
FORM A 
 

RFQ PROPOSAL PACKAGE CHECKLIST 
 
 

FORM DESCRIPTION 
SUBMITTED/COMPLETE 

YES NO 

A Proposal Package Checklist    

B Vendor Data Form and Questionnaire   

 
Response Narrative (20-page limit) include commission 
percentage. 

  

C Code of Business Ethics Affidavit   

 IRS Tax Form W-9   

  Current Year Corporate Registration – State of Florida   

G Current Board Resolution (Form G is a sample)   

 Current Real Estate License – State of Florida   

D Assurances and Certifications Including parts A through I   

F Disclosure and Certification of Conflict of Interest   

 
Authorization to execute documents as stated in By-Laws or 
Internal Rules – or – Corporate/Board Resolution or LLC 
Affidavit (as needed)  

  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
_____________________________________________  _____________________________ 
Signature of Authorized Representative    Date 
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Form B 
 

VENDOR DATA FORM AND QUESTIONNAIRE 
 

Please provide the information below: 
 

Company’s Name  

Federal ID Number (EIN)  

Mailing Address  

 

Telephone/Fax  

e-mail address  

Contact Person’s Name and Title  

Are you Currently registered with Florida 
Department of State (Sunbiz.org) 

Yes/No 

Currently a registered Vendor with Miami-Dade 
County and/or the State of Florida 

Yes/No 

Has your company been in business since July 
2020 providing the same type of service under 
the same business name? 

Yes/No 
If no, please explain in a separate attachment, 
labeled “Vendor Data – supplemental Information” 

In the past twelve months, has your company 
provided Real Estate Services to a local, state, or 
federal government agency? 

Yes/No 

List business contact information for three of your 
customers if response to Item #2 is Yes. 
Complete all the areas below if response to Item 
#2 is Yes. Complete all the areas below (please 
contact the references below prior to submitting 
your bid to ensure they will openly discuss your 
contract with SFWIB staff). 

 

 

 Company Name Contact Person/ 
Phone Number 

Commodity/Service Consent to Contact 

1    (circle one) 
SFWIB May Contact 

or 
May Not Contact 

2    (circle one) 
SFWIB May Contact 

or 
May Not Contact 

3    (circle one) 
SFWIB May Contact 

or 
May Not Contact 

 
 
________________________________________  ____________________________________ 
Name of Authorized Representative    Title 
 
________________________________________  ____________________________________ 
Signature of Authorized Representative   Date 
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Form C 
 

CODE OF BUSINESS ETHICS AFFIDAVIT 
Code of Miami-Dade County Section 2-8.1(i)   

 
I, being duly sworn, hereby state and certify that this firm has adopted a Code of Business Ethics that is 
fully compliant with the requirements of Section 2-8.1(i) of the Code of Miami-Dade County, as amended. 
I further acknowledge that failure to comply with the adopted Code of Business Ethics shall render any 
contract with Miami-Dade County voidable, and subject this firm to debarment from County work pursuant 
to Section 10-38(h)(2) of the Code of Miami-Dade County, as amended. I further acknowledge that failure 
to submit this affidavit shall render this firm ineligible for contract award. 
 
 
 

By:           20   
  Signature of Affiant      Date 
 
       ___/___-___/___/___/___/___/___/___/ 
 Printed Name of Affiant and Title Federal Employer Identification Number 
 
             
           Printed Name of Firm 
 
             
               Address of Firm 
 
 
 
SUBSCRIBED AND SWORN TO (or affirmed) before me this ______ day of ________, 20___ 
 
He/She is personally known to me or has presented      as identification. 

            Type of identification 
 
 
             
     Signature of Notary             Serial Number 
 
 
            
        Print or Stamp Name of Notary          Expiration Date 
 
 
 
 
 Notary Public – State of    
 
 
 
         Notary Seal 
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Form D 
ASSURANCES AND CERTIFICATIONS 

 
 

The South Florida Workforce Investment Board (SFWIB) will not award funds where the Contractor fails to accept the 
ASSURANCES AND CERTIFICATIONS contained in this section.  In performing its responsibilities under this agreement, the 

Contractor hereby certifies and assures that it will fully comply with the following: 

 

(a) Certification Regarding Debarment, Suspension and Other Responsibility Matters (29 CFR Part 98) 

(b) Certification Regarding Lobbying (29 CFR Part 93) 

(c) Certification Regarding Drug-Free Workplace Requirements (29 CFR Part 94) 

(d) Non-discrimination and Equal Opportunity Assurances (29 CFR Part 38) 
 
(e) Certification Regarding Public Entity Crimes (section 287.133, Florida Statutes) 
 
(f) Sarbanes-Oxley Act of 2002    

          
(g) Association of Community Organizations for Reform Now (ACORN) Funding Restrictions Assurance (Pub. L. 

