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Charleston, WV25301 Charleston, WV 25301
-REQUEST FOR PROPOSAL-
Re: MaAILROOM EQUIPMENT Date: April 4, 2016
ID: 16-RFP-MAILEQP Fiscal Year: 2015-2016

Mandatory A Mandatory Pre-Proposal Conference will be held on Monday, April 25, 2016 at

Pre-Proposal  10:00AM in the Kanawha County Commission Courtroom located at 409 Virginia Street,

Conference:  East (Old Courthouse). Anyone interested in submitting a proposal must be in
attendance.

Bid Opening: Proposals must be received on or before Monday, May 2, 2016, at 2:00PM EST in the
Kanawha County Commission Purchasing Office located at 407 Virginia Street, East, 3
Floor, Room 229, Charleston, WV 25301 (PO Box 3627, Charleston, WV 25336)

~USE THIS FORM AS YOUR COVERPAGE FOR YOUR PROPOSAL"™

1. Proposals must be received in a sealed envelope with the date and time of time of
the bid opening clearly marked on the outside of the envelope.

2. Proposals must be signed in ink, showing all facts and the total amount of the bid (if
pertinent)

3. The Sheriff and the County Commission reserve the right to accept or reject, in part
or in whole, any bid submitted, whichever is in the best interest of the County.

N/A Installation, Maintenance, Service and Supplies - Mailroom Equipment
N/A Mail piece services

To the Sheriff of Kanawha County and the Kanawha County Commission: The undersigned on behalf of the entity, firm, company,
partnership, or other legal entity listed below offers on its behalf to the Sheriff of Kanawha County and the Kanawha County
Commission a proposal that contains all terms, conditions, specifications and amendments reflected in the Request for Proposal
issued by the Sheriff and Kanawha County Commission. Any exception to the terms contained in this Request for Proposal must
be specifically indicated in writing and are subject to the approval of the Sheriff prior to acceptance. The signature below certifies
that you read and understand the RFP and agree to comply with the requirements, terms and conditions contained in this Request
for Proposal issued by the Sheriff of Kanawha County and the Kanawha County Commission.

Vendor Authorized
Name: Signature:
Title:
Address:
Telephone & E-mail: Date:
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Kanawha County Sheriff's Office-Tax Division
Kanawha County Commission-Purchasing Division

KAMNAWHA

_ -REQUEST FOR PROPOSAL-
"~ MAILROOM
EQUIPMENT/SERVICES

LAl
iy
H

.

' SECTION |. — GENERAL INFORMATION

1.0 ' OVERVIEW | .

' The Sheriff's Tax Division maintains mailroom equipment consisting of a high-speed printer,

folder/inserter, and mail piece metering machine capable of printing, folding, inserting, and

metering a total of over 200,000 tax statements within a 10-day period. The tax statement mailing

is the largest job we have, and it is performed once a year at the end of June/beginning of July.

" We also print bulk certified mail totaling between 20-25,000 pieces in September and October of

each year. In addition, the mailroom equipment is utilized for preparing daily tax receipts, and
mailings for other elected offices of the County each day.

/ ' ~ ’ -
Current equipment specifications are based on performing the tax statement mailing in-house.
The second part of this RFP is to solicit bids for outsourcing this annual mailing to see if it is
economically cost ef‘fectwe, and if so, to lower our specnf‘ cations for mail piece throughput and

then purchase eqmpment based on the remammg in- house needs.

1.1 INQUIRIES
All mquurleslrequests for information regardmg this RFP shall be directed in wntmg or via e-mail
to the address/e-mail below:

L H. Allen Bleigh, Il CPA, Chief Tax Deputy
Kanawha County Sheriff's Office-Tax Division -.
409 Virginia Street East, Room 120
Charleston, WV 25301  *
-Or- : .
-aIIenbleigh@kénawhasheriff;us

Any correspondence related to this Request For Proposal must refer to the approprlate ID given
on the cover page of this document [16-RFP- MAILEQP]

1.2 AMENDMENT OF PROPOSAL )
If it becomes necessary to amend, clarify, or otherwise modify the original Proposal as issued on Monday, °
April 4, 2016, all participants in the mandatory Pre-Proposal Conference will be notified of any changes in

' MAILROOM EQUIPMENT/SERVICES RFP: 16-RFP-MAILEQP . 4
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1.4

15

writing. Receipt of said amendment may be acknowledged by signing, dating and returning a copy of the -
amended cover page, or by return e-mafl if the amendment is received via e-mail.

TIMELINE {All 'times shown in Eastern Standard Time-EST)

‘RFP.issue date Manday, Apri! 4, 2016 ‘ 8:00AM

Legal Publication ’ Monday, April 11™ and 18th '
Mandatory Pre-Proposal Canference Maonday, April 25, 2016 10:00AM
‘Deadline for submission of questions Wednesday, April 27,2016 12:00PM-Noon
Response to questions écompleted Thursday, April 28, 2016 4:00PM
Deadline to submit Proposal Manday, May 2, 2016 2:00PM
Evaluation completed Friday, May 6, 2016 ., 12:00PM-Noon
County Commission Meeting TBD 5:00PM -
Contract Award i’ Co TBD

*This timeline is subject to change due to scheduling conflicts or other extenuating
-circumstances. We reserve the right to amend the schedule, and to notify ail parties
who attend the mandatory Pre-Proposal Conference, in writing, of any changes in the
timeline. _ f . '

4

MANDATORY PRE-PROPOSAL CONFERENCE .
This conference will be held in the County Commission Courtroom on Monday, April 25, 2016 at

' 10:00AM. Theé Courtroom is located on the first floor of the old Courthouse, 409 Virginia Street,

East, Charleston, WV 25301. If you"inteﬁ_d to bid on‘this proposal, a representative of your
institution must be present at this meeting.. The representative should. be someone
knowledgeable about-the equipment/services provided by your organization in order to
ask/answer guestions during this meeting. Failure to send a representative to this meeting will
dfsqualifv .any institution from being conside}‘ed during the evaluation prbcess In the event

] materlal changes in the RFP are required as a result of this meeting, we. will dlssemmate
.appropriate information to qualifying institutions regarding the m_odlflca_tions. :

3

' CQMMUN_ICATION

In an effort to reduce any chance ‘of miscommunication respondents must designate .one (1)
person toc whom all future correspondence regarding this RFP may be sent. Contact information
will be exchanged during thefhan&ator\j meeting. You are specifically instructed NOT to contact
any elected official or government employees for meetings, conferences or technical discussions
related to this RFP other than thé contact provided-'below.. Ur}authorized contact with elected
officials or government personnel may result in the rejection of the vendor's bid. All
communications with the Government regarding this RFP shauld be directed'to:
- H. Allen Bleigh, |l CPA, Chief Tax Deputy

Kanawha County Sheriff’s Office-Tax Division

409 Virginia Street East, Room 120

Charleston, WV.25301

allenbleigh @kanawhasheriff.us

o 304-357-0290 | ;

- MAILROOM EQUIPMENT/SERVICES RFP: 16-RFP-MAILEQP ** o -5



16

~

WITHDRAWAL OF PROPOSAL . .

