCheck™  three modules include:

•  A Checklist Module with the ability to create 
customized QC checklists based upon individual 
program rules and HUD requirements

•  A Reports Module that includes an individual 
report for each review and summary reports that can 
summarize results by program, location, organization 
unit, and individual staff member as well specific 
compliance areas.   This enables rapid identification 
of performance problem areas and root causes.

•  A Corrections Tracking Module that can prioritize 
corrections by relative importance, such as financial 
impact or due date.

Quadel’s Hosted Service Model makes implemen-
tation for new organizations easy and cost-effective 
because only internet access is required.  QualCheck 
operates on a secure, high-availability platform and 
uses a separate, dedicated encrypted Microsoft SQL 
Server database.  The service includes application 
and database monitoring and support and daily data 
back-ups.



37

Tab 3 Contract Management

SeRvICe CenteR PeRFORManCe 
QualCheck2 is a mature software application that 
was initially developed to support quality manage-
ment activities for the HCV programs that Quadel 
directly administers. Over the last several years we 
have expanded its scope to include Public Housing file 
reviews and quality management for the US Depart-
ment of Agriculture (USDA) Rural Development 
Voucher Program.  Quadel uses QualCheck both in its 
own operations and as a consulting tool.  

The reports contain actionable data that can be 
used to provide guidance and supervision for staff, 
improve program policies and procedures, and address 
performance issues in a fair and supportable manner.

Appeals
A separate HGI Appeal Team will verify, accept, and 
investigate Appeals requests pertaining to eligibility 
and/or grant amount, and execute the Appeals process, 
including:

•  Verify the Appeal is timely filed 30 days from 
postmark on the ineligibility notification letter or 30 
days from the date of the first closing. 

•  Open an Appeal in eGrants.
•  Assign the case to a new Case Manager Liaison.
•  Verify all necessary documentation exits in the file; 

engage the homeowner and/or Title Company to 
obtain any missing information.

•  Make a determination/recommendation to the 
Department within 20 days on the Appeal after all 
needed documents are received.

Appeals will be accepted upon determination of 
eligibility and at close.  The Appeals team will work 
with the Case Managers to ensure that applicants 
understand the appeals process and that the appeal 
review is completed in a timely manner.  As required 
the Appeals team will seek a legal certification that 
program policy has been followed.  Upon review by 
the Department the Appeals team will work with the 
Case Manager to notify the applicant of the decision.

2 QualCheck ™ is proprietary QM software developed by our partner Quadel Consulting Corporation.

Case Management 
HGI team follows a continuous improvement model 
that involves ongoing monitoring of both procedures 
and operations to ensure compliance with SSHIP 
policies and other State and Federal guidelines.  As 
described in our Quality Assurance/Quality Control 
and Fraud, Waste and Program Abuse discussions, 
HGI will implement and monitor a rigorous compli-
ance and quality control effort that includes ongoing 
monitoring to ensure that policies and procedures are 
current, correct and being followed by staff; analysis 
of trends that may require reviews of policies or pro-
cedures; and identification of statistical outliers that 
need to be understood.  The results of this monitor-
ing will inform and focus the attention of the HGI 
management team on priority issues.  The results and 
our recommendations for any adjustments in policy or 
approach will be made to the Department. 

Section 3.1.10 of the RFQ requires HGI to estab-
lish a “best practice” case management program geared 
to confirming that program grantees are incompliance.  
As part of program start up, HGI will work the De-
partment to develop the required documents (such as 
the self-certification form for the Incentive program) 
and protocols for grantee monitoring.  

For monitoring all three programs, we propose 
using a targeted statistical sample to ensure that 
awardees in different circumstances are included in the 
sample.  For example the sample, though randomly 
selected, should include a representative sample of 
homeowners from each county (and perhaps sub-loca-
tions within a county and applicants receiving differ-
ent types of awards (e.g., those whose only assistance is 
the Incentive grant and those who receive the Incen-
tive and RREM or Small Rental funds). As part of the 
procedures development process HGI will propose a 
sampling method for the Department’s approval.  

The results of monitoring activities will be re-
ported to the State on a monthly basis and when non-
compliant grantees are identified, HGI will recom-
mend a remedial action.  The HGI fraud, waste and 
abuse unit will work with the Department to pursue 
appropriate action.
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Issue Tracking and 
Fraud, Waste and  
Abuse Coordination 
HGI’s approach is to rapidly address issues as they 
occur throughout the life of the project.  Quick iden-
tification and documentation of issues is key to a rapid 
resolution.  The capture of issues and their subsequent 
tracking ensures that issues are not lost and that all 
issues are resolved.  The objective of this process is to 
minimize the negative impact on the progress of the 
project.

Case Managers will utilize the HP-CIMS to 
document all reported issues with a file or an appli-
cant.  The scope of the FWA program includes the 
actions of applicants and program participants, SSHIP 
program staff and contractors.  The HGI Team has 
significant experience assisting clients with implemen-
tation of regulation-based activities and the auditing 
processes that go with them.   The HGI Team will 
include dedicated staff whose role is to support audit 
and fraud activities.  The staff will be organizationally 
independent from operational functions.

SuPPORtIng audItS and InveStIgatIOnS
The FWA team will be responsible for:

•  Coordinating external audits including scheduling 
internal resources, providing requested data and 
documents, tracking all audit findings through to 
closure, and maintaining audit records.

•  Initiating investigations and responding to requests 
for information related to investigations and 
prosecutions.

SuPPORtIng InteRnal FWa eFFORtS
The FWA staff will serve as technical advisors and 
support to the rest of the organization with respect to 
FWA issues.  This includes:

•  Identifying potential risk areas through periodic 
program reviews and data analysis and developing 
strategies for mitigating risks.  For example, 
analyzing appeal outcomes for potential abuse and 
setting thresholds for the analysis of outliers.

•  Participating in the development of procedures and 
training to ensure that they contain appropriate 
FWA safeguards and protocols.

•  Serving as the organizational contact point for 
Open Public Records Act of 2002 requests, ensuring 
that any documents released conform to OPRA 
requirements 

•  Ensuring the organization complies with federal 
requirements with respect to safeguarding personally 
identifiable information (PII) including minimizing 
the use of PII and securing both electronic data and 
paper documents that contain PII.

•  Creating and maintaining a system for individuals 
(staff, applicants, and the public) to report allegations 
of fraudulent activity.

Document Management  
and Records Retention 
Initially all documents, files, and other attachments 
associated with an application will be indexed by the 
application id and stored directly within HP-CMIS. 
They will get into the HP-CMIS in one of several 
ways: documents (i.e. letters, emails, etc.) that are 
generated by HP-CMIS will automatically be saved 
and stored, documents or files provided by the appli-
cant will be scanned at the service center and uploaded 
by the intake advisor, documents generated by another 
contactor, closing agent, or state agency that have ac-
cess to HP-CMIS will be attached by that contractor 
or agency.

HP-CMIS is designed so that all documents 
associated with an application are stored directly in 
the HP-CMIS.  All documents will be classified and 
indexed. The index will enable rapid and seamless re-
trieval and the classification control access and reten-
tion – how long they must be retained and when they 
should be deleted. 

The HGI Team is very sensitive to the states need 
to make documents available to intake and eligibility 
staff processing the applications and to the RREM 
and SR contractor for duplication of benefit and award 
calculations. The team is also very sensitive to pro-
tecting private data and to keep data and documents 
out of the hands of persons and organizations that 

Tab 3 Contract Management
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should not have them. Access to any documents stored 
within the HP-CMIS will be controlled by user id and 
password and by specific roles that a user must have 
to see certain documents. Roles do not give blanket 
access to all documents but rather to certain classes of 
documents. The HGI Team will establish policies on 
access to data that comply with all state and federal 
laws governing access to information. Roles within the 
system will be based on these policies.

Inquiries of the system of record for data or docu-
ments will be tracked in a number of ways. All inqui-
ries made by an applicant either to the call center or 
in person at a service center will first be verified by the 
call center as coming from the applicant and not from 
someone just wanting information on an applicant. 
Once the identity is verified, each attempt to access 
data or documents will be recorded and tracked in the 
case notes for each applicant. Each time an applicant 
logs into the system using the applicant’s user id and 
password, HP-CMIS will record the event. Finally, 
eGrants has, and HP-CMIS will have, a journal that 
records anytime any piece of data is changed, the time 
it was changed, and who changed it. This is crucial 
information that is invaluable for audits and QA/QC 
reviews of the applications.

If the Department decides at some point that they 
want to us a document management system outside of 
HP-CMIS, then HP-CMIS will seamlessly interface 
with such a system. In Road Home, all documents 
were originally stored in the eGrants database. Loui-
siana decided at one point in the program to move all 
documents to Documentum, a document management 
system. This was done and the interface is completely 
seamless to the user. 

During the Road Home program, HUD required 
that a paper copy of every document be placed in a 
file for each application. At various times during the 
process, file reviews were conducted to ensure that all 
documents were stored electronically and that paper 
copies existed. If paper copies did not exist, the elec-
tronic copy was retrieved and printed. At close out, 
a final review was held to again insure that all docu-
ments were stored electronically and a paper copy 
exited in the file. The files were then taken off-site for 

retention. If New Jersey or HUD require paper copies, 
a similar process will be done. Regardless of the deci-
sion on paper copies, file reviews will be held to ensure 
the electronic copies are retained.

HP-CMIS will generate letters and emails that 
can be sent to the applicant at different points in the 
process to notify them of the status of their applica-
tion. Emails are sent automatically. Letters are gener-
ated and stored in a folder that can be taken to a high 
speed printer. Once printed, the mail house will mail 
to the applicant. 

We will provide a range of methods for families 
and landlords to submit required documents. Current 
methods include fax, e-mail, direct upload, scanning 
at kiosks at our site offices, or mailing via a provided 
pre-paid pre-addressed envelope.  All incoming docu-
ments are imaged upon receipt and thus available in 
near-time to all relevant program staff. Hard-copies of 
documents are scanned and indexed in secure facilities 
behind bio-metric sensors and monitored by closed 
loop video surveillance.  Once imaged, documents are 
encrypted, stored in Tier 1 data centers, and backed-
up to magnetic tape.

HGI’s Document Management team has experi-
ence handling filing, retention, and retrieval of docu-
ments in secure environments for large-scale projects.  
Document Management is the central point for a 
number of tasks including receipt and processing of all 
incoming mail, document storage, identification and 
uploading of documents into the systems of record, 
production and processing all outgoing applicant com-
munication, supply requisition, storage and distribu-
tion, and fulfilling requests for documents from vari-
ous program stakeholders.

The team has responded to all mail function re-
quests, necessarily at times with short notice, in order 
to:

•  Communicate general information
•  Support Operations
•  Present opportunities for participation in program 

awards
•  Request data to clarify information previously 

provided
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•  Perform compliance and monitoring, and
•  Enhance outreach activities

The Document Management Team has created 
processes for each activity and assigned tiered levels 
of responsibility.  Each Document Management staff 
member is responsible for a specific function, but is 
also responsible to assist on certain routine large ef-
forts (i.e. opening and processing incoming mail).  The 
staff ’s flexibility allows the Documentation Manage-
ment team to timely and efficiently compete large 
projects as needed by the production teams.

Quality control checks are put in place to ensure 
accurate processing and storage of documentation.

Tab 3 Contract Management

File Closeout
Quality control checks are put in place to ensure ac-
curate processing and storage of documentation.  After 
the close with the Title Company, each file will be 
reviewed against a checklist to ensure that the docu-
mentation required by the program is attached and 
has been verified.  Files that are complete will then 
be printed and the Retention Manager will code and 
store the file appropriately.  Files that are not complete 
will be referred to the Case Manager’s Manager who 
will resolve all issues and return the file for review.

SaMPle FIle dOCuMentatIOn at ClOSeOut

ELigiBiLiTY VERiFiCATiON

Document Verifies Program

iP RREM SR

Application Damage by Superstorm Sandy, FEMA Registration, Located in 1 of 9 
counties, Located in NFIP A or V ABFE Flood Zones, Primary Residence, 
Major or Severe Damage, Required Insurance at Time of Storm Applied to 
RREM, Sustained Privacy Release,  Self-Attestations

X X X

Copy of Driver’s 
License, Passport

Identification X X X

?Need to state what 
would be used?

Proof of Legal Residency X X X

Title Search Owner of Record, Current on Property Taxes, Not in foreclosure X X X

Other documentation 
needed  if unable 
to prove via other 
methods

I.e., Documentation showing other rebuild program or taken steps to repair 
or reconstruct; NJ Superior Court records if unable to show that property is 
not in

X X X

SRA Documentation 
provided by  SR 
Contractor

Rental Property with 25 or few units, Rental Property for year-long renewals, 
Units Targeted to LMI Households, Units with Rents not exceeding 30% of 
80% of AMI

X

PRiOR TO CLOSiNg

Pictures of damaged 
property & supporting 
documentation

Home Evaluation pictures match appraisal pictures; Construction 
Completion

X X

Pre-Storm Value 
Documentation

Pre-Storm Value in system of record is supported X X

Scope of Work Grant Award Calculation X X

Estimated Cost to 
Repair

Grant Award Calculation
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ELigiBiLiTY VERiFiCATiON

Document Verifies Program

iP RREM SR

Applicants insurance, 
Flood insurance, 
FEMA Assistance 
Documentation

Duplication of Benefits X X

Contractor Invoices/
Payments

Documentation of disbursed values X X

System of Record 
Notes

Issue Resolution Documentation X X X

Other Critical 
Documents, as 
needed, (i.e. 
POA, Covenants, 
Subrogation 
Agreements, 
Affadavits, etc. 

X X X

CLOSiNg DOCUMENTATiON

Settlement Statement

Owners affidavit

Grant award acceptance document

Restrictive covenants

Construction documents  as required

Lien document (note/mortgage?)

Escrow Agreement including draw schedule
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SaMPle FIle dOCuMentatIOn at ClOSeOut, COntInued

Facilities
FaCIlIty ManageMent
The objective of facility management is to go unno-
ticed.  Employees function best when they work in a 
safe, functional, and comfortable work environment.  
HGI brings the experience of successfully managing 
commercial properties in a variety of settings and in 
multiple locations.  The RFQ outlines the possibility 
that the successful proposer will be asked to procure 
and manage 10 locations to support the program.  
HGI will be responsible for all facets of facilities 
management including overseeing  security, janitorial 
services, internet service, telecommunications and all 
components of facility management in the 9 Housing 
Assistance Centers and the Servicing Center.

Each facility will contain adequate desks/cubicles, 

office chairs, office supplies, document destruction ser-
vices, internet service, data circuits, and parking for all 
staff at the location. The facility shall be available 8am 
to 8pm, 7 days a week excluding State holidays.  Both 
unarmed and armed guard services will be considered 
at each facility to monitor/screen access and activities 
of all employees and visitors. Each facility will meet 
government requirements for fire safety, accessibility, 
seismic and sustainability standards. Space shall not be 
in the 100 year flood plain unless the State has deter-
mined it to be the only practicable alternative. 

Reporting
Status reporting and the communication of project 
activities to the Department and other vendors are 
integral to quality program management, and key to 
productive operations to SSHIP. The HGI Team will 
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communicate project, risk, and issue statuses weekly, 
and will communicate Program status monthly. The 
objective of the weekly meeting is to identify the prog-
ress in each functional area, and well as the challenges 
and issues. The monthly Program status meeting will 
provide program direction, updated timelines, and 
updates to the Program Plan.

Team HGI will collaborate with Department to 
define the details for effectively reporting progress 
and status, but envision reports as outlined below. We 
propose to provide snapshots of active inventory in the 
Weekly Project Status Report and snapshot informa-
tion for Program data in the Monthly Program Status 
Report. Between the two reports, we expect to include 
the data reporting in the current Situation Report 
produced by ICF.

Team HGI will work with the IT Services vendor 
to produce the Weekly Project Status Report and the 
Monthly Program Status Report.

Weekly PROJeCt StatuS RePORt
Team HGI will generate and submit a weekly report. 
This report will have 4 sections:

•  Project Activities -> Summary of progress toward 
contracted deliverables

•  Operations Progress -> Documentation of inventory 
changes in each functional area

•  Issue Management -> List of outstanding issues, and 
new issues, along with dependent activities

•  Financial Management -> Overview of funds 
requested, drawn, and disbursed

MOntHly PROgRaM StatuS RePORt
The Program Status Report is an accounting of 
progress toward major Program milestones. Each 
contractual deliverable is listed (including all task 
order deliverables), along with the current status. This 

report is intended to provide a status of the direction 
of the Program, and will include milestone timelines, 
updates to the Management Plan, and an update on 
Risk Management activities. It will be used as the 
agenda for the monthly “State of the Program” meet-
ing between the HGI Senior Management Team and 
the Department.

addItIOnal RePORtIng
The HP-CMIS will have a rich reporting capability 
that will contain both standard reports and the ability 
to create ad-hoc queries. Results of the ah-hoc que-
ries can be exported in a variety of formats that can 
be imported into future systems and databases to be 
developed by the Department. 

HP-CMIS will also have dashboard reports that 
can be accessed at anytime by users with the proper 
roles. These reports are designed to present staff and 
management with information they need for decisions 
and reports they must make. Shown here are some of 
the dashboard reports from eGrants that have been or 
are being used in Road Home.

Tab 3 Contract Management
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OCd RevIeW RePORt
In Road Home, OCD sampled a percentage of all 
awards files before the file was passed to a title com-
pany for closing. This report shows by data the num-

Tab 3 Contract Management

ber of files submitted for review, the number reviewed, 
number passed, number failed and the percentage 
passed. It gave OCD and the QA/QC team informa-
tion on how well the process was working and alerted 
both if major problems were being identified.
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Forecast workload:

Aging Report:
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WORklOad RePORt
This report showed was used to manage the assignment of closing files to the different closing companies.
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Tab 4

Potential Challenges

In any Disaster Recovery Program it is impossible to 
anticipate all the issues or problems that may arise.  
We have firsthand experience with programs that are 
fluid and evolve over time. It will be our goal to solve 
challenges in partnership with the State rapidly, ef-
fectively and efficiently. We understand the need to be 
flexible and responsive to these challenges. The best 
approach for challenge resolution is to plan ahead and 
address as many of these as early as possible. If chosen 
as the SSHIP Contractor we look forward to a dia-
logue with the Department about the potential chal-
lenges listed below and our proposed solutions.

•  Early communication and education about eligibil-
ity for the program in a direct, complete and simple 
manner will be vital to the program.  Due to the lim-
ited funds and the large need, outreach will be vital 
and necessary to the perceived success by New Jersey 
citizens of the Department and its contractors.

•  An approved Outreach plan as early as possible 
will help to ease this. 

•  Minimal policy change will alleviate confusion, 
irritation and dissatisfaction. Minimal policy 
change also has the added benefit of reducing 
costs of program management.

•  Our prediction is there may be significant statistical 
differences between awards amongst counties due 
to “the first come, first serve” requirement, varying 
response rates, speed of response and a natural stan-
dard distribution.  

•  Our experience shows that a randomization sys-
tem, an open period--after a defined application 
period, provides the best method for ensuring a 
fair and safe selection process. 

•  A randomization process allows the applicant 
and the contractor to manage large numbers of 
people with safety and reasonable accommodation.  
Randomizing the selection allows the opportunity 
to ensure equal distribution throughout the nine 
counties. The HGI Team has successfully opened 
waiting lists using this process and recommends 
this procedure for use with SSHIP applicants.

There are inherent risks with not having the other two 
tranches rapidly available. Contractors will be ramp-
ing down and then have to re-start and may be unable 
to  staff up. The longer the time between delivery of 
further dollars the greater the cost and dissatisfaction 
of the applicants-waiting-to-be awardees.

•  A rapid deployment of funds would minimize this 
challenge.
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Tab 5

Organizational Support  
and Experience

HGI Leadership Team 
laRRy Oney, CHaIRMan and CeO
Since 1999, Mr. Larry Oney has been the majority 
owner, President, and CEO of HGI and its subsidiar-
ies, a group of casualty/ property third party claims 
administration firms doing business in Louisiana, 
Texas, Georgia, Florida, and Washington D.C. HGI 
focuses on claims management, risk management and 
disaster services. 

Mr. Oney has served as Risk Manager for the 
City of New Orleans as well as Associate Executive 
Director of the Louisiana Insurance Guaranty Fund 
overseeing all of its claims operations. Mr. Oney has 
successfully broadened the service territory of HGI 
from Texas into Georgia, Washington DC and Loui-
siana.  He continues to grow the company to serve the 
entire southeastern region of the U.S. 

When Hurricanes Katrina and Rita struck, Mr. 
Oney’s company amassed the resources to assist with 
grant administration, program management, payment 
verifications and property inspections managing over 
150,000 claims and disbursing over $5 billion in fed-
eral funds. Mr. Oney has grown HGI from $500,000 
annual revenues to $36 million annual revenues in 12 
years.

CHeRIe PInaC, CHIeF OPeRatIng OFFICeR
Cherie A. Pinac is Chief Operating officer of HGI. 
She has over eighteen years of experience in the legal, 
regulatory compliance, and risk management industry. 
Upon graduation from Law School in 1995, Pinac be-
gan practicing in the area of environmental, corporate 
and regulatory law.

In 1997, Pinac joined Louisiana Workers’ Com-
pensation “LWCC”, the largest workers’ compensation 
carrier in the State of Louisiana.  Pinac served as Vice 
President and General Counsel for LWCC.  Dur-
ing her 13 year tenure with LWCC, Cherie served as 

Chief Legal Officer and provided counsel and advice 
to executive staff and the Board of Directors. Her 
responsibilities included management of a 24 member 
in-house legal division and communications and pub-
lic relations section, as well as all aspects of the corpo-
ration’s risk management and mitigation program. 

Pinac served as Vice President of F.A. Richard and 
Associates, Inc. (FARA), a third party administrator. 
While at FARA she was responsible for the State of 
Louisiana Office of Risk Management Account, a $68 
million risk management account including work-
ers’ compensation, general liability, property, medical 
malpractice, and auto as the Executive in charge of all 
operations. 

In 2011, Cherie joined HGI as Executive Vice 
President.  She is responsible for achieving the corpo-
ration’s strategic and financial goals and maximizing 
the organization’s operational performance.   In 2012, 
she was promoted to Chief Operating Officer.

Cherie received a Bachelor of Arts degree in 
Political Science from Louisiana State University in 
1991 and a Juris Doctorate degree from Louisiana 
State University Paul M. Hebert Law Center 1995. 
Mrs. Pinac is a member of the Louisiana State Bar 
Association. She was appointed by Governor Kathleen 
Babineaux Blanco and Governor Bobby Jindal to the 
Louisiana Workers’ Compensation Advisory Council 
and is a member of the Louisiana State University 
National Diversity Advisory Board.  In 2008, she was 
the Baton Rouge Business Report Top 40 Under 40 
Honoree.
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lOn andeRSOn, exeCutIve - PROgRaMS
As a proven business strategist who consistently deliv-
ers transformative strategies and solutions for the most 
complex enterprise objectives and environments, Lon 
Anderson is an innovative and accomplished execu-
tive—equally adept at managing global IT opera-
tions, with budgets of up to $100M and hundreds 
of geographically distributed staff, and directing 
forward-facing IT development initiatives which are 
instrumental in business growth, development, and 
expansion.

Lon join HGI in 2013 as the executive respon-
sible for long term recovery.  Utilizing a broad set of 
experiences and skills he brings an understanding of 
different industries, businesses models, and business 
functions to the complex arena of recovery.  Lon has 
taken the unique role of IT that requires cross depart-
ment communication, relationship building, multi-
disciplined staff, and interdependencies and translated 
that to the project execution environment.

Lon served as Corporate IT Vice President for 
the almost $1B ICF International, responsible for IT 
infrastructure and services for 75+ globally distributed 
offices with 6K staff; he was selected to spearhead 
major, enterprise-scale operational, infrastructure, and 
performance transformation. While driving alignment 
of technologies, processes, and standards with best-
practices, as well as introducing IT governance and 
management solutions, he has simultaneously achieved 
meteoric gains in service across availability, perfor-
mance, and customer satisfaction rates. 

Following accomplishment of the aggressive, 
3-year strategic plan he implemented in 2008, through 
which he developed and launched key teams and 
frameworks supporting project governance / manage-
ment, change management, regulatory compliance, 
and continuity / disaster recovery, he has played a 
pivotal role enabling major growth—including 50%+ 
revenue and headcount growth, ongoing property con-
struction / build-out, and 11 domestic / international 
acquisitions. Additionally, Lon spearheaded delivery of 

120+ enterprise initiatives spanning infrastructure vir-
tualization, asset standardization, network infrastruc-
ture upgrade and security development, and business 
system implementation, affecting multimillion-dollar 
cost-savings.

As ICF International Senior IT Executive be-
tween 2006 to 2008, Lon was a senior executive for 
the US’s largest housing recovery program, providing 
assistance to 200K+ victims of hurricanes Katrina and 
Rita. He recruited and managed an IT team of 200, 
swiftly setting up IT infrastructure, communications, 
business systems, and security solutions for 13 pro-
gram offices with 2K staff.

Previously, from 2004 to 2006, Lon served as Vice 
President of eBusiness for $15B Capital One Bank 
and its subsidiaries, delivering ecommerce and ebusi-
ness solutions across Web and Intranet development, 
integration, and regionalization while managing $13M 
in integration of 7 acquisitions. 

Earlier in his career, Lon held the roles of Tech-
nology Director (2000 to 2004) for the MIT publica-
tion, Technology Review, and Manager of IS Support 
Services (1996 to 2000) for Tufts Health Plan.

As a consistent contributor to industry thought-
leadership, Lon has completed several interviews and 
published multiple articles for publications such as 
CIO Magazine; he is regularly invited to industry 
events, speaking on IT and asset management, M&A, 
IT consumer products, and contingency planning / 
disaster recovery. As a participant in the Executive 
Pathways Program CIO Mentorship Program, he 
provides training, coaching, and mentoring to groups 
of 8-10 participants for 6-month engagements.

teRRy HIgHtOWeR, CHIeF FInanCIal 
OFFICeR
Terry S. Hightower is Chief Financial Officer for 
HGI in New Orleans, Louisiana. 

Terry is a Certified Public Accountant and holds 
a bachelor’s degree in Accountancy.  Prior to joining 
HGI he worked as a Senior Auditor with UHY Advi-
sors and PricewaterhouseCoopers. 

Tab 5 Organizational Support and Experience



48

SHeRalynn RIeS, vICe PReSIdent OF 
FedeRal StRategy and develOPMent
Sheralynn Ries is the current VP or Federal Strategy 
at Hammerman and Gainer, Inc. (HGI).  She is a 
senior executive with a track record of adapting strat-
egies and tactics quickly and effectively to address 
uncertainties and changing business environments. 
She is a skilled facilitator who rapidly develops vendor 
and client relationships across organizations and with 
external partners. 

Sheralynn was the subcontract manager of compa-
nies that provided the appraisals, titles and closings for 
The Road Home Program. On that program she was 
the liaison to the Louisiana Land Trust as well as the 
subcontract manager of LSU who delivered rebuilding, 
elevation and mitigation education across the state of 
Louisiana.  She was accountable for operational over-
sight, leadership, direction and overall management 
of the department that ordered and reviewed 200,000 
title searches, 160,000 appraisals and 123,000 closings.
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Tab 7

Outreach Plan

The Department is charged with administering the 
implementation of Community Development Block 
Grant Disaster Recovery Funds in an extremely com-
plex post-Superstorm Sandy environment.  To ensure 
that this program rapidly restores the New Jersey State 
housing stock and positively impacts the economy as 
it is intended to do, a robust and meaningful array of 
strategic communication and outreach services - across 
numerous and varied constituencies - must be a prior-
ity.  

The HGI Team believes that the success of this 
program hinges on simplifying the message, emphasiz-
ing the uniqueness of the program and the importance 
of partnership.  The communication will embrace our 
themes of:

•  Simplicity – All outreach specialists and collateral 
materials will include simple eligibility instructions 
that are easily understood by all audiences.  

•  Customized Program –The communication will 
indicate that the program is a customized design and 
unique to New Jersey.  

•  Partnership – Communications will stress 
partnership across all parties; the applicants, 
the State, HUD, the SSHIP contractor and the 
construction contractors.

