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The General Contract Clauses (Section 20), the Standard Instructions/Conditions for Request for Proposals (Section 30) 
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the City) book of Standard Solicitation Instructions / Provisions and General Contract Clauses; which are available at 
www.shreveportla.gov (click on Business, then on Bids & RFPs). If you do not have a computer, you can use one of the 
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CITY OF SHREVEPORT-PURCHASING DIVISION 
P.O. BOX 31109  SHREVEPORT, LOUISIANA 71130-1109   Suite 610, 505 TRAVIS  SHREVEPORT, LA 71101-3042 

Phone 318/673-5450   web site: www.shreveportla.gov  Fax 318/673-5408 

      
 
September 7, 2021 
 
RFP 21-824                                                                         
 
MUST BE RECEIVED NOT LATER THAN 3:00 P.M. (CST) ON: October 7, 2021 
 

PROPOSAL TITLE: Tennis Professional at Southern Hills   

 
You are invited to submit proposals in accordance with the requirements of this solicitation which are contained herein. 
 
In order for your proposal to be considered, it must be received in the Purchasing office not later than the date and time as 
listed above.  Solicitation documents are posted on BidSync.com.   To view the general RFP information and receive 
notices by email, register with BidSync. Registration is free.  If you wish to view or download entire RFP packages, you 
may do so for an annual fee.  It takes about two weeks to get a digital signature. Allow additional time to set up the digital 
signature in BidSync. Go to BidSync.com for more information on this.  Solicitation documents are also available at 
www.shreveportla.gov/Solicitations.  BidSync shall be the official source of solicitation documents.     
 
It shall be the responder’s responsibility to make inquiry as to the addenda issued.  All inquiries pertaining to this RFP 
shall reference RFP number as shown above.  Paper proposals received by the Purchasing Office after the time specified 
will be documented and then returned to the Offeror unopened.  Due to the possibility of negotiation with all Offerors, the 
identity of any Offeror or the contents of any proposal will not be public information until after the contract award is made.  
Paper proposals and modifications received in response to this Request for Proposals shall be time stamped upon receipt 
and secured in the Purchasing Division until the established due date.  Attendance by the submitter on the established 
due date is unnecessary, because submittals will be opened at a later time in the presence of a procurement employee or 
selection committee member. 
 
The proposals must be signed in ink by an official authorized to bind the Offeror, and it shall contain a statement to the 
effect that the proposal is firm for a period of at least 120 days from the closing date for submission of proposals.  Paper 
proposals must be submitted using the envelope format as provided in this solicitation document in a sealed 
opaque envelope/container showing the above proposal title, number, opening date, time of opening and 
appropriate license number(s) on the outside of the envelope or if a sealed container is used, then all this 
information shall be shown on the top of the container.  The City does not accept faxed or emailed responses for 
formal solicitations. 
 
All submittals (see Part V, Submission Requirements) received in response to this Request for Proposals will be rated by 
the City’s Selection Committee, based upon the Evaluation Criteria as listed in Part IV.  If the best Offeror is clearly 
identified from the point summary, there will not be a need for oral presentations.  If not, then an oral presentation from a 
minimum of two (the highest rated) firms shall be required.  This solicitation does not commit the City to award a contract, 
to pay any costs incurred in the preparation of a proposal, or to procure or contract for the articles of goods or services.  
The City reserves the right to accept or reject any or all proposals received as a result of this request, to waive 
informalities, to negotiate with all qualified Offerors, or to cancel in part or in its entirety this proposal, if it is in the best 
interest of the City to do so. 
  
City of Shreveport 
 
Renee Anderson 
Interim Purchasing Agent 

 
Important- If you consider the specifications as restrictive or have a problem with this document please contact the Purchasing Agent at least 
five days before the proposal opening at (318) 673-5450. 

 
 

http://www.shreveportla.gov/Solicitations
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PART I 

GENERAL INFORMATION 

1.0 Proposals will be considered as specified herein or attached hereto under the terms and conditions of this 
proposal. 

2.0 Proposals must be made in the official name of the firm or individual under which business is conducted 
(showing an official business address) and must be signed in ink by a person duly authorized to legally bind the 
person, partnership, company, or corporation submitting the proposal. 

3.0 Offerors are to include all applicable requested information and are encouraged to include any additional 
information they wish to be considered. 

4.0 It is up to you to make sure that all the information requested is returned to us by using the envelope format 
shown in this package.  

5.0 Each Proposer shall submit one (1) signed original response. Six (6) additional copies of the proposal 
should be provided, as well as one (1) redacted copy, if applicable (See Section 8.0) and a searchable 
electronic copy on two (2) separate CDs or USB flash drives. 

5.1 Proposals should be sent to:     

5.1.1 City of Shreveport 
5.1.2 Office of The Purchasing Agent 
5.1.3 Government Plaza-Suite 610 
5.1.4 505 Travis Street 
5.1.5 Shreveport, LA 71101-3042 

5.1.6 If required- STATE CONTRACTORS LICENSE NUMBER MUST BE SHOWN ON THE OUTSIDE OF THE 
ENVELOPE. 

6.0 QUESTIONS 

6.1 Offerors requiring additional information may email or fax their questions so that they will be received at least 
five (5) working days prior to proposal opening to: 

6.2 Email shay.meadows@shreveportla.gov or fax Shay Meadows at 318-673-5408. 

6.3 Answers to questions received that should change and/or clarify this solicitation will be provided in writing to all 
Offerors via an amendment. 

7.0 EXPENDITURE  

7.1 Annual Expenditure: $25,000 

8.0 CONFIDENTIAL INFORMATION, TRADE SECRETS, AND PROPRIETARY INFORMATION  

8.1 The designation of certain information as trade secrets and/or privileged or confidential proprietary information 
shall only apply to the technical portion of the proposal. The financial proposal will not be considered 
confidential under any circumstance. Any proposal copyrighted or marked as confidential or proprietary in its 
entirety may be rejected without further consideration or recourse.  

8.2 For the purposes of this procurement, the provisions of the Louisiana Public Records Act (La. R.S. 44.1 et. 
seq.) shall be in effect. Pursuant to this Act, all proceedings, records, contracts, and other public documents 
relating to this procurement shall be open to public inspection. Proposers are reminded that while trade secrets 
and other proprietary information they submit in conjunction with this procurement may not be subject to public 
disclosure, protections must be claimed by the Proposer at the time of submission of its Technical Proposal. 
Proposers should refer to the Louisiana Public Records Act for further clarification.  

8.3 The Proposer shall clearly designate the part of the proposal that contains a trade secret and/or privileged or 
confidential proprietary information as “confidential” in order to claim protection, if any, from disclosure. The 
Proposer shall mark the cover sheet of the proposal with the following legend, specifying the specific section(s) 
of the proposal sought to be restricted in accordance with the conditions of the legend:  

8.4 “The data contained in pages _____ of the proposal have been submitted in confidence and contain trade 
secrets and/or privileged or confidential information and such data shall only be disclosed for evaluation 
purposes, provided that if a contract is awarded to this Proposer as a result of or in connection with the 

mailto:shay.meadows@shreveportla.gov
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submission of this proposal, the City of Shreveport shall have the right to use or disclose the data therein to the 
extent provided in the contract. This restriction does not limit the City of Shreveport’s right to use or disclose 
data obtained from any source, including the Proposer, without restrictions.”  

8.5 Further, to protect such data, each page containing such data shall be specifically identified and marked 
“CONFIDENTIAL”.  

8.6 If the Proposer’s response contains confidential information, the Proposer should also submit a redacted copy 
of their proposal along with their original proposal. When submitting the redacted copy, the Proposer should 
clearly mark the cover as such - “REDACTED COPY” - to avoid having this copy reviewed by an evaluation 
committee member. The redacted copy should also state which sections or information has been removed. The 
proposer should also submit one (1) electronic redacted copy of its proposal on a USB flash drive. The redacted 
copy of the proposal will be the copy produced by the City if a competing proposer or other person seeks review 
or copies of the Proposer’s confidential data.  

8.7 If the Proposer does not submit the redacted copy, it will be assumed that any claim to keep 
information confidential is waived.  

8.8 Proposers must be prepared to defend the reasons why the material should be held confidential. By submitting 
a proposal with data, information, or material designated as containing trade secrets and/or privileged or 
confidential proprietary information, or otherwise designated as “confidential”, the Proposer agrees to indemnify 
and defend (including attorney’s fees) the City and hold the City harmless against all actions or court 
proceedings that may ensue which seek to order the City to disclose the information.  

8.9 The City reserves the right to make any proposal, including proprietary information contained therein, available 
to other agencies or organizations for the sole purpose of assisting the City in its evaluation of the proposal. The 
City shall require said individuals to protect the confidentiality of any specifically identified proprietary 
information or privileged business information obtained as a result of their participation in these evaluations.  

9.0 Additionally, any proposal that fails to follow this section and/or La. R.S. 44:3.2.(D)(1) shall have failed to 
properly assert the designation of trade secrets and/or privileged or confidential proprietary information and the 
information may be considered public records.
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Part II 

Introduction

1.0 TERM OF CONTRACT 

1.1 Contract Term: For one year from the award date unless terminated or extended in accordance with the 
provisions listed herein.  The City of Shreveport reserves the right to renew any resultant contract(s), if 
mutually agreeable with the consultant, for four additional years in one year increments with price changes 
limited to Price Changes paragraph below, unless prices are requested for a longer period in this RFP. 

1.2 PRICE CHANGES 

1.3 Prices will be firm for the contract term as specified in paragraph 2 above.  After the term of the contract, the 
Consultant may request price increases that are limited to the increase in the Consultants actual documented 
cost of doing business or the appropriate CPI or PPI, whichever is lower.  Written requests for price increases 
must be sent by Certified Mail-Return Receipt Requested.  The City reserves the right to accept or reject the 
price increase within fifteen days after receipt of the request.   Should the City reject the price increase, the 
City reserves the right to cancel the contract and award to the next best Offeror or to solicit new proposals. No 
increase will be effective until approved in writing by the Purchasing Agent.  Any decrease in the cost of the 
contract items shall be forwarded to the Purchasing Office with immediate inception into the contract.  Any 
decrease in pricing shall not be less than the appropriate CPI or PPI. 

2.0 AWARDS  

2.1 An award resulting from this request shall be awarded to the responsive and responsible Offeror whose 
proposal is determined to be most advantageous to the City, taking into consideration price and the 
evaluation factors set forth in the RFP; however, the right is reserved to reject any and all proposals received, 
to waive any informalities, and in all cases the City will be the sole judge as to whether an Offerors proposal 
has or has not satisfactorily met the requirements of this RFP. 