111-117) 
 

(h) Scrutinized Companies Lists Certification (section 287.135, Florida Statutes) 
 

(i) Discriminatory Vendors (section 287.134, Florida Statutes) 
 

By signing the agreement, the Contractor is providing the above assurances and certifications as detailed below: 

 
(a) CERTIFICATION REGARDING DEBARMENT, SUSPENSION, AND OTHER RESPONSIBILITY MATTERS – 

PRIMARY COVERED TRANSACTION 

 

As required by the regulation implementing Executive Orders No. 12549 and 12689, Debarment and Suspension, 29 CFR 98, 

the Contractor certifies to the best of the Contractor’s knowledge and belief, to the following: 

 

1. The Contractor is not presently debarred, suspended, proposed for debarment, declared ineligible, or voluntarily 

excluded from covered transactions by any federal department, agency or subcontractor; 

 

2. The Contractor has not, within a three-year period preceding this application/proposal/contract, been convicted of or 

had a civil judgment rendered against them for commission of fraud or a criminal offense in connection with obtaining, 

attempting to obtain, or performing a public (federal, state, or local) transaction or agreement under a public transaction; 

violation of federal or state antitrust statutes or commission of embezzlement, theft, forgery, bribery, falsification or 

destruction of records, making false statements, or receiving stolen property; 

 

3. The Contractor is not presently indicted for or otherwise criminally or civilly charged by a government entity (federal, 

state, or local) with commission of any of the offenses enumerated in paragraph A.2 of this certification; and  

 

4. The Contractor has not, within three-year period preceding this application/proposal/contract, had one or more public 

transactions (federal, state, or local) terminated for cause or default. 

 

The Contractor shall comply with the provisions herein. If the Contractor is unable to certify any of the statements herein, the 

Contractor or subcontractor shall submit an explanation to the SFWIB attached to this form. 
 
 

(b) CERTIFICATION REGARDING LOBBYING 

 

The Contractor certifies, to the best of the Contractor’s knowledge and belief, that: 

 

1. No federal appropriated funds have been paid or will be paid, by or on behalf of the undersigned, to any person for 

influencing or attempting to influence an officer or employee of a Contractor, a member of Congress, an officer or 
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employee of Congress, or an employee of a member of Congress in connection with the awarding of any federal 

contract, the making of any federal grant, the making of any federal loan, the entering into of any cooperative 

agreement, and the extension, continuation, renewal, amendment, or modification of any federal contract, grant, loan, 

or cooperative agreement. 

 

2. If any funds other than federal appropriated funds have been paid or will be paid to any person for influencing or 

attempting to influence an officer or employee of any agency, a member of Congress, an officer or employee of 

Congress, or an employee of a member of Congress in connection with this federal contract, grant, loan, or 

cooperative agreement, the undersigned shall complete and submit Standard Form-LLL, “Disclosure Form to Report 

Lobbying,” in accordance with its instructions. 

 

3. The Contractor shall require that the language of this certification be included in the award documents for “all” sub-

awards at all tiers (including subcontracts, subgrants and contracts under grants, loans, and cooperative agreements) 

and that all subrecipients shall certify and disclose the same accordingly. 

 

This certification is a material representation of fact upon which reliance was placed when the Contract was made or entered 

into.  Submission of this certification is a prerequisite for making or entering into this transaction imposed by the Byrd Anti-

Lobbying Amendment section 1352, Title 31, U.S.C.  Any person who fails to file the required certification shall be subject to 

a civil penalty of not less than $10,000 and not more than $100,000 for each such failure.   
 

(c) CERTIFICATION REGARDING DRUG-FREE WORKPLACE REQUIREMENTS 

  
The Contractor assures and guarantees that the Contractor shall comply with the federal Drug Free Workplace Act of 
1988, its implementing regulations codified at 29 CFR 94, subpart F, and the Drug-Free Workplace Rules established by 
the Florida Worker’s Compensation Commission. 
 

