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Important Dates: 
Date Event 

November 13, 2017 Advertise/Issue Date 

January 8, 2018 Due Date for Questions by 2 P.M. CST 

As they are issued and provided Questions and Answers posted on our website 

January 31, 2018 Deadline for Submitting Proposals by 2 P.M. CST 

February 9, 2018 Award Date 

   

 
Questions and Answers: 
Any explanation desired by any Proposer regarding the meaning or interpretation of this RFP, 
Scope of Work, Technical Specifications, and other solicitation documents must be submitted to 
Timothy Thornton, Director of Purchasing, via Vendor Registry no later than the Deadline for 
Submitting Questions reflected under the important dates section of this RFP. Vendor Registry 
can be accessed via the below link where Proposers should ask all clarifying questions. This 
method allows for open disclosure of questions and answers for all Proposers to reference at any 
time throughout the bidding process. Questions and answers will be posted on the Purchasing 
website through Vendor Registry. It shall be the obligation of the Proposer to exercise due 
diligence to discover and to bring to the attention of the University, at the earliest possible time, 
any ambiguities, discrepancies, inconsistencies, or conflicts in or between any of the technical, 
pricing, or contractual provisions in this RFP. 
https://vrapp.vendorregistry.com/bids/view/bidslist?buyerid=55df4993-1fea-423e-a2af-
7d0075907669 
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University Background: 
Alabama A&M University (AAMU), an 1890 Land-Grant institution located in the high-tech 
center of Huntsville in northern Alabama, invites applications for the positions listed below. 
Situated in the northeast quadrant of the city of 200,000, the hillside campus is just four miles 
away from downtown Huntsville. AAMU offers its 5,500-student population a wide range of 
course offerings under the College of Agriculture, Life and Natural Sciences; College of 
Business and Public Affairs; College of Education, Humanities and Behavioral Sciences and 
College of Engineering, Technology and Physical Science. The School of Graduate Studies 
serves about 1,400 and offers doctoral degree programs in Applied Physics, Food Science, 
Plant/Soil Science and Reading/Literacy. 
 
 
Faculty and Staff Total Compensation Study Service Project Objectives: 

 Develop clearer and more competitive job title and compensation structures. 
 Ensure job titles accurately reflect duties and responsibilities. 
 Provide sustainable methods to maintain market-informed title and compensation 

structures. 
 Enhance recruitment and retention. 
 Ensure Alabama A&M University have strong comparison compensation data. 
 Ensure individuals are paid fairly based on job title, job description, faculty rank, and 

number of FTE reporting to individuals, etc.  
 
Snapshot of Current Titling Structure: 
Employee categories  

1. Executive  
2. University Staff 
3. Academic Staff 
4. Faculty 
5. Administrative Faculty 

 
Employee count 

1. Staff =   505 
2. Faculty = 239 

 
Unique Job Titles 

1. The scope of this RFP will cover an estimated 404 unique job titles held by the 505 
staff and 239 faculty employee members spanning across the employee categories 
of Executive, University Staff, Academic Staff, Faculty, and Administrative 
Faculty. 

 
What is Total Compensation? 

 Total compensation is providing the best available resources to employees whereas the 
university’s strategy is to attract, motivate, and retain the best and brightest employees. 

 
Core Benefits Overview: 

 Health and mandatory retirement benefits prescribed by the Alabama Retirement 
System. 

 Supplemental offerings include dental, vision, flexible spending accounts, life 
insurance, short-term disability, long-term disability, voluntary 403(b) retirement 
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plan, voluntary 457 retirement plan, Aflac products (cancer, accident, and hospital) 
 Paid leave: vacation, sick, jury duty, military leave, and administrative leave 

 
Why We Need the Study: 
 
Number of 
job titles 
excessive and 
redundant 

Title 
structures 
can be 
confusing 
and not 
well 
understood 

Salary structures do not 
consistently reflect market 
salaries (e.g., last change for 
faculty and staff was 2007-
2008)  

Current 
structures do 
not include 
career and 
professional 
growth 
opportunities 

Job title do 
not 
adequately 
reflect 
duties 

 
Scope of Work: 
Conduct a market survey of comparative institutions compensation structures.  Design and 
propose a compensation plan and structure that is externally competitive, internally equitable, 
readily updated, and financially responsible. Make fiscally sound recommendations for 
implementation and conversion to the proposed compensation structure. 

 
Successful results of the Faculty and Staff Compensation Study require:  

 An analysis of existing compensation structure 
 Current market compensation data 
 A description of existing and proposed compensation philosophy 
 Design and implementation strategies for a new compensation structure 
 Compensation administration guidelines 
 Strategy to maintain the new compensation structures 
 Leading –practice benefits/work-life programs 
 Study results and recommendations are reasonable, clear and easily communicated 

 
Phase 1:  Design a strategy and conduct a study to assess and analyze existing University   
                compensation structure and policies as compared to peer institutions –  
 (To be included in Technical Approach Section) 

 Develop a study strategy that identifies all study methods, components, 
milestones and timelines. 

 Collect and review information about Alabama A&M University existing faculty 
and staff positions using standard formats (e.g., review position descriptions, 
Fair Standard Labor Act (FSLA) exemption status, analyze salary and benefits 
data) to be included in an analysis of the existing compensation philosophy and 
salary structure. 

 Obtain relevant local, regional, peer institutions, and national labor market data 
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comparing the university’s current faculty and staff salaries with corresponding 
positions in similarly situated public and private organizations and institutions. 

 
Phase 2:  Create a proposed compensation structure and implementation plan informed    
                 by: 
 (To be included in Technical Approach Section) 
 

 Creating a market-informed compensation structure to allow the university to 
successfully compete for and retain talented faculty and staff 

 Design a fiscally sound plan with clearly defined steps and timelines for 
implementing the proposed compensation structure.  Propose fiscally sound 
strategies for resolving any issues (e.g., where faculty and staff are placed in the 
new structure) and resolution mechanisms for resolving disagreements 

 Define how compensation structure will be updated and maintained 
 
 
Phase 3:  Review and propose a benefits/work-life and leave structures 
(To be included in Technical Approach Section) 

• Review and analyze current Alabama A&M University benefits and leave 
programs/structures 

• Identify widely used and leading-practice benefits/work-life at other peer higher 
education institutions 

• Conduct a comparative analysis of Alabama A&M University benefits vs the 
marketplace 

  
Results of the Study: 
Successful results of this study will include design and implementation of new compensation 
structures using existing or new job titles, current market compensation data, compensation 
administration guidelines and a strategy to implement and maintain the new structures.  The 
study results and recommendations should be clear and easily communicated. Specifically, the 
study results should: 

• Provide Alabama A&M University with a solid compensation structure to 
compete for and retain the talent the campus needs. 

• Provide Alabama A&M University with a comprehensive and fiscally sound 
implementation plan for a revised compensation structure. 

• Help employees understand the new structures, the rationales behind them, and 
their placement. 

• Provide flexibility to reflect difference in the market value of jobs across 
department.  

• Identify and recommend benefits changes that will help the university attract and 
retain talent.  

• Build credibility and confidence before and during implementation. 

• Provide clarity on market-competitive pay levels in a sustainable way. 

• Be efficiently implemented. 
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• Provide methodology for modifications and updates to meet changing market 
demands. 

Contractor Experience and Consulting Expertise  
 
Experience Conducting a Study of Similar Scope of Work  
(To be included in Corporate Background and Experience Section) 
 

• Describe your company’s experience conducting a similar study of this scope 
and magnitude as described in the Scope of Work. 

• Provide references of a similar study of this scope and magnitude as described 
in the Scope of Work. 

 
Expertise of Staff 
(To be Included in Project Staffing and Organization Section) 

• Provide a list of the staff that would be assigned as consultants to the Alabama 
A&M University Project. Provide their resumes.   Include Title/Consulting Role, 
Experience and Professional Credentials for each recommended staff member. 

• Describe, for each consultant, their work background, credentials, experience in 
job title and compensation consulting, and knowledge of the higher education 
landscape, including the type of Higher Education institutions they have worked 
with in the past 5-10 years. 

 
Service Model and Delivery Plan 

 
Service Model/Approach 
(To be Included in Executive Summary Section) 
Describe your company’s team approach to collaborative activities with Alabama A&M 
University.  Please include the following in your answer: 

1. Leadership 
2. Communication 
3. Frequency of in-person meetings 
4. Conference calls 
5. Training and support 
6. Team dynamics 

 
Timeframe 
(To be Included in Executive Summary Section) 
Provide a recommended timeline and estimated duration of a project of this size and scope  
from start through implementation.  Include each phase of the project as defined in the Scope of Work  

  and any other phases of work your company would recommend. 
 

Project Plan 

(To be Included in Executive Summary Section) 

• Describe your company’s approach to creating and implementing a Title and Total 
Compensation Study Services project. 
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• Describe what activities your company would be responsible for and what 
activities Alabama A&M University would be responsible for to meet the goals of 
the Compensation Study. 

• While Alabama A&M University anticipates three phases, please describe any 
other phases of work your company would recommend. 

 
 
Design Study Strategy 
(To be Included in Technical Approach Section) 

• Describe the study design and strategy that will be used.  Please describe all study 
methods, components, milestones and timelines. 

• Describe the process your firm will utilize to define and confirm the total 
compensation philosophy. 

• Describe the consulting resources, staff and service your company is proposing. 
• Specifically define what your company will deliver. 

 
 
Create Compensation Structure 
(To be Included in Technical Approach Section) 

• Describe how your firm will obtain relevant local, regional and national labor 
market data to compare each job title with corresponding positions in similarly 
situated private organizations and institutions. 

• Describe how your firm will create market-informed compensation structures to 
allow Alabama A&M University to successfully compete for, and retain, talent. 

• Describe how your firm will integrate the proposed compensation system with 
new title structure and resolve any issues (e.g., where employees are placed in 
the new structure). 

• Describe how your firm will define pay guidelines for managing compensation 
in the new structure. 

• Describe how your firm will create a design that would allow Alabama A&M 
University to develop strategies (i.e. priorities) to address compensation issues 
as permitted. 

• Describe how your proposed compensation structure will be updated and 
maintained. 

• Describe the consulting resources, staff and services your company is proposing. 
• Specifically define what your company will deliver. 

 
 
Review Benefits/Work-Life and Leave Structures 
(To be Included in Technical Approach Section) 

• Describe how your firm will benchmark widely used and leading-practice 
benefits/work-life strategies in the marketplace and at other higher education 
institutions. 
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• Describe how your firm will conduct a comparative analysis of Alabama A&M 
University benefits vs the marketplace. 

• Describe the consulting resources, staff and services your company is proposing.   

• Specifically define what your company will deliver. 
 
Implement New Structures 
(To be Included in Technical Approach Section) 

• Describe how your firm will develop steps and timeline for implementation of 
new compensation and benefits system. 

• Describe how your firm will create and implement resolution mechanism for 
resolving employee disagreements. 

• Describe how your firm will train HR staff to maintain new system. 
• Describe in written detail the consulting resources, staff and services your 

company is proposing. 
• Specifically define what your company will deliver. 

 
Conduct Formal Follow-up Reviews 
(To be Included in Technical Approach Section) 

• Describe in writing the specific support, project follow-up and training your 
company would provide after the study is completed. 

• Describe all resources that would be made available to Alabama A&M University 
for maintenance of programs implemented. 

• Explain in detail the reports and reporting structures your company would 
implement. 

• Describe how your firm will perform follow-up reviews at 6 months, 1 year, 2 
years and 4 years after implementation in order to review and recalibrate 
structures. 

• Describe in writing how your company will conduct follow-up reviews after 
implementation in order to review and recalibrate structures for each of the 
following period review requirements listed below. Explain in detail how each 
review will be conducted: 

6 months 
Year 1 
Year 2 
Year 4 

 Describe in written detail the consulting resources, staff and services your 
company is proposing. 

• Specifically define what your company will deliver. 
 



 

PROPOSAL REQUIREMENTS 

1. PROPOSAL REQUIREMENTS 

Each vendor is expected to submit a fully detailed proposal that adequately describes the 
advantages and benefits, which the University would realize by acceptance of its proposal.  
The response to this RFP shall consist of the following tabbed sections that will address 
the requirements found in the pages of the Faculty and Staff Total Compensation Study 
Service Project and the Proposal Requirements. 

 Letter of Transmittal 
 Executive Summary 
 Corporate Background and Experience 
 Project Staffing and Organization 
 Technical Approach 
 Cost Proposal and Execution of Proposal 
 Financial Reports 
 Vendor’s Standard Form of Agreement 
 Additional Information and Attachments, if applicable 
 References 

 
A. Letter of Transmittal:  The letter of transmittal shall consist of the proposal cover 

letter highlighting the contents of this proposal, and bearing the authorized 
representative’s signature.  It should include an introduction of the vendor’s company, 

the name, address, telephone number, email address, and fax number of the person to 
be contacted along with others who are authorized to represent the company in dealing 
with this RFP.   