HGI Outreach Specialists are bilingual and some 
multilingual; our specialists can provide services in 
Spanish.  In addition to being bilingual, our special-
ists are also bicultural; meaning that they live and 
understand the culture of the languages they speak.  
Members of the HGI Team and Monmouth Univer-
sity have already been working in and amongst local 

community stakeholders across Monmouth and Ocean 
Counties and with various other organizations includ-
ing the NJ Shore Partnership, Action Alliance and NJ 
Chamber of Commerce, etc. to ensure that a robust re-
sults oriented public engagement process can be rolled 
out. 

The HGI Team will utilize in-depth research from 
Monmouth University’s Rapid Response Institute of 
our target population groups to ensure that we truly 
understand the target audience - who they are and 
how they think, act, and feel.  The HGI Team includes 
residents of New Jersey who understand the cultural 
sensitivities, community trends and attitudes that 
must be considered throughout the public engagement 
process.  The Department will benefit from fresh ideas 
and the relationships the HGI Team brings. 

Some key reflections from stakeholders with 
whom we have already engaged that may inform the 
Department outreach plan development include the 
following:

•  Need development of a “Total Community 
Recovery” plan that is developed with community 
inputs; 

•  Need someone to talk to and reassure “me” someone 
who understands;

•  Need dynamic leadership that is accessible; 
•  Honesty (give us both the bad and good news 

concerning the recovery); 
•  Cooperation between the political actors- Politics 

out of it; 
•  Accountability; and, 
•  Show me it will be different than Katrina’s “forever 

recovery”.
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Tab 8

Experience of Bidder  
on Similar Contracts

Contract Descriptions
aPPlICant aSSIStanCe PROgRaM (HaP), 
State OF lOuISIana 
Contractor:  HGI
Client Type:               State (Federally Funded)
Project Role:            Prime Contractor
Project Location:       Baton Rouge, LA
Award Date               March 2009
Completion Date      Ongoing
Award Amount:       $83.3 Million 
Reference:    Lara Robertson
   State Program Manager
   lara.robertson@la.gov
   225-219-9600
   Paul Rainwater
   Commissioner of 
   Administration
      (Chief of Staff) 
   Paul.rainwater@la.gov
   (225) 342-7000

In August and September 2005, Hurricanes 
Katrina and Rita devastated South Louisiana, destroy-
ing more than 200,000 homes, 18,000 businesses, and 
causing approximately $ 32 billion in losses. As a result 
of these disasters the Applicant Assistance Program, 
under the direction of the Louisiana Division of 
Administration’s Office of Community Development, 
Disaster Recovery Unit (OCD-DRU), was tasked to 
oversee the largest single housing recovery program in 
U.S. history 

In March, 2009 HGI was selected as the Prime 
contractor for the Applicant Assistance Program for 
a 24-month term. The Contract was extended for 12 
months to allow for AACG processing, IMM process-
ing, and Compliance and Monitoring changes.

HGI is responsible for successfully transitioning 
( in conjunction with the State, its designees, and the 
incumbent contractor) into the prime contractor role 
and completing processing on all open applications, 

disbursing Grant award funds to qualified applicants, 
and closing  out all applications and associated activi-
ties, to include verification of all final statuses.
HAP encompasses 11 Core Service Areas (CSA):
•  Program Operations and Administration
•  Eligibility and Benefit Determination
•  Closing and Disbursement of Funds 
•  Quality Assurance/Quality Control
•  Appeals 
•  Compliance and Monitoring 
•  Issue Tracking and Fraud, Waste, and Abuse
•  Document Management and Records Retention
•  Accounting and Reporting 
•  Applicant Relations
•  Limited Legal Services 

Since Assuming the Prime Contractor Role in 
April, 2009 HGI has:
•  Assumed operational control of the project after 20 

days of transition effort from the incumbent contrac-
tor

•  Staffed Call Center and Appeals Team prior to be-
ginning Transition

•  Staffed various outreach facilities including: Baton 
Rouge HAC, UNO, New Orleans City Hall and 
various legislative offices

•  Assisted HMGP staff with outreach and letter gen-
eration activities

•  Disbursed approximately $950 million to 41,000 
plus applicants across a variety of funding programs 
including, 

•  13,600 applicants for $484.5 million in AACG
•  18,000 applicants for 134.8 million in IMM

•  Processed over 95,000 files for Program Compliance 
•  Assisted approximately 7,000 applicants through 

various  outreach locations and events
•  Fielded over 486,000 calls in our call center
•  Handled north of 2,500 records requests
•  Mailed over 475,000 letters to applicants 
•  Received and processed over 230,000 documents 
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tHe ROad HOMe, State OF lOuISIana  
Contractor: HGI
Client Type: State (Federally Funded)
Project Role: Sub Contractor
Project Location: Baton Rouge, LA 
Award Date January 2006
Completion Date January 2009
Award Amount: $55 Million 
Reference:  Paul Rainwater
 Commissioner of  
 Administration
 (Chief of Staff)
 Paul.rainwater@la.gov
 (225) 342-7000
 Lara Robertson
 State Program Manager
 lara.robertson@la.gov
 (225) 219-9600

The Road Home program is the largest single 
housing recovery program in U.S. history. The pro-
gram’s objective is to provide compensation to Loui-
siana applicants affected by Hurricanes Katrina or 
Rita for the damages to their homes. The program is 
designed to disburse over $7B in federal funding to 
eligible applicants affected by Hurricanes Rita or Ka-
trina with up to $150,000 in compensation for losses 
that enable the applicants to rebuild their homes or 
relocate within Louisiana. With more than 123,000 
homes and 82,000 rental units in Louisiana damaged 
or destroyed, a housing assistance  program of the 
scope and complexity required by Louisiana had never 
before attempted, anywhere. 

In July 2006 ICF International was awarded the 
$756 million project to manage the program for 36 
months at the Prime Contractor.HGI was chosen 
as a key subcontractor to ICF international to pro-
vide much needed on –the –ground resources for the 
Program. HGI quickly hired over 250 staff, including 
150 Licensed Appraisers, 60 Notaries, and 60 project 
management and administrative personnel to provide 
processing accounting, quality control, IT support and 
other tasks. HGI staffed more than a dozen disaster 
help centers to counsel residents and educate them on 
the program and the claims process. Along with ICF, 

HGI managed more than 165,000 claims with millions 
of pages documents. Over the course of the project, 
HGI appraised over 115,000 homes, worked with 
seven different companies to complete over 62,000 title 
searches and abstracts, performed over 23,000 prop-
erty evaluations, and managed payments to more than 
50,000 residents. HGI has disbursed over $3.5 billion 
for the Road Home Project.

In Summary, our contribution to the program in-
cluded:
•  50,000 + closings supported
•  $3.5 Billion in grant funds disbursed
•  62,000 + title searches conducted
•  115,000 + home evaluations conducted
•  Closing Agent
•  Call Center Support 
•  Inspections, Appraisals, and Evaluations 
•  Subcontractor Management

beneFIt guaRanty CORPORatIOn’S 
beneFItS adMInIStRatIOn   
Contractor: HGI
Client Type: Federal 
Project Role: Prime Contractor
Project Location: Atlanta, GA
Award Date August 2009
Completion Date Ongoing
Award Amount: $25 Million  
Reference:  Redmont Smith, BAPD, PDBG
 COTR      
 Smith.redmontedna@pbgc.gov
 (202) 326-4160 X68471
  Javed Bashir
 COTR
 bashir.javed@pbgc.gov
 (202)326-4053
 Debra Trott
 Contracting Officer
 trott.debra@pbgc.gov
 (202) 326-4053

The Pension Benefit Guaranty Corporation 
(PBGC) is a Government-owned corporation, estab-
lished under Title IV of the Employee Retirement 
Income Security Act (ERISA) of 1974. The Benefits 

Tab 8 Experience of Bidder on Similar Contracts
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Administration & Payment Department utilizes Field 
Benefits Administrators (FBAs) to provide a vital role 
in performing almost 100% of the participant admin-
istration on PBGC’s trustee plans. HGI was selected 
as the Prime Contractor through a “fair and open bid” 
process to support the mission and goals of PBGC 
by providing the highest caliber professional pen-
sion benefit administrative services support through 
measureable activities such as, (a) Participant Services, 
(b) Case Processing Support Services, (c) Customer 
Service, and (d) Special Projects.

HGI’s contract supports PBGC’s strategic goal 
#2 to provide exceptional services to customers and 
stakeholders y providing timely, accurate, and respon-
sive customer service and self service tools. Addition-
ally, HGI exercises effective and efficient stewardship 
of PBGC resources by creating efficient operational 
processes, procedures, and systems that enable HGI 
to handle variable workloads. This collaborative effort 
goes on with 8 BAPD’s Trusteeship Processing Divi-
sions (TBDs).

HGI Team, comprised of 45 management, ad-
ministrators and IT support personnel, is responsible 
for administering pension funds to more than 72,000 
plan participants from 46 companies that cannot pay 
promised benefits. In addition to providing monthly 
communication with participants, HGI maintains 
constant communication with each payee via quarterly 
benefits letters and annual statements to ensure all 
payees understand their benefits and can see long-
term fund changes. HGI also staffs a call center for 
plan participants so they have a single point of contact 
(POC) when they have questions or do not completely 
understand their benefits. 

HGI’s primary responsibilities performed in the 
Atlanta Field Benefit Office include:

a) Gathering  and maintaining participant data :  
HGI assists in locating, organizing, updating, con-
verting and entering data into PBGC systems or 
database tool, from plan and administrative  files, 
i.e., personnel files, payroll records, pension files 
and any other files and records obtained , through 
data collection field trips, and information received 
through oral and written correspondence which 
may be obtained to clarify and expand on partici-

pant data obtained from plan administration files.
b) Processing applications:  HGI processes all 
applicants received by mail or within PBGC’s 
electronic systems. A component of HGI’s QA/
QC process includes follow up with applicants 
for missing or incomplete data in order to ensure 
timely notifications and, untimely payments.
c) Processing administrative changes and autho-
rizing payments:  HGI routinely provides tradi-
tional administrative services such as processing 
electronic direct deposits forms, bank changes, 
address changes, income verification, and Social 
Security Earnings Requests. HGI also reviews and 
processes new retirement applications and pro-
cesses applicable benefits adjustments. 
d) Issuing benefit determination letters:  HGI 
schedules and issues Benefit Determination letters 
and benefit statements, as well as processes benefit 
changes (step down, temporary supplements , pop 
ups, and disabilities, etc.), final benefit adjust-
ments, deceases notifications, and address and 
direct deposit . 
e) Maintaining participant documentation:  
HGI processes all participant documents received 
from customer inquiries received by mail (date/
time stamped receipt) or fax. All participant re-
cords are properly indexed and scanned /converted 
into PBGC’s systems.
f ) Handling oral and written inquiries from plan 
participant: HGI provides support in the appeals 
process from participants, as well as those gener-
ated by Congressional inquiries, presented to FBA 
BY PBGC.
g) Performing plan closing:  HGI’s involvement 
in the highly detailed plan closing process includes 
verification that all Benefits Determination Letters 
have been issued to all locatable participants and 
that all benefits amount have been documented 
within the systems. 

Tab 8 Experience of Bidder on Similar Contracts
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gulF OF MexICO OIl SPIll, 2010 –  
gulF COaSt ClaIMS FaCIlIty 
Contractor: HGI
Client Type: Commercial
Project Role:  Sub Contractor
Project Location:  LA and FL
Award Date December 2010
Completion Date  Ongoing
Award Amount: Confidential
Reference: Kenneth R. Feinberg
 kfeinberg@feinbergrozen.com
 (202) 371-1110
 Camille S. Bios
 cibros@feinbergrozen.com
 (202) 371-1110

In 2010, an explosion on a Gulf Coast offshore 
drilling rig resulted in the largest accidental marine oil 
spill in the history of the petroleum industry. Ham-
mer and Gainer, Inc. (HGI) was called upon to begin 
ramping up its catastrophe response, ultimately par-
ticipating in opening and staffing a centralized claims 
center and fields office locations within a 30-day 
period. Operating from the Louisiana coast to Clear-
water Florida, HGI assisted in providing location 
selection, lease execution, permitting, and full opera-
tional functionally to facilitate community outreach 
and claims intake.

HGI personnel participate in town hall meetings, 
community expos, radio and television broadcasts, and 
special interest group meetings to answer questions, 
disseminate information, and assist the public in the 
claims process. HGI interacted with local, State, and 
federal government representatives conducting site 
tours, providing claimant information, ad supplying 
liaisons to provide a single POC.

Tab 8 Experience of Bidder on Similar Contracts

In June 2010, President Obama appointed At-
torney Kenneth Feinberg to act as the independent 
claims administrator of a $20 billion fund for those 
impacted by the oil spill. Feinberg assembled a team 
of private law firms and third-party administrators 
to author and manage a claims processing plan. HGI 
was selected to join Mr. Feinberg’s team as the claims 
service provider in the formation and implementation 
of the Gulf Coast Claims Facility (GCCF).

The GCCF consists of 35 claims offices located 
in five states, employing over 3,200 people including 
claims evaluators, claims intake specialists, call centers, 
accountants, lawyers, administrative managers, and 
other support personnel. As of November 2011, ap-
proximately 1,022,222 claims have been submitted to 
the GCCF. The GCCF has dispersed approximately 
$5.6 billion in claims.
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Tab 9

Additional Experience of 
Bidder (Subcontractors)

lOuISIana SMall Rental PROPeRty 
PROgRaM 
Contractor:  Quadel
Client Type:  State
Project Role: Sub Contractor 
Project Location: Baton Rouge, LA 
Award Date March   2009
Completion Date March   2012
Award Amount: $5,500,000
Reference:   Bradley R Sweazy   
  COO, Louisiana Housing 

Corporation      
 bsweazy@lhc.la.gov    
 (225) 763-8700 

Quadel provided general consulting and technical 
assistance as a subcontractor to the Louisiana Office of 
Community Development Small Rental Property Pro-
gram Project Management Office for the U.S. Depart-
ment of Housing and Urban Development (HUD) 
in affordable housing, rental assistance and Commu-
nity Development Block Grant (CDBG) policy and 
program areas. We provided consultation and referral 
services to Small Rental Property Program (SRPP) 
applicants/property owners seeking to restore afford-
able rental units including construction consultation, 
tenant identification, and support and title services.

Key Accomplishments
•  Drafted and submitted for approval 20 Policy chang-

es to improve application processing.
•  Documented all Program Policies, Procedures, 

Change Control for process flows, Standard Operat-
ing Procedures and Desk References

•  Provided subject matter expertise for Small Rental 
Property Program rent and income limits.

•  Provided Section 3 monitoring for construction 
projects.

•  Provided Uniform Relocation Act (URA) staffing 
services including compliance reviews, eligibility 
determinations, tenant relocation plan development,   
and site assessment reviews.

•  Established applicant referral service to match SRPP 
rental property owners with appropriate Tenant 
services.
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Tab 9 Additional Experience of Bidder (Subcontractors)

lOuISIana PeRManent SuPPORtIve 
HOuSIng PROgRaM
Contractor: Quadel
Client Type: State
Project Role: Prime Contractor
Project Location: Baton Rouge, LA 
Award Date: May 2012
Completion Date: Ongoing
Award Amount: $3,420,000
Reference:  Nicole Sweazy
  Executive Director, Louisiana 

Housing Authority- Office of 
Community Development

 nsweazy@lhc.la.gov
 (225) 763-8608 

Quadel was awarded a contract in 2009 to admin-
ister a unique regional Permanent Supportive Housing 
Project-Based Voucher Program (PSH-PBV) for 2000 
households across the southern half of Louisiana.  In 
2012, Quadel was awarded a second 3-year contract.  
This program serves at-risk and homeless people with 
disabilities, with a preference for families displaced by 
Hurricanes Katrina or Rita. Eligible individuals and 
families are very low income, have a disability, and 
need the supportive housing services provided by the 
program in order to live independently in the commu-
nity.  The Louisiana Housing Authority has partnered 
with several social service agencies throughout the 
state to ensure that supportive services are available to 
each Permanent Supportive Housing (PSH) partici-
pant family.

Specific responsibilities include:
•  Perform all client-related functions including deter-

mination of eligibility, applicant briefings, interim 
and annual re-examinations, informal reviews and 
hearings, and termination of assistance.

•  Ensure compliance with all fair housing, Section 
504, and reasonable accommodation responsibilities; 
adherence to the PSH PBV Administration Plan and 
recommend appropriate revisions.

•  Coordinate PBV administrative activities with the 
activities of six regional Local Lead Agencies and 
their Housing Support Teams that determine PSH 
eligibility and provide supportive services to partici-
pants.

•  Market the PBV Program to property owners, track 
applicant properties through solicitation and LIHTC 
properties with commitments to the PSH PBV Pro-
gram, conduct property clearance reviews, determine 
qualification and bring units under contract.

•  Perform all PBV owner and unit-related functions 
including program briefings, HQS inspections, rent 
reasonableness determination, rent increase process, 
review of utility costs and utility allowance schedules, 
and amendment and/or termination of contracts as 
necessary.

•  Manage all fiscal responsibilities including budget-
ing of subsidies, Housing Assistance Payments to 
owners; report activities and outcomes to OCD and 
HUD at least monthly.

The Louisiana Permanent Supportive Housing 
Program is a unique partnership between Quadel as 
administrator of the Project Based Voucher Program 
and experienced and professional Housing Support 
Teams that provide supportive services to PSH Pro-
gram participants.  Support may include assisting ten-
ants to identify area resources, resolve tenant – land-
lord issues, manage their family budget, maintain their 
unit, or develop new skills. Housing Support Teams 
are a resource to owners as well as tenants and help to 
provide program participants with stability.  Property 
owners expand the market for their units by provid-
ing eligible individuals and families with good quality 
housing.
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Tab 9 Additional Experience of Bidder (Subcontractors)

lOuISIana ROad HOMe PROgRaM
Contractor: Quadel
Client Type: State
Project Role: Sub Contractor 
Project Location: Baton Rouge, LA 
Award Date June 2006
Completion Date June 2009
Award Amount: $74,000,000 
Reference:  Frank Abramcheck
  Senior Vice President, ICF 

International
  (previously served as Pro-

gram Executive for The Road 
Home Program)

 fabramcheck@icfi.com
 (703) 934-3840

The Louisiana Recovery Authority (LRA) de-
veloped the Road Home Program in response to the 
need for housing and neighborhood reconstruction 
following Hurricanes Katrina and Rita.  The LRA 
charged the State’s Office of Community Develop-
ment (OCD) with responsibility for administering the 
Program, which has funding in excess of $10 billion 
in Community Development Block Grant (CDBG) 
funding.  OCD selected ICF International as its 
contractor to administer the Road Home Program, the 
largest housing reconstruction program in U.S. history.
For this engagement, Quadel was a subcontractor to 
ICF with responsibility for setting up and adminis-
tering the Applicant Assistance Program, providing 
grants of up to $150,000 per family to applicants who 
agreed to repair or rebuild their homes or sell their 
homes and relocate.  Quadel conducted eligibility pro-
cessing and benefit determination, pre-closing activi-
ties, appeals, and quality assurance and quality control 
during the course of this three-year engagement.
This project demonstrates Quadel’s capacity to rapidly 
respond to the need for housing and neighborhood 
reconstruction following Hurricanes Katrina and Rita.  

Key Accomplishments
•  Set up and staffed a Pilot Program that opened one 

month following contract execution and processed 
more than 400 applicants.  96 percent of the appli-
cants indicated in customer service surveys that the 
service they received met or exceeded their expecta-
tions

•  Assisted ICF to determine the location of twelve 
Applicant Assistance Centers (HACs), identify ap-
propriate office space and develop space plans and 
equipment requirements for the Centers

•  Working with ICF, developed organization and 
staffing and recruitment plans, and hired more than 
350 staff, including all top management positions, to 
operate the Housing Assistance Centers.

•  Played a key role in designing program policies and 
procedures, developing Program training materi-
als and conducting staff training in three locations, 
within two months of contract execution

•  Worked in a coordination role with ICF in creating a 
Call Center and an MIS system fully automating all 
functional areas of the program

•  Participated in the opening of nine Applicant As-
sistance Centers during the week of August 21, 2006, 
assuming responsibility for overall program direction 
and management of seven of the Centers.  Centers 
were open seven days a week, with extended hours 
requiring multiple shifts

•  Participated in the development of “downstream” 
processes to move applicant applicants through 
rough spots from intake through to closing of their 
grants

•  Developed Standard Operating Procedures to sup-
port program requirements including applicant ap-
pointments, Quality Assurance (QA), Quality Con-
trol (QC), and Appeals

•  Provided staff for the Small Rental program
•  As of April 2009, Road Home had conducted 

124,119 closings.
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Tab 9 Additional Experience of Bidder (Subcontractors)

galveStOn COunty (tx)    
dISaSteR ReCOveRy PROgRaM 
Contractor: Quadel
Client Type: County
Project Role: Sub Contractor 
Project Location: Galveston, TX
Award Date: October 2010
Completion Date October 2012
Award Amount: $300,000
Reference: Ernie DeHoyos
  Vice President, Government 

Solutions, Affiliated  
Computer Services, Inc.

 Ernie.DeHoyos@acs-inc.com
 (210) 479-5581

As a subcontractor to ACS, Quadel supported 
Galveston County’s disaster recovery program in re-
sponse to Hurricanes Gustav and Ike.  Quadel provid-
ed subject matter expertise on Community Develop-
ment Block Grant (CDBG) policies and procedures.  
The work also included: documentation of program 
policies and procedures; update control and related 
process flows; and developing desk references, policy 
manuals, and program guides.  

Key Accomplishments
•  Developed the draft Galveston County Rental Pro-

gram Policy for the Landlord Assistance Program, 
designed to assist in the rehabilitation and recon-
struction of rental units in structures of 1-4 units.

•  Prepared the application form for the rental program; 
developed or reviewed, for compliance, other related 
forms; and developed a training course for staff who 
will implement the rental program.

•  Developed policy and procedural language for pro-
posed changes to the Policy Manual governing the 
Housing Assistance Program for applicants.

•  Conducted research on regulations and advises on 
various CDBG compliance issues including activities 
related to slum and blight clearance, income limits, 
eligible activities, duplication of benefits, documenta-
tion requirements, and preparation for reviews and 
program audits.  
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Tab 9 Additional Experience of Bidder (Subcontractors)

neWaRk HOuSIng autHORIty – HOuSIng 
CHOICe vOuCHeR (HCv) PROgRaM
Contractor: Quadel
Client Type: Local
Project Role:  Prime Contractor
Project Location:  Newark, NJ
Award Date April 2008
Completion Date December 2013
Award Amount: $11,800,000
Reference:  Marvin Walton 
  Deputy Executive Director, 

Newark Housing Authority
 mwalton@newarkha.org
 (973) 273-6670

Quadel has a contract with the Newark Hous-
ing Authority to provide the management and daily 
operations of its 4800 unit Housing Choice Voucher 
(HCV) program and Newark’s Family Self Sufficiency, 
Applicantship, Project-based voucher and Public 
Housing relocation program.  Quadel provides all 
intake, eligibility determination, income verification, 
housing benefit calculations, annual reexaminations, 
Quality Control (QC), and document management 
services for the HCV program.  As part of this pro-
gram, Quadel implemented a quality management 
system using our QualCheck quality and performance 
management software for monthly QC monitoring 
and the new reporting and monitoring enabled man-
agement to identify processing and compliance im-
provements, timely file corrections and staff retraining 
where appropriate.

In 2011, new operating procedures were developed 
and implemented in key operating areas including 
move requests, Request for Tenancy Approval (RTA) 
processing, annual re-certifications, and rent increases.  
Additional key benchmarks include:
•  Increased voucher utilization from 3,260 vouchers 

to 4,800 vouchers.  Newark earned all Section Eight 
Management Assessment Program (SEMAP) points 
for leasing based on utilization of all available Hous-
ing Assistance Payment (HAP) funds. 

•  Improved Newark’s SEMAP status from Troubled to 
High Performer

•  Achieved timely annual re-certifications exceed the 
SEMAP standards monthly with a year-to-date 
average of 99%. 

•  Obtained an additional $2.223 million in HAP 
funding in 2011, enabling the program to increase 
the number of households being served in Newark.
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Tab 9 Additional Experience of Bidder (Subcontractors)

baltIMORe RegIOnal HOuSIng 
PaRtneRSHIP-baltIMORe RegIOnal 
HOuSIng MObIlIty PROgRaM
Contractor: Quadel
Client Type: Local- Not for Profit
Project Role:              Prime Contractor
Project Location: Baltimore, MD
Award Date October 2011
Completion Date October 2013
Award Amount: $3,800,000
Reference:  Regina Stone-Mitchell
  Executive Director,  

Baltimore Regional Housing 
Partnership

 
 

Quadel administers a special allocation of vouch-
ers under a court-mandated mobility program cre-
ated in partial settlement of a desegregation lawsuit 
against the U.S. Department of Housing and Urban 
Development (HUD) and the Housing Authority of 
Baltimore City (HABC).  Quadel is currently assisting 
over 2000 Special Mobility Housing Choice Voucher 
(HCV) Program families to rent or purchase homes in 

low poverty, high opportunity areas of the Baltimore 
region.  Since October 2002, Quadel has fully admin-
istered, on behalf of HABC, a special allocation of 
tenant-based, project-based and applicantship vouch-
ers.  The program has 2,156 current participants and 
increase by 400 families per year until it reaches its full 
allocation of 4,388 vouchers.  The program includes 
a comprehensive case management and mobility 
counseling program to advise and assist families, meet 
landlord screening criteria and assist families with 
housing searches.  The program also includes a appli-
cantship counseling program, counseling services for 
project-based tenants and obtaining new project-based 
units through owner outreach to the landlord com-
munity. 
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Tab 9 Additional Experience of Bidder (Subcontractors)

nORtH CaROlIna tenant baSed Rental 
aSSIStanCe SuPPORtIve HOuSIng 
PROgRaM
Contractor: Quadel
Client Type: State
Project Role: Prime Contractor
Project Location: Raleigh, NC
Award Date February 2013
Completion Date February 2015
Award Amount: $1,480,000
Reference:  Jessica Bradley  
  Special Advisor on  

Americans with Disabilities 
Act (ADA)

  Department of Health and 
Human Services

 Jessica.Bradley@dhhs.nc.gov
 (919) 855-4809

Quadel is the state-wide administrator for a 
contract in North Carolina for a Tenant Based Rental 
Assistance Supportive Housing Program designed to 
provide housing counseling, tenant support services, 
and rental subsidies in permanent supportive housing 
to individuals with Serious Mental Illness (SMI) or 
Serious and Persistent Mental Illness (SPMI).  The 
program is designed to satisfy the terms of the Olm-
stead Settlement Agreement between the State and 
the U.S. Department of Justice (USDOJ), and is being 
conducted in coordination with the North Carolina 
Department of Health and Human Services (DHHS).  

The North Carolina DHHS contracts with service 
providers to offer a flexible array of comprehensive 
services, including medical and wellness, mental 
health, and substance use management and recovery.  
These services are individualized and available when 
the person needs them, and where the person lives. 
The program has been developed to enable up 2000 
individuals currently residing in (or applying to reside 
in) adult care homes or NC state psychiatric hospitals 
to transition to community living, with appropriate 
supportive services. 

In addition to administering a housing subsidy 
for the state-wide program, Quadel provides Housing 
Counseling and Tenancy Support Services to program 
participants including instruction and assistance with 
unit cleaning and maintenance, grocery shopping, 
managing money, communicating with landlords, and 
complying with the terms of the lease. 
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Tab 9 Additional Experience of Bidder (Subcontractors)

lOuISIana ROad HOMe PROgRaM
Contractor: STR.Grants
Client Type: State
Project Role: Sub Contractor 
Project Location: Baton Rouge, LA 
Award Date June 2006
Completion Date Present
Reference:  Tom Burkes
  Contracting Officer and  

Project Officer
 Tom.Burkes@la.gov
 (225) 219-9600

Faced with the unprecedented recovery effort 
caused by Hurricanes Katrina and Rita, the State 
of Louisiana’s Office of Community Development 
(OCD) turned to STR to provide a software platform 
to support disbursement of rebuilding grants to its 
applicants affected by the devastating storms. This 
groundbreaking Road Home compensation program, 
with some $10+ billion in Federal Housing and Ur-
ban Development (HUD) Community Development 
Block Grant funding, represents the largest single 
housing recovery program in U.S. history. Originally 
installed in 2006, eGrants provides the processing 
backbone for managing some 150,000 residential grant 
applications through the intake, eligibility review and 
verification, grant award calculation and approval, and 
closing processes. Providing online application sub-
mission and status review capabilities, eGrants pro-
vides compensation options for which applicants were 
eligible based on key variables, including home value, 
damage assessments and previously received insurance 
and Federal benefits. State internal audit, approval and 
quality control procedures were incorporated along 
with critical interfaces to support financial transparen-
cy, budget and third party closing/check disbursement. 