(d) NON-DISCRIMINATION AND EQUAL OPPORTUNITY ASSURANCES 

 
As a condition for the award of financial assistance from the Department of Labor under Title I of the Workforce Innovation 
and Opportunity Act (WIOA), and the Personal Responsibility and Work Opportunity Reconciliation Act of 1996, the 
Contractor assures that it has the ability to comply fully with the nondiscrimination and equal opportunity provisions of the 
following laws and will remain in compliance for the duration of the award of federal financial assistance:  

 
1. Section 188 of the WIOA, which prohibits discrimination against all individuals in the United States on the bases of 

race, color, religion, sex (including pregnancy, childbirth and related medical conditions, transgender status and 
gender identity, gender expression or sex stereotyping) (except as otherwise permitted under Title IV of the 
Education Amendments of 1972), national origin (including Limited English Proficiency), age, disability, or political 
affiliation or belief, or against beneficiaries on the bases of either citizenship status or participation in any WIOA 
Title I - financially assisted program or activity; 

 
2. Title VI of the Civil Rights Act of 1964 (42 U.S.C 2000d et seq.), as amended, which prohibits discrimination on the 

bases of race, color and national origin; 
 

3. Section 504 of the Rehabilitation Act of 1973 (29 U.S.C. 794), as amended, which prohibits discrimination against 
qualified individuals with disabilities; 

 
4. Title IX of the Education Amendments of 1972 (20 U.S.C. 1681 et seq.), as amended, which prohibits discrimination 

on the basis of sex in educational programs; 
 

5. The Age Discrimination Act of 1975 (42 U.S.C. 6101), as amended, which prohibits discrimination on the basis of 
age; 
 

6. Section 654 of the Omnibus Budget Reconciliation Act of 1981 (42 U.S.C. 9849), as amended, which prohibits 
discrimination on the bases of race, creed, color, national origin, sex, handicapping condition, political affiliation or 
beliefs; 
 

7. Titles I (42 U.S.C. 12111 et seq.),  II (42 U.S.C. 12131 et seq.) and III (42 U.S.C. 12181 et seq.) of the Americans 
with Disabilities Act of 1990, as amended, which prohibit discrimination on the bases of disability, respectively, by: 
(a) private employers, state and local governments, employment agencies and labor unions that employ 15 or 
more employees; (b) state and local government entities (“public entities”) and requires public entities to provide 
persons with disabilities an equal opportunity to benefit from their programs, services and activities; and (3) places 
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of public accommodations and mandates that places of public accommodations and commercial facilities be 
designed, constructed, and altered in compliance with specific accessibility standards; 

 
8. Executive Order (EO) No. 11246, “Equal Employment Opportunity” as amended by EO No. 11375, “Amending 

Executive Order 11246 Relating to Equal Employment Opportunity,” and as supplemented by regulations at 41CFR 
Part 60, “Office of Federal Contract Compliance Programs, Equal Employment Opportunity, Department of Labor”; 
and in Department of Labor regulation 29 CFR Parts 33 and 37 as well as 45 CFR Part 80; and Part 92, if 
applicable; 
 

9. Equal Employment Opportunity in Apprenticeship and Training (29 CFR Part 30); and  
 
10. Chapter 11A of the Code of Miami-Dade County, Florida which, among other things, prohibits discrimination in 

employment and places of public accommodations on the bases of race, color, religion, ancestry, national origin, 
sex, pregnancy, age, disability, marital status, familial status, actual or perceived status as a victim of domestic 
violence, dating violence and stalking, gender identity, gender expression, or sexual orientation. 

 
The Contractor also assures that Contractor will comply with 29 CFR Part 38 and all other regulations implementing the 
laws listed above.  This assurance applies to Contractor’s operation of the WIOA Title I and TANF – financially assisted 
program or activity and to all agreements the Contractor makes to carry out the WIOA Title I and TANF – financially 
assisted program or activity.  The Contractor understands the United States has the right to seek judicial enforcement of 
this assurance.   
   

