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REQUEST FOR PROPOSALS 

RFP 232401 BID FOR AS-NEEDED VENDORS 
for GENERAL GOODS/SERVICES and 

FACILITIES, MAINTENANCE & OPERATIONS-
TRADE SERVICES/SKILLED LABOR 

 

  Initial Contract Term: 
November 1, 2023 – June 30, 2024 

This solicitation was posted in the Fall of 2023 to establish the vendor list effective for the 2023-24 fiscal year. 
The solicitation was published in such a way that responses may be accepted and reviewed periodically to update the 

vendor list on an incremental basis. 

 

The District reserves the right to: 
Auto renew agreements on an annual basis until re-bid at the discretion of CMISD. 

Award to multiple vendors to establish the CMISD list of available vendors. 
Accept responses and update the CMISD list of available vendors on an incremental basis. 

Make award notifications through the CMISD Vendor List. 

 

Vendors who hold a purchasing cooperative contract: 
The Caddo Mills ISD list of available vendors includes cooperative contract vendors.  If you hold a contract with any of the 
following cooperatives, it is not necessary for you to respond to this solicitation.  As long as the purchasing cooperative 
contract is in effect, your organization will be included on our list of available vendors. 

Education Service Center, Region 2 
Goodbuy Purchasing Cooperative Department of Information Resources 

OMNI Partners TIPS Interlocal Purchasing System 

1GPA Government Procurement Alliance Education Service Center, Region 20 
PACE Purchase Cooperative 

Buyboard Online Purchasing 
TX Association of School Boards Texas Smart Buy 

Education Service Center, Region 10 
Ed Tech Exchange Purchasing Cooperative 

Education Service Center, Region 10 
Equalis Purchasing Cooperative 

 
Deliver Responses to:     Caddo Mills ISD Business Office: 
Caddo Mills ISD Administration Building   Dustin Barton 
Business Office      Assistant Superintendent of Finance & Operations 

100 Fox Lane      903-527-6056 
Caddo Mills, TX  75135     dbarton@caddomillsisd.org 
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NOTICE  
 

The Caddo Mills Independent School District (CMISD) is soliciting proposals for As-Needed Vendors per 
the specifications stated elsewhere in this solicitation document.  Actual purchases and selection of vendors 
will be based on need, price, availability, location, etc.  These items will normally be purchased in small 
quantities on an as-needed basis by the campuses and departments within Caddo Mills ISD. 
 
This proposal is being issued in accordance with Title 2 of the Code of Federal Regulations (2 CFR) Part 200 
to procure vendors who provide goods and/or services purchased by Caddo Mills ISD potentially using federal 
funds; all vendors are encouraged to participate by completing all necessary and applicable forms.  Resulting 
agreements may be used by local, federal and grant funded programs. 
 

Proposal responses should provide straightforward, concise information that satisfies the requirements of the 
solicitation.  Links to web sites for supporting documentation are not acceptable. 
 

Respondents are instructed to submit (1) original copy in a plainly marked container with the vendor’s name, 
address and solicitation number visible on the outside. Expensive bindings, color displays, and advertising 
material are not necessary or desired.  
 
Responses must be submitted to the Purchasing Department at the CMISD Administration Building.  
Unsigned, unsealed, or faxed responses will not be accepted.  Caddo Mills ISD will not be responsible for 
mail delivered from the post office.   
 

If the vendor elects to submit electronically, a paper copy is not necessary. 
 
For the initial term, submittals will be opened and reviewed as received to establish the list of available 
vendors effective November 1, 2023.  Thereafter, responses will be reviewed on an incremental basis and 
the list of available vendors will be updated accordingly.  Each year, agreement(s) will auto renew.  All new 
vendors wishing to do business with CMISD after November 1, 2023 will need to respond to this request; 
however, once the vendor has responded to this request, there is no need to respond again until the District 
publishes a new bid.  Vendors can contact the Business Office to access the current vendor list for Caddo 
Mills ISD and should do so in order to confirm vendor status with Caddo Mills ISD. 
 
Link to Purchasing Page of the CMISD website:  
https://www.caddomillsisd.org/documents/departments/finance/vendor-requests/113756 
  
Dustin Barton   ______________     November 1, 2023 
 Asst. Supt. of Finance & Operations                     Date 
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DISTRICT OVERVIEW 
 

Caddo Mills ISD is situated in Hunt County. In recent years, Caddo Mills ISD has expanded tremendously.  
In 2022, the District opened a new high school with a capacity of 1000 students. The District currently has 
5 campuses comprised of 2 elementary schools, 1 middle school, and 1 high school. The District currently 
serves approximately 2,900 students and employs approximately 450 employees. 

 

Additional information about Caddo Mills ISD can be obtained on its website:  www.caddomillsisd.org. 
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FACILITY LISTING 
 
 

 CAMPUSES  
Kathryn Griffis Elem. 3639 FM 1565 Caddo Mills 75135 903-527-3525 
Jeanette Lee Elem.  2702 Gilmer St.  Caddo Mills 75135 903-527-3162 
Intermediate School 2700 Gilmer St. Caddo Mills 75135 903-527-8127 
Middle School  2710 Gilmer St. Caddo Mills  75135 903-527-3161 
High School 3049 FM 36 Caddo Mills 75135  903-527-3164 

 
 

 DEPARTMENTS 
Administration 100 Fox Lane Caddo Mills 75135 903-527-6056 
Transportation/Maintenance 102 Fox Lane Caddo Mills 75135 903-527-6133 
Special Programs 2505 1st Street Caddo Mills 75135 903-527-8115 

 
 
 
 
 

DOING BUSINESS WITH CADDO MILLS ISD 
 
School districts in the state of Texas are governed by the TEXAS EDUCATION CODE (TEC 44.031).  As a result, 
the District publishes a Request for Proposals (RFP) as a tool to build a list of available vendors for our staff 
to utilize when meeting the needs of our district. 
 
What is a Discount Bid? 
A discount bid asks for bids from various categories of vendors for materials, supplies, equipment and 
services.  In responding to the bid, vendors place themselves in a particular category or categories and give 
a discount and terms they are willing to grant to the District for items in those categories. 
 
Example:  Sod would fall under General Facility/Maintenance/Trade Services (grounds) and the vendor might 
say they would supply sod to the District, upon request, with a 5% discount below retail pricing. 
 
Do I have to provide a discount in order to be considered responsive? 
No.  While we appreciate discounts as provided by vendors, a zero discount response is a response.  
 
What do I do in order to be listed on the list of available vendors for Caddo Mills ISD? 
The District must receive a completed packet indicating the category of goods/services available from the 
vendor.  Since this is a bid for various categories, some forms may not apply.  We ask that vendors complete 
the packet to the best of their ability and notify the District, as instructed, if there are any questions. 
 
How will I know if I have been awarded and placed on the list of available vendors? 
Vendor will be notified by the Business Office when they have been awarded and placed on the vendor list.   
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If I don’t respond, will CMISD still purchase from my company? 
TEC 44.031 states that all school districts must meet competitive bid requirements. There are several 
methods by which purchases may be made and the District reserves the right to utilize various methods.  
However, for the purpose of many of the standard operating materials, supplies, equipment and services, 
Caddo Mills ISD utilizes the request for proposal method for categories by which we forecast an annual 
aggregate expenditure level of $50,000.00 or more. While $50,000.00 is the threshold that requires a 
competitive process and there are some categories that do not reach that limit, the number of categories is 
increasing as the District grows, so vendors take a chance limiting business with the District by not responding 
to these such requests.  Should the vendor be available via a purchasing cooperative that CMISD participates 
in, the District may utilize that contract. 

 
 
 

IMPORTANT INFORMATION FOR VENDORS 
 

If you are a current vendor with Caddo Mills ISD, you must complete this solicitation to remain a vendor 
effective November 1, 2023 for categories by which we forecast an annual aggregate expenditure level of 
$50,000.00 or more. 
 
Responses to this bid will begin the process of producing a list of available vendors effective 
November 1, 2023.  Responses received after November 1, 2023 will be reviewed on an incremental basis. 
 
As an approved vendor, it is the vendor’s responsibility to contact the Business Office with vendor updates 
or changes. 
 
An authorized and properly drawn purchase order is the District’s standard way of doing business.  
If the vendor does not accept purchase orders, information should be provided through the 
documents provided herein as to what payment methods are accepted.   
 
It is the vendor’s responsibility to accept orders only through the means stated here.  If the vendor 
does not accept purchase orders, our staff will work through our office to secure approval internally.  
Verbal orders from district personnel should never be accepted to initiate an order.   
 
The District should only receive invoices for orders that have been properly approved.  Fulfilling an 
order without proper approval could result in untimely payment. 
 
If the vendor is contacted for a quote, it is beneficial for the quote to state the contract being used.  For 
vendors submitting a response to this solicitation, CMISD Vendor or RFP 232401 will suffice.  For vendors 
who hold a purchasing cooperative contract, you may provide the quote and utilize this solicitation number 
or provide the cooperative name and contract number, as applicable. 
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STANDARD TERMS AND CONDITIONS 
 

1. The following instructions by the Caddo Mills Independent School District are intended to afford 
potential respondents an equal opportunity to participate in the solicitation process. 
 

2. A response to this solicitation is an offer to contract with Caddo Mills ISD and its members based on 
the specifications and standard terms and conditions contained in the bid document.  Bids do not 
become contracts unless and until they are both accepted by CMISD through notification by the District 
to the bidder and/or put into effect by the issuance of a purchase order signed by an authorized 
representative of the CMISD Business Office. 
 

3. To allow for competition as the District utilizes funding to make day-to-day purchases, it is the intent of 
the District to award to multiple vendors as determined to be the best value to Caddo Mills Independent 
School District.  After the initial term start date of November 1, 2023, award will be made to 
additional/multiple vendors on an incremental basis until the District elects to re-bid.  Vendors are 
encouraged to submit responses as soon as possible.  As proposal responses are received, they will 
be opened, evaluated and either accepted or reject by the District, based on the criteria outlined within 
the request for proposal. 
 

4. The terms respondent, contractor, proposer, vendor, and/or bidder refer to the person/firm that submits 
the offer to this solicitation document.  The terms CMISD, owner, district, and/or government entity refer 
to Caddo Mills Independent School District. 

 
5. Any explanation desired or questions by a vendor regarding the meaning or interpretation of these 

instructions or any other documents included in this solicitation must be requested in writing to CMISD, 
Asst. Supt. of Finance & Operations, 100 Fox Lane Caddo Mills, TX 75135 (dbarton@caddomillsisd.org). 
 

6. The documents contained in this solicitation represent the potential agreement between the successful 
respondent and the school district and supersedes any prior discussions, negotiations, representations, 
agreements, written or oral. 
 