Any proposal may be W|thdrawn or modified prior to the submlssmn deadline date-Monday, May,
2, 2016. Withdrawal or modification of a bid shall be done in writing and signed by the
institution’s representatlve and must be received prior to 2:00PM, Monday, May 2, 2016.

. Facsimile or emall transmissions are not acceptable forms. of communication for this, purpose.

Your written natice of “No Bid” or & modification of an existing bid must be sent to:the following -
address: '

y - -

Physical Address ( For overnight delivery): ‘ © Mailing Address:

Kanawha County Commission Purchasing Office  Kanawha County Commission Purchasing Office

407 Virginia Street, East, 3" Floor, Room 229 P O Box3627~

=
~

1.8

1.9

-, 110

Charleston, WV25301., -, Charleston, WV 25336

PREPARATION COSTS
All costs incurred in the prepatation and presentation of a response to this RFP shall be the sole
responsibility of the, responding institution. Neither the Sheriff nor ,_the County Commission

. assumes any ﬂna_ncial liability for any costs Incurred as a result of responding to this RFP,

PUBLIC RECORD .

All documents received by the Sheriff and/or Kanawha County will.be he!d in.confi dence until a
contract has been awarded, or termination of the original Proposal-whichever occurs fi rst. Once
a contract has been awarded, or the Proposal terminated, all.docqmentation directed to the.
Sheriff or Kanawha (founty will become the property of the Sheriff and the Kanawha County
Commission. As such, these documents will be subject to the Freedom of Information Act.

TERMS OF CONTRACT

1

- Any contract awarded as a result of this RFP will be based upon a term of one- year (twelve
months), with renewable options for three.ad‘dltional one-year (twelve month) periods. Contract

reneWaI"must be evidenced in writing on or before the renewal date. The vendor ‘will be
responsible for preparing and compléting the renewal option document. If the original contract
expires before a renewal option is signed, the contract as stated will continue tg'act_ as t'h'eigui(’i'ing ’

_documeht.’ Thé-Sher_iff and/or the véndor may terminate the existing contract in writing by

delivering said written notice of termination to the other party in the contract thirty (30) days
prior to the anticipated cancelation date. If no renewal optian i$ prepared and signed, and neither

‘party terminates the contract, both parties agree that the contract will continue as writtef with

no modification until the next anniversary/available renewal period.

CONTRACT NEGOTIATION
The: Sheriff reserves the right to negotiate: with the vendor durlng the renewal period optlon(s)
Vendors must specify which-components of their proposal are subject to annual price changes

'that may occur upon renewal, and provide projected chan_ges .th'la't are likely to-occur-during the

i | MAILROOM EQUIPMENT/SERVICES RFP: 16-RFP-MAILEQP ‘ 6
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1.12

1.13

three-year renewal period. If projectioné are not feasible at this time, the vendor must provide a
description of the methodclogy used to determine the changes in contract pricing. Any changes’

. to the original contract must be made in writing, and must be made part of the renewal option

daocumentation.

PROPOSAL EVALUATION
The proposals will be evaluated by the Chlef Tax Deputy. The evaluatlon process will consider,
but not be limited to the following:
a.  Does the proposal in question provide a compiete response to the requirements of the.RFP?
b. Does the equipment proposed by the vendor provide the necessary ‘configurations,
. capabilities and features required/requested in the RFP? -
c.  Will the vendor provide the best service to the Sheriff and County?
d. Cost-How da the products/servlces offered campare to each other?
Once all submission have been reviewed, the Chief Tax Deputy will make a recommendation to the Sheriff
and County Commission, and the final decision to approve any agreement will be made by the County
Commission during a public meeting of the County Commission. Notice of the meeting will be provided to
all who attend the mandatofy pre-bid conference.
)
RIGHT OF RESERVAYION
Notwlthstanc[ing any other provision of this. Request For Proposal, the Sheriff of Kanawha County,
and the Kanawha County Commission expressly reserves the right to:
_a. Waive any immaterial defect or informality; or,
b.. Reject any or all proposals, or portions the;eof; or,
c. Reissue a Request For Proposal; or
d. Unless the vendar states otherw15e, the Sheriff reserves the right to award by individual line
item, by group’of line items, or as a whole whichever is deemed most advantageous to the
Sheriff and County. If the vendor’s offer is an “all or nothing” offer, it must be so indicated
on the offer sheet.
\
VENDOR REGISTRATIONIPAYMENT OF AD VALOREM TAXES:
It Is the policy of this County that all vendors or potential vendors must be registered with the
Kanawha County Purchasing Division. The appropriate form has been included with this RFP and
is listed as Appendix | - Vendor Registration Farm. If you are not a registered vendar, or if you
are unsure about your status, please complete the form and submit it along with your response.
In addition, we will refuse to conduct business with any entity that owes delinquent ad valorem
taxes to this County. if you are unsure about your tax status, please contact the Kanawha County
Sheriff’s Tax Office at 304-357-0025 to revjew youf account(s).

SECTION Il. - SCOPE OF SERVICES -

20

OVERVIEW
There are a total of six (6) elected affices that utilize the mailroom equipment in some capacnv
The Sheriff's Tax Division is the main user and point of contact for service and maintenance -

_ related issues. Equipment specifications are limited to our space restrictions. All of the

MAILROOM EQUIPMENT/SERVICES RFP: 16-RFP-MAILEQP - ' 7



-
products réquesied in this RFP (i.e.-printer, foldejr/inserter, and mail meter) must fit in a room
that has usable space roughly equivalent to 12'x20". Presently there is no access to 220V outlets
in this room, so you will need to specify any special power requirements that your equipment .
rﬁay need to function. The main purpose of the mandafory pre-bid conference is to ensure
everyone views our current configuration and understands the restrictions of our space.

