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SUMMARY OF PROJECT DESCRIPTION
The City of Philadelphia, through its Division of Housing and Community Development
(DHCD), is issuing this Request for Contractor Qualifications (RFA) for the Philadelphia
LandCare Stabilization and the Philadelphia LandCare Maintenance programs. These
programs are two of the components of the City’s strategy to treat and maintain vacant lots.
The Pennsylvania Horticultural Society (PHS), through a contract with DHCD, is the
manager of these programs and will hold the contracts with the applicants selected through
this process.
This RFA is to pre-qualify a for-profit or a non-profit organization to be eligible to
apply for a landscaping contract. In addition to this RFA, interested applicants must
also respond to a detailed bid package being issued by PHS for either the Philadelphia
LandCare Stabilization program or the Philadelphia LandCare Maintenance
program. Funding for the Community LandCare Program, another component to the
City’s vacant land strategy, is not a part of this RFA.
The qualification standards which must be met are as follows:
•
•
•
•

is in compliance with City of Philadelphia required licenses and is current or has
made satisfactory arrangements with the City to become current with City taxes.
has three years of experience with conducting similar work as described herein.
has liability insurance coverage of at least $1,000,000 and other additional
insurance as acceptable to the City.
has not made a contribution totaling over $11,900 in one calendar year to a
candidate for City elective office or to an incumbent as per Chapter 17-1400 of the
Philadelphia Code.

The Philadelphia LandCare Stabilization bids will be for groups of sites, which vary from
30,000 to 160,000 square feet per each group. As in the past, contractors may bid on more
than one group. The treatment for stabilization includes tree installation, re-grading,
seeding, fencing and maintenance. The Philadelphia LandCare Maintenance bids will be
for about twenty groups, which are divided into areas by neighborhood. The square footage
for each group ranges from 150,000 to 1,200,000 square feet. Companies may submit bids
for more than one group. The scope of work for the Philadelphia LandCare Maintenance
consists of 14 bi-monthly visits from April through October. The treatment includes
mowing, weeding and trash pick-up.
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REQUEST FOR APPLICATION DEADLINE AND CONTRACT
INFORMATION
A briefing on this RFA and the PHS LandCare program is mandatory for all contractors
who wish to bid on stabilization and maintenance contracts. One briefing will be held on
Wednesday November 10, 2021, 10:15 a.m. via Zoom: https://zoom.us/j/98687884822
Please Contact Kaitlyn Dibble, PHS, at (215) 988-8834 or kdibble@Pennhort.org
with any questions. The completed RFA Form is due Tuesday, November 23rd, 2021
by 4:00 PM, and must be submitted to the attention of Kaitlyn Dibble at the
Pennsylvania Horticultural Society, 100 N. 20th Street, 5th Floor, Philadelphia, PA 19103
SPECIAL INSTRUCTIONS FOR THE DISCLOSURE FORMS
A completed set of Disclosure Forms must also be submitted to DHCD as part of this RFA
in order to determine that no business (either a for-profit or a non-profit organization) has
made campaign contributions totaling over $11,900 in one calendar year to a candidate for
City elective office or to an incumbent. As per the directions, complete and submit the
Disclosure Forms starting on page six (6) since all applicants to this RFA are considered
businesses, not individuals.
SPECIAL INSTRUCTIONS FOR MINORITY, WOMEN AND DISABLED
OWNED BUSINESS ENTERPRISE COMPLIANCE
In furtherance of Federal guidelines and the citywide anti-discrimination policies of the
City of Philadelphia in awarding contracts as set forth in Chapter 17-500 of the
Philadelphia Code and the Mayor’s Executive Order 03-12, it is the policy of DHCD to
engage firms who are committed to affirmative action and to equal opportunity for
minorities, woman and the disabled. In conformance with this policy, certified minority,
woman and disabled owned businesses are encouraged to apply to this RFA, and the
proposal should clearly state if certified. Providers are encouraged to establish
subcontracting commitments with minority, women and disabled owned business
enterprises on an equitable basis with other firms. DHCD has been instructed from the
City that the goal for selection of contractors is 18% for minority owned businesses and
7% for women owned businesses for this opportunity.
In this regard, applicants to this RFA should respond to questions #6 and #7 of this RFA.
Also, if you intend to use subcontractors, provide information under question #21.
Additional information about the City’s anti-discrimination policy for minority, woman
and disabled owned business enterprises can be found in Appendix D.
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ROLE OF PARTICIPANTS
The City of Philadelphia, through its Division of Housing and Community
Development (DHCD)
The City will serve as client for this program and will provide the necessary resources to
complete the determined maintenance activities.
The City will:
• Manage the selection of new applicants and re-applicants to this program
• Contract with PHS to support this program
• Provide over site to the Program
The Pennsylvania Horticultural Society (PHS)
PHS is the recipient of funding through the City.
PHS will:
•
•
•
•
•

Serve as the project administrator, and will manage the services of all the
community partners, and serve as the liaison between the City and the
Community-based organizations
Serve as project managers for the program, providing technical assistance as
needed
Serve as the central contact for administration/communication about issues such
as trash removal, weed control, graffiti problems, etc., coordinating appropriate
action through city/contractor
Monitor contracted work and provide any feedback to Community-based
organizations
Develop and deliver a training component to the program