7. Proposals submitted by the published due date will be opened and recapped. Trade secrets and 
confidential information contained in response shall not generally be open for public inspection, but 
CMISD’s records are a matter of public record. 
 

8. Any resulting agreements will auto-renew each year. A vendor’s response to this solicitation would imply 
doing so under the same discounts, terms and conditions.  It is the vendor’s responsibility to make the 
District aware of any changes throughout the term of the agreement (including but not limited to 
discounts, company information, etc.). 
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9. The District guarantees no minimum dollar amount in purchase orders against this contract.   
 

10. Unless otherwise stated in the specifications, all supplies and components to be provided shall be new (not 
used or reconditioned and not of such age or so deteriorated as to impair their usefulness or safety), of 
current production and of the most suitable grade for the purpose intended.  If at any time during the term 
of an awarded agreement the vendor believes the furnishings of supplies or components which are not new 
is necessary or desirable, it shall notify the District immediately, in writing, including the reasons and 
proposing any consideration which will flow to the District if authorization to use such supplies or  
components is granted. 
 

11. CMISD reserves the right to negotiate price/delivery for service(s)/products(s) identified by this request.  
The District reserves the right to reject any and all bids that comply with the specifications or to accept a 
higher bid that complies, when, in judgment of the District, such proposal offers additional value or 
function, which justifies the difference in price. 
 

12. CMISD expressly reserves the right to: 
 

a. Reject or cancel any or all proposals for reasons, not limited to:  responses received after the 
published due date, unbalanced value of any items, improper or insufficient guarantee (if 
required)  

b. Consider a response irregular if it shows any omissions, alterations of form, additions, or 
conditions not called for; failure to return all forms and copies; or irregularities of any kind. 

c. Waive any defect, irregularity or informality and/or minor deviations from specifications at a lower 
price than other proposals meeting all aspects of the specifications if it is determined to be in the 
best interest of CMISD 

d. Reissue a request 
e. Consider and accept an alternate proposal as provided herein when most advantageous to 

CMISD 
f. CMISD has the right to cancel the contract with a thirty-day written notice, without prejudice, for 

factors including, but not limited to, non-availability or non-appropriation of funds 
g. Procure any items or services by other means to meet time-sensitive requirements 

 
13. Respondents may be disqualified and their response not considered for reasons not limited to: 

 
a. Reason for believing collusion exists among respondents 
b. Reasonable grounds for believing that any respondent is interested in more than one 

solicitation for the work contemplated 
c. Where the respondent, any sub-contractor or supplier, or the surety on any bond given, or to 

be given, is in litigation with the District or where such litigation is contemplated or imminent, in 
the sole opinion of the District 

d. Respondent being in arrears on any existing contract/purchase order or having defaulted or 
failed to perform in a satisfactory manner on a previous purchase order 

e. Lack of competency as revealed by pertinent facts, including but not necessarily limited to, 
experience and equipment, financial statement and questionnaires 
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14. The solicitation process seeks to find the best overall solution to Caddo Mills ISD.  While it is the intent 

of the school district to obtain the best quality products and/or services at the lowest prices possible, cost 
is not the only factor in making the determination of best value.  Award shall be made to qualified 
respondents whose response is most advantageous to Caddo Mills ISD.  In determining to whom to 
award a contract and per the TEXAS EDUCATION CODE 44.031 (b), the District considers (at a minimum)  
the following criteria: 
 

1. The purchase price; 
2. The reputation of the vendor and of the vendor's goods or services; 
3. The quality of the vendor's goods or services; 
4. The extent to which the goods or services meet the district's needs; and 
5. The vendor's past relationship with the district; 
6. The impact on the ability of the district to comply with laws and rules relating to 

historically underutilized businesses; 
7. The total long-term cost to the district to acquire the vendor’s goods or services; 
8. For a contract for goods and services, other than goods and services related to 

telecommunications and information services, building construction and 
maintenance or instructional materials, whether the vendor or the vendor’s 
ultimate parent company or majority owner: (a) has its principal place of 
business in this state; or (b) employs at least 500 persons in this state; and 

9. Any other relevant factor specifically listed in the request for bid or proposals, 
including compliance with the basic requirements and forms provided in this 
document. 

 
The criteria above will be considered by the district and points will be assigned to vendors based upon the 
chart below. A scoring tool will be used to record the district’s evaluation of each vendor and to tabulate the 
vendor’s total points. The data from this scoring tool will in turn be used to create the vendor list for 
RFP 232401. 
 

Criteria Number/Description Maximum Points Available 
(1) The purchase price 50 points 
(2) The reputation of the vendor and of the vendor’s good or services 10 points 
(3) The quality of the vendor’s goods or services 10 points 
(4) The extent to which the goods or services meet the district’s needs 10 points 
(5) The vendor’s past relationship with the district 10 points 
(6) – (9) Additional TEXAS EDUCATION CODE 44.031 (b) criteria 10 points 

Maximum score possible: 100 points 
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15. The District shall be the sole judge of acceptable proposal responses. 
 

16. Per CH (LOCAL) of District Policy - All purchase commitments shall be made by the Superintendent in 
accordance with administrative procedures, including the District's purchasing procedures. District 
employees shall not be permitted to make purchases for personal use through the District's business 
office.  Completing work or providing product without an authorized purchase order may result in 
non-payment by the District and/or termination of awarded contract. 
 

17. Performance of services/delivery of goods shall be made to the location identified on each purchase 
order or resulting contract. Acceptance by the District of any delivery shall not relieve the vendor of any 
guarantee or warranty, express or implied, nor shall it be considered an acceptance of material not in 
accordance with the specifications and shall not waive the District’s right to request replacement of 
defective material. 

 
18. The District is exempt from payment for any Texas Sales Tax or Federal Excise Tax allowed by law. 

 
19. If deemed necessary, inspections will be made by authorized District personnel on a routine basis. Any 

deficiencies in the work performance disclosed during such inspections must be corrected following 
receipt of notification by the Vendor.  Continued failure to take such corrective actions could, at the 
District's discretion, lead to termination of any resulting award.   
 

20. The District reserves the right to cancel part or this entire contract at any time during the term without 
cause.  Notification will be submitted in writing no less than thirty (30) days prior to the effective date.  
Upon receipt of such notice from the District, vendor shall not thereafter incur, and CMISD shall have no 
liability for, any costs under this solicitation that are not necessary for actual performance of the request 
between the date of the notice of termination for convenience and the effective date of that termination 
for convenience. In the event of a termination for convenience hereunder, CMISD shall have no liability 
to vendor for lost or anticipated profit resulting there from.  

 
21. CMISD shall have the right to terminate for default all or any part of this contract if vendor breaches any 

of the terms hereof or if the vendor becomes insolvent or files any petition in bankruptcy.  Such right of 
termination is in addition to and not in lieu of any other remedies which CMISD may have in law or 
equity, specifically including, but not limited to, the right to collect for damages or demand specific 
performance.  CMISD may terminate the contract and debar the vendor for future “bidding” for 
violations of the federal requirements including, but not limited to, “Contract Work Hours and Safety 
Standards Act,” “Equal Employment Opportunity Act,” and “Energy Policy and Conservation Act.” 
 

22. Vendor shall be considered in default, and such default shall be grounds for the District to terminate 
any resulting award for this solicitation and/or pursue any and all relief, at law or in equity, to which it 
may be entitled by reason of such default, in the presence of a failure to perform any of its obligations 
under any resulting agreement and fails to correct such non-performance within ten (10) calendar days 
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of written notice from the District to do so. In case of default of the vendor, CMISD reserves the right to 
terminate the purchase order.  In case of default of three (3) purchase orders, the District reserves the 
right to terminate the contract and suspend future business with the vendor. 
 

23. If the successful respondent fails to deliver or defaults on this contract within the time specified in the 
contract, the respondent shall pay (or have withheld from payments due), at the option of CMISD, to 
CMISD as liquidated damages a fee up to 25% of the Purchase Order.   

 
24. No right or interest in this contract shall be assigned or any obligation delegated by respondent without 

the written permission of CMISD.  Such consent shall not relieve the assignor of liability in the event of 
default by its assignee. 

 
25. Discussions/negotiations may be conducted with vendors who are deemed to be within the competitive 

range.  If discussions/negotiations are conducted, respondents may be required to submit a best and  
final offer.   
 

26. The District reserves the right to utilize other District contracts, contracts awarded by other 
governmental agencies, other school boards, or cooperative agreements in lieu of any offer received or 
award made as a result of this proposal, if it is in its best interest to do so. 
 

27. Please note that a “gift to a public servant” is a Class A misdemeanor offense if the recipient is a 
government employee who exercise some influences in the purchasing process of the governmental 
body.  This would certainly apply to anyone who helps establish specifications or is involved in product  
selection or directs a purchase.   
 

28. The District may, by written notice to the vendor, cancel this solicitation without liability to the vendor if it 
is determined by the District that gratuities, in the form of entertainment, compensation, gifts, or otherwise 
were offered or given by the vendor, or any agent or representative of the vendor, to any Board of Trustee 
member, officer, or employee of the Caddo Mills Independent School District with an intent to secure 
favorable treatment with respect to the award or amending, or the making of any determinations with  
respect to the performing of such an agreement. 
 

29. Any board member who has any substantial interest, either direct or indirect, in any business entity 
seeking to contract with the District, shall, before any vote or decision on any matter involving the 
business entity, file an affidavit stating the nature and extent of interest and shall abstain from any 
participation in the matter. This is not required if the vote or decision will not have any special effect on 
the entity other than its effect on the public. However, if a majority of the governing body are also required 
to file, and do file similar affidavits, then the member is not required to abstain from further participation.  
Substantial interest includes: 
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• The person owns 10% or more of the voting stock or shares of the business entity or owns either 
10% or more or $15,000 or more of the fair market value of the business entity 

• Funds received by the person from the business entity exceeds 10% of the person’s gross 
income for the previous year 

• The interest is an equitable or legal ownership with a fair market value of $2,500 or more 
• If a person related to the official in the first degree by consanguinity or affinity, as determined 

under Chapter 573 of the TEXAS GOVERNMENT CODE and Chapter 171 of the LOCAL GOVERNMENT 
CODE.   

 
30. Purchase of services or equipment from a business owned in whole or in part by a Caddo Mills ISD 

employee shall be permitted only when approved by the Business Office and when determination has 
been made that such equipment or services is not an extension of the employee’s regular job 
responsibility at the District.  Failure on part of Proposer to disclose ownership by the District employee  
may be grounds for disqualification. 
 