STR continues today to provide operational support, 
specialized reporting and analysis to the State for the 
core Road Home program as well as delivering fur-
ther system enhancements to support the Additional 
Compensation Grant (ACG). The ACG, with benefit 
eligibility based on applicant household income levels, 
is intended to assist with any gap between the Road 
Home estimated cost of damage and the amounts the 
applicant receives from the original Road Home com-
pensation grant and other assistance such as insurance 
or FEMA. STR provides software implementation, 
configuration, training, enhancement services, applica-
tion and data base management support, new program 
development along with program planning assistance.

STR was able to rapidly install and configure its 
baseline grant application module to support a pilot 
program launched within the first month after project 
initiation. Despite subsequent policy and program-
matic shifts and significant changes to applicant ap-
plication and third-party data verification needs, this 
pilot implementation was easily adapted to provide 
full grant administration lifecycle support. During 
the life of the project, there have been no problems or 
delays to schedule or performance. There have been no 
unexpected costs resulting from problems, delays, or 
contractor errors.
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Tab 9 Additional Experience of Bidder (Subcontractors)

lOuISIana land tRuSt
Contractor: STR.Grants
Client Type: State
Project Role: Sub Contractor 
Project Location:  Baton Rouge, LA 
Award Date November 2008
Completion Date Present
Reference:  Tom Burkes
 Contracting Officer
 Tom.Burkes@la.gov
 (225) 219-9600

STR has been working with the Louisiana Land 
Trust (LLT) since 2008 to provide software capabili-
ties to support the management of programs under its 
Road Home recovery program. eGrants supports com-
plex work flows based on multiple program options. 
In supporting end-to-end processes, STR has incor-
porated management and reporting features into the 
eGrants software platform and is focused on providing 
LLT with visibility, from a program oversight perspec-
tive, into post-award activities undertaken to ensure 

that the expected outcomes are ultimately achieved. 
STR provides product implementation, configura-
tion, training, enhancement development and ongoing 
post-launch application and database management 
support.

STR provides release notes, analyses, reports, and 
briefings in response to change requests, help desk 
tickets, and other requests from LLT. STR provides 
the results of STR testing as part of delivery of soft-
ware into the QA environment. STR provides weekly 
status reports. STR provides project management sup-
port to develop, test, and implement each application 
Release. STR has provided all aspects of the project 
on time and on budget. During the life of the project, 
there have been no problems or delays to schedule or 
performance. There have been no unexpected costs 
resulting from problems, delays, or contractor errors.
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neW ORleanS RedevelOPMent 
autHORIty
Contractor: STR.Grants
Client Type: Municipality
Project Role: Prime Contractor 
Project Location: New Orleans, LA 
Award Date November 2011
Completion Date Present
Reference:  Kristen Melberg
 Project Manager
 kmelberg@nola.gov
 (504) 658-4418

For the New Orleans Redevelopment Authority 
(NORA), eGrants has been implemented and sup-
ports multiple programs. eGrants accepts applications 
of interest, supports the eligibility and review process, 
supports the decision making process, post award 
monitoring activities, and extensive standard and ad-
hoc reporting. Each program has defined requirements 
that must be met, to include post award monitoring 
specifics for each program. Each program has require-
ments in terms of both the time intervals and the re-
porting requirements that must be met. Requirements 
can be defaulted to a set of pre-determined values, but 
can be set differently if required. eGrants will track 
when activities are due and when they are completed. 
When the monitoring activity is completed, the data 
and attachments will be in eGrants and the activity is 
marked as completed. STR.Grants provides product 
implementation, configuration, training, enhancement 
development and ongoing post-launch application 
and database management support. During the life of 
the project, there have been no problems or delays to 
schedule or performance. There have been no unex-
pected costs resulting from problems, delays, or con-
tractor errors.

STR provides release notes, analyses, reports, and 
briefings in response to change requests, help desk 

tickets, and other requests from NORA. STR provides 
the results of STR testing as part of delivery of soft-
ware into the QA environment. STR provides weekly 
status reports. STR provides project management sup-
port to develop, test, and implement each application 
Release. STR has provided all aspects of the project on 
time and on budget.

STR Disaster Recovery Experience
In the fall of 2005, two major hurricanes, Katrina and 
Rita, struck the Gulf Coast of the United States. The 
States of Mississippi and Louisiana were hardest hit. 
Within months of the storms, STR.Grants (STR) 
software was selected to be part of the recovery effort 
in Mississippi. The eGrantsPlus™3  software was en-
hanced for use with major disasters where large num-
bers of applicants are involved and large amounts of 
money are being distributed to applicants to help them 
recover from the damage of the “disaster.”

Our eGrants software was built on the highly 
scalable eGrantsPlus platform. During peak opera-
tion in Louisiana, the software processed over 30,000 
applications in one week without any system outages 
or degradation in performance. The available workflow 
engine and configurable gateway checks were used to 
meet the ever-changing requirements of the programs 
for the two states. The software provides end-to-end 
functionality for processing applications for assistance 
including Workflow management control across ap-
plication, eligibility, rules-based grant calculation, cor-
respondence/case tracking, and closing. The software 
has been used by applicants, many of whom had little 
computer skill, staff members, title companies and 
managers. 

STR is in a unique position to help any munici-
pality faced with recovery from a natural disaster like 
Katrina, Rita or Sandy. STR’s grants management 
software and database are the system of record in both 
Mississippi and Louisiana. STR has the experience of 
the largest recovery program to date – Hurricanes Ka-

3  eGrantsPlus™ is the trademarked name of STR’s grants management software. As used in Mississippi and Louisiana, it was most often referred to  
as simply eGrants. The two terms are synonymous and used interchangeably in the context of disaster recovery support.
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trina and Rita in Louisiana. We know what works and 
what doesn’t work. We know the pitfalls to be avoided. 
STR has an existing grant management system that 
has been proven with Katrina and Rita – 225,000 ap-
plicants, 125,000 awards, $8.8 billion disbursed. STR’s 
system was built for CDBG recovery programs and 
has existing logic to address all the items likely to be 
required for any natural disaster, including pre-storm 
values, estimated cost of damage, other compensation 
(FEMA, insurance, SBA, etc.), lawsuits.

STR’s system tracks the applications from initial 
submission, through verification and validation of data 
(interfaces with FEMA, SBA, insurance companies), 
to calculation of award, to disbursement of funds to 
title company, to requisition for funds from HUD, to 
compliance monitoring. STR’s grant program is robust 
having higher than 99% availability over six years, 
having handled 30,000 applications submitted on-line 
during the last week when applications were being ac-
cepted, having over 2,500 users processing applications 
at peak. Because there had never been a disaster like 

Katrina and policies were being formed and changed 
very rapidly, STR was able to provide 26 releases of 
software in one year as the program evolved and new 
processing procedures were required. 
STR is uniquely qualified to understand the pressures 
that any municipality is under and the media attention 
associated with the recovery efforts. Just like Katrina 
and Rita response, this is an historic effort. An im-
mediate and “correct” response under the scrutiny of 
the national media was critical then and it is critical 
now. We believe that you will need a vendor who can 
modify or reconfigure the software as the require-
ments of the software change. At Road Home, there 
were periods where updates to the software (either the 
software or the configuration) occurred weekly in-
stead of the normal annual release cycle of traditional 
COTS vendors. All of these updates were done with-
out down-time and without security issues. STR has 
received consistent praise from those who have worked 
with STR and used the STR software.
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deePWateR HORIzOn OIl SPIll ReSPOnSe 
Contractor: Novaces
Client Type: Commercial
Project Role: Sub Contractor
Project Location: LA, MS, AL and FL
Award Date December 2010
Completion Date Ongoing
Reference:     Kenneth R. Feinberg         
 kfeinberg@feinbergrozen.com

NOVACES was contracted to provide Project 
Management Support to the headquarters of the 
Incident Command in New Orleans, as well as six 
different operations branches across the spill cleanup 
operations theatre.

The goal for NOVACES with this contract was to 
provide up to the minute program/project and opera-
tions planning information at the Branch and Inci-
dent Command levels.  The challenge was that Gulf 
Cleanup Operations had been in a state of emergency 
response and that no other emergency in US history 
had employed project management techniques.  Me-
ticulous planning evolved daily based on the response 
environment, the spill itself, and customer require-
ments; all of which were extremely dynamic in nature 
and required constant modification to plans.  In order 
to meet client expectations, initial assessments of 
cleanup plans and planning processes were performed.  
From that assessment, initial project plans were devel-
oped and reporting procedures and requirements were 
documented and implemented.  With the baselines 
prepared, NOVACES supplied Project Schedulers 
at each of the branches reporting across the theatre.  
These Schedulers assisted each of the Branch Planners 

in determining the overall scope of work, necessary 
resource levels, and the work schedule for operations 
and supporting staff.  It was up to the Schedulers to 
carefully document plans and changes to those plans 
in an environment with constantly changing require-
ments.  All changes in scope, plans, and other critical 
project information were forwarded to the NOVACES 
Project Planning Manager for weekly reporting to 
headquarters of the Incident Command.  After careful 
analysis, this information was fed back to the Branch 
Planners as valuable information that supported op-
erations planning, resource deployment, cost budget-
ing and reporting requirements placed on the planners 
by Incident Command.  End results included stream-
lined operations timelines, significant cost savings, and 
shared understanding of the program plan to comple-
tion across functional sections.
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uS dePaRtMent OF COMMeRCe 
– eCOnOMIC develOPMent 
adMInIStRatIOn dISaSteR ReCOveRy 
PROgRaM
Contractor: Novaces
Client Type: Federal
Project Role: Prime Contractor
Project Location: Lincroft, NJ
Award Date Post Superstorm Sandy
Completion Date Ongoing

NOVACES was contracted to provide deployable 
subject matter expertise to the Economic Recovery 
Support Function located within the FEMA Joint 
Field Office in Lincroft.  This activity was awarded 
under a Task Order to our competitively awarded 
Blanket Purchase Agreement with EDA.

The goal for NOVACES with this Task Order was 
to provide analysis, expertise, and training in fulfill-
ment of the Economic Recovery Support Function 
(ERSF) of the National Disaster Recovery Frame-
work (NDRF). The scope of work included assisting 
with recovery efforts, including sharing information 
and reports from Hurricane Katrina, co-drafting the 
Economic Recovery Support Strategy, and provid-
ing speakers for and facilitating in a workshop for 
the tourism sector.  Additionally, we provided critical 
information on building capacity for business capital, 
and a complete case history on the recovery of the 
fisheries industry in southeast Louisiana. This pro-
gram is ongoing.
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Subcontractor Management
The Subcontract Management Plan establishes the 
methods which HGI uses to manage and administer 
its program involving subcontractors and suppli-
ers. This document is HGI’s guideline for evaluat-
ing the need for selecting, coordinating, integrating, 
and controlling its subcontractors. It is essential that 
subcontractor goals, responsibilities, and reporting are 
initiated and discussed with each subcontractor prior 
to subcontract performance to minimize any potential 
risks to the program. Prime contract requirements will 
flow down to the subcontractor as required and moni-
tored to ensure acceptable subcontract performance.

Direct lines of communication and authority will 
be implemented through the Program Director. The 
subcontractor will facilitate and encourage direct lines 
of communication at the working levels to promote 
interaction between all disciplines. HGI and subcon-
tractor personnel will have direct access to each other 
through formal and informal discussions about pro-
gram contractual issues. Frequent discussions with the 
subcontractor will enable issues to be resolves expedi-
tiously.

The subcontractor’s authority to commence per-
formance will be upon final subcontract award to 
ensure performance of prime contract requirements 
within schedule. The subcontract will delineate that 
the HGI Contracts Representative is the only individ-
ual authorized to bind HGI for all performance and 
contractual issues. Verbal communications will be fol-
lowed with written documentation through the Con-
tracts organization detailing all direction in order to 
minimize misunderstandings. Out-of-scope changes 
will be managed through mutual negotiation utilizing 
the changes clause provision of the subcontract. The 
Program Support Services Team will communicate 
with the subcontractor directly concerning any inspec-
tion and acceptance issues.

Subcontractor  
Utilization Plan
Key to any recovery effort is the revitalization and 
recovery of the areas economy and the impact on 
Small Businesses.  In an effort to utilize qualified, and 

certified Small Businesses in the state of New Jersey 
as subcontractors on the HGI Team, we have been 
continuously monitoring the New Jersey Selective 
Assistance Vendor Information (NJ SAVI) website 
to find registered SBE, MBE, and WBEs that fit the 
service delivery model that HGI has developed.  We 
have called approximately 50 registered Small busi-
nesses from the NJ SAVI website to gauge their level 
of interest in our program and ascertain their level of 
compliance with the NJ Small Business program. Our 
efforts have yielded several companies that are inter-
ested in participating in our program when awarded, 
as listed in our Sub-Contractor Utilization plan.

We have not stopped with NJ SAVI searches.  We 
have developed a plan to canvas the 9 highly impacted 
counties and Trenton to develop relationships with 
business leaders to find additional qualified small 
businesses to bring onto the HGI Team for the Super-
storm Sandy Housing Incentive Program.  HGI’s plan 
is provided below:

•  Immediately contact local Chambers of Commerce 
in the 9 Counties to advise them of our opportunities 
to for the program.

•  Advertise in local niche media and foreign language 
circulars for services that will positively impact the 
program service delivery (e.g. translation and security 
services).

•  Post “Opportunity notices” on the program website 
and post in the reception areas of the Housing Ser-
vice Centers.

Upon Contract award, HGI will notify all listed, 
and potential, sub-contractors in writing advising 
them of our award and assist them in completing all 
necessary contracts so they may begin to work on the 
project at inception.  HGI is committed to diversity, 
local sourcing and the use of disadvantaged business 
enterprise participation in all projects.  HGI is a Loui-
siana Disadvantaged Businesses Enterprise (DBE) 
and, as such, we understand and value the importance 
of inclusionary and incentive programs and are stan-
dard bearers for them and all local business develop-
ment efforts.
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Subcontractors of Team
Subcontractor name Headquarters Contact name

Quadel Washington, DC Joan Greer

STR.grants, LLC Fairfax, VA Scott K. Meyer

Novaces, LLC New Orleans, LA Robert Cheney

OPP, LLC Toms River, NJ Ana Maria Pena

MRN Cubed Frisco, TX Bruce Quinn

Deltha New Orleans, LA Len Craig

industrial Staffing Services East Brunswick, NJ Bruce Rosen

Chicago Title Toms River, NJ Ralph Romano

Capehart Scatchard Trenton, NJ Glenn Paulson

The Louis Berger group Morristown, NJ Bruce Marler

Do-WAP New Orleans, LA Anthony Patton

Quadrix Branchburg, NJ Thomas Palmieri

Angari Greenbelt, MD Erica Adgebite

Quadel 
Quadel’s work over the last several years in disaster re-
covery programs in Louisiana and Texas has provided 
the firm with deep understanding of the complexities 
in administering housing recovery programs to com-
munities and families in crisis.  In addition to the LA 
Road Home Program, we have worked with several 
other CDBG-funded programs.  Below are brief 
write-ups of each project.

lOuISIana SMall Rental PROgRaM
Description of Work Performed
Quadel provided general consulting and techni-
cal assistance as a subcontractor to the ACS Small 
Rental Property Program Project Management Of-
fice for HUD affordable housing, rental assistance 
and CDBG policy and program areas. We provided 
consultation and referral services to SRPP applicants/
property owners seeking to restore affordable rental 
units including construction consultation, tenant iden-
tification, and support and title services.

Key Accomplishments
•  Drafted and submitted for approval 20 Policy changes 

to improve application processing.

Tab 10 Subcontractors

•  Documented all Program Policies, Procedures, 
Change Control for process flows, Standard Operat-
ing Procedures and Desk References

•  Provided subject matter expertise for Small Rental 
Property Program rent and income limits.

•  Provided Section 3 monitoring for construction 
projects.

•  Provided Uniform Relocation Act (URA) staffing 
services including compliance reviews, eligibility 
determinations, tenant relocation plan development 
and site assessment reviews.

•  Established applicant referral service to match SRPP 
rental property owners with appropriate Tenant 
services.

lOuISIana PeRManent SuPPORtIve 
HOuSIng – galveStOn, tx 
Description of Work Performed
As a subcontractor to ACS, Quadel supported Galves-
ton County’s disaster recovery program in response to 
Hurricanes Gustav and Ike.  Quadel provided subject 
matter expertise on Community Development Block 
Grant (CDBG) policies and procedures.  The work 
also included: documentation of program policies and 
procedures; update control and related process flows; 
and developing desk references, policy manuals, and 
program guides.  
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Key Accomplishments
•  Developed the draft Galveston County Rental Pro-

gram Policy for the Landlord Assistance Program, 
designed to assist in the rehabilitation and recon-
struction of rental units in structures of 1-4 units

•  Prepared the application form for the rental program; 
developed or reviewed, for compliance, other related 
forms; and developed a training course for staff who 
will implement the rental program.

•  Developed policy and procedural language for pro-
posed changes to the Policy Manual governing the 
Housing Assistance Program for homeowners.

•  Conducted research on regulations and advises on 
various CDBG compliance issues including activities 
related to slum and blight clearance, income limits, 
eligible activities, duplication of benefits, documenta-
tion requirements, and preparation for reviews and 
program audits.  

neWaRk HOuSIng CHOICe  
vOuCHeR PROgRaM
Description of Work Performed
Quadel has a contract with the Newark Housing Au-
thority to provide the management and daily opera-
tions of its 4800 unit HCV program and Newark’s 
Family Self Sufficiency, Homeownership, Project-
based voucher and Public Housing relocation pro-
gram. Quadel provides all intake, eligibility determina-
tion, income verification, housing benefit calculations, 
annual reexaminations, quality control, and document 
management services for the HCV program. As part 
of this program, Quadel implemented a quality man-
agement system using our QualCheck quality and 
performance management software for monthly QC 
monitoring and the new reporting and monitoring 
enabled management to identify processing and com-
pliance improvements, timely file corrections and staff 
retraining where appropriate.

These outstanding payments were associated with 
records that had been inactive for years. In 2010, 
as described above, the implementation of Qual-

Check for monthly QC monitoring and new report-
ing enabled management to identify processing and 
compliance weaknesses for timely correction and staff 
retraining. In 2011, new operating procedures were 
developed and implemented in key operating areas 
including move requests, RTA processing, annual re-
certifications, and rent increases. 

Key Accomplishments
•  Increased voucher utilization from 3,260 vouchers to 

4,800 vouchers. Newark earned all SEMAP points 
for leasing based on utilization of all available HAP 
funds. 

•  Improved Newark’s SEMAP status from Troubled to 
High

•  Achieved timely annual re-certifications exceed the 
SEMAP standards monthly with a year-to-date 
average of 99%. 

•  Obtained an additional $2.223 million in HAP 
funding in 2011 enabling the program to increase the 
number of households being served in Newark.

RutgeRS, State unIveRSIty OF  
neW JeRSey
Description of Work Performed
Since 2003, Quadel has conducted training sessions 
in Asset Management, Maintenance Management, 
Executive Housing Management, Procurement, and 
PHAS/SEMAP.  We have trained New Jersey public 
housing administrators, Commissioners, and Execu-
tive Directors.  We have provided customized train-
ing materials in PHAS, affordable housing develop-
ment, personnel management, executive management, 
maintenance management, and occupancy policies and 
procedures.  In 2007, Quadel’s contract was renewed 
and expanded to include a course in Tenant-Based 
Assistance.
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STR.Grants, LLC
lOuISIana’S OFFICe OF COMMunIty 
develOPMent
Period of Performance: June 2006 to Present
Description of project and work performed
Faced with the unprecedented recovery effort caused 
by Hurricanes Katrina and Rita, the State of Loui-
siana’s Office of Community Development (OCD) 
turned to STR to provide a software platform to 
support disbursement of rebuilding grants to its 
homeowners affected by the devastating storms. This 
groundbreaking Road Home compensation program, 
with some $10+ billion in Federal Housing and Ur-
ban Development (HUD) Community Development 
Block Grant funding, represents the largest single 
housing recovery program in U.S. history. Originally 
installed in 2006, eGrants® provides the process-
ing backbone for managing some 150,000 residential 
grant applications through the intake, eligibility review 
and verification, grant award calculation and approval, 
and closing processes. Providing online application 
submission and status review capabilities, eGrants® 
provides compensation options for which applicants 
were eligible based on key variables, including home 
value, damage assessments and previously received 
insurance and Federal benefits. State internal audit, 
approval and quality control procedures were incorpo-
rated along with critical interfaces to support financial 
transparency, budget and third party closing/check 
disbursement. STR continues today to provide opera-
tional support, specialized reporting and analysis to 
the State for the core Road Home program as well as 
delivering further system enhancements to support the 
Additional Compensation Grant (ACG). The ACG, 
with benefit eligibility based on applicant household 
income levels, is intended to assist with any gap be-
tween the Road Home estimated cost of damage and 
the amounts the homeowner receives from the original 
Road Home compensation grant and other assistance 
such as insurance or FEMA. STR provides software 
implementation, configuration, training, enhancement 
services, application and data base management sup-
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port, new program development along with program 
planning assistance.

STR was able to rapidly install and configure its 
baseline grant application module to support a pilot 
program launched within the first month after project 
initiation. Despite subsequent policy and program-
matic shifts and significant changes to homeowner 
application and third-party data verification needs, 
this pilot implementation was easily adapted to pro-
vide full grant administration lifecycle support. During 
the life of the project, there have been no problems or 
delays to schedule or performance. There have been no 
unexpected costs resulting from problems, delays, or 
contractor errors.
Contracting and Project Officer: Tom Burkes, 225-
219-9600, Tom.Burkes@la.gov  

lOuISIana land tRuSt
Period of Performance: November 11, 2008 to Present
Description of project and work performed
STR has been working with the Louisiana Land Trust 
(LLT) since 2008 to provide software capabilities to 
support the management of programs under its Road 
Home recovery program. eGrants® supports complex 
work flows based on multiple program options. In sup-
porting end-to-end processes, STR has incorporated 
management and reporting features into the eGrants® 
software platform and is focused on providing LLT 
with visibility, from a program oversight perspective, 
into post-award activities undertaken to ensure that 
the expected outcomes are ultimately achieved. STR 
provides product implementation, configuration, train-
ing, enhancement development and ongoing post-
launch application and database management support.

STR provides release notes, analyses, reports, and 
briefings in response to change requests, help desk 
tickets, and other requests from LLT. STR provides 
the results of STR testing as part of delivery of soft-
ware into the QA environment. STR provides weekly 
status reports. STR provides project management sup-
port to develop, test, and implement each application 
Release. STR has provided all aspects of the project 
on time and on budget. During the life of the project, 
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there have been no problems or delays to schedule or 
performance. There have been no unexpected costs 
resulting from problems, delays, or contractor errors.
Contracting Officer: Tom Burkes, 225-219-9600, 
Tom.Burkes@la.gov  
Project Officer: Michael Taylor, Executive Director, 
504-799-4330, mtaylor@landtrust.us

neW ORleanS RedevelOPMent 
autHORIty
Period of Performance: November 16, 2011 to Present
Description of project and work performed
For the New Orleans Redevelopment Authority 
(NORA), eGrants® has been implemented and sup-
ports multiple programs. eGrants® accepts applica-
tions of interest, supports the eligibility and review 
process, supports the decision making process, post 
award monitoring activities, and extensive standard 
and ad-hoc reporting. Each program has defined 
requirements that must be met, to include post award 
monitoring specifics for each program. Each program 
has requirements in terms of both the time intervals 
and the reporting requirements that must be met. Re-
quirements can be defaulted to a set of pre-determined 
values, but can be set differently if required. eGrants® 
will track when activities are due and when they are 
completed. When the monitoring activity is complet-
ed, the data and attachments will be in eGrants® and 
the activity is marked as completed. STR.Grants pro-
vides product implementation, configuration, training, 
enhancement development and ongoing post-launch 
application and database management support. Dur-
ing the life of the project, there have been no problems 
or delays to schedule or performance. There have been 
no unexpected costs resulting from problems, delays, 
or contractor errors.

STR provides release notes, analyses, reports, and 
briefings in response to change requests, help desk 
tickets, and other requests from NORA. STR provides 
the results of STR testing as part of delivery of soft-
ware into the QA environment. STR provides weekly 
status reports. STR provides project management sup-
port to develop, test, and implement each application 
Release. STR has provided all aspects of the project on 
time and on budget.

Contracting Officer: Tom Burkes, 225-219-9600, 
Tom.Burkes@la.gov  
Project Officer: Kirsten Melberg, 504-658-4418, 
kmelberg@nola.gov

StR dISaSteR ReCOveRy SOFtWaRe
Our eGrants® software was built on the highly scal-
able eGrants®Plus platform. During peak operation in 
Louisiana, the software processed over 30,000 ap-
plications in one week without any system outages or 
degradation in performance. The available workflow 
engine and configurable gateway checks were used to 
meet the ever-changing requirements of the programs 
for the two states. The software provides end-to-end 
functionality for processing applications for assistance 
including Workflow management control across ap-
plication, eligibility, rules-based grant calculation, cor-
respondence/case tracking, and closing. The software 
has been used by applicants, many of whom had little 
computer skill, staff members, title companies and 
managers. 

STR has an existing grant management system 
that has been proven with Katrina and Rita – 225,000 
applicants, 125,000 awards, $8.8 billion disbursed. 
STR’s system was built for CDBG recovery programs 
and has existing logic to address all the items likely to 
be required for any natural disaster, including pre-
storm values, estimated cost of damage, other compen-
sation (FEMA, insurance, SBA, etc.), lawsuits.

STR’s system tracks the applications from initial 
submission, through verification and validation of data 
(interfaces with FEMA, SBA, insurance companies), 
to calculation of award, to disbursement of funds to 
title company, to requisition for funds from HUD, to 
compliance monitoring. STR’s grant program is robust 
having higher than 99% availability over six years, 
having handled 30,000 applications submitted on-line 
during the last week when applications were being ac-
cepted, having over 2,500 users processing applications 
at peak. Because there had never been a disaster like 
Katrina and policies were being formed and changed 
very rapidly, STR was able to provide 26 releases of 
software in one year as the program evolved and new 
processing procedures were required. 

Tab 10 Subcontractors
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Novaces
deePWateR HORIzOn OIl SPIll ReSPOnSe 
US Gulf Coast
Description of Work Performed
NOVACES was contracted to provide Project Man-
agement Support to the headquarters of the Incident 
Command in New Orleans, as well as six different 
operations branches across the spill cleanup operations 
theatre.

The goal for NOVACES with this contract was to 
provide up to the minute program/project and opera-
tions planning information at the Branch and Inci-
dent Command levels.  The challenge was that Gulf 
Cleanup Operations had been in a state of emergency 
response and that no other emergency in US history 
had employed project management techniques.  Me-
ticulous planning evolved daily based on the response 
environment, the spill itself, and customer require-
ments; all of which were extremely dynamic in nature 
and required constant modification to plans.  In order 
to meet client expectations, initial assessments of 
cleanup plans and planning processes were performed.  
From that assessment, initial project plans were devel-
oped and reporting procedures and requirements were 
documented and implemented.  With the baselines 
prepared, NOVACES supplied Project Schedulers 
at each of the branches reporting across the theatre.  
These Schedulers assisted each of the Branch Planners 
in determining the overall scope of work, necessary 
resource levels, and the work schedule for operations 
and supporting staff.  It was up to the Schedulers to 
carefully document plans and changes to those plans 
in an environment with constantly changing require-
ments.  All changes in scope, plans, and other critical 
project information were forwarded to the NOVACES 
Project Planning Manager for weekly reporting to 
headquarters of the Incident Command.  After careful 
analysis, this information was fed back to the Branch 
Planners as valuable information that supported op-
erations planning, resource deployment, cost budget-
ing and reporting requirements placed on the planners 

by Incident Command.  End results included stream-
lined operations timelines, significant cost savings, and 
shared understanding of the program plan to comple-
tion across functional sections.

uS dePaRtMent OF COMMeRCe 
– eCOnOMIC develOPMent 
adMInIStRatIOn dISaSteR ReCOveRy 
PROgRaM
New Jersey
Beginning/End Date: March 2013 – present
Description of Work Performed
NOVACES was contracted to provide deployable sub-
ject matter expertise to the Economic Recovery Sup-
port Function located within the FEMA Joint Field 
Office in Lincroft.  This activity was awarded under 
a Task Order to our competitively awarded Blanket 
Purchase Agreement with EDA.