In.order to better understand our needs, the following table depicts our major jobs, the quantity
of mail piece throughput, and the time frame involved in the process:

Job No. of pieces Preparatory time Deadline

.Annual tax statements 200,000 10 days July 15™
.Assr.-Personal Prop. mailing 2,000 1 day (meter only) luly, early Aug.
Business Certifieds 3-4,000 5 days September 15"
Delin. Real prop Certifieds 15,000 5'days Mid-October -
Co Clerk-Notice to Redeem 5,000 .| 5-days : December

Notice to Redeem-Certified 5,000 5 days December
Assr-Buinsess Assessment Letter | 10,000 2-3 days Mid-December
Assr.-10% Notice —real property | 10,000 - | 2 days | January 15th.

g Delin. Homestead Reminders 1,000 . 1 day Mid-June

Miscellaneous : <=2 500 Daily N/A

21 INDIVIDUAL JOB DESCRIPTIONS
-2,1,1 ANNUAL TAX STATEMENTS .
The annual tax statement mailing consists of a 'colorizgd 8 % x 11 double-sided, three-part
. form that is inserted into a standard #10 window envelope along with a #9 return
envelope. A sample of the tax statement is provided in the “Forms” Section at'the end of
this document, and is listed as Form #1.

The Tax Office receives an electronic upload file from the County Assessor as early as mid-
May and sometimes as late as the beginning of June. This file is then processed by our
Tax System vendor and uploaded to our, network. Once the file is in our hetwork we can
generate as ASCII file for statement preparation that must then be parsed to extract
statements that are mailed to escrow agents and large voli:_rne.taxpayers. Currently we
utilize the services of a third party vendor to parrse the fite and prepare it for mailing.

The statement file is sent to our Planet Press server and merged with our tax statement
form, and we use this software to print our stéteme_nts'in—house‘. We work roughly 24
hours a day for ten {10) days to print, fold, insert, stuff, and meter approximately 195,000
tax statements. All statements must be ready and sent to the Post Office no later than

- © July 15" of each year. e

N
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-2.1.2  BUSINESS CERTIFIEDS
State law requires the Sheriff to mail a notice of delinquency to each business in the
- county who has not paid their current.year personal property tax by September 15™ of
each year. A copy of this form is included in the Forms sectlon of thls document as Form
#2. - ; o

This certified is a: one-sided; colorized, 8 % x 11 form. We utilize the e-return feature for
~ signature- verlflcatlon and we scan in any returned pieces into our document |maging
‘software. Similar to the tax statement process there is a digital file produced by our tax
system that-we then process through Planet Press to create our letter. Each letter is
_inserted into a special envelope'that has the green “Certified” natice pre—brlntéd .‘Ol'_l the
envelope. From file creation to end mail piece ready for delivery to the Post Office-we
 allocate about five business days. We print roughly 5,000 letters on average each year,
and we are reguired to have the mailing done no later than September15™.

2.1.3 DELINQUENT REAL PROPERTY CERTIFIEDS -
State law requires the Sheriff to mall a notice of delinquency to each taxpayer in the
':county who has not paid their real estate taxes 30-days prior to the start of the annual -
~ Sheriff'stax lien sale. The actual date varies by year based upon calendar movement, but
- it generally occurs in mid-October. A copy of th:s form s, included. In the Forms sectnon of
this document as Form #3

This certifi ed is similar to the business certified only the language is modified in're!ation '
to this matter.' The volurme is a bit hlgher hetween 13 000 to15,000 letters. This manlmg .
must be sent to the post office no later than 30-days prior to the start of the Sheriff's sale
in November. We also utilize the “electronic-return receipt” feature for this certified
ma'lling, and we scan in any returns like we do for the business certified mailing,
2.1.4 -COUNTY CLERK-NOTICES TO REDEEM *

' Each year, the County Clerk must mail notices on behalf of tax Inen purchasers. One copy
is mailed as regular first-class mail, and a second copy i§ sent via certified mail. ‘Letters
‘are prepared using an Access database. The certified mailing is done by the Couhty Clerk
using a stand alone program;the Sheriff provides a standard letter, and the Clerk prepares
the certified ‘piece.f-or mailing, then the plece.is metered for delivery to the Post Office.
‘The number of pieces varies by year, but on average there are approximately 5,000 |etters

. that must be sent using both forms of mailing.

2.15 ASSESSOR'S BUSINESS LETTER ;
This s amulti- -piece malhng with return envelope that the Assessor sends to all bus:nesses
in the county. There is no specific statutory deadiine; but the mailing usually takes place
in'mid-December and it normally. has around 10,000 recipients.

MAIL"ROOM EQUIPMENT/SERVICES RFP: 16-RFP-MAILEQP : 9
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2.1.7

218

ASSESSOR'’S 10% NOTICE
The Assessor is required to send notice te anyone in the county whose taxes have

. increased 10% or more from the prior year. The total number of pieces varies based upon

the required stipulation for mailing-an increase of 10% or more in tax resuiting from an
increased assessment. On éverage, the Assessor mailed ]:0,000 pieces during the past
several years. This is a simple one-page letter. '

HOMESTEAD DELINQUENCY REMINDER ,

Every year the Tax Office mails reminder notices to all unpaid current year real estate
taxpayers who have a homestead exemption. This is a courtesy notice, so the':r‘e is no
official deadline, but notice is usually sent to correspond - with the annual lien sale and
provide taxpayers with sufficient notice to pay the amount due prior to any enforcement
action against their unpaid real estate tax.. This is a one-page letter and usually does not
exceed 1,0006ieces.

MISCELLANEQUS USES - ' _

In addition to the above referenced major uses, the intended equipment must ‘also
produce daily tax receigts. The daily volume is cycfical with the heaviest productivity
being generated around the first-half discount (September 1%) and second-half discount
(March 1%). The one-page receipt volume may be as high as 2,500 pieces daily to almost
none during waning period‘s,of collections. There may be other small mailings that take
place for various offices of the county, but all of the major uses have been indivigiuallv
defined. :

PART | - ITEM NO. 1: INSTALLATION, MAIN.TENANCE, SERVICE, AND SUPPLIES-MAILROOM EQUIPMENT

SECTION Ili. - EQUIPMENT OVERVIEW AND EXPECTATIONS

SUMMARY OF EXISTING EQUIPMENT

We currently utilize a Pitney Bowes DI950 folder/inserter, a Pitney Bowes Connect+ 3000 mail
meter, and a RISO Comcolor 7050 that is cépable of generating 150 pages per minute. It'is qléo
capable of printing in color and it does not use heat to set the ink which means the output paper
is better suited for submission to the folder/inserter direct from the printer. The combination of
equipment can print, fold, insert a one-page form with return envelope, and meter said mail piece

3.0

3.1

3.2

' _running two consecutive 8/9 hour periods {roughly 16 to 18 hours per da\,}) for 10 ten days, The

total output during this period is approximately 200,000 mail pieces.