31. Neither the vendor nor the District shall be responsible or deemed to be in default of its obligation to the 
other to the extent any failure to perform or delay in performing its obligation under any resulting 
agreement is caused by events or conditions beyond the reasonable control of that party, and are not 
due to the negligence or willful misconduct of such party (hereinafter, “Force Majeure events”).  For 
purposes of this document, Force Majeure events shall include, but not be limited to, acts of God or 
public enemy, war, riot or civil commotion, strikes, epidemic, fire, earthquake, tornado, hurricane, flood, 
explosion or other catastrophes, or events or conditions due to governmental law, regulations, 
ordinances, order of a court of competent jurisdiction, executive decree or order.  However, in the event 
of such delay(s) or nonperformance, the party so delayed shall furnish prompt written notice to the 
other party and shall undertake all efforts reasonably possible to cure the delay or nonperformance and 
mitigate its effects or to otherwise perform.  The District shall not be responsible for payment for any 
product or services delayed or foreclosed by any Force Majeure event unless and until such delayed or 
foreclosed product or services is provided. 
 

32. Whenever the Vendor encounters any difficulty which is delaying or threatens to delay timely 
performance (including actual or potential labor disputes), the Vendor shall immediately give notice in 
writing to the District, including all relevant information.  Such notice shall not in any way constitute a 
basis for an extension of the delivery or performance schedule or be construed as a waiver by the District 
of any right or remedies to which it is entitled by law or pursuant to provisions herein.  Failure to give 
such notice, however, may be grounds for denial of any request for an extension of the delivery or  
performance schedule because of such delay.  
 

33. It is the policy of Caddo Mills Independent School District not to discriminate on the basis of sex, disability, 
race, color, or national origin in its educational programs and/or activities, not in its employment practices. 
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RESPONSIBILITIES OF RESPONDENTS 
 
1. Respondents are cautioned to read this document completely and submit all documents.  Each 

respondent, by submitting a response, represents that he/she has read and understands the proposal.  
Failure to examine the documents will be at the vendor's risk.   

 
2. Respondents shall familiarize themselves with existing conditions in the material and labor markets prior to 

submission of an offer.  The fact that an offer is submitted will be construed by the CMISD Board of Trustees 
to indicate that the respondent agrees to carry out the furnishing of products and services in full accordance 
with the specifications and other contract documents not withstanding existing material and labor market 
conditions. A signed, submitted proposal constitutes an offer to perform the work and/or deliver the 
product(s) and/or services as reflected on CMISD purchase orders. 

 
3. Each vendor shall furnish the information required by the solicitation documents.  Offers submitted on 

other than authorized forms or with different terms or provisions may be considered to be 
non-responsive. The vendor must sign the Offer Form and return with the other items identified in this 
request.  Failure to manually sign the offer may disqualify it from being considered.  The person signing 
the documents must initial erasures or other changes.  Signatures by an agent are to be accompanied 
with evidence of his authority unless such evidence has been previously furnished to CMISD. 
 

4. One (1) original copy of all required documents as defined in this document should be mailed or otherwise 
delivered to the following address:  Caddo Mills Independent School District, Business Office, 100 Fox 
Lane, Caddo Mills, Texas 75135.  The building is open between the hours of 8:00 A.M. – 4:00 P.M., 
Monday – Friday.  

 
5. The vendor should propose his/her lowest and best price.  All pricing information shall be entered on the 

proposal in ink or typewritten.  Pricing should include packaging and transportation unless otherwise  
noted by the vendor.   
 

6. Discount proposed by the vendor shall remain fixed and firm during the term of the contract, unless  
increased by notification from the vendor. 
 

7. Vendors should complete the reference form by providing names of Texas school districts of comparable  
size to Caddo Mills ISD. 
 

8. The District limits its purchases through the use of properly drawn and authorized purchase orders.  
Consequently, the District is not responsible for items not ordered via this method.  Therefore, the 
purchase order number shall appear on all itemized invoices to ensure payment. 
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9. Vendor shall submit itemized invoices on each purchase order in a timely manner following delivery.  
Invoices shall indicate the purchase order number and the solicitation number.   
 

10. Invoices should be mailed to the address below or emailed to purchasing@caddomillsisd.org. 
 

CMISD Business Office  
Attn:  Accounts Payable  

100 Fox Lane 
Caddo Mills, TX  75135 

 
11. Checks will be issued to vendors for completed work. Additional payment options are available; 

information for such payment type should be provided on the Vendor Data form. 
 

12. The vendor shall make no charge or addition to the accepted price for delivering, placing, or invoicing 
product(s).  Payment shall not be due until all items on the purchase order have been received by 
CMISD (unless specified in the specifications) and the above instruments are submitted and the invoice 
has been accepted by CMISD. All prices shall be F.O.B. destination. Funds for completed purchase 
orders concerning this contract will be available within thirty (30) days of completion and acceptance by 
the District. 

 
13. The responsibility for compliance with this solicitation and the subsequent contract shall be with the 

bidder/respondent. 
 

14. In submitting a response to this solicitation, respondent understands and agrees to be bound by the 
terms and conditions, provided in this document, which shall be incorporated into any future contracts, 
agreements, or purchase orders relating to any resulting agreement between the vendor and the 
Caddo Mills Independent School District. By submitting a response, each respondent agrees to waive 
any claim it has or may have against Caddo Mills Independent School District arising out of or in 
connection with the administration, evaluation, or recommendation of any proposal; waiver of any 
requirements under the solicitation documents; acceptance or rejection of any responses; and award of 
contracts, if any.  

15. The respondent (suppliers, vendors, sub-contractors, insurance agents, and other agents) shall 
maintain and the District shall have the right to examine records, documents, books, accounting 
procedures and practices and any other supporting evidence deemed necessary by the District to 
substantiate compliance with the terms of this agreement. Such right of examination shall include 
reasonable access to and cooperation by all Vendors’ personnel who have worked on or have 
knowledge related to the performance of this solicitation. Proprietary/Trade Secret information 
pertaining to this request may not be withheld from the District or its Authorized Representative. 
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16. Respondents are expected to deliver prompt service(s)/product(s) per specifications including 
warranties.  Past performance of respondent may be a factor in awarding future contracts.   

 
17. All work performed, as herein shown under the specifications, shall be of the highest quality 

workmanship and shall in every respect meet or exceed the industry standards for this type of 
good/service.   
 

18. Bidder/Proposer warrants that all work will be of the type and quality specified, and the District may 
reject and/or refuse work that falls below the quality required in the specifications.   

19. The Vendor shall be fully responsible for the quality and accuracy of any and all work performed in 
conjunction with this request. Neither acceptance of such work by the District, nor payment therefore, 
shall relieve the Vendor of this responsibility. If and when applicable, the Vendor shall complete all 
services in conformity with professional standards, and shall provide qualified personnel to meet 
agreed upon schedules.   

20. It is important that each supplier understand the following information:  
All purchases made by the District will be made via a CMISD purchase order. 

Do not provide goods/services absent a duly authorized purchase order. 

Do not provide goods/services exceeding the quantities contained on the purchase order. 
 
 

 

21. The title and risk of loss of any goods required in connection with any work done for the District shall not 
pass to CMISD until it actually receives and takes possession of the goods at the point(s) of delivery,  
i.e., FOB Destination.   
 

22. Delivery should be based on the address as identified on the purchase order.  The majority of the 
deliveries will be to: 

 
CMISD Warehouse 

102 Fox Lane 
Caddo Mills, Texas 75135 
Hours:  7:30am – 4:30pm 

 
23. The warranty conditions for all supplies and/or equipment shall be considered manufacturer’s minimum 

warranty unless otherwise agreed to in writing. 
 

24. The proposer declares that in the event of the award of a contract,  the undersigned to this offer will 
comply with the Immigration Reform & Control Act of 1986. 
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25. The successful respondent, at his/her own expense, shall provide and maintain insurance with fiscally 
sound firms (at least an AM Best rating of A-) authorized to do business in Texas. 
  

26. Successful respondent may be required to provide a copy of insurance coverage to CMISD.  Insurance 
certificates may contain a provision, or respondent’s signature on this bid/proposal certifies, that 
coverage afforded under the policies will not be cancelled until at least thirty (30) days prior written 
notice has been given to CMISD. Insurance must remain in effect for the duration of this contract. In 
some cases, the District may be required to be named as an additional insured on the vendor’s 
insurance coverage. If the District is to be named as an additional insured on the vendor’s insurance 
coverage, the certificate indicating this should be provided within ten (10) calendar days from date of 
award. If the District requires a certificate of insurance, the bid/proposal number and title should be 
noted in the “Description of Operations/Locations/Vehicles/Special Items” block of the certificate and 
the “Certificate Holder” block of the certificate should read, “CMISD, Attn: Business Manager, 100 Fox 
Lane, Caddo Mills, TX 75087.” Additional insurance requirements may be required for construction 
and/or services projects and will be identified elsewhere in this document.   

 
27. Workers’ Compensation:  Successful respondent must maintain workers’ compensation coverage for 

employees as required by all applicable Federal, State, Maritime, and local laws including Employer’s 
Liability. 
 

WORKERS’ COMPENSATION    
 EMPLOYER’S LIABILITY  Statutory 

  Each Accident       $1,000,000 
  Disease – Each Employee     $1,000,000 
  Disease – Policy Limit      $1,000,000 
 
28. The insurance requirements, as listed, also apply to any sub-contractor(s) in the event that any work is 

sublet. The contractor is responsible in making sure the sub-contractor(s) meets the minimum 
insurance requirement limits as by law. 
 

29. Should any policy be canceled before the expiration date, the issuing company will mail thirty (30) days 
written notice to the certificate holder, CMISD. 

 
30. The contractor shall agree to waive all right of subrogation against the District, its officials, employees 

and volunteers for losses from work performed by contractor for the District. 
 
31. The contractor shall hold the District harmless from and indemnify it against all liability, including 

attorney’s fees, which may arise from and accrue directly from the performance of the work or any 
obligation of Contractor or failure of Contractor to perform any work or obligation provided for in this 
Agreement. 

 



RFP 232401 Proposal for As-Needed Vendors Due:  ONGOING 
 

 Page 16  
 

32. A copy of a certificate of insurance, a certificate of authority to self-insure issued by the commission, or 
a coverage agreement (TWCC-81, TWCC-82, TWCC-83, or TWCC-84), showing statutory workers' 
compensation insurance coverage for the person's or entity's employees providing services on a project 
is required for the duration of the project.  Duration of the project includes the time from the beginning of 
the work on the project until the project has been completed and accepted by the District. 
 

