Request for Proposals (RFP)
For Construction Manager at Risk (CMAR) Services
for the
City of Chamblee New City Hall
RFP 2020-CH01
January 13, 2020
Schedule of events
Event
Publication of Request For Proposals
Pre-bid non-mandatory meeting
Last day for questions

Date
January 13, 2020
January 27, 2020
at 1:00 PM
January 29, 2020
At 5:00 PM

Last day for addendum

February 5, 2020

Proposals due

February 12, 2020
at 2:00 PM

Shortlist issued

February 26, 2020

Interviews

March 3, 4, and/or 5th

City council work session

March 12, 2020

City council vote

March 17, 2020

The City of Chamblee (the City) requests Proposals from Construction Management at Risk (CMAR) firms for the
Construction of a New City Hall with associated site development. Upon completion of a review of proposals
received, the City anticipates awarding a contract for pre-construction services, and, at the City’s discretion, a
subsequent contract for construction of the new facility.
Purpose:
The City plans to construct a City Hall Building near the existing City Hall building in Chamblee, Georgia and is
considering the services of a Construction Manager at Risk (CMAR) firm to manage the construction, provide
technical review during the pre-construction period, and provide cost estimates at the design milestones of the
project. The CMAR will assume responsibility for project construction cost by issuing a guaranteed maximum
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price (GMP). The GMP will be a contractual obligation. The CMAR will also develop an overall final project
schedule, which will be a contractual obligation. In addition, the CMAR will be responsible for methods of
construction, safety, and the scheduling and coordination of the work of all construction and miscellaneous
contracts required for completion of the project within its established budget and schedule.
In 2018, the City of Chamblee adopted the Downtown Chamblee Town Center Master Plan. The link to this
Master Plan is:
https://www.chambleega.com/DocumentCenter/View/3210/Town-Center-Master-Plan-June-2018?bidId=
Recommendation Two (beginning on Page 33) of this Master Plan recommends the Police Department located
at 3518 Broad Street be relocated to the current location of the Police Department at 3518 Broad Street. In
order to accommodate the move and improve the Police Department function and facilities, the City is in the
process of designing a new police headquarters that will be located on Buford Highway. A designer and
Construction Manager at Risk (CMAR) is currently under contract and it is anticipated that the construction of
the new police headquarters will break ground in February of 2020 and take approximately one year to
complete. It is the City’s desire that when the police department relocates in early 2021, construction can begin
immediately on the New City Hall.
It is important that all firms responding to this RFP review the RFQ issued for the designer of the New City Hall.
The designer RFQ is included as Exhibit C to this RFP. The Designer RFQ includes important information about
the design of the building including a Municipal Services Program issued by Clark Patterson Lee in February of
2018. The scope of the Program includes a space needs analysis and facility services program that will be used
for the basis of design of the New City Hall. It should be noted that the Courtroom(s), Judges space(s) and Clerk
of Court areas listed in the CPL Space Needs will not be included in the New City Hall as these functions will be
located in the new police headquarters.

Project Objectives and Scope of Work:
The New City Hall Building will replace the existing Police Department Building located at 3518 Broad Street. As
part of the designer’s scope of work, the design firm will assess the existing building for the purposes of
determining if the City should replace the existing Police Department building or if the New City Hall can be
incorporated within the existing building through renovation/expansion/addition/reduction. Potential
functions in the building are discussed in the Municipal Services Program issued by Clark Patterson Lee in
February of 2018. The preconstruction and construction services scope shall include, but not be limited to: the
building(s); utilities as required to serve the building; all associated site improvements; and permitting based on
input and direction from City staff and Program Management. The designer shall determine all applicable
building codes and permit requirements, but it is the CMAR’s responsibility to review code requirements with
the designer and provide input related to observed potential issues.
The CMAR scope of work shall consist of working closely with City staff, Program Management staff and the
Designer to provide preconstruction services including cost estimates and construction recommendations to
facilitate further prioritization, refinement and development of the design of the project. The final
improvements shall be determined as the design progresses based on information generated by the Designer
and CMAR and the established construction budget of $8,000,000.00. Lower priority items may be itemized for
consideration to ensure the project is awarded within the established construction budget.
The design and construction may include, but not be limited to architectural, civil, structural, mechanical,
plumbing, electrical, low voltage cabling/equipment, A/V, enhanced security systems and telephone and data
infrastructure improvements.
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The
Designer
shall
obtain
permit
approvals
required
by
City
of
Chamblee,
DeKalb County, State of Georgia, Federal or any other applicable agencies. The CMAR shall pull the permit(s)
based on approvals secured by the designer. In order to pull the permits, the CMAR shall be a General
Contractor licensed by the State of Georgia. The CMAR may be required to accompany the Consultant in
meetings with permitting authorities to discuss permitting requirements and strategies as it relates to code
compliance.
The CMAR will be responsible for pricing at each milestone, value engineering, and maintainability and
constructability issues. When the design documents for the project have been developed in sufficient detail,
the CMAR, with the support and assistance of the Designer, will commit to a Guaranteed Maximum Price (GMP)
for all construction and site development. If the City requests multiple bid packages or early release site
packages, construction will commence with the issuance of approval of the first bid package while remaining
bid packages are being finalized. The CMAR shall competitively procure all subcontracts and trades using cost
and qualification factors. The successful CMAR may perform work with its own forces but shall not be eligible
to enter into contract or subcontract for any of the construction or other services of any nature on the project
without the specific approval of the City. If your firm specializes in construction of any trades that you anticipate
you may perform, please identify this in your proposal.
The scope includes all items identified in this RFP and items necessary to prepare and present a complete and
comprehensive project.
In selecting a firm, the City will place emphasis on experience of the firm and assigned personnel in CMAR
contracts for projects of similar magnitude and complexity as the proposed project, specifically municipal
projects including city halls. Emphasis will also be placed on firms having depth, knowledge, and resources in
principles of contracting, scheduling, contract coordination and compliance, budget control, familiarity with
State and local laws, ordinances and codes as demonstrated by prior experience, and strategies for encouraged
participation by local companies and laborers.
The City will regularly evaluate contractor performance utilizing the Contractor Performance Scorecard shown in
Exhibit D. Please acknowledge that you have reviewed this form and that it will be utilized.