3.0 EVALUATION OF PROPOSALS FOR MULTIPLE AWARDS 

3.1 In addition to other factors, proposals will be evaluated on the basis of advantages to the City that might result 
from making more than one award (multiple awards).  For the purpose of making this evaluation, 
administrative costs to the City for issuing and administering each contract awarded under this invitation will 
be considered, and individual awards will be for the items and combinations of items which result in the lowest 
aggregate price to the City, including such administrative costs. 

4.0 PURCHASE ORDER REQUIREMENT  

4.1 The City of Shreveport shall not be responsible for invoices exceeding $1,000 that do not have a written 
purchase order covering them.   

5.0 PUBLIC ACCESS TO PROCUREMENT INFORMATION 

5.1 Proposals will be available for public inspection at the time and date approved by the Purchasing Agent. 

6.0 PAYMENTS DUE THE CITY 

6.1 Section 26-211 of the Citys Code of Ordinances requires the following: 

6.1.1 On every contract to which the City is a party and for which written specifications are prepared, the 
specification shall include the requirement that before the contract is awarded the contractor shall pay all 
taxes, licenses, fees, and other charges which are outstanding and due to the City. 

6.1.2 No contract to which the city is a party shall be awarded to any person who: 

6.1.3 Has not paid all taxes, licenses, fees and other charges which are outstanding and due the city, or owns  any 
property which is adjudicated to the city or which has demolition liens, grass cutting liens, or any other 
property standards liens on it, or owns more than 25% of a legal entity that owns any property which is 
adjudicated to the city or which has demolition liens, grass cutting liens, or any other property standards liens 
on it. 
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Part II (cont’d): 

6.1.4 For purposes of this section, Own shall mean to be the last record owner of property prior to a tax sale or 
adjudication. 

6.1.5 Bids/proposals will not be accepted from or contract awarded to any person, firm, or corporations which have 
at any time failed to execute a contract that has been awarded to them by the City, or which is in arrears to 
the City upon debt or contract, or which is a defaulter as surety or otherwise upon any obligation to the City. 

7.0 ASSIGNMENT 

7.1 This contract shall not be assigned without the prior written consent of the city through its Mayor. 

8.0 UNSATISFACTORY WORK 

8.1 The City shall not be obligated to pay for unsatisfactory work. 

9.0 COMPLIANCE WITH CIVIL RIGHTS LAWS 

9.1 By submitting and signing this bid, bidder agrees to abide by the requirements of the following as applicable: 
Title VI and VII of the Civil Rights Act of 1964, as amended by the Equal Opportunity Act of 1972, Federal 
Executive Order 11246, Federal Rehabilitation Act of 1973, as amended, the Veterans Readjustment 
Assistance Act of 1974, Title IX of The Education Amendments of 1972, the Age Act of 1975, and bidder 
agrees to abide by the requirements of the Americans with Disabilities Act of 1990. Bidder agrees not to 
discriminate in its employment practices, and will render services under any contract entered into as a result 
of this solicitation without regard to race, color, religion, sexual orientation, national origin, veteran status, 
political affiliation, or disabilities. Any act of discrimination committed by bidder, or failure to comply with these 
statutory obligations when applicable, shall be grounds for termination of any contract entered into as a result 
of this solicitation. 

10.0 JOINT VENTURE 

10.1 If the Proposer is a joint venture, provide the following information: 
10.1.1 Date of formation 
10.1.2 Name and address of each venture partner 
10.1.3 Principals of each venture partner 
10.1.4 Venture partner holding the majority interest in the venture and its percentage of interest 
10.1.5 Proposer shall include a copy of the Joint Venture agreement as an attachment to proposal.  
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PART III 

SCOPE OF WORK 

Purpose of Position  
 
- Seeking a highly knowledgeable, innovative and energetic tennis professional with extensive success developing 

individual, group, and community tennis programs based on United States Tennis Association best practices.  
 
Major Duties/Responsibilities 
 
- Manage tennis facility all tennis programs and activities; supervise and coordinate the work of all staff professionals 

(full time, part time, and seasonal), shop employees, and court maintenance staff. 

 
- Design, plan, implement, and work tennis programs for all level players, from juniors to adults based on best 

practices. Programs to include, but not limited to: Next Generation in schools, Tennis Apprentice, Safe Play, 

tournaments (local, regional, and national), special tennis events, lessons and clinics-with a major focus on planning 

and developing tennis programs to meet the overall needs of the tennis community. Coordinate and manage all facets 

of player development programs with appropriate National/State staff, section and district leadership.  

 
- Oversee and run all pro shop, retail, using SQUARE point of sales, Foundation Tennis Reservation System, 

Quickbooks, and is responsible for all fees and subscriptions for these application software programs as required by 

the City of Shreveport-SPAR. Manage tennis center business objectives and marketing strategies to increase tennis 

revenue and eliminate non-essential expenses.  

 
- Complete proper inspection of clay and/or hard courts on a daily basis prior to the start of play and ensure that all 

necessary maintenance has been performed and the courts are in a safe and optimal order. If court maintenance 

cannot be completed by yourself or staff, report maintenance problems to City of Shreveport – SPAR immediately. 

 
- Ensure tennis facility and respective amenities are clean, safe, adequately equipped, well maintained, and attractive 

to tennis players and the general public. Promote the tennis center and its amenities to potential members.  

 
- Contractor is responsible for mowing and care of lawns including weed eating, edging, and blowing leaves within 

gates, the weeding and weed maintenance of soft courts and direct entry of center. 

 
- Facilitate annual external fund raising activities/events for current and/or future tennis facility renovations. 

 
- Ensure tennis facility and respective amenities are clean, safe, adequately equipped, well maintained, and attractive 

to tennis players and the general public. Promote the tennis center and its amenities to potential members. All daily 

janitorial maintenance is the responsibility of the contractor including but not limited to keeping trashcans emptied, pro 

shop area and bathrooms clean, outside appearance, including entry of the facility. Contractor shall ensure, that fresh 

ice water is provided on the courts daily. Contractor must disinfect and clean the coolers weekly.  

 
- Provide current information monthly at SPAR meetings on all events with a calendar of event content (year-round) for 

all tennis center programs, activities, tournaments and special events via City of Shreveport. This will allow for 

appropriate marketing and promotion via PlaytennisSB.com website, the CTA marketing team, and other popular 

social media platforms such as Facebook and Instagram. 

 
- As a direct representative of the tennis facility owned by the City of Shreveport all website and social media content 

must be pre-approved by SPAR management 

 
- Maintain program participation data/analytics (lessons, daily attendance, tournaments, etc.) for monthly or annual 

reports to the City of Shreveport. This is due the 15th of the month for the previous month. Monthly Sales Report, 

Monthly Participation Report, Capital Fund Report. These should be emailed to: cheredith.rhone@shreveportla.gov, 

shelly.ragle@shreveportla.gov, and rrubben8@gmail.com and Capital Fund Payments made out to: The City of 

Shreveport SPAR deposited into the SPAR Enrichment Fund account marked as reserved funds for each facility to be 

mailto:cheredith.rhone@shreveportla.gov
mailto:shelly.ragle@shreveportla.gov
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used for improvements. Should be submitted quarterly to cheredith.rhone@shreveportla.gov, 

shelly.ragle@shreveportla.gov, and rrubben8@gmail.com. SPAR and the Tennis Committee will meet semi-annually 

to review all reports and progress of each facility and go over and approve any requested capital improvements to be 

made by the Capital Fund. 

 
- Engage in collaborative relationships with external community organizations via Northwest Louisiana Community 

Tennis Association and Louisiana Tennis Association in order to strengthen and build meaningful community support 

in the area. This should include active participation in and attendance at the NWLA CTA monthly board meetings, 

working, and collaborating with the representatives of the CTA for junior and adult programs. Putting CTA and LTA, 

and USTA in waivers for mixers, events, and junior after school programs. 

 
- Contractor shall be a current USTA Member, proper USPTA and/or PTR Certifications, Net Generation Registered 

Coach Provider, and shall work with local schools to register as “school providers” and forge a Net Generation Partner 

agreement with each. Contractor shall assist with physical education classes, conducting school assemblies and 

creating after-school programs that drive children to the facility. All Assistant and/or teaching pros at the facility should 

have same memberships and appropriate certifications. All providers including volunteers should be Safe Play 

Approved by Net Generation. Contractor shall actively collaborate and work with the CTA on events held at the facility 

that enable the CTA to obtain participation numbers for both junior and adult programs.  

 
- Provide excellent customer service. The facility/Pro Shop shall have at least one employee in attendance during 

operating hours at all times. Monitor guest concerns and feedback. Follow up and respond to all guest complaints, 

requests, and comments.  

 
- In the event food and beverage services are provided in connection with the tennis center activities, the contractor 

shall provide such services in a manner mutually agreed upon by the city and the contractor and subject to SPAR 

food and beverage specifications and regulations. Food and beverage services provided by contractor shall not 

conflict with any existing contracts the city may have with other vendors, contractors or concessionaires. 

 
- Items belonging to the City will be assigned to the contractor at the time of the execution of this agreement and the 

contractor shall return all items to the city at the termination of the contractual agreement in the same condition as 

when received, less normal wear and tear. The contractor and the city shall jointly sign an inventory of all such items 

delivered to the custody of the contractor. This includes any items purchased by the CTA or with LTA, Southern 

USTA, and USTA grant funds for the facility.  

 

- The contractor shall not make any alterations or improvements to the premises without the prior written authorization 

of the city. Any alteration or improvement made by the contractor during the term of this agreement shall become the 

property of the city upon the termination or expiration of this agreement. 

 
- Contractor must conduct a minimum of three (3) tournaments and four (4) leagues within a calendar year. 

 
- Contractor shall provide a minimum of forty (40) hours per week spread over a 5-day period and include Saturdays on 

a regular basis at the tennis center conducting tennis activities to ensure success of all programs and play. Exclusions 
may include inclement weather, vacation, sick or emergency leave.  

 
Qualifications  
   
- Elite or Master Pro Certified preferred - United States Professional Tennis Association. 

- Must have extensive knowledge of tennis with a minimum of five (5) years professional instruction in a private, 

municipal, or hospitality setting. 

- Extensive experience in promoting and implementing large and varied program of events, classes, and leagues. 

- Energetic, enthusiastic, and motivational- possessing effective leadership skills and a strong work ethic. 

- Must be a current USTA member, Net Generation Registered Coach Provider, and proper USPTA and/or PTR 

certifications  

- Basic knowledge of court maintenance. Training can be provided. 

mailto:cheredith.rhone@shreveportla.gov
mailto:shelly.ragle@shreveportla.gov
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- Ability to work flexible hours, including some holidays and weekends. 

