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Douglas County School System
PROCUREMENT DEPARTMENT

Dear Vendor:

Thank you for your interest in doing business with the Douglas County School System.
The intent of this handbook is to allow all interested vendors the opportunity to
understand how the Procurement Department operates for the Douglas County School
System.

It is the responsibility of the Douglas County School System Procurement Department to
solicit items and purchase supplies/services for our students and staff at fair and
reasonable costs which are within the guidelines established by the Douglas County
Board of Education, the State of Georgia, and all applicable Federal regulations.

The Douglas County School System’s Procurement Department encourages and practices
full and open competition. All vendors are welcomed and encouraged to bid on all
available solicitations. We look forward to doing business with your organization. If you
need any further information that is not included in this manual, please contact the
Procurement Department at 770-651-2000.

Sincerely,

Becky Eigel
Assistant Director of Business Services
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Douglas County School System
WHAT WE BELIEVE

Mission
The mission of the Douglas County School System is to provide a quality education for all
students in a safe, supportive environment.

Vision
Our vision is to build a community of lifelong learners that become responsible
individuals, independent thinkers, and productive citizens.

Goals

« To improve community engagement and involvement in district initiatives and
decision making.

To enhance and improve school district communication strategies and practices.

To provide a challenging, comprehensive instructional and curricular program for all
learners.

Beliefs

We believe that we must...

o Understand how children and adults learn and continue learning.

o Build communities of lifelong learners.

» Cultivate the leadership potential of every employee, student, and parent in our
school system.

« Be creative, energetic visionaries, who respond quickly to diverse and evolving
issues.

o Meet the needs of our stakeholders (students, parents, employees and community).

» Maintain efficient and effective administrative processes for instruction, operations,
human resources and sound fiscal management.
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Douglas County School System
FACTS

e We have 33 Schools in Douglas County
» 20 Elementary Schools
» 8 Middle Schools
» 5 High Schools

e We have 3 Alternative Learning Facilities in Douglas County
>  College and Career Institute (CCI)
>  Performance Learning Center (PLC)
>  Haven Academy

e We have one Charter School in Douglas County
> Brighten Academy

e There are approximately 26,000 students currently enrolled in the school system.

TYPES OF ITEMS PURCHASED

Books

Office, classroom supplies
Instructional Supplies
Technology/Electronics

Furniture

Vehicles

Maintenance supplies/Equipment
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Douglas County School System
PROCUREMENT POLICIES

Please note that all purchases over $2,500 must go through a bidding process.

The bidding requirements for the Douglas County School System are as follows:

Purchases for goods and services with a total estimated value of less than $2,500
shall be made with effort to provide the least expense to the Board. Purchases shall
be based on one or more oral quotations, when possible, to determine the best price.

All purchases for goods and services with a total estimated value of at least $2,500,
but less than $5,000, shall be made on the basis of at least three verbal quotes.

All purchases for goods and services with a total estimated value of at least $5,000,
but less than $25,000, shall be made on the basis of at least three written quotes.

All purchases for goods and services of $25,000 or more shall be awarded after public
advertisement for bid by electronic means on an Internet website of the Douglas
County School System. These shall be awarded through a written competitive sealed
bid process and with the approval of the Superintendent, Chief Financial Officer, and
the Douglas County Board of Education. All bids of this nature must be handled by
the Procurement Department.

PROCUREMENT DEFINITIONS

RFQ (Request for Quote) or ITB (Invitation to Bid)

e Bid package contains specifications and award will be made to the lowest, most
responsive bidder.

RFP (Request for Proposal)

e Bid package contains some general specifications. Vendor is required to provide a
solution to meet all DCSS needs. Award is made based on cost, quality, timeliness
of production, and any other factors relevant to the product or service needed.
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Douglas County School System
PLACEMENT ON VENDORS' LIST

Effective September 2016, Vendors will now be required to register their company
information into our new Vendor Self Service program (VSS). Registered
companies will be considered Self Service Vendors until the vendor actually wins
an award or a DCSS school/department requests that a particular vendor be
added. Upon noatification of award, Vendor will then have access to all purchase
orders, invoices, check copies, etc... in the VSS.