Landscape Contractors
Under contract with PHS, contractors provide ongoing maintenance activities in
designated target neighborhoods. Selected contractors will:
• Develop and implement a maintenance system to keep the vacant parcels
reasonably clean and free of debris with grass and weeds not to exceed 8” in
height
• Develop maintenance schedule and conduct activities every two weeks to
accomplish related tasks
• Monitor costs associated with running the program
• Oversee the crews maintaining the lots and provide ongoing supervision of the
program
• Communicate regularly about ongoing needs with PHS staff
• Monitor operational needs of the program, including location of central trash
pickup areas
• Complete and submit monthly invoices
• Willingness to participate in training programs
• Attend coordination meetings as necessary for the program
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CONTRACT TERMS
Expected Standard of Ongoing Maintenance
The City has determined that the standard of cleanliness is defined as “reasonably free of
debris”. In PHS’s estimation, the following guidelines define this standard further:
• Weeds and grass shall not exceed 8” inches in height
• Vacant parcels shall be 100% free of trash after a maintenance visit
• Short-dumping incidents shall be addressed within a week of occurrence
• All trash shall be appropriately disposed.
All trash and debris collected as part of this program will have to be deposited at
designated locations in the neighborhood by the contractor so that trash can be picked-up
by the city.
Time of Performance
All successful applicants will be awarded contracts for the term April 1, 2022, through
October 31, 2022, with the expectation of yearly renewals for up to three years with
successful performance and continued program funding.
Compensation and Method of Payment
At the beginning of each month the contractor must submit a work schedule to PHS
listing the addresses of sites and projected time for completion of work for each site. At
the end of each month, using the same work schedule form, the contractor shall submit a
completed schedule form, which will serve as an invoice for that month. The contractor
shall submit the invoice to PHS within ten (10) days of the close of each month. Upon
receipt and approval, PHS shall remit payment to the contractor within thirty (30) days.
The contractor must present the monthly invoices to PHS in a time frame, which permits
PHS to comply with the reporting requirements of the Division of Housing and
Community Development (DHCD).

6

CONTRACTOR QUALIFICATIONS
All questions must be answered and the data given must be clear and comprehensive. If
necessary, questions may be answered on a separate attached sheet. Additional relevant
information is welcome.
1.

Name of Company: ________________________________________________

2.

Owner: __________________________________________________________

3.

Company Address: _________________________________________________
City: _______________________

State: ________

Phone #: ________________________

Zip Code: ________

Fax#: ________________________

Email: ___________________________________________________________
4.

Date organized: ___________________________________________________

5.

IRS Determination:

6.

State if you are a minority contractor: Yes

7.

State if you are a minority contractor listed as certified on the City of Philadelphia,
Office of Economic Opportunity website:
Yes
No

8.

If a corporation, when and where incorporated: ___________________________

9.

City of Philadelphia Tax Identification Number: __________________________

10.

City of Philadelphia Active License (formerly Business Privilege #): __________

11.

Number of Employees: ________

12.

Number of years you have been engaged in construction work under your present
firm or trade name: ______________________________.

13.

Does your business or any part of it operate within the City of Philadelphia?
Explain if necessary: ________________________________________________
_________________________________________________________________
_________________________________________________________________.

For-Profit

Non-Profit
No

Employs Philadelphia Residents: Yes
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No

14.

Please indicate contracts you would bid on:
Landscape Maintenance
Landscape Construction
_____ under $20,000
_____ under $20,000
_____ over $20,000
_____ $20,000 - $100,000
_____ over $100,000

15.

Please indicate the level of liability insurance coverage:

under $500,000 ______ $500,000 - $1,000,000 _______over $1,000,000 ________

Comprehensive public liability and property damage insurance $____________
Protective liability and property damage insurance $_______________
(Please attach a copy of your current Certificate of Insurance.)
16.

Have you received contracts for either installation or maintenance work in the
past from the Pennsylvania Horticultural Society? Yes
No
If so, when? ___________________________________________________

17.

If you have not received contracts to do this work, describe and list references for
similar work you have done in the past three years:
Project
____________________________
____________________________
____________________________

Reference
___________________________
___________________________
___________________________

18.

Please indicate if you would be interested in receiving technical assistance
information:
Installation-Grading
Maintenance-Lawn Care
Tree Planting
Fence Building

19.

List tools and equipment available to you for maintenance contracts:
____________________________
____________________________
____________________________
____________________________
____________________________
____________________________

20.

_____________________________
_____________________________
_____________________________
_____________________________
_____________________________
_____________________________

List tools and equipment available to you for installation contracts:
______________________________
_____________________________
______________________________
_____________________________
______________________________
_____________________________
______________________________
_____________________________
______________________________
_____________________________
______________________________
_____________________________
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21.

Subcontractor Information

If you are using a for-profit subcontractor to perform this work, list for what purpose (ie.
Maintenance, Installation) and list the business name, type, address, owner information (including
if minority/woman /disabled business enterprise certified), and experience