B. Executive Summary:  An executive summary will briefly describe the vendor’s 

approach and clearly indicate any options, alternatives, or enhancements being 
proposed.  It should also indicate any major requirements that cannot be met by the 
vendor.  Alabama A&M University will assume fully compliance with all 
specifications herein if no exception is taken.  Any award made by the University 
hereunder shall bind the vendor to the terms, conditions, and specifications set forth in 
this Request for Proposal.  Vendors whose proposals do not conform to said terms, 
conditions, and specifications should so note in their response to this section.  No 
exemptions will be considered to have been taken by a vendor unless it is properly set 
out as provided above. 



C. Corporate Background and Experience.  This section shall include background 
information on the organization and should give details of experience with similar 
projects.  Proposers shall provide a list of five (5) references of clients of same or 
similar type services.  The reference list shall include current clients whose services 
have been provided within the past five to ten years and at least one contact person and 
telephone number per reference.  At least two of these references should be institutions 
of higher education.  The University reserves the right to contact clients for reference 
checks. 

D. Project Staffing and Organization.  This section must include the proposed staffing, 
deployment, and organization of personnel to be assigned to this project.   

The vendor shall provide information as to the qualifications and experience of all 
executive, managerial, legal, and professional personnel to be directly assigned to this 
project, citing experience with similar projects, credentials, and the responsibilities to 
be assigned to each person.  The vendor shall provide a list of all aforementioned 
personnel to be assigned to this project to include their resumes.  The vendor must 
include their official employment title and/or consulting role, experience, and 
professional credentials for each proposed staff member. 

For each proposed staff member, describe the individual’s work background, 
credentials, experience in job title and compensation consulting, and knowledge of the 
higher education landscape, including the type of Higher Education institutions they 
have worked within the past five to ten years. 

E. Technical Approach:  This section shall include, in narrative, outline, and/or graphic 
form the vendor’s approach to accomplishing the tasks outlined in the Request for 
Proposal.  The vendor must demonstrate their ability to meet all specifications as 
outlined in the Request for Proposal. 

F.  Cost Proposal and Execution of Proposal:  The Cost Proposal must be submitted on 
the “COST PROPOSAL SHEET” with all required information provided.  Complete 

the “EXECUTION OF PROPOSAL,” which must be signed by the Vendor’s 

Representative.   

G. Financial Reports:  Furnish a current audited financial report for the company’s most 

recent fiscal year. 

H. Vendor’s Standard Form of Agreement:  If the University will be required to sign 
the vendor’s standard form of agreement, it MUST be submitted with your proposal for 
review by the University’s General Counsel.  Proposals that are contingent upon the 
University’s acceptance of the vendor’s terms and conditions may be at a competitive 

disadvantage in the evaluation process.  Further, if the University cannot accept the 
vendor’s terms and conditions, the University may reject such proposals as non-
responsive.   

I. Additional Information and attachments, if any. 

J. References.  Proposers shall provide a list of five (5) references of clients of same or 
similar type services.  The reference list shall include current clients whose services 



have been provided within the past five to ten years and at least one contact person and 
telephone number per reference.  At least two of these references should be institutions 
of higher education.  The University reserves the right to contact clients for reference 
checks. 

K. COST PROPOSAL [Attached.]  A Cost Proposal must be submitted for each 
implementation option proposed when multiple options are presented. 

L. EXECUTION OF PROPOSAL 
 
By submitting this proposal, the potential vendor certifies the following: 
 
A. This proposal is signed by an authorized representative of the firm. 

B. The cost and availability of all equipment, materials, and supplies associated with 
performing the services described herein have been determined and included in the 
proposed costs. 

C. The potential vendor has read and understands the conditions set forth in this RFP, and 
agrees to them with no exceptions. 

D. Therefore in compliance with this Request for Proposals, and subject to all conditions 
herein, the undersigned offers and agrees, if this proposal is accepted within 30 days from 
the date of the bid opening, to furnish the subject services. 

 

 

 

 

  



2. GENERAL INFORMATION ON SUBMITTING PROPOSALS 

A. Exemptions:  Any exception taken to ANY portion of this Request for Proposals must 
be so stated on the proposal response sheets or Alabama A&M University will assume 
full compliance with all requirements as stated.  The successful vendor will be 
responsible and accountable for providing those terms as specified in its proposal 
response. 

B. Competitive Offer:  The signer of any proposal submitted in response to this RFP 
certifies that his proposal has not been arrived at collusively or otherwise in violation 
of either Federal or Alabama antitrust laws. 

C. Reference to Other Data:  Only information which is received in response to this RFP 
will be evaluated. 

D. Elaborate Proposals:  Elaborate proposals in the form of brochures or other 
presentations beyond that necessary to present a complete and effective proposal are 
not desired. 

E. Costs for Proposal Preparation:  Any costs incurred by vendor in preparing or 
submitting proposals are the vendors’ sole responsibility.  Alabama A&M University 

will not reimburse any costs incurred in the submission of this proposal. 

F. Time for Acceptance:  Each proposal shall state that it is a firm offer which may be 
accepted within a period of 30 days.  Although the contract is expected to be awarded 
prior to that time, the 30 day period is requested to allow for unforeseen delays. 

G. Right to Submitted Materials:  All responses, inquiries, or correspondence relating 
to or in reference to the RFP and other reports, charts, displays, schedules, exhibits, and 
other documentation submitted by the vendor shall become the property of the 
University when received. 

H. Vendor’s Representative:  Each vendor shall submit with its proposal the name, 
address, and telephone number of the person(s) with authority to bind the firm and 
answer questions or provide clarification concerning the firm’s proposal. 

I. Subcontracting:  Awarded vendor is authorized to subcontract a portion of the work 
under the provisions of Section 3.M below. 

J. Clarification of Terms:  If a Proposer has questions about the specifications or other 
solicitation documents, the Proposer should contact the Director of Purchasing. Any 
revisions to the solicitation will be made only by addendum issued by the University.  

K. Withdrawal of Proposal Prior to Closing Date: The Proposer may request 
withdrawal of its proposal under the following circumstances:  

i. Proposals may be withdrawn by written notice from the Proposer to the 
University’s Director of Purchasing, prior to the RFP closing date and time. 
The withdrawal shall be made by the person signing the proposal or by an 
individual(s) who is authorized by the Proposer. The Proposer must provide 
written evidence of the individual’s authority to withdraw the proposal if 



the individual withdrawing the proposal is other than the person signing the 
proposal. Proposals may be withdrawn no later than two (2) business days 
prior to the closing date.  

ii. Requests for withdrawal of proposals after opening of such proposal but 
prior to award shall be transmitted to the University’s Director of 

Purchasing, in writing, accompanied by full documentation supporting the 
request. If the request is based on a claim of error, documentation must show 
the basis of the error.  

 
iii. Proposals may be withdrawn for good cause after the closing date and prior 

to award. No Proposer who is permitted to withdraw a proposal shall, for 
compensation, supply any material or labor to or perform any subcontract 
or other work agreement for the person or firm to whom the Contract is 
awarded or otherwise benefit, directly or indirectly, from the performance 
of the project for which the withdrawn proposal was submitted.  

 
L. Late Proposals:  Proposals received after the proposal closing date and time shall not 

be considered.  

M. Withdrawal of Proposals after Proposal Opening:  A Proposer may withdraw his 
proposal from consideration if the cost proposal was substantially lower than the other 
proposals due solely to a mistake therein, provided the proposal was submitted in good 
faith, and the mistake was a clerical mistake as opposed to a judgment mistake, and 
was actually due to an unintentional arithmetic error or an unintentional omission of a 
quantity of work, labor or material made directly in the compilation of a proposal, 
which unintentional arithmetic error or unintentional omission can be clearly shown by 
objective evidence drawn from inspection of original work papers, documents and 
materials used in the preparation of the proposal sought to be withdrawn.  

 
The Proposer shall give notice in writing of his claim of right to withdraw his proposal 
along with his original work papers, documents, and materials used in the preparation 
of the proposal to the University’s Director of Purchasing, within five (5) days of the 
conclusion of the proposal opening procedure.  If the withdrawal is allowed, the 
Proposer is prohibited from working on the contract or from bidding on the same 
project if it is re-advertised. 

 
3. Contractual Terms and Conditions 

A. Governing Law 

This proposal and the subsequent contract are made under and shall be governed and 
construed in accordance with the laws of the State of Alabama. 

B. Situs 

The place of the contract, its situs and form, shall be Alabama, where all matters, 
whether sounding in contract or tort, relating to its validity, construction, interpretation, 
and enforcement shall be determined. 

 



C. Standard of Performance 

The Vendor shall give its best effort to the performance of its undertaking under the 
contract, shall perform all services to be provided hereunder consistent with the highest 
standards of care, skill, and diligence, and shall employ sound, business-like, effective, 
and exemplary practices. 

D. Interest of Vendor 

The Vendor covenants that it presently has no interest, director indirect, which would 
conflict in any manner or degree with the performance of its services hereunder.  The 
Vendor further covenants that in the performance of this proposal no such person 
having such interest shall be employed or engaged. 

E. Key Personnel & Substitutions 

The Vendor shall not substitute key personnel assigned to the performance of the 
contract without prior written approval by the President, Vice President for Business & 
Finance, or the department of the University where the services or products are being 
utilized.  The individuals designated as key personnel for purposes of the contract are 
those specified in the Vendor’s proposal.  No substitutions shall be permitted after 
award without the written approval of the University. The University will consider 
requests for substitutions of personnel and methods only when such requests are 
accompanied by full and complete technical data and all other information required to 
evaluate the proposed substitution. 

F. Force Majeure  

The Vendor shall notify the University promptly of any material delay in the 
performance of the work specified and shall state in writing the revised performance 
date as soon as practicable after the notice of delay.  Neither party shall not be liable 
for delays in performance unavoidably caused by circumstances beyond its control, 
such as labor disputes, civil disorders, acts of war, acts of God, governmental action, 
etc., but it will be liable for all other delays, including specifically that caused by its 
own fault or negligence. 

a. In case of default by the Vendor, Alabama A&M University may procure the 
services from other sources and hold the Vendor responsible for any excess cost 
occurred thereby.  The University reserves the right to require bid bonds or 
other acceptable guarantees from the successful vendor without expense to the 
University.  Upon entering of a judgment of bankruptcy of insolvency by or 
against the Vendor, the University may terminate the contract for cause.  For 
this Request for Proposal, bid bonds will not be required. 

G. Delays 

When delay occurs due to reasonable causes beyond the control of the Contractor, 
including but not limited to acts of God, acts of government or any governmental 
agency, war or war conditions, riot or civil conditions, sabotage, strikes, lockouts, 
accident, fire, flood, typhoons, hurricanes, explosion, damage to equipment, or 



facilities, the time for performance and completion of work may be adjusted and 
extended as required to accommodate those delays and their effect. Upon written 
receipt of a request and justification for an extension from the Contractor, Alabama 
A&M University may extend the time for performance of the Contract or delivery of 
work herein specified at Alabama A&M University’s sole discretion. The Contractor 
shall use reasonable diligence to remove or overcome any such causes as expeditiously 
as possible.  
 

H. Site Investigation and Conditions Affecting the Work  
 
The Contractor agrees that to the fullest practical extent it has satisfied itself by its own 
investigation and research regarding all conditions affecting the work to be performed, 
labor needed, and that its decision to execute the work is based on such investigation 
and research in addition to the estimate of the quantities or other information presented 
herein.  
 

I. Termination 

 If either party shall be in material breach of a provision of this agreement and such 
breach shall not be cured within sixty (60) days after receipt of written notice thereof, 
then, in addition to all other remedies available to it, the non-breaching party may elect 
to terminate this agreement.  Notwithstanding the foregoing, neither party shall be 
considered to have breached a provision hereof if a performance is prevented or delayed 
by act of God or other circumstance beyond a party’s reasonable control. 

J. Contract Rights Upon Termination 

In the event of a termination of this proposal by the University, Vendor shall have 
ninety (90) days from the date of termination to transfer all data stored in their systems 
to Alabama A&M University. 

K. Conduct on Premises 

The Vendor agrees that all persons working for or on its behalf whose duties bring them 
upon the University’s premises shall obey all applicable rules and regulations 
established by the University and shall comply with the reasonable directions of the 
University’s officers. 

The Vendor shall be responsible for the acts of its employees and agents while on the 
University’s premises and for all injury to persons and damages to property located on 
University premises caused by its employees and agents.  Accordingly, the Vendor 
agrees to take all necessary measures to prevent such injury and damage.  The Vendor 
shall promptly repair, to the specifications of the University’s Facilities Director, any 

damage that it, or its employees or agents may cause to the University’s premises or 

equipment.  In the event the Vendor fails to do so, the University may repair such 
damage and the Vendor shall reimburse the University promptly for the cost of the 
repair. 

The Vendor agrees that, in the event of an accident of any kind on the University’s 

premises involving any of its employees or agents, the Vendor will immediately notify 



the Director of Human Resources, and thereafter furnish a full written report of such 
accident. 