DESIGN AND PRECONSTRUCTION PROCESS
It is the City’s desire that the CMAR work closely with the City and the Designer in a team like fashion to provide
the optimum value for the project. Therefore, the CMAR shall be an active participant in the preconstruction
process and work closely with the City and the Designer to ensure that the facility is designed to provide the
highest possible value within the established construction budget.
The design shall be prepared with deliverables at major milestones identified to ensure the end product
provides the desires of the City within the available construction budget. Those milestones include:
programming/schematic design, preliminary design, design development and construction documents.
Tasks required include, but are not limited to:
1.
2.

Attend project team meetings including meetings at the conclusion of each milestone and as needed
during the development of each phase of design.
Provide technical input and guidance on means and methods of construction, materials, details, bidding
formats, projected costs and types of separate bidding packages.
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3.
4.
5.

6.
7.
8.
9.
10.
11.
12.
13.

14.
15.
16.
17.
18.

Provide detailed construction cost estimates at each major milestone during the design, working with the
Designer and Owner to ensure the project will be completed within the established construction budget.
Provide analysis of different construction methods in major trade groups as appropriate for quality, cost
and schedule enhancements.
Perform constructability reviews throughout the design process to ensure methods of construction
conform to traditional construction methods resulting in the greatest value and most cost feasible options
for the City.
Provide value engineering possibilities with each cost estimate for the consideration by the Owner
Working with the Designer, determine the feasibility of phasing or the issuance of early site packages if
needed to meet the schedule constraints.
When the design documents have been developed in sufficient detail, provide a guaranteed maximum
price (GMP) for the project.
Develop requirements and process documentation to ensure safety, quality assurance and schedule
adherence.
Develop a construction budget to be maintained throughout construction.
Identify and track the status of possible value engineering options.
Prepare bid packages, distribute bidding documents and solicit quotes from subcontractors and suppliers.
Review and analyze subcontractor bids. Make recommendations for subcontractor and supplier selection
based on competitive bidding for the City’s review and approval. Accounting for the project shall be an
open book accounting policy. A minimum of three bids will be required for each subcontractor and
supplier prior to the issuance of subcontracts, purchase orders or other contractual commitments.
Award subcontracts and purchase orders.
Develop requirements and process documentation to ensure time, cost and quality control during
construction.
Provide a provisional CPM construction schedule to establish the construction time line and for issuance
with bid packages.
Schedule and conduct pre-bid conferences for major subcontractors.
Maintain and update the project schedule.

CONSTRUCTION PHASE
1.
2.
3.
4.
5.
6.
7.
8.

9.
10.

Assume responsibility for the construction of the project.
Maintain qualified and sufficient on site and support staff.
Develop and maintain a detailed schedule (CPM) including approvals, delivery, inspection, testing,
construction and occupancy.
Issue contracts, purchase orders or other appropriate procurement vehicles to subcontractors and
vendors. Manage the work of selected vendors.
Maintain and update the project schedule. Schedule and coordinate all work with selected
subcontractors.
Identify and implement means and methods required for the construction
Implement and maintain a safety program including protection of the public from unauthorized entry into
the site.
Maintain a system for review and processing of submittals. Review all submittals for compliance with
contract documents, stamp them indicating results of review and submit to the designer and Owner for
review.
Conduct and record meetings with subcontractors as well as the City, the Designer and the Program
Manager.
Procure construction materials and equipment including FF&E items, if included in the project.
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11.
12.

13.
14.
15.

16.
17.
18.
19.
20.
21.
22.

Coordinate construction efforts and final connections and approvals with utility service providers for the
project.
Submit monthly reports to the City, Designer and Program Manager detailing actual progress vs. planned
progress, costs expended to date and cost projections, planned work for the upcoming month, disputes,
quality issues, etc. Schedule and document monthly meeting to present report and discuss the project.
Prepare and submit change order documentation for review by the Architect and Owner.
Establish a quality control program, maintain quality control and ensure conformity to the plans and
specifications.
Schedule and coordinate all required inspections including, but not limited to: City required inspections,
special inspections required by the International Building Code and any other required third party
inspections.
Provide a schedule of values for review and approval by the City and Designer. Adjust schedule of values
as required based on pricing received from subcontractors and suppliers.
Review subcontractor payment requests with the Program Manager and Designer, if requested. Make
recommendation for approval and make timely payments.
Obtain Certificate of Occupancy and other relevant documents required for City to occupy and use the
facility.
Provide close out activities including the assembly of warranties, guarantees, operations and maintenance
manuals, training, and other close out documents.
Prepare and maintain record documents and as built drawings on site. Transmit as-built drawings to the
Design Consultant at the completion of the project.
Scheduling of testing, owner training and other inspections, documentation and video of all
commissioning activities.
Refer to the Special Terms and Conditions below for additional requirements

WARRANTY PHASE
1.
2.

Ensure the timely completion of punch list items
Coordinate, monitor and resolve all warranty issues to the satisfaction of the City during the warranty
period. Contact subcontractors to ensure response to request for warranty work Schedule and conduct a
midyear and 11-month warranty walk thru with the Owner.