'EQUIPMENT REQUIREMENTS

. All proposed equipment must meet or exceed the production level reflected in Section 3.0 above.

EQUIPMENTIPRQ.IECT DELIVERABLES -

0
New, not remanufactured or refurbished equipment;
Maintenance agreement, including preventative maintenance;

MAILROOM EQUIPMENT/SERVICES RFP: 16-RFP-MAILEQP I ; 10



3.3

. _ . Training for Sheriff’s/County office staff

.. Response time for maintenance calls {by a certified technician) of four (4) hours or less

during normal hours of operation {8:00am-5:00PM)-Provide explanation of how you will
respond within required timeframe (i.e.-phone call, site visit, etc.);

. Response time of two {2) hours or less during the tax statement processing periad, June
.25th through July 14"™; Explain how you will respand within requiired timeframe;
. All equipment must meet current requirements of’ the US Postal Service, with the )

capability of accepting hardware/software/firmware modiﬂcations' to accept future
requirements; '
Must be capabl‘e of accehting a multi-user, multi-account system that will allow for-entrv
of project specifications to perform repeatable jobs and account for postage use for each
account separately; _

o Timely preventive maintenance schedule/contract;

* . Provide guidance, technical expertise and assistance in regard to United States Postal
Service regulations, mail piece design, and current and future regulations;

. Quarterly review of equipment performance with vendor representative and Sheriff’s
Office staff to provide input/feedback on the account- who is responsible for equipment
fallure? -

.. Guarantee equnpment mstall/operatlon and staff training by.lune 15, 2016.
!
EXPECTATIONS . ) v

The vendor/successful bidder is expected to provide quality equipment, superior maintenance
and expert advice relating to mail piece production and postal requirements. The goal should be

.to.develop a value added relationship that resuits in the continuous preservation of the most

comprehensive, efficient and cost-effective equipment possible.
. «” 3 . . -~

The vendor will be responsible for all costs rele;ed to the.pick-up and delivery of any equipment
to the appropriate location upon expiration or termination of the agreement. The county cannot

.commit an appropriation of funds beyond a twe_ive {12} month period of time. A normal contract -

of this type will contain an appropriation ciause that contains language specific to a twelve-month
commitment renewable for additional perlods wnhout reissuance of an RFP for a def:ned penod
of time, equnvalent the length of the lease.

if the vendor intends to contract wnth a third-party to perform any service of any type, you must
|nclude the.County: and Sheriff in any such agreement as a third party beneficlary with rights to

- enforce the agreement without jomder of the vendor/successful bidder, which must be in a form

1.

acceptable to the County and Sheriff.

PART [i — ITEM NO. 2: MAIL PIECE SERVICES
SECTION IV-MAIL PIECE SERVICE (OUTSOURCE TAX STATEMENT PRINTING/ MAlLlNG)

4.0

GEN ERAL STATEMENT ) '

MAILROOM EQUIPMENT/SERVICES RFP: 16-RFP-MAILEQP ' 11



4.1

4.2

item No. 2 is a separate quote, and is mutually exclﬁsive to Item No. 1. You may bid on one or
both, but different vendors may be chosen for each item. The intent of ltem No. 2 is to determine

" -if outsourcing the tax statement mailing is cost-effective and if so can we reduce the required

equipment specifications with the intent of lowering costs.

SERVICE/PROIECT OVERVIEW
As previously mentioned, the Sheriff's Tax Office is responsible for generating and mailing tax

‘statements each year. Due to control issues and the cost-effectiveness of utilizing in-house

equipment/labor, we have not sought to outsourte the printing and mailing of tax statements.

\_Ne'wo'uld like to solicit services to generate, pre-sort, and mail our annual tax statements. Qur
county annually pro'duces approximately 195,000 individual tax statements: Due to technical and
logistical limitations we mail each statement individually, and during the past two years we did
not attempt to pre-sort the mailing. State law does require that: statements be sent as f|rst-c!ass
mail. There is no-prohibition against sorting or parsing the list to update the address combine -
statements for the same individual at the same address, and/or pre-so'rting the mail to reduce .

‘overall costs.

SERVICE/PROIJECT DELIVERABLES

. Accépt an ASCII file containing tax statement.information and utilize said digital content to

verify proper mailing addresses, generate a prescribed tax statement based on the file 'pre—
sort and barcode the fina! mall piece and guarantee delivery of the same to the USPS on .Iuiy
14" of each year;

*  Written agreement specifying the timeline necessary to meet project goals and objectives and
'spemfymg penalties for failure to meet these goals; )

'+ Provide technical services necessary to meet project. goals and objectives,

* Post-mailing process review of undeliverable addresses and evaluate means of improving
deliverability; and ‘ ‘ .

* Generate a quote that reduces the cost of providing this service to a per-piece cost: such that
we can easily calculate the overall service cost as product of the total number of statements
times the per-piece cost. ° '

4.2.1 DIGITAL FILE USED FOR TAX STATEMENT PROCESSING S

A copy of the digital file used to generate tax statements for the 2015 tax year will be -
provided with this RFP. If you do not receive this file you can cbntact Sarah Chapman, IT
“Administrator-KCSO Tax Division at sarahchapman@kanawhasheriff.us for a copy.of the

same.

SECTION V - RFP INFORMATION

5.0

CLARIFICATIONS REGARDING THIS RFP

- MAILROOM EQUIPMENT/SERVICES RFP: 16-RFP-MAILEQP - ' 12



The.County and/or Sheriff has the righf to modify and make any clarifications to'this RFP and will .
post such modifications or. changes an the County's website at www.kanawha.us under the
Purchasing directory. A copy of any changes to this RFP will also be provided to anyone who
attends the mandator\v pre-bid conference. '

5.1 - RESPONSE éONTENTIFORMAT I ) . .
Proposals must include the RFP Cover page provided as page two of this document, signed and

completed as requested. Your proposal should be divided into a response for item No. Landa -

separate response for tem No. 2. You do not have to bid on both items. If you are only providing

a response for one item and not the other please indicate your decision for “No Bid.” Other

ITEM NO. 1-

required information is as follows:

Provide. a technical proposal including pertinent information relating to the proposed

equipment/service including the method used to-account for multiple users and postage

accounts;

Provide costs for a three {3), four (4), and five (5} year lease agreement or other
arrangement if available, also note any option to purchase, if any at the end of the lease
term. Also, prowde information relating to who is responsnble for property tax, if any on the
leased equipment;

Proposed implementation plan and timeline for the same;

Any required resources expected of the County/Sheriff in order to implement the
equipment/service; , : \

List of key account members/points of contact including phone numbers, email, etc:;

List of like organizations that utilize the equipment being proposed in addition to at least one
organization that we may use as a reference and/or potential site visit i'f necessary;

List of any proposed sub-contractors and thelr purpose; '

A description of how our account will be serviced, and the location of the office responsnble
for our service;

Information relatlng to the training location and schedule, limit on the number of users you

can/wﬂ[ train, and cost if any related to the training;

List any optional features/capabllltles or suggestions that would i |mprove the fUﬂCthﬂahtV of

our operations, in addition to it's cost if any; .