33. Persons providing services on the project ("subcontractor" in Texas Labor Code 406.096) include all 
persons or entities performing all or part of the services the contractor has undertaken to perform on the 
project, regardless of whether that person contracted directly with the contractor and regardless of 
whether that person has employees. This includes, without limitation, independent contractors, 
subcontractors, leasing companies, motor carriers, owner-operators, employees of any such entity, or 
employees of any entity that furnishes persons to provide services on the project. 

 
34. Services include, without limitation, providing, hauling, or delivering equipment or materials, or providing 

labor, transportation, or other services related to a project.  Services do not include activities unrelated 
to the project, such as food/beverage vendors, office supply deliveries, and delivery of portable toilets. 

 
35. The contractor shall provide coverage, based on proper reporting of classification codes and payroll 

amounts and filing of any coverage agreements, which meets the statutory requirements of TEXAS LABOR 
CODE 401.011 (44) for all employees of the contractor providing services on the project for the duration 
of the project. 

 
36. If the coverage period shown on the contractor's current certificate of coverage ends during the duration 

of the project, the contractor must, prior to the end of the coverage period, file a new certificate of 
coverage with the District showing that coverage has been extended. 

 
37. The contractor shall obtain from each person providing services on a project, and provide to the District: 
 

(a) A certificate of coverage, prior to that person beginning work on the project, so the governmental 
entity will have on file certificates of coverage showing coverage for all persons providing 
services on the project and; 

 
(b) No later than seven days after receipt by the contractor, a new certificate of coverage showing 

extension of coverage, if the coverage period shown on the current certificate of coverage ends 
during the duration of the project. 

 
38. The contractor shall retain all required certificates of coverage for the duration of the project and for one  

year thereafter. 
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39. The contractor shall notify the District in writing by certified mail or personal delivery, within ten days 
after the contractor knew or should have known, of any change that materially affects the provision of 
coverage of any person providing services on the project. 
 

40. The contractor shall post on each project site a notice, in the text, form, and manner prescribed by the 
Texas Workers' Compensation Commission, informing all persons providing services on the project 
that they are required to be covered, and stating how a person may verify coverage and report lack of 
coverage. 
 

41. The contractor shall contractually require each person with whom it contracts to provide services on a 
project to: 

 
(a) Provide coverage, based on proper reporting of classification codes and payroll amounts and 

filing of any coverage agreements, which meets the statutory requirements of TEXAS LABOR 
CODE 401.011 (44) for all of its employees providing services on the project for the duration of 
the project; 

 
(b) Provide to the contractor, prior to that person beginning work on the project, a certificate of 

coverage showing that coverage is being provided for all employees of the person providing 
services on the project for the duration of the project; 

 
(c) Provide the contractor, prior to the end of the coverage period, a new certificate of coverage 

showing extension of coverage, if the coverage period shown on the current certificate of 
coverage ends during the duration of the project. 

 
(d) Obtain from each other person with whom it contracts, and provide to the contractor: 

 
(1) A certificate of coverage, prior to the other person beginning work on the 

project 
 

(2) A new certificate of coverage showing extension of coverage, prior to the end 
of the coverage period, if the coverage period shown on the current certificate 
of coverage ends during the duration of the project 

 
(3) Retain all required certificates of coverage on file for the duration of the project 

and for one year thereafter 
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(4) Notify the governmental entity in writing by certified mail or personal delivery, 
within ten days after the person knew or should have known, of any change that 
materially affects the provision of coverage of any person providing services on 
the project 

 
(5) Contractually required each person with whom it contracts to perform as 

required by items 1-7, with the certificates of coverage to be provided to the 
person for whom they are providing services 
 

42. By signing this contract or providing or causing to be provided a certificate of coverage, the contractor is 
representing to the District that all employees of the contractor who will provide services on the project 
will be covered by workers’ compensation coverage for the duration of the project, that the coverage will 
be based on proper reporting of classification codes and payroll amounts, and that all coverage 
agreements will be filed with the appropriate insurance carrier or, in the case of a self-insured, with the 
commission's Division of Self-Insurance regulation.  Providing false or misleading information may 
subject the contractor to administrative penalties, criminal penalties, civil penalties, or other civil actions. 

 
43. The contractor's failure to comply with any of these provisions is a breach of contract by the contractor 

that entitled the governmental entity to declare the contract void if the contractor does not remedy the 
breach within ten days after receipt of notice of breach from the governmental entity. 

 
44. Except as otherwise expressly provided, respondent shall defend, indemnify, and hold CMISD harmless 

from and against all claims, liability, loss and expenses, including reasonable costs, collection expenses, 
and attorneys’ fees incurred, which arise by reason of the acts or omissions of respondent, its agents or 
employees in the performance of its obligations under this contract.  This clause shall survive termination 
of this contract. 

 
45. Respondent shall not limit or exclude any implied warranties, and any attempt to do so shall render this 

solicitation document voidable at the option of CMISD.  Vendor warrants that the goods furnished will 
conform to the specifications, drawings, and descriptions listed in the proposal documents, and to the 
sample(s) furnished by vendor, if any.  In the event of a conflict between the specifications, drawings, 
and descriptions, the specifications shall govern. 

 
46. Respondent warrants that the product sold to CMISD shall conform to the standards promulgated by the 

federal government including, but not limited to, the U.S. DEPARTMENT OF LABOR UNDER THE OCCUPATIONAL 
SAFETY AND HEALTH ACT (OSHA) and the CONSUMER PRODUCT SAFETY COMMISSION (CPSC).  In the event 
the product does not conform to applicable safety standards, CMISD may return the product for correction 
or replacements at the vendor's expense.  In the event vendor fails to make the appropriate correction 
within a reasonable time (i.e., 2 weeks) correction may be made by CMISD at vendor's expense. 
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47. Respondent agrees to ascertain whether goods manufactured in accordance with the specifications will 
give rise to the rightful claim of any third person by way of infringement or the like.  If vendor is of the 
opinion that an infringement or the like will result, he/she will notify CMISD to this effect in writing within 
two weeks after the signing of this a contract.  If CMISD does not receive notice and is subsequently 
held liable for the infringement or the like, vendor will indemnify CMISD for any damages due to such 
claim.  If vendor, in good faith, ascertains that production of the goods in accordance with the 
specifications will result in infringement or the like, this document shall be null and void.  CMISD may 
pay vendor for the reasonable cost (as determined by CMISD) of his/her search as to infringements. 
 

48. Successful respondent shall assign to CMISD any and all claims for overcharges associated with this 
contract which arise under the antitrust laws of the United States, 15 USCA, § 1 et seq., and which 
arise under the antitrust laws of the State of Texas, TEX. BUS. & COM. CODE, § 15.01, et seq. 
 

49. Respondents will provide their own tools/equipment required/expected of their craft/trade.  The 
contractor is responsible for permits and fees required and compliance with all local, state, and federal 
rules, regulations, and statutes.  The job site shall be in a clean, safe and orderly condition at all times.  
It shall be the contractor’s responsibility to remove all debris, materials, and equipment from the job site 
upon completion of the work specified. 
 

50. This writing is intended by the parties as a final expression of their agreement and is intended also as a 
complete and exclusive statement of the terms thereof.  No course of prior dealings between the 
parties and no usage of the trade shall be relevant to supplement or explain any term used herein, and 
acceptance of a course of performance rendered under any award shall not be relevant to determine 
the meaning of this solicitation document even though the accepting party has knowledge of the 
performance and opportunity for objection. 

 
51. First, the laws of the State of Texas shall govern this document and its resulting contract.  Venue for 

any disputes arising thereunder shall be in Hunt County, Texas.  Secondarily, the laws of the Uniform 
Commercial Code (UCC) as adopted in the State of Texas and in force on the date of this solicitation 
shall govern. 
 

52. Use or possession of weapons on school property is strictly prohibited.  All District property and 
facilities are considered a “drug free zone”.  No one may use, consume, carry, transport or exchange 
alcohol beverages, tobacco, cigarettes, electronic cigarettes, controlled substances and/ or illegal 
drugs while in a school district building or while on school district property.  The vendor, its company, 
and its employees shall adhere to this policy.   
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53. For the safety of students, all vendor personnel will sign visitor log in the office at the campus.  An 
identification badge will be worn as required by the campus administrator.  Vendor personnel are 
expected to maintain proper dress and exhibit a vendor badge or wear vendor issued shirts displaying 
the vendor logo.  All contractors must also be in a uniform that identifies them at all times. 
 

54. All vendor personnel are required to stay within the designated installation areas and may only enter a 
teacher’s classroom when accompanied by District personnel. 
 

55. At the time of offer submission, the person or entity submitting an offer must give notice to the District if 
the person or an owner or operator of the business entity has been convicted of a felony.  The notice 
must include a general description of the conduct resulting in this conviction of a felony. The District 
may terminate a contract with a person or business if the District determines that the person or 
business failed to give such notice or misrepresented the conduct resulting in the conviction.  This 
requirement does not apply to a publicly held corporation. 

 
56. TEXAS EDUCATION CODE Chapter 22 requires service contractors to obtain criminal history record 

information regarding covered employees and to certify to the District that they have done so.  Covered 
employees with disqualifying convictions are prohibited from serving at a school district.  Covered 
employees are all employees of a contractor who have or will have continuing duties related to the 
services to be performed at the District and have or will have direct contact with students. The District 
will be the final arbiter of what constitutes direct contact with students. 
 

57. Vendors (owners, officers, employees, volunteers, etc.) may not work on District property where 
students may or may not be present when they have charges pending, have been convicted, received 
probation or deferred adjudication for the following:  

• Any offense against a child;  
• Any sex offense;  
• Any crimes against persons involving weapons or violence;  
• Any felony offense involving controlled substances;  
• Any felony offense against property;  
• Any other offense the District believes might compromise the safety of students, staff, or 

property.  
 

58. Products and/or services procured under this agreement may be of a construction nature and will 
require certification that materials utilized and installed in conjunction with any project involving 
construction, be it new, renovation or contracted trade services, are free of asbestos and lead.  A Toxic 
Control Affidavit, if required, must be completed and submitted prior to final payment being made. 
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59. Vendors who perform work inside the CMISD facilities are hereby notified, however, that buildings may 
contain asbestos containing materials. This notification is required by both the State of Texas 
Department of State Health Services and the Federal EPA Asbestos regulations. These guidelines 
cover both CMISD's responsibilities and the Employer's responsibility to their employees. As a Vendor, 
it is your responsibility to check each building prior to performing any work in that facility. These 
building materials may include but are not limited to: ceiling tile, floor tile and mastic, sheetrock, tape 
and bed compound, thermal pipe insulation, spray-on ceiling material, calks, and roofing products. As 
there have been numerous asbestos containing products manufactured over the years, you must check 
each building's Asbestos Management Plan. This plan is normally kept in the main office. Check with 
the school secretary and she will allow you to look at it. It is the vendor's responsibility to notify all 
employees working for them that CMISD facilities may contain asbestos and where their employees 
may find the facility's Asbestos Management Plan.  Again, it is the Vendor's responsibility to check the 
Asbestos Management Plan for each facility prior to working in the facility and then to notify their 
employees performing the actual work.  The information is found in section eight (8) for all asbestos 
that are remaining in the building.  