Due to the implementation of the Vendor Self Service system (VSS), the Douglas
County School System will no longer maintain a separate list of companies who
have submitted to us their completed Vendor Information Form, along with,
literature about the goods/services they provide. All current and prospective
Vendors should now register their Vendor profiles online. Vendors are encouraged
to attach literature and product information about their goods/services to their
Vendor profile in the VSS. Should we have a need to locate a company who
provides a particular good or service, we will use the VSS as a reference. Please
remember to assign the appropriate commodity codes to your Vendor profile so
that our Vendor searches will be effective.

Vendors should go online at: https://dcss.munisselfservice.com and register their
Vendor information. Vendors are required to include their W-9, E-Verify
Documents and, if applicable, Insurance Certificates at the time of VSS
registration. Vendors should also choose all appropriate Commodity Codes
associated with the goods/services they provide.

Once Vendors have registered to the VSS site and have entered a valid email
address and chosen applicable Commodity Codes, Vendors will begin receiving
email notifications of bid opportunities. Vendors may then visit our Procurement
webpage to download bid packages.

Bid solicitations are posted to the Douglas County School System website.
Vendors should review our website frequently for current bid opportunities and for
checking on any Addendums to outstanding bids.

» www.douglas.k12.ga.us

» Departments > Procurement > Current Solicitations

» Double click on "Current Solicitations” link for all bid opportunities
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The following documents are required before a Vendor is considered for placement
in the Vendor database:

» Completed W-9 form
» GA Security and Immigration Compliance Act Form

**Note: At least one of the Immigration Compliance Affidavits listed below
must be included in your Vendor Registration**

= Contractor Affidavit and Agreement (Notarized) -
If applicable

= Sub-Contractor Affidavit and Agreement (Notarized) - i
applicable

= Affidavit of No Employees , and copy of Driver’s
License (Notarized) — if applicable

> Consultant Agreement, if you are doing consulting work and will
be paid from county budgeted funds

> Self-Employment Agreement, if you are doing work and will be
paid from local school funds

> Insurance Requirements — Copy of Insurance Certificates are
required if Vendor will be on DCSS property performing physical
work.
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Douglas County School System
ILLEGAL IMMIGRATION REFORM & ENFORCEMENT ACT

The Illegal Immigration Reform and Enforcement Act of 2011 (House Bill 87)
requires the Douglas County School System to have contractors, subcontractors and sub-
subcontractors who provide "physical performance of services" to complete the
appropriate forms that meet the defined criteria.

"Physical performance of services means any performance of labor or services for a public employer using
a bidding process or by contract wherein the labor or services exceed $2,499.99; provided, however, that
such term shall not include any contract between a public employer and an individual who is licensed
pursuant to Title 26 or Title 43 or by the State Bar of Georgia and is in good standing when such contract is
for services to be rendered by such individual.”

Source: 0.C.G.A. 13-10-90 & 13-10-91

The following websites may provide helpful information regarding House Bill 87:
e Georgia Department of Audits

http://www.audits.ga.gov/NALGAD/IllegalImmigrationReformandEnforcementAct.html

o E-Verify Registration Website (Follow this link to obtain your EEV User ID Number)

http://www.uscis.gov/e-verify

PAYMENTS

e All orders must be received in full before a Purchase Order is paid. No partial
payments are made on purchase orders.

e DCSS payment terms are Net 30 days from the date of delivery or invoice, whichever
is later.
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Douglas County School System
CONTACT INFORMATION

Business Services Office

Becky Eigel, Assistant Director of Business Services
9030 Hwy 5
Douglasville, GA 30134
770-651-2376
770-920-4026 Fax
Becky.Eigel@douglas.k12.ga.us
www.douglas.k12.ga.us

Jana Flanigan, Procurement Manager
(Bids)
(Vendor Set Up)
770-651-2383
Jana.Flanigan@douglas.k12.ga.us

Robin Hyatt, School Accounting Manager
(Local Accounts)
770-651-2270
Robin.Hyatt@douglas.k12.ga.us
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Douglas County School System
APPENDIX

« Vendor Instructions

.« W-9

o E-Verify Forms

« Consultant Agreement

o Self-Employment Agreement
(Local Funds Only)

o Insurance Requirements
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Instructions for Information/Forms Required from Douglas County School System Vendors

Vendor Information Registration (https://dcss.munisselfservice.com) Vendor Self Service (VSS) must be completed
by all new vendors or any vendor whose information needs to be updated (address changes, additional addresses,
contact changes, etc.). ALL Vendors, regardless of funding source (budgeted or local), must register with VSS. Once
Vendors are registered, School System Munis users will be able to locate the Vendor information by conducting a
“Vendor Inquiry” in Munis.