L. Contractor Responsibilities 

The Contractor shall be completely responsible for supervising and directing the work 
under the Contract and all Subcontractors that it may utilize, using adequate skill and 
attention. Subcontractors who perform work under the Contract shall be responsible to 
the prime Contractor.  The Contractor agrees that it is fully responsible for the acts and 
omissions of its Subcontractors and of persons employed by the Contractor as it is for 
the acts and omissions of its own employees. 

M. Subcontracting 

In the event that the Contractor desires to subcontract any part of the work specified 
herein, the Contractor shall identify in the proposal, the names, qualifications, and 
experience of the proposed Subcontractors. Any changes in Subcontractors after award 
of the Contract shall be subject to approval by the University.  

No portion of the work shall be subcontracted without prior written consent of the 
University, and any Subcontractors must be identified as per the paragraph above.  

The Contractor shall submit to the University for approval and attachment to the 
Contract, a list of Subcontractors and their required signed certifications and contact 
information. During the period of performance, the Contractor shall not substitute 
Subcontractors and/or key personnel without the written approval of the University. 
The Contractor shall notify the University within five (5) calendar days after the 
occurrence of any of these events and provide information as to the circumstances 
necessitating the proposed change, new Subcontractor information and other 
information as requested.  

Proposed substitutions must have comparable qualifications and experience to those 
being replaced. The University will notify the Contractor within ten calendar days after 
the receipt of all required information if this change is approved and the University and 
the Contractor shall subsequently amend the required Contract documents. 

N. Contractor Licenses and Permits 

Without additional cost to the University, the Contractor shall be responsible for 
obtaining, and maintaining, any and all necessary licenses and permits, and complying 
with all applicable Federal, State, and Local laws in connection with the performance 
of this work. 
 

O. Care of Property 

The Vendor agrees that it shall be responsible for the proper custody and care of any 
property furnished it for use in connection with the performance of the contract or 
purchased by it for the contract and will reimburse Alabama A&M University for loss 
of damage of such property. 



P. Compliance with Law 

The Vendor shall comply with all laws, ordinances, codes, rules, regulations, and 
licensing requirements that are applicable to the conduct of its business, including those 
of federal, state, and local agencies having jurisdiction and/or authority. 

Q. Non-discrimination 

Operator agrees that it shall not, with respect to any activity carried out on the premises 
of the University or relating in any way to the agreement, discriminate unlawfully 
against any person on the basis of race, color, national origin, religion, sex, age, 
disability, or handicap.  The equal opportunity clauses required under Executive Order 
11246 and regulations issued thereunder are made a part of the agreement by reference. 

R. Insurance 

The Vendor is only responsible for general property risks of accidental loss to the 
building, and/or other equipment or furnishings owned by the University and provided 
to the Vendor under the contract, except when caused by Vendor negligence. 

S. Entire Agreement 

This proposal and any documents incorporated specifically by reference represent the 
entire agreement between the parties and supersede all prior oral or written statements 
or agreements.  This Request for Proposals, any addenda thereto, and the Vendor’s 

proposal are incorporated by reference as though set forth verbatim. 

All requirements, terms, conditions, provisions, representations, guarantees, and 
warranties contained herein shall survive the contract expiration or termination date 
unless specifically provided otherwise herein, or unless superseded by applicable 
Federal or State statutes of limitation. 

T. Invoicing and Payment 

Contractor shall submit invoices at the end of each monthly billing period. Invoice 
amounts shall be based on the Contractor’s services rendered.  Contractor shall offer 

the University credit terms of Net 30 for each invoice.  Hardcopy invoices should be 
sent via USPS mail to: 

Alabama A&M University 
Accounts Payable 

Patton Hall, Room 105 
Normal, AL  35762 

Or electronically by email to accounts.payable@aamu.edu 

U. Amendments 

This proposal may be amended only by written amendments executed by Alabama 
A&M University. 

 



V. Request for Proposal 

Vendors must be aware that this is a request for offers, not a request to contract, and 
Alabama A&M University reserves the right to reject any and all proposals when such 
rejection is deemed to be in the best interests of the University. 



GENERAL CONDITIONS & GUIDELINES 

1. Requirements:  Alabama Agricultural and Mechanical University (“AAMU”, “the 

Awarding Authority”) must receive each vendor’s proposal package by mail or hand 
delivered no later than 2:00 P.M. Central Time on the proposal submission deadline, which 
will also be the date and time of the proposal opening.  Unless otherwise noted, the proposal 
opening will take place at: 

Alabama A&M University 
Purchasing Department 
4900 Meridian Street 

Patton Hall, Room 305 
Normal, AL 35762 

All proposals received must be provided in a sealed envelope. (Ala. Code § 41-16-54 (b))  
A faxed or emailed proposal does not meet the requirements of the statute because it is not 
sealed, and all such proposals will be deemed ineligible for award. (Attorney General’s 

Opinion # 91-016)   

Mailed sealed proposals sent to the Purchasing Department by logistics carriers such as, 
United States Postal Service (USPS), UPS, FedEx, DHL, or Airborne Express, must be 
sent to the following address: 

Alabama A&M University 
Purchasing Department 
4900 Meridian Street 

Patton, Hall, Room 305 
Normal, AL  35762 

 
2. Proposal Preparation:  Alabama Agricultural and Mechanical University proposal forms 

must be completed and returned as a part of the bid quote/proposal.  Proposals should be 
as thorough and detailed as possible so that AAMU may be able to properly evaluate a 
bidder’s capabilities to provide the required products or services. All bidders must send 
descriptive literature and/or manufacturer’s specifications along with any supplemental 
specifications necessary to compare the items proposal with the requirements set forth in 
the proposal form.  All proposals must be submitted within a sealed package with the 
bid number, opening date and time, and bidder’s name and address clearly indicated 
on the envelope.  Bidders are required to submit all items required in the proposal package. 



An authorized representative of the Bidding Agency shall sign RFP documents.  All 
information requested must be submitted.  Failure to submit all information requested may 
result in rejection of the proposal.  Mandatory requirements are those required by law or 
regulation or are such that they cannot be waived and are not subject to negotiation. 

All supporting documentation submitted with the proposal should be bound in that single 
volume. 

Ownership of all data, materials, and documentation originated and prepared for the 
University pursuant to the RFP shall belong exclusively to AAMU and be subject to public 
review.   

3. Oral Presentation:  Bidders who submit a proposal in response to this RFP may be 
required to give an oral presentation of their proposal to the Awarding Authority.  This will 
provide an opportunity for the Bidding Agency to clarify or elaborate on the proposal but 
will in no way change the original proposal.  If an oral presentation is to be required, the 
Awarding Authority will schedule the time and location of these presentations.  Oral 
presentations are an option of the Awarding Authority and may not be required to be 
conducted.  Oral Presentations may be established as a supplier meeting between the 
Awarding Authority and the Bidding Agency.  When an oral presentation is to occur, the 
Awarding Authority will establish the format of the meeting so that the Bidding Agency 
may prepare accordingly. 

4. Bid Bonds:  It may be required for any contract exceeding $10,000 that the bidder submit 
with his or her bid a bid bond payable to Alabama A&M University in the amount not less 
than five percent (5%) of the base proposal to not exceed $10,000.  Bid bonds must be 
submitted in a form of a cashier’s check, certified check, postal money order, irrevocable 

letter of credit, or U.S. Treasury Notes in lieu of a bid bond.  No personal checks or 
company checks will be accepted.  If a bid bond, when required, is not included in a bid 
package, the bidder’s bid package will not receive further consideration.  For this RFP, a 
bid bond will not be required. 

5. Award:  Alabama Agricultural and Mechanical University (“AAMU”, “the Awarding 
Authority”) reserves the right to accept or to reject any or all proposals and is not bound to 
accept the lowest bid if that bid is contrary to the best interests of the University.  In making 
an award, intangible factors such as a bidder’s service, integrity, conformity with 
specifications, transportation charges, terms of delivery, facilities, equipment, reputation, 
and past performance history will be weighed along with the quality displayed in the 
samples submitted (Ala. Code § 41-16-57 (a)).  Bids may be awarded either item by item, 
in product groups, or all or none, whichever appears to be in the best interests of the 
University.  Selection shall be made of one bidder deemed to be fully qualified and best 
suited among those Bidders that submitted proposals on the basis of the evaluation factors 
included in this RFP. Financial criteria shall be considered, but will not be the sole 
determining factor.  After reviews have been conducted, the Awarding Authority shall 
select the Bidding Agency which has made the best proposal and shall award the proposal 



to that Bidding Agency.  The Awarding Authority may cancel this RFP or reject any and 
all proposals at any time prior to an award.   

A proposal accepted in error as the lowest responsible proposal is null and void and 
AAMU, upon discovery of the error, may accept the lowest proposal and award the contract 
to that bidder. (Attorney General’s Opinion # 2002-071)   

Under Ala. Code § 41-16-57 (c), the Awarding Authority may consider lifecycle costs in 
making its determination of the lowest responsible bidder.   

Under Ala. Code § 41-16-57 (b), the Awarding Authority shall give preference to 
commodities produced in Alabama or sold by Alabama companies provided there is not a 
loss in price or quality.  However, when the lowest bidder is a foreign entity, meaning that 
the vendor does not have a place of business within the State of Alabama, AAMU may 
award the contract to an “in-state” responsible bidder if his or her proposal is within ten 
percent (10%) of the foreign entity’s lowest responsible proposal.  AAMU may also award 
the contract to any of the following “in-state” responsible Bidders that are within ten 
percent (10%) of the foreign entity lowest bidder: 

A. A woman-owned enterprise 
B. A small business enterprise 
C. A minority-owned business enterprise 
D. A veteran-owned business enterprise 
E. A disadvantaged-owned business enterprise 

If an “in-state” vendor is not within ten percent (10%) of the foreign entity lowest 

responsible bidder, the contract will be awarded to the foreign entity. 

The Purchasing Department of the University is the only agency authorized to award a 
contract for the proposed purchases.  All pertinent State of Alabama purchasing codes and 
University policies and procedures apply. 

6. Second Lowest Responsible Bidder:  An Awarding Authority can award the proposal to 
the second lowest responsible bidder if the lowest responsible bidder defaults on the 
contract after the award has been made, but only under any of the following circumstances: 

A. The lowest responsible bidder notifies the Awarding Authority in writing that he or 
she will no longer comply with the contract’s terms. 

B. The Awarding Authority documents the default in writing. 

The second lowest responsible bidder shall only receive the award given that he or she 
agrees to all the terms and conditions in the original proposal. 

7. Proposal Withdrawal:  No proposals may be withdrawn without approval from Alabama 
Agricultural and Mechanical University’s Purchasing Department.  Any requests for 

withdrawal must be in writing to the Purchasing Department within five (5) days after the 



proposal opening date with justification or reason for the withdrawal.  More than two (2) 
such requests could result in removal from our proposal list.  No proposal may be 
withdrawn after the issuance of a purchase order.  If a withdrawal is made after the purchase 
order is issued, the vendor will be considered in default.  Refer to “Default of Contractor.” 

Alabama Agricultural and Mechanical University may remove any vendor from the 
Bidders List after a vendor fails to respond to three consecutive Invitation to Bid or RFP 
requests. 

8. Proposal Rejection:  The Awarding Authority may reject any proposal if the price is 
deemed excessive or the quality of the product inferior.  (Ala. Code § 41-16-57 (c))  In the 
event only one bidder responds to an invitation to proposal, the Awarding Authority may 
reject the proposal and negotiate the purchase or contract, provided that the negotiated price 
is lower than the proposal price and there are no change in specifications. (Ala Code § 41-
16-50 (a) and Attorney General’s Opinion # 98-140).  In the event only one bidder responds 
to an invitation to proposal, the Awarding Authority may also advertise for and seek other 
competitive proposals.  Where only one responsible and responsive proposal is received, 
AAMU may only negotiate for a price lower than the single proposal received. 
 

9. Prices and Payment Terms:  Bidders should quote applicable cash discounts.  The 
University will not take into consideration in the proposal evaluation any cash discount of 
less than thirty (30) days of duration.  However, we will take advantage of all discounts for 
which we are eligible.  Identify these discounts in your proposal response.  Proposals 
containing “payment in advance” or “cash on delivery (COD)” requirements may be 

rejected. 

10. Applicable Law:  It is agreed that this quotation is valid to the extent that it does not violate 
the constitution or the laws of the State of Alabama.   

Bidder represents and warrants that all article and services covered by this proposal meet 
or exceed the safety standards established and promulgated under the Federal, 
Occupational Safety and Health Act of 1970, No. 2006, and its regulations in effect or 
proposed as the date of this proposal. 

The furnishing of materials, supplies, equipment, or service to Alabama Agricultural and 
Mechanical University under this purchase order, contract, solicitation for proposals, or 
construction specification constitutes assurance by the vendor or contractor of his 
compliance with applicable provisions of an pertinent regulations promulgated under 
Executive Order 11246, date September 28, 1965 issued by the President of the United 
States of America, and Public Law 88-352, 88th Congress, the “Civil Rights Act of 1964.” 

11. Non-Collusion:  Any agreement or collusion among Bidders or prospective Bidders in 
restraint of freedom of competition, by agreement to proposal at a fixed price or to retrain 
from bidding, or otherwise, shall render the proposals of such Bidders void.  Each bidder 
certifies that he has not been a party to such an agreement by signing this proposal. 