60. Effective January 1, 2006 and pursuant to TEXAS H.B. NO. 914 and in accordance with Chapter 176 of 
the TEXAS LOCAL GOVERNMENT CODE, Section 176.006, any person or entity who contracts or seeks to 
contract with CMISD for the sale or purchase of property, goods, or services (as well as agents of such 
persons, hereafter referred to as Vendors) are required to file, on an annual basis, a Conflict of Interest 
Questionnaire with the District.  Each covered person or entity who seeks to or who contracts with 
CMISD is responsible for complying with any applicable disclosure requirements. CMISD will post the 
completed questionnaires on its website.  Information regarding H.B. No. 914 may be obtained from the 
Texas Ethics Commission’s website at http://www.ethics.state.tx.us. 
 

61. In 2015, the Texas Legislature adopted House Bill 1295, which added section 2252.908 of the 
GOVERNMENT CODE.  The laws states that a governmental entity or state agency may not enter into 
certain contracts with a business entity unless the business entity submits a disclosure of interested 
parties (Form 1295) to the governmental entity or state agency at the time the business entity submits 
the signed contract to the governmental entity or state agency. The business entity is responsible for 
first electronically filing Form 1295 with the Ethics Commission. This filing process creates a 
certification of filing and a completed Form 1295 must be printed, signed by an authorized agent of the 
business entity and submitted to the school district. Upon award, the vendor will be reminded of this 
requirement. 
 

62. Effective January 2020, the requirements of Subchapter J, Chapter 552, GOVERNMENT CODE, may 
apply to this solicitation and the contractor or vendor agrees that the contract can be terminated if the 
contractor of vendor knowingly or intentionally fails to comply with a requirement of this subchapter. 
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PROCUREMENT RESPONSE SHIPPING LABEL 
 
 
 

 
 
 
 
 
 

 
 

 
 
 
 
 
 
 
 
 
 
 
 
--------------------------------------------------------FOLD OR CUT HERE-------------------------------------------------------------------------------------------- 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
--------------------------------------------------------FOLD OR CUT HERE-------------------------------------------------------------------------------------------- 

 
  

 
FROM: ______________________________________ 
 
 ______________________________________ 
 
  

 
        Package __________ of __________ 
SHIP TO: Caddo Mills Independent School District 
  Attn:  Dustin Barton, Asst. Supt. of Finance & Operations 
  100 Fox Lane  
  Caddo Mills, TX 75135 
 
CONTENTS: BID RESPONSE 
BID NUMBER: RFP 232401 
BID TITLE: BID PACKET  
BID DUE DATE: Ongoing 
TIME DUE: N/A 
 
 

 
FROM: ______________________________________ 
 
 ______________________________________ 
 
  

 
        Package __________ of __________ 
SHIP TO: Caddo Mills Independent School District 
  Attn:  Dustin Barton, Asst. Supt. of Finance & Operations 
  100 Fox Lane  
  Caddo Mills, TX 75135 
 
CONTENTS: BID RESPONSE 
BID NUMBER: RFP 232401 
BID TITLE: BID PACKET 
BID DUE DATE: Ongoing 
TIME DUE: N/A 
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OFFER FORM 
 

This form should serve as the cover to all responses; failure to sign may result in disqualification. 
 

Bid Number and Title:  RFP 232401 Bid for As-Needed Vendors 
Submittal Due Date and Time: ONGOING 
Submittal Address:  Caddo Mills Independent School District 
    Dustin Barton, Asst. Supt. of Finance & Operations 
    Caddo Mills, Texas 75135 
 
The undersigned authorized representative of the responding company indicated below hereby acknowledges; 

• That he/she is authorized to enter into contractual relationship on behalf of the responding company 
indicated below; 

• That he/she has carefully examined this document in its entirety; 
• The he/she proposes to supply any products/services submitted under this solicitation at the prices quoted 

and in strict compliance with all terms, policies and procedures, unless any exceptions are noted; 
• That any and all exceptions have been noted in writing in the response and that no other exception will be 

claimed; 
• The accuracy of all certifications required (including but not limited to, the Felony Conviction Notice) which 

accompany this offer; 
• The stated organization is an equal opportunity employer; 
• That the prices in this offer have been determined independently, without consultation, communication, or 

agreement for the purpose of restricting competition, as to any matter related to such prices, with any other 
vendor or with any competitor;   

• That notice of award and/or any communication regarding an award will be submitted via CMISD and not by 
any consultant, contractor or other party involved in this solicitation; 

• That the organization has not been a party to any collusion among offer/vendors in restraint of freedom of 
competition by agreement to offer at a fixed price or to refrain from offering; or with any CMISD employee, 
Board Trustee, or consultant as to quantity, quality, or price in the prospective contract, or in any terms of 
the prospective contract except in any authorized discussion(s) with CMISD’s Purchasing personnel; or in 
any discussions or actions between offer/vendors and any CMISD employee, Board Trustee, or consultant 
concerning exchange of money or other things of value for special consideration in the award of this 
contract; 

• That neither it nor its principals are presently debarred, suspended, proposed for debarment, declared 
ineligible, or voluntarily excluded from participation in this transaction by any Federal department or agency.  
 

 
Name of Company: Date: 

 

Signature of Authorized Rep: Printed Name: 

Position or Title: Phone: 

Email: Fax: 
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SECTION 1: 
GENERAL GOODS AND SERVICES 
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RESPONDENT’S PROPOSAL 
 

Respondents must indicate at least one category of goods/services by placing an “X” next to the applicable 
line item. The line item includes supplies, materials, equipment and/or services as it relates to the category.  
Failure to select a category may result in disqualification. 
 

VENDOR NAME: 

X CATEGORY X CATEGORY 
 Apparel (incl. Embroidery and Dry Cleaning)  Art 
 Athletics/Physical Education  Auditorium, Field and Gymnasium  
 Audio Visual  Books 
 Braille/Interpretation/Translation  Career and Technology 
 Cheer and Dance  Classroom/Teaching Aids 
 Consulting and other Related Services  Fine Arts 
 Food Service (excl. Food)  Fundraising 
 Furniture  Instructional Materials 
 Janitorial/Cleaning  Library/Media Services 
 Livestock  Medical/First Aid (incl. Health, Clinic, Trainers) 
 Motorized Vehicles (other)  Moving and Storage 
 Office Supply  Outdoor Education 
 Paper/Plastic Products  Printing and Signage 
 Promotional/Awards/Recognition  Rental and Repair (other) 
 Safety and Security (incl. PPE)  Sole Source as identified in TEC 44.031 
 Special Education  Staff Development 
 Technology  Upholstery 
 OTHER:  
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DISCOUNT, SHIPPING and ORDER INFORMATION 
 

VENDOR NAME: 
The space below should be used to provide additional category description or details,  

shipping information and discount/offer. 
 
 
 
 
 

 
DISCOUNT INFORMATION 

% Detail: 
OTHER: 

 
SHIPPING INFORMATION 

(Amount to be charged for shipping and/or handling for all proposed categories) 
% of total order: % OR $ Flat Rate Charge: 
Free Shipping Applies to all orders: Yes OR No 
Free Shipping Applies to Orders over: $ 

 
 

Caddo Mills ISD’s standard way of doing business is through an authorized purchase order submitted to 
the vendor, with invoice paid within 30 days of receipts of goods and services.  If your organization does 
not accept purchase orders, please indicate by which payment method you accept.  If there is a minimum 
requirement to accept purchase orders, please notate that here as well.  Please note:  The inability to 
accept purchases orders could inhibit the District from doing business.  Failure to complete this section 
would indicate POs (for any amount) are acceptable. 
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SECTION II: 
FACILITIES, MAINTENANCE AND OPERATIONS - 

TRADE SERVICES / SKILLED LABOR 
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RESPONDENT’S PROPOSAL 
 

Respondents must indicate at least one category by placing an “X” next to the applicable line item(s).  
Vendors must also indicate Equipment (incl. rental), Parts and or Service.  Failure to select a category may 
result in disqualification. 
 

VENDOR NAME: 
X CATEGORY Equipment Parts Service 
 Appliances    
 Asbestos Abatement    
 Auto (incl. Bus and Trailer)    
 Building Materials    
 Canopies and Awnings    
 Carpentry    
 Concrete/Asphalt    
 Disaster Recovery/Restoration    
 Doors    
 Electrical    
 Elevator    
 Excavation    
 Fencing    
 Fire Protection    
 Flooring    
 Foundation    
 Glass and Window    
 Grease Trap    
 Grounds (incl. Tree and Brush    
 HVAC    
 Lighting    
 Locksmith    
 Machinery    
 Masonry    
 Painting/Powder Coating    
 Parks/Playground/Recreation    
 Pavement/Walkways    
 Pest Control    
 Plumbing    
 Power Washing    
 Renovation/General Construction    
 Roofing    
 Sanitation    
 Welding    
 Wrecker/Towing    
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DISCOUNT, SHIPPING, and ORDER INFORMATION 
 

VENDOR NAME: 
The space below should be used to provide additional category description or details,  

shipping information and discount/offer. 
 
 
 

 
DISCOUNT INFORMATION 

% Detail: 
OTHER: 

 
SHIPPING INFORMATION 

(Amount to be charged for shipping and/or handling for all proposed categories) 

% of total order: % OR $ Flat Rate Charge: 
Free Shipping Applies to all orders: Yes OR No 
Free Shipping Applies to Orders over: $ 

 
SKILLED LABOR AND MAINTENANCE – LABOR RATES 

Skilled Labor: $ /hr. 
Manual/Helper/Unskilled Labor: $ /hr. 
Total % of markup for materials to 
CMISD 

 % 

Other charges not included in #1 and #2: $ Explain below: 
 
 
 

 
Caddo Mills ISD’s standard way of doing business is through an authorized purchase order submitted to 
the vendor, with invoice paid within 30 days of receipts of goods and services.  If your organization does 
not accept purchase orders, please indicate by which payment method you accept.  If there is a minimum 
requirement to accept purchase orders, please notate that here as well.  Please note:  The inability to 
accept purchases orders could inhibit the District from doing business.  Failure to complete this section 
would indicate POs (for any amount) are acceptable. 
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VENDOR DATA 

 
FOR PURCHASE ORDER:  ORDERING ADDRESS INFORMATION 

Company Name:  

Address:  

City, State, Zip:  

Contact Person:  

Title:  

Phone:  

Fax:  

Email address:  

May we submit orders via email:  

Email address, if different:  

 
FOR PAYMENTS:  REMITTANCE ADDRESS INFORMATION 

Company Name:  

Address:  

City, State, Zip:  

Contact Person:  

Title:  

Phone:  

Fax:  

Email address:  

If payment by wire transfer is accepted, please provide Name, Phone Number and Email for Accounts Receivable 
contact.   