- Must maintain CRP/AED Certifications 

Annual Performance Indicators for Contractor  
 
- Evidence of performance achievement of major duties  

- Operations Analysis (daily participation, court fees, youth/adult lessons, special events, tournaments, etc.) 

- Feedback from local tennis community, City of Shreveport-SPAR, Northwest Louisiana Community Association and 

Louisiana Tennis Association. 

Compensation   
 
If selected, the contractor will be the successful recipient of this RFP and shall retain all revenue derived from tennis 
instructions, the sale of merchandise and apparel, food and beverages (if any, except vending machine), court fees, 
memberships, racket stringing fees, league fees, tournament fees, and equipment rental.  
In addition, the City of Shreveport will enter into a Contract for Services agreement with contractor. The City of Shreveport 
will pay contractor $25,000 annually, paid in monthly installments.  
 
Tennis Center Location 
 
The tennis center location is Southern Hills Tennis Center, located on 1000 W. Bert Kouns Industrial Loop, Shreveport, LA 
71118. Southern Hills Tennis Center is a SPAR facility, built in 1975. There are 10 beautiful hard courts all redone in the 
last nine years. 
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PART IV- EVALUATION CRITERIA 
 

RFP#:     21-824                      Title of RFP:    Tennis Professional at Southern Hills    
 
Evaluator:                                                         Phone #:                                                       
  
Date:                                                             Company Name:                                 
 
                                                                                                                                                              

  POINT 
RANGE 

POINTS 
ASSIGNED 

1 

 
Qualifications: Elite or Master Pro Certified preferred - United States 
Professional Tennis Association. Must have extensive knowledge of tennis 
with a minimum of five (5) years professional instruction in a private, 
municipal, or hospitality setting 
 
Extensive experience in promoting and implementing large and varied 
program of events, classes, and leagues. 

 

 
0-20 

 

 

 

2 

 
Programming Experience: Design, plan, and implement tennis programs for 
all level players, from juniors to adults based on best practices. Extensive 
experience in promoting and implementing a large and varied program of 
events, classes, and leagues. Ability to work with local schools to register as 
“school providers” and assist with physical education classes, conducting 
school assemblies and creating after-school programs that drive children to 
the facility. 

 

0-20 

 

 

3 

 
Facility & Staff Management: Management of tennis facility, all tennis 
programs, and activities; experience and ability to supervise and coordinate 
the work of all staff professionals (full time and seasonal), shop employees, 
and court maintenance staff. 
 

0-20 

 

4 

 
Community Engagement: Ability to engage in collaborative relationships 
with external community organizations in order to strengthen and build 
meaningful community support in area respective tennis communities. Ability 
to work flexible hours, including some holidays and weekends. 
 

0-20 

 

5 

 
Participation Analytics: Experience and ability to maintain comprehensive 
program participation data/analytics (lessons, daily attendance, tournaments, 
etc.) 
 

0-20 

 

 
           TOTAL POINTS: 100 Points                          
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PART V 

PROVIDE SUBMISSION REQUIREMENTS IN THE FOLLOWING FORMAT  
Proposals submitted in the prescribed format and with properly completed exhibit forms, as provided 

herein, will be evaluated for contract award. 

1.0 SUBMISSION REQUIREMENTS & CHECKLIST 

1.1 To achieve a uniform review process and allow for adequate comparability, the proposals must be organized 
in the manner specified below: 

1.1.1 A Table of Contents - clearly identify the material, by section and page number. 

1.1.2 A Letter of Transmittal - limit to four printed pages. 

1.1.3 __ Provide number of years in business, office location, email address, and financial stability of company. 

1.1.4 __ Briefly state your firms understanding of the work to be done, and make positive commitment to perform 
the work. 

1.1.5 __ Identify your proposals principal strengths and weaknesses.   

1.1.6 __ Give the names of the persons who will be authorized to make representations for your firm, their titles, 
addresses, and telephone numbers. 

1.1.7 __ State whether or not your firm has been involved in any litigation and/or has been disqualified by any 
agency within the past five (5) years, because of your performance.  Explain fully if your firm has been 
involved in any litigation and/or has been disqualified. 

1.1.8 __ Indicate the number and dates of amendments that you have received. (end of transmittal letter) 

**************************************************************************************************************************** 

1.2 Provide narrative on the approach to the scope of work (proposed project plan) using the format of Exhibit A. 

1.3 Submit Schedule of Events using the format of Exhibit B. 

1.4 Document five of Offerors prior similar projects with name, address, and phone number of a contact with 
whom City can discuss Offerors past performance using the format of Exhibit C. 

1.5 Submit qualifications of personnel that will work on this project using the format of Exhibit D. 

1.6 Provide cost proposal using the format of Exhibit E. 

1.7 Provide completed Fair Share forms (Appendix 1) which includes the amount and percentage of commitment. 

1.8 Submit Appendix #3 - FELONY CONVICTION STATEMENT. 

1.9 List any exceptions to this RFP (and/or the City’s Standard Agreement). 

1.10 Other information and materials which the Offeror wishes to submit in support of this proposal, qualification, 
etc. 
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 CITY OF SHREVEPORT 
   
Section 40-Fair Share Requirements (Revised 11-10-2020)  
Applies to IFB, RFP, RFS, and RFQ Documents except when a Commodity Purchase or if for the Airport. 

 
1.0 DEFINITIONS 

1.1 Bid-shall mean bid for IFBs, proposal for RFPs, and quote for RFQs. 

1.2 Contractor-shall mean prime contractor for IFBs, RFPs, and RFQs.  For RFSs, Contractor shall mean Prime 
Consultant. 

1.3 Offeror-shall mean a person who submits an RFP. 

1.4 Subcontractor-shall mean subcontractor for IFBs, and RFQs.  For RFSs, Subcontractor shall mean Sub 
consultant. 

1.5 FSC-is Fair Share Certified (specific to City-Funded Projects and included in the Fair Share computation).  
Fair Share Certification applications may be obtained as follows: 

1.6 Contact Jeanetta Scott...  318-673-5060 

1.6.1 Fair Share Office 

1.6.2 505 Travis Street, Suite 260 

1.6.3 Shreveport, LA  71101 

1.6.4 FSC Application Affidavits maybe downloaded at::  

 www.shreveportla.gov/FairShareApp  

1.7 DBE-is Disadvantaged Business Enterprise (specific to Federally-funded Projects - generally FAA, DOTD or 
FTA projects).   

1.8 S/DBE-is Small Disadvantaged Business Enterprise (again, specific to Federally-Funded Projects - a group 
that is defined by the Government as "presumptively disadvantaged" by provisions of CFR 49).  DBE 
applications may be obtained as follows:  http://www8.dotd.louisiana.gov/UCP/UCPdownloads.aspx 

1.9 MBE-is Minority Business Enterprise.  The designation of MBE is obtained through the submission of a 
Vendor’s Application that can be obtained through the Purchasing Office.  Vendor Applications may be 
downloaded at:  http://www.shreveportla.gov/bid/section800.htm 

2.0 PURPOSE OF THE PROGRAM 

2.1 The City of Shreveport has implemented this program to ensure that their construction and service contracts 
provide employment and growth opportunities for small disadvantaged businesses.  

2.2 Therefore, when the goal has not been met, prime contractors are required to submit proof showing that good 
faith efforts have been made to contract with FSC, S/DBE or DBE subcontractors. 

2.3 All efforts must be documented. 

2.4 Direct commodity purchases made by the City are exempt from the program. 

3.0 FAIR SHARE CONTRACT CLAUSES 

3.1 The following Fair Share Contract Clauses and Good Faith Effort Requirements are only a small part of the 
Fair Share Program. 

3.1.1 The Fair Share Program full text and forms that will be needed are posted in the Purchasing Office, or 
available upon request, or available on our web site at www.shreveportla.gov, and are incorporated by 
reference in all solicitation documents with the same force and effect as if set forth in full text.  

3.1.2 ANY DEVIATIONS FROM THE FAIR SHARE REQUIREMENTS LISTED HEREIN MUST BE CLEARLY 
IDENTIFIED WITH EACH SOLICITATION RESPONSE. 

3.1.3 PLEASE CALL THE FAIR SHARE OFFICE AT (318) 673-5060 OR THE PURCHASING DIVISION AT (318) 
673-5450 IF YOU HAVE ANY QUESTIONS. 

3.2 Prompt Payment Clause 

http://www.ci.shreveport.la.us/pdf/bids/sect40.pdf
http://www.shreveportla.gov/FairShareApp
http://www8.dotd.louisiana.gov/UCP/UCPdownloads.aspx
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3.2.1 The City of Shreveport will, after acceptance of goods or services and the receipt of a proper invoice from the 
contractor, process request for payment, said payment to be paid within thirty (30) days. 

3.2.2 Prime contractors shall then be required to ensure payment is made to any designated small or 
disadvantaged business (subcontractors), within fifteen (15) business days of receipt of payment to the prime 
contractor from the City.   

3.2.3 Upon satisfactory completion of a contract, the City and/or prime contractor will ensure that any retainage 
payments are returned within thirty (30) business days.  

3.2.4 Failure to comply with the terms of this requirement may be grounds for termination of the contract by the 
City. 

3.3 Affirmative Action Clause 

3.3.1 The contractor, sub recipient, or subcontractor shall not discriminate on the basis of race, color, national 
origin, or sex in the performance of this contract.   

3.3.2 The contractor shall carry out applicable requirements of the appropriate funding guidelines for each contract.  
Failure by the contractor to carry out these requirements is a material breach of the contract which may result 
in the termination of this contract or such other remedy as the City deems appropriate. 

3.4 Participation of Small Disadvantaged Business Concerns 

3.4.1 It is the policy of the City of Shreveport that all prime contractors and service providers utilize qualifying small 
disadvantaged business concerns. 

3.4.2 The City has set a goal of 25% for participation of these said business concerns in all City-let contracts and/or 
purchases. 

3.4.3 Specific goals are set on federally funded contracts as determined by the regulating federal agency and 
language to that effect shall be included in those contracts. 

3.4.4 Failure by a contractor or service provider to include these designated businesses could constitute breach of 
contract and result in remedial action. 

3.4.4.1 Assurance of utilization of FSC, S/DBE, and DBE subcontractors is given through FSC FORM 4, Letter of 
Intent.   

3.5 Subcontractor Payment Certification 

3.5.1 Every contract by the City for the performance of work will contain a provision requiring the prime contractor 
to certify in writing that all subcontractors and suppliers have been paid for work and materials from previous 
progress payments received (less any retainage) by the prime contractor prior to receipt of any further 
progress payments.  