Proposal Process:
All written Proposals shall utilize the attached forms, and six (6) hard copies and 1 .pdf electronic version shall
be submitted to the City in a sealed envelope. The City will not accept any submittal by facsimile, electronic
submission or any other method other than required by this RFP.
Receipt of all Addenda to this RFP, if any, must be acknowledged on the proposal form. All Addenda shall
become part of the requirements of this RFP. Failure to acknowledge receipt of an Addendum may result in
rejection of the Proposal. Any cost incurred by respondents in preparing or submitting Proposals for the project
shall be the respondents’ sole responsibility. It shall be the respondents’ responsibility to ensure delivery of the
Proposal to the receptionist's desk at the designated office by the designated time. Late Proposals will not be
opened and may be returned or destroyed.
Deliver Proposals in Sealed Envelopes to the attention of: Ms. Felecia Basolo, Atlas Technical Consultants.
City of Chamblee City Hall
5468 Peachtree Road
Chamblee, GA 30341
A non-mandatory Pre-Bid meeting will be held on January 27, 2020 at 1:00 PM at the City Hall.
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Proposals are due no later than February 12, 2020 at 2:00 PM. Late submittals will not be accepted.
Firms are not allowed to communicate with any City staff, Program Management staff or elected officials
regarding this procurement. Any unauthorized contact shall disqualify the firm from further consideration.
All questions regarding this project are due by January 29, 2020 by 5:00 PM. All questions shall be submitted
to Felecia Basolo at Felecia.Basolo@OneAtlas.com and reference RFP2020-CH01. No questions other than
written will be accepted. No response other than written will be binding upon the City. All responses to
written inquiries will be posted to the City’s website, https://www.chambleega.com/519/Procurement.
All responses, inquiries, or correspondence relating to this RFP will become the property of the City when
received and shall be regarded as public record. All information received in response to this RFP, including
copyrighted material, is deemed public information and will be made available for public viewing and copying
after the time for receipt of proposals has passed, and the award has been made, with the following four
exceptions: (1) bona fide trade secrets meeting confidentiality requirements that have been properly marked,
separated, and documented; (2) matters involving individual safety as determined by the City; (3) any company
financial information requested by the City to determine vendor responsibility, unless prior written consent has
been given by the offeror; and (4) other constitutional protections.
The City reserves the right to:
1. Refuse any or all submittals received.
2. Cancel or modify this RFP at any time.
3. Reject any and all submittals or responses at any time.
4. Request further documentation or information, and to discuss an RFP submittal for any purpose in
order to answer questions or to provide clarification.
Qualification and Submittal Requirements:
1. Letter of Interest- A letter executed by a principal of the firm committing to the requirements specified
in this Request.
2. Experience-Provide proof of five (5) years of continuous operations in business and provide
documentation of successful completion of construction of at least three (3) like kind projects
completed in the last ten (10) years similar to the Project under this RFP. The total cost should be at
least eight million dollars ($8,000,000) per project. Please note projects which were delivered as CMAR
and projects which were contracted directly with a local government entity. Client references for each
project must be included with confirmed email address and phone numbers.
3. Project Team- Provide an organizational chart outlining the proposed staff, including superintendent,
project manager, project director, cost estimator, project executive, etc., and provide resumes for each
which indicates previous similar project experience.
4. Proposed Approach and Management Plan- Provide a summary of quality control programs, approach
to bonding subcontractors, approach to encouraging local participation, and anticipated schedule for
construction for the proposed project.
5. Financial- Provide financial information including taxes, insurance and benefits, as well as the
company’s latest financial statement (audited if available). Provide Bonding Agent/Surety Company
“good guy letter” and document bonding capacity (performance and payment).
6. Lawsuits- List any pending or settled lawsuits or professional liability claims in which any member of
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the company was involved during the past ten (10) years.
7. Receipt acknowledgement of all Addenda to this RFP (if any).
8. Completed Proposal Form, with Exhibit “A.”
9. Completed Contractor Affidavit, “Exhibit B.”
10. Acknowledgement of Exhibit D – Contractor Performance Scorecard
11. Attachment – W-9 and addendum acknowledgement
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CHAMBLEE of CHAMBLEE NEW CITY HALL PROPOSAL FEE FORM
1. PRECONSTRUCTION FEE AND OVERHEAD COSTS
For professional consulting services prior to construction commencement, providing cost estimating
services, value engineering, scheduling services, constructability review, and related services described
in this Request for Proposals and the contract agreement, the Construction Manager at Risk shall be
paid the Pre-Construction Fee stated below. This fee is inclusive of all incidental and direct expenses
including, but not limited to travel, sustenance, reproduction, salaries, wages, office expenses and fees
to trade contractors and vendors assisting the CMAR.
PRE-CONSTRUCTION FEE:

$

2. CONSTRUCTION OVERHEAD COSTS (GENERAL CONDITIONS)
If authorized to proceed with construction by the Owner, the General Contractor for Construction
Manger at-Risk shall execute the work and be reimbursed the amount stated below. The amount
includes, but is not limited to all incidental and direct expenses, travel, sustenance, reproduction,
salaries, wages, home and field office expenses, and any other overhead costs necessary to complete
the project. Fill in the total from Exhibit A below
CONSTRUCTION OVERHEAD COSTS (GENERAL CONDITIONS)
$

3. CONSTRUCTION FEE
If authorized to proceed with construction by the Owner, the General Contractor for Construction
Manager-at-Risk shall submit the following fee as a percentage of the Guaranteed Maximum Price
before the fee:
The fee shall be applied to all costs not included in items 1 and 2 above.
CONSTRUCTION FEE

(Name of Firm)

(Address)

(Signature and Date)

(Print Name and Title)

(Current Email address and telephone number)

%

Exhibit A – Chamblee City Hall (The Project) Maximum Allowable General Conditions
EXHIBIT A
Chamblee City Hall (The Project) Maximum Allowable General Conditions
ITEM

DURATION

Project Director
Superintendent
Assistant Superintendent
Senior Project Manager
Project Manager/Project Engineer
Field Engineering
MEP/BIM Coordination
In-House Accounting
On Site Safety Engineer
Safety Materials Program
Field Office Rental, Setup and Removal
Storage Trailer Rental
Temporary Toilets
Temporary Power
Temporary Water
Job Signs
Copier, Fax Machine
Telephone and Internet Costs and Setup
Ice, Cups, Water
Office Supplies
Office Furniture
Jobsite Computers and Technology
Postage and Couriers
Progress Photographs
Final Photographs
Plan Printing and Copying
Progress Cleaning
Final Clean
Small Tools
Cell phones and Radios
Supervision Vehicles
Project Management Vehicles and Travel
Gas, Oil and Maintenance
Builder’s Risk Insurance
General Liability & Umbrella Insurance
Payment and Performance Bond

LUMP SUM

LUMP SUM
LUMP SUM

LUMP SUM
LUMP SUM
LUMP SUM
LUMP SUM
LUMP SUM

LUMP SUM (based on $8M)
LUMP SUM (based on $8M)
LUMP SUM (based on $8M)

Total General Conditions Cost:

UNIT COST
$
$
$
$
$
$
$
$
$
$
$
$
$
$
$
$
$
$
$
$
$
$
$
$
$
$
$
$
$
$
$
$
$
$
$
$

TOTAL COST
$
$
$
$
$
$
$
$
$
$
$
$
$
$
$
$
$
$
$
$
$
$
$
$
$
$
$
$
$
$
$
$
$
$
$
$

$

Notes:
1. No direct CMAR labor may be billed as Cost of Work without prior written approval by the City.
2. Any anticipated costs not listed above shall be factored into the Construction Fee on the Proposal Form
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General Information:
Preliminary Construction Budget: $8,000,000
Preliminary Construction Schedule: 12 months
The CMAR will be responsible for developing the detailed schedule and coordinating activities to accomplish
the scheduled completion of the project.
Owner (City)-Construction Manager at Risk Agreement:
The Construction Manager at Risk (CMAR) will be under contract to supply pre-construction services and
subsequently, by change order, construction services (under the AIA A133 agreement) to complete the project
and place the Owner in occupancy of the project in a “turnkey” fashion. The Owner has contracted with the
Architect separately from the CMAR. Once a Guaranteed Maximum Price (GMP) is agreed upon between the
Owner and the CMAR, the CMAR may be issued a change order for the amount of the GMP and will be “at risk”
for project price, project schedule, and completion of all construction as set forth in the Contract Documents.
The CMAR shall hold all trade contracts and trade supplier contracts.
Selection Process for Construction Management at Risk Firm:
A. The Selection Committee will review all proposals received in accordance with the following criteria:
a. Successful experience in constructing similar facilities for public entities (30 pts.)
b. Successful experience with the CMAR process (15 pts.)
c. Qualifications of proposed project team (30 pts.)
d. Proposed approach, management plan and financial information (10 pts.)
e. Fees (15 pts.)
B. The Selection Committee reserves the right to interview any and all pre-qualified firms (10 pts.)
C. The Selection Committee will recommend that the City enter into contract negotiations with the highest
ranked firm. If negotiations are not successful, the City will negotiate with the second-ranked proposer,
and so on.
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EXHIBIT B – Contractor Affidavit under O.C.G.A. §13-10-91
By executing this affidavit, the undersigned contractor verifies its compliance with O.C.G.A. § 13-10-91, stating
affirmatively that the individual, firm or corporation which is engaged in the physical performance of services on
behalf of City of Chamblee, has registered with, is authorized to use and uses the federal work authorization
program commonly known as E-Verify, or any subsequent replacement program, in accordance with the
applicable provisions and deadlines established in O.C.G.A. § 13-10-91. Furthermore, the undersigned contractor
will continue to use the federal work authorization program throughout the contract period and the undersigned
contractor will contract for the physical performance of services in satisfaction of such contract only with
subcontractors who present an affidavit to the contractor with the information required by O.C.G.A. § 13-1091(b). Contractor hereby attests that its federal work authorization user identification number and date of
authorization are as follows:

Federal Work Authorization User Identification Number

Date of Authorization
Name of Contractor
Name of Project
City of Chamblee, Georgia
Name of Public Employer
I hereby declare under penalty of perjury that the foregoing is true and correct.
Executed on
,
, 201 in
(city),
(state).

Signature of Authorized Officer or Agent

Printed Name and Title of Authorized Officer or Agent

SUBSCRIBED AND SWORN BEFORE ME
ON THIS THE
DAY OF

,201 .

NOTARY PUBLIC
My Commission Expires:
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EXHIBIT C
Request for Qualifications (RFQ)
Professional Design and Construction Administration
Services For:
New Chamblee City Hall
RFQ 2019-CH05
September 27, 2019
Available at:

https://www.chambleega.com/519/Procurement

EXHIBIT D
Contractor Performance Scorecard

Contractor Performance Scorecard
Section 1: Contractor Information
Contractor’s Business Name:
Project Manager’s Name:

Capital Project?

Yes

No

Specific Work Performed by Contractor:

Section 2: Project Information
Project Name:
RFP/Award Reference Number:
Contract Start Date:

Contract Award Amount:

Contract Completion Date:

Amended Amount (if applicable):

Project Completion Date:

Contract Amendment Date:

Section 3: Performance Data
No. Performance Category
Rating (choose one)
To the best of your knowledge, please rate each of the criteria below on a scale of 1
to 5:
1 = Unsatisfactory; 2 = Needs Improvement; 3 = Meets Expectations; 4 = Exceeds
Expectations; 5 = Excellent
If you have insufficient knowledge of performance on this project for a particular
criterion, please indicate “No Evaluation.”
1
Application and Management of
No
1
2
3
4
5
Requirements
Evaluation☐
☐
☐
☐
☐
☐
Contractor’s knowledge of contractual and other requirements (as listed in
RFP/RFQ/Service Agreement) and implementation in meeting such

1

requirements;
Additional Comments:

2

Cost Control

No
Evaluation☐

1
☐

2
☐

3
☐

4
☐

5
☐

Contractor efficiently uses resources, accurate and timely billing; change
management; pricing accuracy and supporting documentation; cost
comparison; cost/budget overruns.
Additional Comments:
3

Timeliness of Performance

No
Evaluation☐

1
☐

2
☐

3
☐

4
☐

5
☐

Contract’s timely execution of the project, including establishment of realistic
preliminary project schedule, timely execution of project start-up, adherence to
established schedule, identification of potential delays and measures taken to
mitigate delays, timeliness of deliverables/milestones, and timely contract
administration.
Additional Comments:

4

Quality and Customer Service

No
Evaluation☐

1
☐

2
☐

3
☐

4
☐

5
☐

Quality of workmanship; organization and cleanliness of worksite; quality of
customer service.
Additional Comments:

5

Project Team and Support Staff

No
Evaluation☐

1
☐

2
☐

3
☐

4
☐

5
☐

Adequacy and qualifications of Contractor’s staff, sub-contractors, and project
team to effectively manage project and meet technical needs; availability,
continuity, and performance of key personnel assigned to project; ability to
provide necessary staffing during peak performance periods or unplanned
circumstances.
Additional Comments:

2

6

Communication

No
Evaluation☐

1
☐

2
☐

3
☐

4
☐

5
☐

Clarity and effectiveness of Contractor’s communication efforts with project
team and City of Chamblee staff on technical issues, schedule, cost, routine
matters, user acceptance testing (if applicable), and other
problems/troubleshooting; demonstrated professional correspondence.
Additional Comments:

7

Business Relations

No
Evaluation☐

1
☐

2
☐

3
☐

4
☐

5
☐

Contractor’s cooperation and coordination with City of Chamblee staff;
Contractor’s timely and cooperative response to instructions, communications,
scope changes, special requests; pro-active flexibility, and demonstrated ability
to address and resolve problems; effective Contractor-recommended solutions,
willingness to put in necessary effort to get tasks completed; ability to identify
and mitigate risks (including risks associated with cost, schedule, deliverables,
and milestones), to ensure contract success.
Additional Comments:
8