Consultant Agreement must be completed for a vendor each time they provide a service for the school system and
they are being paid from County Budgeted funds. (If using local school funds, use a Self-Employment Agreement.)
Download form at www.douglas.k12.ga.us > Departments > Procurement > Purchasing Forms > Consultant
Agreement

Self-Employment Agreement must be completed for a vendor each time they provide a service for the school system
and they are being paid from Local School Funds. (If using county budgeted funds, use a Consultant Agreement.)
Download form at www.douglas.k12.ga.us > Business and Finance > Form Bank > Miscellaneous School Accounting
> Self Employment Agreement

Form W-9 Request for Taxpayer Identification Number and Certification must be completed by all new vendors.
Download form at www.irs.gov/pub/irs-pdf/fw9.pdf

If the vendor (supplier) will be paid more than $2,499.00 (per contract), the Georgia Security and Immigration
Compliance Act form must be completed. In addition to this form, the Contractor Affidavit and Agreement,
Subcontractor Affidavit, Affidavit of No Employees may need to be completed. Refer to the instructions below to
determine the additional form(s) the vendor (supplier) needs to complete.

E-Verify Documents (4 pages) - These forms must be completed no matter which type of funds will be used for the
payment (county, local, booster club, PTA, PTSO, etc.) These forms are to be attached to the Vendor Information File
in VSS.

Georgia Security and Immigration Compliance Act (1 page document) must be completed by all new vendors.

1. Atltem # 2, the vendor should initial a, b or ¢ (whichever statement is applicable to them). All three
statements should not be initialed.

a. If vendor (supplier) initials letter (2), the Contractor Affidavit and Agreement must be
completed. The vendor’s (supplier’s) E-Verify number must be listed at the “EEV/Basic Pilot
Program User Identification Number” line on the Contractor Affidavit and Agreement.

b. If the vendor (supplier) initials letter (b), the Affidavit of No Employees must be completed
and a copy of the vendor’s driver’s license must be included.

c. If the vendor (supplier) initials letter (c), no other forms are required.

2. Item# 3 should be initialed stating that the vendor will only hire subcontractors that are registered with
the E-Verify system.

3. If the vendor (supplier) initials Item # 4, they must secure a Subcontractor Affidavit from each
subcontractor they hire.

4. Item # 5 should be initialed by the vendor (supplier) if they hire subcontractors. When initialing this
item, the vendor (supplier) is stating that within 5 days they will provide DCSS with all Subcontractor
Affidavits for any subcontractors they hire for a particular contract.

5. Item# 6 should be initialed by any vendor (supplier) that is considered a “foreign company”. If this item
is initialed, none of the other items should be initialed.

Insurance Certificate — If the vendor is performing a construction related service (payment from county, local,
booster club, PTS, PTSO, etc.), the vendor’s insurance company must provide an Insurance Certificate to DCSS
showing that the vendor has the required amounts of Commercial General Liability Insurance, Business Automobile
Insurance and Worker’s Compensation Insurance. Refer to the Insurance Requirements page in the “How to Do
Business with the Douglas County School System (DCSS) package posted at www.douglas.k12.ga.us > Departments >
Procurement > Vendor Information > Related Documents/How to Do Business with DCSS.
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w-9
Form

(Rev. December 2014)

Department of the Treasury
Internal Revenue Service

Request for Taxpayer
Identification Number and Certification

Give Form to the
requester. Do not
send to the IRS.

1 Name (as shown on your income tax return). Name is required on this line; do not leave this line blank.

2 Business name/disregarded entity name, if different from above

|:| Individual/sole proprietor or |:| C Corporation

single-member LLC

the tax classification of the single-member owner.
|:| Other (see instructions) »

Print or type

3 Check appropriate box for federal tax classification; check only one of the following seven boxes:
|:| S Corporation

|:| Limited liability company. Enter the tax classification (C=C corporation, S=S corporation, P=partnership) »
Note. For a single-member LLC that is disregarded, do not check LLC; check the appropriate box in the line above for

4 Exemptions (codes apply only to
certain entities, not individuals; see
instructions on page 3):

Exempt payee code (if any)

|:| Partnership |:| Trust/estate

Exemption from FATCA reporting
code (if any)

(Applies to accounts maintained outside the U.S.)