12. New Products:  Unless specifically called for in the proposal, all products for purchase 
must be new, never previously used, and the current model and/or packaging.  No 
remanufactured or refurbished, demonstrator, used, or irregular product will be considered 
for purchase unless otherwise specified in the proposal.  The manufacturer’s standard 

warranty will apply unless otherwise specified in the proposal.  All requests should be 
supplied complete, ready to be installed, including all cabling and connectors, where 
applicable. 

13. Bonds:  Bid bond and/or performance security bond, when required will be indicated.  For 
this RFP, neither a bid bond nor a performance security bond will be required. 

14. Proposal Submission:  Failure to submit a proposal on the official Alabama Agricultural 
and Mechanical form provided for that purpose shall be a cause for rejection of the 
proposal.  Return of the complete document is required.  Modification of or additions to 
any portion of the solicitation may be cause for rejection of the proposal; however, AAMU 
reserves the right to decide, on a case-by-case basis, in its sole discretion, whether or not 
to reject such a proposal as non-responsive. 

All information shall be typewritten or handwritten in the appropriate spaces on the forms.  
Mistakes may be crossed out and corrections inserted before submission of your proposal.  
Corrections shall be initialed in ink by the person signing the proposal. 

All proposals must be submitted in a sealed envelope bearing on the outside the name 
and address of the vendor, proposal number, name of the project, and date.   

All proposals must be signed.  Failure to do so will result in rejection of the proposal.  

15. Indemnification:  Vendor agrees to indemnify and hold harmless Alabama A&M 
University, its officers, agents, servants, employees, successors, and/or assigned from all 
liability, losses, claims, demands, actions, debts, and expenses of every name and nature 
for personal or bodily injury including any resulting in death, damage to property, and/or 
other injury of damage arising out of or as a consequence of its acts or omissions in 
performing under this Agreement, its presence on the University’s premises, or the 
existence of this Agreement or any matter related hereto.  This indemnification agreement 
shall include all costs, including reasonable attorney’s fees and court costs, incurred by the 

University in connection with the defense against any such claim of liability. 

16. Delivery:  Time of delivery shall be stated as the number of calendar days following receipt 
of the order by the vendor, to receipt of the goods by Alabama Agricultural and Mechanical 
University. 

Delivery time may be a criterion in awarding proposals.  Specify earliest possible delivery 
after receipt of order.  Failure to deliver within the time the vendor specified in the proposal 
will constitute a default and may cause cancellation of the contract.  Refer to “Default of 

Contractor.” 



All prices quoted are to include Free on Board (F.O.B.) shipping to Alabama Agricultural 
and Mechanical University, Central Receiving Building, 453 Buchanan Way, Normal, AL 
35762 (unless another F.O.B. point is stated by the University on the proposal form).  The 
successful bidder must assume all responsibility for damage in transit.  When installation 
is required, it will be stated in the proposal requirements.  If you are not quoting a delivered 
price, you must indicate your shipping provider / logistics carrier and all related 
transportation costs itemized in your proposal for evaluation purposes. 

17. Proposal Terms:  Bidders must show unit prices, extensions, and total price, where 
applicable.  In the event of a discrepancy between the unit price and the extension, the unit 
price shall govern.  Proposals shall remain firm for a minimum of thirty (30) days from the 
date of proposal opening and any exceptions must be clearly stated. 

18. Proposal Opening:  Bidders may attend the proposal opening, but no information or 
opinions concerning the ultimate award will be given at the proposal opening or during the 
evaluation process.  After the public opening of this proposal, the results will not be 
available to Bidders not attending the opening until after an award is made. 

19. Proposals are Public Record:  All proposals become a matter of public record at proposal 
award.  Alabama Agricultural and Mechanical University accepts no responsibility for 
maintaining confidentiality of any information submitted with proposal whether labeled 
confidential or not. 

20. Standards of Quality:  When a material, article, or piece of equipment is identified in 
these specifications by reference to manufacturer’s or vendor’s name, trade name, catalog, 

and stock numbers, etc., it is intended merely to establish a standard; and, any material, 
article or equipment of other manufacturer and vendor which will perform equally the 
duties imposed by the general design, provided the material, article, or equipment 
proposed, is in the opinion of the Purchasing Agent of equal substance and function.  It 
shall not be purchased or installed by the contractor without the Purchasing Agents’ written 

approval. 

The bidder is responsible to clearly and specifically indicate the product being offered and 
to provide sufficient descriptive literature, catalog cuts and technical detail to enable 
AAMU to determine if the product offered meets the requirements of the RFP. Normally 
in competitive sealed bidding only the information furnished with the proposal will be 
considered in the evaluation.  Failure to furnish adequate data for evaluation purposes may 
result in declaring a proposal non-responsive.  Unless the bidder clearly indicates in its 
proposal that the product offered is an “Equal” product, such proposal will be considered 
to offer the brand name product referenced in the invitation.  References to manufacturers, 
suppliers, catalog numbers, etc. are intended to establish quality standards and does not 
exclude proposals from others as long as quality standards are met.  Offers of equal items 
must state the brand and quality standard.  Alabama Agricultural and Mechanical 
University will be the sole judge of Equal items offered.  



21. Vendor Authorization:  Vendor must be an authorized distributor/agent to sell products 
proposed in this proposal request.  When it is deemed to be in the best interest of the 
University, the Purchasing Department may request an on-site premise visit to examine the 
facility. 

22. Default of Contractor:  Where the University has determined the contractor to be in 
default, the University reserves the right to purchase any or all products or services covered 
by the contract on the open market and to charge the contractor with cost in excess of the 
contract price.  Until such assessed charges have been paid, no subsequent proposal from 
the defaulting contractor will be considered. 

23. Fiscal Funding Clause:  The continuation of this contract is contingent upon the 
appropriation of funds to fulfill the requirements of the contract by the legislature.  If the 
legislature fails to appropriate sufficient monies to provide the continuation of a contract, 
the contract shall terminate on the date of the beginning of the first fiscal year for which 
funds are not appropriated. 

24. Contract Cancellation:  The Purchasing Department has the right to cancel any contract, 
in accordance with Purchasing Rules and Regulations, for cause, including, but not limited 
to, the following:  (1) failure to deliver within the agreed upon contract duration; (2) failure 
of the product or service to meet specifications, conform to sample quality, or to be 
delivered in good condition; (3) misrepresentation by the contractor; (4) fraud, collusion, 
conspiracy, or other unlawful means of obtaining any contract with the State; (5) conflict 
of contract provisions with constitutional or statutory provisions of state or federal law; 
and (6) any other breach of contract. 

25. Warranties:  Should merchandise described on this proposal contain a manufacturer’s 

warranty, Bidders must state the warranty terms in the space provided on the proposal.  
Proposals offered for merchandise when no warranty applies must clearly state:  “NO 

WARRANTY COVERAGE.”  Warranty information may be criteria in making this award.  
Failure of Bidders to furnish this data may cause rejection of the complete proposal as 
being non-responsive. 

26. Disclosure Statement:  The successful bidder will be required to file with the Purchasing 
Department a disclosure statement of relationship between contractors/grantees and 
employees/officials of the University.  This form must be completed prior to issuance of 
the Purchase Order by Alabama Agricultural and Mechanical University. 
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THE E-VERIFY  
MEMORANDUM OF UNDERSTANDING 

FOR EMPLOYERS  
 

ARTICLE I  
PURPOSE AND AUTHORITY  

The parties to this agreement are the Department of Homeland Security (DHS) and the 
_____________________ (Employer).  The purpose of this agreement is to set forth terms and 
conditions which the Employer will follow while participating in E-Verify. 

 

   

E-Verify is a program that electronically confirms an employee’s eligibility to work in the United States 
after completion of Form I-9, Employment Eligibility Verification (Form I-9). This Memorandum of 
Understanding (MOU) explains certain features of the E-Verify program and describes specific 
responsibilities of the Employer, the Social Security Administration (SSA), and DHS.   

Authority for the E-Verify program is found in Title IV, Subtitle A, of the Illegal Immigration Reform and 
Immigrant Responsibility Act of 1996 (IIRIRA), Pub. L. 104-208, 110 Stat. 3009, as amended (8 U.S.C. 
§ 1324a note). The Federal Acquisition Regulation (FAR) Subpart 22.18, “Employment Eligibility 
Verification” and Executive Order 12989, as amended, provide authority for Federal contractors and 
subcontractors (Federal contractor) to use E-Verify to verify the employment eligibility of certain 
employees working on Federal contracts.  

 
ARTICLE II  

RESPONSIBILITIES 

A. RESPONSIBILITIES OF THE EMPLOYER  

1.  The Employer agrees to display the following notices supplied by DHS in a prominent place that is 
clearly visible to prospective employees and all employees who are to be verified through the system: 

a. Notice of E-Verify Participation  

b. Notice of Right to Work 

2.  The Employer agrees to provide to the SSA and DHS the names, titles, addresses, and telephone 
numbers of the Employer representatives to be contacted about E-Verify.  The Employer also agrees to 
keep such information current by providing updated information to SSA and DHS whenever the 
representatives’ contact information changes.  

3.  The Employer agrees to grant E-Verify access only to current employees who need E-Verify access.  
Employers must promptly terminate an employee’s E-Verify access if the employer is separated from 
the company or no longer needs access to E-Verify.   
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4.  The Employer agrees to become familiar with and comply with the most recent version of the 
E-Verify User Manual.  

5.  The Employer agrees that any Employer Representative who will create E-Verify cases will 
complete the E-Verify Tutorial before that individual creates any cases.  

a. The Employer agrees that all Employer representatives will take the refresher tutorials when 
prompted by E-Verify in order to continue using E-Verify.  Failure to complete a refresher tutorial 
will prevent the Employer Representative from continued use of E-Verify.   

6. The Employer agrees to comply with current Form I-9 procedures, with two exceptions:  

a. If an employee presents a "List B" identity document, the Employer agrees to only accept "List 
B" documents that contain a photo. (List B documents identified in 8 C.F.R. § 274a.2(b)(1)(B)) can 
be presented during the Form I-9 process to establish identity.) If an employee objects to the photo 
requirement for religious reasons, the Employer should contact E-Verify at  
888-464-4218.  

b. If an employee presents a DHS Form I-551 (Permanent Resident Card), Form I-766 
(Employment Authorization Document), or U.S. Passport or Passport Card to complete Form I-9, 
the Employer agrees to make a photocopy of the document and to retain the photocopy with the 
employee’s Form I-9. The Employer will use the photocopy to verify the photo and to assist DHS 
with its review of photo mismatches that employees contest.  DHS may in the future designate 
other documents that activate the photo screening tool. 

Note: Subject only to the exceptions noted previously in this paragraph, employees still retain the right 
to present any List A, or List B and List C, document(s) to complete the Form I-9.  

7.  The Employer agrees to record the case verification number on the employee's Form I-9 or to print 
the screen containing the case verification number and attach it to the employee's Form I-9.  

8.  The Employer agrees that, although it participates in E-Verify, the Employer has a responsibility to 
complete, retain, and make available for inspection Forms I-9 that relate to its employees, or from other 
requirements of applicable regulations or laws, including the obligation to comply with the 
antidiscrimination requirements of section 274B of the INA with respect to Form I-9 procedures.  

a. The following modified requirements are the only exceptions to an Employer’s obligation to not 
employ unauthorized workers and comply with the anti-discrimination provision of the INA: (1) List B 
identity documents must have photos, as described in paragraph 6 above; (2) When an Employer 
confirms the identity and employment eligibility of newly hired employee using E-Verify procedures, 
the Employer establishes a rebuttable presumption that it has not violated section 274A(a)(1)(A) of 
the Immigration and Nationality Act (INA) with respect to the hiring of that employee; (3) If the 
Employer receives a final nonconfirmation for an employee, but continues to employ that person, 
the Employer must notify DHS and the Employer is subject to a civil money penalty between $550 
and $1,100 for each failure to notify DHS of continued employment following a final 
nonconfirmation; (4) If the Employer continues to employ an employee after receiving a final 
nonconfirmation, then the Employer is subject to a rebuttable presumption that it has knowingly 
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employed an unauthorized alien in violation of section 274A(a)(1)(A); and (5) no E-Verify participant 
is civilly or criminally liable under any law for any action taken in good faith based on information 
provided through the E-Verify.  

b. DHS reserves the right to conduct Form I-9 compliance inspections, as well as any other 
enforcement or compliance activity authorized by law, including site visits, to ensure proper use of 
E-Verify.  

9.  The Employer is strictly prohibited from creating an E-Verify case before the employee has been 
hired, meaning that a firm offer of employment was extended and accepted and Form I-9 was 
completed.  The Employer agrees to create an E-Verify case for new employees within three Employer 
business days after each employee has been hired (after both Sections 1 and 2 of Form I-9 have been 
completed), and to complete as many steps of the E-Verify process as are necessary according to the 
E-Verify User Manual. If E-Verify is temporarily unavailable, the three-day time period will be extended 
until it is again operational in order to accommodate the Employer's attempting, in good faith, to make 
inquiries during the period of unavailability.  