Completion and Closeout*

No
Evaluation☐

1
☐

2
☐

3
☐

4
☐

5
☐

*To be considered only at end of contract term.
Quality of final product; timeliness and effective communication of final
deliverables; For non-capital projects, this includes customer training sessions,
user manuals (as stipulated in contract); all files, documents, and other
information is provided to the City of Chamblee as applicable to state law;
change order closeout and acceptance.
Additional Comments:

Section 4: Summary of Scoring Calculations
Total Assigned Points

___________

Divided by
Total Possible Points ___________

= Overall Percentage Score __________%

*Omit “No Evaluation” from Total Possible Points
Overall Evaluation: Check the appropriate overall evaluation below based on the
overall percentage score indicated above.
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Overall Evaluation:

Overall Percentage Score:

☐Excellent

90% or above

☐Exceeds Expectations

70% to 89%

☐Meets Expectations

50% to 69%

☐Needs Improvement

30% to 49%

☐Unsatisfactory

29% or below

4

ATTACHMENT
W-9 Form
Addendum Acknowledgement

W-9

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

Request for Taxpayer
Identification Number and Certification
a

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

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

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

Print or type.
See Specific Instructions on page 3.

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

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

3 Check appropriate box for federal tax classification of the person whose name is entered on line 1. Check only one of the
following seven boxes.
Individual/sole proprietor or
single-member LLC

C Corporation

S Corporation

Partnership

Trust/estate
Exempt payee code (if any)

Limited liability company. Enter the tax classification (C=C corporation, S=S corporation, P=Partnership) a
Note: Check the appropriate box in the line above for the tax classification of the single-member owner. Do not check Exemption from FATCA reporting
LLC if the LLC is classified as a single-member LLC that is disregarded from the owner unless the owner of the LLC is
code (if any)
another LLC that is not disregarded from the owner for U.S. federal tax purposes. Otherwise, a single-member LLC that
is disregarded from the owner should check the appropriate box for the tax classification of its owner.
Other (see instructions) a
5 Address (number, street, and apt. or suite no.) See instructions.

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

Requester’s name and address (optional)

6 City, state, and ZIP code

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

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 for Part II, later.

Sign
Here

Signature of
U.S. person a

Date a

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

Purpose of Form
An individual or entity (Form W-9 requester) who is required to file an
information return with the IRS must obtain your correct taxpayer
identification number (TIN) which may be your social security number
(SSN), individual taxpayer identification number (ITIN), adoption
taxpayer identification number (ATIN), or employer identification number
(EIN), to report on an information return the amount paid to you, or other
amount reportable on an information return. Examples of information
returns include, but are not limited to, the following.
• Form 1099-INT (interest earned or paid)
Cat. No. 10231X

• Form 1099-DIV (dividends, including those from stocks or mutual
funds)
• Form 1099-MISC (various types of income, prizes, awards, or gross
proceeds)
• Form 1099-B (stock or mutual fund sales and certain other
transactions by brokers)
• Form 1099-S (proceeds from real estate transactions)
• Form 1099-K (merchant card and third party network transactions)
• Form 1098 (home mortgage interest), 1098-E (student loan interest),
1098-T (tuition)
• Form 1099-C (canceled debt)
• Form 1099-A (acquisition or abandonment of secured property)
Use Form W-9 only if you are a U.S. person (including a resident
alien), to provide your correct TIN.
If you do not return Form W-9 to the requester with a TIN, you might
be subject to backup withholding. See What is backup withholding,
later.
Form W-9 (Rev. 10-2018)
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By signing the filled-out form, you:
1. Certify that the TIN you are giving is correct (or you are waiting for a
number to be issued),
2. Certify that you are not subject to backup withholding, or
3. Claim exemption from backup withholding if you are a U.S. exempt
payee. If applicable, you are also certifying that as a U.S. person, your
allocable share of any partnership income from a U.S. trade or business
is not subject to the withholding tax on foreign partners' share of
effectively connected income, and
4. Certify that FATCA code(s) entered on this form (if any) indicating
that you are exempt from the FATCA reporting, is correct. See What is
FATCA reporting, later, for further information.
Note: If you are a U.S. person and a requester gives you a form other
than Form W-9 to request your TIN, you must use the requester’s form if
it is substantially similar to this Form W-9.
Definition of a U.S. person. For federal tax purposes, you are
considered a U.S. person if you are:
• An individual who is a U.S. citizen or U.S. resident alien;
• A partnership, corporation, company, or association created or
organized in the United States or under the laws of the United States;
• An estate (other than a foreign estate); or
• A domestic trust (as defined in Regulations section 301.7701-7).
Special rules for partnerships. Partnerships that conduct a trade or
business in the United States are generally required to pay a withholding
tax under section 1446 on any foreign partners’ share of effectively
connected taxable income from such business. Further, in certain cases
where a Form W-9 has not been received, the rules under section 1446
require a partnership to presume that a partner is a foreign person, and
pay the section 1446 withholding tax. Therefore, if you are a U.S. person
that is a partner in a partnership conducting a trade or business in the
United States, provide Form W-9 to the partnership to establish your
U.S. status and avoid section 1446 withholding on your share of
partnership income.
In the cases below, the following person must give Form W-9 to the
partnership for purposes of establishing its U.S. status and avoiding
withholding on its allocable share of net income from the partnership
conducting a trade or business in the United States.
• In the case of a disregarded entity with a U.S. owner, the U.S. owner
of the disregarded entity and not the entity;
• In the case of a grantor trust with a U.S. grantor or other U.S. owner,
generally, the U.S. grantor or other U.S. owner of the grantor trust and
not the trust; and
• In the case of a U.S. trust (other than a grantor trust), the U.S. trust
(other than a grantor trust) and not the beneficiaries of the trust.
Foreign person. If you are a foreign person or the U.S. branch of a
foreign bank that has elected to be treated as a U.S. person, do not use
Form W-9. Instead, use the appropriate Form W-8 or Form 8233 (see
Pub. 515, Withholding of Tax on Nonresident Aliens and Foreign
Entities).
Nonresident alien who becomes a resident alien. Generally, only a
nonresident alien individual may use the terms of a tax treaty to reduce
or eliminate U.S. tax on certain types of income. However, most tax
treaties contain a provision known as a “saving clause.” Exceptions
specified in the saving clause may permit an exemption from tax to
continue for certain types of income even after the payee has otherwise
become a U.S. resident alien for tax purposes.
If you are a U.S. resident alien who is relying on an exception
contained in the saving clause of a tax treaty to claim an exemption
from U.S. tax on certain types of income, you must attach a statement
to Form W-9 that specifies the following five items.
1. The treaty country. Generally, this must be the same treaty under
which you claimed exemption from tax as a nonresident alien.
2. The treaty article addressing the income.
3. The article number (or location) in the tax treaty that contains the
saving clause and its exceptions.
4. The type and amount of income that qualifies for the exemption
from tax.
5. Sufficient facts to justify the exemption from tax under the terms of
the treaty article.