5 Address (number, street, and apt. or suite no.)

Requester’s name and address (optional)

6 City, state, and ZIP code

See Specific Instructions on page 2.

7 List account number(s) here (optional)

Taxpayer Identification Number (TIN)

Enter your TIN in the appropriate box. The TIN provided must match the name given on line 1 to avoid
backup withholding. For individuals, this is generally your social security number (SSN). However, for a
resident alien, sole proprietor, or disregarded entity, see the Part | instructions on page 3. For other - -
entities, it is your employer identification number (EIN). If you do not have a number, see How to get a

TIN on page 3.

Note. If the account is in more than one name, see the instructions for line 1 and the chart on page 4 for | Employer identification number

guidelines on whose number to enter.

| Social security number

or

Part i Certification

Under penalties of perjury, | certify that:

1. The number shown on this form is my correct taxpayer identification number (or | am waiting for a number to be issued to me); and

2. | am not subject to backup withholding because: (a) | am exempt from backup withholding, or (b) | have not been notified by the Internal Revenue
Service (IRS) that | am subject to backup withholding as a result of a failure to report all interest or dividends, or (c) the IRS has notified me that | am

no longer subject to backup withholding; and

3. Iam a U.S. citizen or other U.S. person (defined below); and

4. The FATCA code(s) entered on this form (if any) indicating that | am exempt from FATCA reporting is correct.

Certification instructions. You must cross out item 2 above if you have been notified by the IRS that you are currently subject to backup withholding
because you have failed to report all interest and dividends on your tax return. For real estate transactions, item 2 does not apply. For mortgage
interest paid, acquisition or abandonment of secured property, cancellation of debt, contributions to an individual retirement arrangement (IRA), and
generally, payments other than interest and dividends, you are not required to sign the certification, but you must provide your correct TIN. See the

instructions on page 3.

Slgn Signature of
Here U.S. person >

Date >

General Instructions

Section references are to the Internal Revenue Code unless otherwise noted.

Future developments. Information about developments affecting Form W-9 (such
as legislation enacted after we release it) is at www.irs.gov/fw9.

Purpose of Form

An individual or entity (Form W-9 requester) who is required to file an information
return with the IRS must obtain your correct taxpayer identification number (TIN)
which may be your social security number (SSN), individual taxpayer identification
number (ITIN), adoption taxpayer identification number (ATIN), or employer
identification number (EIN), to report on an information return the amount paid to
you, or other amount reportable on an information return. Examples of information
returns include, but are not limited to, the following:

e Form 1099-INT (interest earned or paid)
e Form 1099-DIV (dividends, including those from stocks or mutual funds)
® Form 1099-MISC (various types of income, prizes, awards, or gross proceeds)

® Form 1099-B (stock or mutual fund sales and certain other transactions by
brokers)

* Form 1099-S (proceeds from real estate transactions)
® Form 1099-K (merchant card and third party network transactions)

* Form 1098 (home mortgage interest), 1098-E (student loan interest), 1098-T
(tuition)
® Form 1099-C (canceled debt)
* Form 1099-A (acquisition or abandonment of secured property)

Use Form W-9 only if you are a U.S. person (including a resident alien), to
provide your correct TIN.

If you do not return Form W-9 to the requester with a TIN, you might be subject
to backup withholding. See What is backup withholding? on page 2.

By signing the filled-out form, you:

1. Certify that the TIN you are giving is correct (or you are waiting for a number
to be issued),

2. Certify that you are not subject to backup withholding, or

3. Claim exemption from backup withholding if you are a U.S. exempt payee. If
applicable, you are also certifying that as a U.S. person, your allocable share of
any partnership income from a U.S. trade or business is not subject to the
withholding tax on foreign partners' share of effectively connected income, and

4. Certify that FATCA code(s) entered on this form (if any) indicating that you are
exempt from the FATCA reporting, is correct. See What is FATCA reporting? on
page 2 for further information.