The goal for NOVACES with this Task Order was 
to provide analysis, expertise, and training in fulfill-
ment of the Economic Recovery Support Function 
(ERSF) of the National Disaster Recovery Frame-
work (NDRF). The scope of work included assisting 
with recovery efforts, including sharing information 
and reports from Hurricane Katrina, co-drafting the 
Economic Recovery Support Strategy, and provid-
ing speakers for and facilitating in a workshop for 
the tourism sector.  Additionally, we provided critical 
information on building capacity for business capital, 
and a complete case history on the recovery of the 
fisheries industry in southeast Louisiana. This pro-
gram is ongoing.
Reference: Joshua Barnes, 202.642.0581, 
joshua.j.barnes@eda.gov
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Outreach Process Partners
Outreach Process Partners (OPP) was founded by 
professionals who enjoy working together and want to 
give back. OPP believes in the mission of our govern-
ment and prime contractor clients, and understands 
the importance of effective, integrated communication 
in a project or program’s success. 

OPP specializes in helping government agencies 
and their contractors apply integrated outreach and 
new media strategies to communicate effectively with 
their stakeholders and partners. We translate complex 
technical and scientific information into easily under-
stood language and images for the general public. To 
do this, we apply award-winning audio/visual commu-
nication approaches to complement traditional text-
based communication approaches.

We use new media technologies to manage infor-
mation, encourage feedback, and solve the real world 
communication challenges facing government clients, 
including Facebook, YouTube, Twitter, Flickr, Doodle, 
Sharepoint, Web Content Management Systems, RSS 
feeds, eMail marketing, blogs, podcasts, and more. But 
most importantly, we listen.

OPP is a woman-owned small business with MBE 
certifications in Maryland, Baltimore City, Pennsyl-
vania, Virginia, and Louisiana. We are also on the 
consolidated GSA Schedule.

Outreach
Communications strategy that builds trust educates 
stakeholders secures buy-in 

Effective outreach begins with a plan ... 
What are your program goals? Who are your key 
stakeholders? What do you want them to do, say or 
think about your program? Are there misperceptions 
that your organization must overcome? Is it an edu-
cational issue? What are the key messages to convey? 
What is your “brand”? Does your brand need to be 
refreshed? 

And an analysis of the infrastructure to execute the 
plan 
What outreach vehicles currently exist for the program 
(Web site, stakeholder e-mail lists, media lists, etc.) 
What additional lists are needed? Who will send this 
communication and how frequently? How do stake-
holders voice their opinion? 

And the performance measures to monitor impact 
and fine tune the message. 
Are web visits increasing? Are stakeholders taking the 
actions you desire (lending resources, implementing 
your recommendations, supporting your decisions, 
funding your program)? Is feedback identifying addi-
tional needs that must be addressed? 

OPP’s team brings deep experience in strategic 
communications planning for effective outreach and 
stakeholder relations. And then we apply all the tools 
in our tool belt to implement the plan. We bring niche 
expertise in collaborating with scientists, engineers and 
technologists to create information that is both techni-
cally correct, yet easily understood by a non-technical 
audience. This fosters an understanding between 
the project/program team and its stakeholders for a 
smoother and more successful project. 

Outreach Services:
•  Strategic outreach planning and development of 

performance measures 
•  Surveys, interviews, stakeholder research 
•  Key messages including tag line, mission statement 

and talking points 
•  Branding services including logo and letterhead/

PowerPoint templates 
•  Collateral including brochures, newsletters and web 

content 
•  Stakeholder e-mail/mail list development and main-

tenance 
•  Press releases, articles, and media relations 
•  Document Editing/Production Services 
•  Meeting facilitation 
•  Conference and trade show planning, logistical coor-

dination, displays and handouts 
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•  PowerPoint presentations and executive report
•  Customer service support including call center/hot-

line management and stakeholder tours

PROgRaM SuPPORt 
Meeting support information, management tools, 
program documentation, and reporting

Meeting support including:
•  PowerPoint presentations and handouts
•  Invitations and RSVP management
•  Logistics including site location scouting, A/V and 

handouts
•  Displays, kiosks, and booth exhibit designs
•  Meeting summaries, minutes and stakeholder follow-

up
•  Strategic outreach planning and development of 

performance measures

Information management tools including: 
•  Microsoft Sharepoint collaboration sites 
•  Document usage tracking tools 
•  Issue tracking databases 
•  Meeting/conference calendars 
•  E-mail stakeholder correspondence support/tracking 

Program documentation and reporting including: 
•  Strategic plan and mission statement
•  OMB Exhibit 300
•  Monthly progress reports
•  Scorecard reports
•  Executive Status briefings in PowerPoint

Tab 10 Subcontractors
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MRN Cubed
MRN Cubed, (MRN3) formerly Mortgage Resource 
Network, is a full service mortgage industry outsource 
provider. Mortgage Resource Network was formed 
as a spin-off from a firm, which had provided simi-
lar services since 1991, becoming a top five vendor 
to the RTC and the largest due diligence provider to 
the RTC. The principals of MRN3  have extensive 
finance, consulting, traditional and mortgage banking 
experience.  They have been specifically involved with 
MRN3 ’s core business activities since 1991, success-
fully completing over 3,000 engagements for more 
than 400 clients.  Our staffing and expertise spans the 
entire gamut of mortgage operations providing origi-
nation support services from Underwriting through 
Investor Delivery, Government insuring and Second-
ary Marketing support services. 

MRN3 adds value to both special situations and 
“business-as-usual” origination, investor or servic-
ing support services. We have extensive experience in 
origination and post-closing services, institutional, 
whole loan, and servicing acquisition due diligence, 
collateral recovery, HMDA and forensic compliance 
reviews, whole loan sales, agency deliveries and se-
curitizations. We are an industry leader in mortgage 
outsourcing and provide state of the art eMortgage ex-
pertise, imaging and web based workflow applications 
allowing us to work virtually on any of our engage-
ments, minimizing travel expenses and file shipment 
expenses for our clientele. Many of our clients utilize 
our technologies in their organizations allowing for 
a seamless integration with MRN3 while enhancing 
their productivity.

We have a robust closed loan due diligence plat-
form performing due diligence services for investors 
on all product ranges for industry leaders in the mort-
gage conduit market.  In addition to the production 

support services, our servicing support division ex-
pertise includes custodial support services, pool certi-
fication support, document recovery, MERS services 
research and integration and assignment preparation 
as well as portfolio due diligence services. MRN3 also 
provides HMDA data scrub, capture and LAR facili-
tation.

Outsourcing Experience
MRN3 ’s experience in the related services is un-
equaled among service providers.  Our client base 
includes many of the top companies in the mortgage 
industry.  Our customers achieve many of the advan-
tages associated with outsourcing utilizing our services.  
This allows our clients to concentrate their efforts on 
their core competencies

Our years of experience combined with the size 
and scale of our process in front-end mail, imaging, 
and data collection has given MRN3 a competitive 
advantage in the capture and management of source 
documents and information, data capture, manipula-
tion and transmission.
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Deltha
tHe lOuISIana ROad HOMe PROgRaM –  
QualIty aSSuRanCe and QualIty 
COntROl FunCtIOn
Deltha Corporation worked as a subcontractor to help 
deliver the Louisiana Road Home program.  Deltha 
performed quality assurance and quality control func-
tions for the Road Home program and served in an 
advisory capacity to the state and the prime contrac-
tor.  From the inception of the Road Home program, 
Deltha Corporation was engaged to monitor program 
compliance with established policies and procedures as 
well as requirements of the United States Department 
of Housing and Urban Development (“HUD”).  In 
order to fulfill its role, Deltha was required to become 
knowledgeable on the Road Home program’s poli-
cies and procedures as well as the requirements and 
expectations of oversight agencies. Deltha reviewed 
the State of Louisiana’s Disaster Recovery action plans 
and updates to those action plans, disaster waivers and 
special provisions granted by HUD, waivers of certain 
24 CFR requirements, the Stafford Disaster Relief 
and Emergency Assistance Act (Stafford Act) (Pub-
lic Law 100-707), Memorandums of Understanding 
(“MOUs”) and other pertinent documentation to 
ensure compliance with the unique circumstances and 
requirements.  Since the disasters that precipitated 
the formulation of the Road Home program were 
unprecedented, the State of Louisiana was required 
to develop the program from the ground up.  Deltha’s 
team members served as advisors to program devel-
opers to help “build” the program.  Deltha routinely 
collaborated with other subcontractors including First 
American Title, STR, and KPMG to evaluate draft 
policies, procedures and processes.  Deltha provided 
feedback to program officials and provided recommen-
dations related to internal controls procedures.  Deltha 
also assisted in developing and analyzing the program’s 
standards of ethics, conflict of interest and information 
security policies. 

Deltha was also a member of the program’s 
Change Control Board (“CCB”) to provide comments 

on the impact of proposed program changes and en-
sure that changes complied with established program, 
CDBG and other requirements.  Additionally, Deltha 
team members served as a resource to HUD auditors 
to explain and demonstrate the design and functional-
ity of controls built into the Road Home program’s 
processes and procedures.  Deltha also provided 
internal control information and consulted with Road 
Home’s Program management to document controls 
for the Statement of Auditing Standard 70 (“SAS 70”) 
reviews conducted by external independent auditors.  

Deltha Corporation provided support to identify 
data requirements for capture and inclusion in grants 
management computer applications and performed 
user acceptance testing on eGrantsPlus, HDS and 
other computer applications.

Deltha assisted in the development and capture 
of program metrics and other data requirements for 
the weekly pipeline report delivered to the Louisiana 
Office of Community Development/Disaster Recov-
ery Unit (OCD/DRU) and the Louisiana Recovery 
Authority (LRA). Deltha team members assisted 
the program with evaluating whether documentation 
collected successfully evidenced and supported meet-
ing the CDBG national objective of assisting low-to-
moderate income families.  Deltha was also initially 
responsible for the creation of the daily governor’s 
report designed to provide the governor and other 
stakeholders with up-to-date dashboard and scorecard 
type program data.  Further, Deltha met on a routine 
basis with OCD/DRU officials to report observations 
based on program reviews and to provide insight and 
recommendations regarding opportunities for program 
improvements.

CIty OF neW ORleanS – Sub-ReCIPIent 
MOnItORIng OF COMMunIty 
develOPMent blOCk gRant and OtHeR 
FundIng
For ten years, Deltha Corporation assisted the City 
of New Orleans (“the City”) in executing its respon-
sibility to monitor its sub-recipients’ compliance with 
federal and state regulations.  The City engagement is 



147

Tab 10 Subcontractors

specifically related to monitoring federal funds provid-
ed by HUD to ensure compliance with various grant 
provisions.  The predominant funding source moni-
tored during this engagement was CDBG funds.  This 
funding source allows community-based development 
organizations to undertake a wide range of activities 
directed toward neighborhood revitalization, economic 
development, provision of improved community 
facilities and services and other activities to achieve 
the national objectives of the CDBG program.  The 
City engagement required monitoring over 200 grants, 
including CDBG, Home Investment Partnership Act 
(“HOME”) Grants, Economic Development Grants 
and Emergency Shelter Grants for compliance with 
federal, state, and local regulations along with specific 
grant/contract provisions.

The execution of the work performed on the City 
engagement required extensive knowledge of the pro-
visions to comply with federal funding including, but 
not limited to: OMB Circular A-87 “Cost Principles 
for State, Local, and Indian Tribal Governments,” 
OMB Circular A-122, “Cost Principles for Non-Profit 
Organizations,” OMB Circular No. A-133, “Audits of 
State and Local Governments and Nonprofit Organi-
zations,” Administrative Regulations for CDBG, and 
various Parts of Title 24 of the Code of Federal Regu-
lations (24 CFR) “Housing and Urban Development.”  
These and other guidelines were considered when 
developing the agreed-upon procedures to be applied 
when reviewing documentation presented by the city’s 
sub-recipients of grant funding. 

In order to ensure that monitoring was performed 
on an adequate number of sub-recipients and that 
sufficient coverage of the City’s grant funding was 
obtained,  Deltha Corporation developed risk assess-
ment criteria to identify the most critical agencies for 
monitoring.  After performing the agreed-upon proce-
dures, Deltha developed findings and questioned costs 
as considered necessary.  Findings generated from 
agreed-upon procedures reviews and exit conferences 
were presented to the Budget and Audit Committee of 
the New Orleans City Council on a periodic basis. 

FedeRal eMeRgenCy  
ManageMent agenCy (FeMa) – 
MaIntenanCe and deaCtIvatIOn OF 
teMPORaRy HOuSIng unItS
Deltha Corporation, as lead firm in a joint venture, 
provided maintenance and deactivation of temporary 
housing units services to FEMA in the aftermaths of 
Hurricanes Katrina and Rita in Louisiana.  This effort 
provided technical assistance in the area of temporary 
housing as authorized pursuant to the Disaster Relief 
and Emergency Assistance Act.  Deltha facilitated 
implementation of the Individual Assistance (IA) 
program.  Relevant tasks included:

•  Phase-In activities completed within 30 days of 
contract award to develop and establish procedures 
for performing the scope of work; establishing 
professional relationships and familiarity with the 
coverage areas and FEMA requirements; establishing 
an organizational structure with sufficient staffing; 
obtaining necessary office space, storage space, shop 
facilities and equipment; and establishing a 24-hour 
maintenance and dispatch call center,

•  Developing and executing a Customer Service and 
Quality Assurance program to establish performance 
and quality assurance measures to ensure timely as-
sistance to disaster impacted individuals and house-
holds; compliance with Federal Regulations; and 
compliance with contract requirements, the Per-
formance Work Statement and Quality Assurance 
Surveillance Plan,

•  Maintaining records of monthly housing inspections 
in a databases compatible with FEMA systems,

•  Providing staffing resources available on-call for 24 
hours a day, 7 days a week, 365 days per year,

•  Maintaining privacy and safeguarding applicant 
information,

•  Preparing and submitting periodic contract status 
reports, and

•  Providing presentations and recommendations to 
FEMA on process improvements.
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Industrial Staffing Services
COMPany QualIFICatIOnS 
The Industrial team recognizes that as a human capi-
tal solution for our clients, we hold ourselves to two 
main forms of standardized measure. By looking at 
the overall service experience provided and the results 
accomplished, ISSI can ensure we successfully provide 
for our clients.

Our Process
We completely familiarize ourselves with each client’s 
internal culture, rules, procedures, and desired out-
comes. Afterwards, we utilize our strong foundation as 
a service based organization in conjunction with our 
flexible nature to establish the perfect solution for each 
individual client.

Industrial strives to consistently ensure that each 
deliverable is reached with 100% satisfaction in a 
timely fashion. Whether this is analyzing the human 
resources structure for consulting, creating and imple-
menting a unique payroll service option, or sourcing, 
screening, interviewing, and on boarding prospects, 
we’re always working with you and for you.

Good communication and client interaction is 
paramount for satisfied clients, productive people, 
and a positive working environment. ISSI maintains 
constant communication and knowledge sharing to 
implement and maintain a pro-active approach for all 
things related to our client’s needs.

While people are our most important asset, our 
strong relationships with our clients are the lifeblood 
that allows us to successfully and continually make a 
positive impression on the world and provide work 
and other opportunities to people.

With our vision and mission in mind, we utilize 
our carefully developed strategy to provide a variety of 
flexible and dynamic Human Capital Solutions for our 
clients.

These solutions include:
•  Staffing Services – Contract, Temp to Perm, Direct/

Permanent Placement
•  Payroll Servicing
•  Human Resources Compliance and consulting

Our People:
People are our most important asset. As such, we 
believe that proper screening, validation and verifica-
tion of information, credentialing, and training of our 
candidates and employees is of the utmost importance. 
Some of these services that we offer in order to main-
tain people above the industry standard include:
•  Screening 
•  Background testing 
•  Drug testing 
•  Skill verification and validation 
•  Interview preparation 
•  Reference checks 
•  Training 
•  Ergonomic assistance 
•  OSHA Certification 
•  HIPPA Certification 
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Chicago Title
Chicago Title offers customers the most comprehen-
sive and accurate real estate-related services in the 
nation. With its rich history over 160 years, Chicago 
Title provides assurance and security for all real estate 
transaction and title insurance needs.

StePS In tHe tItle PROCeSS
Initial Request for Title Insurance
An order for title insurance is opened with a title 
officer who produces the initial response promptly 
within 24 to 48 hours. A preliminary report can be is-
sued with the minimum of information; without even 
identifying the buyer or the terms of the sale. It shows 
the record title as it presently exists and is only an offer 
to provide insurance. 
On-Site Searching and Examining
Your title officer performs three searches: Property, 
Name, and Tax searches. From that information, a 
preliminary report is created. Our on-site customer 
service center expedites the process of obtaining hard 
copies of recorded documents. Imaging helps to ex-
pedite searches with the ability to obtain documents 
on-line. 
Technical Review
The skill and expertise of our title officer is the key 
to providing you with a useful, accurate title report. 
Once the report is issued the review begins by mak-
ing a technical analysis of the documents of record. 
An interpretive view of all recorded matters is made 
to evaluate their impact on the title to the property. 
Among the questions the examiner asks are: Would 
any of the recorded matters prevent the buyer from 
using the property for its intended purpose? Can 
antiquated leases be eliminated from the policy per a 
review of the current leases? 
Inspection Analysis
In anticipation of ALTA coverage, a site inspection is 
ordered. From the inspection report, the initial title 
product is supplemented to show any encroachments 
or other off-record matters which would ultimately 
impact the title. 

Co-Insurance, Re-Insurance, Other Details
If co-insurance or re-insurance is needed for a transac-
tion, we expedite the confirmation of approval. You, 
the customer, are never bogged down or delayed by the 
action on the part of our title unit. To the contrary, as 
a resource and as a facilitator of the transaction, we as-
sume the responsibility for as many details as possible 
and are able to direct you to other resources where 
necessary (such as for a lost instrument bond). 
We Earn Your Respect with our Skills, Service and 
Solutions
We try not to point out impediments to the close of a 
transaction without also offering assistance and solu-
tions. By understanding the sometimes delicate bal-
ance of the interests of the parties to a transaction, and 
by professionally and courteously handling issues as 
they arise, we can capably guide a transaction to a suc-
cessful conclusion. 
Documents in the Title Process
•  Preliminary Report 
•  Commitment - Shows the condition of title in the 

way we are willing to issue it. 
•  Pro Forma - Specimen of what the requested policy, 

as requested, will look like. 
•  Policy - Final product. Contract of indemnity be-

tween named insureds and the company. 



153

Tab 10 Subcontractors

Capehart Scatchard
Located in the Philadelphia Metropolitan Statisti-
cal Area, Capehart Scatchard is one of the oldest law 
firms in New Jersey founded in 1876. The Firm is a 
full-service, diversified law firm of more than 70 at-
torneys practicing in seven offices throughout NJ, PA, 
NY, and DE, in more than a dozen major areas of law. 
We serve large and small businesses and, often, those 
who own or manage them; public entities, non-profit 
organizations and academic institutions, governments 
and individuals.

Our Firm’s commitment of providing clients with 
superior legal services in a prompt manner and at a 
reasonable cost is based on a three-tier approach: first, 
a sound technical knowledge of the law; second, a 
practical understanding of how to work efficiently and 
with a “can do” attitude and not create obstacles; and 
third, the interpersonal skills needed to communicate 
well and frequently with clients. That commitment is 
still firmly in place today.

In an era when clients must justify every expense, 
we pursue cost-efficiency without sacrificing positive 
legal results. Capehart Scatchard has a long-standing 
commitment to staffing client matters according to 
the task at hand, utilizing shareholders and associates 
where appropriate to deliver the best work product and 
service in an effective and cost-efficient manner. We 
avoid needless paperwork and procedures, and con-
centrate instead on charting smart courses of action, 
either to avoid lawsuits or lay a solid case foundation.

Our primary areas of practice are:

•  Banking and Financial Services 
•  Bankruptcy/Creditors’ Rights 
•  Business and Tax 
•  Commercial 
•  Construction 
•  Environmental 
•  Family Law 
•  Franchising 
•  Insurance 
•  Labor and Employment  
•  Litigation 
•  Professional Liability 
•  Public Finance 
•  Real Estate and Land Use 
•  Regulatory & Governmental Affairs 
•  School Law (including special education) 
•  Transportation 
•  Wills, Estates & Trusts 
•  Workers’ Compensation

Every matter is assigned and supervised by a skill-
ful attorney. Legal teams including attorneys, parale-
gals, and support staff are formed in order to properly 
handle complex and unique legal challenges, as well as 
repetitive matters.
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The Louis Berger Group
The Louis Berger Group is an internationally rec-
ognized consulting firm that provides engineering, 
architecture, program and construction management, 
environmental planning and science, and economic 
development services. For nearly 60 years, we have 
been a devoted and trusted partner to U.S. federal, 
state, and local government agencies; national, provin-
cial, and local governments; multilateral institutions; 
and commercial industry. To this diverse client base 
we bring strategic vision and an entrepreneurial spirit, 
developing innovative solutions to the world’s most 
challenging problems. 

Around the world, we operate with a commitment 
to integrity and hold ourselves to the highest stan-
dards of ethics, quality, and accountability. From our 
president to our teams in the field, we share a genuine 
sense of respect and stewardship for the places where 
we work and the people whose lives we impact. 

The Louis Berger Group is one of 10 firms that 
make up Berger Group Holdings. With a resource 
base of 6,000 dedicated employees and affiliate em-
ployees in more than 50 countries, we are able to re-
spond to local conditions while providing clients with 
the technical resources and rapid response capabilities 
of a leading global organization.

SOutH JeRSey tRanSPORtatIOn eneRgy 
audIt, eneRgy eFFICIenCy, and CaRbOn 
FOOtPRInt ReduCtIOn
The Louis Berger Group created a “Five Point En-
ergy Challenge” for the South Jersey Transportation 
Authority, a comprehensive energy strategy and plan 
that aims to reduce energy consumption by more 
than 20% and increase the use of renewable energy 
to supply five to 15% of SJTA’s energy demand. In 
response to the New Jersey Energy Master Plan and 
the Governors Executive Order #11, LBG assisted 
SJTA to meet its energy goals by performing several 
key energy activities. The plan involved an energy 
audit, a carbon footprint analysis and identification of 
proposed alternative energy projects that will reduce 
the SJTA’s energy costs and reliance on fossil fuels. 
SJTA owns and operates the Atlantic City Airport 

and the 43-mile Atlantic City Expressway extending 
from Philadelphia, PA, to Atlantic City, NJ. SJTA also 
operates the various rest areas, parking facilities, and 
administrative offices required to support their broad 
spectrum of air and land transportation operations. 
The energy audit/carbon footprint study investigated 
and analyzed how SJTA uses energy, calculated the 
associated carbon footprint, identified the sources of 
inefficiency, and developed recommendations on how 
to address energy savings opportunities. The energy 
audit encompassed all major areas of energy consump-
tion, including: indoor and outdoor lighting, HVAC, 
computer systems, and vehicle-fleet operations. LBG 
also conducted an energy conservation methods 
(ECM) study that identified more than 50 ECMs that 
could be employed that would allow SJTA to reduce 
its energy consumption, lower its energy bills, and de-
crease its overall carbon footprint. LBG also assessed 
the SJTA facilities for their potential to generate solar 
and wind energy and recommended alternative energy 
projects that would optimize energy production within 
the constraints of the respective facilities. LBG experts 
proposed programs to reduce patron and employee 
carbon footprint through educational awareness, 
technology recommendations, and potential behavioral 
changes that reduce emissions and resource consump-
tion. LBG also created a media kit with various pre-
sentation materials to educate the public on various 
components of the Five Point Energy Challenge. 

tRentOn-MORRISvIlle tOll bRIdge 
ReHabIlItatIOn and WIdenIng 
The Trenton-Morrisville Toll Bridge, which spans 
from Trenton, NJ to Morrisville, PA across the Dela-
ware River, was an aging structure desperately in 
need of increased peak-hour capacity and a structural 
overhaul. The Delaware River Joint Toll Bridge Com-
mission initiated this project to widen and rehabilitate 
this critical link along the US Route 1 corridor as the 
largest capital project undertaken since its establish-
ment in 1935. Further, the 1,325-foot long, 12-span 
bridge needed to be widened without any negative im-
pacts to the environmentally sensitive Delaware River. 
The Louis Berger Group provided feasibility study, 
design and post-design services for this project. Using 
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an innovative approach to minimize environmental 
impacts, LBG designed cantilever pier cap exten-
sions, which allowed the widening of the bridge with 
no pier construction in the river, resulting in a major 
reduction in time, cost and environmental impacts. 
The challenge of maintaining two open lanes of traffic 
during all peak traffic periods was addressed with three 
stages of construction, thus providing uninterrupted 
traffic flow throughout the project. Rehabilitation of 
the bridge increased the load-carrying capacity of the 
existing steel girders by installing shear connectors for 
composite design. LBG also designed noise walls to 
mitigate adverse noise impacts to adjacent residential 
communities. The project relieves local traffic and 
reduces environmental impacts from traffic congestion 
with improved movement along this busy corridor. 
The final design for the $102 million innovative and 
sustainable project was completed under budget and 
in one year, on an accelerated schedule. This project 
has been recognized with multiple awards from the 
American Council of Engineering Companies.

engIneeRIng & envIROnMental SeRvICeS 
FOR neW JeRSey SCHOOlS develOPMent 
autHORIty
The Louis Berger Group performed comprehensive 
engineering and environmental services in support of 
site feasibility, property acquisition and development 
in support of New Jersey’s $8 billion school construc-
tion program for urban schools districts. LBG pro-
vided this support for more than 10 school districts 
throughout the state under separate contracts with the 
New Jersey Schools Development Authority (formerly 
New Jersey School Construction Corporation). Our 
multidisciplinary team prepared environmental assess-
ments, building evaluation services and the conceptual 

designs. LBG’s responsibilities varied by site but in-
cluded civil engineering, existing building evaluations, 
utility and environmental investigations, asbestos and 
lead surveys, abatement and demolition services, per-
mitting, geotechnical evaluations, site planning, and 
cost estimating to determine suitability of the prop-
erties to be acquired, and prepare pre-development 
documents for property acquisition. The preliminary 
site plans incorporated any unique site features, such 
as shallow bedrock or garage parking, for approval by 
local planning boards. Architectural pre-design ser-
vices included an analysis of educational programming 
requirements for the Department of Education Model 
Program, development of schematic design alterna-
tives for site and building utilization for the proposed 
school properties. 
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Quadrix
Quadrix Solutions, Inc. is a strategic IT consulting 
firm that treats its customers as partners in the strug-
gle to squeeze cost-effective and high-value results 
from today’s complex, varied and hype-driven technol-
ogy landscape.

Our approach to every customer is to understand 
and internalize their needs and constraints so clearly 
that we can act as an extension of their team, always 
working with their best interests in-mind and treating 
their bottom-line as if it were our own.  That begins 
with helping our customers get to the heart of what a 
technology offering truly can and cannot do for them 
and what it will really cost to implement quickly, and 
without allowing hype to control the outcome. And it 
often culminates in helping our customers implement 
the chosen solution, within budget, on schedule, and 
with as much nimble, creative and specialized engi-
neering as is needed to pull it off.

Quadrix was twice named a Deloitte and Touche 
Fast 500 company. Also, Quadrix was named in Net-
work World’s list of the top 22 enterprise outsourcing 
vendors and earned a place on NJ Biz’s list of “NJ’s 
Finest” companies.

Key clients include U.S. and international enter-
prises in insurance, financial, entertainment, travel, 
government, HR services, retail, pharmaceutical and 
telecommunications industries.
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Angarai
ANGARAI is a professional management consulting 
firm with a project management center of excellence, 
specializing in organization change management, 
oversight, and compliance. Identified as one of the 
fastest growing small businesses from Prince George’s 
County, Maryland, it was established in 2003. AN-
GARAI’s management drives the company to seek 
holistic solutions for its global customers. It provides 
business advisory services, resource augmentation for 
technology strategy, enterprise architecture and imple-
mentation. With its headquarters in Greenbelt, Mary-
land, ANGARAI is American owned. 