________________________________________________________________________

HOURLY RATE PAID
For Profit Service Contractors, which receive or are subcontractors at any tier on
contract(s) for $10,000 or more from City contracts in a twelve-month period, with
annual gross receipts of more than $1,000,000, the applicable wage rate for PHS
contracts is $14.75/hr.
For Non-Profit Service Contractors, which receive or are subcontractors at any tier on
contract(s) for $100,000 or more from City contracts in a twelve-month period, the
applicable wage rate for PHS contracts is $14.75/hr.
EQUIPMENT INFORMATION
List the type of equipment that you currently have for vacant land cleaning. Prior to the
commencement of the contract PHS will conduct an inspection that will include but not
be limited to inventory of equipment. Failure to have the necessary equipment shall
constitute grounds for denial of a contract with PHS and/or void any contract entered into
for Philadelphia LandCare before the inspection is completed.
A minimum amount of equipment to perform this type of work with a 4 person crew
would include:
Storage facility
1 vehicle, preferably with a trailer
2 commercial mowers (36” or larger, either ride-on or walk-behind)
1 smaller push mower (22” or smaller for harder to access areas)
2 commercial gas powered string trimmers
Hand rakes, loppers or handsaw for pruning trees
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The undersigned hereby authorizes and requests any person, firm or corporation to
furnish any information requested by the City of Philadelphia or Pennsylvania
Horticultural Society in verifications of the recitals comprising this Statement of Bidders
Qualifications.
Dated this ______ day of _________, 20____.
_____________________________________
Name of Bidder
______________________________________
Title
______________________________________
Company
______________________________________
Signature
State of _______________________________
County of _____________________________
____________________________________ being duly sworn, deposes and says that s/he is
(Name)
______________________________ of ___________________________ and that the answers
(Position)
(Company)
to the foregoing questions and all statements therein contained are true and correct.
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APPENDIX A
CITY OF PHILADELPHIA TAX AND REGULATORY
STATUS AND CLEARANCE STATEMENT
FOR APPLICANTS

THIS IS A CONFIDENTIAL TAX DOCUMENT NOT FOR PUBLIC DISCLOSURE
This form must be completed and returned with Applicant’s proposal in order for Applicant to be
eligible for award of a contract with the City. Failure to return this form will disqualify Applicant’s
proposal from further consideration by the contracting department. Please provide the information
requested in the table, check the appropriate certification option and sign below:
Applicant Name
Contact Name and Title
Street Address
City, State, Zip Code
Phone Number
Federal Employer Identification Number or Social Security
Number:
Philadelphia Business Income and Receipts Tax Account
Number (a/k/a Business Privilege Tax) (if none, state “none”
Commercial Activity License Number (a/k/a Business Privile
License) (if none, state “none”)*

____ I certify that the Applicant named above has all required licenses and permits and is current, or
has made satisfactory arrangements with the City to become current with respect to the payment of
City taxes or other indebtedness owed to the City (including, but not limited to, taxes collected by the
City on behalf of the School District of Philadelphia), and is not in violation, or has made satisfactory
arrangements to cure any violation, or other regulatory provisions applicable to Applicant contained
in The Philadelphia Code.
___ I certify that the Applicant named above does not currently do business, or otherwise have an
economic presence in Philadelphia. If Applicant is awarded a contract with the City, it promptly will
take all steps necessary to bring it into compliance with the City’s tax and other regulatory
requirements.
______________________
Authorized Signature

Date

______________________

______________________
Print Name and Title
You can apply for a City of Philadelphia Business Income and Receipts Tax Account Number or a
Commercial Activity License on line after you have registered your business on the City’s Business
Services website located at http://business.phila.gov/Pages/Home.aspx. Click on “Register” or “Register
Now” to register your business.
*
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APPENDIX B
LOCAL BUSINESS ENTITY OR LOCAL IMPACT CERTIFICATION

Instructions: Applicants who seek as a positive factor in the City’s consideration of their application that
they meet the Local Business Entity or Local Impact criteria as provided in Mayoral Executive Order No.
04-12 should complete this Certification and return it with their application. Applicants providing this
Certification should also include in a separate section of their application labeled “Local Business Entity
or Local Impact Certification,” a statement that the Applicant believes it has met the Local Business Entity
of Local Impact criteria “as set forth in the attached Local Business Entity or Local Impact Certification.”
Check all appropriate certification options that are applicable to Applicant and sign below:

Applicant Name: _______________________________________
Local Business Entity Certification
___ I certify that the Applicant named above is a Local Business Entity because Applicant complies
with the following criteria set forth in Section 17-109 (3) (b) of The Philadelphia Code:
I. During the preceding 12 months, Applicant has filed a Commercial Activity or Business
Privilege tax return with the City establishing that Applicant conducted business within the
City within the calendar year preceding the filing of the return; and
II. During the preceding 18 months, Applicant:
A. Has continuously maintained a valid Commercial Activity or Business
Privilege License and all other licenses and permits necessary to conduct
business with the City;
B. Has continuously occupied an office within the City, where business is
conducted; and
C. Satisfies at least one of the following requirements (Check those
applicable to Applicant):
___ (1) More than half of Applicant’s full-time employees work in
the City at least 60% of the time;
___ (2) More than 50 of Applicant’s full-time employees work in the
City at least 60% of the time; or
___ (3) Applicant’s principal place of business is located in the City.
Local Impact Certification
___ I certify that in the performance of a contract resulting from this RFP, the Applicant named above
will employ City residents
___ I certify that in the performance of a contract resulting from this RFP, the Applicant will perform
the work in the City.
______________________
Authorized Signature