Cat. No. 10231X

Form W=9 (Rev. 12-2014)



Form W-9 (Rev. 12-2014)

Page 2

Note. If you are a U.S. person and a requester gives you a form other than Form
W-9 to request your TIN, you must use the requester’s form if it is substantially
similar to this Form W-9.

Definition of a U.S. person. For federal tax purposes, you are considered a U.S.
person if you are:

¢ An individual who is a U.S. citizen or U.S. resident alien;

* A partnership, corporation, company, or association created or organized in the
United States or under the laws of the United States;

* An estate (other than a foreign estate); or
* A domestic trust (as defined in Regulations section 301.7701-7).

Special rules for partnerships. Partnerships that conduct a trade or business in
the United States are generally required to pay a withholding tax under section
1446 on any foreign partners’ share of effectively connected taxable income from
such business. Further, in certain cases where a Form W-9 has not been received,
the rules under section 1446 require a partnership to presume that a partner is a
foreign person, and pay the section 1446 withholding tax. Therefore, if you are a
U.S. person that is a partner in a partnership conducting a trade or business in the
United States, provide Form W-9 to the partnership to establish your U.S. status
and avoid section 1446 withholding on your share of partnership income.

In the cases below, the following person must give Form W-9 to the partnership
for purposes of establishing its U.S. status and avoiding withholding on its
allocable share of net income from the partnership conducting a trade or business
in the United States:

¢ In the case of a disregarded entity with a U.S. owner, the U.S. owner of the
disregarded entity and not the entity;

¢ In the case of a grantor trust with a U.S. grantor or other U.S. owner, generally,
the U.S. grantor or other U.S. owner of the grantor trust and not the trust; and

¢ In the case of a U.S. trust (other than a grantor trust), the U.S. trust (other than a
grantor trust) and not the beneficiaries of the trust.

Foreign person. If you are a foreign person or the U.S. branch of a foreign bank
that has elected to be treated as a U.S. person, do not use Form W-9. Instead, use
the appropriate Form W-8 or Form 8233 (see Publication 515, Withholding of Tax
on Nonresident Aliens and Foreign Entities).

Nonresident alien who becomes a resident alien. Generally, only a nonresident
alien individual may use the terms of a tax treaty to reduce or eliminate U.S. tax on
certain types of income. However, most tax treaties contain a provision known as
a “saving clause.” Exceptions specified in the saving clause may permit an
exemption from tax to continue for certain types of income even after the payee
has otherwise become a U.S. resident alien for tax purposes.

If you are a U.S. resident alien who is relying on an exception contained in the
saving clause of a tax treaty to claim an exemption from U.S. tax on certain types
of income, you must attach a statement to Form W-9 that specifies the following
five items:

1. The treaty country. Generally, this must be the same treaty under which you
claimed exemption from tax as a nonresident alien.

2. The treaty article addressing the income.

3. The article number (or location) in the tax treaty that contains the saving
clause and its exceptions.

4. The type and amount of income that qualifies for the exemption from tax.

5. Sufficient facts to justify the exemption from tax under the terms of the treaty
article.

Example. Article 20 of the U.S.-China income tax treaty allows an exemption
from tax for scholarship income received by a Chinese student temporarily present
in the United States. Under U.S. law, this student will become a resident alien for
tax purposes if his or her stay in the United States exceeds 5 calendar years.
However, paragraph 2 of the first Protocol to the U.S.-China treaty (dated April 30,
1984) allows the provisions of Article 20 to continue to apply even after the
Chinese student becomes a resident alien of the United States. A Chinese student
who qualifies for this exception (under paragraph 2 of the first protocol) and is
relying on this exception to claim an exemption from tax on his or her scholarship
or fellowship income would attach to Form W-9 a statement that includes the
information described above to support that exemption.

If you are a nonresident alien or a foreign entity, give the requester the
appropriate completed Form W-8 or Form 8233.

Backup Withholding

What is backup withholding? Persons making certain payments to you must
under certain conditions withhold and pay to the IRS 28% of such payments. This
is called “backup withholding.” Payments that may be subject to backup
withholding include interest, tax-exempt interest, dividends, broker and barter
exchange transactions, rents, royalties, nonemployee pay, payments made in
settlement of payment card and third party network transactions, and certain
payments from fishing boat operators. Real estate transactions are not subject to
backup withholding.