3.5.2 In the event a contractor is unable to pay subcontractors or suppliers until it has received a progress payment 
from the City, the prime contractor shall pay all subcontractors or suppliers funds due, from said progress 
payments within forty-eight hours of receipt of payment from the City. 

3.5.3 During the contract and upon completion of the contract, the City may request documentation to certify 
payments to subcontractors or suppliers.  This provision in no way creates any contractual relationship 
between any subcontractor and the City or any liability on the City for the contractor=s failure to make timely 

payment to the subcontractor.   

3.6 Fair Share Certified (FSC), S/DBE or DBE PARTICIPATION-GOOD FAITH EFFORT REQUIREMENTS 

3.7 PRE-BID EFFORTS REQUIRED REGARDING S/DBEs or DBEs 

3.8 Bidders are required to contact, and make good faith efforts to contract with City and Louisiana Unified 
Certification Program (LAUCP) Certified FSC, S/DBE or DBE firms for each division of work identified in these 
documents which will be performed by a subcontractor.   

3.9 A list of FSC, S/DBE or DBE contractors specializing in the divisions of work identified for subcontracting on 
this project can be found at the following Web Sites…City Projects:                                                                                  
http://www.shreveportla.gov/141/online-database Federal Projects: http://www8.dotd.louisiana.gov/ucp/    

3.10 These requirements are contractual obligations and are included in all contracts. 

3.11 Failure to comply may result in a finding of breach of the contract, disqualification of the bidder to bid on future 
contracts, or a claim for damages. 

http://www8.dotd.louisiana.gov/ucp/
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3.12 Who to contact 

3.12.1 For each division of work identified in these documents that will be performed by a subcontractor, Bidders 
must contact: 

3.12.2 Every FSC, S/DBE or DBE firm that attended the pre-bid meeting (if one was held) which specializes in a 
division of work that will be subcontracted, and 

3.12.3 In addition to the above, a minimum of five (5) other FSC, S/DBE or DBE firms.   

3.12.4 If there are less than 5 firms listed for a particular division of work, all of the subcontractors in that division 
must be contacted. 

3.13 When to contact 

3.13.1 All Bidders must provide project information to FSC, S/DBE, or DBE firms in sufficient time to permit the firm 
to have an equal opportunity to compete for work that the successful bidder will subcontract together with the 
date and time that subcontractor’s bids are due. 

3.13.2 The first documented contact with each FSC, S/DBE, or DBE firm must be at least seven (7) working days 
before bid opening. 

3.14 How to contact 

3.14.1 First contact:  Bidders shall contact FSC, S/DBE or DBE subcontractors by letter or fax to advise them of 
potential subcontracting opportunities. 

3.14.2 Follow-up:  Bidders shall follow up with telephone calls to each FSC, S/DBE, or DBE firm contacted to 
determine if a bid will be submitted or if further information is required. 

3.14.3 A firm need not be contacted if that firm responds to the first contact with a statement that the firm will not bid 
on this project. 

3.15 What information must be provided 

3.15.1 The apparent lowest construction/service provider bidder shall be required to complete/submit Fair 
Share Forms 1 through 4 within 72 hours after notification.  If additional information is needed, it must 
be turned in within 24 hours or the bid will be declared as non-responsive when additional time is not 
approved by the Fair Share office.   

4.0 ADDITION/REPLACEMENT OF SUBCONTRACTORS AFTER SUBMISSION 

4.1.1 The successful bidder will not be permitted to add or replace a subcontractor without the consent of the DBE 
Compliance Manager and/or the Fair Share Office and the Originating Department. 

4.1.2 If any subcontractor is added or replaced after the contract award, the contractor shall make good faith efforts 
to contract with another FSC, S/DBE, or DBE for the work to be performed by that subcontractor. 

4.1.3 Documentation of these efforts is required, and must be submitted to the Purchasing Agent and the Fair 
Share Office on FSC FORM 2. 

5.0 DOCUMENTATION OF GOOD FAITH EFFORTS 

5.1 FAIR SHARE DOCUMENTS TO BE SUBMITTED BY THE APPARENT LOWEST 
CONSTRUCTION/SERVICE PROVIDER BIDDER. 

5.1.1 COMPLIANCE AGREEMENT-FSC FORM 1.  Submit completed FSC FORM 1. 

5.1.2 UTILIZATION/CONTRACT TRACKING-FSC FORM 2.  Submit FSC FORM 2 showing all subcontractors/all 
sub-subcontractors to be used on this contract and use for any changes also.  Note: Construction Bidders, 
including 100% Fair Share/DBE, must turn in this form showing all subcontractors to be used on this contract. 

5.1.3 PROJECT CONTACT SHEET-FSC FORM 3.  Submit FSC FORM 3 showing a completed log of contacts 
with FSC, S/DBE, or DBE firms.  

5.1.4 LETTER OF INTENT-FSC FORM 4.  Submit a signed FSC FORM 4, Letter of Intent indicating FSC, S/DBE 
and DBE Subcontractors and Sub-Subcontractors along with the scope of work to be performed and 
price/cost of goods or services to be performed by the Subcontractor.  There must be a separate Letter of 
Intent for each FSC, S/DBE or DBE Subcontractor or Sub-subcontractor.  This letter of Intent must be 
submitted within 72 hours of the bidder being designated as “the apparent lowest construction/service 
provider bidder”, or his/her bid will be declared non-responsive. 
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5.1.5 Failure to submit these documents shall make a bid non-responsive and the apparent lowest bidder ineligible 
to receive an award of the contract.  

5.1.6 The Purchasing Agent and/or the DBE Compliance Manager and/or the Fair Share Office shall have the right 
to seek clarification to assure good faith effort compliance. 

6.0 DOCUMENTS TO BE SUBMITTED AFTER CONTRACT AWARD. 

6.1.1 MONTHLY SUBCONTRACTOR PAYMENT UTILIZATION REPORT-FSC FORM 5: All subcontractors 
(including FSC, S/DBE, or DBE firms) and second tier subcontractors shall be reported on the FSC FORM 
5as well as contract amounts and payments. 

6.1.2 Copy of letter or fax sent to FSC, S/DBE, or DBE firms: When requested, provide one copy of the letter or 
fax sent to FSC, S/DBE or DBE firms to solicit bids for this project.  If more than one form of letter or fax was 
sent, submit a copy of each form sent. 

6.2 Optional Good Faith Efforts 

6.2.1 Contractors should consider efforts such as: 

6.2.2 Did the contractor advertise in general circulation, trade association, and small disadvantaged-focus media 
concerning subcontracting opportunities? 

6.2.3 Did the contractor provide written notice to a reasonable number of specific FSC, S/DBEs, or DBEs that 
interest in the contract was being solicited, in sufficient time to allow the FSCs, S/DBEs, or DBEs to 
participate effectively?  (NOTE: It is recommended that certified mail be used to provide documentation). 

6.2.4 Did the contractor follow up initial solicitations of interest by contacting FSC, S/DBEs or DBEs to determine 
certainty whether the FSCs, S/DBEs or DBEs were interested? 

6.2.5 Did the contractor select portions of the work to be performed by FSCs, S/DBEs, or DBEs, including, where 
appropriate, breaking down contracts into economically feasible units to facilitate participation? 

6.2.6 Did the contractor provide interested FSCs, S/DBEs, or DBEs with adequate information about the plans, 
specifications, and requirements of the contract? 

6.2.7 Did the contractor negotiate in good faith with interested FSCs, S/DBEs, or DBEs, not rejecting them as 
unqualified without sound reasons based on a thorough investigation of their capabilities? 

6.2.8 Did the contractor make efforts to assist interested FSCs, S/DBEs, or DBEs in obtaining bonding, lines of 
credit, or insurance required by the recipient or contractor? 

6.2.9 Did the contractor effectively utilize the services of available community organizations; contractors’ groups; 
local, state, and federal business assistance offices; and other organizations that provide assistance in the 
recruitment and placement of FSCs, S/DBEs, or DBEs?  

END
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RFP NO. 21-824             EXHIBIT A 
PAGE ______ of ________ 
COMPANY____________________________ 
 
NARRATIVE ON THE APPROACH TO THE SCOPE OF WORK 
Proposals should respond to the Scope of Work point by point by numeric reference. 
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RFP NO. 21-824            EXHIBIT B 
PAGE ______ of ________ 
COMPANY____________________________ 
 
SCHEDULE OF EVENTS 

The Offeror should briefly describe each step of the schedule of events in its proposed plan of action to accomplish the 
scope of work in a sequential manner, identifying the specific assignment of key personnel and the time required to 
complete each step.  This form should be completed, in addition to the Offerors narrative description of its proposed plan 
of action. 

Step #                   Schedule of Events                            Time Required             Person Assignment 
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RFP NO. 21-824             EXHIBIT C 
PAGE ______ of ________ 
COMPANY____________________________ 
  

OFFERORS EXPERIENCE                                                                                                                           
 

Organization                                                                                                                                                                 Public Entity?    Y   /    N 

Point of Contact                                                                                                                                                            No. Years as Client 

Title 

Phone Number  

Email Address 

 

Organization                                                                                                                                                                 Public Entity?    Y   /    N 

Point of Contact                                                                                                                                                            No. Years as Client 

Title 

Phone Number  

Email Address 

 

Organization                                                                                                                                                                 Public Entity?    Y   /    N 

Point of Contact                                                                                                                                                            No. Years as Client 

Title 

Phone Number  

Email Address 

 

Organization                                                                                                                                                                 Public Entity?    Y   /    N 

Point of Contact                                                                                                                                                            No. Years as Client 

Title 

Phone Number  

Email Address 

 

Organization                                                                                                                                                                 Public Entity?    Y   /    N 

Point of Contact                                                                                                                                                            No. Years as Client 

Title 

Phone Number  

Email Address 
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RFP NO. 21-824             EXHIBIT D 
PAGE ______ of ________ 
COMPANY____________________________ 
 
PERSONNEL STAFFING 
 

Name                                                                                                                                                                       Resume Attached     Y   /    N 

Title                                                                                                                                                                          No. Years with Firm? 

Experience  

 

Name                                                                                                                                                                       Resume Attached     Y   /    N 

Title                                                                                                                                                                          No. Years with Firm? 

Experience  

 

Name                                                                                                                                                                       Resume Attached     Y   /    N 

Title                                                                                                                                                                          No. Years with Firm? 

Experience  

 

Name                                                                                                                                                                       Resume Attached     Y   /    N 

Title                                                                                                                                                                          No. Years with Firm? 

Experience  

 

Name                                                                                                                                                                       Resume Attached     Y   /    N 

Title                                                                                                                                                                          No. Years with Firm? 