ANGARAI provided solution sets include engage-
ment activities such as Project, Program, Portfolio, 
Change and Risk Management, with an emphasis on 
Business Transformation. Our critical success factors 
are drawn from an intellectual pool of professionals 
with demonstrated experience and living expertise in 
our key competency areas. A 360° value philosophy 
offers a collegial work atmosphere that includes our 
clients in our team. We are experts in the adoption 
of flexible global business practices which enable our 
clients to operate with increased effectiveness and pro-
duce more value. With a unified focus in identifying 
pragmatic, reliable, dependable, and scalable solutions, 
we strive to develop win-win partnerships with our 
customers.
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Do-WAP
WaP HIStORy and OveRvIeW
In a little more than ten years WAP has become Loui-
siana’s pemier Digital Media, Marketing, & Consult-
ing (Project Management) Firms. All of our work is 
touched with urgency, advocacy, sustainability and 
optimism. 

In 12 years, we have become one of the most 
sought after public outreach firms simply because  we 
attract staff and clients who share our vision of doing 
what works, what makes a difference, ensures a fair 
profit and at the same time, have fun. We are passion-
ate about helping clients identify their marketing and 
outreach initiatives and building action plans that will 
enable them to achieve success in the long-term and 
short-term.

OveRvIeW
Since Hurricane Katrina crippled our city on August 
29, 2005, WAP has been focused on doing its part, 
working at the center of the recovery, not merely pro-
viding advertising services, but as a strategic partner to 
organizations effecting change in economic develop-
ment (Bring New Orleans Back Commission, Small 
Business & Diversity Expo, the Minority Report Pub-
lication, NOCVB, GNO Inc., Idea Village), education 
(Department of Education, Recovery School District, 
School Facilities Master Planning, & Sarah T. Reed 
High School), urban/community planning (Lafitte 
Redevelopment, UNOP, Redistricting for the City 
Council, NOLA Bound, & First Fridays) and various 
other public/private partnerships all across the region.  
We have aggressively focused our strategic capabili-
ties and innovation planning on what we consider to 

be critical inflection points in the region. WAP was 
formed as an entrepreneurial, business-focused com-
munications firm, cofounding and incubating various 
successful businesses within its offices, and continuing 
to necessarily evolve while remaining true to our core 
principles. 

More precisely, WAP is a Project Managemant 
& Brand Studio, studying problems and designing 
solutions, that helps its clients commit to business 
opportunities. Katrina honed our business model. We 
believe that New Orleans is a startup laboratory, and 
for the last two years we’ve worked at the center of the 
reinvention of our city, from social entrepreneurship to 
urban planning, economic development, public educa-
tion, health care and culture.  

dO-WaP ventuReS:
•  MINORITYREPORTONLINE.com (3rd Edition 

2012)
•  BUSINESSANDDIVERSITYEXPO.com (2nd 

Edition 2013)
•  FIRSTFRIDAYSLIFE.COM (Re-Launch Spring 

2012, including Monthly Events)
•  CAJUNDAILYDEALS.COM (Future Markets in 

2012)
•  SOCIALIFE.us (Launching May 2013)
•  WAP has been responsible for creating OVER 200 

Public, Private, and Non-Profit Marketing/Outreach 
Campaigns since 1999 
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BASIC ORDERING SUBCONTRACT AGREEMENT

This agreement (“Agreement”) dated the ___ day of______________, 20__ is between _____________., with 
principal offices at _________________ (referred to as “SUBCONTRACTOR”), and Hammerman & Gainer, 
Inc. (“PRIME”), whose address is 1010 Common Street, Suite 2600, New Orleans, LA  70112.

WHEREAS, SUBCONTRACTOR PRIMESUBCONTRACTOR and PRIME executed a Teaming Agree-
ment and PRIME made a bid to the _______________ (“Client”) for the ______________ Program with 
SUBCONTRACTOR proposed as part of PRIME’s team;

WHEREAS, at all times referenced in this agreement, the SUBCONTRACTOR will provide _________ as 
provided in Appendix B, and only those services specified in task orders issued by Prime; PRIME

WHEREAS, Prime entered into an agreement with Client to provide implementation and administration ser-
vices to support the ___________ Program and potentially expand those services to accommodate other similar 
programs yet to be defined, including programs occurring as a result of past and future disasters (“Programs”), 
including ___________ services to Client or claimant in the Programs and Prime desires to utilize SUBCON-
TRACTOR’s services as provided herein to assist PRIME.

NOW, THEREFORE, in consideration of the mutual covenants and promises contained herein, the parties 
hereto agree as follows:

1. BASIC ORDERING AGREEMENT NUMBER: 12-001

2. PURPOSE
2.1 The purpose of this Basic Ordering Agreement is to provide a mechanism whereby the parties may, from 
time to time, develop Task Assignments for services to be performed within the terms and conditions set forth 
herein.

3. GENERAL TERMS AND CONDITIONS
3.1 General terms and conditions applicable to this Basic Ordering Agreement are set forth in Appendix A, 
attached hereto and incorporated by reference herein.

4. SCOPE OF WORK
4.1 The General Scope of Work (“SOW”) is set forth in Appendix B, attached hereto and incorporated 
herein by reference. The individual services to be performed on a task basis (“Services”) shall be within the 
SOW and shall be clearly defined in each Task Assignment. PRIME has no obligation to issue Task Assign-
ments to SUBCONTRACTOR.  Any Task Assignments will be made at the sole discretion of the PRIME.

5. ADDITIONAL TERMS & CONDITIONS
5.1 PRIME CONTRACT CLAUSES
   5.1.1  SUBCONTRACTOR shall perform the ______________ Services in accordance with 

the applicable prime contract clauses. SUBCONTRACTOR’s attention is specifically 
directed to the list of applicable prime contract clauses set forth in Appendix C, attached 
hereto and incorporated herein by reference.

 5.2 CONFLICT OF INTEREST/BUSINESS ETHICS
   5.2.1 SUBCONTRACTOR warrants that neither its entering into this Agreement nor its 

performance of any Services hereunder will result in an actual or apparent conflict of interest 
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on its part. SUBCONTRACTOR shall perform the Services in accordance with the Conflict 
of Interest/Business Ethics Agreement attached hereto and incorporated herein by reference as 
Appendix D. Failure of SUBCONTRACTOR to promptly disclose a conflict of interest shall 
constitute a material breach of this Agreement

   5.2.2 SUBCONTRACTOR will report to PRIME whenever any partner is related (directly 
or by marriage) to any elected official of the State of Louisiana. The SUBCONTRACTOR is to 
provide on a timely basis the following:

    1.  The names and titles of all partners at their company who are actually involved in 
the ______ project.

    2.  A “Yes” or “No” as to whether that partner is related (directly or by marriage) to 
an elected official at any level of government in the State of Louisiana.

    3. The name and title of the elected government official if the answer was “Yes”.

6. TERM OF AGREEMENT

  6.1  This Agreement shall commence on the date first written above and remain in effect for as long 
as the Prime Contract is in effect or until terminated

  6.2   TERMINATION FOR CAUSE 
Client or Prime may terminate this Contract for cause based upon the failure of Contractor to 
comply with the terms and/or conditions of the Contract; provided that the Client or Prime shall 
give the Subcontractor written notice specifying the Subcontractor’s failure. If within thirty (30) 
days after receipt of such notice, the Subcontractor shall not have either corrected such failure or, 
in the case of failure which cannot be corrected in thirty (30) days, begun in good faith to correct 
said failure and thereafter proceeded diligently to complete such correction, then the Client or 
Prime may, at their unilateral option, place the Client or Prime in default and the Contract shall 
terminate on the date specified in such notice. Failure to perform within the time specified in this 
Contract will constitute a default and may cause cancellation of the contract. Where the Client 
or Prime has determined the Contractor to be in default, the Client or Prime reserves the right 
to obtain any or all products or services covered by the contract on the open market and to charge 
the Subcontractor with cost in excess of the contract price. Until such assessed charges have been 
paid, no subsequent proposal from the defaulting subcontractor will be considered.

   Subcontractor may terminate this Contract for cause based upon the failure of Prime to comply 
with the terms and/or conditions of the Contract; provided that the Subcontractor shall give 
Prime written notice specifying the State’s failure. If within thirty (30) days after receipt of such 
notice, Prime shall not have either corrected such failure or, in the case of failure which cannot be 
corrected in thirty (30) days, begun in good faith to correct said failure and thereafter proceeded 
diligently to complete such correction, then the Contractor may, at its option, place Prime in 
default and the Contract shall terminate on the date specified in such notice. Failure to perform 
within the time specified in this Contract will constitute a default and may cause cancellation of 
the contract.
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 5.2 TERMINATION FOR CONVENIENCE 
   State or Prime may terminate the Contract at any time without penalty by giving thirty (30) days 

written notice to the Subcontractor of such termination or negotiating with the Subcontractor an 
effective date.

    Prime may immediately terminate the Contract at any time if the Client terminates the Contract 
with Prime

   Subcontractor shall be entitled to payment for deliverables in progress; to the extent work has 
been performed as required by the Contract if Prime is paid by the Client.

 5.3 TERMINATION FOR NON-APPROPRIATION OF FUNDS 
   The continuation of this contract is contingent upon the appropriation of funds by the legislature 

to fulfill the requirements of the contract by the legislature. If the legislature fails to appropriate 
sufficient monies to provide for the continuation of the contract, or if such appropriation is re-
duced by the veto of the Governor or by any means provided in the applicable statutes to prevent 
the total appropriation for the year from exceeding revenues for that year, or for any other lawful 
purpose, and the effect of such reduction is to provide insufficient monies for the continuation of 
the contract, the contract shall terminate on the date of the beginning of the first fiscal year for 
which funds have not been appropriated..  

7. TASK ORDERING PROCEDURES

 7.1  Task Assignments shall be developed by the Parties for each specific project. PRIME shall hold 
verbal discussions with the SUBCONTRACTOR to develop a mutually agreed upon Task As-
signment Statement of Work. Task Orders may be Firm Fixed Price (FFP) or Time and Materi-
als (T&M) type.

 7.2 Changes to the Task Assignments shall be made in writing.
 7.3  Deliverables shall conform to the technical requirements and time schedules set forth in the Task 

Assignment.

8. TIME AND MATERIAL RATES

 8.1  The personnel and their hourly rates associated with services provided under this Agreement 
shall be detailed in Appendix “E”.

 8.2  Subcontractor will be responsible for all performance penalties to the extent that it is the cause of 
the failure to perform.  In this regard, all pay reductions will be reduced from pay to Subcontrac-
tor.

9. INVOICES

 9.1  SUBCONTRACTOR shall submit a separate invoice for each Task Order. All invoices under 
this agreement shall be submitted electronically to PRIME’s Project Manager designated herein.

 9.2  SUBCONTRACTOR shall submit invoices by the tenth (10th) day of each month following 
the month in which the Services were performed.
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  9.3  SUBCONTRACTOR agrees to maintain separate records of expenses (other direct charges) 
separately charged for services rendered as required for SUBCONTRACTORs in the Prime 
Contract agreement.

 9.4  Each invoice shall contain the following certification signed by an authorized representative of 
the SUBCONTRACTOR:

   “I hereby certify that, to the best of my knowledge and belief, all payments requested are cor-
rect, accurate, and complete, that payment therefore has not been received and that all amounts 
requested are for the appropriate purposes and in accordance with this Agreement.”

 9.5  SUBCONTRACTOR shall be paid within thirty (30) days of PRIME’s receipt of payment 
from the Client for SUBCONTRACTOR’s services. Each invoice shall contain all invoice data 
required in the prime contract as it relates to the Services.  No payment will be made unless 
PRIME receives payment for SUBCONTRACTOR’s services from Client.

10. NOTICE

 10.1  Contractor’s Project Manager, _____________, or his/her designee, is the only representative of 
PRIME who is authorized to approve changes in the Services or approve any change to the pay-
ment terms or amounts. Such changes made by SUBCONTRACTOR without written authori-
zation by PRIME’s Project Manager shall be performed at SUBCONTRACTOR’s sole risk and 
expense.

 10.2  Invoices and shall be submitted to the Project Manager and all questions concerning payment of 
invoices shall be referred to the Project Manager.

 10.3   Notice given by any party shall be in writing and shall be deemed given when actually received 
as shown by the United States Postal Service, postage prepaid, return receipt requested, or with a 
commercial courier service for overnight delivery.

  Contractor:     SUBCONTRACTOR:

  Hammerman & Gainer, Inc.
  1010 Common St.
  Suite 2600
  New Orleans, LA 70112 

 

11. ENTIRE AGREEMENT

 11.1  Both parties acknowledge that they have read this Agreement, understand it and agree to be 
bound by its terms, and further agree that it and the named attachments is the entire agreement 
between the parties hereto which supersedes all prior agreements, written or oral, relating to the 
subject matter hereof. No modification or waiver of any provision shall be binding unless in writ-
ing signed by the party against whom such modification or waiver is sought to be enforced.
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12. Rules of Professional Conduct: Independent Judgment/Conflict of Interest

 12.1  The parties agree and expect that the __________________ services provided under this Agree-
ment shall be conducted by attorneys and their staff governed under the Rules of Professional 
Conduct for the State of Louisiana. Under this Agreement, the State of Louisiana and PRIME 
are not the clients of the SUBCONTRACTOR within the scope of an attorney-client relation-
ship. SUBCONTRACTOR’s attorneys are responsible for exercising their independent judg-
ment regarding the provision of services to the individual clients referred to them. SUBCON-
TRACTOR is responsible for identifying any conflict of interest which prevents representation 
of the clients.  During the term of this agreement, SUBCONTRACTOR shall not undertake 
any representation adverse to PRIME or the State of Louisiana.

 12.2 Scope of Engagement by Client beyond Funding of this Agreement

  Nothing in this Agreement shall operate to prevent the client from engaging the handling attorney and/
or __________________ Services partner for __________________ services broader than those services 
provided under this Agreement. In such instances, the handling attorney shall be responsible for advising 
the client regarding the limitation of funding under this Agreement and the terms and conditions of the 
engagement for such additional services.

IN WITNESS WHEREOF, SUBCONTRACTOR and PRIME have caused this Agreement to be executed 
by their duly authorized representatives as of the date first written above.

FOR: PRIME      FOR: _____________________

Signature       Signature

Name (Typed or Printed)     Name (Typed or Printed)

Date        Date
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 APPENDIX A

SUBCONTRACT GENERAL TERMS & CONDITIONS

INCORPORATED INTO SUBCONTRACT NO. 12-001

BETWEEN Hammerman & Gainer, Inc. (“Contractor”)

and __________________ (“SUBCONTRACTOR”)

1.  WARRANTIES. SUBCONTRACTOR hereby warrants that the Services shall be of professional 
quality and performed consistent with generally accepted in the __________________ profession and 
consistent with the standards of ethics and professionalism established by the Louisiana Bar Association. 
SUBCONTRACTOR warrants that none of the Professional __________________ Services that it will 
provide infringe on any intellectual property rights of any third party. In addition, SUBCONTRAC-
TOR warrants that the prices charged hereunder are not in violation of law or regulation and that SUB-
CONTRACTOR’s assigned members of the SUBCONTRACTOR are well qualified to perform the 
Professional __________________ Services. For a warranty period equal to that of the Prime Contract 
(as defined below), Subcontractor shall promptly correct any defect or deficiency related to its Services at 
its sole expense. The above warranties shall also extend to PRIME’s Prime Contract Client.

2. INCORPORATION OF THE PRIME CONTRACT.

  SUBCONTRACTOR assumes toward PRIME all of the obligations and responsibilities that PRIME 
assumes toward its Client in the contract between the PRIME and its Client (“Prime Contract”). The 
Prime Contract is incorporated herein by reference.

3.  TAXES. Except as otherwise specified herein, the prices for Services shall include all applicable federal, 
state, local and other taxes.

4.  CONTRACTOR-SUPPLIED ITEMS. PRIME shall provide to SUBCONTRACTOR such data, site 
access and other items as are expressly set forth in this Agreement as being provided by PRIME.

5.  CONFIDENTIAL INFORMATION. All information developed or disclosed by PRIME or its Client 
under this Agreement shall, unless otherwise stated by PRIME, be deemed to be PRIME’s and/or the 
Client’s Proprietary and Confidential Information (“Confidential Information”). Oral communications 
pertaining to the Services shall be presumed to be Confidential Information unless otherwise indicated 
by PRIME.

  Confidential Information shall not be disclosed by SUBCONTRACTOR to any other person except to 
its employees who need access to such Confidential Information to the extent necessary to ensure proper 
performance of the Services and who have agreed to abide by the provisions of this section.

  Confidential Information shall not be used by SUBCONTRACTOR for any purpose other than as 
reasonably necessary for the proper performance of the Services.

  SUBCONTRACTOR shall not be liable for disclosure or use of Confidential Information which: (1) is 
generally available to the public without breach of this Agreement; (2) is disclosed with the prior written 
approval of the PRIME; or (3) is required to be released by law or court order (but only after actual prior 
written notice has been delivered to PRIME).
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  SUBCONTRACTOR shall return all Confidential Information relating to this Agreement to the 
PRIME upon request of the PRIME or upon termination of this Agreement, whichever occurs first. 
This Section shall survive termination of this Agreement.

  DELIVERABLES. All documentation, software, ideas and all other material first produced by SUB-
CONTRACTOR and paid for directly under this Agreement (collectively, “Deliverables” shall be the 
sole and exclusive property of the PRIME. Subcontractor agrees that the Deliverables shall be deemed 
works made for hire and that PRIME shall retain and own all copyright, patent, trade secret, trademark 
and any other intellectual property right in the Deliverables. If for any reason the Deliverables are not 
considered works made for hire owned by the PRIME by operation of law, SUBCONTRACTOR 
hereby irrevocably assigns to PRIME all right, title and interest in the Deliverables. Upon request, SUB-
CONTRACTOR agrees to execute all written documents necessary for PRIME to establish, preserve or 
enforce its rights to the Deliverables. SUBCONTRACTOR agrees not to assert and hereby irrevocably 
waives any moral rights that it may have in the Deliverables. SUBCONTRACTOR hereby irrevocably 
assigns to PRIME all moral rights in the Deliverables.

  Notwithstanding the paragraph immediately above, the PRIME acknowledges that in the course of its 
performance under the Agreement the SUBCONTRACTOR may use pre-existing products, materi-
als and methodologies proprietary to the SUBCONTRACTOR (“Pre-existing Works”). To the extent 
SUBCONTRACTOR provides any Pre-existing Works hereunder, SUBCONTRACTOR hereby 
grants to PRIME a nonexclusive, worldwide, perpetual, irrevocable, paid-up license to prepare and have 
prepared derivative works of the Pre-Existing Works, and to use, have used, publish, execute, reproduce, 
transmit, display, perform, transfer, distribute, and sublicense the Pre- Existing Works and such deriva-
tive works, in any medium or distribution technology, and to grant others the rights granted herein. 
Such rights to preexisting Works are limited to fulfilling obligations as required by the Client in a task 
order issued under this Agreement and will be negotiated on a task order basis.

6.  CONFLICTS OF INTEREST. SUBCONTRACTOR warrants that neither its entering into this 
Agreement nor its performance of any Services hereunder will result in an actual or apparent conflict 
of interest on its part. For purposes hereof, a conflict of interest includes, but is not limited to, circum-
stances under which SUBCONTRACTOR may become biased with respect to the Services, gain an 
unfair competitive advantage or otherwise not be in the best interest of the Client with respect to the 
Services. SUBCONTRACTOR further warrants that it will promptly notify PRIME of any such actual 
or apparent conflict of interest of which it becomes aware after the execution of this Agreement. Failure 
of SUBCONTRACTOR to promptly disclose a conflict of interest shall constitute a material breach of 
this Agreement.

8,  BRIBES. SUBCONTRACTOR shall not directly or indirectly offer, promise or pay any compensation 
or give anything of value to any official, agent or employee of any government, governmental agency or 
political party or any candidate for political office on behalf of or for the benefit of the PRIME or Cli-
ent.

9,  LICENSES AND PERMITS. SUBCONTRACTOR warrants that it has or shall, at its sole expense, 
obtain all licenses, certifications, permits, approvals, inspections and other authorizations required to 
perform the Services. Inability or failure to obtain such items shall not excuse SUBCONTRACTOR’s 
failure to strictly comply with the terms hereof.
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10.  CONTACTS WITH CLIENT. Except to the minimum extent required in the Prime Contract, SUB-
CONTRACTOR shall not communicate with PRIME’s Client regarding the Services except as ex-
pressly authorized by PRIME.

11.  SITE CONDITIONS. Subcontractor represents that it has had an opportunity and/or has carefully 
examined all applicable drawings, specifications, Governmental restrictions, permits and license require-
ments, and all laws and rules applicable to the work to be done under this Subcontract, has examined the 
site of the work, its surroundings and the local conditions; has made all investigations based on reason-
ably available information that are necessary to develop a full understanding of the hazards and difficul-
ties which may be encountered and are likely to impact the cost or schedule to perform the Services; 
and has special qualifications for performing the Services in strict accordance with the Prime Contract 
requirements as well as those requirements under this Agreement.

12.  CHANGES. No change in the Services (“Change” or Changes”) shall be made without the express 
written authorization of PRIME. SUBCONTRACTOR shall make all claims for Changes within ten 
(10) calendar days of the date that SUBCONTRACTOR knew or should have known of the basis for 
such claim. Such notice shall clearly state the nature of the asserted Change, the action proposed by the 
SUBCONTRACTOR to implement the Change and the proposed equitable adjustment in cost and/
or schedule. Out-of-scope services performed by SUBCONTRACTOR without such written autho-
rization from PRIME shall be at SUBCONTRACTOR’s sole risk and expense. PRIME may require 
Changes within the general scope of work of the Services or as required by its Client under the Prime 
Contract. Subject to PRIME’s review of SUBCONTRACTOR’s justification, an equitable adjustment, 
if appropriate, may be made in the Subcontract price and/or schedule. In the event of a dispute relat-
ing to a claimed change, the dispute shall be addressed in accordance with the Disputes provisions of 
this Agreement. Pending final resolution of the dispute, SUBCONTRACTOR shall proceed with the 
Services as directed by the PRIME.

13.  EMPLOYEE PERFORMANCE. SUBCONTRACTOR shall immediately remove from performing 
the Services any employee (including employees of lower tier SUBCONTRACTORs or consultants) 
that PRIME deems unresponsive, uncooperative or a hindrance to the performance of the Services and 
shall promptly recommend a suitable replacement for PRIME’s approval. Persons so removed shall not 
be used in the future for the Services without the express written authorization of the PRIME. SUB-
CONTRACTOR warrants that it will only utilize personnel and lower tier SUBCONTRACTORs 
who are adequately trained and experienced to properly perform the Services in a safe and efficient man-
ner.

14.  SEXUAL HARASSMENT. SUBCONTRACTOR, its employees and agents shall not engage in 
sexual harassment or make lewd or derogatory comments during the performance of the Services or 
while on the work site. Failure of the SUBCONTRACTOR to take immediate and forceful action to 
prevent sexual harassment shall subject SUBCONTRACTOR to penalty up to and including termina-
tion of this Agreement for cause.
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15.  INSPECTIONS. PRIME or its Client may inspect and otherwise evaluate the Services at any reason-
able time and place but such review or approval is for PRIME’s sole benefit and shall not relieve Subcon-
tractor from its representations and obligations set forth in this Agreement. If any of the Services fail to 
meet the requirements hereof, PRIME shall notify Subcontractor of such fact, stating the nature of the 
deficiency. Subcontractor shall promptly correct any such deficiencies at no additional cost to PRIME. 
Subcontractor shall maintain complete and accurate working files, including but not limited to, calcula-
tions, interpretations, assumptions, estimates, togs, drawings, equipment calibrations and other records 
pertaining to the Services. Subcontractor shall provide PRIME with unrestricted access to such items 
and dispose of them only as directed by PRIME. Subcontractor shall strictly comply with all applicable 
protocols, procedures, specifications and other guidelines or requirements for performing the Services.

16.  ACCEPTANCE. Acceptance of the Services is conditioned upon final acceptance by PRIME’s Client 
under the Prime Contract. Payments, including final payment, shall not constitute acceptance, nor does 
any payment or final acceptance release SUBCONTRACTOR from any warranty hereunder.

17.  DOCUMENTATION. Upon request by PRIME, Subcontractor shall provide legible copies of equip-
ment logs, field notes, research notes, purchase orders, labor logs, lien waivers, proof of payment of 
lower-tier subcontractors, if applicable, and other applicable supporting documentation with each in-
voice sufficient to justify the amount claimed in the invoice.

18. OF PAYMENT. All payments shall be in United States Dollars ($US).

19.  PAYMENT/RELEASE. SUBCONTRACTOR’s acceptance of final payment hereunder constitutes 
a release of all claims and liabilities which the SUBCONTRACTOR may have against the PRIME 
or Client relating to this Agreement. Such release does not apply to: claims, together with incidental 
expenses based on the liabilities of the Subcontractor arising out of performance of this Contract.

20.  LIENS. Subcontractor hereby waives its right to file any lien in connection with the Services and shall 
not enter into any agreement creating such a right in any other party.

21.  TERMINATION FOR CONVENIENCE. PRIME may at its sole convenience terminate this Agree-
ment or an individual Task Order issued hereunder, in whole or in part, and require SUBCONTRAC-
TOR to cease performance of the Professional __________________ Services. In event of such termi-
nation event, SUBCONTRACTOR shall be paid only for the Services properly performed prior to such 
termination; and for any actual and reasonable costs associated with such termination.  Post-termination 
payments shall be made subject to the terms defined in the Basic Ordering Agreement.  SUBCON-
TRACTOR waives all claims for profits not earned as a result of such termination.

22.  TERMINATION FOR DEFAULT. PRIME may terminate this Agreement or an individual Task Or-
der issued hereunder, in whole or in part:

  a) If SUBCONTRACTOR fails to make progress so as to endanger the timely completion of the 
Professional __________________ Services and fails within ten (10) calendar days to initiate appropri-
ate corrective action.

  b) If any proceeding by or against the SUBCONTRACTOR in bankruptcy or insolvency or ap-
pointment of a receiver or trustee or assignment for the benefit of creditors is made
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  c) If PRIME notifies SUBCONTRACTOR of specified service or quality problems and SUB-
CONTRACTOR fails to cure said problems or make substantive progress towards curing the problems 
within ten (10) days of receiving notice of the problems;

  d) If SUBCONTRACTOR materially breaches the terms of this Agreement, and such breach is 
incapable of remedy, or is not remedied within ten (10) days of receiving notice of such breach.

  In event of such termination event, SUBCONTRACTOR shall be paid only for the Professional 
__________________ Services properly performed prior to such termination and post-termination pay-
ments shall be made subject to the terms defined in the Basic Ordering Agreement.

23.  STOP-WORK. Notwithstanding any other provision hereof, PRIME may, by notice to SUBCON-
TRACTOR, suspend all or any portion of the Services. SUBCONTRACTOR shall stop all such 
Services immediately upon receipt of PRIME’s stop- work order and shall promptly resume the Ser-
vices after receipt of direction from the PRIME to proceed. Stop-work orders issued for conditions or 
circumstances unrelated to the SUBCONTRACTOR’s fault or negligence shall result in a reasonable 
adjustment in the contract schedule. Stop Work orders issued for conditions unrelated to the SUBCON-
TRACTOR’s fault or negligence shall result in a reasonable adjustment in the contract schedule and fee.

24.  INDEMNIFICATION.  SUBCONTRACTOR shall defend, indemnify and hold the Client, PRIME, 
PRIME’s subsidiaries, affiliates, directors, officers, agents and employees, and each of them harmless 
against any injury, death, damages, suit, claim or other loss (“Loss”), including expenses and actual at-
torneys fees, arising from or related to personal injury, death, damage to real or tangible property, or 
intellectual property infringement caused by SUBCONTRACTOR’s negligence or willful misconduct 
related to the Services provided under this Agreement.

 The obligations under this section 24 shall survive termination of this Agreement.

25.  INSURANCE. During the term hereof, SUBCONTRACTOR shall maintain the minimum insurance 
coverage specified in Appendix C — Prime Contract Terms and Conditions.

26.  REMEDIES. For any Deliverable or Service that is not accepted by the PRIME and / or the Client, the 
SUBCONTRACTOR shall re-perform. If SUBCONTRACTOR is unable to perform as warranted, or 
performs untimely, the SUBCONTRACTOR shall be liable for all related damages or penalties assessed 
by the Client.

  In no event shall the PRIME be liable for any indirect, incidental, special or consequential damages 
whatsoever (including but not limited to lost profits or interruption of business) arising out of or related 
to the services provided under this Agreement, even if advised of the possibility of such damages.