You will not be subject to backup withholding on payments you receive if you
give the requester your correct TIN, make the proper certifications, and report all
your taxable interest and dividends on your tax return.

Payments you receive will be subject to backup withholding if:
1. You do not furnish your TIN to the requester,

2. You do not certify your TIN when required (see the Part Il instructions on page
3 for details),

3. The IRS tells the requester that you furnished an incorrect TIN,

4. The IRS tells you that you are subject to backup withholding because you did
not report all your interest and dividends on your tax return (for reportable interest
and dividends only), or

5. You do not certify to the requester that you are not subject to backup
withholding under 4 above (for reportable interest and dividend accounts opened
after 1983 only).

Certain payees and payments are exempt from backup withholding. See Exempt
payee code on page 3 and the separate Instructions for the Requester of Form
W-9 for more information.

Also see Special rules for partnerships above.

What is FATCA reporting?

The Foreign Account Tax Compliance Act (FATCA) requires a participating foreign
financial institution to report all United States account holders that are specified
United States persons. Certain payees are exempt from FATCA reporting. See
Exemption from FATCA reporting code on page 3 and the Instructions for the
Requester of Form W-9 for more information.

Updating Your Information

You must provide updated information to any person to whom you claimed to be
an exempt payee if you are no longer an exempt payee and anticipate receiving
reportable payments in the future from this person. For example, you may need to
provide updated information if you are a C corporation that elects to be an S
corporation, or if you no longer are tax exempt. In addition, you must furnish a new
Form W-9 if the name or TIN changes for the account; for example, if the grantor
of a grantor trust dies.

Penalties

Failure to furnish TIN. If you fail to furnish your correct TIN to a requester, you are
subject to a penalty of $50 for each such failure unless your failure is due to
reasonable cause and not to willful neglect.

Civil penalty for false information with respect to withholding. If you make a
false statement with no reasonable basis that results in no backup withholding,
you are subject to a $500 penalty.

Criminal penalty for falsifying information. Willfully falsifying certifications or
affirmations may subject you to criminal penalties including fines and/or
imprisonment.

Misuse of TINs. If the requester discloses or uses TINs in violation of federal law,
the requester may be subject to civil and criminal penalties.

Specific Instructions

Line 1

You must enter one of the following on this line; do not leave this line blank. The
name should match the name on your tax return.

If this Form W-9 is for a joint account, list first, and then circle, the name of the
person or entity whose number you entered in Part | of Form W-9.

a. Individual. Generally, enter the name shown on your tax return. If you have
changed your last name without informing the Social Security Administration (SSA)
of the name change, enter your first name, the last name as shown on your social
security card, and your new last name.

Note. ITIN applicant: Enter your individual name as it was entered on your Form
W-7 application, line 1a. This should also be the same as the name you entered on
the Form 1040/1040A/1040EZ you filed with your application.

b. Sole proprietor or single-member LLC. Enter your individual name as
shown on your 1040/1040A/1040EZ on line 1. You may enter your business, trade,
or “doing business as” (DBA) name on line 2.

c. Partnership, LLC that is not a single-member LLC, C Corporation, or S
Corporation. Enter the entity's name as shown on the entity's tax return on line 1
and any business, trade, or DBA name on line 2.

d. Other entities. Enter your name as shown on required U.S. federal tax
documents on line 1. This name should match the name shown on the charter or
other legal document creating the entity. You may enter any business, trade, or
DBA name on line 2.

e. Disregarded entity. For U.S. federal tax purposes, an entity that is
disregarded as an entity separate from its owner is treated as a “disregarded
entity.” See Regulations section 301.7701-2(c)(2)(iii). Enter the owner's name on
line 1. The name of the entity entered on line 1 should never be a disregarded
entity. The name on line 1 should be the name shown on the income tax return on
which the income should be reported. For example, if a foreign LLC that is treated
as a disregarded entity for U.S. federal tax purposes has a single owner that is a
U.S. person, the U.S. owner's name is required to be provided on line 1. If the
direct owner of the entity is also a disregarded entity, enter the first owner that is
not disregarded for federal tax purposes. Enter the disregarded entity's name on
line 2, “Business name/disregarded entity name.” If the owner of the disregarded
entity is a foreign person, the owner must complete an appropriate Form W-8
instead of a Form W-9. This is the case even if the foreign person has a U.S. TIN.