Experience  

 

Name                                                                                                                                                                       Resume Attached     Y   /    N 

Title                                                                                                                                                                          No. Years with Firm? 

Experience  
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RFP NO. 21-824            EXHIBIT E 
PAGE ______ of ________ 
COMPANY____________________________     
COST PROPOSAL  
 

Contractor must check box below to agree to an annual stipend of $25,000. 
 

 

Set-Rate Annual Stipend ($25,000) 

 

 

 
ACKNOWLEDGEMENT 
 
______ (initial)    
 
______ (initial)    
 
OFFERORS CERTIFICATIONS 
Has a federal agency or a federally certified state or local agency performed any review of your accounts or records in 
connection with any grant or contract within any grant or contract within the past twelve months? 
 

 YES   NO   (IF YES GIVE NAME, ADDRESS, AND TELEPHONE NUMBER OF REVIEWING OFFICE.)   
 

1.0 In compliance with this Request for Proposal, and subject to all conditions thereof, the undersigned agrees: 
1.1 This proposal, as stated, is open for acceptance for a period of 120 calendar days from date of opening; and 
1.2 To furnish all services, materials, and equipment necessary and incidental to perform the proposed project; 
1.3 That this proposal is made without prior understanding, agreement, or connection with any corporation, firm, or person 

submitting a proposal for the same services, and is in all respects fair and without collusion or fraud.  I agree to abide by all 
conditions of this proposal and certify that I am authorized to sign this proposal. 

1.4 Acting on behalf of the Offeror, this is to attest that the undersigned is a duly authorized representative of the below 
captioned firm, corporation or business. 

1.5 By signing this document, the Offeror understands and agrees that the identity of any Offeror or the contents of any proposal 
will not be public information until after the contract award is made.  

1.6 If awarded a contract/purchase order, my company understands and agrees to provide the sub consultant information as 
listed in GENERAL CONTRACT PROVISIONS (www.shreveportla.gov/bids/bids.htm), paragraph 16, 
SUBCONTRACTOR TRACKING. I hereby certify that sub consultant(s)                        (would/would not) be used. 

1.7 In accordance with the Fair Share Requirements of this RFP, the Offeror assures the City that he or she will meet or exceed 
the Fair Share goal, or if cannot meet the required goal, the Offeror will assure the City that he or she will document good 
faith efforts made toward meeting the goal requirement in accordance with the fair share requirements.  Fair share goal for 
this project is 25%.  
 

                                                                               
Signature Offerors Representative   Title 
authorized to enter into contract with 
the City of Shreveport 
 
                                                                         
Company        

 
                                                                                                                                                   
Authorized Signature (typed/printed)       State Contractors License Number 

 
                                                                                                                                                  
Telephone        Fax Number 
                                                                                                                                                  
Emergency Number(s)     Date 
  
                                                                                                                                                  
Email Address      Offerors Federal Employer I.D. Nu 
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FROM:                                                                  

                                                                 
  

                                                                 
 

*License #                                                                  
*State Contractors License Number or Insert EXEMPTION, IF NOT REQUIRED. 
 
 
 

 
 
 

PLEASE RUSH TO: 
         

CITY OF SHREVEPORT 
OFFICE OF THE PURCHASING AGENT 
505 Travis Street, Suite 610  
SHREVEPORT, LOUISIANA 71101-3042 

 
SEALED PROPOSAL FOR: 
 
RFP Number:           21-824                                                    
 
Project Name:   Tennis Professional at Southern Hills  
 
Opening Date/Time:                                                        
 
Attention: Use this format on the outside of your container when responding with a paper proposal. 
We do not accept faxed responses for formal solicitations!  Revised 12-15-11 
 
EXHIBIT F         
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City of Shreveport 

COMPLIANCE AGREEMENT-FSC FORM 1 
RFP Number: ___21-824__ (Revised 9-10-07) 

By signing this document, the bidder hereby certifies, understands, and affirms that: 

1.0 It has not discriminated against any FSC, S/DBE, or DBE firms in awarding subcontracts for this 
project. 

2.0 The good faith efforts requirements are contractual obligations that must be fulfilled whether or not 
listed on these forms.  

3.0 The apparent lowest construction/service provider bidder shall be required to 
complete/submit Fair Share Forms 1 through 4 within 72 hours after notification.  If 
additional information is needed, it must be turned in within 24 hours or the bid will be 
declared as non-responsive when additional time is not approved by the Fair Share office.   

4.0 Failure to provide information may result in a loss of the bidder’s bid bond. 

5.0 Replacement of a subcontractor during contract performance without: a) obtaining the prior written 
consent of the DBE Compliance Manager and/or the Fair Share Office and the originating 
department; and b) subsequent good faith efforts in selection of a replacement; is prohibited and a 
breach of contract.  See UTILIZATION/CONTRACT TRACKING-FSC FORM 2 AS REQUIRED 
FOR ALL SUBS/SUB of SUBS. 

6.0 Consideration was given to waiving bonding requirements for FSC, S/DBE, or DBE subcontractors. 

And, Executes this Compliance Agreement as: 

 

Company Name:          

 

Address:           

 

Phone Number:                                                             FAX Number:              

 

By:                 
 Signature of Authorized Owner or Representative             Title                       Date 
 

Print Name:        

 

APPENDIX 1, FORM 1 
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City of Shreveport 

UTILIZATION/CONTRACT TRACKING-FSC FORM 2 
This multipurpose form is used to list all types of subs and changes to their status for Fair 
Share and Contract Tracking Reporting.  (Revised 1/20/2021) 

1. IFB/RFP/RFS/RFQ # (Circle 1) __21-824________ 2.  Project Name ___________________________________________   

3. Prime Contractor___________________________ 4.Bid Amount of Total Project ($) ________________________ 

5. Prime Contractor’s Federal Tax ID # ________________________ Change Order?  Yes or No       C/O # ________ 

List all Subcontractors (copy as needed) Status – Circle 
all that apply 

Type of work to 
be performed 

Subcontracted 
Amount  $ + or (--) 

 

Federal I.D. #  __________________________________ 

Company  _____________________________________ 

Name   _______________________________________ 

Address  ______________________________________ 

Phone #  ______________________________________ 

Fax #_________________________________________ 

E-Mail ________________________________________ 

State Class/License # 

 

FSC, DBE 

  

 

Federal I.D. #  __________________________________ 

Company  _____________________________________ 

Name   _______________________________________ 

Address  ______________________________________ 

Phone #  ______________________________________ 

Fax #_________________________________________ 

E-Mail ________________________________________ 

State Class/License # 

 

FSC, DBE 

  

 

Federal I.D. #  __________________________________ 

Company  _____________________________________ 

Name   _______________________________________ 

Address  ______________________________________ 

Phone #  ______________________________________ 

Fax #_________________________________________ 

E-Mail ________________________________________ 

State Class/License # 

 

FSC, DBE 

  

 

Prime Contractor’s Signature ______________________ Date: _________ Phone: ____________________________  

Project Mgr. Signature: __________________Date: ______ Fair Share Office Approval: ____________ Date: ______ 

APPENDIX 1, FORM 2 
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City of Shreveport 

PROJECT CONTACT SHEET-FSC FORM 3 
(Revised 8-30-07) 

 
Name of Project: _____________________________________ Bid Number: ___________________                                  
    

 

Bidder’s Name: ____________________________________________________________________ 
 

Bidders should record their contacts with potential FSC or DBE subcontractors through use of this 
log.  Additional forms may be copied if needed. 
Name of 
Subcontractor 

Type of 
Contact(s) 

Date & 
Time of 
Contact 

Person 
making/receiving 
call or other 
communications 

Contact 
made? 
 
Yes/No 

Quote 
received 
Amount 
($) 

Quote 
accepted 
Or rejected? 
 

 
 
Comments 

        

        

        

        

        

        

        

 

APPENDIX 1, FORM 3 
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Bid # ________PROJECT# _________ FSC FORM 4 
    

Fair Share / Disadvantaged Business Enterprise Compliance Management 

LETTER OF INTENT TO PERFORM AS A PRIME CONTRACTOR AND 
UTILIZE A SUBCONTRACTOR/SUBCONSULTANT 

[NOTE:  Pursuant to the City of Shreveport’s Fair Share Program for Equal Business Opportunity, established by 
Ordinance No. 105, 1999, 7-27-99, DBE firms participating in the Program must have current certification status prior to 
award of a contract where they are counted towards subcontracting participation.  If the City of Shreveport determines that 
a firm is not an eligible DBE firm, that firm is advised to immediately submit a completed certification application to the 
State of Louisiana, Department of Transportation and Development, LAUCP Section, P.O. Box 94245, Baton Rouge, LA 
70804-9245  for consideration on subsequent projects. 

 
1.   Name of Project     
 

2. Name of offeror/prime contractor    
 

3. The undersigned is prepared to perform the following described work and/or supply the material listed in 
connection with the above project (where applicable specify “supply” ,  “install” or “perform particular services”): 
            
 
     at the price of $        
 
               
(Name of DBE/FSC Firm)        (Date) 

 
               
Circle one (Owner/Authorized Agent of DBE/FSC firm) Type or Print Name    (Signature of Owner or Authorized Agent of DBE /FSC Firm) 
 
                 
(Phone Number)                      (Fax Number) 
 
AFFIDAVIT OF PRIME CONTRACTOR 
 
I HEREBY DECLARE AND AFFIRM that I,       am the duly authorized representative of  
   (Circle one-Owner/Authorized Agent) 

 
          and that I have personally reviewed the material and 
 Name of Prime Contractor 
 

facts set forth in this Letter of Intent to Perform.  To the best of my knowledge, information, and belief, the facts in this form are 
true, and no material facts have been omitted. 
 
Pursuant to the City of Shreveport Ordinance, No. 105, 1999, 7-27-99, Sec. 2-414, Intentional failure by a contractor or service 
provider to include these designated businesses could constitute breach of contract and result in remedial action.  Further, any 
person [entity] who makes a false or fraudulent statement in connection with participation of a DBE or FSC in any City of 
Shreveport contract may be referred for debarment procedures from subsequent contracts with the City of Shreveport. 
 
I do solemnly swear or affirm that the signatures contained herein and the information provided by the Prime Contractor are true 
and correct, and that I am authorized on behalf of the Prime Contractor to make this affidavit. 