  If any claims made or penalties imposed by the Client against the PRIME based on the SUBCON-
TRACTOR’s performance hereunder, SUBCONTRACTOR shall indemnify and hold the PRIME 
harmless from any Loss caused by such a claim made by the Client against the PRIME based on SUB-
CONTRACTOR’s performance hereunder.

27.  DISPUTES. Should any dispute arise between PRIME and Subcontractor relating to this Agreement, 
pending any decision, appeal, suit or claim pursuant to this Agreement, the Subcontractor shall proceed 
diligently with the Services.

Tab 10 Subcontractors
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28.  INDEPENDENT CONTRACTOR. For purposes hereof, SUBCONTRACTOR is an independent 
PRIME, and shall not be deemed to be an employee or agent of PRIME. SUBCONTRACTOR shall 
indemnify and hold PRIME harmless against all liability and loss resulting from SUBCONTRAC-
TOR’s failure to pay all taxes, contributions, fees and other amounts imposed by any government under 
employment insurance, social security and income tax laws, and with respect to any injury or loss, includ-
ing death, of any of SUBCONTRACTOR’s employees.

29.  ASSIGNMENT/SUBCONTRACTING. SUBCONTRACTOR shall not assign this Subcontract 
nor any rights or obligations herein, nor subcontract any of the Services, without PRIME’s prior written 
consent. SUBCONTRACTOR shall remain liable to PRIME for all obligations and liabilities set forth 
in this Agreement without regard to whether SUBCONTRACTOR directly performs the services or 
delegates performance to lower tier SUBCONTRACTORs or consultants.

30.  PUBLICITY AND PUBLICATIONS. SUBCONTRACTOR shall obtain PRIME’s written approval 
prior to the release of any publicity, publication or information of any nature in connection with this 
Subcontract.

31.  ORDER OF PRECEDENCE. In the event of a conflict in the terms and conditions of the contract 
documents, the following order of precedence shall apply:

  A) Prime Contract Terms and Conditions between Prime and Client
  B) Basic Ordering Agreement between Prime and Subcontractor
  C) Task Orders
  D) General Terms and Conditions (Appendix A)
  E) Fee Schedule
  F)  Other contract documents

32.  REMEDIES AND NON-WAIVER. Failure of PRIME to insist upon strict conformance with 
the provisions of this Agreement shall not constitute a waiver of any of the provisions hereof. Except as 
otherwise expressly stated herein, the remedies provided herein shall be non-exclusive and in addition to 
any other remedies in law or equity. Any waiver must be in a writing designated as such and signed by 
PRIME, and shall be applicable only to the extent set forth therein.

33.  COURSE OF DEALING. No course of dealing between the parties hereto nor failure by the PRIME 
at any time, or from time to time, to enforce any term or condition of this Agreement or of a work order 
shall constitute a waiver of such term or condition, nor shall such course of dealing or failure affect such 
term or condition in any way or the right of the PRIME at any time to avail itself of such remedies as it 
may have for any breach of such term or condition.

34.  SEVERABILITY. The invalidity of any provision hereof shall not affect the validity of any other provi-
sions or this Agreement as a whole.

35.  COMPLIANCE WITH LAW. SUBCONTRACTOR shall indemnify PRIME for any liability, pen-
alty or other loss incurred or imposed by reason of a violation or asserted violation by SUBCONTRAC-
TOR of laws applicable to the Services. SUBCONTRACTOR shall comply with all laws applicable to 
SUBCONTRACTOR, including without limitation, the Fair Labor Standards Act of 1938, laws relat-
ing to equal employment opportunity, utilization of small business concerns and small disadvantaged 
business concerns, employment of the handicapped, employment of veterans of the Vietnam era and to 
the environment.
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  SUBCONTRACTOR shall immediately notify the PRIME of any asserted violations of applicable 
law by the SUBCONTRACTOR or its lower-tier SUBCONTRACTORs or consultants; a previously 
undisclosed release or threatened release of a Hazardous Substance; a governmental inspection or request 
for information related to the Services; or the discovery of any condition or circumstance likely to impair 
the ability of the SUBCONTRACTOR to properly perform the services within the established budget 
and schedule.

36.  DRAFTING PARTY. Each party has reviewed this Agreement and any question of interpretation shall 
not be resolved by any rule of interpretation providing for interpretation against the drafting party. This 
Agreement shall be construed as though drafted by both parties.

37.  GOVERNING LAW. The validity, enforceability and interpretation of this Agreement shall be deter-
mined and governed by the laws of the Louisiana without regard to Louisiana’s conflict of laws prin-
ciples. Both parties unless prohibited by law hereby consent to personal jurisdiction and venue in the 
courts of Orleans Parish , or a federal court located in Louisiana if any Suit is brought under the terms 
of or relating to this Agreement.

38.  NO AGENCY. Except as specifically set forth otherwise, it is agreed and understood that neither party 
hereto is, by this Agreement or anything herein contained, constituted or appointed agent or representa-
tive of the other for any purpose whatsoever, nor shall anything in this Agreement be deemed or con-
strued as granting either party any right or authority to assume or to create any obligation, warranty or 
responsibility, express or implied, for or on behalf of the other.

39.  CAPTIONS. The Captions and headings of this agreement are intended for convenience and reference 
only, shall not affect the construction or meaning of this Agreement

40.  ENTIRE AGREEMENT. The parties acknowledge that they have read this Agreement, understand it 
and agree to be bound by its terms. This Agreement supersedes all prior agreements, whether written or 
oral, relating to the subject matter hereof, and contains the entire agreement of the parties. No modifica-
tion or other change to this Subcontract shall be binding unless such modification or change is in writ-
ing and signed by an authorized representative of each party.

41.  FEDERAL LAW. The parties acknowledge that all work performed under this Agreement and any 
Task Orders issued as a result of this Agreement are subject to strict compliance with Federal Law.
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Appendix B to Hammerman & Gainer, Inc., (“Contractor”)
Basic Ordering Agreement No. 12-001

Statement of Work

_________________________. (“SUBCONTRACTOR”)

As per task orders issued by the PRIME, provide limited __________________ services to applicants of imple-
mentation and administration services to support the ________ Program and potentially expand those services 
to accommodate other similar programs yet to be defined, including programs occurring as a result of past and 

future disasters (“Programs”),  , which may include:
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Appendix C to Hammerman & Gainer, Inc.,
Basic Ordering Agreement No. 12-001

Prime Contract Terms Incorporated by Reference
The Parties agree that the following sections are incorporated into the above service agreement for subcontrac-
tors by reference.  Further, the parties agree that for all sections below, “Contractor” will apply to “Subcontrac-
tor” in this agreement.

3.4 SECURITY
Contractor’s personnel and subcontractors will always comply with any applicable security regulations in effect 
at the State’s premises, and externally for materials belonging to the State or to the project. The State is respon-
sible for providing written copies of the State’s security regulations to the Contractor. Contractor is responsible 
for reporting any known breach of security to the State promptly.

3.6 CONFIDENTIALITY
All financial, statistical, personal, technical and other data and information relating to the State’s operation and 
made available to the Contractor in order to carry out this Contract, or which become available to the Contrac-
tor in carrying out this Contract, shall be protected by the Contractor from unauthorized use and disclosure 
through the observance of the same or more effective procedural requirements as are applicable to the State. 
The identification of all such confidential data and information as well as the State’s procedural requirements for 
protection of such data and information from unauthorized use and disclosure shall be provided by the State in 
writing to the Contractor. If the methods and procedures employed by the Contractor for the protection of the 
Contractor’s data and information are deemed by the State to be adequate for the protection of the State’s con-
fidential information, such methods and procedures may be used, with the written consent of the State, to carry 
out the intent of this paragraph.

The Contractor shall not be required under the provisions of the paragraph to keep confidential any data or 
information which is or becomes publicly available, is already rightfully in the Contractor’s possession, is inde-
pendently developed by the Contractor outside the scope of the Contract, or is rightfully obtained from third 
parties.

All of the reports, information, data, et cetera, prepared or assembled by Contractor under this Contract are 
confidential and Contractor agrees that they shall not be made available to any individual or organization with-
out the prior written approval of the New Jersey ________. This does not extend to information that was ob-
tained from the public domain such as public agencies or sources of information available to the general public. 
Under no circumstance shall the Contractor discuss and/or release information concerning this project without 
prior express written approval of New Jersey __________.

The obligations under Section 3.6 and its Subsections shall survive the termination or expiration of the Con-
tract.

3.6.1. CONFIDENTIAL INFORMATION OF APPLICANTS
All information (including, but not limited to, an applicant’s photograph, photographic likeness, and thumb 
scan image) acquired by the Contractor or its Subcontractors, from whatever source, relating to individual ap-
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plicant’s application and related processing for any grant, or other program administered under this Contract 
(“Confidential Applicant Data”) shall be deemed confidential and protected from access, disclosure or use other 
than in compliance with this Contract. Confidential Applicant Data is included within the term Confidential 
Information and shall be entitled to all protections provided Confidential Information, as well as all other in-
creased protections provided herein.
Summaries of applicant information compiled in an aggregate fashion which cannot be used to identify an indi-
vidual may be reported as directed by the State by the Contractor in its performance of this Contract.

Other than as directed in writing by the State, only the Contractor’s employees and Subcontractors’ employees 
with a defined need to know (established in the written protocols and procedures specified in Section 3.6.2. 
below) shall be granted access to Confidential Applicant Data and only after they have been informed of the 
confidential nature of the Confidential Applicant Data. The level of access of such individuals shall be dictated 
by the level of their defined need to know.

3.6.2. STATE’S PROCEDURAL REQUIREMENTS
The State has provided to the Contractor: (a) the State Information Security Policy and (b) the Procedures for 
Information Requests from Open Records Requests. As mutually agreed by the Parties, the Contractor shall 
implement these policies and procedures, including revisions thereto, as well as the Contractor’s own poli-
cies and procedures and other appropriate technical, physical and administrative safeguards in order to protect 
Confidential Information against accidental or unlawful destruction or accidental loss, alteration, unauthorized 
use, disclosure of access, in particular where the processing involves the transmission of data over a network, and 
against all other unlawful forms of use. The Contractor shall submit its written policies and procedures required 
under this part to the State for approval. As the State may revise its policies and procedures, the Contractor 
shall continue to provide the necessary updates and upgrades for compliance with Section 3.6 and the Subsec-
tions thereof. The obligations under Section 3.6 are in addition to, and not in place of, the items outlined under 
Attachment I Scope of Services.

3.6.3. DUTIES TO MONITOR AND REPORT SECURITY BREACH OR UNAUTHORIZED RE-
LEASE, USE OR RELEASE OF INFORMATION
The Contractor and its Subcontractors shall implement monitoring plans to detect unauthorized access to or 
use of Confidential Information or any attempts to gain unauthorized access to Confidential Information. The 
Contractor and its Subcontractors shall provide State Project Director and State Program Manager immediate 
notification (not more than 24 hours) of the Contractor’s awareness of any security incident (“Security Inci-
dent”) involving Confidential Information. The reference to Security Incident herein may include, but not be 
limited to the following: successful attempts at gaining unauthorized access to Confidential Information or the 
unauthorized use of a system for the processing or storage of Confidential Information, or the unauthorized use 
or disclosure, whether intentional or otherwise, of Confidential Information.
In the event of unauthorized access to or disclosure of information, the Contractor, as well as any Subcontractor, 
involved in a Security Incident, shall consult with the State regarding the necessary steps to address the factors 
giving rise to the Security Incident and to address the consequences of such Security Incident.

Nothing in this Contract shall be deemed to affect any rights an individual applicant may have under any appli-
cable state or federal law concerning the unauthorized access, use or disclosure of Confidential Applicant Data.
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3.6.4. THIRD PARTY REQUESTS FOR RELEASE OF INFORMATION
Should third parties request the Contractor to submit Confidential Information to them pursuant to a public 
records request, subpoena, summons, search warrant or governmental order, the Contractor will notify the State 
immediately upon receipt of such request. Notice shall be forwarded via e-mail and via facsimile to the repre-
sentative designated in writing by the State as the State contact for requests for release of information. Protocols 
for the handling of such requests are found in the Procedures for Information Requests from Open Records 
Requests, as promulgated or as hereafter modified by the State. The Contractor shall cooperate with the State 
with respect to defending against any such requested release of information or obtaining any necessary judicial 
protection against such release if, in the opinion of New Jersey ________________, the information contains 
Confidential Information which should be protected against such disclosure. The __________________ fees 
and related expenses incurred by the Contractor or its Subcontractor in resisting the release of information un-
der this provision shall constitute reimbursable expenses under this Contract.
 
__________________ service fees of law firms associated with this Section may not be “marked up” by the 
Contractor as it is against the law for a non-law firm to share in __________________ fees.

3.6.5. SUBCONTRACT AGREEMENTS
The Contractor shall require agreements with all Subcontractors include the provisions of Section 3.6 and its 
Subsections. NEW JERSEY ______________ shall be provided copies of such Subcontractor agreements upon 
request.

3.6.6. NON-CONFIDENTIAL DATA AND DATA OBTAINED FROM THIRD PARTIES
In the event Confidential Applicant Information is or becomes part of the public domain, other than as a result 
of a Security Incident, the Contractor and Subcontractors shall continue to treat such information as private and 
avoid the unnecessary use or release of such information unrelated to the performance under the Contract. The 
State agrees that some portions of Confidential Applicant Data may be obtained from insurance companies and 
other third parties.

3.6.7. LIMITATIONS ON COPYING: DELIVERY OF CONFIDENTIAL INFORMATION TO THE 
STATE; DESTRUCTION OF DATABASE; OBLIGATIONS AGAINST USE AND DISCLOSURE

No copies or reproductions shall be made of any Confidential Information except to effectuate the purposes of 
this Contract or upon the prior approval of the State. The Contractor and Subcontractors shall not make use of 
any Confidential Information for their own benefit or for the benefit of any third party, except as directed by the 
State in writing.

In accordance with Section 29 of the Contract, as between the Contractor and the State, all Confidential Infor-
mation is deemed to be the property of the State.

Upon termination of expiration of the Contract, all databases and other storage media containing Confidential 
Applicant Data shall be delivered to the State, who shall retain such information for the periods of time then 
required in accordance with any applicable state and federal statutes and regulations controlling such record re-
tention. The Contractor and Subcontractors shall not keep any copies of the Confidential Applicant Data in any 
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medium format; upon delivery of the Confidential Applicant Data to the State under this provision, the Con-
tractor and applicable Subcontractors shall certify under penalty of perjury that no copies of the Confidential 
Applicant Data have been retained. Any exceptions to this provision must be approved in writing by SPD and 
SPM, and shall set forth the scope of the data required to be retained, the reasons justifying such retention, and 
the terms and conditions of such retention.

3.7 CONTRACTOR PERSONNEL
The Contractor represents that it has or will secure, at its own expense, all personnel required in performing the 
services under this Contract. Such personnel shall not be employees of or have any contractual relationship with 
the NEW JERSEY ______________. Contractor shall submit an organizational chart to the NEW JERSEY 
______________ detailing the identity of each person (whether employed by Contractor or a Subcontractor) 
who shall perform any services required under this Agreement or otherwise work on the Program pursuant to 
this Agreement. Contractor shall not allow any person who is not on the organizational chart and approved by 
NEW JERSEY ______________ to perform any services required under this Agreement or otherwise work 
on the Program. Any person, even if an employee of the Contractor or any Subcontractor, who is not identified 
on the organizational chart and approved by the NEW JERSEY ______________ to be on the organizational 
chart shall be deemed not to be a person with a defined need to know (established in the written protocols and 
procedures specified in Section 3.6.2 above), and shall neither be provided any Program information or ap-
plicant data protected from disclosure under this Agreement, nor provided access to State facilities that are not 
accessible to the general public, unless the SPM authorizes in writing with original signature the identity of 
the Contractor’s employee or Subcontractor’s employees and limits of information or access that shall be made 
available.

All the services required hereunder will be performed by the Contractor or under its supervision, and all person-
nel engaged in the work shall be fully qualified and shall be authorized or permitted under State and local law to 
perform such services.

No person who is serving sentence in a penal or correctional institution shall be employed on work under this 
Contract.

Background Check

The Contractor must, at its expense, arrange for a background check for each person who will be working on 
the Program through the Contractor (identified on the organizational chart submitted to the State for ap-
proval, which may include but is not necessarily limited to Contractor’s employees or independent contractors, 
as well as the employees of any other company working through Contractor as a Subcontractor or otherwise). 
Contractor shall submit to NEW JERSEY ______________ for approval the Contractor’s Background Check 
Procedure to include the type of background checks to be conducted, the definition of what constitutes a “find-
ing” that must be reported by Contractor, and the procedures for certification and reporting to NEW JERSEY 
______________. Upon approval of the procedures, Contractor shall conduct background checks required by 
this provision in accordance with the procedures approved by NEW JERSEY ______________.

The State may require, at its expense and at its discretion, an updated background check under the process set 
forth above.
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Drug Screening
The Contractor must, at its expense, arrange for a drug screening for each of its employees, as well as the em-
ployees of any of its Subcontractor, who will be working on the Program and for whom a background check is 
required as set forth above. The Contractor must provide written confirmation that the drug tests have been 
conducted and no “findings” resulted.

Finding:  No person may be eligible to work on the Program if the person has been convicted   
     in any jurisdiction of any of the following offenses within ten years prior to the date on which   
     the person begins working on the Program, or less than ten years has elapsed between the date 
     on which the person begins working on the Program and the successful completion or service   
     of any sentence, deferred adjudication, or period of probation or parole for any of the 
     following: 

•	 Any	felony	
•	 Acts	related	to	dishonesty,	embezzlement,	stealing	or	fraud	–	whether	a	misdemeanor	or	felony

Note:  The “Finding” criteria is consistent with Louisiana State Police’s strict regulations per La. R.S. 27:310.

8 FUND USE
Contractor agrees not to use contract proceeds to urge any elector to vote for or against any candidate or propo-
sition on an election ballot nor shall such funds be used to lobby for or against any proposition or matter having 
the effect of law being considered by the New Jersey Legislature or any local governing authority. This provision 
shall not prevent the normal dissemination of factual information relative to a proposition on any election ballot 
or a proposition or matter having the effect of law being considered by the Louisiana Legislature or any local 
governing authority.
 
Contractor and all Subcontractors shall certify that they have complied with the Byrd Anti-Lobbying Amend-
ment (31 U.S.C. 1352) and that it will not and has not used Federal appropriated funds to pay any person 
or organization for influencing or attempting to influence an officer or employee of any agency, a member of 
Congress, officer or employee of Congress, or an employee of a member of Congress in connection with obtain-
ing any Federal contract, grant or any other award covered by 31 U.S.C. 1352. Contractor and each Subcontrac-
tor shall also disclose any lobbying with non-Federal funds that takes place in connection with obtaining any 
Federal award.

17  DOCUMENTATION AND RECORD KEEPING
Contractor shall maintain all records required by the Federal regulations specified in 44 CFR §13.42, 24 CFR 
§570.506, 24 CFR §570.402, 24 CFR §84.21, and/or 24 CFR §85.21 that are pertinent to the activities to be 
funded as proposed.

Contractor shall retain all financial records, supporting documents, statistical records, and all other pertinent 
records for a period of five (5) years after final contract payment. The Contractor is responsible for having all 
Subcontractors retain all financial records, supporting documents, statistical records, and all other pertinent 
records for a period of five (5) years after final contract payment.
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18 PROHIBITED ACTIVITY
Contractors are prohibited from using funds provided herein or personnel employed in the administration of the 
program for: political activities, inherently religious activities, lobbying, political patronage, and nepotism activi-
ties. The Contractor is responsible for ensuring that all Subcontractors understand and comply with the prohibi-
tions from using funds provided herein or personnel employed in the administration of the program for political 
activities, inherently religious activities, lobbying, political patronage, and nepotism activities.

18.1 HATCH ACT
Contractor shall comply with the provisions of the Hatch Act (5 U.S.C. §§1501-1508 and 7324¬7328) which 
limit the political activities of employees whose principal employment activities are funded in whole or in part 
with Federal funds.

19 CONFLICT OF INTEREST
In accordance with the conflict of interest provisions and other related regulations contained in 44 CFR§ 13.36, 
24 CFR §570.611, 24 CFR §84.42, and 24 CFR §570.603, the Contractor shall warrant that based on reason-
able inquiries and due diligence to the best of its knowledge no member, officer, or employee of Contractor, or 
agents, consultant, member of the governing body of Contractor or the locality in which the program is situ-
ated, or other public official who exercises or has exercised any functions or responsibilities with respect to this 
Agreement during his or her tenure, shall have any interest, direct or indirect, in any contract or subcontract, or 
the proceeds thereof, for work to be performed in connection with the Agreement or in any activity or benefit, 
which is part of this Agreement.

However, upon written request of Contractor, the State may agree in writing to grant an exception for a conflict 
otherwise prohibited by this provision whenever there has been full public disclosure of the conflict of interest, 
and the State determines that undue hardship will result either to Contractor or the person affected by applying 
the prohibition and that the granting of a waiver is in the public interest. No such request for exception shall be 
made by Contractor which would, in any way, permit a violation of State or local law or any statutory or regula-
tory provision.

20 LABOR STANDARDS
For the CDBG Programs: Contractor shall agree to comply with the requirements of 29 CFR Part 5 and CFR 
Part 30 and shall be in conformity with Executive Order 11246, entitled “Equal Employment Opportunity; 
Copeland “Anti-Kickback” Act {29 CFR Part 3), the Davis-Bacon and Related Acts (29 CFR Parts 1, 3 and 5), 
the Contract Work Hours and Safety Standards Act (40 U.S.C. 3701 et seq.), 24 CFR 570.603, and all other 
applicable Federal, state and local laws and regulations pertaining to labor standards insofar as those acts apply 
to the performance of this contract.

For the FEMA Programs: Contractor shall agree to comply with the requirements of 44 CFR § 13.36 (1(i) 
to 6(i)),as it pertains to Executive Order 11246, entitled “Equal Employment Opportunity”, Copeland “Anti-
Kickback” Act, the Davis-Bacon (40 U.S.C. 276a to 276a-7), § 103 and 107 of the Contract Work Hours and 
Safety Standards Act, and all other applicable Federal, state and local laws and regulations pertaining to labor 
standards insofar as those acts apply to the performance of this contract.
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21 ENVIRONMENTAL CONDITIONS

For CDBG Programs: Contractor shall comply, insofar as they apply to the performance of this agreement, with 
all applicable environmental standards, orders or regulations issued pursuant to HUD Environmental Review 
Procedures, 24 CFR Part 58 (for CDBG Programs). Contractor shall also comply with the Clean Air Act (42 
U.S.C. 7401 et seq.) and the Federal Water Pollution Control Act as amended (33 U.S.C. 1251 et seq.) Execu-
tive Order 11738, and Environmental Protection Agency regulations (40 CFR part 15), HUD Lead-Based 
Paint Regulations at 24 CFR 570.608, and 24 CFR Part 35, Subpart B; and the National Historic Preservation 
Act of 1966, as amended (16 U.S.C. 470). In accordance with the requirements of the Flood Disaster Protection 
Act of 1973 (42 U.S.C. 4001), Sub-recipient shall assure that for activities located in an area identified by the 
Federal Emergency Management (FEMA) as having special flood hazards, flood insurance under the National 
Flood Insurance Program is obtained and maintained as a condition of financial assistance for acquisition and 
construction purposes.
For FEMA Programs: Contractor shall comply, insofar as they apply to the performance of this agreement, with 
all applicable environmental standards, orders or regulations issued pursuant to
 
FEMA Environmental Review Procedures, 44 CFR Part 10 (for FEMA Programs). Contractor shall also 
comply with environmental standards which may be prescribed pursuant to the following: (a) institution of 
environmental quality control measures under the National Environmental Policy Act of 1969 (P.L. 91-190) 
and Executive Order (EO) 11514; (b) notification of violating facilities pursuant to EO 11738; (c) protection of 
wetlands pursuant to EO 11990; (d) evaluation of flood hazards in floodplains in accordance with EO 11988; 
(e) assurance of project consistency with the approved State management program developed under the Coastal 
Zone Management Act of 1972 (16 U.S.C. §§1451 et seq.); (f ) conformity of Federal actions to State (Clean 
Air) Implementation Plans under Section 176(c) of the Clean Air Act of 1955, as amended (42 U.S.C. §§7401 
et seq.); (g) protection of underground sources of drinking water under the Safe Drinking Water Act of 1974, as 
amended (PL. 93-523); and, (h) protection of endangered species under the Endangered Species Act of 1973, 
as amended (P.L. 93-205); and (h) Wild and Scenic Rivers Act of 1968 (16 U.S.C. §§127I et seq.) related to 
protecting components or potential components of the national wild and scenic rivers system.

22 HISTORIC PRESERVATION
Contractor shall assist the Office of Community Development in assuring compliance with Section 106 of 
the National Historic Preservation Act of 1966, as amended (16 U.S.C. §470), E.O. 11593 (identification and 
protection of historic properties), and the Archaeological and Historic Preservation Act of 1974 (16 U.S.C. 
§§469a-1 et seq.).

23 UNIFORM RELOCATION ACT
Will comply, or has already complied, with the requirements of Titles II and HI of the Uniform Relocation 
Assistance and Real Property Acquisition Policies Act of 1970 (P.L. 91-646) which provide for fair and equi-
table treatment of persons displaced or whose property is acquired as a result of Federal and federal-assisted 
programs. These requirements apply to all interests in real property acquired for project purposes regardless of 
Federal participation in purchases.
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24 CLOSE-OUTS

Contractor shall agree to comply with the requirements of 44 CFR § 13.50 and 44 CFR § 13.42 (FEMA) and/
or 24 CFR §570.509 (CDBG) for project closure. Contractor’s obligation to New Jersey _________ shall not 
end until all close out requirements are complete. These may include but are not limited to:
1. Final performance or progress report
2.  Financial Status Report (SF 269) or Outlay Report and Request for Reimbursement for Construction 

Programs (SF 271) (as applicable)
3. Final request for payment (SF 270) (if applicable)
4. Invention disclosure (if applicable)
5. Federally-owned property report
6. Disposing of program assets

25 INSURANCE
Insurance shall be placed with insurers with an A.M. Best’s rating of no less than A-:VI. This rating require-
ment shall be waived for Worker’s Compensation coverage only. Throughout the effective period of this Con-
tract, Contractor shall provide certificates of insurance to the State which evidence compliance with the require-
ments of this Section.

A. Contractor’s Insurance: The Contractor shall not commence work under this contract until he has ob-
tained all insurance required herein. Certificates of Insurance, fully executed by officers of the Insurance Com-
pany written or countersigned by an authorized Louisiana state agency, shall be filed with the State of Louisiana 
for approval. The Contractor shall not allow any Subcontractor to commence work on his subcontract until all 
similar insurance required for the Subcontractor has been obtained and approved. Said policies shall not here-
after be canceled or allowed to expire without thirty (30) days notice in advance to the State of Louisiana and 
consented to by the State of Louisiana in writing and the policies shall so provide. Changes to the policies may 
be made with the State’s prior knowledge and consent so long as the policies remain in compliance with the 
provisions required under this Section.

B. Compensation Insurance: Before any work is commenced, the Contractor shall maintain during the life 
of the contract, Workers’ Compensation Insurance for all of the Contractor’s employees employed at the site of 
the project. In case any work is sublet, the Contractor shall require the Subcontractor similarly to provide Work-
ers’ Compensation Insurance for all the latter’s employees, unless such employees are covered by the protection 
afforded by the Contractor. In case any class of employees engaged in work under the contract at the site of the 
project is not protected under the Workers’ Compensation Statute, the Contractor shall provide for any such 
employees, and shall further provide or cause any and all Subcontractors to provide Employer’s Liability Insur-
ance for the protection of such employees not protected by the Workers’ Compensation Statute. Exception: 
Employers liability limit is to be $1,000,000 when work is to be over water and involves maritime exposure.

C. Commercial General Liability Insurance: The Contractor shall maintain during the life of the contract 
such Commercial General Liability Insurance which shall protect him, the State, and any Subcontractor during 
the performance of work covered by the contract from claims or damages for personal injury, including acci-
dental death, as well as for claims for property damages, which may arise from operations under the contract, 
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whether such operations be by himself or by a Subcontractor, or by anyone directly or indirectly employed by 
either of them, or in such a manner as to impose liability to the State. Such insurance shall name the State as 
additional insured for claims arising from or as the result of the operations of the Contactor or his Subcontrac-
tors. In the absence of specific regulations, the amount of coverage shall be as follows: Commercial General Li-
ability Insurance, including bodily injury, property damage and contractual liability, with combined single limits 
of Five Million Dollars ($5,000,000).