Example. Article 20 of the U.S.-China income tax treaty allows an
exemption from tax for scholarship income received by a Chinese
student temporarily present in the United States. Under U.S. law, this
student will become a resident alien for tax purposes if his or her stay in
the United States exceeds 5 calendar years. However, paragraph 2 of
the first Protocol to the U.S.-China treaty (dated April 30, 1984) allows
the provisions of Article 20 to continue to apply even after the Chinese
student becomes a resident alien of the United States. A Chinese
student who qualifies for this exception (under paragraph 2 of the first
protocol) and is relying on this exception to claim an exemption from tax
on his or her scholarship or fellowship income would attach to Form
W-9 a statement that includes the information described above to
support that exemption.
If you are a nonresident alien or a foreign entity, give the requester the
appropriate completed Form W-8 or Form 8233.

Backup Withholding
What is backup withholding? Persons making certain payments to you
must under certain conditions withhold and pay to the IRS 24% of such
payments. This is called “backup withholding.” Payments that may be
subject to backup withholding include interest, tax-exempt interest,
dividends, broker and barter exchange transactions, rents, royalties,
nonemployee pay, payments made in settlement of payment card and
third party network transactions, and certain payments from fishing boat
operators. Real estate transactions are not subject to backup
withholding.
You will not be subject to backup withholding on payments you
receive if you give the requester your correct TIN, make the proper
certifications, and report all your taxable interest and dividends on your
tax return.
Payments you receive will be subject to backup withholding if:
1. You do not furnish your TIN to the requester,
2. You do not certify your TIN when required (see the instructions for
Part II for details),
3. The IRS tells the requester that you furnished an incorrect TIN,
4. The IRS tells you that you are subject to backup withholding
because you did not report all your interest and dividends on your tax
return (for reportable interest and dividends only), or
5. You do not certify to the requester that you are not subject to
backup withholding under 4 above (for reportable interest and dividend
accounts opened after 1983 only).
Certain payees and payments are exempt from backup withholding.
See Exempt payee code, later, and the separate Instructions for the
Requester of Form W-9 for more information.
Also see Special rules for partnerships, earlier.

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

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

Penalties
Failure to furnish TIN. If you fail to furnish your correct TIN to a
requester, you are subject to a penalty of $50 for each such failure
unless your failure is due to reasonable cause and not to willful neglect.
Civil penalty for false information with respect to withholding. If you
make a false statement with no reasonable basis that results in no
backup withholding, you are subject to a $500 penalty.
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Criminal penalty for falsifying information. Willfully falsifying
certifications or affirmations may subject you to criminal penalties
including fines and/or imprisonment.
Misuse of TINs. If the requester discloses or uses TINs in violation of
federal law, the requester may be subject to civil and criminal penalties.

Specific Instructions
Line 1
You must enter one of the following on this line; do not leave this line
blank. The name should match the name on your tax return.
If this Form W-9 is for a joint account (other than an account
maintained by a foreign financial institution (FFI)), list first, and then
circle, the name of the person or entity whose number you entered in
Part I of Form W-9. If you are providing Form W-9 to an FFI to document
a joint account, each holder of the account that is a U.S. person must
provide a Form W-9.
a. Individual. Generally, enter the name shown on your tax return. If
you have changed your last name without informing the Social Security
Administration (SSA) of the name change, enter your first name, the last
name as shown on your social security card, and your new last name.
Note: ITIN applicant: Enter your individual name as it was entered on
your Form W-7 application, line 1a. This should also be the same as the
name you entered on the Form 1040/1040A/1040EZ you filed with your
application.
b. Sole proprietor or single-member LLC. Enter your individual
name as shown on your 1040/1040A/1040EZ on line 1. You may enter
your business, trade, or “doing business as” (DBA) name on line 2.
c. Partnership, LLC that is not a single-member LLC, C
corporation, or S corporation. Enter the entity's name as shown on the
entity's tax return on line 1 and any business, trade, or DBA name on
line 2.
d. Other entities. Enter your name as shown on required U.S. federal
tax documents on line 1. This name should match the name shown on the
charter or other legal document creating the entity. You may enter any
business, trade, or DBA name on line 2.
e. Disregarded entity. For U.S. federal tax purposes, an entity that is
disregarded as an entity separate from its owner is treated as a
“disregarded entity.” See Regulations section 301.7701-2(c)(2)(iii). Enter
the owner's name on line 1. The name of the entity entered on line 1
should never be a disregarded entity. The name on line 1 should be the
name shown on the income tax return on which the income should be
reported. For example, if a foreign LLC that is treated as a disregarded
entity for U.S. federal tax purposes has a single owner that is a U.S.
person, the U.S. owner's name is required to be provided on line 1. If
the direct owner of the entity is also a disregarded entity, enter the first
owner that is not disregarded for federal tax purposes. Enter the
disregarded entity's name on line 2, “Business name/disregarded entity
name.” If the owner of the disregarded entity is a foreign person, the
owner must complete an appropriate Form W-8 instead of a Form W-9.
This is the case even if the foreign person has a U.S. TIN.

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

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

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

THEN check the box for . . .

• Corporation
Corporation
• Individual
Individual/sole proprietor or singlemember LLC
• Sole proprietorship, or
• Single-member limited liability
company (LLC) owned by an
individual and disregarded for U.S.
federal tax purposes.
• LLC treated as a partnership for
U.S. federal tax purposes,
• LLC that has filed Form 8832 or
2553 to be taxed as a corporation,
or
• LLC that is disregarded as an
entity separate from its owner but
the owner is another LLC that is
not disregarded for U.S. federal tax
purposes.