 
               

Circle One (Owner/ Authorized Agent) Type or Print Name  (Name of Prime Contractor company/firm -Print or Type) 
 
               
(Signature of Owner or Authorized Agent)     (Date) 
 

                 

(Phone Number)          (Fax Number)    (Revised 8-30-07) 

 

APPENDIX 1, FORM 4 



 

Page 26 of 36 

                                  SUBCONTRACTOR PAYMENT AND UTILIZATION REPORT – FORM 5                 (Revised 6/20/2020) 

Contract Number:  Prime Contract Amount:  

Progress Report Number:  Report Period Dates:  To:  

Prime Contractor:  Project Name:  
(1) 

 
Subcontractor Name 

(2) 
 

Class 

(3) 
 

Work Description 

(4) 
 

Original 
Subcontract 

Amount 

(5) 
 

Approved 
Changes 

(6) 
 

Revised 
Subcontract 

Amount  
(4+5) 

(7) 
 

Current 
Period Work 
Completed 

(8) 
Total Work 

Completed to 
Date 

(Previous Total to 
Date+(7) 

(9) 
 

Remaining 
Subcontract 

Amount  
(8-6) 

 

☐  FSC 

☐  DBE 

☐  SBE 

       

 

☐  FSC 

☐  DBE 

☐  SBE 

       

 

☐  FSC 

☐  DBE 

☐  SBE 

       

 

☐  FSC 

☐  DBE 

☐  SBE 

       

 

☐  FSC 

☐  DBE 

☐  SBE 

       

This worksheet assumes a 5% retainage. 
 

Changes to Contract: Replacement, substitution, or addition to FSC, S/DBE or DBE firms must be handled in conformance with the contract 
documents. 
 

IT IS HEREBY CERTIFIED THAT THE ABOVE LISTED FIRMS HAVE BEEN FULLY UTILIZED BY OUR COMPANY IN THE AMOUNTS 
REPRESENTED ABOVE AND THAT THE INFORMATION CONTAINED HEREIN IS COMPLETE AND ACCURATE. 

 

Notary Public Use Only: 
State of 
______________________________________ 
Parish / County of 
________________________________________ 
 

Subscribed and sworn to (or affirmed) before me this  
_________________day of ________________  
in the year of 
______________________________ 

Printed Name of Authorized Contractor Representative: 

                                                                                                                 
Authorized Signature of Contractor Representative:     Date: 

 
  

Instructions:  Document must be typed or printed Legibly.  Unreadable information will require resubmittal and may cause delays in processing. 
Submit with request for progress payment and send a copy to: 
DBE Compliance Manager and/or the City of Shreveport’s Fair Share Office, P.O. Box 31109, Shreveport, LA 71130. Signature of Notary Public: 
 

APPENDIX 1, FORM 5 



 

 

INSTRUCTIONS FOR COMPLETING FSC FORM 5 
SUBCONTRACTOR PAYMENT AND UTILIZATION 

(Revised 6/20/2020) 
 
1.0 FORM 5 GENERAL INSTRUCTIONS 

1.1 All  form  5  reports  must  be notarized before submittal.  Notarization section is found in lower right corner of 
form. 
 

1.2               All  form  5  reports  should  be electronically.  Only the Signature Block and Notary Block require handwritten   
                    input.  
 
1.3              If the Form 5 Report is handwritten, it must be legibly printed.  Any forms  with illegible handwriting will be 

      rejected and  require resubmittal  in  acceptable  print  and could result in delays in processing applications for 
      payment. 
 

1.4              When entering current period and cumulative paid amounts into Form 5, enter the amount paid less retainage. 
                   It is assumed that 5% retainage has been held out of the payment.  Including the retainage amount  will result  
                   in an overstatement  in  payments  and  require  all Payment  Application  Form 5’s  to  be corrected and to be 
                   resubmitted.  This will hold any current Payment Applications from being processed until satisfactory 
                   resolution.  
  
2.0 FORM 5 SPECIFIC INSTRUCTIONS 

2.1 CONTRACT NUMBER:  Enter the contract number for this project as assigned by the City Purchasing 
Division. 

2.2 PROGRESS REPORT NO: Enter Report number 1 for the first report submitted and subsequent numbers for 
reports submitted thereafter. Note, this should be the same as the invoice or payment application number. 

2.3 PRIME CONTRACTOR: Enter Full Company Name as stated on contract with City of Shreveport. 

2.4 PRIME CONTRACT AMOUNT: Enter the current Prime Contract Amount including any Approved Change 
orders. 

2.5 REPORT PERIOD DATES: Enter the beginning and ending dates corresponding to the progress payment 
period.  Example:  6/1/2020 thru 6/30/2020.  Report periods should be sequential and not overlap. 

2.6 PROJECT NAME: Enter the full project name as indicated on the contract documents.  

2.7 SUBCONTRACTOR NAME: Enter the names of all subcontractors having performed work or paid on this 
project during the reporting period. 

2.8 CLASSIFICATION:  Select the appropriate FSC, S/DBE, or DBE status of each contractor listed in item 2.7.  
Note:  Designations should be consistent with how firms were certified by LAUCP or the City of Shreveport at 
the time of contract award.  Only one designation may be used for credit and will be applied accordingly.  
Non-certified firms should not have a designation selected. 

2.9 LIST SECOND TIER SUBCONTRACTORS. 

2.10 WORK DESCRIPTION:  Enter a brief description of the work subcontractors are performing.  Example: 
Landscaping, electrical supplier, electrical contractor, remove and replace inlets, furnish, and install catch 
basins, etc. 

2.11 ORIGINAL CONTRACT AMOUNT:  Enter the original contract dollar amount for each subcontract at time of 
award. 

2.12 APPROVED CHANGES:  Enter the cumulative dollar value of any changes for each subcontract.  If no 
changes then enter “0”.  Note:  reductions in subcontractor amounts should be shown as negative with 
parentheses.  Example negative amount ($3,133.85).  Additionally, please provide an explanation of any 
changes. 

2.13 CURRENT APPROVED SUBCONTRACT AMOUNT: This amount should be the total dollar value current 
contract amount (Column 4) plus or minus approved changes (column 5). 
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2.14 CURRENT PERIOD CONTRACTOR WORK COMPLETED: Enter the amount paid to the subcontractor 
during the current reporting period.  If the reporting period is June 1, 2020 thru June 30, 2020 and you paid 
your subcontractor during that period, that is the amount you enter in this section.  ONLY the current period 
amount paid to the subcontractor.  Note:  If you do not have any payments made to the subcontractor in the 
current period, you must enter “0”. 

2.15 CUMULATIVE ACTUAL SUBCONTRACTOR WORK COMPLETED TO DATE:  Add the Cumulative amount 
paid to the subcontractor from the previous reporting period form 5 (Previous month Payment Application) to 
the current period amount paid to the subcontractor from the current form 5 (Current Payment Application).  
The total of the two is entered here.  This should be the total amount paid to subcontractor including the 
current period.  

2.16 REMAINING SUBCONTRACTOR AMOUNT:  This is a calculated field in form 5.  This calculation is the sum 
of the revised contract amount (Column 6) minus total work completed (Column 8).  If filling form 5 out 
manually please fill in based on the calculation listed above. 

2.17 PRINTED NAME OF AUTHORIZED CONTRACTOR REPRESENTATIVE:  Enter the printed name of 
responsible party having signature authority and  and acting as contractor representative on behalf of the 
contractor.  Note:  This can be entered electronically. 

2.18 AUTHORIZED SIGNATURE OF CONTRACTOR REPRESENTATIVE:  This signature line must be physically 
signed by the person having signature authority and acting representative on behalf of the Contractor.  Note:  
This signature must match the printed name. 

2.19 DATE:  Enter the date in which form 5 was signed by the contractor authorized representative. 

2.20 NOTARY PUBLIC:  Contract must have this section completed by a licensed Notary Public before submittal.  

2.21 RETENTION:  Form 5 assumes 5% retention has been withheld from subcontractor payments.   

 

END 
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City of Shreveport  

IFB/RFQ/RFP/RFS #  21-824 PROJECT  TENNIS PROFESSIONAL AT SOUTHERN HILLS  

CONTRACT VERIFICATION-DBE/FSC FORM 6   
To be used for Architecture/Engineering, Construction & Service Contracts.  This document must be furnished within five (5) working 
days after the City executed contract is picked up by the prime contractor. The Notice to Proceed will not be issued until this form 
is received by the Project Manager for the City.   Project Manager sends copy to the Fair Share Office and Purchasing Division. 
 
Is there a possibility other subs will be reported at a later date?   Yes/No (circle one). Revised 6-2-10. 

 
By signing this document, the contractor hereby certifies, understands, and affirms that he/she has signed a contract 
(includes signed proposal, signed purchase order, or written contract) with the following subcontractors: 

LIST ALL SUBCONTRACTORS 
WITH SIGNED CONTRACTS 

*ALREADY LISTED ON 
FORM 2 (YES OR NO) 

REPLACES THIS SUB THAT 
WAS LISTED ON FORM 2 

SIGNED 
CONTRACT 
AMOUNT $ 

    

    

    

    

    

    

    

    

    

    

    

    

*If answer is “no” list sub they replaced in the next column and attached a revised Form 2. 
The City reserves the right to require the contractor to produce or provide copies of any/all contracts listed.  Pursuant to the City of 
Shreveport Ordinance, No. 105, 1999, 7-27-99, Sec. 2-414, Intentional failure by a contractor or service provider to include these 
designated businesses could constitute breach of contract and result in remedial action.  Further, any person [entity] who makes a false or 
fraudulent statement in connection with participation of a DBE or FSC in any City of Shreveport contract may be referred for debarment 
procedures from subsequent contracts with the City of Shreveport. 
 
I do solemnly swear or affirm that the signatures contained herein and the information provided by the Prime Contractor are true 
and correct, and that I am authorized on behalf of the Prime Contractor to make this affidavit. 

 
               

Circle One (Owner/ Authorized Agent) Type or Print Name  (Name of Prime Contractor company/firm -Print or Type) 
 
               
(Signature of Owner or Authorized Agent)     (Physical Address) 
 

                 
(Phone Number)           (Date) 

               
(E-Mail Address)       (Fax Number) 

  

APPENDIX 1, FORM 6 
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AFFIDAVIT 

 

ATTESTING THAT ENTITY OR PERSON  

DOES NOT OWN ADJUDICATED OR LIEN PROPERTY AND 

DOES NOT OWE OUTSTANDING DEBT TO CITY  

* * This affidavit is submitted to document compliance with Shreveport City Code 26-211. * * 
 

BEFORE ME, the undersigned Notary Public duly qualified and commissioned, came and appeared  

 

 authorized representative of: 

  

 with a Federal Tax Identification Number (EIN) of: 

  

 and with a current email address of: 

  

 who does hereby state as follows, to-wit: 

  
 

1  Business Entity or Person does not own any property which is adjudicated to the City of Shreveport, Louisiana or which has 

demolition liens, grass cutting liens, or any other Property Standards liens on it. For purposes of this subsection, the term 

“own” shall mean to be the last record owner of the property prior to a tax sale or adjudication. 