Explain your Iwarrapty/gqarantee polllcy on the proposed equipment, any. additional
expenses related to warranty, and who handles any potential claim;

Provide a summary feature list for each product proposed, including but not necessarily

limited to: feeder capacity, output per hour-productivity speed, output tray capacity, cost’

per page (printer ink), total number of inserts/sheet capacity per piece, when did the
proposed eguipment become available to the market, how many unlts are in service
currently, how many technicians are certified to work on the piece of equ1pment and where
are they located; ‘ '

MAILROOM EQUIPMENT/SERVICES RFP; 16-RFP-MAILEQP ) ' ' 13



» List the consumable supplies for each proposed piece of equipment (if'any), its cost, and the

quantity/estimated'lifg expectancy,etc. for each item; and
» Do you have a customer satisfaction policy, and if so please provide details about this policy?
ITEM NO. 2- , L _ _

*  Provide a cost proposél‘th'at will aliow the Sheriff's Tax Office to submit a digital file to the
vendor for the purpose of having the vendor verify address mforrnatnon, print, msert pre—
sart, and mail the. annual tax statements; . '

* ' Develop a proposed implementation plan and timeline for the same;

». List requirements/resources expected from the Sheriff in order to implement the service;

= Explain how the vendor will,pro';fide operation guidance and advice in order to provide the
" most cost effective solution and compliance with postal regulations.

= Provide a sample contract-that mcludes penalties for failure to meet the required mallmg

deadline of july 14™. :

52 RFP SUBMISSION INSTRUCTIONS
You must submlt four (4) hardcoples of your proposal, in addltuon to any attachments related to

your proposal. All submissions must be sent directly to:

Physicalr Address_( For overnigt_\t delivery): Mailing Address:

Attn: Jerie Whitehead, Purchasing Director T Attn: Jerie Whitehead, Purchasing Director

* Kanawha County Commission Purchasing Office | Kanawha County Commission Purchasing Office
407 Virginia Street, East, _3'd Floor, Room 2_29 P O Box 3627 : '
Charleston, WV 25301 ' Charleston, WV 25336 -

- ¥

. All submission must be received in Purchasing no later than MONDAY, MAY 2, 2016 at 2:00pm..

53 SUPPLEM ENTAL FORMS :
The County Commission requures all vendors to complete the attached (Appendix - I) “Vendor
Registration Form.” You must also sign.the Competitive Bidding Statement included in Appendix
i | A

FINIS

. MAILROOM EQUIPMENT/SERVICES RFP: 16-RFP-MAILEQP 14

v



AlsPENDIX Il - COMPETITIVE BIDbING STATEMENT

By signature below, the Offeror certifies that:

a The submission of their offer did not involve collusion or anti-competitive practices;
b. The Offeror has not given, offered to give, nor intends to give any economic opportunity,
future employment, gift, loan, gratuity, special discount, trip, favor, or service to a public
servant in connection with the submitted offer;
¢. The Offeror acknowledges that failure to sign this document, or signing it with a false
- pretense shall void the submitted offer or any resulting contracts, and the Offeror may be
barred from future competitive biddiné.with_the Sheriff’s Office/County.

Name of Company

Signature of Representative/T ii_:le_ . ‘ Date

MAILROOM EQUIPMENT/SERVICES RFP: 16-RFP-MAILEQP : 15



KANAWHA COUNTY STATEMENT OF TAXES DUE

PROPERTY TYPE ACCOUNT NO. YEAR TICKET NO. RATE ciass|  ASSESSMENT S ey HALF YEAR TAX
REAL 06026061 2015 8 1.122800 7 89460 69460 389.95
PROPERTY DESCRIPTION
2-14/100A SURF PT LT 4 R C
SHAMBLIN PART BIG SANDY HOMESTEAD EXEMPTION
TAX USAGE FOR DISTRICT
01-BIG SANDY
STATE 3.47
COUNTY CURRENT 198.66
COUNTY EXCESS 84.60
SCHOOL CURRENT 263751
ABBOTT LECTA LIFE (NEW OWNER) SCHOOL EXCESS I 209.21
e scicos. o
MUNICIPAL CURRENT
MUNICIPAL EXCESS
Other Total 14 .45

MAP/PARCEL: 6 0056 0000 0000
RETAIN THIS SECTION FOR YOUR RECORDS

PAYMENT SCHEDULE - SECOND HALF / FULL YEAR

NAME ACCOUNT NO.| YEAR TICKET NO.

IF PAID BY: 2ND HALF FULL YEAR DISTRICT PROPERTY TYPE
MARCH 1, 2016 380.20 787.70 01-BIG SANDY REAL
MARCH 31, 2016 389.95 797.45

IF TOTAL DUE IS NOT PAID BY APRIL 30TH, IT WILL BE PUBLISHED AS REQUIRED
APRIL 1, 2016 389.95 800.37 BY LAW WITH FEES ADDED
APRIL 30, 2016 392.87 803.29

FIRST HALF PAYMENTS CANNOT BE MADE AFTER APRIL 1ST.

THE TOTAL DUE MUST BE PAID AFTER THIS DATE.

THIS STATEMENT IS FOR TAXES ASSESSED ON PROPERTY YOU OWNED ON JULY 1 OF THE PRECEDING YEAR.
TAXES ON PROPERTY YOU OWN THIS JULY 1 WILL BE BILLED NEXT YEAR. PLEASE BRING ANY DISCREPANCIES
TC THE ATTENTION OF THE COUNTY ASSESSOR.

PLEASE REVIEW THIS STATEMENT CAREFULLY.
You are responsible for any change of address, and
subsequent notice of such change to the Sheriff and
Assessor. Make sure that the address shown on this
statement is correct. f your address has changed,
please make the necessary corrections on the space
provided on the reverse of this document.