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

• Partnership
• Trust/estate

Partnership
Trust/estate

Line 4, Exemptions
If you are exempt from backup withholding and/or FATCA reporting,
enter in the appropriate space on line 4 any code(s) that may apply to
you.
Exempt payee code.
• Generally, individuals (including sole proprietors) are not exempt from
backup withholding.
• Except as provided below, corporations are exempt from backup
withholding for certain payments, including interest and dividends.
• Corporations are not exempt from backup withholding for payments
made in settlement of payment card or third party network transactions.
• Corporations are not exempt from backup withholding with respect to
attorneys’ fees or gross proceeds paid to attorneys, and corporations
that provide medical or health care services are not exempt with respect
to payments reportable on Form 1099-MISC.
The following codes identify payees that are exempt from backup
withholding. Enter the appropriate code in the space in line 4.
1—An organization exempt from tax under section 501(a), any IRA, or
a custodial account under section 403(b)(7) if the account satisfies the
requirements of section 401(f)(2)
2—The United States or any of its agencies or instrumentalities
3—A state, the District of Columbia, a U.S. commonwealth or
possession, or any of their political subdivisions or instrumentalities
4—A foreign government or any of its political subdivisions, agencies,
or instrumentalities
5—A corporation
6—A dealer in securities or commodities required to register in the
United States, the District of Columbia, or a U.S. commonwealth or
possession
7—A futures commission merchant registered with the Commodity
Futures Trading Commission
8—A real estate investment trust
9—An entity registered at all times during the tax year under the
Investment Company Act of 1940
10—A common trust fund operated by a bank under section 584(a)
11—A financial institution
12—A middleman known in the investment community as a nominee or
custodian
13—A trust exempt from tax under section 664 or described in section
4947
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The following chart shows types of payments that may be exempt
from backup withholding. The chart applies to the exempt payees listed
above, 1 through 13.
IF the payment is for . . .

THEN the payment is exempt
for . . .

Interest and dividend payments

All exempt payees except
for 7

Broker transactions

Exempt payees 1 through 4 and 6
through 11 and all C corporations.
S corporations must not enter an
exempt payee code because they
are exempt only for sales of
noncovered securities acquired
prior to 2012.

Barter exchange transactions and
patronage dividends

Exempt payees 1 through 4

Payments over $600 required to be Generally, exempt payees
reported and direct sales over
1 through 52
$5,0001
Payments made in settlement of
Exempt payees 1 through 4
payment card or third party network
transactions
1
2

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

However, the following payments made to a corporation and
reportable on Form 1099-MISC are not exempt from backup
withholding: medical and health care payments, attorneys’ fees, gross
proceeds paid to an attorney reportable under section 6045(f), and
payments for services paid by a federal executive agency.
Exemption from FATCA reporting code. The following codes identify
payees that are exempt from reporting under FATCA. These codes
apply to persons submitting this form for accounts maintained outside
of the United States by certain foreign financial institutions. Therefore, if
you are only submitting this form for an account you hold in the United
States, you may leave this field blank. Consult with the person
requesting this form if you are uncertain if the financial institution is
subject to these requirements. A requester may indicate that a code is
not required by providing you with a Form W-9 with “Not Applicable” (or
any similar indication) written or printed on the line for a FATCA
exemption code.
A—An organization exempt from tax under section 501(a) or any
individual retirement plan as defined in section 7701(a)(37)
B—The United States or any of its agencies or instrumentalities
C—A state, the District of Columbia, a U.S. commonwealth or
possession, or any of their political subdivisions or instrumentalities
D—A corporation the stock of which is regularly traded on one or
more established securities markets, as described in Regulations
section 1.1472-1(c)(1)(i)
E—A corporation that is a member of the same expanded affiliated
group as a corporation described in Regulations section 1.1472-1(c)(1)(i)
F—A dealer in securities, commodities, or derivative financial
instruments (including notional principal contracts, futures, forwards,
and options) that is registered as such under the laws of the United
States or any state
G—A real estate investment trust
H—A regulated investment company as defined in section 851 or an
entity registered at all times during the tax year under the Investment
Company Act of 1940
I—A common trust fund as defined in section 584(a)
J—A bank as defined in section 581
K—A broker
L—A trust exempt from tax under section 664 or described in section
4947(a)(1)

M—A tax exempt trust under a section 403(b) plan or section 457(g)
plan
Note: You may wish to consult with the financial institution requesting
this form to determine whether the FATCA code and/or exempt payee
code should be completed.

Line 5
Enter your address (number, street, and apartment or suite number).
This is where the requester of this Form W-9 will mail your information
returns. If this address differs from the one the requester already has on
file, write NEW at the top. If a new address is provided, there is still a
chance the old address will be used until the payor changes your
address in their records.

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

Part I. Taxpayer Identification Number (TIN)
Enter your TIN in the appropriate box. If you are a resident alien and
you do not have and are not eligible to get an SSN, your TIN is your IRS
individual taxpayer identification number (ITIN). Enter it in the social
security number box. If you do not have an ITIN, see How to get a TIN
below.
If you are a sole proprietor and you have an EIN, you may enter either
your SSN or EIN.
If you are a single-member LLC that is disregarded as an entity
separate from its owner, enter the owner’s SSN (or EIN, if the owner has
one). Do not enter the disregarded entity’s EIN. If the LLC is classified as
a corporation or partnership, enter the entity’s EIN.
Note: See What Name and Number To Give the Requester, later, for
further clarification of name and TIN combinations.
How to get a TIN. If you do not have a TIN, apply for one immediately.
To apply for an SSN, get Form SS-5, Application for a Social Security
Card, from your local SSA office or get this form online at
www.SSA.gov. You may also get this form by calling 1-800-772-1213.
Use Form W-7, Application for IRS Individual Taxpayer Identification
Number, to apply for an ITIN, or Form SS-4, Application for Employer
Identification Number, to apply for an EIN. You can apply for an EIN
online by accessing the IRS website at www.irs.gov/Businesses and
clicking on Employer Identification Number (EIN) under Starting a
Business. Go to www.irs.gov/Forms to view, download, or print Form
W-7 and/or Form SS-4. Or, you can go to www.irs.gov/OrderForms to
place an order and have Form W-7 and/or SS-4 mailed to you within 10
business days.
If you are asked to complete Form W-9 but do not have a TIN, apply
for a TIN and write “Applied For” in the space for the TIN, sign and date
the form, and give it to the requester. For interest and dividend
payments, and certain payments made with respect to readily tradable
instruments, generally you will have 60 days to get a TIN and give it to
the requester before you are subject to backup withholding on
payments. The 60-day rule does not apply to other types of payments.
You will be subject to backup withholding on all such payments until
you provide your TIN to the requester.
Note: Entering “Applied For” means that you have already applied for a
TIN or that you intend to apply for one soon.
Caution: A disregarded U.S. entity that has a foreign owner must use
the appropriate Form W-8.