10.  The Employer agrees not to use E-Verify for pre-employment screening of job applicants, in 
support of any unlawful employment practice, or for any other use that this MOU or the E-Verify User 
Manual does not authorize. 

11. The Employer must use E-Verify for all new employees.  The Employer will not verify selectively 
and will not verify employees hired before the effective date of this MOU.  Employers who are Federal 
contractors may qualify for exceptions to this requirement as described in Article II.B of this MOU. 

12.  The Employer agrees to follow appropriate procedures (see Article III below) regarding tentative 
nonconfirmations.  The Employer must promptly notify employees in private of the finding and provide 
them with the notice and letter containing information specific to the employee’s E-Verify case.   The 
Employer agrees to provide both the English and the translated notice and letter for employees with 
limited English proficiency to employees.  The Employer agrees to provide written referral instructions 
to employees and instruct affected employees to bring the English copy of the letter to the SSA.  The 
Employer must allow employees to contest the finding, and not take adverse action against employees 
if they choose to contest the finding, while their case is still pending. Further, when employees contest 
a tentative nonconfirmation based upon a photo mismatch, the Employer must take additional steps 
(see Article III.B. below) to contact DHS with information necessary to resolve the challenge.  

13.  The Employer agrees not to take any adverse action against an employee based upon the 
employee's perceived employment eligibility status while SSA or DHS is processing the verification 
request unless the Employer obtains knowledge (as defined in 8 C.F.R. § 274a.1(l)) that the employee 
is not work authorized. The Employer understands that an initial inability of the SSA or DHS automated 
verification system to verify work authorization, a tentative nonconfirmation, a case in continuance 
(indicating the need for additional time for the government to resolve a case), or the finding of a photo 
mismatch, does not establish, and should not be interpreted as, evidence that the employee is not work 
authorized. In any of such cases, the employee must be provided a full and fair opportunity to contest 
the finding, and if he or she does so, the employee may not be terminated or suffer any adverse 
employment consequences based upon the employee’s perceived employment eligibility status 
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(including denying, reducing, or extending work hours, delaying or preventing training, requiring an 
employee to work in poorer conditions, withholding pay, refusing to assign the employee to a Federal 
contract or other assignment, or otherwise assuming that he or she is unauthorized to work) until and 
unless secondary verification by SSA or DHS has been completed and a final nonconfirmation has 
been issued. If the employee does not choose to contest a tentative nonconfirmation or a photo 
mismatch or if a secondary verification is completed and a final nonconfirmation is issued, then the 
Employer can find the employee is not work authorized and terminate the employee’s employment. 
Employers or employees with questions about a final nonconfirmation may call E-Verify at 1-888-464-
4218 (customer service) or 1-888-897-7781 (worker hotline).  

14.  The Employer agrees to comply with Title VII of the Civil Rights Act of 1964 and section 274B of 
the INA as applicable by not discriminating unlawfully against any individual in hiring, firing, 
employment eligibility verification, or recruitment or referral practices because of his or her national 
origin or citizenship status, or by committing discriminatory documentary practices. The Employer 
understands that such illegal practices can include selective verification or use of E-Verify except as 
provided in part D below, or discharging or refusing to hire employees because they appear or sound 
“foreign” or have received tentative nonconfirmations. The Employer further understands that any 
violation of the immigration-related unfair employment practices provisions in section 274B of the INA 
could subject the Employer to civil penalties, back pay awards, and other sanctions, and violations of 
Title VII could subject the Employer to back pay awards, compensatory and punitive damages. 
Violations of either section 274B of the INA or Title VII may also lead to the termination of its 
participation in E-Verify. If the Employer has any questions relating to the anti-discrimination provision, 
it should contact OSC at 1-800-255-8155 or 1-800-237-2515 (TDD).  

15.  The Employer agrees that it will use the information it receives from E-Verify only to confirm the 
employment eligibility of employees as authorized by this MOU. The Employer agrees that it will 
safeguard this information, and means of access to it (such as PINS and passwords), to ensure that it 
is not used for any other purpose and as necessary to protect its confidentiality, including ensuring that 
it is not disseminated to any person other than employees of the Employer who are authorized to 
perform the Employer's responsibilities under this MOU, except for such dissemination as may be 
authorized in advance by SSA or DHS for legitimate purposes.  

16.  The Employer agrees to notify DHS immediately in the event of a breach of personal information.  
Breaches are defined as loss of control or unauthorized access to E-Verify personal data.  All 
suspected or confirmed breaches should be reported by calling 1-888-464-4218 or via email at           
E-Verify@dhs.gov.  Please use “Privacy Incident – Password” in the subject line of your email when 
sending a breach report to E-Verify. 

17.  The Employer acknowledges that the information it receives from SSA is governed by the Privacy 
Act (5 U.S.C. § 552a(i)(1) and (3)) and the Social Security Act (42 U.S.C. 1306(a)). Any person who 
obtains this information under false pretenses or uses it for any purpose other than as provided for in 
this MOU may be subject to criminal penalties.  

18.  The Employer agrees to cooperate with DHS and SSA in their compliance monitoring and 
evaluation of E-Verify, which includes permitting DHS, SSA, their contractors and other agents, upon 
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reasonable notice, to review Forms I-9 and other employment records and to interview it and its 
employees regarding the Employer’s use of E-Verify, and to respond in a prompt and accurate manner 
to DHS requests for information relating to their participation in E-Verify.  

19.  The Employer shall not make any false or unauthorized claims or references about its participation 
in E-Verify on its website, in advertising materials, or other media.  The Employer shall not describe its 
services as federally-approved, federally-certified, or federally-recognized, or use language with a 
similar intent on its website or other materials provided to the public.  Entering into this MOU does not 
mean that E-Verify endorses or authorizes your E-Verify services and any claim to that effect is false. 

20.  The Employer shall not state in its website or other public documents that any language used 
therein has been provided or approved by DHS, USCIS or the Verification Division, without first 
obtaining the prior written consent of DHS. 

21.  The Employer agrees that E-Verify trademarks and logos may be used only under license by 
DHS/USCIS (see M-795 (Web)) and, other than pursuant to the specific terms of such license, may not 
be used in any manner that might imply that the Employer’s services, products, websites, or 
publications are sponsored by, endorsed by, licensed by, or affiliated with DHS, USCIS, or E-Verify. 

22.  The Employer understands that if it uses E-Verify procedures for any purpose other than as 
authorized by this MOU, the Employer may be subject to appropriate legal action and termination of its 
participation in E-Verify according to this MOU.  

B. RESPONSIBILITIES OF FEDERAL CONTRACTORS  

1.  If the Employer is a Federal contractor with the FAR E-Verify clause subject to the employment 
verification terms in Subpart 22.18 of the FAR, it will become familiar with and comply with the most 
current version of the E-Verify User Manual for Federal Contractors as well as the E-Verify 
Supplemental Guide for Federal Contractors. 

2.  In addition to the responsibilities of every employer outlined in this MOU, the Employer understands 
that if it is a Federal contractor subject to the employment verification terms in Subpart 22.18 of the 
FAR it must verify the employment eligibility of any “employee assigned to the contract” (as defined in 
FAR 22.1801). Once an employee has been verified through E-Verify by the Employer, the Employer 
may not create a second case for the employee through E-Verify.  

a. An Employer that is not enrolled in E-Verify as a Federal contractor at the time of a contract 
award must enroll as a Federal contractor in the E-Verify program within 30 calendar days of 
contract award and, within 90 days of enrollment, begin to verify employment eligibility of new hires 
using E-Verify.  The Employer must verify those employees who are working in the United States, 
whether or not they are assigned to the contract. Once the Employer begins verifying new hires, 
such verification of new hires must be initiated within three business days after the hire date. Once 
enrolled in E-Verify as a Federal contractor, the Employer must begin verification of employees 
assigned to the contract within 90 calendar days after the date of enrollment or within 30 days of an 
employee’s assignment to the contract, whichever date is later.  
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b. Employers enrolled in E-Verify as a Federal contractor for 90 days or more at the time of a 
contract award must use E-Verify to begin verification of employment eligibility for new hires of the 
Employer who are working in the United States, whether or not assigned to the contract, within 
three business days after the date of hire. If the Employer is enrolled in E-Verify as a Federal 
contractor for 90 calendar days or less at the time of contract award, the Employer must, within 90 
days of enrollment, begin to use E-Verify to initiate verification of new hires of the contractor who 
are working in the United States, whether or not assigned to the contract. Such verification of new 
hires must be initiated within three business days after the date of hire. An Employer enrolled as a 
Federal contractor in E-Verify must begin verification of each employee assigned to the contract 
within 90 calendar days after date of contract award or within 30 days after assignment to the 
contract, whichever is later.  

c. Federal contractors that are institutions of higher education (as defined at 20 U.S.C. 1001(a)), 
state or local governments, governments of Federally recognized Indian tribes, or sureties 
performing under a takeover agreement entered into with a Federal agency under a performance 
bond may choose to only verify new and existing employees assigned to the Federal contract. Such 
Federal contractors may, however, elect to verify all new hires, and/or all existing employees hired 
after November 6, 1986.  Employers in this category must begin verification of employees assigned 
to the contract within 90 calendar days after the date of enrollment or within 30 days of an 
employee’s assignment to the contract, whichever date is later.  

d. Upon enrollment, Employers who are Federal contractors may elect to verify employment 
eligibility of all existing employees working in the United States who were hired after November 6, 
1986, instead of verifying only those employees assigned to a covered Federal contract. After 
enrollment, Employers must elect to verify existing staff following DHS procedures and begin        
E-Verify verification of all existing employees within 180 days after the election.  

e. The Employer may use a previously completed Form I-9 as the basis for creating an E-Verify 
case for an employee assigned to a contract as long as: 

i. That Form I-9 is complete (including the SSN) and complies with Article II.A.6,  

ii. The employee’s work authorization has not expired, and  

iii. The Employer has reviewed the Form I-9 information either in person or in 
communications with the employee to ensure that the employee’s Section 1, Form I-9 
attestation has not changed (including, but not limited to, a lawful permanent resident alien 
having become a naturalized U.S. citizen).  

f. The Employer shall complete a new Form I-9 consistent with Article II.A.6 or update the 
previous Form I-9 to provide the necessary information if: 

i. The Employer cannot determine that Form I-9 complies with Article II.A.6,  

ii. The employee’s basis for work authorization as attested in Section 1 has expired or 
changed, or  

iii. The Form I-9 contains no SSN or is otherwise incomplete.  

Note:  If Section 1 of Form I-9 is otherwise valid and up-to-date and the form otherwise complies with 
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Article II.C.5, but reflects documentation (such as a U.S. passport or Form I-551) that expired after 
completing Form I-9, the Employer shall not require the production of additional documentation, or use 
the photo screening tool described in Article II.A.5, subject to any additional or superseding instructions 
that may be provided on this subject in the E-Verify User Manual.  

g. The Employer agrees not to require a second verification using E-Verify of any assigned 
employee who has previously been verified as a newly hired employee under this MOU or to 
authorize verification of any existing employee by any Employer that is not a Federal contractor 
based on this Article. 

3.  The Employer understands that if it is a Federal contractor, its compliance with this MOU is a 
performance requirement under the terms of the Federal contract or subcontract, and the Employer 
consents to the release of information relating to compliance with its verification responsibilities under 
this MOU to contracting officers or other officials authorized to review the Employer’s compliance with 
Federal contracting requirements.  

C. RESPONSIBILITIES OF SSA  

1.  SSA agrees to allow DHS to compare data provided by the Employer against SSA’s database.  SSA 
sends DHS confirmation that the data sent either matches or does not match the information in SSA’s 
database. 

2.  SSA agrees to safeguard the information the Employer provides through E-Verify procedures.  SSA 
also agrees to limit access to such information, as is appropriate by law, to individuals responsible for 
the verification of Social Security numbers or responsible for evaluation of E-Verify or such other 
persons or entities who may be authorized by SSA as governed by the Privacy Act (5 U.S.C. § 552a), 
the Social Security Act (42 U.S.C. 1306(a)), and SSA regulations (20 CFR Part 401).    

3.  SSA agrees to provide case results from its database within three Federal Government work days of 
the initial inquiry.  E-Verify provides the information to the Employer.   

4.  SSA agrees to update SSA records as necessary if the employee who contests the SSA tentative 
nonconfirmation visits an SSA field office and provides the required evidence.  If the employee visits an 
SSA field office within the eight Federal Government work days from the date of referral to SSA, SSA 
agrees to update SSA records, if appropriate, within the eight-day period unless SSA determines that 
more than eight days may be necessary.  In such cases, SSA will provide additional instructions to the 
employee.  If the employee does not visit SSA in the time allowed, E-Verify may provide a final 
nonconfirmation to the employer.   

Note: If an Employer experiences technical problems, or has a policy question, the employer should 
contact E-Verify at 1-888-464-4218. 