MAP/PARCEL: 6 0056 0000 0000

PAYMENT SCHEDULE - FIRST HALF / FULL YEAR

NAME ACCOUNT NO.| YEAR TICKET NO.

IF PAID BY: 1ST HALF FULL YEAR DISTRICT PROPERTY TYPE
SEPTEMBER 1, 2015 380.20 760.40 01-BIG SANDY REAL
SEPTEMBER 30, 2015 389.95 770.15
R i o any s o e

. 3 1
HOVEMBER 50,8 2019 Ll 7780 subsequent notice of such change to the Sheriff and
DECEMBER 31, 2015 398.72 778.92 Assessor. Make sure that the address shown on this
JANUARY 31, 2016 401.65 FRI .85 statement is correct. If your address has changed,
FEBRUARY 28, 2016 404 .57 784 .77 please make the necessary corrections on the space
MARCH 1, 2016 407.50 787.70 provided on the reverse of this document.
MARCH 31, 2016 407.50 797 .45 TEAR OFF AND RETURN THIS PORTION WITH YOUR PAYMENT IF YOU

THIS STATEMENT IS FOR TAXES ASSESSED ON PROPERTY YOU OWNED ON JULY 1 OF THE PRECEDING YEAR.
OWN THIS JULE‘I"'SAS\:‘RLLL BE BILLED NEXT YEAR. PLEASE BRING ANY DISCREPANCIES

TAXES ON PROPERTY YOU

TO THE ATTENTION OF THE COUNTY Al

Iz

ARE PAYING EITHER THE FIRST HALF OR THE FULL YEAR TAXES.
PLEASE CIRCLE THE AMOUNT PAID

MAP/PARCEL: 6 0056 0000 0000




VISIT US ON THE WEB: www.kanawhasheriff.us
Pay by phone: 1-800-428-2937
PAYMENT LOCATIONS: You may pay taxes at the following Kanawha County Sheriffs Office Locations:

Kanawha County Courthouse - Room 120 (304) 357-0210 'Elkview Detachment: {304) 965-7075
Cross Lanes Detachment: {304) 776-7565 , o Chelyan Detachment: (304) 595-6470
‘Sissonville Detachment; (304) 984-0006 i St. Albans Detachment: (304) 722-4912

ASSESSMENT: This statement is for taxes assessed on the property that you owned on July 1 of the preceding year, Taxes on property that you own this July |
will be billed next year. If you believe there [s any discrepancy in the assessed value or classification af yaur property, you should contact the Kanawha County
Assessor's Office at (304) 357-0250.

CLASSIFICATION OF PROPERTY: The classification of your property significantly affects the amount of taxes that you pay. For the purpose of levies, property -
Is classified as follows: ‘

Class |I: All property owned, used and occupied by the owner. exclusively for residential purposes; All farms, including land used for horticulture and grazing,
oceupied and cultivated by thelr owners or bona fide tenants;

Class IlI: All real and personal property sltuated outside municipalities, exclusive of Class 11; C -
Class IV: All real and personal property situated inside municipalities, exclusive of Class 1.

DISCOUNT: T. yers receive 2 1/2 percem discount on the first half installment if paid on or before September 1. Thts discount is alsc applied to the seoond
half installment If paid on or before the following March 1. Postmarks are observed as time of payment. \

DELINQUENCIES: The first half Installment becomes delinquent if not pald before October 1. The-second half installment becomes delinquent if not paid before
the following April 1. Taxes remalnlngﬂ‘un ald on April 30 will be subjp ect to publication. If publication oceurs, additional fees will be charged Delinquent real
estate laxes are subjected 1o the Sh ax Lien Sale if not redeemed before the date of the sale.

Businesses with Delinquent taxes will not be able to renew business licensa until the taxes are paid.

INTEREST: If taxes are not paid on or before the date on which they become delinquent, mc!udlng both first and second installments, interest at the rate of nine
percent per annum shall be added from the date they become delinquent untii they becorme paid.

- PAYMENTS MADE BY MAIL SHOULD BE SENT TO THE ADDRESS LISTED BELOW.

A ' . '
Please make checks payable to: Kanawha County Sheriff
Please do not remit dog tax payments to the Sherlff. Dog ‘téxes must be pald to the Assessor.

PLEASE INDICATE ANY ADDRESS CHANGE BELOW.

] ]

KANAWHA COUNTY SHERIFF'S OFFICE
TAX DIVISION

400 VIRGINIA ST E RM 120’
CHARLESTON, WV 25301-2595 ‘

Ill.IIIIIIIIil"l"llllll"llIll!lllIIII"IIlllllllllllllllllll

' ,
. PLEASE REVIEW THIS STATEMENT CAREFULLY.

if you feel that there is an efror with the assessment of your propertly, please contact the County Assessorls office
-immediately. You can contact them by calling 304-357-0250, or via e-mail at a assessor@kanawha.us. W. Va. Code
§11-3-27 imposes strlct deadllnes for correcting errors.

PLEASE INDICATE ANY ADDRESS CHANGE BELOW.

KANAWHA COUNTY SHERIFF'S OFFICE" ‘
TAX DIVISION '
409 VIRGIN!A ST E RM 120

CHARLESTON, WV 25301-2595 ’
B 91 1 1P ([ Y [ T R P I S A A




KANAWHA COUNTY SHERIFF
TAX DIVISION

409 VIRGINIA ST E RM 120
CHARLESTON, WV 25301-2585

ITIﬂh A003-. 13051 031k 725k
ELECTRONIC RETURN RECEIPT REQUESTED

A & RO CONTRACTOR CORPORATICN
PO BOX 73 )
EVA, TN 38333-0073

NOTICE OF DELINQUENCY
. REAL ESTATE TAXES
Dear Taxpayer:

This is to notify you that West Virginia law requires the county sheriff to sell, at auction, tax
liens on any land for which taxes are delinquent. This sale will commence at the Kanawha
County Courthouse on Monday, November 16, 2015 beginning at 9:00am and will continue each
day untit 4:00r>m, until alt property has been offered for sale. Accordingly, the tax lien on your
real estate will be sold at auction unless payment is made prior to such sale. You may avoid
such action by immediately remitting the total amount as stated in the payment schedule below.
BEGINNING FRIDAY, OCTOBER 30, 2015 PAYMENT MUST BE MADE BY CASH, MONEY
ORDER, OR CASHIER'S CHECK. IN_ ORDER TO AVOID THIS SALE, PAYMENT MUST BE
RECEIVED IN THE SHERIFF'S TAX OFFICE BY THE CLOSE OF BUSINESS ON FRIDAY,
NOVEMBER 13, 2015. The last day to pay by credit card for 2014 real estate is Friday,
November 06, 2015. (Do not send cash through the mail) If you have questions about
delinquent real estate taxes, please call the sheriff's tax office at (304) 357-0210. .
All detachments will be closed during the sale. ’