D. Professional Liability Insurance: The Contractor shall maintain during the life of the Contract such 
Professional Liability Insurance which shall protect it, the NEW JERSEY ______________, and any Subcon-
tractor during the performance of work covered by the Contract from claims for damages for personal injury, 
including accidental death, as well as for claims for property damages, which may arise from the professional 
services provided by Contractor or its Subcontractor pursuant to this Agreement. In the absence of specified 
regulations, the amount of coverage shall be as follows: Professional Liability Insurance: Combined single limits 
of no less than $1,000,000.
 
E. Insurance Covering Special Hazards: Special hazards as defined by the State shall be covered by rider or 
riders in the Commercial General Liability Insurance Policy or policies herein elsewhere required to be fur-
nished by the Contractor, or by separate policies of insurance in the amounts as defined in any Special Condi-
tions of the contract included therewith.

F. Licensed and Non-Licensed Motor Vehicles: The Contractor shall maintain during the life of the con-
tract, Automobile Liability Insurance in an amount not less than combined single limits of Two Million Dol-
lars ($2,000,000) per occurrence for bodily injury/property damage. Such insurance shall cover the use of any 
non-licensed motor vehicles engaged in operations within the terms of the contract on the site of the work to be 
performed there under, unless such coverage is included in insurance elsewhere specified.

G. Subcontractor’s Insurance: Contractor shall include all subcontractors as insureds under its policies or 
shall furnish separate certificates for each subcontractor. All coverages for subcontractors shall be subject to all of 
the requirements stated herein.

H. Crime Insurance, which incorporates fidelity bond insurance: The Contractor or any Subcontractor 
involved in the handling of State, HUD, FEMA funds shall be required to maintain Commercial Crime Insur-
ance in the amount of not less than Five Million Dollars ($5,000,000). Such insurance shall provide coverage 
for claims due to employee dishonesty forgery or alteration, theft, disappearance and destruction, computer 
fraud, burglary and robbery. Such insurance shall include the State as a joint loss payee as its interests may 
appear. Evidence of insurance shall be in the form of a standard ACORD form certificate of insurance. Upon 
request, the State reserves the right to obtain a certified copy of the applicable insurance.

25.1 OTHER INSURANCE PROVISIONS

The policies are to contain, or be endorsed to contain, the following provisions:

A. General Liability and Automobile Liability Coverages — The State, its officers, officials, employees, 
Boards and Commissions and volunteers are to be added as “additional insureds” as respects liability arising out 
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of activities performed by or on behalf of the Contractor products and completed operations of the Contractor, 
premises owned, occupied or used by the Contractor. The coverage shall contain no special limitations on the 
scope of protection afforded to the State, its officers, officials, employees or volunteers. It is understood that the 
business auto policy under “Who is an Insured” automatically provides liability coverage in favor of the State of 
Louisiana.

Any failure to comply with reporting provisions of the policy shall not affect coverage provided to the State, 
its officers, officials, employees, Boards and Commissions or volunteers. The Contractor’s insurance shall apply 
separately to each insured against whom claim is made or suit is brought, except with respect to the limits of the 
insurer’s liability.

B. Workers’ Compensation and Employers Liability Coverage — The insurer shall agree to waive all rights 
of subrogation against the State, its officers, officials, employees and volunteers for losses arising from work per-
formed by the Contractor for the State.
 
C. All Coverages — Each insurance policy required by this clause shall be endorsed to state that coverage 
shall not be suspended, voided, canceled by either party, or reduced in coverage or in limits except after thirty 
(30) calendar days’ prior written notice by certified mail, return receipt requested, has been given to the State.

D. Verification of Coverage. The Contractor and each Subcontractor shall furnish the State with standard 
ACORD form certificates of insurance affecting coverage required by this clause and listing the State as an ad-
ditional insured or loss payee where applicable. The certificates for each insurance policy are to be signed by a 
person authorized by that insurer to bind coverage on its behalf. The certificates are to be received and approved 
by the State before work commences. The State may upon written request, examine but not copy complete ver-
sions of all required insurance policies.

E. Deductibles and Self-Insured Retentions.
Any deductibles or self-insured retentions must be declared to and approved by the State. At the option of the 
State, either 1) the insurer shall reduce or eliminate such deductibles or self-insured retentions for the State of 
Louisiana, its officers, officials, employees and volunteers, or 2) the Contractor shall procure a bond guarantee-
ing payment of losses and related investigations, claim administration and defense expenses. For purposes of this 
Contract, the Contractor may carry deductibles in the amount for $250,000 or less.

26 SECTION 3 COMPLIANCE IN EMPLOYMENT AND TRAINING
The work to be performed under this contract is subject to the requirements of Section 3 of the Housing and 
Urban Development Act of 1968, as amended, 12 U.S.C. 1701u (Section 3). The purpose of Section 3 is to en-
sure that employment and other economic opportunities generated by HUD assistance or HUD-assisted proj-
ects covered by Section 3, shall, to the greatest extent feasible, be directed to low- and very low-income persons, 
particularly persons who are recipients of HUD assistance for housing.

The parties to this contract agree to comply with HUD’s regulations in 24 CFR part 135, which implement 
Section 3. As evidenced by their execution of this contract, the parties to this contract certify that they are under 
no contractual or other impediment that would prevent them from complying with the part 135 regulations.
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The Contractor agrees to send to each labor organization or representative of workers with which the Contrac-
tor has a collective bargaining agreement or other understanding, if any, a notice advising the labor organization 
or workers’ representative of the Contractor’s commitments under this Section 3 clause, and will post copies of 
the notice in conspicuous places at the work site where both employees and applicants for training and employ-
ment positions can see the notice. The notice shall describe the Section 3 preference, shall set forth minimum 
number and job titles subject to hire, availability of apprenticeship and training positions, the qualifications for 
each; and the name and location of the person(s) taking applications for each of the positions; and the antici-
pated date the work shall begin.

The Contractor agrees to include this Section 3 clause in every subcontract subject to compliance with regula-
tions in 24 CFR part 135, and agrees to take appropriate action, as provided in an applicable provision of the 
subcontract or in this Section 3 clause, upon a finding that the
 
Subcontractor is in violation of the regulations in 24 CFR part 135. The Contractor will not subcontract with 
any Subcontractor where the Contractor has notice or knowledge that the Subcontractor has been found in 
violation of the regulations in 24 CFR part 135.

The Contractor will certify that any vacant employment positions, including training positions, that are filled 
(1) after the Contractor is selected but before the contract is executed, and (2) with persons other than those to 
whom the regulations of 24 CFR part 135 require employment opportunities to be directed, were not filled to 
circumvent the Contractor’s obligations under 24 CFR part 135.

Noncompliance with HUD’s regulations in 24 CFR part 135 may result in sanctions, termination of this con-
tract for default, and debarment or suspension from future HUD assisted contracts.
With respect to work performed in connection with Section 3 covered Indian housing assistance, Section 7(b) 
of the Indian Self-Determination and Education Assistance Act (25 U.S.C. 450e) also applies to the work to be 
performed under this contract. Section 7(b) requires that to the greatest extent feasible (i) preference and op-
portunities for training and employment shall be given to Indians, and (ii) preference in the award of contracts 
and subcontracts shall be given to Indian organizations and Indian-owned Economic Enterprises. Parties to this 
contract that are subject to the provisions of Section 3 and Section 7(b) agree to comply with Section 3 to the 
maximum extent feasible, but not in derogation of compliance with Section 7(b).

27 APPLICABLE LAW
This contract shall be governed by and interpreted in accordance with the laws of the State of Louisiana. Venue 
of any action brought with regard to this contract shall be in the Nineteenth Judicial District Court, parish of 
East Baton Rouge, State of Louisiana.

28 DRUG-FREE WORKPLACE REQUIREMENT
Contractor and Subcontractors will certify that they have provided a drug-free workplace in compliance with 
The Drug-Free Workplace Act of 1988 (42 U.S.C. 701) and with HUD’s rules at 24 CFR part 24, subpart F.
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29 OWNERSHIP OF DOCUMENTS
All records, reports, documents, or other material or data, including electronic data, related to this Contract 
and/or obtained or prepared by Contractor, and all repositories and databases compiled or used, regardless of the 
source of information included therein, kin connection with performance of the Services Contracted for herein 
shall become the property of the NEW JERSEY ______________, and shall, upon request, be returned by 
Contractor to the NEW JERSEY ______________ at termination or expiration of this Contract. Cost incurred 
by Contractor to compile and transfer information for return to the NEW JERSEY ______________ shall be 
billed on a time and materials basis, is subject to the maximum amount of this Contract. Software and other 
materials owned by Contractor prior to the date of this Contract and not related to this Contract shall be and 
remain the property of Contractor. The NEW JERSEY ______________ will provide specific project informa-
tion to Contractor necessary to complete Services described herein.
 
All records, reports, documents and other material delivered or transmitted to Contractor by the NEW JER-
SEY ______________ shall remain the property of the NEW JERSEY ______________ and shall be returned 
by Contractor to the OCD, upon request, at termination, expiration or suspension of this Contract.

30 DELAY OR OMISSION
No delay or omission in the exercise or enforcement of any right or remedy accruing to a Party under this 
Agreement shall impair such right or remedy or be construed as a waiver of any breach theretofore or thereafter 
occurring. The waiver of any condition or the breach of any term, covenant, or condition herein or therein con-
tained shall not be deemed to be a waiver of any other condition or of any subsequent breach of the same or any 
other term, covenant or condition herein or therein contained.

31 ELIGIBILITY STATUS
Contractor, and each tier of Subcontractors, shall certify that it is not on the List of Parties Excluded from 
Federal Procurement or Non-procurement Programs promulgated in accordance with E.O.s 12549 and 12689, 
“Debarment and Suspension,” as set forth at 24 CFR part 24 and 44 CFR part 17.

32  LEGAL AUTHORITY
Contractor assures and guarantees that it possesses the legal authority, pursuant to any proper, appropriate and 
official motion, resolution or action passed or taken, giving the Contractor legal authority to enter into this 
Agreement, receive funds, authorized by this Agreement and to perform the services the Contractor is obligated 
to perform under this Agreement.

33 ENERGY EFFICIENCY
Contractor shall recognize mandatory standards and policies relating to energy efficiency, which are contained 
in the State Energy Conservation Plan issued in compliance with the Energy Policy and Conservation Act to 
the extent applicable to Contractor and its Subcontractors. The New Jersey _____________ will provide such 
standards and policies to Contractor as a pre-condition of this stipulation.

34 COVENANT AGAINST CONTINGENT FEES
Contractor shall warrant that no person or other organization has been employed or retained to solicit or secure 
this Agreement upon contract or understanding for a commission, percentage, brokerage, or contingent fee. For 
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breach or violation of this warrant, the State shall have the right to annul this Contract without liability or, in its 
discretion, to deduct from the Contract or otherwise recover the full amount of such commission, percentage, 
brokerage or contingent fee, or to seek such other remedies as legally may be available.

35 CODE OF ETHICS
The Contractor acknowledges that Chapter 15 of Title 42 of the Louisiana Revised Statutes (R.S. 42:1101 et. 
seq., Code of Governmental Ethics) applies to the Contracting Party in the Performance of services called for in 
this contract. The Contractor agrees to immediately notify
 the state if potential violations of the Code of Governmental Ethics arise at any time during the term of this 
contract.

36 SEVERABILITY
If any term or condition of this Contract or the application thereof is held invalid, such invalidity shall not affect 
other terms, conditions, or applications which can be given effect without the invalid term, condition, or appli-
cation; to this end the terms and conditions of this Contract are declared severable.

37 ENTIRE AGREEMENT CLAUSE
This contract, together with the RFP and addenda issued thereto by the State, the proposal submitted by the 
Contractor in response to the State’s RFP, and any exhibits specifically incorporated herein by reference, consti-
tute the entire agreement between the parties with respect to the subject matter.

38 ORDER OF PRECEDENCE
This contract shall, to the extent possible, be construed to give effect to all of its provisions; however, where 
provisions are in conflict, first priority shall be given to the provisions of the contract, excluding the Request for 
Proposals, its amendments and the Proposal; second priority shall be given to the provisions of the Request for 
Proposals and its amendments; and third priority shall be given to the provisions of the Proposal.

42 SAFETY
Contractor shall exercise proper precaution at all times for the protection of persons and property and shall be 
responsible for all damages or property, either on or off the worksite, which occur as a result of its performance 
of the work. The safety provisions of applicable laws and building and construction codes, in addition to specific 
safety and health regulations described by 29 CFR 1926, shall be observed and Contractor shall take or cause to 
be taken such additional safety and health measures as Contractor may determine to be reasonably necessary.

43 COPYRIGHT
No materials, to include but not limited to reports, maps, or documents produced as a result of this Con-
tract, in whole or in part, shall be available to Contractor for copyright purposes. Any such material produced 
as a result of this Contract that might be subject to copyright shall be the property of the NEW JERSEY 
______________ and all such rights shall belong to the NEW JERSEY ______________.
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44 PROVISION REQUIRED BY LAW DEEMED INSERTED
Each and every provision of law and clause required by law to be inserted in this Contract shall be deemed to be 
inserted herein and the Contract shall be read and enforced as though it were included herein, and if through 
mistake or otherwise any such provision is not inserted, or is not correctly inserted, then upon the request of 
either Party the Contract shall forthwith be amended to make such insertion or correction.

45 NO AUTHORSHIP PRESUMPTIONS
Each of the Parties has had an opportunity to negotiate the language of this Contract in consultation with legal 
counsel prior to its execution. No presumption shall arise or adverse inference be drawn by virtue of authorship, 
and each Party hereby waives the benefit of any rule of law that might otherwise be applicable in connection 
with the interpretation of this Contract, including but not limited to any rule of law to the effect that any provi-
sion of this Contract shall be interpreted or construed against the Party that (or whose counsel) drafted that 
provision. The rule of no authorship presumption set forth in this paragraph is equally applicable to any Person 
that becomes a Party by reason of assignment and/or assumption of this Contract and any successor to a signa-
tory Party.
 
46 ADVERTISING
The Contractor shall not refer to the Contract or the Contractor’s relationship with the State hereunder in 
commercial advertising or press releases without prior approval from the Division of Administration.
t hider no circumstances shall advertising or other communications with the media be presented in such a man-
ner as to state or imply that the Contractor or the Contractor’s services are endorsed by the State.

47 ATTORNEY GENERAL’S RIGHT TO REVIEW
The State and Contractor acknowledge and agree that the New Jersey Department of Justice has the right to 
review all records. reports, worksheets or any other material of either party related to the __________________ 
services provided under this Contract. The State arid Contractor further agree that they or either of them will 
furnish to the New Jersey Department of Justice, upon request. copies of any and all records, reports_ work-
sheets, bills, statements or any other material of Contractor, sub contractors or State related to this contract.
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Appendix D to Hammerman & Gainer, Inc., (“Contractor”)

Basic Ordering Agreement No. 12-001

Conflict of Interest/Business Ethics Agreement

___________________ (“Subcontractor”)

PRIME and the Subcontractor hereby agree as follows:

1. Conflict of Interest.

 1.1 The Subcontractor hereby agrees that it will not undertake any work on behalf of any of its 
management, employees, subcontractors, independent PRIMEs or agents in connection with claims or potential 
claims against the PRIME and/or its management and employees (“Contractor Parties”) and which are related 
to or arise out of the performance of the Program Services (“Program-related Claims”).

 1.2 The Subcontractor agrees that in the event a Conflict of Interest exists, none of its management, 
employees, subcontractors, independent PRIMEs or agents shall, in furtherance or support of any Program-re-
lated Claim, be permitted to utilize any contacts or position with the Subcontractor or any information or other 
resources available to the Subcontractor as a result of the performance of the Services.

 1.3 Subcontractor agrees to undertake a continuing obligation to disclose to the PRIME any actual, 
apparent, or potential Conflict of Interest relating to the Subcontractor’s performance of the Services and will 
diligently seek to identify any potential organizational Conflicts of Interest that Subcontractor may encounter 
during the performance of the Services. The Subcontractor agrees to notify the PRIME immediately in writing 
upon receiving knowledge that a Conflict of Interest exists or may exist. Such notification will include a descrip-
tion of the Conflict of Interest and the Subcontractor’s proposal to resolve it.

 1.4 The PRIME agrees that, in the event there is a Conflict of Interest with respect to the PRIME 
and any of the Subcontractor’s management, employees, subcontractors, independent PRIMEs or agents, such 
management, employee, subcontractor, independent PRIME or agent shall be permitted to assist the Subcon-
tractor in the performance of Services hereunder to the extent that such assistance shall not conflict with the 
Subcontractor’s obligations and ability to perform the Services.

 1.5 Contractor and Subcontractor recognize and acknowledge that some of their management, 
employees, subcontractors, independent PRIMEs and agents will, in their individual, personal capacities, have 
Program-related Claims which may arise and which are potentially adverse to the interests of PRIME. Sub-
ject to the limitations and restrictions set forth in this Agreement, including the prohibitions against the use of 
Subcontractor personnel and resources in support of such claims, the PRIME and Subcontractor recognize and 
acknowledge the right of such individuals to pursue such claims.

2. Existence of Conflict.

 2.1 In the event a Conflict of Interest exists and becomes known to the Subcontractor, the Subcon-
tractor shall promptly notify the PRIME of such Conflict of Interest and the Parties shall attempt to resolve the 
Conflict of Interest on such terms and in such a manner as can reasonably be agreed between the Parties. If the 
Parties are unable to reach an agreement resolving such Conflict of Interest to the reasonable satisfaction of the 
PRIME, the PRIME reserves the right to terminate the Agreement.
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 2.2 In the event the Subcontractor fails to timely disclose a Conflict of Interest in accordance with 
Section 1.3, the PRIME may:

Declare the Subcontractor to be in default of its obligations under the Agreement and seek appropriate rem-
edies; terminate the Agreement; and/or seek damages.

No failure by the PRIME to exercise, and no delay in exercising, any right hereunder shall operate as a waiver 
thereof; nor shall any single or partial exercise of any right hereunder preclude any order or further exercise 
thereof or the exercise of any other right. The remedies herein provided are cumulative and not exclusive of any 
remedies provided by this Agreement or applicable law.

3. Compliance with Laws, Governmental Approvals and Policies.

 3.1 In connection with the performance of the Services, the Subcontractor agrees to comply in all 
respects with any and all statutes, laws, regulations, ordinances, rules, judgments, orders, decrees, mandates, di-
rectives, codes, standards or guidelines (to the extent such are mandatory), policies (to the extent such are man-
datory) or requirements, or any similar form of decision of or determination by, or any interpretation or admin-
istration of, any of the foregoing (collectively, “Laws”) by any central, national, federal, state, provincial, regional, 
municipal, or local government, any political subdivision or any governmental, quasi-governmental, judicial, 
public or statutory instrumentality, administrative agency, authority, body or other entity having jurisdiction over 
the Subcontractor or the Services, whether now or hereafter in effect.

Subcontractor and its management, employees, subcontractors, independent PRIMEs and agents will at all 
times strictly obey, abide and comply with any and all Laws applicable to this Agreement. The Subcontractor 
will, and will use its best efforts to cause its management, employees, subcontractors, independent PRIMEs and 
agents to, at all times strictly obey, abide and comply with any and all clearance, authorization, consent, approval, 
license, lease, ruling, permit, certification, exemption or registration, including without limitation those neces-
sary, appropriate or applicable to Services performed hereunder (collectively, “Governmental Approvals). The 
Subcontractor agrees to immediately notify the PRIME if potential violations of any Laws or Governmental 
Approvals arise at any time during the term of this Agreement.

 3.2 Without limiting the foregoing obligation, and to the extent applicable to this Agreement, the 
Subcontractor will, and will use its best efforts to cause its management, employees, subcontractors, independent 
PRIMEs and agents to, comply with the Louisiana Code of Governmental Ethics (La. R.S. 42:1101, et seq.).

4. Indemnification. The Subcontractor shall, and does hereby indemnify, defend and hold harmless each 
of the PRIME Parties from and against any and all liabilities, claims, demands, debts, damages, fines, penalties, 
losses, causes of action, suits, expenses and costs of any nature whatsoever (including but not limited to court, 
arbitration and attorney’s costs and fees) suffered by the PRIME and directly or indirectly arising out of or 
incurred as a result of the failure of the Subcontractor and/or its management, employees, subcontractors, inde-
pendent PRIMEs or agents to comply with the provisions of this Agreement.

5. Survival. The provisions of Section 3 and Section 4 of this Agreement shall survive the termination or 
expiration of this Agreement.

6. Governing Law. This Agreement shall be construed and interpreted in accordance with the laws of the 
State of Louisiana without regard to principles of conflicts of laws.
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7. Entire Agreement. This Agreement sets forth the entire agreement of the Parties with respect to the 
matters which are the subject hereof, and supersedes all agreements, understandings and communications be-
tween the Parties related to the subject matter hereof. This Agreement may be modified only by written amend-
ment, duly executed by both Parties hereto.

8. Enforceability. Should any one or more of the provisions of this Agreement be determined to be 
il__________________ or unenforceable as to one or both of the Parties hereto, all other provisions neverthe-
less shall remain effective and binding on the Parties hereto.

9. Successors and Assigns. This Agreement shall be binding upon, and inure to the benefit of the PRIME 
and the Subcontractor and their respective successors and assigns.

10. Counterparts. This Agreement may be executed in any number of identical counterparts. If so executed, 
each of such counterparts shall be deemed an original for all purposes, and all such counterparts shall, collec-
tively, constitute one agreement.
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Appendix E to Hammerman & Gainer, Inc., (“Contractor”)
Basic Ordering Agreement No. 12-001

Personnel and Rates

__________________________. (“SUBCONTRACTOR”)
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TEAMING AGREEMENT

Between

[[Formal Company Name]]

and

Hammerman & Gainer, Inc.

This TEAMING AGREEMENT, effective upon signature by both parties, is entered into by and between [[For-
mal Company Name]], hereinafter referred to as [[Company]], a [“corporation type”] having a place of business 
at [“company address”], and Hammerman & Gainer, Inc., hereinafter referred to as HGI, a Louisiana corpora-
tion, located and doing business at 1010 Common Street, Suite 2600, New Orleans, Louisiana, 70112.

WITNESSETH:

WHEREAS, [[Company]] and HGI will be providing products and services, as described in Exhibit A, to [“insert 
customer here”] (hereinafter referred to collectively and/or separately as Customer), the purpose of which is to 
fulfill the scope of the project, as described in Exhibit B (hereinafter referred to as Project).

WHEREAS, the expertise and capabilities possessed by [[Company]] and HGI are complementary;

WHEREAS, [[Company]] and HGI desire to work together to obtain a contract from Customer; and

WHEREAS, [[Company]] and HGI desire that any resultant contract from Customer be shared based on the 
expertise and capabilities that [[Company]] and HGI each possess.

NOW THEREFORE, to effectuate the foregoing recitals, which are expressly incorporated into the body of this 
Teaming Agreement, and in consideration of the premises, covenants and conditions contained herein, [[Com-
pany]] and HGI do hereby agree as follows:

 1. PURPOSE OF TEAMING AGREEMENT

The purpose of this Teaming Agreement is to set forth the terms and conditions of the shared arrangement be-
tween [[Company]] and HGI to obtain a contract from Customer.

2. SCOPE OF THE TEAMING AGREEMENT

 a. This Teaming Agreement shall apply to the Project for Customer.
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 b.  This Teaming Agreement shall not confer any right or impose any obligation or restriction on 
[[Company]] or HGI with respect to any other effort at any time undertaken which does not per-
tain to the Project.

 c.  This Teaming Agreement shall not preclude [[Company]] or HGI from independently soliciting 
or accepting any contract or subcontract not related to the Project. 

 d.  This Teaming Agreement shall not limit the rights of [[Company]] or HGI to independently pro-
mote, market, sell, lease, license, or otherwise dispose of its services or products apart from the 
Project.

 e.  This Teaming Agreement may not be assigned or otherwise transferred by either party, in whole 
or in part, without the prior written consent of the other party.

3. RELATIONSHIP OR THE PARTIES

 a.  During the term of this Teaming Agreement, [[Company]] and HGI agree to work together in 
good faith to obtain a contract for the Project as defined herein. 

 b.  This Teaming Agreement does not constitute, create, or give effect to a partnership, joint venture, 
or any other type of formal business entity. [[Company]] and HGI are independent contractors. 
Neither is the agent of the other and neither may bind the other.

 d.  Neither party shall issue a news release, public announcement, advertisement, statement in an 
annual report, or any other form of publicity concerning efforts in connection with this Teaming 
Agreement without obtaining prior approval from the other party, except as may be required in 
reports filed pursuant to Federal securities regulations. In the event such approval is granted, any 
resulting publicity shall give due consideration to the role and contributions of the other party. 
Neither party shall be precluded from revealing the contents of this Teaming Agreement to any 
U.S. or other governmental entity.

 e.   During the term of this Teaming Agreement each party will bear the respective costs, risks, and 
liabilities incurred by it as a result of its activities and obligations, except as specified in future 
agreements. Neither party shall have any right to any reimbursement, payment, nor compensation 
of any kind from the other party during the term of this Teaming Agreement for efforts related to 
the Project, except as specified in future agreements.

 f.  During the term of this Teaming Agreement and any resultant contract between the parties to the 
Agreement and for a period of one year after the expiration or other termination of such Agree-
ment, the parties agree that neither shall solicit any technical or professional employee of the 
other party assigned to work on the Project, without written prior approval of the party whose 
employee is being considered for employment.

 g.  Inventions shall remain the property of the originating party. In the event of joint inventions, the 
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parties shall establish their respective rights by means of a separate written agreement. In this 
regard, it is recognized and agreed that the parties may be required to and shall grant licenses or 
other rights to Customer to inventions, data, and information under such standard provisions 
which may be contained in the prime contract contemplated by this Teaming Agreement, pro-
vided, however such license or other rights shall not exceed those required by said contract.

 h.  This Teaming Agreement shall be governed by and interpreted under the laws of the State of Loui-
siana, Parish of Orleans.

4. PERFORMANCE

 a.  Each party will act in good faith and exert its best efforts to obtain a contract for the Project with 
Customer.

 b.  [[Company]] and HGI will recognize and identify the other in any proposal or other response to 
Customer. 

 c.  [[Company]] and HGI will act in good faith and exert its best efforts to obtain approval to include 
the other in the Project.

 d.  [[Company]] and HGI will advise the other of changes in the Project, which affect the other.

 e.  In the event [[Company]] or HGI is awarded a contract for the Project, [[Company]] and HGI 
agree to negotiate in good faith and proceed in a timely manner to execute a mutually acceptable 
agreement for the work to be performed by each. Without restricting the terms and conditions 
of the agreement, the contemplated agreement will contain provisions passing down those terms 
and conditions of the contract order to comply with such prime contract. The agreement will be 
negotiated at a fair and reasonable price(s). Further, price consideration for the work going to be 
performed will be based on the parties’ ability to perform the services requested and negotiations 
with the Customer. It is understood between [[Company]] and HGI that any such agreement may 
be subject to the approval of the Customer regardless of the provisions hereof.

5. TERMS OF TEAMING AGREEMENT

  This Teaming Agreement shall be effective upon signature by both parties. It shall terminate effective 
upon the earliest occurrence of any of the following:

 a. Written agreement of both parties to terminate this Teaming Agreement.

 b.  The expirations of two (2) years from the effective date of this Teaming Agreement, except that 
this Teaming Agreement may be extended by written agreement of both parties.

 c.  The failure of either [[Company]] or HGI to provide timely and acceptable input for the Project; 
provided however, that written notice is given to the officer of each party identified in paragraph 
6.
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 d.  Written notice from Customer that the Project has been canceled or that the Project has been 
changed to eliminate all or substantially all of the work contemplated for either [[Company]] or 
HGI.

 e.  Inability of [[Company]] or HGI to successfully negotiate rates acceptable for the work contem-
plated for the other.

 f. Award of contracts for the Project to a party other than [[Company]] or HGI.

 g.  The written refusal of the Customer to approve [[Company]] or HGI as a Contractor or Subcon-
tractor. 

 h. The execution of an agreement between the parties for the Project.

 i.  The commencement, voluntary or involuntary, of proceedings in reorganization or bankruptcy 
for one of the parties, including filing under chapter 7 or 11 of the U.S. Bankruptcy Code.

 j. The debarment or suspension of one of the parties by the U.S. Government.

 k.  The failure of the parties to reach agreement on an agreement after a reasonable period of good 
faith negotiations; provided, however, that such good faith negotiations include the participation 
of a senior management officer for each party.