(e) CERTIFICATION REGARDING PUBLIC ENTITY CRIMES, SECTION 287.133, FLORIDA STATUTES 
 

The Contractor hereby certifies that neither the Contractor, nor any person or affiliate of the Contractor, has been 
convicted of a Public Entity Crime as defined in section 287.133, Florida Statutes, nor placed on the convicted vendor list. 
 
The Contractor understands and agrees that the Contractor is required to inform the SFWIB immediately upon any change 
in circumstances regarding this status. 

 
(f) SARBANES-OXLEY ACT OF 2002             

 
It is the policy of the SFWIB to comply with the requirements of the Sarbanes-Oxley Act of 2002, sections 1102 and 1107, 
set forth by the Act, the United States Code Title 18, sections 1512 and 1513, as amended, and the requirements of the 
Workforce Board. By signing below, the Contractor assures that the Contractor will comply with the Sarbanes-Oxley Act 
provisions as set forth below:  
 
Provisions of the Act – Title X1 – Corporate Fraud Accountability 
 
Section 1102 – Tampering with a record or otherwise impending an official proceeding – “Whoever corruptly: 1) 

alters, destroys, mutilates, or conceals a record, document or other object, or attempts to do so, with the intent to impair 
the object’s integrity or availability for use in an official proceeding 2) otherwise obstructs, influences, or impedes any 
official proceeding, or attempts to do so, shall be fined under this title or imprisoned not more than 20 years, or both”. 
 
Section 1107 – Retaliation against Informants – “Whoever knowingly, with the intent to retaliate, takes any action 

harmful to any person, including interference with the lawful employment or livelihood of any person, for providing to a 
law enforcement officer any truthful information relating to the commission or possible commission of any federal offense, 
shall be fined under this title or imprisoned not more than 10 years, or both”.  

 
(g) ASSOCIATION OF COMMUNITY ORGANIZATIONS FOR REFORM NOW (ACORN) FUNDING RESTRICTIONS 

ASSURANCE (PUB. L. 111-117) 
 

As a condition of a contract, the Contractor assures that the Contractor shall comply fully with the federal funding 
restrictions pertaining to ACORN and its subsidiaries per the Consolidated Appropriations Act, 2010, Division E, section 
511 (Pub. L. 111-117). The Continuing Appropriation Act, 2011, section 101 and 103 (Pub. L. 111-242), provides that 
appropriations made under Pub. L. 111-117 are available under the conditions provided by Pub. L. 111-117.  
 

(h) SCRUTINIZED COMPANIES LISTS CERTIFICATION, SECTION 287.135. FLORIDA STATUTES    

 

Section 287.135, Florida Statutes, prohibits agencies from contracting with companies, for goods or services over 
$1,000,000, that are on either the Scrutinized Companies with Activities in Sudan List or the Scrutinized Companies with 
Activities in the Iran Petroleum Energy Sector List, both of which are created pursuant to section 215.473,  
 
As the person authorized to sign on behalf of the Contractor, I hereby certify that the company identified in the section 
entitled “Contractor Name” is not listed on either the Scrutinized Companies with Activities in Sudan List or the Scrutinized 
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Companies with Activities in the Iran Petroleum Energy Sector List.  I understand that pursuant to section 287.135, Florida 
Statutes, the submission of a false certification may subject company to civil penalties, attorneys’ fees, and/or costs. 
 
 

(i) DISCRIMINATORY VENDORS, SECTION 287.134, FLORIDA STATUTES 
 

The Contractor shall disclose to the SFWIB if the Contractor appears on the discriminatory vendor list.  An entity or 
affiliate placed on the discriminatory vendor list pursuant to section 287.134, Florida Statutes may not: 

 

1. Submit a bid on a contract to provide any goods or services to a public entity; 
2. Submit a bid on a contract with a public entity for the construction or repair of a public building or public work; 
3. Submit bids on leases of real property to a public entity; or 
4. Be awarded or perform as a contractor, supplier, sub-contractor, or consultant under a contract with any 

public entity; or transact business with any public entity. 
 
 
BY SIGNING BELOW, THE CONTRACTOR CERTIFIES AND ASSURES THAT THE CONTRACTOR WILL FULLY COMPLY 
WITH THE APPLICABLE ASSURANCE OUTLINED IN PARTS A THROUGH I, ABOVE. 