Date

______________________
Print Name and Title
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______________________

APPENDIX C
GENERAL DISCLAIMER OF THE CITY OF PHILADELPHIA
This RFA does not commit the City of Philadelphia/PHS to award a contract. This RFA and the process it
describes are proprietary to the City and are for the sole and exclusive benefit of the City. No other party,
including any Applicant, is intended to be granted any rights hereunder. Any response, including written
documents and verbal communication, by any Applicant to this RFA, shall become the property of the City and
may be subject to public disclosure by the City, or any authorized agent of the City.
This RFA states requirements for the project, including the services and the tangible work products to be
delivered, and the tasks the Department has identified as necessary to meet those requirements. The City
Department reserves the right, however, to modify specific requirements, based on changed circumstances (such
as a change in business or technical environments), the proposal selection process, and contract negotiations
with the Applicant(s) selected for negotiations, and to do so with or without issuing a revised RFA.
The City Department reserves the right to condition payments on the satisfactory completion of the specified
milestones, tasks, services and/or work products listed above. In addition to describing how each proposed
milestone will be accomplished, the scope of work proposed by Applicant should identify the milestones the
Applicant proposes as payment milestones and the amount it proposes for each milestone payment. Applicants
may propose alternative means of payment, but should explain their reasons for the alternative and how it will
facilitate completion of the work
1.
Disclosure of Litigation: Disclosure of Administrative Proceedings
State, for the 5-year period preceding the date of this RFA, a description of any judicial or administrative
proceeding that is material to Applicant’s business or financial capability or to the subject matter of this RFA,
or that could interfere with Applicant’s performance of the work requested by this RFA, including, but not
limited to, any civil, criminal or bankruptcy litigation; any debarment or suspension proceeding; any criminal
conviction or indictment; and any order or agreement with or issued by a court or local, state or federal agency.
For each such proceeding, state the name of the case or proceeding, the parties involved, the nature of the
claims involved, its current status and the final disposition, if any. Provide the same information for any officer,
director, principal, or partner of Applicant’s organization, and for any subcontractor Applicant plans to use to
perform the services described in this RFA.
1. This Notice of Contract Opportunity
The City reserves and may, in its sole discretion, exercise any one or more of the following rights and options
with respect to this notice of contract opportunity:
(a) to reject any and all proposals and to reissue this notice of contract opportunity at any time prior to
execution of a final contract;
(b) to issue a new notice of contract opportunity with terms and conditions substantially different
from those set forth in this or a previous notice of contract opportunity;
(c) to issue a new notice of contract opportunity with terms and conditions that are the same or similar
as those set forth in this or a previous notice of contract opportunity in order to obtain additional
proposals or for any other reason the City determines to be in the City’s best interest;
(d) to extend this notice of contract opportunity in order to allow for time to obtain additional
proposals prior to the notice of contract opportunity application deadline or for any other reason
the City determines to be in the City’s best interest;
(e) to supplement, amend, substitute or otherwise modify this notice of contract opportunity at any
time
prior to issuing a notice of intent to contract to one or more Applicants;
(f) to cancel this notice of contract opportunity at any time prior to the execution of a final contract,
whether or not a notice of intent to contract has been issued, with or without issuing, in the City’s
sole discretion, a new notice of contract opportunity for the same or similar services;
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(g) to do any of the foregoing without notice to Applicants or others, except such notice as the City, in
its sole discretion, elects to post on eContractPhilly.

2. Proposal Selection and Contract Negotiation
The City reserves and may, in its sole discretion, exercise any one or more of the following rights and options
with respect to proposal selection:
(a) to reject any proposal if the City, in its sole discretion, determines the proposal is incomplete,
deviates from or is not responsive to the requirements of this notice of contract opportunity, does
not comply with applicable law (including, without limitation, Chapter 17-1400 of The
Philadelphia Code), is conditioned in any way, or contains ambiguities, alterations or items of
work not called for by this notice of contract opportunity, or if the City determines it is otherwise
in the best interest of the City to reject the proposal;
(b) to reject any proposal if, in the City’s sole judgment, the Applicant has been delinquent or
unfaithful in the performance of any contract with the City or with others; is delinquent, and has
not made arrangements satisfactory to the City, with respect to the payment of City taxes or taxes
collected by the City on behalf of the School District of Philadelphia, or other indebtedness owed
to the City; is not in compliance with City regulatory codes applicable to Applicant; is financially
or technically incapable; or is otherwise not a responsible Applicant;
(c) to waive any defect or deficiency in any proposal, including, without limitation, those identified in
subsections 1) and 2) preceding, if, in the City’s sole judgment, the defect or deficiency is not
material to the proposal;
(d) to require, permit or reject, in the City’s sole discretion, amendments (including, without
limitation, information omitted), modifications, clarifying information, and/or corrections to their
proposals by some or all of the Applicants at any time following proposal submission and before
the execution of a final contract;
(e) to issue a notice of intent to contract and/or execute a contract for any or all of the items in any
proposal, in whole or in part, as the City, in its sole discretion, determines to be in the City’s best
interest;
(f) to enter into negotiations with any one or more Applicants regarding price, scope of services, or
any other term of their proposals, and such other contractual terms as the City may require, at any
time prior to execution of a final contract, whether or not a notice of intent to contract has been
issued to any Applicant and without reissuing this notice of contract opportunity;
(g) to enter into simultaneous, competitive negotiations with multiple Applicants or to negotiate with
individual Applicants, either together or in sequence, and to permit or require, as a result of
negotiations, the expansion or reduction of the scope of services or changes in any other terms of
the submitted proposals, without informing other Applicants of the changes or affording them the
opportunity to revise their proposals in light thereof, unless the City, in its sole discretion,
determines that doing so is in the City’s best interest;
(h) to discontinue negotiations with any Applicant at any time prior to the execution of a final
contract, whether or not a notice of intent to contract has been issued to the Applicant, and to enter
into negotiations with any other Applicant, if the City, in its sole discretion, determines it is in the
best interest of the City to do so;
(i) to rescind, at any time prior to the execution of a final contract, any notice of intent to contract
issued to an Applicant, and to issue or not issue a notice of intent to contract to the same or a
different Applicant and enter into negotiations with that Applicant, if the City, in its sole
discretion, determines it is in the best interest of the City to do so;
(j) to elect not to enter into any contract with any Applicant, whether or not a notice of Intent to
Contract has been issued and with or without the reissuing this notice of contract opportunity, if
the City determines that it is in the City's best interest to do so;
(k) to require any one or more Applicants to make one or more presentations to the City at the City’s
offices or other location as determined by the City, at the Applicant’s sole cost and expense,
addressing the Applicant’s proposal and its ability to achieve the objectives of this notice of
contract opportunity;
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(l) to conduct on-site investigations of the facilities of any one or more Applicants (or the facilities
where the Applicant performs its services);
(m) to inspect and otherwise investigate projects performed by the Applicant, whether or not
referenced in the proposal, with or without consent of or notice to the Applicant;
(n) to conduct such investigations with respect to the financial, technical, and other qualifications of
each Applicant as the City, in its sole discretion, deems necessary or appropriate; and,
(o) to do any of the foregoing without notice to Applicant or others, except, such notice as the City, in
its sole discretion, elects to post on eContractPhilly.
3.