Contact Information for Wire Transfer 
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COOPERATIVE AGREEMENTS 
 

If the vendor holds a contract with any of the following, please circle and provide contract number(s) below as applicable. 
 

Education Service Center, Region 2 – Goodbuy Purchasing Cooperative | Department of Information Resources (DIR) |  
OMNI Partners (National IPA/US Communities) | TIPS Interlocal Purchasing System  | 1GPA Government Procurement Alliance  | 

Education Service Center, Region 20 – PACE  |  Buyboard Online Purchasing, Texas Association of School Boards  | Texas Smart Buy  | 
Education Service Center, Region 10 – EdTech Exchange Purchasing Cooperative  |  

Education Service Center, Region 10 – Equalis Purchasing Cooperative. 
 
Contract Numbers:             

 
 
 

REFERENCE SHEET 
 

Reference 1 

School District Name:  

Contact Name:  

Address:  

Phone Number:  

Fax Number:  

Email Address:  

Reference 2 

School District Name:  

Contact Name:  

Address:  

Phone Number:  

Fax Number:  

Email Address:  
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VENDOR CERTIFICATIONS 
 

RESIDENT BIDDER 
 
Governmental contract 
A contract awarded by a governmental entity for general construction, an improvement, a service or a public works project, or for 
a purchase of supplies, materials or equipment. (TEXAS GOVERNMENT CODE Section 2252.001(1) 

 
Governmental entity 

• The state. 
• A board, commission, department, office or other agency in the executive branch of state government, including 

an institution of higher education as defined by TEXAS EDUCATION CODE Section 61.003. 
• The Legislature or a legislative agency. 
• The Supreme Court, the Court of Criminal Appeals, a court of appeals, the State Bar of Texas or another 

judicial agency having statewide jurisdiction. (TEXAS GOVERNMENT CODE Section 2252.001(2)) 
 

Nonresident bidder 
A person whose principal place of business is not in Texas. (TEXAS GOVERNMENT CODE Section 2252.001(3)) 
 
Resident bidder 
A person whose principal place of business is in Texas, including a contractor whose ultimate parent company or majority owner 
has its principal place of business in this state. (TEXAS GOVERNMENT CODE Section 2252.001(4)) 
 
Check only one: 

□ Resident Bidder  □ Non-Resident Bidder of Texas 
 

FELONY CONVICTION AND CRIMINAL HISTORY NOTICE 
 
Statutory citation covering notification of criminal history of contractor is found in the TEXAS EDUCATION CODE 44.034. State of Texas 
Legislative Senate Bill No. 1, Section 44.034, Notification of Criminal History, Subsection (a), states “a person or business entity 
that enters into a contract with a school district must give advance notice to the District if the person or an owner or operator of the 
business entity has been convicted of a felony.  The notice must include a general description of the conduct resulting in the 
conviction of a felony.” 
 
Subsection (b) states “a school district may terminate a contract with a person or business entity if the District determines that the 
person or business entity failed to give notice as required by Subsection (a) or misrepresented the conduct resulting in the 
conviction. The District must compensate the person or business entity for services performed before the termination of the 
contract.” 

□ Publicly-Held Corporation (Notice Not Required) 

□ Firm is NOT owned or operated by convicted felon  

□ Firm IS owned or operated by convicted felon 
 

CONFIDENTIALITY DECLARATION  
 
Any portion of the response considered to be confidential or contain proprietary information, or to contain trade secrets, must be 
marked accordingly.  This designation may not necessarily guarantee the non-release of the information under the Public 
Information Act or as otherwise required by law, but does provide the District with a means to review the issues thoroughly and, if 
justified, request an opinion by the Attorney General's office prior to releasing any information requested under the Public 
Information Act.   

□ Packet DOES contain confidential information, as marked 

□ Packet DOES NOT contain confidential information  
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COMMITMENT TO PROVIDE INSURANCE 

 
Bidder will be able to furnish a valid insurance certificate reflecting as Certificate Holder: Caddo Mills ISD, 100 Fox Lane, 
Caddo Mills, TX 75135.  The vendor shall provide and maintain insurance in a company rated no less than an “A” by A.M. Best 
Company. Vendor is aware of all costs to provide insurance, will do so pending contract award, and will provide a valid insurance 
certificate as described within this solicitation if required based on awarded bid type. 
 

Does vendor agree:    
□ Yes  □ No 
 

 
DEBARMENT OR SUSPENSION CERTIFICATION 

 
This firm nor its principals are presently debarred, suspended, proposed for debarment, declared ineligible, or voluntarily excluded 
from participation in this transaction by any Federal department or agency. (Non-Federal entities are prohibited from contracting 
with or making sub-awards under covered transaction to parties that are suspended or debarred or whose principals are suspended 
or debarred. Covered transactions include procurement of goods or services equal to or in excess of $100,000. Vendors receiving 
individual awards of $100,000 or more and all sub-recipients must certify that the organizations and its principals are not suspended 
or debarred.) 
 

Does vendor affirm non-debarment/suspension: 
□ Yes  □ No 
 

 
INDEMNIFICATION AND HOLD HARMLESS 

 
Except as otherwise expressly provided, respondent shall defend, indemnify and hold CMISD harmless from and against all claims, 
liability, loss and expenses, including reasonable costs, collection expenses, and attorney’s fees incurred, which arise by reason 
of the acts or omissions of respondent, its agents or employees in the performance of its obligation under this contract. 
 

Does vendor affirm:  
□ Yes  □ No 
 
 

STATEMENT OF COMPLIANCE/DEVIATION 
 
Unless otherwise stated, this proposal complies with all specifications and/or scope of work contained in the solicitation document.  
Any deviations from any part of this solicitation shall be listed on a separate page as provided by the respondent with detailed 
conditions and information.  CMISD will consider any deviations in its evaluation, and reserves the right to accept or reject any bid 
based upon any deviations. 
 

Response is in full compliance: 
□ Yes  □ No  (Deviations must be detailed on a separate page) 
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CONTRACTOR CERTIFICATION 
 
TEXAS EDUCATION CODE Chapter 22 requires service contractors to obtain criminal history record information regarding covered 
employees and to certify to the District that they have done so.  Covered employees with disqualifying convictions are prohibited 
from serving at a school district.     
 
Covered employees:  All employees of a contractor who have or will have continuing duties related to the service to be performed 
at the District and have or will have direct contact with students; The District will be the final arbiter of what constitutes direct contact 
with students. 
 
Disqualifying conviction:  One of the following offenses, if at the time of the offense, the victim was under 18 or enrolled in a public 
school: (a) a felony offense under Title 5, TEXAS PENAL CODE; (b) an offense for which a defendant is required to register as a sex 
offender under Chapter 62, TEXAS CODE OF CRIMINAL PROCEDURE; or (c) an equivalent offense under federal law or the laws of 
another state. 

□ None of the Contractor’s employees are covered employees, as defined above. 

□ Some or all of Contractor’s employees are covered employees. If this box is selected, I further certify that: 
 

□  Contractor has obtained all required criminal history record information, through the Texas Department 
of Public Safety, regarding its covered employees.  None of the covered employees has a disqualifying 
conviction. Contractor has taken reasonable steps to ensure that its employees who are not covered 
employees do not have continuing duties related to the contract services or direct contact with students. 

□  If Contractor receives information that a covered employee has a disqualifying conviction, Contractor 
will immediately remove the covered employee from contract duties and notify the District in writing 
within 3 business days. 

□  Upon request, Contractor will make available for the District’s inspection the criminal history record 
information of any covered employee.  If the District objects to the assignment of a covered employee 
on the basis of the covered employee’s criminal history record information, Contractor agrees to 
discontinue using that covered employee to provide services at the District. 

 
TOXIC CONTROL COMPLIANCE 

 
Caddo Mills Independent School District has established Management Plans for ensuring a high level of environmental air quality 
through its Operations Department.  All contractors performing construction projects for CMISD must familiarize themselves with 
these Management Plans and comply prior to the beginning of any awarded construction project.  CMISD employees are available 
to review such Plans and assist in interpretation and understanding its Asbestos Management Plans at any time prior to beginning 
construction. 
 
Certification of non-use of Asbestos and Lead Containing Materials is required by all General and Sub-Contractors for all 
construction projects, by State and Federal regulations which CMISD is subject to.  Completion of this Affidavit is mandatory before 
final payment on a project will be made.  Complete this certificate, have it notarized and submit it with your application for final 
payment, certifying that no materials used in conjunction with this project contain asbestos or lead in any form and that all Material 
Safety Data Sheets (MSDS) have been supplied to Owner before submitting application for final payment. 
 

Does vendor affirm:   
□ Yes  □ No 
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MWBE/HUB CERTIFICATION 
 
A bidder/proposer that has been certified as a Minority/Women Business Enterprise (also known as “Historically Underutilized 
Business” or “HUB”) is encouraged to indicate its MWBE certification status when responding to this Bid/Proposal.  If so, please 
provide the Certificate Number and Name of Certifying Agency. 
 

Does vendor claim: 
□ Yes  □ No 

CERTIFICATION OF HB 89, SECTION 2270.002 TEXAS GOVERNMENT CODE  
 
This section applies to a contract that: (1) is between a governmental entity and a company with 10 or more full-time employees; 
and (2) has a value of $100,000 or more that is to be paid wholly or partly from public funds of the governmental entity.  A 
governmental entity may not enter into a contract with a company for goods or services unless the contract contains a written 
verification from the company that it: (1) does not boycott Israel; and (2) will not boycott Israel during the term of the contract. 

 
Does vendor affirm: 
□ Yes  □ No 

CERTIFICATION OF SB 252, SECTION 2252 TEXAS GOVERNMENT CODE  
 
This section applies to contracts with companies engaged in business with Iran, Sudan, or foreign terrorist organization is 
prohibited. A governmental entity may not enter into a governmental contract with a company that is identified on a list prepared 
and maintained under Section 806.051, 807.051 or 2252.153. The comptroller shall prepare and maintain, and make available to 
each governmental entity, a list of companies known to have contracts with or provide supplies and services to a foreign terrorist 
organization. 