D. RESPONSIBILITIES OF DHS  

1.  DHS agrees to provide the Employer with selected data from DHS databases to enable the 
Employer to conduct, to the extent authorized by this MOU:  

a. Automated verification checks on alien employees by electronic means, and  
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b. Photo verification checks (when available) on employees.  

2.  DHS agrees to assist the Employer with operational problems associated with the Employer's 
participation in E-Verify. DHS agrees to provide the Employer names, titles, addresses, and telephone 
numbers of DHS representatives to be contacted during the E-Verify process.  

3.  DHS agrees to provide to the Employer with access to E-Verify training materials as well as an        
E-Verify User Manual that contain instructions on E-Verify policies, procedures, and requirements for 
both SSA and DHS, including restrictions on the use of E-Verify.  

4.  DHS agrees to train Employers on all important changes made to E-Verify through the use of 
mandatory refresher tutorials and updates to the E-Verify User Manual. Even without changes to        
E-Verify, DHS reserves the right to require employers to take mandatory refresher tutorials. 

5.  DHS agrees to provide to the Employer a notice, which indicates the Employer's participation in       
E-Verify. DHS also agrees to provide to the Employer anti-discrimination notices issued by the Office of 
Special Counsel for Immigration-Related Unfair Employment Practices (OSC), Civil Rights Division, 
U.S. Department of Justice.  

6.  DHS agrees to issue each of the Employer’s E-Verify users a unique user identification number and 
password that permits them to log in to E-Verify.     

7.  DHS agrees to safeguard the information the Employer provides, and to limit access to such 
information to individuals responsible for the verification process, for evaluation of E-Verify, or to such 
other persons or entities as may be authorized by applicable law. Information will be used only to verify 
the accuracy of Social Security numbers and employment eligibility, to enforce the INA and Federal 
criminal laws, and to administer Federal contracting requirements.  

8.  DHS agrees to provide a means of automated verification that provides (in conjunction with SSA 
verification procedures) confirmation or tentative nonconfirmation of employees' employment eligibility 
within three Federal Government work days of the initial inquiry.  

9.  DHS agrees to provide a means of secondary verification (including updating DHS records) for 
employees who contest DHS tentative nonconfirmations and photo mismatch tentative 
nonconfirmations. This provides final confirmation or nonconfirmation of the employees' employment 
eligibility within 10 Federal Government work days of the date of referral to DHS, unless DHS 
determines that more than 10 days may be necessary. In such cases, DHS will provide additional 
verification instructions.  

ARTICLE III  
REFERRAL OF INDIVIDUALS TO SSA AND DHS  

A.  REFERRAL TO SSA  

1.  If the Employer receives a tentative nonconfirmation issued by SSA, the Employer must print the 
notice as directed by E-Verify.  The Employer must promptly notify employees in private of the finding 
and provide them with the notice and letter containing information specific to the employee’s E-Verify 
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case.  The Employer also agrees to provide both the English and the translated notice and letter for 
employees with limited English proficiency to employees.  The Employer agrees to provide written 
referral instructions to employees and instruct affected employees to bring the English copy of the letter 
to the SSA.  The Employer must allow employees to contest the finding, and not take adverse action 
against employees if they choose to contest the finding, while their case is still pending.  

2.  The Employer agrees to obtain the employee’s response about whether he or she will contest the 
tentative nonconfirmation as soon as possible after the Employer receives the tentative 
nonconfirmation.  Only the employee may determine whether he or she will contest the tentative 
nonconfirmation.  

3.  After a tentative nonconfirmation, the Employer will refer employees to SSA field offices only as 
directed by E-Verify.  The Employer must record the case verification number, review the employee 
information submitted to E-Verify to identify any errors, and find out whether the employee contests the 
tentative nonconfirmation. The Employer will transmit the Social Security number, or any other 
corrected employee information that SSA requests, to SSA for verification again if this review indicates 
a need to do so.  

4.  The Employer will instruct the employee to visit an SSA office within eight Federal Government work 
days. SSA will electronically transmit the result of the referral to the Employer within 10 Federal 
Government work days of the referral unless it determines that more than 10 days is necessary.  

5.  While waiting for case results, the Employer agrees to check the E-Verify system regularly for case 
updates.  

6.  The Employer agrees not to ask the employee to obtain a printout from the Social Security 
Administration number database (the Numident) or other written verification of the SSN from the SSA.  

B. REFERRAL TO DHS  

1.  If the Employer receives a tentative nonconfirmation issued by DHS, the Employer must promptly 
notify employees in private of the finding and provide them with the notice and letter containing 
information specific to the employee’s E-Verify case.  The Employer also agrees to provide both the 
English and the translated notice and letter for employees with limited English proficiency to 
employees. The Employer must allow employees to contest the finding, and not take adverse action 
against employees if they choose to contest the finding, while their case is still pending. 

2.  The Employer agrees to obtain the employee’s response about whether he or she will contest the 
tentative nonconfirmation as soon as possible after the Employer receives the tentative 
nonconfirmation.  Only the employee may determine whether he or she will contest the tentative 
nonconfirmation. 

3.  The Employer agrees to refer individuals to DHS only when the employee chooses to contest a 
tentative nonconfirmation.  

4.  If the employee contests a tentative nonconfirmation issued by DHS, the Employer will instruct the 
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employee to contact DHS through its toll-free hotline (as found on the referral letter) within eight 
Federal Government work days.  

5.  If the Employer finds a photo mismatch, the Employer must provide the photo mismatch tentative 
nonconfirmation notice and follow the instructions outlined in paragraph 1 of this section for tentative 
nonconfirmations, generally.    

6.  The Employer agrees that if an employee contests a tentative nonconfirmation based upon a photo 
mismatch, the Employer will send a copy of the employee’s Form I-551, Form I-766, U.S. Passport, or 
passport card to DHS for review by:  

a. Scanning and uploading the document, or  

b. Sending a photocopy of the document by express mail (furnished and paid for by the employer).  

7.  The Employer understands that if it cannot determine whether there is a photo match/mismatch, the 
Employer must forward the employee’s documentation to DHS as described in the preceding 
paragraph.  The Employer agrees to resolve the case as specified by the DHS representative who will 
determine the photo match or mismatch.  

8.  DHS will electronically transmit the result of the referral to the Employer within 10 Federal 
Government work days of the referral unless it determines that more than 10 days is necessary. 

9.  While waiting for case results, the Employer agrees to check the E-Verify system regularly for case 
updates. 

ARTICLE IV  
SERVICE PROVISIONS  

A.  NO SERVICE FEES 

1.  SSA and DHS will not charge the Employer for verification services performed under this MOU. The 
Employer is responsible for providing equipment needed to make inquiries. To access E-Verify, an 
Employer will need a personal computer with Internet access.  

ARTICLE V 
MODIFICATION AND TERMINATION 

A.  MODIFICATION  

1.  This MOU is effective upon the signature of all parties and shall continue in effect for as long as the 
SSA and DHS operates the E-Verify program unless modified in writing by the mutual consent of all 
parties.  

2.  Any and all E-Verify system enhancements by DHS or SSA, including but not limited to E-Verify 
checking against additional data sources and instituting new verification policies or procedures, will be 
covered under this MOU and will not cause the need for a supplemental MOU that outlines these 
changes. 
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B.  TERMINATION 

1.  The Employer may terminate this MOU and its participation in E-Verify at any time upon 30 days 
prior written notice to the other parties.  

2.  Notwithstanding Article V, part A of this MOU, DHS may terminate this MOU, and thereby the 
Employer’s participation in E-Verify, with or without notice at any time if deemed necessary because of 
the requirements of law or policy, or upon a determination by SSA or DHS that there has been a breach 
of system integrity or security by the Employer, or a failure on the part of the Employer to comply with 
established E-Verify procedures and/or legal requirements. The Employer understands that if it is a 
Federal contractor, termination of this MOU by any party for any reason may negatively affect the 
performance of its contractual responsibilities.  Similarly, the Employer understands that if it is in a state 
where E-Verify is mandatory, termination of this by any party MOU may negatively affect the 
Employer’s business.   

3.  An Employer that is a Federal contractor may terminate this MOU when the Federal contract that 
requires its participation in E-Verify is terminated or completed. In such cases, the Federal contractor 
must provide written notice to DHS. If an Employer that is a Federal contractor fails to provide such 
notice, then that Employer will remain an E-Verify participant, will remain bound by the terms of this 
MOU that apply to non-Federal contractor participants, and will be required to use the E-Verify 
procedures to verify the employment eligibility of all newly hired employees. 

4. The Employer agrees that E-Verify is not liable for any losses, financial or otherwise, if the Employer 
is terminated from E-Verify. 

ARTICLE VI 
PARTIES 

A. Some or all SSA and DHS responsibilities under this MOU may be performed by contractor(s), and 
SSA and DHS may adjust verification responsibilities between each other as necessary. By separate 
agreement with DHS, SSA has agreed to perform its responsibilities as described in this MOU.  

B. Nothing in this MOU is intended, or should be construed, to create any right or benefit, substantive 
or procedural, enforceable at law by any third party against the United States, its agencies, officers, or 
employees, or against the Employer, its agents, officers, or employees.  

C. The Employer may not assign, directly or indirectly, whether by operation of law, change of control or 
merger, all or any part of its rights or obligations under this MOU without the prior written consent of 
DHS, which consent shall not be unreasonably withheld or delayed.  Any attempt to sublicense, assign, 
or transfer any of the rights, duties, or obligations herein is void. 

D. Each party shall be solely responsible for defending any claim or action against it arising out of or 
related to E-Verify or this MOU, whether civil or criminal, and for any liability wherefrom, including (but 
not limited to) any dispute between the Employer and any other person or entity regarding the 
applicability of Section 403(d) of IIRIRA to any action taken or allegedly taken by the Employer.  

E. The Employer understands that its participation in E-Verify is not confidential information and may be 
disclosed as authorized or required by law and DHS or SSA policy, including but not limited to, 
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Congressional oversight, E-Verify publicity and media inquiries, determinations of compliance with 
Federal contractual requirements, and responses to inquiries under the Freedom of Information Act 
(FOIA).  

F.  The individuals whose signatures appear below represent that they are authorized to enter into this 
MOU on behalf of the Employer and DHS respectively. The Employer understands that any inaccurate 
statement, representation, data or other information provided to DHS may subject the Employer, its 
subcontractors, its employees, or its representatives to: (1) prosecution for false statements pursuant to 
18 U.S.C. 1001 and/or; (2) immediate termination of its MOU and/or; (3) possible debarment or 
suspension. 

G. The foregoing constitutes the full agreement on this subject between DHS and the Employer.  

To be accepted as an E-Verify participant, you should only sign the Employer’s Section of the 
signature page. If you have any questions, contact E-Verify at 1-888-464-4218.   
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Approved by: 

 

Employer  
  
 

Name (Please Type or Print) 
 
 

Title 

 

 
Signature 

 

 

Date 

 

Department of Homeland Security – Verification Division 

Name (Please Type or Print) 

 

 

Title 

 

 
Signature 

 

 

Date 
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Information Required for the E-Verify Program 
 
Information relating to your Company: 

Company Name 

 

Company Facility Address 

 

Company Alternate Address 

 
 
 
 
 

County or Parish  

Employer Identification Number  

North American Industry 
Classification Systems Code  

Parent Company  

Number of Employees  

Number of Sites Verified for  
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Are you verifying for more than 1 site? If yes, please provide the number of sites verified for in 
each State: 
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Information relating to the Program Administrator(s) for your Company on policy questions or 
operational problems:  
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 Contractor’s E-Verify Clause and Affidavit 
Effective immediately, this notice shall be included in all Requests for Proposals (RFPs) or 
Invitations to Bid to provide labor, supplies, or services for Alabama A&M University pursuant to 
contracts to be signed on or after January 1, 2012.  
 

E-VERIFY – NOTICE (RFP) 
The Beason-Hammon Alabama Taxpayer and Citizen Protection Act, Act No. 2011-535, Code of 
Alabama (1975) § 31-13-1 through 31-13-30” (also known as and hereinafter referred to as “ the 

Alabama Immigration Act”) is applicable to contracts with Alabama A&M University (the 

“University”). As a condition for the award of a contract and as a term and condition of the contract 

with the University, in accordance with § 31-13-9 (a) of the Alabama Immigration Act, any business 
entity or employer that employs one or more employees shall not knowingly employ, hire for 
employment, or continue to employ an unauthorized alien and shall attest to such by sworn affidavit 
signed before a notary. Such business entity or employer shall provide a copy of such affidavit to the 
University as part of its bid or proposal for the contract along with documentation establishing that 
the business entity or employer is enrolled in the E-Verify program. The required affidavit form is 
included at the end of this notice. A response to this RFP/Invitation which does not include the 
required affidavit and proof of E-Verify enrollment will be considered non-conforming and non-
responsive. The University at its sole discretion may allow a reasonable period, not to exceed ten 
(10) business days, for non-conforming bids to be amended to comply with the Alabama 
Immigration Act. However, the University has no duty to alert any bidder that their response is 
non-conforming in any aspect. 
 