6. NOTICES

  Any notice or written submission required or permitted shall be directed to the specific person desig-
nated below to represent the Contractor and the Subcontractor. Communications which are not properly 
directed to the persons designated shall not be binding. The individuals designated below shall be the 
only individuals eligible to receive any and all written notices under this Teaming Agreement.

Company Name [[Company]] HGI
Contact Person “Name”
Title   “Title”
Address 1  1010 Common St.
Address 2  Suite 2600
City, State, Zip  New Orleans, LA 70112

7. PROPRIETARY DATA

 a.  The parties anticipate that under this Teaming Agreement it may be necessary for either party 
to transfer to the other information of a proprietary nature. All information transferred shall be 
considered proprietary to the company of origin, unless specifically noted otherwise. 
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 b.  Each of the parties agrees that it will use the same reasonable efforts to protect such information 
as are used to protect its own proprietary information. Disclosures of such information shall be 
restricted to those individuals who are directly participating in the Program and efforts identified 
herein.

 c.  Neither party shall make any reproduction, disclosure, or use of such proprietary information 
except as follows: 

  1.  Such data furnished by [[Company]] or HGI may be used by the other in performing its 
obligations under this Teaming Agreement.

  2.  Such data may be used in accordance with any written authorization received from the 
disclosing party. 

 d.  The limitations on reproduction, disclosure, or use of proprietary information shall not apply to, 
and neither party shall be liable for reproduction, disclosure, or use of proprietary information 
with respect to which any of the following conditions exist:

  1.  If the information has been developed independently by the party receiving it, or has been 
lawfully received from other sources, including the U.S. Government, provided such other 
source did not receive it due to a breach of this Teaming Agreement or any other agree-
ment.

  2.  If the information is published by the party furnishing it or is disclosed by the party 
furnishing it to others, including the U.S. Government, without restriction, or it has been 
lawfully obtained by the party receiving it from other sources, including the U.S. Govern-
ment, or such information otherwise comes within the public knowledge or becomes 
generally known to the public.

  3.  If any part of the propriety information has been or hereafter shall be disclosed in a 
United States patent issued to the party furnishing the proprietary information hereun-
der, after the issuance of said patent, the limitations on such proprietary information as is 
disclosed in the patent shall be only that afforded by the United States Patent Laws.

 e.  Neither the execution and delivery of this Teaming Agreement, or the furnishing of any propri-
etary information by either party shall be construed as granting to the other party either express-
ly, by implication, estoppels, or otherwise, any license under any invention or patent, hereafter 
owned or controlled by the party furnishing same. 

 f.  Notwithstanding the expiration of the other portions of this Teaming Agreement, the obligations 
and provisions of this paragraph shall continue for a period of two (2) years from the expiration 
or other termination of this Teaming Agreement.
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8. CHANGES

  Any modification or amendment to this Teaming Agreement shall be agreed to in writing by both par-
ties.

9. ENTIRE AGREEMENT

  This Teaming Agreement, including attachments, constitutes the entire, complete and final understand-
ing and agreement between the parties and supersedes any prior oral or written agreements with respect 
to the Program. Each party covenants that there is no agreement between itself and any other person, 
firm, or corporation, which would cause this Teaming Agreement not to have full force and effect, or 
which would constitute a conflict of interest.

IN WITNESS WHEREOF, the parties hereto have, through duly authorized representatives, executed this Team-
ing Agreement effective upon signature by both parties.

[[Company]]      Hammerman & Gainer, Inc.

By: _________________________   By: “Name”

Signature: ____________________   Signature: ________________________

Title: ________________________   Title: “Title” 

Date: ________________________   Date: ____________________________
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Disclosure

HGI hereby discloses that on January 23, 2013 a Memorandum of Understanding was executed with CDM 
Smith to jointly pursue the program management of the integrated suite of Coastal Restoration Projects 
included in the 2012 Louisiana Coastal Master Plan funded by the RESTORE Act. 

NOVACES has a Master Service Agreement with Louis Berger Group, who is providing disaster recovery 
consulting services to the State of New Jersey as well as to Ocean County.
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Knowledge Transfer

The HGI Team will be prepared to begin work and for 
key staff as identified in the RFQ to be present in Tren-
ton within one week of contract execution.  However, 
in order to meet the requirements to begin outreach 10 
days after contract award and to begin taking applica-
tions 30 days after contract award, the following (as a 
minimum) must be accomplished during the first two 
weeks following contract award concurrent with any 
needed contract negotiations. 

WEEK ONE – from 
contract award

WEEK TWO – from 
contract award

All draft policies finalized Final policies translated 
into operating procedures

Initial outreach strategy 
approved 

Initial outreach materials 
created, approved and 
released

Begin modifications of 
eGrants application to 
create the HP-CMIS 

Complete HP-CMIS 
modifications

Define requirements for 
website and network

Website must be 
operational

Obtain FEMA and other 
data bases and define 
requirements for data 
warehouse

Establish data warehouse

Recruitment of local staff 
must begin

Initial hiring offers made

Potential Center locations 
must be identified

Decision on Center 
Locations made and 
requirements for furnishing 
and equipment identified

This means that rapid knowledge transfer is essen-
tial and that both the HGI Team and DCA will need 
multiple teams working in parallel.  We recommend 
initial planning sessions attended by all key DCA and 
HGI Team representatives.  These sessions should ac-
complish the following:

•  Identify DCI and HGI Team key staff and their 
roles

•  Confirmation of DCA goals and expectations
•  Define communication and approval channels
•  Briefing on the status of program design and policies
•  Update on expected volume of program participants
•  Update on the status of other contractors that also 

play a role in providing RREM and Small Rental 
assistance

After this general knowledge transfer/planning 
sessions, both HGI and the state will need to field 
several teams to accomplish more in-depth knowledge 
transfer and coordination.  As a minimum the follow-
ing teams will be needed:

•  Policy, Procedure, Training, Outreach [all are related 
to communicating internally and externally about 
program requirements

•  Information Technology 
•  Facilities

We recommend that initially an off the shelf col-
laboration tool such as drop box or boxnet be estab-
lished to facilitate sharing of documents.
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HazaRd MItIgatIOn gRant PROgRaM  
advISORy SeRvICeS
Our approach and methodology for grant manage-
ment integrates program management, outreach, data 
management and reporting, field operations, appeals, 
and quality control functions into a cohesive process.  
Figure __ on the following page provides a flowchart 
of the grant management and monitoring process.  
Our clearly defined process for grant management and 
monitoring results in efficient and expeditious support 
to applicants.  

InItIal elIgIbIlIty RevIeW
Initial Eligibility Review involves the following ac-
tivities, which can either be conducted by call center 
operations or Case Managers.

•  Collect and verify documentation needed for the ap-
plication

•  Review with applicants the list of completed/needed 
documents (Initial documents required to determine 
if applicants are eligible for an HMGP award)

Once all eligibility checks have been conducted 
and initial award calculation documents have been 
obtained, the Case Manager will conduct a review 
to  determine if the applicant is eligible to receive an 
award.  Additionally, applicants will be provided access 
to a website so they can check status on their applica-
tion/grant.  With an assigned login and  password for 
each user, the applicant can check the status of various 
information including approvals, milestones, approved 
payments for construction, or appeals.

envIROnMental / HIStORICal PROgRaM 
(eHP) and beneFIt COSt analySIS (bCa)
The HGI Team has experience in FEMA requirement 
for Environmental/Historical Program (EHP) Clear-
ance and Benefit Cost Analysis (BCA) approval.  We 
can assist with clearance for residents and conduct 
BCA’s where necessary to the FEMA standard.

Requirements for grant funding need to be com-
pliant with:

Attachment 3

Hazard Mitigation Procedural 
Recommendations

•  National Environmental Policy Act (NEPA)
•  Related environmental and historic preservation 

legislation
•  Any relative Executive Orders
•  Cost Effectiveness

PayMent PROCeSSIng
Once an applicant/applicant has been deemed eligible 
to receive an award, the Case Manager works with the 
applicant to inform them of the process going forward 
and begins processing them for an initial payment.

There are two categories of payments for appli-
cants.  Applicants who have begun their mitigation 
activity and funded the construction via their own 
finances can be reimbursed for the eligible work which 
has been completed.  Those applicants who need funds 
to begin their project can receive alternative funding 
which will advance a portion of the grant to get their 
projects started.  The Case Manager is responsible for 
determining what type of initial payment will be pro-
cessed for the applicant and obtains the proper docu-
ments for processing.  Upon completion and process-
ing of necessary documentation, the payment will then 
be processed.

Subsequent payments are processed in the same 
manner as the initial payment.  Typically applicants 
should receive two payments, an initial and a final.  
However, depending on the project and the needs of 
the applicant, interim and supplemental payments may 
be processed in order to complete construction and 
closeout of the project.

Lessons learned from our previous experience and 
projects is that change  and flexibility is necessary and 
most times, inevitable, as each project is different and 
the needs of each applicant may be different.  HGI’s 
approach is  a collaborate partnership with DCA to 
adjust policies as needed to speed the process of pro-
gram delivery and increase payment disbursements.
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COnStRuCtIOn MOnItORIng
The HGI Team is comprised of Construction Manag-
ers and Liaisons who have been working in programs 
such as this and are experienced with program con-
struction requirements.  Having experienced construc-
tion program staff available to explain the construction 
process to applicants makes applicants more comfort-
able when working with contractors.  We can be avail-
able to conduct pre-construction site visits, monitor 
progress and may conduct interim site visits to validate 
work completion at specified milestones.

PROgRaM eStablISHed COMPletIOn 
tIMeFRaMeS
Upon promulgation of established timeframes of 
completion for each type of mitigation activity, HGI’s 
Construction staff and Case Managers will work side 
by side with the applicants and contractors to com-
plete projects within the established timeframes; how-
ever, we recognize that some projects do take longer 
and require special assistance and HGI and its Team 
can assist the applicant in each step.

Special teams of Construction staff and liaisons 
and Case Managers will be established and dedicated 
to the outliers, or projects that fall outside of the 
established timeframes.  An applicant Contractor As-
sistance Team and Aged Payment team will be estab-
lished to monitor any project which has had an initial 
payment disbursed but has not been completed within 
the allotted timeframe.  They specially trained teams 
understand what is take to work with difficult projects 
and are skilled in assisting applicants and contractors 
in completing those projects.  

Attachment 3 Hazard Mitigation Procedural Recommendation

HMgP aPPlICatIOn ClOSeOut/ 
FInal FIle RevIeW
Closeout information should be submitted with an 
approved closeout checklist certifying that the project 
has been completed in accordance with the terms of 
the Grant Agreement executed with the applicant and 
HMGP rules and regulations.  We understand that 
our role should be and is to verify and document work 
in accordance with HMGP requirements and not 
an active construction management role.  Therefore, 
we propose a streamlined approach to inspections at 
required timeframes be utilized by the program.

COnStRuCtIOn MOnItORIng PROCeSS
We propose to provide experienced construction in-
spectors to verify and document construction activities.   
Qualified construction inspectors will provide inspec-
tions at the defined milestones.  Assignments should 
be based on the service area to minimize travel times 
and ensure efficient work assignments.  The inspector 
contacts the Case Manager and schedules a time that 
is convenient to the applicant.

The inspectors place the completed inspection 
and photographs for each applicant into the system.  
Construction photographs are also uploaded into the 
database.
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COMMunICatIOn ObJeCtIve:
Drive 37,500 residents to apply for the DCA Com-
munity Development Block Grant Disaster Recovery 
Funds Housing Program in 132 days.  

•  Phase 1 – First 72 days, 12,500 applicants will be 
driven to apply through strategic alliances, commu-
nity outreach, online outreach and partnership with 
other federal agencies.

•  Phase 2 – First 102 days, more than 25,000 appli-
cants through increased traditional media buys, com-
munity outreach and increased internet advertising.

•  Phase 3 – First six months, more than 37,500 appli-
cants through the strategies of increased traditional 
media buys, community outreach, increased internet 
advertising, earned media and testimonials.

SItuatIOnal analySIS:
The state of New Jersey Department of Commu-
nity Affairs (DCA) is charged with administering 
the implementation of Community Development 
Block Grant Disaster Recovery Funds in an extremely 
complex post-Superstorm Sandy environment.  To 
ensure that this program rapidly restores the New 
Jersey Shore economy as it is intended to do, a robust 
and meaningful array of strategic communication and 
outreach services - across numerous and varied con-
stituencies - must be a priority.  

The HGI Communications Process, refined over 
many years of award-winning practice, can readily 
be applied to the services under this DCA contract.  
Effective strategy development is an on-going, con-
tinuous effort and we share a well-honed ability to 
understand DCA’s concerns and objectives and subse-
quently drive achievement of this program.  HGI and 
its communications team members are listeners and 
problem solvers.  Through administration of similar 
programs, such as the Road Home Program in Louisi-
ana, the HGI team has gained an excellent command 
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of key issues, what needs to be communicated and 
how it should be communicated.  

The HGI team believes that the success of this 
program hinges on simplifying the message, emphasiz-
ing the uniqueness of the program and the importance 
of partnership.  The communication would adhere to 
the following overarching key themes:

•  Simplicity – The program and how it is commu-
nicated must be as simple as possible so that it is 
attractive to prospective applicants.  All outreach 
specialists and collateral materials must include very 
simple eligibility instructions that are easily under-
stood by all audiences.  

•  Customized Program – This program is not a 
cookie cutter disaster recovery program; the commu-
nication must indicate that it is a customized design 
and unique to New Jersey.  

•  Partnership – The program must be done in part-
nership across all parties; all partners and stakehold-
ers are working together to achieve one purpose.

A knowledgeable and experienced team with local-
ized expertise is critical to cultivating key stakeholder 
relations and building public trust in the New Jersey 
DCA’s ability to successfully deliver this program.  
Following Superstorm Sandy, the HGI team imme-
diately mobilized and became engaged by dozens of 
municipalities and Ocean County as their Public As-
sistance and recovery consultants. This on-the-ground 
experience stretching from the Shore to North Jer-
sey- has uniquely positioned this team to successfully 
implement the public engagement component that is 
vital to this effort.

HGI Outreach Specialists are bilingual and some 
multilingual; our specialists can provide services in 
Spanish.  In addition to being bilingual, our special-
ists are also bicultural; meaning that they live and 
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understand the culture of the languages they speak.  
This would be an integral part of successfully reach-
ing multicultural audiences, delivering key messages to 
minority groups of stakeholders and ultimately getting 
these groups to apply to the program.  Our outreach 
specialists understand how to communicate the criteria 
to varied stakeholder groups, so they will be able to 
minimize the time spent with applicants that do not 
meet the eligibility requirements.  

In addition to gaining community support, state 
agencies, local governments, elected officials, non-gov-
ernmental organizations, academia, etc. must also be 
engaged so that they can become effective partners of 
the federal government. Outreach efforts must tailor 
information and present it in language appropriate to 
each community or group, but more importantly, it 
must involve listening to the concerns and providing 
DCA with suggestions for modifications or alterations 
to the plans to better meet the needs of stakeholders.  

The HGI team brings extensive relationships in 
the community such as a strategic alliance with the 
Rapid Response Institute at Monmouth University, 
which has established itself as a national model for le-
veraging technology in rapid recovery response. Mon-
mouth University’s Institute would play a leading role 
in anchoring the DCA public engagement process, 
as well as providing various solutions modeling and 
technical assistance services.

The HGI team and Monmouth University have 
already been working in and amongst local community 
stakeholders across Monmouth and Ocean Counties 
and with various other organizations including the NJ 
Shore Partnership, Action Alliance and NJ Cham-
ber of Commerce, etc. to ensure that a robust results 
oriented public engagement process can be rolled out. 
This process would be part of the HGI Team’s design 
and action deliverables to DCA if it is retained as the 
administrator.  Some other key reflections from these 
stakeholders that would guide the HGI team’s DCA 
outreach plan development include the following:

•  Need development of a “Total Community Recov-
ery” plan that is developed with community inputs.

•  Need someone to talk to and reassure “me;” someone 
who understands

•  Need dynamic leadership that is accessible 
•  Honesty (give us both the bad and good news con-

cerning the recovery)
•  Cooperation between the political actors- Politics 

out of it
•  Accountability
•  Show me it will be different than Katrina’s forever 

recovery

Timing or sequencing of engagements with the 
groups requires strategic thinking and planning to 
assure that the different parties are informed about 
this program before enrollment begins.  The HGI 
team understands the consequences of inappropriate 
outreach messages, or poorly executed sequencing of 
those efforts and the potential project and cost impli-
cations to DCA.   Therefore, coordination must start 
within the organization and then extend upward and 
outward according to a carefully outlined plan.  To the 
extent possible within the given timeframe, solicit-
ing input, inviting suggestions and asking for support 
must occur early in the planning process to avoid ad-
verse reactions later on when changes are more costly 
and harder to implement.  

HGI and its assembled team provide the range of 
technical and outreach expertise needed to leverage 
existing relationships with stakeholders and educate 
the public about this disaster recovery fund program.  
Together with our team members, we bring a strategic, 
integrated approach and innovative media capabilities 
to enhance and extend the good work currently being 
conducted by the Department in New Jersey.  

CHallengeS:
•  Distinguishing the benefits of this DCA program 

with other governmental and non-governmental 
programs targeted toward assisting residents.

•  Creating a sense of urgency among target audiences 
to encourage enrollment in the program.

•  Helping potential applicants to overcome the fear 
of not meeting the eligibility requirements of the 
program.

Attachment 4 Outreach Plan
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taRget audIenCe:
Governmental (statewide) and non-governmental 
audiences within the following New Jersey damaged 
counties:
•  Atlantic*
•  Monmouth*
•  Ocean*
•  Bergen
•  Cape May
•  Essex
•  Hudson
•  Middlesex
•  Union

gOveRnMental audIenCeS
•  New Jersey local, state and Congressional  

representatives
•  Other Federal Agencies
•  State and local agencies

Within the nine abovementioned counties - with 
emphasis on the three most damaged (Atlantic, Mon-
mouth and Ocean) - the following non-governmental 
audiences would be targeted:

Non-Governmental Audiences
•  General public
•  Louisiana educational institutions
•  Business (contractors)
•  Industry (user groups)
•  Non-profit organizations
•  Environmental groups
•  Influencers / Opinion Leaders (key stakeholders)
•  Media

taRget MaRketS (InteRnet /  
PaId adveRtISIng):
•  New Jersey
•  Atlantic County
•  Monmouth County
•  Ocean County
•  New York
•  Pennsylvania

StRategy develOPMent  
(OutReaCH Plan):
The HGI team will work with DCA to articulate the 
issues and goal around the program; what support, 
partnerships and approvals are needed to achieve the 
goal; what are the goals of the key stakeholders and 
how do they align (or misalign) with DCA goals.  
With this information, an Outreach Plan and key 
messaging can be defined.  Those key messages will 
ensure that there is consistency across all communica-
tions for the program.

Once drafted and approved by the Department, 
the Outreach Plan should be validated by key stake-
holders.  This is a listening effort. The HGI team will 
utilize in-depth research from Monmouth University’s 
Rapid Response Institute of our target population 
groups to ensure that we truly understand the target 
audience - who they are and how they think, act, and 
feel.  The HGI team includes residents of New Jersey 
who understand the cultural sensitivities, community 
trends and attitudes that must be considered through-
out the public engagement process in order for it to be 
a success.  

After the Outreach Plan is realized, the HGI team 
will begin to implement the communications strate-
gies.  Ongoing monitoring of these efforts will enable 
proactive identification of issues and concerns so they 
can be addressed before they become obstacles or pres-
ent challenges.  

The Department will benefit from fresh ideas and 
the new relationships the HGI team brings.

SOlutIOn OveRvIeW:
Database Research
•  Work with complementary agencies and groups, such 

as the Rapid Response Institute, to identify / utilize 
existing databases to promote this program. 

Community Outreach
•  Community outreach efforts will be targeted primar-

ily to Atlantic, Ocean and Monmouth counties in 
order to drive 80 percent or 30,000 of 37,500 total 
applications for the program. 

Attachment 4 Outreach Plan
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All educational literature used for community out-
reach will be done in English and Spanish and all will 
state the HUD Fair Housing program guidelines.

Stakeholder Engagements
•  Engage local elected officials and opinion leaders to 

educate them about this program so that they under-
stand the benefits and relay that information to their 
constituents and followers.  

Public Engagements
•  Meetings / Town Halls
•  Educate the public about the DCA Community 

Development Block Grant Disaster Recovery Fund 
program. The outreach team would aim to host 
three public meetings, one in each of the three most 
damaged counties.  NOTE:  Public meetings should 
only be held if the DCA Construction Contractor is 
also available to staff during meetings and respond to 
questions. 

Neighborhood Association / Civic Association Visits
•  Send a representative to already scheduled neigh-

borhood association / civic association meetings to 
distribute educational literature about the program.  

•  Encourage association leadership to pass along DCA 
Housing Program information to their constituents.

Canvassing 
•  Distribute educational literature (door hanger or 

flyer) on DCA Housing program.  Go door to door 
in the damaged areas of Atlantic, Monmouth and 
Ocean counties.

•  Distribute DCA Housing Program educational 
literature and flyers at the below gathering places in 
selected target markets.

Target locations within markets include:
•  Churches
•  Social & Family Service Offices 
•  Businesses
•  Restaurants  
•  Community Centers 
•  Health Centers

•  Libraries 
•  Schools
•  Shopping Centers

Targeted Mass Mailing
The HGI team understands the geographic and de-
mographic qualifiers needed to run a successful direct 
mail campaign.  Direct mail pieces would be sent out 
two weeks prior to opening the program and would be 
designed to drive participants to submit an eligibility 
application via internet or telephone.   

Telephone Campaign 
An aggressive telephone campaign to educate resi-
dents about the program will follow the targeted mass 
mailing.  The telephone campaign will primarily be 
targeted to Atlantic, Ocean and Monmouth coun-
ties and would take place in three phases:  1.5 weeks 
prior to opening the program, 4 days prior and 1 day 
prior.  Calls for the most part will be made between 
the hours of 6:00 – 9:00 pm and will follow a pre-
established script. 

Toll-Free Hotline
A Toll-Free Hotline would be established one week 
prior to open enrollment so that citizens can ask ques-
tions about the program. HGI bilingual team mem-
bers would monitor the hotline from 8:00 a.m. to 8:00 
p.m., seven days per week and coordinate responses to 
calls.  The Toll Free Hotline would be included on the 
web site and all printed educational materials.  

CReatIve aPPROaCH & MeSSage 
develOPMent:
•  Reach out with sympathetic, positive headlines and 

traditional media copy that are written and delivered 
in a conversational style.

•  Create the demand for a single, preferred point of 
contact for target audiences i.e. web sit, telephone 
and walk-in locations– 800.

•  In all media treatments, place qualifiers and call to 
action in the sub-head.  Anchor with clear graphic of 
phone number and tag line. 

Attachment 4 Outreach Plan
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•  Utilize the first-come, first-serve timeframe as a 
method to encourage consumer action and applica-
tions.

•  Encourage target audiences to contact toll-free 
hotline and web site for informed decision-making 
support.

Materials:
•  Logo treatments
•  Tagline and positioning statement
•  Toolkit
•  Website & Internet Production
•  Television Production
•  Radio Production
•  Print Production
•  Earned Media/Press Production

Message Development:
•  Focus on messages that encourage action on behalf 

of the consumer, while distinguishing New Jersey 
Recovery as a program that can help our target audi-
ences deal with the personal, professional and emo-
tional factors of how to best return home.

•  Revise messages as displaced residents move through 
the New Jersey program successfully. Gather success 
stories and testimonials that can serve as the basis for 
future radio ads and media stories.

Base messages on the following guidelines:
•  Displaced New Jersey residents are reaching a point 

where they need to make a decision about their 
future...”Do I stay or do I go?”  Currently, a large 
number of displaced citizens are not receiving or do 
not have access to this information.

•  New Jersey Recovery Program offers information 
through personal attention and support (“tele-case” 
management) that a displaced resident can use to 
make THEIR OWN decision on how to best return 
home. New Jersey Recovery programs family liaisons 
can walk a resident through a process of information 
gathering and planning, so that a resident can acquire 
the specific information that they need about the 
state of the neighborhood and future in their munici-
pality so that they can move through the information 
gathering process themselves using the New Jersey 
Recovery Toolkit.

•  Home is a state-of-mind, not necessarily a destina-
tion. We are giving people information that they can 
use to determine whether the “home” they remember 
is the “home” they may find if they return and how to 
best rebuild.

•  New Jersey Recovery can hopefully help displaced 
residents find “piece of mind” about their rebuilding 
decisions.

COllateRal MateRIalS
Develop collateral materials that are consistent with 
the graphic treatments of the New Jersey Recovery 
logo, including:
•  NjRecovery toolkit – Folder with a series of inserts 

based on the readiness questionnaire and caller needs 
assessments;

•  NjRecovery promotional poster.
•  Nj Recovery flyer – Based on the promotional 

poster and used for canvassing.

eaRned MedIa
•  Generate consistent media coverage to drive dis-

placed residents to call in target markets, including 
newspaper interviews, radio and TV segments.

•  Leverage paid advertising dollars to secure spokes-
person interviews and PSAs on primary, secondary, 
and diverse media outlets.

•  Schedule a series of media tours in key markets that 
complement the special events for NJ Recovery in 
those selected markets. These media tours would 
feature the NJ Recovery spokesperson meeting with 
print and broadcast media, including TV news show 
appearances.

•  Schedule up to 3 satellite media tours featuring the 
NJ Recovery spokesperson participating in a series of 
television interviews via satellite from various mu-
nicipalities. 

•  Utilize real world stories of NJ Recovery success 
stories to frame feature stories for news media.

•  Identify a primary and secondary spokesperson, who 
can participate in media interviews across the region.

•  Once displaced residents have a positive experience 
with NJ Recovery, identify and encourage a resident, 
who has moved back to New Jersey, to draft a letter 
to the editor or an op-ed submission emphasizing 
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the need to make a decision about where a displaced 
resident’s “home” may be. Use that successful tes-
timonial to maintain media interest and generate 
additional media coverage.

MateRIalS
•  Media List – Outlining news media contacts in 

target markets and key national media – print and 
broadcast.

•  News Releases – Distributed on a regular basis to 
announce call numbers, if appropriate, or other news 
about NJ Recovery

•  Public Service Announcements – 30-second and 
60-second PSA scripts for distribution to radio sta-
tions in target markets.

•  Fact Sheets – Including the readiness questionnaire 
and moving checklist.

•  Toolkit – Distributed to key media at meetings and 
interviews.

PaId adveRtISIng
•  Develop a paid television, radio, outdoor, print, and 

internet advertising campaign to build awareness of 
NJ Recovery. 

•  Air radio campaign in target markets, beginning 
with affected areas and regional diaspora, revising the 
placement schedule and target market schedule based 
on resident applications results in target market.

•  Target consumer: Primary: Affected Residents
•  Secondary: Displaced Affected Residents

MateRIalS
•  30-second television & radio script & produced spot
•  60-second television & radio script & produced spot

InteRnet OutReaCH & gRaSSROOtS--
nJReCOveRynOW.ORg (POSSIble naMe)
•  Create a program website that includes information 

from the NJRecovery toolkit. 
•  Utilize the site to drive callers to the phone number 

for NJRecovery.
•  Create a blog on the website during the second por-

tion of the NJRecovery marketing effort that features 
success stories from NJRecovery applicants who have 
moved to New Jersey.

Attachment 4 Outreach Plan

OnlIne PROMOtIOnS
•  Create e-newsletter to be developed and emailed reg-

ularly to displaced and out-of-state families database. 
The messages will be sent via a vibrantly designed 
and engaging email newsletter, which will highlight 
the call center and provide information of interest to 
our displaced citizens. 

•  Increase database contacts by encouraging readers to 
pass this newsletter to friends and family.  

OnlIne gRaSSROOtS
•  Post NJRecovery kickoff announcement and addi-

tional information on selected Sandy-related blogs 
and community bulletin boards, including New Jer-
sey neighborhood organizations and selected media 
outlet websites in target markets.

•  Create a viral grassroots campaign by encouraging 
readers to pass the NJRecovery website & phone 
number to friends and family. Later versions of these 
emails can include testimonials from NJRecovery 
respondents or could be sent from or posted by these 
respondents.

•  Target Websites for Posting & Promotions