Miscellaneous
(a) Interpretation; Order of Precedence. In the event of conflict, inconsistency or variance between
the terms of this Reservation of Rights and any term, condition or provision contained in any
notice of contract opportunity, the terms of this Reservation of Rights shall govern.
(b) Headings. The headings used in this Reservation of Rights do not in any way define, limit,
describe or
amplify the provisions of this Reservation of Rights or the scope or intent of the provisions, and are not
part of this Reservation of Rights.

APPENDIX D
Confidentiality and Public Disclosure
The successful Applicant shall treat all information obtained from the City which is not generally available to
the public as confidential and/or proprietary to the City. The successful Applicant shall exercise all reasonable
precautions to prevent any information derived from such sources from being disclosed to any other person. The
successful Applicant agrees to indemnify and hold harmless the City, its officials and employees, from and
against all liability, demands, claims, suits, losses, damages, causes of action, fines and judgments (including
attorney's fees) resulting from any use or disclosure of such confidential and/or proprietary information by the
successful Applicant or any person acquiring such information, directly or indirectly, from the successful
Applicant.
By submission of a proposal, Applicants acknowledge and agree that the City, as a municipal corporation, is
subject to state and local public disclosure laws and, as such, is legally obligated to disclose to the public
documents, including proposals, to the extent required thereunder. Without limiting the foregoing sentence, the
City's legal obligations shall not be limited or expanded in any way by an Applicant's assertion of
confidentiality and/or proprietary data
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Disclosure Forms
Directions:

1. Please read the following information regarding the completion of these disclosure forms. Please
review the definitions prior to completing any form.
2. Date and initial the top of each form after you have completed it and sign the form on the last page.
3. NOTE: There are two different types of campaign contribution disclosure forms: one for those who
are applying as individuals and one for those applying as businesses. Only fill out one type of form.
(If you have used a consultant with respect to applying for this non-competitively bid contract you
will have to fill out a campaign contribution disclosure form for them as well.)

Getting Started
There are five sets of disclosure forms enclosed in this packet. You must provide information for each
disclosure form. The information you must disclose includes:
1. Any contributions (defined as a provision of money, in-kind assistance, discounts, forbearance or
any other valuable thing) made during the two years prior to the application deadline for this noncompetitively bid contract opportunity;
2. The name of any consultant(s) you used to help in obtaining the non-competitively bid contract and
any campaign contributions they have made during the two years prior to the application deadline;
3. Any subcontractors you are planning to use if awarded this contract;
4. Whether a City of Philadelphia employee or official asked you to give money, services, or any other
thing of value to any individual or entity; and
5. Whether a City of Philadelphia employee or official gave you any advice on how to satisfy any
minority, women, disabled or disadvantaged business participation goals.
More information on Disclosing Campaign Contributions
Applicants for contract opportunities must disclose any contributions they made to:
− A candidate for nomination or election in any public office in the Commonwealth of Pennsylvania
− An incumbent in any public office in the Commonwealth of Pennsylvania
− A political committee or state party in the Commonwealth of Pennsylvania
− A group, committee, or association organized in support of any candidate, office holder, political
committee or state party in the Commonwealth of Pennsylvania
Attribution Rules. In addition to disclosing contributions made directly by the applicant, the applicant will be
asked to supply information on other types of contributions. The campaign contribution disclosure forms
will include questions that specifically ask for information on these other types of contributions. These
contributions will be attributed to the individual or business and will be used to determine the applicant’s
eligibility to be awarded a contract.
Businesses (i.e. corporation, limited liability company, partnership association, joint venture, or any other
legal entity) have to disclose contributions made by the following:
− Applicant business
− Parent, subsidiary, or otherwise affiliated entity of the applicant business (“affiliate”)
− An individual or business that is then reimbursed by the applicant business or affiliate
− Officers, directors, controlling shareholders, or partners of the for-profit applicant business or forprofit affiliate
− Political action committee controlled by applicant business or affiliate
− Political action committee controlled by officer, director, controlling shareholder, or partner of the
for-profit applicant business or for-profit affiliate
Disclosure Forms, Contracts
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Individuals have to disclose contributions made by the following:
− Applicant individual
− Member of individual’s immediate family (i.e., spouse, life partner, or dependent child living at
home), when contributions are in excess of $2600
In addition to direct contributions to candidates, incumbents, or political committees in the Commonwealth
of Pennsylvania, applicants are also required to disclose:
1. Contributions not directly given to a candidate, incumbent, or political committee but made with the
intent that the contribution will benefit the candidate, incumbent, or political committee;
2. Solicitation of contributions on behalf of a candidate, incumbent, or political committee, including the
hosting of or solicitation at fundraising events (required to disclose details regarding the date of
event and amount raised); and
3. Contributions not made directly by the individual/business to a candidate, incumbent, or political
committee but furnished by the individual / business (as an “intermediary”).
Eligibility Restrictions
If an individual makes contributions totaling over $3,000 in one calendar year to a candidate for City
elective office or to an incumbent, the individual is not eligible to receive a non-competitively bid contract
during that candidate’s or incumbent’s term of office.
If a business makes contributions totaling over $11,900 in one calendar year to a candidate for City elective
office or to an incumbent, the business is not eligible to receive a non-competitively bid contract during that
candidate’s or incumbent’s term of office.
.
Definitions