Part II. Certification
To establish to the withholding agent that you are a U.S. person, or
resident alien, sign Form W-9. You may be requested to sign by the
withholding agent even if item 1, 4, or 5 below indicates otherwise.
For a joint account, only the person whose TIN is shown in Part I
should sign (when required). In the case of a disregarded entity, the
person identified on line 1 must sign. Exempt payees, see Exempt payee
code, earlier.
Signature requirements. Complete the certification as indicated in
items 1 through 5 below.
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1. Interest, dividend, and barter exchange accounts opened
before 1984 and broker accounts considered active during 1983.
You must give your correct TIN, but you do not have to sign the
certification.
2. Interest, dividend, broker, and barter exchange accounts
opened after 1983 and broker accounts considered inactive during
1983. You must sign the certification or backup withholding will apply. If
you are subject to backup withholding and you are merely providing
your correct TIN to the requester, you must cross out item 2 in the
certification before signing the form.
3. Real estate transactions. You must sign the certification. You may
cross out item 2 of the certification.
4. Other payments. You must give your correct TIN, but you do not
have to sign the certification unless you have been notified that you
have previously given an incorrect TIN. “Other payments” include
payments made in the course of the requester’s trade or business for
rents, royalties, goods (other than bills for merchandise), medical and
health care services (including payments to corporations), payments to
a nonemployee for services, payments made in settlement of payment
card and third party network transactions, payments to certain fishing
boat crew members and fishermen, and gross proceeds paid to
attorneys (including payments to corporations).
5. Mortgage interest paid by you, acquisition or abandonment of
secured property, cancellation of debt, qualified tuition program
payments (under section 529), ABLE accounts (under section 529A),
IRA, Coverdell ESA, Archer MSA or HSA contributions or
distributions, and pension distributions. You must give your correct
TIN, but you do not have to sign the certification.

What Name and Number To Give the Requester
For this type of account:

Give name and SSN of:

1. Individual

The individual

2. Two or more individuals (joint
account) other than an account
maintained by an FFI

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

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

Each holder of the account

4. Custodial account of a minor
(Uniform Gift to Minors Act)
5. a. The usual revocable savings trust
(grantor is also trustee)
b. So-called trust account that is not
a legal or valid trust under state law

The minor

6. Sole proprietorship or disregarded
entity owned by an individual

The owner

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

The grantor*

For this type of account:

1

the account

2

1

The grantor-trustee
1

The actual owner
3

Give name and EIN of:

8. Disregarded entity not owned by an
individual

The owner

9. A valid trust, estate, or pension trust

Legal entity

4

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

The corporation

11. Association, club, religious,
charitable, educational, or other taxexempt organization

The organization

12. Partnership or multi-member LLC
13. A broker or registered nominee

The partnership
The broker or nominee

For this type of account:

Give name and EIN of:

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

The public entity

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

The trust

1

List first and circle the name of the person whose number you furnish.
If only one person on a joint account has an SSN, that person’s number
must be furnished.

2

Circle the minor’s name and furnish the minor’s SSN.

3

You must show your individual name and you may also enter your
business or DBA name on the “Business name/disregarded entity”
name line. You may use either your SSN or EIN (if you have one), but the
IRS encourages you to use your SSN.

4

List first and circle the name of the trust, estate, or pension trust. (Do
not furnish the TIN of the personal representative or trustee unless the
legal entity itself is not designated in the account title.) Also see Special
rules for partnerships, earlier.
*Note: The grantor also must provide a Form W-9 to trustee of trust.
Note: If no name is circled when more than one name is listed, the
number will be considered to be that of the first name listed.

Secure Your Tax Records From Identity Theft
Identity theft occurs when someone uses your personal information
such as your name, SSN, or other identifying information, without your
permission, to commit fraud or other crimes. An identity thief may use
your SSN to get a job or may file a tax return using your SSN to receive
a refund.
To reduce your risk:
• Protect your SSN,
• Ensure your employer is protecting your SSN, and
• Be careful when choosing a tax preparer.
If your tax records are affected by identity theft and you receive a
notice from the IRS, respond right away to the name and phone number
printed on the IRS notice or letter.
If your tax records are not currently affected by identity theft but you
think you are at risk due to a lost or stolen purse or wallet, questionable
credit card activity or credit report, contact the IRS Identity Theft Hotline
at 1-800-908-4490 or submit Form 14039.
For more information, see Pub. 5027, Identity Theft Information for
Taxpayers.
Victims of identity theft who are experiencing economic harm or a
systemic problem, or are seeking help in resolving tax problems that
have not been resolved through normal channels, may be eligible for
Taxpayer Advocate Service (TAS) assistance. You can reach TAS by
calling the TAS toll-free case intake line at 1-877-777-4778 or TTY/TDD
1-800-829-4059.
Protect yourself from suspicious emails or phishing schemes.
Phishing is the creation and use of email and websites designed to
mimic legitimate business emails and websites. The most common act
is sending an email to a user falsely claiming to be an established
legitimate enterprise in an attempt to scam the user into surrendering
private information that will be used for identity theft.
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The IRS does not initiate contacts with taxpayers via emails. Also, the
IRS does not request personal detailed information through email or ask
taxpayers for the PIN numbers, passwords, or similar secret access
information for their credit card, bank, or other financial accounts.
If you receive an unsolicited email claiming to be from the IRS,
forward this message to phishing@irs.gov. You may also report misuse
of the IRS name, logo, or other IRS property to the Treasury Inspector
General for Tax Administration (TIGTA) at 1-800-366-4484. You can
forward suspicious emails to the Federal Trade Commission at
spam@uce.gov or report them at www.ftc.gov/complaint. You can
contact the FTC at www.ftc.gov/idtheft or 877-IDTHEFT (877-438-4338).
If you have been the victim of identity theft, see www.IdentityTheft.gov
and Pub. 5027.
Visit www.irs.gov/IdentityTheft to learn more about identity theft and
how to reduce your risk.

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

Addendum acknowledgment
________________________________________ acknowledges receipt of the following addenda:
Addendum Number & Date
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