Thank you,
Kanawha County Sheriff's Tax Office

KANAWHA COUNTY SHERIFF’'S OFFICE

CERTIFIED NUMBER -

CERTIFIED NOTICE ; | 719 9003 1051 031k 725k |
TAX YR TICKET NO. PERSON CHARGED WITH TAXES
2014 35172 A & RO CONTRACTOR CORPORATIC
PROPERTY DESCRIPTION . ' ’ ' )
LT 46 HUMPHREYS ADN ’ .
GLOVER 503 MAP REF: 12 14 0102 0000 0000
' Amount due if redeemed before sale
In October: 1,781.00
_ In November: 1,792.97
MAKE PAYMENT TO: ' '

KANAWHA COUNTY SHERIFF : . L
409 VIRGINIA ST., E. ROOM 120 :
CHARLESTON, WV 25301

200001 PLEASE RETURN THIS COPY WITH YOUR REMITTANCE -www.kanawhasheriff.us
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'KANAWHA COUNTY SHERIFF ., '
TAX DIVISION i '

409 VIRGINIA 5T E RM 120 . .

CHAPLESTON, WV 25301-2595

7196 9003 1051 03Lb 725k
ELECTRONIC RETURN RECEIPT REQUESTED

A & RO CONTRACTOR CORPORATION
PO BOX 73 "
EVA, TN 38333-0073

NOTICE OF DELINQUENCY _
_ . - . REAL ESTATE TAXES i
Dear Taxpayer:

“This is to notify you that West Virginia law requires-the county sheriff to sell, at auction, tax
liens on any land for which taxes are delinquent. This sale will commence at the Kanawha
County Courthouse on Monday, November 16, 2015 beginning at 9:00am and will continue each

~ day .until 4:00Fr'n, until all property has been offered for sale. Accordingly, the tax lien on your
real estate will-be sold at auction unless payment is made prior to such sale. You may avoid
such action by immediately remitting the totai amount as stated in the payment schedule. below.
BEGINNING FRIDAY, OCTOBER 30, 2015 PAYMENT MUST BE MADE BY CASH, MONEY
ORDER, OR CASHIER'S CHECK. IN ORDER TO AVOID THIS SALE, PAYMENT MUST BE
RECEIVED IN THE SHERIFF'S TAX OFFICE BY THE CLOSE OF BUSINESS ON FRIDAY
NOVEMBER 13, 2015. The last day to ﬂay by credit card for 2014 real- estate is Friday,
November 06, 2015. (Do not send cash through the mail.)- If you have questions about
delinquent real estate taxes, please call the sheriff's-tax office at (304) 357-0210.

All detachments will be closed during the sale..
o - Thank you, ~
Kanawha County Sheriff's Tax Office

»

KANAWHA COUNTY SHERIFF’S OFFICE

| . . CERTIFIED NUMBER .
CERTIFIED NOTICE | 7194 9003 1051 031k 725k |
‘TAXQFI JICKET NO. PERSON CHARGED WITH TAXES
2014 35172 - A & RO CONTRACTOR CORPORATIO
PROPERTY DESCHIPTION * ‘
LT 46 HUMPHREYS ADN
MAP REF: 12 14 0102 0000 0QOOO

GLOVER 503
‘ Amount due if redeemed before sale

In October: 1,781.00
in November: 1,792.97

MAKE PAYMENT TO:
KANAWHA COUNTY SHERIFF
409 VIRGINIA-ST., E. ROOM 120
CHARLESTON,; WV 25301

200001 ' p R PLEASE RETURN THIS CO_PY’ WITH YOUR REMITTANCE www.kanawhasheriff.us



KANAWHA COUNTY SHERIFF’S OFFICE

Treasurer |
Jonathan D. Rutherford” g “SE . ~* H. Allen Bleigh, 1, CPA
Sheriff N Chief Tax Deputy
‘(f'ﬂ’\
DYE JACKR &
PO BOX 1084

CLENDENIN WV 25045

* Juné 16, 2015

Re: 2014 Real Property Tax Delinquency Reminder
Tax Account #06007858; Ticket # 1586

Dear Taxpayef: . (

You are receiving this letter because your account is tagged with a Homestead
Exemption. We are providing this courtesy reminder in the event you did not realize you
owed taxes for 2014 or you forgot to pay the second-half tax. Please remember that the
Homestead Exemption only covers the first $20,000 of assessed valué. Any assessment
over this value is taxable. . . '

The 2014 tax due on the above referenced parcel is $296. 85 ~This amoiint is only valid
until June 30, 2015. Interest accrues monthly on any unpaid delinquent tax. If you

+ cannot pay before June 30, 2015, you may contact our office. by calling (304) 357 0210
to determine the correct amount due. Pléase note that additional fees will be added in -
October for mailing of certified delinquent notices as required by law.’

Also, each November, the Sheriff is required to conduct an .annual sale by auctiorn: of all
delinquent real property tax liens. Therefore, if this delinquent account is not paid prior
to the date of sale, the underlying tax lien will be sold at auction to the highest bidder. To:
avoid sale, you must pay the lota.l amount of tax due no later than Friday, November 13;
2015 at 5:00 PM. -

y Sincerely,

. | -Ms’%ﬂw

Jonathan D. Rutherford \
Shenff/Ex-Ofﬁcno Treasurer :

1



. KANAWHA COUNTY
RECEIPT FOR TAXES AND FEES PAID

-

Kﬁg%\w@ gSUNTY SHERIFF'S OFFICE COUNTY TAX YEAR TICKET NO.
K | .
409 VIRGINIA ST E RM 120 KANAWHA 2005 150
_ CHARLESTON, WV 25301-2595 DISTRICT AGCOUNT NO.
\ 01-BIG SANDY 0'74_90930
‘ RATE  |ouass ASS@N‘T ASSESSMENT LESS TAX (1/2 YEAR)
. 1.199400] 2 '« 9720 49720 298.18
BEIRNE JAMES M & : ‘Pﬂ
JOYCE KAY
POBOX 706 . A\ C) . ‘ 1LOJ£A-R 298.18
CLENDENIN, WV 25045 N _
: \/ LESS 2 1/2% DISCOUNT ' 7.45
DESCRIPTION \ G PLUS 9% INTEREST PER ANNUM 11.18
79/100A BELOW QUEEN SHQM\) » :
0 ADVERTISING AND RECEIPT FEES .00
AMOUNT COLLECTED . 600.09
. PAYMENT FOR DEPUTY
F"ULL "YEAR PAYMENT REAL PROPERTY PAID: 02/01/2006 SCC

PLEASE EXAMINE YOUR RECEIPT CAREFULLY AND BE SURE IT COVERS ALL REAL ESTATE OR PERSONAL PROPERTY.