 
Does vendor affirm: 
□ Yes  □ No  

CERTIFICATION OF SB 13, SECTION 2274 TEXAS GOVERNMENT CODE  
 
This section applies to contracts that (1) is between a governmental entity and a company with 10 or more full-time employees; 
and (2) has a value of $100,000 or more that is to be paid wholly or partly from public funds of the government entity.  A 
governmental entity may not enter into a contract with a company for goods and services unless the contract contains a written 
verification from the company that it: (1) does not boycott energy companies; and *(2) will not boycott energy companies during 
the term of the contract. 
 

Does vendor affirm: 
□ Yes  □ No 

CERTIFICATION OF SB 19, SECTION 2274 TEXAS GOVERNMENT CODE  
 
This section applies only to a contract that: (1) is between a governmental entity and a company with at least 10 full-time 
employees: and (2) has a value of at least $100,000 that is paid wholly or partly from public funds of the governmental entity.  
Except as provided by Subsection (c) and Section 2274.003, a governmental entity may not enter into a contract with a company 
for the purchase of goods or services unless the contract contains a written verification from the company that it: (1) does not 
have a practice, policy, guidance, or direction that discriminates against a firearm entity or firearm trade association; and (2) will 
not discriminate during the term of the contract against a firearm entity or firearm trade association.  Subsection (b) does not 
apply to a governmental entity that (1) contracts with a sole-source provider; or (2) does not receive any bids from a company 
that is able to provide the written verification required by that subsection. 
 

Does vendor affirm:   
□ Yes  □ No  
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CONFLICT OF INTEREST 

 
Effective January 1, 2006, any person or entity who contracts or seeks to contract with CMISD for the sale or purchase of property, 
goods, or services (as well as agents of such persons) (hereafter referred to as Vendors) are required to file a Conflict of Interest 
Questionnaire with the District. Each covered person or entity who seeks to or who contracts with CMISD is responsible for 
complying with any applicable disclosure requirements. Forms received by the District become public records immediately and 
the law requires school districts that maintain web sites to place these records on the District’s web site. 
 
The Conflict of Questionnaire must be filed: 
 
No later than the seventh business day after the date that the Vendor begins contract discussions or negotiations with the 
government entity, or submits to the entity an application, response to a request for proposal or bid, correspondence, or other 
writing related to a potential agreement with the entity. 
 
The vendor also shall file an updated questionnaire not later than September 1 of each year in which a covered transaction is 
pending, and the seventh day after the date of an event that would make a statement in the questionnaire incomplete and 
inaccurate. 
 
Note:  A vendor is not required to file an updated questionnaire if the person had filed an updated statement on or after June 1, 
but before September 1 of the year. 
 
Completed forms should be sent to: 
 

Caddo Mills Independent School District 
Attn:  Business Office 
100 Fox Lane 
Caddo Mills, Texas 75135 

 
The Caddo Mills ISD website provides a list of Local Government Officers, 

Superintendent and other Personnel 
https://www.caddomillsisd.org/documents/departments/finance/vendor-requests/113756 

 

Please provide a completed CIQ form. A blanket copy is provided. 
 

Does vendor claim a conflict of interest:   
□ Yes  □ No 

 

IRS FORM W9 
 

This is a required form by the IRS for government entities that pay vendors in excess of $600.00 annually in order to issue a 
1099 form and is required in conjunction with the reporting requirements by the Internal Revenue Service. A blanket copy is 
provided. 
 

Vendor will provide the IRS Form W9: 
□ Yes  □ No 
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Vendor agrees to comply with all federal, state, and local laws, rules, regulations and ordinances, as applicable. It is 
further acknowledged that vendor certifies compliance with all provisions, laws, acts, regulations, etc. as specifically 
noted above. 
 

Vendor’s Name/Company Name: 

Address, City, State, and Zip Code: 

Phone Number:                                                                    Fax Number: 

Printed Name and Title of Authorized Representative: 

Email Address: 

Date:                                                                                     Federal Tax ID #: 
 



Page intentionally blank.
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FORM CIQ

OFFICE USE ONLYThis questionnaire reflects changes made to the law by H.B. 23, 84th Leg., Regular Session.

This questionnaire is being filed in accordance with Chapter 176, Local Government Code, by a vendor who
has a business relationship as defined by Section 176.001(1-a) with a local governmental entity and the
vendor meets requirements under Section 176.006(a).

By law this questionnaire must be filed with the records administrator of the local governmental entity not later
than the 7th business day after the date the vendor becomes aware of facts that require the statement to be
filed.  See Section 176.006(a-1), Local Government Code.

A vendor commits an offense if the vendor knowingly violates Section 176.006, Local Government Code. An
offense under this section is a misdemeanor.

CONFLICT OF INTEREST QUESTIONNAIRE
For vendor doing business with local governmental entity

Date Received

A.  Is the local government officer or a family member of the officer receiving or likely to receive taxable income,
other than investment income, from the vendor?

                             Yes                 No

B.  Is the vendor receiving or likely to receive taxable income, other than investment income, from or at the direction
of the local government officer or a family member of the officer AND the taxable income is not received from the
local governmental entity?

                             Yes                 No

7

Check this box if the vendor has given the local government officer or a family member of the officer one or more gifts
as described in Section 176.003(a)(2)(B), excluding gifts described in Section 176.003(a-1).

Signature of vendor doing business with the governmental entity Date

Name of vendor who has a business relationship with local governmental entity.1

Check this box if you are filing an update to a previously filed questionnaire. (The law requires that you file an updated

completed questionnaire with the appropriate filing authority not later than the 7th business day after the date on which

you became aware that the originally filed questionnaire was incomplete or inaccurate.)

2

3 Name of local government officer about whom the information is being disclosed.

        Name of Officer

Describe each employment or other business relationship with the local government officer, or a family member of the
officer, as described by Section 176.003(a)(2)(A).  Also describe any family relationship with the local government officer.
Complete subparts A and B for each employment or business relationship described.  Attach additional pages to this Form
CIQ as necessary.

4

6

5
Describe each employment or business relationship that the vendor named in Section 1 maintains with a corporation or
other business entity with respect to which the local government officer serves as an officer or director, or holds an

ownership interest of one percent or more.
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CONFLICT OF INTEREST QUESTIONNAIRE

                                     For vendor doing business with local governmental entity

A complete copy of Chapter 176 of the Local Government Code may be found at http://www.statutes.legis.state.tx.us/
Docs/LG/htm/LG.176.htm. For easy reference, below are some of the sections cited on this form.

Local Government Code § 176.001(1-a): "Business relationship" means a connection between two or more parties
based on commercial activity of one of the parties.  The term does not include a connection based on:

(A)  a transaction that is subject to rate or fee regulation by a federal, state, or local governmental entity or an
agency of a federal, state, or local governmental entity;
(B)  a transaction conducted at a price and subject to terms available to the public; or
(C)  a purchase or lease of goods or services from a person that is chartered by a state or federal agency and
that is subject to regular examination by, and reporting to, that agency.

Local Government Code § 176.003(a)(2)(A) and (B):
(a)  A local government officer shall file a conflicts disclosure statement with respect to a vendor if:

***
(2)  the vendor:

(A)  has an employment or other business relationship with the local government officer or a
family member of the officer that results in the officer or family member receiving taxable
income, other than investment income, that exceeds $2,500 during the 12-month period
preceding the date that the officer becomes aware that

(i)  a contract between the local governmental entity and vendor has been executed;
or
(ii)  the local governmental entity is considering entering into a contract with the
vendor;

(B)  has given to the local government officer or a family member of the officer one or more gifts
that have an aggregate value of more than $100  in the 12-month period preceding the date the
officer becomes aware that:

                    (i)  a contract between the local governmental entity and vendor has been executed; or
                    (ii)  the local governmental entity is considering entering into a contract with the vendor.

Local Government Code § 176.006(a) and (a-1)
(a)  A vendor shall file a completed conflict of interest questionnaire if the vendor has a business relationship
with a local governmental entity and:

(1)  has an employment or other business relationship with a local government officer of that local
governmental entity, or a family member of the officer, described by Section 176.003(a)(2)(A);
(2)  has given a local government officer of that local governmental entity, or a family member of the
officer, one or more gifts with the aggregate value specified by Section 176.003(a)(2)(B), excluding any
gift described by Section 176.003(a-1); or

              (3)  has a family relationship with a local government officer of that local governmental entity.
(a-1)  The completed conflict of interest questionnaire must be filed with the appropriate records administrator
not later than the seventh business day after the later of:
           (1)  the date that the vendor:

(A)  begins discussions or negotiations to enter into a contract with the local governmental
entity; or
(B)  submits to the local governmental entity an application, response to a request for proposals
or bids, correspondence, or another writing related to a potential contract with the local
governmental entity; or

           (2)  the date the vendor becomes aware:
(A)  of an employment or other business relationship with a local government officer, or a
family member of the officer, described by Subsection (a);
(B)  that the vendor has given one or more gifts described by Subsection (a); or
(C)  of a family relationship with a local government officer.



Part I 
Social security number 

Form W-9 
(Rev. October 2018) 
Department of the Treasury 
Internal Revenue Service 

Request for Taxpayer 
Identification Number and Certification 

▶ Go to www.irs.gov/FormW9 for instructions and the latest information. 

 
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 
 

3 Check appropriate box for federal tax classification of the person whose name is entered on line 1. Check only one of the 
following seven boxes. 

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

Individual/sole proprietor or 
single-member LLC 

C Corporation S Corporation Partnership Trust/estate  
Exempt payee code (if any) 

Limited liability company. Enter the tax classification (C=C corporation, S=S corporation, P=Partnership) ▶ 

Note: Check the appropriate box in the line above for the tax classification of the single-member owner. Do not check 
LLC if the LLC is classified as a single-member LLC that is disregarded from the owner unless the owner of the LLC is 
another LLC that is not disregarded from the owner for U.S. federal tax purposes. Otherwise, a single-member LLC that 
is disregarded from the owner should check the appropriate box for the tax classification of its owner. 

Other (see instructions) ▶ 

 
Exemption from FATCA reporting 
code (if any) 

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

5 Address (number, street, and apt. or suite no.) See instructions. Requester’s name and address (optional) 
 

6 City, state, and ZIP code 
 

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 instructions for Part I, later. For other – – 
entities, it is your employer identification number (EIN). If you do not have a number, see How to get a 
TIN, later. or 
Note: If the account is in more than one name, see the instructions for line 1. Also see What Name and 
Number To Give the Requester for guidelines on whose number to enter. 

 

 Part II  Certification 
Under penalties of perjury, I certify that: 
1. The number shown on this form is my correct taxpayer identification number (or I am waiting for a number to be issued to me); and 
2. I am not subject to backup withholding because: (a) I am exempt from backup withholding, or (b) I have not been notified by the Internal Revenue 

Service (IRS) that I 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 I am 
no longer subject to backup withholding; and 

3. I am 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 I 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 for Part II, later. 