Affiliate

A parent, subsidiary, or otherwise affiliated entity of a business

Applicant

An individual or business who has filed an application to be awarded a noncompetitively bid contract

Business

A corporation, limited liability company, partnership, association, joint venture or any
other legal entity (including non-profit organizations) that is not an Individual

Candidate

Any individual who seeks nomination or election to public office, other than a judge of
elections or inspector of elections, whether or not such individual is nominated or
elected. An individual shall be deemed to be seeking nomination or election to such
office if he or she has (1) received a contribution or made an expenditure or has
given his consent for any other person or committee to receive a contribution or
make an expenditure, for the purpose of influencing his or her nomination or election
to such office, whether or not the individual has made known the specific office for
which he or she will seek nomination or election at the time the contribution is
received or the expenditure is made; or (2) taken the action necessary under the
laws of the Commonwealth of Pennsylvania to qualify himself or herself for
nomination or election to such office.
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Consultant

A person used by an applicant to assist in obtaining a non-competitively bid contract
through direct or indirect communication by such individual or business with any City
agency or City officer or employee, if the communication is undertaken by such
individual or business in exchange for, or with the understanding of receiving,
payment from the applicant; provided, however, that “Consultant” shall not include a
full-time employee of the applicant.

Contributions

The provision of money, in-kind assistance, discounts, forbearance or any other
valuable thing, during the two years prior to the deadline for the filing of the
application for the contract opportunity, to any of the following:
− a candidate for nomination or election to any public office in the
Commonwealth of Pennsylvania;
− an incumbent in any public office in the Commonwealth;
− a political committee or state party in the Commonwealth; or
− a group, committee or association organized in support of any candidate,
office holder, political committee or state party in the Commonwealth.

Immediate family

A spouse or life partner residing in the individual’s household or minor dependent
children

Incumbent

An individual who holds elective office

Intermediary

A person, who, other than in the regular course of business as a postal, delivery or
messenger service, delivers a contribution from another individual or business to the
recipient of such contribution

NonA contract for the purchase of goods or services to which the City or City Agency is a
Competitively Bid party that is not subject to the lowest responsible bidder requirements of Section 8200 of the Home Rule Charter, including, but not limited to, a Professional Services
Contract
Contract, and any renewal of such a contract (other than a renewal term pursuant to
an option to renew contained in an executed contract)
Person

An individual, corporation, limited liability company, partnership, association, joint
venture, or any other legal entity

Political
committee

Any committee, club, association or other group of persons which receives money or
makes expenditures for purposes of influencing any election

Professional
Services
Contract

A contract to which the City or a City Agency is a party that is not subject to the
lowest competitive bidding requirements of Section 8-200 of the Home Rule Charter
because it involves the rendition of professional services, including any renewal of
such a contract (other than a renewal term pursuant to an option to renew contained
in an executed contract)

Solicit a
Contribution

Requesting or suggesting that a person make a contribution. The sponsoring or
hosting of a fundraising event is considered soliciting a contribution from the
attendees of the event. Any contributions raised at such event are counted as a
contribution made by the host of the event.
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Date:

Initials:
If Applying as an Individual:
Campaign Contribution Disclosure Form

Please read through the directions and definitions before filling out this disclosure form to make sure that
each question is answered appropriately and thoroughly. Note that you must provide information for the
two years prior to the application deadline.
Yes

No

Have you made any contributions?
Have you solicited or served as an intermediary for any contributions?
Has a member of your immediate family made any contributions over and
above $2,600?
Has a member of your immediate family solicited or served as an intermediary
for contributions over and above $2,600?
Check here to certify that no contributions were made.

Additional information on every contribution must be disclosed.
Please use the table provided on the next page.
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If Applying as an Individual:
Campaign Contribution Disclosure Form

Disclosure Forms, Contracts

Name of Contributor

Name of Recipient

5

Please use additional pages as needed.

(to individual or business
completing this form)

Relationship

For relationship, please indicate whether the contributor was the Individual or Family Member.

Date:

Amount of
Contribution

Revised: June 15, 2007

Date of
Contribution

Initials:

Date:

Initials:
If Applying as a Business:
Campaign Contribution Disclosure Form

Please read through the directions and definitions before filling out this disclosure form to make sure that
each question is answered appropriately and thoroughly. Where “non-profit” is an option, indicate whether
the business is a non-profit; non-profits are not required to disclose contribution information on these
questions. Note that you must provide information for the two years prior to the application deadline.
Yes