Form W-9 (Rev. 12-2014)

Page 3

Line 2

If you have a business name, trade name, DBA name, or disregarded entity name,
you may enter it on line 2.

Line 3

Check the appropriate box in line 3 for the U.S. federal tax classification of the
person whose name is entered on line 1. Check only one box in line 3.

Limited Liability Company (LLC). If the name on line 1 is an LLC treated as a
partnership for U.S. federal tax purposes, check the “Limited Liability Company”
box and enter “P” in the space provided. If the LLC has filed Form 8832 or 2553 to
be taxed as a corporation, check the “Limited Liability Company” box and in the
space provided enter “C” for C corporation or “S” for S corporation. If it is a
single-member LLC that is a disregarded entity, do not check the “Limited Liability
Company” box; instead check the first box in line 3 “Individual/sole proprietor or
single-member LLC.”

Line 4, Exemptions

If you are exempt from backup withholding and/or FATCA reporting, enter in the
appropriate space in line 4 any code(s) that may apply to you.

Exempt payee code.

¢ Generally, individuals (including sole proprietors) are not exempt from backup
withholding.

¢ Except as provided below, corporations are exempt from backup withholding
for certain payments, including interest and dividends.

e Corporations are not exempt from backup withholding for payments made in
settlement of payment card or third party network transactions.

e Corporations are not exempt from backup withholding with respect to attorneys'
fees or gross proceeds paid to attorneys, and corporations that provide medical or
health care services are not exempt with respect to payments reportable on Form
1099-MISC.

The following codes identify payees that are exempt from backup withholding.
Enter the appropriate code in the space in line 4.

1—An organization exempt from tax under section 501(a), any IRA, or a
custodial account under section 403(b)(7) if the account satisfies the requirements
of section 401(f)(2)

2—The United States or any of its agencies or instrumentalities

3—A state, the District of Columbia, a U.S. commonwealth or possession, or
any of their political subdivisions or instrumentalities

4—A foreign government or any of its political subdivisions, agencies, or
instrumentalities

5—A corporation

6—A dealer in securities or commodities required to register in the United
States, the District of Columbia, or a U.S. commonwealth or possession

7 —A futures commission merchant registered with the Commodity Futures
Trading Commission

8—A real estate investment trust

9—An entity registered at all times during the tax year under the Investment
Company Act of 1940

10—A common trust fund operated by a bank under section 584(a)
11—A financial institution

12—A middleman known in the investment community as a nominee or
custodian

13—A trust exempt from tax under section 664 or described in section 4947

The following chart shows types of payments that may be exempt from backup
withholding. The chart applies to the exempt payees listed above, 1 through 13.

IF the payment is for ... THEN the payment is exempt for . ..

Interest and dividend payments All exempt payees except

for 7

Broker transactions Exempt payees 1 through 4 and 6
through 11 and all C corporations. S
corporations must not enter an exempt
payee code because they are exempt
only for sales of noncovered securities

acquired prior to 2012.

Barter exchange transactions and
patronage dividends

Exempt payees 1 through 4

Payments over $600 required to be
reported and direct sales over $5,000

Generally, exempt payees

' | 1 through 5°

Payments made in settlement of
payment card or third party network
transactions

Exempt payees 1 through 4

' See Form 1099-MISC, Miscellaneous Income, and its instructions.

*However, the following payments made to a corporation and reportable on Form
1099-MISC are not exempt from backup withholding: medical and health care
payments, attorneys' fees, gross proceeds paid to an attorney reportable under
section 6045(f), and payments for services paid by a federal executive agency.

Exemption from FATCA reporting code. The following codes identify payees
that are exempt from reporting under FATCA. These codes apply to persons
submitting this form for accounts maintained outside of the United States by
certain foreign financial institutions. Therefore, if you are only submitting this form
for an account you hold in the United States, you may leave this field blank.
Consult with the person requesting this form if you are uncertain if the financial
institution is subject to these requirements. A requester may indicate that a code is
not required by providing you with a Form W-9 with “Not Applicable” (or any
similar indication) written or printed on the line for a FATCA exemption code.