 

 
General Instructions 
Section references are to the Internal Revenue Code unless otherwise 
noted. 
Future developments. For the latest information about developments 
related to Form W-9 and its instructions, such as legislation enacted 
after they were published, go to www.irs.gov/FormW9. 

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. 
• Form 1099-INT (interest earned or paid) 

• 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, 
later. 

 
 

Cat. No. 10231X Form W-9 (Rev. 10-2018) 

Sign 
Here 

Signature of 
U.S. person ▶ Date ▶ 

– 

Employer identification number 
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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, later, for further information. 
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 
Pub. 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 24% 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 instructions for 

Part II 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, later, and the separate Instructions for the 
Requester of Form W-9 for more information. 

Also see Special rules for partnerships, earlier. 

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, later, 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. 
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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 (other than an account 
maintained by a foreign financial institution (FFI)), list first, and then 
circle, the name of the person or entity whose number you entered in 
Part I of Form W-9. If you are providing Form W-9 to an FFI to document 
a joint account, each holder of the account that is a U.S. person must 
provide a 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. 

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

 

IF the entity/person on line 1 is 
a(n) . . . 

THEN check the box for . . . 

• Corporation Corporation 
• Individual 
• Sole proprietorship, or 
• Single-member limited liability 
company (LLC) owned by an 
individual and disregarded for U.S. 
federal tax purposes. 

Individual/sole proprietor or single- 
member LLC 

• LLC treated as a partnership for 
U.S. federal tax purposes, 
• LLC that has filed Form 8832 or 
2553 to be taxed as a corporation, 
or 
• LLC that is disregarded as an 
entity separate from its owner but 
the owner is another LLC that is 
not disregarded for U.S. federal tax 
purposes. 

Limited liability company and enter 
the appropriate tax classification. 
(P= Partnership; C= C corporation; 
or S= S corporation) 

• Partnership Partnership 
• Trust/estate Trust/estate 

Line 4, Exemptions 
If you are exempt from backup withholding and/or FATCA reporting, 
enter in the appropriate space on 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. 
• Corporations are not exempt from backup withholding for payments 
made in settlement of payment card or third party network transactions. 
• 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 
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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 
$5,0001 

Generally, exempt payees 
1 through 52 

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

Exempt payees 1 through 4 

1 See Form 1099-MISC, Miscellaneous Income, and its instructions. 
2 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 

I—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. If this address differs from the one the requester already has on 
file, write NEW at the top. If a new address is provided, there is still a 
chance the old address will be used until the payor changes your 
address in their records. 

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. 

If you are a single-member LLC that is disregarded as an entity 
separate from its owner, 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 What Name and Number To Give the Requester, later, 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. Go to www.irs.gov/Forms to view, download, or print Form 
W-7 and/or Form SS-4. Or, you can go to www.irs.gov/OrderForms to 
place an order and have Form W-7 and/or SS-4 mailed to you within 10 
business days. 

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. 

Part II. 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 item 1, 4, or 5 below indicates otherwise. 

For a joint account, only the person whose TIN is shown in Part I 
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. 

http://www.ssa.gov/
http://www.irs.gov/Businesses
http://www.irs.gov/Forms
http://www.irs.gov/OrderForms
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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 and you are merely providing 
your correct TIN to the requester, you must cross out item 2 in the 
certification before signing the form. 

3. Real estate transactions. You must sign the certification. You may 
cross out item 2 of the certification. 

4. Other payments. You must give your correct TIN, but you do not 
have to sign the certification unless you have been notified that you 
have previously given an incorrect TIN. “Other payments” include 
payments made in the course of the requester’s trade or business for 
rents, royalties, goods (other than bills for merchandise), medical and 
health care services (including payments to corporations), payments to 
a nonemployee for services, payments made in settlement of payment 
card and third party network transactions, payments to certain fishing 
boat crew members and fishermen, and gross proceeds paid to 
attorneys (including payments to corporations). 

5. Mortgage interest paid by you, acquisition or abandonment of 
secured property, cancellation of debt, qualified tuition program 
payments (under section 529), ABLE accounts (under section 529A), 
IRA, Coverdell ESA, Archer MSA or HSA contributions or 
distributions, and pension distributions. You must give your correct 
TIN, but you do not have to sign the certification. 

What Name and Number To Give the Requester 

 
For this type of account: Give name and EIN of: 

14. Account with the Department of 
Agriculture in the name of a public 
entity (such as a state or local 
government, school district, or 
prison) that receives agricultural 
program payments 

The public entity 

15. Grantor trust filing under the Form 
1041 Filing Method or the Optional 
Form 1099 Filing Method 2 (see 
Regulations section 1.671-4(b)(2)(i)(B)) 

The trust 

1 List first and circle the name of the person whose number you furnish. 
If only one person on a joint account has an SSN, that person’s number 
must be furnished. 
2 Circle the minor’s name and furnish the minor’s SSN. 
3 You must show your individual name and you may also enter your 
business or DBA name on the “Business name/disregarded entity” 
name line. You may use either your SSN or EIN (if you have one), but the 
IRS encourages you to use your SSN. 
4 List first and circle the name of the trust, estate, or pension trust. (Do 
not furnish the TIN of the personal representative or trustee unless the 
legal entity itself is not designated in the account title.) Also see Special 
rules for partnerships, earlier. 
*Note: The grantor also must provide a Form W-9 to trustee of trust. 
Note: If no name is circled when more than one name is listed, the 
number will be considered to be that of the first name listed. 

Secure Your Tax Records From Identity Theft 
Identity theft occurs when someone uses your personal information 
such as your name, SSN, or other identifying information, without your 
permission, to commit fraud or other crimes. An identity thief may use 
your SSN to get a job or may file a tax return using your SSN to receive 
a refund. 

To reduce your risk: 
• Protect your SSN, 
• Ensure your employer is protecting your SSN, and 
• Be careful when choosing a tax preparer. 

If your tax records are affected by identity theft and you receive a 
notice from the IRS, respond right away to the name and phone number 
printed on the IRS notice or letter. 

If your tax records are not currently affected by identity theft but you 
think you are at risk due to a lost or stolen purse or wallet, questionable 
credit card activity or credit report, contact the IRS Identity Theft Hotline 
at 1-800-908-4490 or submit Form 14039. 

For more information, see Pub. 5027, Identity Theft Information for 
Taxpayers. 

Victims of identity theft who are experiencing economic harm or a 
systemic problem, or are seeking help in resolving tax problems that 
have not been resolved through normal channels, may be eligible for 
Taxpayer Advocate Service (TAS) assistance. You can reach TAS by 
calling the TAS toll-free case intake line at 1-877-777-4778 or TTY/TDD 
1-800-829-4059. 
Protect yourself from suspicious emails or phishing schemes. 
Phishing is the creation and use of email and websites designed to 
mimic legitimate business emails and websites. The most common act 
is sending an email to a user falsely claiming to be an established 
legitimate enterprise in an attempt to scam the user into surrendering 
private information that will be used for identity theft. 

For this type of account: Give name and SSN of: 
1. Individual The individual 
2. Two or more individuals (joint 

account) other than an account 
maintained by an FFI 

The actual owner of the account or, if 
combined funds, the first individual on 
the account1 

3. Two or more U.S. persons 
(joint account maintained by an FFI) 

Each holder of the account 

4. Custodial account of a minor 
(Uniform Gift to Minors Act) 

The minor2 

5. a. The usual revocable savings trust 
(grantor is also trustee) 
b. So-called trust account that is not 
a legal or valid trust under state law 

The grantor-trustee1 

The actual owner1 

6. Sole proprietorship or disregarded 
entity owned by an individual 

The owner3 

7. Grantor trust filing under Optional 
Form 1099 Filing Method 1 (see 
Regulations section 1.671-4(b)(2)(i) 
(A)) 

The grantor* 

For this type of account: Give name and EIN of: 
8. Disregarded entity not owned by an 

individual 
The owner 

9. A valid trust, estate, or pension trust Legal entity4 

10. Corporation or LLC electing 
corporate status on Form 8832 or 
Form 2553 

The corporation 

11. Association, club, religious, 
charitable, educational, or other tax- 
exempt organization 

The organization 

12. Partnership or multi-member LLC The partnership 
13. A broker or registered nominee The broker or nominee 
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The IRS does not initiate contacts with taxpayers via emails. Also, the 
IRS does not request personal detailed information through email or ask 
taxpayers for the PIN numbers, passwords, or similar secret access 
information for their credit card, bank, or other financial accounts. 

If you receive an unsolicited email claiming to be from the IRS, 
forward this message to phishing@irs.gov. You may also report misuse 
of the IRS name, logo, or other IRS property to the Treasury Inspector 
General for Tax Administration (TIGTA) at 1-800-366-4484. You can 
forward suspicious emails to the Federal Trade Commission at 
spam@uce.gov or report them at www.ftc.gov/complaint. You can 
contact the FTC at www.ftc.gov/idtheft or 877-IDTHEFT (877-438-4338). 
If you have been the victim of identity theft, see www.IdentityTheft.gov 
and Pub. 5027. 

Visit www.irs.gov/IdentityTheft to learn more about identity theft and 
how to reduce your risk. 

Privacy Act Notice 
Section 6109 of the Internal Revenue Code requires you to provide your 
correct TIN to persons (including federal agencies) who are required to 
file information returns with the IRS to report interest, dividends, or 
certain other income paid to you; mortgage interest you paid; the 
acquisition or abandonment of secured property; the cancellation of 
debt; or contributions you made to an IRA, Archer MSA, or HSA. The 
person collecting this form uses the information on the form to file 
information returns with the IRS, reporting the above information. 
Routine uses of this information include giving it to the Department of 
Justice for civil and criminal litigation and to cities, states, the District of 
Columbia, and U.S. commonwealths and possessions for use in 
administering their laws. The information also may be disclosed to other 
countries under a treaty, to federal and state agencies to enforce civil 
and criminal laws, or to federal law enforcement and intelligence 
agencies to combat terrorism. You must provide your TIN whether or 
not you are required to file a tax return. Under section 3406, payers 
must generally withhold a percentage of taxable interest, dividend, and 
certain other payments to a payee who does not give a TIN to the payer. 
Certain penalties may also apply for providing false or fraudulent 
information. 

mailto:phishing@irs.gov
mailto:spam@uce.gov
http://www.ftc.gov/complaint
http://www.ftc.gov/idtheft
http://www.identitytheft.gov/
http://www.irs.gov/IdentityTheft
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