No

NonProfit

Has the business made any contributions?
Has the business solicited or served as an intermediary for any
contributions?
Has an officer, director, controlling shareholder, or partner of the business
made any contributions? See note below.
Has an officer, director, controlling shareholder, or partner of the business
solicited or served as an intermediary for any contributions? See note
below.
Has an affiliate of the business made any contributions?
Has an affiliate of the business solicited or served as an intermediary for
any contributions?
Has an officer, director, controlling shareholder, or partner of a for-profit
affiliate of the business made any contributions? See note below.
Has an officer, director, controlling shareholder, or partner of a for-profit
affiliate of the business solicited or served as an intermediary for any
contributions? See note below.
Has the business or an affiliate of the business reimbursed another
individual or business for a contribution that the individual or business has
made?
Has an officer, director, controlling shareholder, or partner of a for-profit
business, or of a for-profit affiliate of the business, reimbursed another
individual or business for a contribution that the individual or business has
made?
Has a political committee controlled by the business or by an affiliate of the
business made any contributions?
Has a political committee controlled by an officer, director, controlling
shareholder, or partner of the for-profit business, or of a for-profit affiliate of
the business, made any contributions?
Check here to certify that no contributions were made.
Note: Applicants must disclose all contributions to candidates or incumbents which are attributed to an immediate family member of
an officer, director, controlling shareholder or partner of the for-profit Applicant or the for-profit affiliate of the Applicant. Please
disclose the full amount of the contribution, although only the amount above $2600 will be attributed to the officer, director,
controlling shareholder or partner (and, by extension, the Applicant business).

Additional information on every contribution must be disclosed.
Please use the table provided on the next page.
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If Applying as a Business:
Campaign Contribution Disclosure Form

Initials:

Disclosure Forms, Contracts

Name of Contributor

7

Name of Recipient

Please use additional pages as needed.

(to individual or business
completing this form)

Relationship

Amount of
Contribution

Revised: June 15, 2007

Date of
Contribution

For relationship, indicate whether the contributor was the Business, Affiliate, Controlled Political Committee, Controlling
Shareholder, Director, Officer, Parent, Partner, Reimbursed Contributor, Solicited Contributor, Subsidiary, or Other.

Date:

Date:

Initials:
Use of Consultant Disclosure Form

Please list all consultant(s) used in the year prior to the application deadline for this contract opportunity
and the corresponding information for that consultant in the space provided below.
Please note that a Consultant, for the purposes of the required disclosures, is defined as an individual or business used by an
applicant or contractor to assist in obtaining a non-competitively bid contract through direct or indirect communication by such
individual or business with a City agency or City employee or official, if the communications is undertaken in exchange for, or with
the understanding of receiving, payment from the applicant or contractor or any other individual or business (however, “Consultant”
shall not include a full-time employee of the Applicant or Contractor).

Check here to certify that no consultant(s) was used in the year prior to the application
deadline for this contract opportunity.
Consultant Name
Address 1
Address 2
City, State, Zip
Phone
Amount Paid or to be Paid
Consultant Name
Address 1
Address 2
City, State, Zip
Phone
Amount Paid or to be Paid
Consultant Name
Address 1
Address 2
City, State, Zip
Phone
Amount Paid or to be Paid
Consultant Name
Address 1
Address 2
City, State, Zip
Phone
Amount Paid or to be Paid
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Date:

Initials:
Consultant: Individual Campaign Contribution Disclosure Form

Use this form if the Consultant used is an Individual. Please read through the directions and definitions
before filling out this disclosure form to make sure that each question is answered appropriately and
thoroughly. Note that you must provide information for the two years prior to the application deadline.

Yes

No

Has the Consultant made any contributions?
Has the Consultant solicited or served as an intermediary for any
contributions?
Has a member of the Consultant’s immediate family made any contributions
over and above $2,500?
Has a member of the Consultant’s immediate family solicited or served as an
intermediary for contributions over and above $2,500?
Check here to certify that no contributions were made.

Additional information on every contribution must be disclosed.
Please use the table provided on the next page.
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Consultant: Individual Campaign Contribution Disclosure Form

Initials:
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Name of Contributor

Name of Recipient
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Please use additional pages as needed.

Relationship to
Consultant

Amount of
Contribution

Revised: June 15, 2007

Date of
Contribution

Use this form if the Consultant used is an Individual. For relationship, indicate whether the contributor was the Individual or Family
Member. .

Date:

Date:

Initials:
Consultant: Business Campaign Contribution Disclosure Form

Use this form if the Consultant used is a Business. Please read through the directions and definitions
before filling out this disclosure form to make sure that each question is answered appropriately and
thoroughly. Where “non-profit” is an option, indicate whether the business is a non-profit; non-profits are
not required to disclose contribution information on these questions. Note that you must provide
information for the two years prior to the application deadline.
Yes

No

NonProfit

Has the Consultant business made any contributions?
Has the Consultant business solicited or served as an intermediary for any
contributions?
Has an officer, director, controlling shareholder, or partner of the
Consultant business made any contributions? See note below.
Has an officer, director, controlling shareholder, or partner of the
Consultant business solicited or served as an intermediary for any
contributions? See note below.
Has an affiliate of the Consultant business made any contributions?
Has an affiliate of the Consultant business solicited or served as an
intermediary for any contributions?
Has an officer, director, controlling shareholder, or partner of a for-profit
affiliate of the Consultant business made any contributions? See note
below.
Has an officer, director, controlling shareholder, or partner of a for-profit
affiliate of the Consultant business solicited or served as an intermediary
for any contributions? See note below.
Has the Consultant business or an affiliate of the business reimbursed
another individual or business for a contribution that the individual or
business has made?
Has an officer, director, controlling shareholder, or partner of the for-profit
Consultant business, or of a for-profit affiliate of the Consultant business,
reimbursed another individual or business for a contribution that the
individual or business has made?
Has a political committee controlled by the Consultant business or by an
affiliate of the business made any contributions?
Has a political committee controlled by an officer, director, controlling
shareholder, or partner of the for-profit Consultant business, or of a forprofit affiliate of the Consultant business, made any contributions?
Check here to certify that no contributions were made.
Note: Consultants must disclose all contributions to candidates or incumbents which are attributed to an immediate family member
of an officer, director, controlling shareholder or partner of the for-profit Consultant or the for-profit affiliate of the Consultant.
Please disclose the full amount of the contribution, although only the amount above $2500 will be attributed to the officer, director,
controlling shareholder or partner (and, by extension, the Consultant business).