A—An organization exempt from tax under section 501(a) or any individual
retirement plan as defined in section 7701(a)(37)

B—The United States or any of its agencies or instrumentalities

C—A state, the District of Columbia, a U.S. commonwealth or possession, or
any of their political subdivisions or instrumentalities

D—A corporation the stock of which is regularly traded on one or more
established securities markets, as described in Regulations section
1.1472-1(c)(1)(i)

E—A corporation that is a member of the same expanded affiliated group as a
corporation described in Regulations section 1.1472-1(c)(1)(i)

F—A dealer in securities, commodities, or derivative financial instruments
(including notional principal contracts, futures, forwards, and options) that is
registered as such under the laws of the United States or any state

G—A real estate investment trust

H—A regulated investment company as defined in section 851 or an entity
registered at all times during the tax year under the Investment Company Act of
1940

|—A common trust fund as defined in section 584(a)

J—A bank as defined in section 581

K—A broker

L—A trust exempt from tax under section 664 or described in section 4947(a)(1)
M—A tax exempt trust under a section 403(b) plan or section 457(g) plan

Note. You may wish to consult with the financial institution requesting this form to
determine whether the FATCA code and/or exempt payee code should be
completed.

Line 5

Enter your address (number, street, and apartment or suite number). This is where
the requester of this Form W-9 will mail your information returns.

Line 6

Enter your city, state, and ZIP code.

Part I. Taxpayer Identification Number (TIN)

Enter your TIN in the appropriate box. If you are a resident alien and you do not
have and are not eligible to get an SSN, your TIN is your IRS individual taxpayer
identification number (ITIN). Enter it in the social security number box. If you do not
have an ITIN, see How to get a TIN below.

If you are a sole proprietor and you have an EIN, you may enter either your SSN
or EIN. However, the IRS prefers that you use your SSN.

If you are a single-member LLC that is disregarded as an entity separate from its
owner (see Limited Liability Company (LLC) on this page), enter the owner’s SSN
(or EIN, if the owner has one). Do not enter the disregarded entity’s EIN. If the LLC
is classified as a corporation or partnership, enter the entity’s EIN.

Note. See the chart on page 4 for further clarification of name and TIN
combinations.

How to get a TIN. If you do not have a TIN, apply for one immediately. To apply
for an SSN, get Form SS-5, Application for a Social Security Card, from your local
SSA office or get this form online at www.ssa.gov. You may also get this form by
calling 1-800-772-1213. Use Form W-7, Application for IRS Individual Taxpayer
Identification Number, to apply for an ITIN, or Form SS-4, Application for Employer
Identification Number, to apply for an EIN. You can apply for an EIN online by
accessing the IRS website at www.irs.gov/businesses and clicking on Employer
Identification Number (EIN) under Starting a Business. You can get Forms W-7 and
SS-4 from the IRS by visiting IRS.gov or by calling 1-800-TAX-FORM
(1-800-829-3676).

If you are asked to complete Form W-9 but do not have a TIN, apply for a TIN
and write “Applied For” in the space for the TIN, sign and date the form, and give it
to the requester. For interest and dividend payments, and certain payments made
with respect to readily tradable instruments, generally you will have 60 days to get
a TIN and give it to the requester before you are subject to backup withholding on
payments. The 60-day rule does not apply to other types of payments. You will be
subject to backup withholding on all such payments until you provide your TIN to
the requester.

Note. Entering “Applied For” means that you have already applied for a TIN or that
you intend to apply for one soon.

Caution: A disregarded U.S. entity that has a foreign owner must use the
appropriate Form W-8.
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Part Il. Certification

To establish to the withholding agent that you are a U.S. person, or resident alien,
sign Form W-9. You may be requested to sign by the withholding agent even if
items 1, 4, or 5 below indicate otherwise.

For a joint account, only the person whose TIN is shown in Part | should sign
(when required). In the case of a disregarded entity, the person identified on line 1
must sign. Exempt payees, see Exempt payee code earlier.

Signature requirements. Complete the certification as indicated in items 1
through 5 below.

1. Interest, dividend, and barter exchange accounts opened before 1984
and broker accounts considered active during 1983. You must give your
correct TIN, but you do not have to sign the certification.

2. Interest, dividend, broker, and barter exchange accounts opened after
1983 and broker accounts considered inactive during 1983. You must sign the
certification or backup withholding will apply. If you are subject to backup
withholding a