At the time of execution of the awarded contract, the contractor will be required to execute 
another affidavit in substantially the same form. In addition, during the performance of the 
contract, such contracting business entity or employer shall continue to participate in the E-Verify 
program and shall verify every employee that is required to be verified according to the applicable 
federal rules and regulations. The contracting business entity or employer shall assure and require 
that every subcontractor performing under the contract shall also comply with §31-13-9(c), and the 
contracting business entity or employer shall maintain records that are available upon request by 
the University, state authorities, or law enforcement to verify its compliance and the compliance of 
all subcontractors with the requirements of the Alabama Immigration Act. Failure to comply with 
these requirements may result in breach of contract, termination of the contract or subcontract, 
and possibly suspension or revocation of business licenses and permits in accordance with §31-13-9 
(e) (1) & (2) or in the case of a subcontractor, in accordance with §31-13- 9 (f) (1) & (2).  



E-Verify Affidavit  
Compliance with the requirements of the Beason-Hammon Alabama Taxpayer and Citizen 
Protection Act, Act No. 2011-535, Code of Alabama (1975) § 31-13-1 through 31-13-30” (also known 
as and hereinafter referred to as “the Alabama Immigration Act”) is required for Alabama A&M 
University contracts as a condition of the contract performance. Please provide a duly executed and 
notarized affidavit in the appropriate form as describe below.  
 
AFFIDAVIT 1  
 
I, _____________________________________, a duly authorized officer or agent of 
________________________________(contractor), do execute this affidavit on behalf of 
________________________________(contractor) and by executing this affidavit, the undersigned 
contractor verifies that it is a sole proprietorship, partnership, corporation or other business entity 
(circle one) that has no employees.  
 
The undersigned agrees that, should it employ or contract with any subcontractor(s) in connection 
with the physical performance of services pursuant to this contract with Alabama A&M University, 
that the Contractor will secure from such subcontractor(s) verification of compliance with Code of 
Alabama (1975) § 31-13-9 in a form substantially similar to this affidavit. Contractor further agrees 
to maintain records of such compliance and provide a copy of each such verification to Alabama 
A&M University, at the time the subcontractor is retained to perform such services.  
 
 
______________________________________  
Name of Contractor  
_____________________________________  
Signature of Authorized Officer or Agent of Contractor  
_____________________________________  
Title of Authorized Officer or Agent of Contractor  
______________________________________  
Printed Name of Authorized Officer or Agent  
SUBSCRIBED AND SWORN BEFORE ME ON THIS THE ____ DAY OF __________, 20__.  
_______________________________________  
Notary Public  
My commission Expires:____________________  
 
 

OR 
 
 
 
 
 
 
 



AFFIDAVIT 2  

 
I, _____________________________________, a duly authorized officer or agent of 
________________________________(contractor), do execute this affidavit on behalf of 
________________________________(contractor) and by executing this affidavit, the undersigned 
contractor verifies its compliance with the Beason-Hammon Alabama Taxpayer and Citizen 
Protection Act, Act No. 2011-535 (Code of Alabama (1975) § 31-13-9), stating affirmatively that it 
does not knowingly employ, hire for employment, or continue to employ an unauthorized alien and 
that the sole proprietorship, partnership, or corporation or other business entity (circle one) which 
is contracting with Alabama A&M University has registered with and is participating in the federal 
work authorization program known as “E-verify”, web address https://e-verify.uscis.gov/enroll 
operated by the United States Citizenship and Immigration Service Bureau of the United States 
Department of Homeland Security to verify information of newly hired employees, pursuant to the 
Immigration Reform and Control Act of 1986 (IRCA), P.L. 99-603, in accordance with the applicability 
provisions of the Alabama Immigration Act.  
 
The undersigned further agrees that, should it employ or contract with any subcontractor(s) in 
connection with the physical performance of services pursuant to this contract with Alabama A&M 
University, that the Contractor will secure from such subcontractor(s) verification of compliance 
with Code of Alabama (1975) § 31-13-9 in a form substantially similar to this affidavit. Contractor 
further agrees to maintain records of such compliance and provide a copy of each such verification 
to Alabama A&M University, at the time the subcontractor is retained to perform such services.  
 
______________________________________  
E-Verify Employment Eligibility Verification User Identification Number  
______________________________________  
Name of Contractor  
_____________________________________  
Signature of Authorized Officer or Agent of Contractor  
_____________________________________  
Title of Authorized Officer or Agent of Contractor  
______________________________________  
Printed Name of Authorized Officer or Agent  
SUBSCRIBED AND SWORN BEFORE ME ON THIS THE ____ DAY OF __________, 20__.  
_______________________________________  
Notary Public  
My commission Expires:____________________  
 
 
 

 
 
 
 
 
 



Proof of Citizenship Demonstration and Declaration 
(To be provided with Affidavit Form 1) 

In order for an individual, including an individual who is a sole proprietor, a partner in a partnership, a 
general partner in a limited partnership, a partner in a non-registered limited liability partnership, or a sole 
member of a single member limited liability company, who is a U.S. Citizen to receive a public benefit or 
conduct a business transaction with Alabama A&M University, each such citizen must declare his or her 
U.S. citizenship by executing the declaration at the bottom of this form, and must demonstrate his or her 
U.S. citizenship by presenting a legible copy of one of the following items.  
 
Note that if the presented item does not include picture identification, please also provide a copy of a 
valid form of picture identification, and if the presented item does not show the person’s current legal 

name, please also provide a copy of a supporting document to verify the legal name change. Please check 
which of the listed items has been provided:  
 
Driver’s license or non-driver’s identification card (issued by Alabama or the division of motor 
vehicles or the equivalent governmental agency of another state within the United States if the agency 
indicates on the applicant’s driver’s license or non-driver’s identification card that the person has 

provided satisfactory proof of United States citizenship).  

Birth certificate  

Pertinent pages of a United States valid or expired passport (identifying the applicant and the 
applicant’s passport number),  

United States naturalization documents or the number of the certificate of naturalization. (If 
only the number of the certificate of naturalization is provided, the applicant shall not be awarded any 
contract until the number of the certificate of naturalization is verified with the United States Bureau of 
Citizenship and Immigration Services by the designated City Official, pursuant to 8 U.S.C. § 1373(c)).  

Other documents or methods of proof of United States citizenship (issued by the federal 
government pursuant to the Immigration and Nationality Act of 1952, and amendments thereto).  

Bureau of Indian Affairs card number, tribal treaty card number, or tribal enrollment 
number.  

Consular report of birth abroad of a citizen of the United States of America.  

Certificate of citizenship (issued by the United States Citizenship and Immigration Services).  

Certification of report of birth (issued by the United States Department of State).  

American Indian card, with KIC classification, (issued by the United States Department of 
Homeland Security).  

Final adoption decree (showing the applicant’s name and United States birthplace).  

Official United States military record of service (showing the applicant’s place of birth in the 

United States).  

Extract from a United States hospital record of birth (created at the time of the applicant’s birth 

indicating the applicant’s place of birth in the United States).  
 
CITIZENSHIP DECLARATION  
Under penalty of perjury, I, ______________________________________, (print name of 
undersigned) the undersigned do hereby declare that I am a citizen of the United States of America.  
________________________________________  
(Declarant’s Signature and Date) 

 



Verification, Demonstration, and Declaration of Lawfully Present Alien 
(To be provided with Affidavit Form 1) 

 
A. SAVE Verification. In order for an individual, including an individual who is a sole proprietor, a 

partner in a partnership, a general partner in a limited partnership, a partner in a non-registered 
limited liability partnership, or sole member of a single member limited liability company, who is 
a lawfully present alien to receive a public benefit or conduct a business transaction with the City, 
the City must verify, using the Systematic Alien Verification of Entitlement (SAVE) Program, 
that such alien is lawfully present in the United States. In order to obtain such verification, each 
such alien must provide: (1) his or her Alien Registration Number, which is as follows: 
________________________________; and (2) a copy of non-citizen immigration documents.  
 

B. Presumptive Lawful Presence. In order for an individual, including an individual who is a sole 
proprietor, a partner in a partnership, a general partner in a limited partnership, a partner in a non-
registered limited liability partnership, or sole member of a single member limited liability 
company, who is a lawfully present alien to receive a public benefit or conduct a business 
transaction on a temporary basis pending final verification, each such alien must declare that he 
or she is a lawfully present alien, by executing the declaration at the bottom of this form, and 
must demonstrate presumptive lawful presence, by presenting a legible copy of one of the 
following items. 
  
Note that if the presented item does not include picture identification, please also provide a valid 
form of picture identification, and if the presented item does not show the person’s current legal 

name, please also provide a copy of a supporting document to verify the legal name change. 
Please check which of the listed items has been provided:  
A valid, unexpired Alabama driver’s license.  

A valid, unexpired Alabama non-driver identification card.  

A valid tribal enrollment card or other form of tribal identification (bearing a 
photograph or other biometric identifier).  
Any valid United States federal or state government issued identification document 
(bearing a photograph or other biometric identifier, if issued by an entity that requires proof of 
lawful presence in the United States before issuance).  

A foreign passport with an unexpired United States Visa and a corresponding stamp 
or notation (by the United States Department of Homeland Security indicating the bearer’s 

admission to the United States).  
A foreign passport issued by a visa waiver country (with the corresponding entry stamp 
and unexpired duration of stay annotation or an I-94W form by the United States Department of 
Homeland Security indicating the bearer’s admission to the United States).  

 
DECLARATION OF LAWFULLY PRESENT ALIEN  
Under penalty of perjury, I, ______________________________________, (print name of 
undersigned) the undersigned do hereby declare that I am a lawfully present alien in the United States 
of America.  
________________________________________ (Declarant’s Signature and Date) 

 
 



Section 41-4-116

Taxation on sales and leases of tangiLrle personal properfy to state agency'

(a) For t)re purpose of this division, the following terms shall have the respecttve
meanings ascribed by this section:

(i) AFFILIATE. A reiated pa-rty as defined in subsection (b) of Section 40-23-190 as that
provision exists on January 1,2004.

(2) STATE DEPARTMENT or AGENCY. Every state office, deparlrnent, divisjon, bureau,
board, or commission of the State of Alabama.

(b) A stare department or agency may not contract for the purchase or lease of tangible
personal property from a vendor, contractor. or an affiliate ofa vendor or contractor, unless
that vendor-, contractor, and all of its affiliates tl-rat make sales for delivery into Alabama or
leases for use in Alabanra are properly registered, collecting, and remjtting Alabama, state,
and local sales, use, and lease tax, as provided fol by Chapter 12, Arlicle 4, and Chapter 23,
Ar-ticles 1 and2 of Titie 40 or by anv local act or ordinance.

(c) Each vendor, contractor, or affiliate of a vendor or contractor that is offered a contract to
do business wrth a state department or state agency shail be required to certify that the vendor
or affiliate is appropriately registered to collect and remit sales, use, and lease tax as required
by this section and submit to that state denartmenr nruoFn.\/ certjfication required by tire
Alabanta Department of Revenue.

(d) Every bid submitted and contract executed by the state shall contain a certificatron by the
bidder or contractor that the bidder or contractor is not barred from bidding for or ellterlng
into a contract under this section and that the bidder or contractor acknowledges that the
contracttng state agency may declare the contract void if the certification compJeted rs false.

(e) Each vendor or contractor that sells or leases tangible personal property ro a state
department or agency, and each affiliate of that vendor or contractor that makes sales fordelrvery into Alabama, shall be required to collect and remit lhe Alabama sale s, use , or leasetax on all its sales and leases into the state.
(Act 2006-557, p. I2BI, gt.)
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ALABAMA AGFIICULTURAL AND MECHANICAL UNIVERSITY
PUBCHASING DEPARTMENT

POST OFFICE BOX 1627
305 PATTON HALL

NORMAL, ALABAMA 35762
TELEPHONE: (2s6) 972-s227

REQUEST FOR FORMAL BID

coNTAcr Delores Hudson PHONE 256 372-5227

E

N
n
n
R

CONDITIONS OF THIS BID

VENDOB NO.

r - -- 
E-E------ 

-- 
E- 

--.11 ALL BIDS MUST BE SIGNED, SEALED, AND RETURNED IN AN TT ENVELOPE WITH THE BID NUMBER AND OPENING DATE NOTED I
f ON FRONT. FORWARD ALL BtDS TO THE ADDFESS tNDtCATED rr ABOVE, FATLURE TO COMPLY WILL RESULT IN A'NO BID- RE- I
I SPONSE tN ACCOBDANCE WITH ALABAMA COMPET|T|VE BtD II' LAW 41-16-24 sub-oart b.
L--E----r--E-E-----J

RESPONSE DUE BY

2:00 P.M.

L)tf,t c

DATE BID NUMBER

ALL BIDS WILL BE PUBLICLY OPENED ON THE OPENING DATE DESIGNATED AT ALABAMAAGRICULTURAL AND MECHANICAL UNIVEFISITY, PURCHASING OEPARTMENT, PATTONHALL, NOFMAL. ALABAMA 35762. BIDS RECEIVED AFTER THE SPECIFIED TIME ON THEoPENTNG DATE Wl.L_L_!!gl, BE CONSTDERED.