Additional information on every contribution must be disclosed.
Please use the table provided on the next page.
Disclosure Forms, Contracts
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Consultant: Business Campaign Contribution Disclosure Form

Initials:
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Name of Contributor

Name of Recipient
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Please use additional pages as needed.

Relationship to
Consultant

Amount of
Contribution

Revised: June 15, 2007

Date of
Contribution

Use this form if the Consultant used is a Business. For relationship, indicate whether the contributor was the Consultant
Business, Affiliate, Controlled Political Committee, Controlling Shareholder, Director, Officer, Parent, Partner, Reimbursed
Contributor, Solicited Contributor, Subsidiary, or Other.

Date:

Date:

Initials:
Use of Subcontractor Disclosure Form

Please list all subcontractor(s) you are planning to use if awarded this non-competitively bid contract by
filling out the appropriate information in the space provided below.
Check here to certify that no subcontractor(s) are to be used.
Subcontractor Name
Address 1
Address 2
City, State, Zip
Phone
Amount Paid or to be Paid, or
Percentage to be Paid
Subcontractor Name
Address 1
Address 2
City, State, Zip
Phone
Amount Paid or to be Paid, or
Percentage to be Paid
Subcontractor Name
Address 1
Address 2
City, State, Zip
Phone
Amount Paid or to be Paid, or
Percentage to be Paid
Subcontractor Name
Address 1
Address 2
City, State, Zip
Phone
Amount Paid or to be Paid, or
Percentage to be Paid
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Date:

Initials:
Employee Request Disclosure Form

Please list any City of Philadelphia employees or officers who have asked you (the Applicant), any officer
director, or management employee of the Applicant, or any person representing the Applicant to give
money, services, or any other thing of value (other than contributions as defined above) during the two
years prior to the application deadline for this contract opportunity.
Check here to certify that no City of Philadelphia employees or officers
who have asked you (the Applicant), any officer director, or
management employee of the Applicant, or any person representing
the Applicant to give money, services, or any other thing of value
(other than contributions as defined above) during the two years prior
to the application deadline for this contract opportunity.
Name of Employee/Officer
Title
Money Services, or Thing of Value
Requested
Money, Services, or Thing of Value
Given (If none, write “none”)
Date Requested
Date of Payment
Name of Employee/Officer
Title
Money Services, or Thing of Value
Requested
Money, Services, or Thing of Value
Given (If none, write “none”)
Date Requested
Date of Payment
Name of Employee/Officer
Title
Money Services, or Thing of Value
Requested
Money, Services, or Thing of Value
Given (If none, write “none”)
Date Requested
Date of Payment
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Date:

Initials:
Employee Participation Advice Disclosure Form

Please list any City of Philadelphia employees or officers who gave you (the Applicant), any officer director,
or management employee of the Applicant, or any person representing the Applicant advice that a
particular individual or business could be used by the Applicant to satisfy any goals established in the
contract for the participation of minority, women, disabled, or disadvantaged business enterprises during
the two years prior to the application deadline for this contract opportunity.
Check here to certify that no City of Philadelphia employees or officers
gave you (the Applicant), any officer director, or management
employee of the Applicant, or any person representing the Applicant
advice that a particular individual or business could be used by the
Applicant to satisfy any goals established in the contract for the
participation of minority, women, disabled, or disadvantaged business
enterprises during the two years prior to the application deadline for
this contract opportunity.
Name of Employee/Officer
Title
Date of Advice
Individual or Business Recommended
to Satisfy Participation Goals
Name of Employee/Officer
Title
Date of Advice
Individual or Business Recommended
to Satisfy Participation Goals
Name of Employee/Officer
Title
Date of Advice
Individual or Business Recommended
to Satisfy Participation Goals
Name of Employee/Officer
Title
Date of Advice
Individual or Business Recommended
to Satisfy Participation Goals
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Date:

Initials:
Signature Page

In order for the submission of these disclosure forms to be considered valid, they must be properly signed
below by the respondent. Disclosure forms that are not signed will be rejected. By signing your name
and title in the signature space below, you, as the applicant, signify your intent to sign these disclosure
forms. The signatory hereby declares and certifies themselves to be the applicant, declares and certifies
that they are properly authorized to execute these disclosure forms, and represents and covenants that all
of the information and disclosures provided to the best of their knowledge are true and contain no material
misstatements or omissions. Breach of such representation and covenant may render any subsequent
contract voidable, and entitle the City of Philadelphia to all rights and remedies provided by law or equity.
If these disclosure forms are being submitted by an INDIVIDUAL, PARTNERSHIP, LIMITED LIABILITY
COMPANY OR MANAGED LIMITED LIABILITY COMPANY, sign the forms here:
Signature

Date

Name

Title

If these disclosure forms are being submitted by a CORPORATION, sign the forms here, with signatures
by (a) President or Vice-President of the corporation AND (b) Secretary, Assistant Secretary, Treasurer or
Assistant Treasurer of the corporation. If the disclosure forms are not signed by the above mentioned, you
hereby certify that you are authorized pursuant to a certified corporate resolution to sign in place of such
officers.

Signature

Date

Name

President/Vice President, if other, please specify

Signature

Date

Name

Disclosure Forms, Contracts

Secretary/Asst. Secretary/Treasurer/Asst. Treasurer
If other, please specify
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