2  Business Entity or Person does not own more than twenty-five percent (25%) of a legal entity that owns any property which 

is adjudicated to the City or which has demolition liens, grass cutting liens, or any other Property Standards liens on it. 

3  Business Entity or Person has paid all taxes, licenses, fees, fines and other charges which are outstanding and due to the City.  

E.g. false alarm fees, property standard fines, over-due water bills. 

4  Business Entity or Person will provide written notification to the City’s Purchasing Agent no later than the next work day 

after any of the above statements becomes invalid. 

5  Upon request of the Purchasing Agent the City reserves the right to require a newly dated/issued Affidavit. 

 

BY:  

 Printed Name:  

 Title:  

  
SWORN TO AND SUBSCRIBED BEFORE ME, this ____ day of _________________, 20____. 

 

   
 Notary Public   
   

   

   

 Notary Identification Number or LA Bar Roll Number   

* * * * * * * * * * * * * * * * * * * * * * * * * * * * * 

Mail original affidavit via U.S. mail or Deliver via other carrier or hand-delivery to: 

Purchasing Division 

505 Travis St., Suite 610     | Shreveport, LA 71101 

Affidavit must be on file in the Purchasing Office before a contract, purchase order or check is issued. 
 

** Form Revised 12/19/2019 ** 

APPENDIX 2 



 

Page 31 of 36 

City of Shreveport 

FELONY CONVICTION/E-VERIFY AFFIDAVIT 
This document must be furnished with your proposal. Failure to submit at the specified time may result in the proposal being declared 

as non-responsive. 

RFP Number: 21-824  

By signing this document in accordance with La. R.S. 38:2227, the appearer, as a proposer on the above project, 
does hereby attest that: 

1.0 No sole proprietor or individual partner, incorporator, director, manager, officer, organizer, or member who has a 
minimum of a ten percent (10%) ownership in the bidding entity named below has been convicted of, or has 
entered a plea of guilty or nolo contendere to any of the following state crimes or equivalent federal crimes: 

1.1 Public bribery (R.S. 14:118) 1.2 Extortion (R.S. 14:66) 

1.3 Corrupt influencing (R.S. 14:120)   1.4 Money laundering (R.S. 14:23) 

2.0 Within the past five years from the project bid date, no sole proprietor or individual partner, incorporator, director, 
manager, officer, organizer, or member who has a minimum of a ten percent (10%) ownership in the bidding 
entity named below has been convicted of, or has entered a plea of guilty or nolo contendere to any of the 
following state crimes or equivalent federal crimes, during the solicitation or execution of a contract or bid 
awarded pursuant to the provisions of Chapter 10 of Title 38 of the Louisiana Revised Statutes: 

2.1 Theft (R.S. 14:67) 2.2 Identity Theft (R.S. 14:67.16) 

2.3 Theft of a business record (R.S.14:67.20) 2.4 False accounting (R.S. 14:70) 

2.5 Issuing worthless checks (R.S. 14:71) 2.6 Bank fraud (R.S. 14:71.1) 

2.7 Forgery (R.S. 14:72) 2.8 Contractors; misapplication of payments (R.S. 
14:202) 

2.9 Malfeasance in office (R.S. 14:134)  

3.0  By signing this document in accordance with La. R.S. 38:2212.10, the appearer, as a proposer on the 
above project, does hereby attest that: 

3.1 The private employer is registered and participates in a status verification system (E-Verify) to verify that all                  
employees in the state of Louisiana are legal citizens of the United States or are legal aliens. 

3.2        The private employer shall continue, during the term of the contract, to utilize a status verification system to verify 
the legal status of all new employees in the state of Louisiana. 

3.3        The private employer shall require all subcontractors to submit to the employer a sworn affidavit verifying 
compliance with Paragraphs (3.1) and (3.2) of this Subsection. 

 
If evidence is submitted substantiating that a false attestation has been made and the project must be readvertised or the contract 
cancelled, the awarded entity making the false attestation shall be responsible to the public entity for the cost of rebidding, additional 
costs due to increased cost of bids and any and all delay costs due to the rebid or cancellation of the contract. 

And, executes this document as: 

Company Name:                

Address:                 

Phone Number:                                                             FAX Number:               

By:                  
 Signature of Authorized Owner or Representative             Title                       Date 
 

Print Name:      E-Mail Address:         

 Fax to: 318-673-5408    OR E-Mail to:  shay.meadows@shreveportla.gov (10-23-15) 

 

 

APPENDIX 3 
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Appendix 4 

INSURANCE/BOND/INDEMNIFICATION REQUIREMENTS OF CONSTRUCTION/ PUBLIC WORKS CONTRACTORS 
Give a copy of these requirements to your agent. 

 
1.1 Definitions 

1.1.1 INSURANCE COMPANY   

1.1.1.1 The company or firm which will protect the CONTRACTOR from claims which may arise out of or result from 
the Contractors operations and for which the CONTRACTOR may be legally liable.  An acceptable insurance 
company is defined as one licensed in the State of Louisiana or an approved non-admitted carrier.  Generally, 
as a minimum, the company issuing a bond must have a current A. M. Best rating of A- or better.  
Companies providing insurance coverage other than bonds must have a current A. M. Best rating of B+VII 
or better.  This rating requirement will be waived for the Workers Compensation coverage only. Modification 

of this standard may be considered upon appeal to the Director of Finance. 

1.1.1.2 SURETY   

1.1.1.3 The bondsman, party or parties who may guarantee the fulfillment of the contract by bond.  An acceptable 
surety company is defined to be a company that is either domiciled in Louisiana or owned by Louisiana 
residents and is licensed to write surety bonds or appears on the current Treasury List (i.e., U. S. Department 
of the Treasury Circular 570, Companies Holding Certificates of Authority as Acceptable Sureties on Federal 
Bonds and as Acceptable Reinsuring Companies) and approved for an amount equal to or greater than the 
amount of the contract, licensed in the State of Louisiana and qualified to write bonds in the State of 
Louisiana. 

1.2 SURETY BONDS 

1.2.1 PROPOSAL GUARANTY  

1.2.2 When required, the bid must be accompanied by a bid bond in an amount not less than 5% of the total 
bid amount including additive alternates.  The proposal guaranty shall be a check certified by the cashier 
of a National or State Bank, or a bid bond guaranteed by an acceptable surety company.  The certified check 
or bid bond shall be made payable to the City of Shreveport, Louisiana.  A cashiers check or money order will 
be accepted; however, currency will not be accepted. 

1.2.3 PROCUREMENT OF SURETY BONDS AND INSURANCE     

1.2.4 When required, any surety bond written for public works project shall be written by a surety or insurance 
company currently on the U. S. Department of Treasury Financial Management Service list of approved 
bonding companies which is published annually in the Federal Register or by an insurance company that is 
either domiciled in Louisiana or owned by Louisiana residents and is licensed to write surety bonds.  For any 
public works project, no surety or insurance company shall write a bond which is in excess of the amount 
indicated as approved by the U. S. Department of the Treasury Financial Management Service list; 
companies authorized by this Paragraph who are not on the treasury list shall not write a bond when the 
penalty exceeds 15 percent of its capital and surplus, such capital and surplus being the amount by which the 
company’s assets exceed its liabilities as reflected by the most recent financial statements filed by the 
company with the Department of Insurance.  In addition, any surety bond written for a public works project 
shall be written by a surety or insurance company that is currently licensed to do business in the state of 
Louisiana. 

1.2.5 CONTRACT BOND      

1.2.5.1 When required, prior to the execution of the contract, the CONTRACTOR shall file with the City a 
performance/maintenance/payment bond with an acceptable surety company, as defined herein, on a form 
provided by the City.  The CONTRACTOR shall pay all premiums and costs thereof and incidental thereto.  
The bond must be signed by both the CONTRACTOR and surety. 

1.2.5.2 The insurance required shall be written for not less than limits of liability specified herein.  Coverage shall be 
written on forms which include contractual liability and independent contractor coverage on an occurrence 
basis and products/completed operations coverage.  Products/completed operations coverage shall be 
maintained for a two-year period from the date of final payment.  The coverages shall be maintained without 
interruption from date of commencement of the work until date of final payment and termination of any 
coverage required to be maintained after final payment. 

1.2.6 PROPERTY INSURANCE   
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1.2.6.1 CONTRACTOR shall obtain at CONTRACTORS cost such property insurance covering the work as may be 
specified in the Special Provisions of the contract. 

1.2.6.2 Certificates of insurance on forms provided by the insurer shall be filed with the City prior to commencement 
of the work.  The City has the right to require certified copies of the policies included with the certificates.  
Evidence that the Authorized Representative signing the Certificate is authorized to bind the insurance 
company or companies affording coverage may also be required.  These certificates and insurance policies 
required by this shall contain a provision that coverages afforded under the policies will not be materially 
changed or canceled until at least a 30-day prior written notice has been given to the City by the insurance 
company.  In the event the policies are canceled due to nonpayment of premium, only a 10-day notice will be 
required.  If any of the foregoing insurance coverage are required to remain in force after final payment and 
are reasonably available, an additional certificate evidencing continuation of such coverage shall be submitted 
with the final Application for Payment Information concerning reduction of coverage shall be furnished by the 
CONTRACTOR with reasonable promptness in accordance with the Contractors information and belief. 

2.0 INDEMNIFICATION 

2.1 To the fullest extent permitted by law, the CONTRACTOR shall indemnify, defend, and hold harmless the City 
and its agents and employees from and against claims, damages, losses and expenses, including but not 
limited to attorney’s fees, arising out of or resulting from performance of the work, provided that such claim, 
damage, loss or expense is attributable to bodily injury, sickness, disease or death, or to injury or destruction 
of tangible property (other than work itself) including loss of use resulting there from, but only to the extent 
caused in whole or in part by negligent acts or omissions of the CONTRACTOR, a subcontractor, anyone 
directly or indirectly employed by them or anyone for whose acts they may be liable, regardless of whether or 
not such claim, damage, loss or expense is caused in part by a party indemnified hereunder.  Such obligation 
shall not be construed to negate, abridge, or reduce other rights or obligations of indemnity which would 
otherwise exist as to a party or person described in this Paragraph. 

2.2 In claims against any person or entity indemnified under this Paragraph by an employee of the 
CONTRACTOR, a subcontractor, anyone directly or indirectly employed by them or anyone for whose acts 
they may be liable, the indemnification obligation under this shall not be limited by a restriction on amount or 
type of damages, compensation or benefits payable by or for the CONTRACTOR or a subcontractor under 
workers or workmen compensation acts, disability benefit acts or other employee benefit acts. 