FEOUEST.

SIGNATURE

NO. QUANTITY UNIT DESCRIPTION UNIT PRICE EXTENSION

I

SHOULD A PURCHASE ORDER BE ISSUED, THE FOREGOING AND THE TERMS
AND CONDITIONS ON THE AITACHEO SHEET SHALL BE APPLICABLE AND BIND.ING UPON THE VENDOR,
I ACKNOWLEDGE TIAT I HAVE SIGNATURE AUTHOFITY TO SIGN ON BEHALF OFrHE CO[,lPANY AND HEREBY AG B EE TO ALL GENERAL CONDITIONS Otr THIS RI N

q
COMPANY REPRESENTATIVE An affirmative action/equal oppoftunity institution



Note: ln order lor an allernate br0 to be consrdered, brdders must supply current catalogs or brochures, including pictorials and
sp ecif ications.

Please indicate your company classification by circling the appropriate initial: Small Business (SB), a Small Disadvantaged
Business (SO), a Black Small Disadvantaged Business (BD), a Woman-Owned Small Business (WB), a Woman-Owned Small Disad-
vantaged Business (WD), a Black Woman-Owned Small Disadvantaged Business (BW), a Large Business (LB), an Individual (lN),
Educational (ED), Non-Profit (NP), a Labor Surplus Area Concern (LS), Disabled Veleran-Owned Small Business (DV), Veteran-Owned
Small Business (VS), Hislorically Underutilized Business Zone (UZ), or a Governmental Agency (GV).

Certif ication pursuant To Act No. 2006-557
Alabama Law (Section 41-4-116, Code of Alabama 1975) provides that every bid submitted and contract
executed shall contain a certification that the vendor, contractor, and all oJ its affiliates that make sales for
delivery into Alabama or leases for use in Alabama are registered, collecting, and remitting Alabama state and
local sales, use, and/or lease tax on all taxable sales and leases into Alabama. By submitting this bid. the
bidder i-s hereby certifying that they are in full compliance with Act No.2006-557, they are not barred from
bidding or entering into a contract pursuant to 41-4-116, and acknowledges that the awarding authority may
declare the contract void if the certif ication is false.

CohrFANir'rar,rE (rypioR pnr Nr)_-__--_-

sGn-r R s NntilrVir-o n FR I Nit----

TELEPHONE NUMBER

FAX NUMBER

SIGNATUFE DATE

Alabama Agricultural and Mechanical University prohibits the installalion ol asbestos on its campus. Suppliers and contractors will nol
supply any equipment, material, or supplies, which contain asbestos without prior written approval.

Failure to designate Bid Number and Opening Date on the outside of your sealed envelope containing your bid and more than one bid
submitted in this envelope will result in a "No Bid" response in accordance with Alabama Compelitive Bid Law 41-16-24 subpart b.

Alabama Agricullural and Mechanical University will not accept faxed bids.

Any product that fails to meet the specifications, performance requirements or compatibility requiremenls will be rejected and returned
to the vendor at no cost to the University.

The University reserves the right to award this contract, in whole, in part, or lo reject any and all quotations.

Alabama A& M University is an inslrumentality of the Stale and is federal, state and local tax exempt.

SPECIAL NOTE:
Manulacturer's published product data must be included with your bid response for any allernate offerings. Any exception taken to any portion ol
this Request for Price Quotation must be stated on the brd response sheets or Alabama A&M University will assume compliance with all require-

ments as stated. The successful bidder will be responsible and accountable lor providing those items as specified in its bid response.

F.O.B. Poinl

A AAiI I NtrQTINIATI']NI

TEBMS WA F RANTY

ESTIMATED DELIVERY YOUR REFERENCE NO.' OUOTATION EFFECTIVE UNTIL

-Your company relerence number, if applicable with this bid quotation.



Vendor Disclosure Statement lnformation and lnstructions

Act 2001-955 requires the disclosure statement to be completed and filed with all proposals, bids, contracts, or
grant proposals to the State of Alabama in excess of $5,000. The disclosure statement is not required for
contracts for gas, water, and electric services where no competition exits, or where rates are fixed by law or
ordinance. In circumstances where a contract is awarded by competitive bid, the disclosure statement shall be
required only from the person receiving ihe contract and shall be submitted within ten ('10) days of the award.

A copy of the disclosure statement shall be filed with the awarding entity and the Department of Examiners of
Public Accounts and if ii pertains to a state conbact, a copy shall be submitted to the Contract Review
Permanent Legislative Oversight Committee. The address for the Department of Examiners of Public Accounts
is as follows: 50 N. Ripley Street, Room 3201, Montgomery, Alabama 36130-2101. lf the disclosure statement
is filed with a contraci, the awarding entity should include a copy with the contract when it is presented to the
Contract Review Permanent Legislative Oversight Committee.

The State of Alabama shall not enter into any contract or appropriate any public funds with any person who
refuses to provide information required by Act 2001-955.

Pursuant to Act 2001-955, any person who knowingly provides misleading or ineorrect information on the
disclosurestatementshall besubjecttoacivil penaltyof tenpercent(10olo) of theamountof thetransaction, not
to exceed $ 10,000.00. Also, the contract or grant shall be voidable by the awarding entity.

Definitions as Provided in Act 2001-955

Family Member of a Public Employee - The spouse or a dependent of the public employee.

Family Member of a Public Official - The spouse, a dependent, an adult child and his or her spouse, a pafent,
a spouse's parents, a sibling and his or her spouse, of the public official.

Family Relationship - A person has a family relationship with a public official or public employee if the person
is a famrly member of the public official or public employee.

Person - An individual, firm, partnership, association, joint venture, cooperative, or corporation, or any other
group or combination acting in concert.

Public Official and Public Employee - These terms shall have the same meanings ascribed to them in
Sections 36-25-1(23) and 36-25-1(24), Code of Alabama 1975, (see below) except for the purposes of the
disclosure reguiremenis of this act, the terms shall only include persons in a position to influence the awarding
of a grant or contract who are affiliated with the awarding entity. Notwithstanding the frrregoing, these terms
shall also include the Governor, Lieutenant Governor, members of the cabinet of the Governor, and members of
the Legislature.

Section 36-25-1(23) Code of Alabama 1975, defines a public employee as any person employed at the state,
county or municipal level of government or their instrumentalities, rncluding governmental corporations and
authorities, but excluding employees of hospitals or other health care corporations including contract employees
of those hospitals or other health care corporations, who is paid ln whole or in part from state, county, or
municipal funds. For purposes of ihis chapter, a public employee does not include a person employed on a part-
time basis whose employment is limited to providing professional services other than lobbying, the
compensation for which constitutes less than 50 percent of the part{ime employee's income.

Section 36-25-1(24), Code of Alabama 1975, defines a public official as any person elected to public office,
whether or not that person has taken office, by the vote of the people at state, county, or municipal level of
government or their instrumentalities, including governmental corporations, and any person appointed to a
position at the state, county, or municipal level of government or their instrumentalities, including governmental
corporations. For purposes of this chapter, a public official includes the chairs and vice-chairs or the equivalent
offices of each state political party as defined in Section 17-16-2, Code of Alabama 1975.

Instructions

Complete all lines as indicated. lf an item does not apply, denote N/A (notapplicable). lf you cannot include
required information in the space provided, attach additional sheets as necessary.

The form must be signed, dated, and notarized prior to submission.



State ofAlabama

Disclosure Statement
(Required by Act 2001-955)

ENT TY COI\,lPLFIING FORM

CITY, STATE, ZIP TELEPHONE NUMBER

()
STATE AGENCY/DEPARTMFNI THAT WILL RECEIVE GOODS, SERVICES, OR IS RESPONSIBLE FOR GRANT AWARO

ADDRESS

ctry. STAIE. ZtP TELEPHONE NU[4BER

()
This form is orovided with:

n a"",ra", n tt"t"rt

Have you or any of your partners, divisions, or any related business units previously performed work or provided goods to any State

Agency/Department in the current or last fiscal year?

fl v", I No
lf yes, ideniify below the State Agency/Department that received the goods or services, the type(s) of goods or services previously pro-

vided, and the amount received for the provision of such goods or services.

Have you or any of your partners, divisions, or any related business units previously applied and received any grants from any State
Agency/Department in the current or last fiscal year?

I lYes I lNo
lf yes, identify the State Agency/Department that awarded the grant, the date such grant was awarded, and the amount of the grant.

1. List below the name(s) and address(es) of all public officials/public employees with whom you, members of your immediate family, or
any of your employees have a family relationship and who may directly personally benefit financially from the proposed transaction.

ldentify the State DepartmenVAgency forwhich the public officials/public employees work. (Attach additional sheets if necessary.)

OVER



2. List below the name(s) and address(es) of all family members of public officials/public employees with whom you, members of your

immediate family, or any of your employees have a fumily relationship and who may directly personally benefit financially from the

proposed transaction. ldentify the public officialsipublicremploydes and State DepartmenVAgency for which the public officials/public
employees work. (Attach additional sheets if necessary.)

lf you identified individuals in items one and/or hvo above, describe in detail below the direct financial benefit to be gained by the public

officials, public employees, and/or their family members as the result of the contract, proposal, request for proposal, invitation to bid, or
grant proposal. (Attach additional sheets if necessary.)

Describe in detail below any indirect financial benefits to be gained by any public official, public employee, and/or family members of the

public official or public employee as the result of the contract, proposal, request for proposal, invitation to bid, or grant proposal. (Atiach

additional sheets if necessarv.)

List below the name(s) and address(es) of all paid consultants and/or lobbyists utilized to obtain the contraci, proposal, request for pro-

posal, invitation to bid, or grant proposal:

By signing below, I certify under oath and penalty of perjury that all statements on or attached to this form are true and correct
fo fhe besf of my knowledge. I further understand that a eivil penalty of ten percent (10%) of the amount of the transaction, not
to exceed $10,000,00, is appliad for knowingly providing incorrect or misleading information.

Signature Date

Notary's Signature Date Date Notary Expires

Ad 2AU-955 requires the disclosure statement to be completed and filed with all proposals, bids, contracts, or grant proposals to the

State of Alabama rn excess of $5.000.



Form    W-9
(Rev. December 2014)
Department of the Treasury  
Internal Revenue Service 

Request for Taxpayer 
Identification Number and Certification

Give Form to the  
requester. Do not 
send to the IRS.
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2.

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; check only one of the following seven boxes: 

Individual/sole proprietor or   
single-member LLC

 C Corporation S Corporation Partnership Trust/estate

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

Note. For a single-member LLC that is disregarded, do not check LLC; check the appropriate box in the line above for 
the tax classification of the single-member owner. 

Other (see instructions) ▶ 

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

Exemption from FATCA reporting

 code (if any)
(Applies to accounts maintained outside the U.S.)

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

6  City, state, and ZIP code

Requester’s name and address (optional)

7  List account number(s) here (optional)

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

Note. If the account is in more than one name, see the instructions for line 1 and the chart on page 4 for 
guidelines on whose number to enter.

Social security number

– –

or
Employer identification number 

–

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 on page 3.

Sign 
Here

Signature of 
U.S. person ▶ Date ▶

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

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

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

• 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? on page 2.

By signing the filled-out form, you: 

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

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

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

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

Cat. No. 10231X Form W-9 (Rev. 12-2014)



Form W-9 (Rev. 12-2014) Page 2 

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

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

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

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

• An estate (other than a foreign estate); or

• A domestic trust (as defined in Regulations section 301.7701-7).

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

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

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

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

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

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

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

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

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

2. The treaty article addressing the income.

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

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

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

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

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

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

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

Payments you receive will be subject to backup withholding if: 

1. You do not furnish your TIN to the requester,

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

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

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

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

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

Also see Special rules for partnerships above.

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

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

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

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

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

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

Specific Instructions
Line 1
You must enter one of the following on this line; do not leave this line blank. The 
name should match the name on your tax return.

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

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

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

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

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

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

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

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

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

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

Exempt payee code.
•  Generally, individuals (including sole proprietors) are not exempt from backup 
withholding.

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

•  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

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.

Line 6
Enter your city, state, and ZIP code.

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

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

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

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

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

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

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

Caution: A disregarded U.S. entity that has a foreign owner must use the 
appropriate Form W-8.
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Part 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 
items 1, 4, or 5 below indicate 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.

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), 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 SSN of:

1. Individual The individual
2. Two or more individuals (joint             

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

3. Custodian account of a minor 
 (Uniform Gift to Minors Act)

The minor2

4. 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

5. Sole proprietorship or disregarded 
entity owned by an individual

The owner3

6. 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:

7. Disregarded entity not owned by an 
individual

The owner

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

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

The corporation

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

The organization

11. Partnership or multi-member LLC The partnership
12. A broker or registered nominee The broker or nominee

13. 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

14. 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 on page 2.

*Note. 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 Publication 4535, Identity Theft Prevention and Victim 
Assistance.

Victims of identity theft who are experiencing economic harm or a system 
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.

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 contact them at www.ftc.gov/idtheft or 
1-877-IDTHEFT (1-877-438-4338).

Visit IRS.gov 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.
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