 
 
 
 ___________________________________     
Contractor Name  
 

  ___________________________________     
*Name and Title of Authorized Representative 
 

___________________________________ 
Signature of Authorized Representative 
 

_____________________________________________ 
Date 
 

 
*The signatory should be fully and duly authorized to execute agreements on behalf of the Contractor named above. 
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Form G 

SAMPLE 
 

 

CORPORATE/BOARD RESOLUTION 

 
RESOLUTION AUTHORIZING EXECUTION OF CONTRACT 

WITH THE SOUTH FLORIDA WORKFORCE INVESTMENT BOARD (SFWIB)  

TO CARRY OUT WORKFORCE SERVICES 

 

 

WHEREAS, _____(Respondent Name)__________________________is a [Indicate type of 

Corporation (i.e. Florida for-Profit, Not-for-Profit, etc.] Corporation.  

WHEREAS,_____(Respondent Name)____________________________desires to accomplish the 

objective as set forth in its Scope of Services. 

 

NOW THEREFORE, BE IT RESOLVED BY THE BOARD OF DIRECTORS of the 

________(Respondent Name)_; that said Board hereby authorizes and instructs ___(Name & Title)___ to 

enter into a contract in the name and on the behalf of this corporation with the South Florida Workforce 

Investment Board (SFWIB) for the operation of the Real Estate Services for the period of   July 1, 2023 

through June 30, 2024. 

 

Thereupon declared this resolution duly passed and adopted this ______ day of ________________, 2023. 

 

 

ATTEST 

 

  

__________________________________ 

Signature of Secretary of the Board 

 

__________________________________ 

Printed Name of Secretary of the Board 
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 Form G 

 

SAMPLE (filled out) 
 

 

CORPORATE/BOARD RESOLUTION 

 
RESOLUTION AUTHORIZING EXECUTION OF CONTRACT 

WITH THE SOUTH FLORIDA WORKFORCE INVESTMENT BOARD (SFWIB)  

TO CARRY OUT WORKFORCE SERVICES 

 

 

WHEREAS, _____ABC Incorporated_______________is a  Florida for-Profit Corporation.  

WHEREAS,_____ABC Incorporated____________________________desires to accomplish the 

objective as set forth in its Scope of Services. 

 

NOW THEREFORE, BE IT RESOLVED BY THE BOARD OF DIRECTORS of the ____ABC 

Incorporated_; that said Board hereby authorizes and instructs ___John Q Public, President___ to enter 

into a contract in the name and on the behalf of this corporation with the South Florida Workforce 

Investment Board (SFWIB) for the operation of the  Real Estate Services  for the period of   July 1, 2023 

through June 30, 2024. 

 

Thereupon declared this resolution duly passed and adopted this _10th__ day of __July__________, 2023. 

 

ATTEST 

 

 

__________________________________ 

Signature of Secretary of the Board 

 

_Jane P Public_________________________________ 

Printed Name of Secretary of the Board 

 

 

To be filled in by vendor 

 
 



 

 

 

DISCLOSURE AND CERTIFICATION OF 
CONFLICT OF INTEREST IN A CONTRACT 

            DO NOT CIRCLE 

I, JOHN DOE , a board member / an employee of the board (circle one) hereby disclose 
that: 

 

I, myself / my employer / my business / my organization/ OR “Other” (describe)         LEAVE BLANK  
  (circle one or more) could benefit financially from the contract described below: 

                DO NOT CIRCLE 

 

Local Workforce Development Board:     SOUTH FLORIDA WORKFORCE INVESTMENT BOARD  
 

Contractor Name & Address:    MAINSTREET STORE, 1234 MAIN STREET, ANY TOWN, ANY STATE 00000  
 

Contractor Contact Phone Number:     000-000-0000  
 

Description or Nature of Contract:      SOFTWARE MANAGEMENT SERVICE  
 

Description of Financial Benefit*:   N/A  
 

For purposes of the above contract the following disclosures are made: 

The contractor’s principals**/owners***: (check one) 

   x have no relative who is a member of the board; OR 
  have a relative who is a member of the board, whose name is:   

 

The contractor’s principals**/owners***  is    x is not (check one) a member of the board. If applicable, the 
principal’s/owner’s name is:      

 

 

  SIGN HERE      JOHN DOE 
          

Signature of Board Member/Employee Print Name 
 

         JANUARY 25, 2023 

            Date 

 
* “Benefit financially from a contract” means the special private financial gain to a member, a special private financial gain to any principal 
which retains the member, the special private financial gain of the parent organization or subsidiary of a corporate principal which retains 
the member or the special private financial gain to any member’s relatives or business associate or to a board employee and such benefit 
is not remote or speculative. 