3.0 USE OF LANDS 

3.1 PRESERVATION AND RESTORATION OF RAILWAY PROPERTY  

3.1.1 The provisions given elsewhere herein, which require the CONTRACTOR to protect property against 
damage, and which place upon the CONTRACTOR all responsibility for damage to property, injury to 
persons, and loss, expense, inconvenience and delay to the owners of property and others, shall be 
understood to apply in connection with railway lines or railroads the same as in connection with other kinds of 
property.  In the protection of railway lines and railroad, however, the CONTRACTOR will be required to 
exercise particular care to avoid any damage which might result in train wrecks or in delays in train service.  
In the performance of work in close proximity to railroad tracks, the Contractor shall consult with the railroad 
owners or officials in regard to means and methods of conducting the work, and, unless the City orders 
otherwise, he shall use in the performance of the work means and methods which are not unsatisfactory to 
said owners or officials, and he shall at his own expense provide such track walkers and flag men as the said 
owners and officials may deem necessary for the adequate protection of the railroad property and train 
services. 

3.2 The CONTRACTOR shall be solely and directly responsible to the owners and operators of such properties 
for any damage, injury, expense, loss, inconvenience or delay which may result from carrying out of the work 
to be done under this contract, and, if the special provisions so specify, he shall give bond or insurance in the 
amount therein specified to each corporation, company, partnership, or individual owning or operating any of 
the properties affected, in guarantee of this responsibility.  Any extension of time granted the CONTRACTOR 
in which to complete the contract shall not relieve him or his surety from this responsibility. 

4.0 RESPONSIBILITY FOR DAMAGE CLAIMS 

4.1 Contractors RESPONSIBILITY   
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4.1.1 Until final written acceptance of the project by the City, the CONTRACTOR shall have the charge and care 
thereof and shall take every precaution against injury or damage to any part thereof by the action of the 
elements, or from any other cause, whether arising  from the execution or from the non-execution of the work.  
The CONTRACTOR shall rebuild, repair, restore, and make good all injuries or damages to any portion of the 
work occasioned by any of the above causes before final acceptance and shall bear the expense thereof 
except damage to the work due to unforeseeable causes beyond the control of and without the fault or 
negligence of the CONTRACTOR, including, but not restricted to, acts of God, of the public enemy or of 
governmental authorities.  The CONTRACTOR shall notify in writing his insurer within 10 days of any claim 
against the project and provide the City with a copy of such notification. 

 
4.2 PERSONAL LIABILITY OF PUBLIC OFFICIALS  

4.3 In carrying out the provisions contained herein or in exercising any power or authority granted by this contract, 
there shall be no personal liability upon any City employee or any official acting for the City, it being 
understood that in such matters they act as the agents of the City. 

 
4.4 NO WAIVER OF LEGAL RIGHTS   

4.5 Inspection by the Engineer or by any of his duly authorized representative, any order, measurement, or 
certificate by the Engineer; any order by the City for the payment of money, any payment for or acceptance of 
any work or any extension of time; or any possession taken by the City, shall not operate as a waiver of any 
provision of the contract; or any power therein reserved to the City or of any right of damages therein 
provided.  Any waiver of any breach of the contract shall not be held to be a waiver of any other or 
subsequent breach.  The City reserves the right to correct any error that may be discovered in any estimate 
that may have been paid, and to adjust the same to meet the requirements of the contract and specifications.  
The City reserves the right to claim and recover, by process of law, sums as may be sufficient to correct any 
error or make good any deficit in the work resulting from such error, dishonesty, or collusion upon conclusive 
proof of collusion or dishonesty between the CONTRACTOR or his agents and the Engineer or his assistants 
discovered in the work after final payment has been made. 

 
4.6 THIRD-PARTY LIABILITY.  

4.7 It is specifically agreed between the parties executing this contract that it is not intended by any of the 
provisions of any part of the contract to create in the public or any member thereof a third party beneficiary 
hereunder, or to authorize anyone not a party to this contract to maintain a suit for personal injuries or 
property damages pursuant to the terms or provisions of these specifications. 

 
5.0 INSURANCE REQUIREMENTS 

5.1 The Contractor shall at its own expense provide and  maintain certain insurance in full force and effect at all 
times during the term of this Agreement and any extensions thereto.  Such insurance, at a minimum, must 
include the following  coverages and limits of liability: 

 
5.1.1 Commercial General Liability Insurance in an amount not less than a combined single limit of $1,000,000 per 

occurrence.  This policy should be endorsed to name the City as an additional insured.  It is the intent of 
the City that the policy coverage should not be limited by an annual aggregate limitation.  If this policy is to be 
limited by an aggregate annual limitation, the aggregate limitation shall not be less than $2,000,000 otherwise 
the contractor must provide a $1,000,000 per project aggregate applicable for the project specified in this 
contract. This policy must be endorsed to include coverage for asbestos removal and pollution coverages. 

 
5.1.2 Comprehensive Auto Liability Insurance, including hired, rented or non-owned automobiles, in an amount not 

less than $100,000 Per Person and/or $300,000 per occurrence or a combined single limit of $300,000 per 
occurrence. This policy should be endorsed to name the City as an additional insured.    
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5.1.3 Workers Compensation Insurance as required by the laws of the State of Louisiana and Employers Liability 
Insurance in a minimum amount of $1,000,000. This policy shall contain an Other States Coverage 
Endorsement. When required by the City, this policy shall also be endorsed to include coverage required by 
the United States Longshoreman and Harbor Workers Compensation Act and Maritime Coverage.  The 
certificate of insurance required herein, must have the following statement shown in the remark section: This 
policy for workers compensation protects all members of the insured organization, including an employer, a 
sole proprietor, a partner or bona fide officer of the insured organization, and all employees. 

 
5.1.4 Builders Risk Insurance, for the mutual benefit of the Contractor and the City, to be provided in a reporting 

policy form or other form acceptable to the City.  This policy shall be written on an all-risk basis providing 
coverage for the building structure and construction machinery and equipment.  This policy shall be 
endorsed to name the City as an additional insured. 

 
5.2 All coverage provided herein shall be effective under insurance policies issued by solvent insurance carriers 

qualified to do business in the State of Louisiana and having an A.M. Best Company rating of  B+VII or better. 
This rating requirement is waived on workers compensation only.  The City reserves the right to inspect any 
and all insurance policies required pursuant to this Agreement, prior to commencement of the services 
specified in the Agreement and anytime thereafter. 

 
5.3 Proof that such insurance coverage exists shall be furnished to the City by means of a Certificate of Insurance 

form before any part of the service specified by this Agreement are commenced.  The certificate must be 
issued on a standard certificate of insurance form promulgated by the insurer, the Association for Cooperative 
Operations and Development (ACORD), the American Association of Insurance Services (AAIS) or the 
Insurance Services Office (ISO). The said Certificate shall name the City as an additional insured as indicated 
herein and include a provision that in case of cancellation or any material change in the coverage stated 
above the City shall be notified thirty (30) days prior to any such change or cancellation. Said provision shall 
include cancellation for non-payment of premium. The Contractor shall be liable for its subcontractors' 
insurance coverage of the types and in the amounts stated above, and shall furnish the City with copies of 
such Certificates of Insurance. 

 
5.4 The Contractor and all of its insurers shall, in regard to the above stated insurance, waive all right of recovery 

or subrogation against the City, its officers, agents or employees and its insurance companies. 
 
5.5 The Contractor shall be responsible for compliance with all safety rules and regulations of the Federal 

Occupational Safety and Health Act of 1970 and those of all applicable State Acts, Laws or Regulations 
during the conduct of the Contractors performance of the Agreement. The Contractor shall indemnify the City 
for fines, penalties and corrective measures that result from the acts of commission or omission of the 
Contractor, its subcontractors, if any, agents, employees and assigns and their failure to comply with such 
safety rules and regulations. 

 
5.6 The City will give the Contractor prompt notice in writing if the institution of any suit or proceeding and permit 

the Contractor to defend same, and will give all needed information, assistance, and authority to enable the 
Contractor to do so. The Contractor shall similarly give the City immediate notice of any suit or action filed or 
prompt notice of any claim arising out of the performance of the Contract. The Contractor shall furnish 
immediately to the City copies of all pertinent papers received by the Contractor. 

 
5.7 If any part of the services specified by this agreement is sublet, similar insurance shall be provided by or on 

behalf of the subcontractor to cover their operations, and evidence of such insurance, satisfactory to the City, 
shall be furnished to the City by the Contractor. 

 
 
BEFORE A CONTRACT WITH THE CITY IS SIGNED BY THE MAYOR OR THE PURCHASING AGENT, YOUR 
INSURANCE AGENT MUST VERIFY THE CORRECT COVERAGE ON YOUR INSURANCE CERTIFICATE. 
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ACKNOWLEDGMENT AND WAIVER OF 

WORKERS COMPENSATION INSURANCE 

(Required of the Successful Bidder-when applicable) 

 

1.0 Pursuant to L.A.R.S.  23:1035, should a corporation, partnership, limited liability company 
or a sole proprietorship elect not to cover the following employees: (a)  a  President, Vice 
President, Secretary, or Treasurer of the corporation who owns more than 10% of the stock 
of the corporation, (b) a partner of the partnership employing the partner (c) a member of 
the L.L.C. who owns at least a 10% membership interest (d) a sole Proprietor of a sole 
proprietorship, the following acknowledgment and waiver of Workers Compensation 
Insurance must be completed and executed by the person authorized to sign such 
documents. 

2.0 I, the undersigned, am the owner, partner, executive or officer authorized to execute 
documents on behalf of                                                                   for contracting with the 
City of Shreveport.  I hereby acknowledge that I have elected not to provide coverage for 
one or more employees as permitted by L.A. R.S. 23:1035 under Workers Compensation 
insurance.  I hereby agree to waive any and all claims against the City of Shreveport for 
any workers compensation benefits made by or on behalf of any person that has been 
excluded from Workers compensation coverage in accordance with L.A.R.S. 23:1035.  
Additionally, I agree to indemnify and hold harmless the City of Shreveport from and 
against any liability claims arising out of injuries occurring to any of the individuals who 
have been excluded from Workers Compensation coverage pursuant to L.A.R.S. 23:1035 
while providing services pursuant to the contract with the City of Shreveport.  

 

 

Company                                                  Witnesses  

 

Company Name:                                                                 Attest:                                                         

 

Authorized Signature:                                                         Attest:                                                      

 

Signature (typed/printed):                                                   Title:                                                               

 

Date:       

 
 

 

 