 
** “Principal” means an owner or high-level management employee with decision-making authority. 
*** “Owner” means a person having any ownership interest in the contractor. 

 
NOTICE: CONFLICTS OF INTEREST REGARDING BOARD MEMBERS AND BOARD EMPLOYEES MUST BE DISCLOSED PRIOR 

TO THE BOARD’S VOTING TO APPROVE THE CONTRACT; BOARD MEMBERS WHO BENEFIT FINANCIALLY OR WHO HAVE A 

RELATIONSHIP WITH THE CONTRACTING VENDOR MUST ABSTAIN FROM THE VOTE, AND THE CONTRACT MUST BE 

APPROVED BY A TWO-THIRDS VOTE OF THE BOARD WHEN A QUORUM HAS BEEN ESTABLISHED. COMPLETION OF THIS 

FORM DOES NOT IN ANY WAY SUPERCEDE OR SUBSTITUTE FOR COMPLIANCE WITH CONFLICT OF INTEREST DISCLOSURE 

REQUIREMENTS OF SECTION 112.3143, F.S. OR SECTION 101(f), WIOA. 

 

2012.05.24.A.2 State and Local Workforce Development Board 
Contracting Conflict of Interest Policy 

SAMPLE ONLY 

FORM SUPPLIED BY DEO 
AND CANNOT BE 
MODIFIED. THIS SAMPLE 
IS TO AID IN 
UNDERSTANDING HOW 
TO FILL OUT THE FORM. 



 

 

 

DISCLOSURE AND CERTIFICATION OF 
CONFLICT OF INTEREST IN A CONTRACT 

 

I,  , a board member / an employee of the board (circle one) hereby disclose 
that: 

 
I, myself / my employer / my business / my organization/ OR “Other” (describe)   
  (circle one or more) could benefit financially from the contract described below: 

 

Local Workforce Development Board:    
 

Contractor Name & Address:    
 

Contractor Contact Phone Number:    
 

Description or Nature of Contract:    
 

Description of Financial Benefit*:    
 

For purposes of the above contract the following disclosures are made: 

The contractor’s principals**/owners***: (check one) 

  have no relative who is a member of the board; OR 
  have a relative who is a member of the board, whose name is:   

 

The contractor’s principals**/owners***  is  is not (check one) a member of the board. If applicable, the 
principal’s/owner’s name is:      

 

 

 
 

Signature of Board Member/Employee Print Name 
 
 

Date 

 
* “Benefit financially from a contract” means the special private financial gain to a member, a special private financial gain to any principal 
which retains the member, the special private financial gain of the parent organization or subsidiary of a corporate principal which retains 
the member or the special private financial gain to any member’s relatives or business associate or to a board employee and such benefit 
is not remote or speculative. 

 
** “Principal” means an owner or high-level management employee with decision-making authority. 
*** “Owner” means a person having any ownership interest in the contractor. 

 
NOTICE: CONFLICTS OF INTEREST REGARDING BOARD MEMBERS AND BOARD EMPLOYEES MUST BE DISCLOSED PRIOR 

TO THE BOARD’S VOTING TO APPROVE THE CONTRACT; BOARD MEMBERS WHO BENEFIT FINANCIALLY OR WHO HAVE A 

RELATIONSHIP WITH THE CONTRACTING VENDOR MUST ABSTAIN FROM THE VOTE, AND THE CONTRACT MUST BE 

APPROVED BY A TWO-THIRDS VOTE OF THE BOARD WHEN A QUORUM HAS BEEN ESTABLISHED. COMPLETION OF THIS 

FORM DOES NOT IN ANY WAY SUPERCEDE OR SUBSTITUTE FOR COMPLIANCE WITH CONFLICT OF INTEREST DISCLOSURE 

REQUIREMENTS OF SECTION 112.3143, F.S. OR SECTION 101(f), WIOA. 

 

2012.05.24.A.2 State and Local Workforce Development Board 
Contracting Conflict of Interest Policy 