ASSESSMENT: This statement is for taxes assessed on the property that you owned on July 1 of the preceding,year. Taxes on property that you own
this July | will be billed next year. If you helieve there is any discrepancy in the assessed value or classification of your property, you should contact the

Kanawha County Assessor’s Office at {304) 357-0250.

CLASSIFICATION OF PROPERTY: The classification of your

property is classified as follows:

property significantly affects the amount of taxes that you pay. For the purpose of ievies,

Class I: All ible parsonal proy employed exclusively in agriculture, including horticulture and grazing; All products of agricufture (includi
livestock) wﬁi?eg owngd by thepprg:u?ger:%"l n‘z’:tes, bonds, bills :rigd accounts receivgble. stocks and a?ly ot?z%r intgngible perso%al property; ™

Class II: All property owned, used and occupted by the owner exclusively for residential purposes; All farms, including land used horticulture and
grazing, accupied and cuitivated by thelr owners or bona fide tenants;

Class llI: All real and personal property situated outside municipalities, exclusive of Classes | and II;

Class |V: All real and personal property situated inside municipalities, exclusive of Classes | and II;

¢

DISCOUNT: Taxpayaers receive 2 1/2 percent discount on the first half installment if paid on or before September 1. This discount is also applied to the
second half installment if paid on or before the following March 1. Postmarks are observed as time of payment.

DELINQUENGIES: The first half instaliment becomes delinquent if not paid before October 1. The second half instaliment becomes delinquent if not
Baid befora the following April 1. Taxes remaining unpaid on April 30 will be subject to publication. If J:ublicatioﬂ occurs- additional fees will be charged.
elinquent real estate taxes are subjected to the Sheriff's Tax Lien Sale if not redesmed before the date of the sale., .

INTEREST: If taxes are not paid on or bafore the date on which they become detinquent, Including both first and second installments, interest at the
rate of nine percent per annum shall be added from the date they become delinquent until they become paid. ;

_PAYMENT LOCATIONS: You may pay taxes at the following Kanawha County Sherifis Office Locations:
Kanawha County Courthouse - Room 120 {304) 357-0210 Elkview Detachment: (304) 965-7075
Cross Lanes Detachment: (304) 776—‘7565 Chelyan Detachment: {(304) 595-6470
Sissonville Detachment: (304) 984-0006 St. Albang Detachment: (304) 722-4912

i

-

PAYMENTS MADE BY MAIL SHOULD BE MAILED TO THE ADDRESS ON THE FRONT OF THIS STATEMENT.

Please do not remit dog tax payments to the Sherift. Dog taxes must be paid to the Assessor.



VENDOR REGISTRATION & DISCLOSURE STATEMENT
KANAWHA COUNTY COMMISSION, P.O. BOX 3627, CHARLESTON, WEST VIRGINIA 25336

TELEPHONE (304) 357-0115 FAX (304) 357-0595

1. Legal Name of lndividual, Company or Corporation:
Physical Address:
Mailing Address:
Telephone: ” Fax: .
Email Address: |
ACCOUNTS RECEIVABLE ADDRESS . .
Federal Employment Identification Number (FEIN) or Sccial Securlty Number (SSN), Individual Taxpayer Identifi cation number (ITIN) or Adoptive Idenhf cation
Number (ATIN) FEIN___ SSN____ ITIN____ ATIN____
4. Vendor Tax Classification: Individual Sole Proprietor Partnership Ltmlted Liability Company {LLC) Corporation
Board Member Trust _ Estate _____ Govenment _____ Medical Corp _____ Attorney Corp _____ Non-Profit Organization
5. *If the Vendor is an individual, indicate below “INDIVIDUAL his name and residence address |f he has associates or partners shanng in his business, indicate
"ASSOCIATE" or "PARTNER", their names and residence addresses.
~ *If the Vendor is a firm, indicate below each “MEMBER”, “PARTNER?”, or "ASSOCIATE" of the firm, their names and residence addresses
* |f the Vendor is a corporation, indicate below the “PRESIDENT", “SECRETARY”, “TREASURER”, and "GENERAL MANAGER” of the corporation, their names.
and residence address; and the names and residences of any stockholders of the corporation ownlng or holding more than ten percent of the capital stock
thereof. Attach another sheet if addltlonal space is needed.
POSITION - NAME ADDRESS (STREET & NUMBER), CITY & STATE
6. Is the vendor acting as an agent for some other individual, firm or corporation? Yes _ No If yes, attach a statement of the principal authorizing such
" representation. _ ' ' ' ' '
What is the latest Dun & Bradstreet Rating for the vendor? : Y
What is the vendor’s net worth? ' - ' )
List one or more banking institutions to serve as references for the vendor:
10. List the State in which the Company was incorporated and the date of the incorporatidn:
11. List the general classification of the [iroducts and/or services offered by the Vendor:

Page 1 of 2
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12 Has the vendor or those owning a controlling interest of the Vendor or those serving as managers or officers of the Vendor done business within the preceding ten
years under a different. name or a different form of business organization? Yes No - If yes, list the names and form of business organization

’ under which such business was conducted::

13. If those owning a controlling interest of the Vendor or those serving as the managers or officers of the Vendor ownat least ten percent of the capltal stock of
another. corporatlon list the name and state of mcorporatlon of such corporations:

14. The above named vendor practices equal employment opportunities and is in compliance with the Immigration Reform and Control Act.

As authorized agent of the vendor named herein, | do solemnly swear that the above information is true and complete.

7Authorized Agent of Vendor (Pri‘nt Nafne),

Authorized Agent (Signature)

Title

Date

‘ ' **ATTENTION VENDORS™**
Have you reg:stered for the Kanawha County Commission Automatic Vendor E-Mail Notification System for bid specifications?

Register by visiting our website @ www.kanawha.us/purchasing/rfpalerts

Page 2 of 2



STATE OF WEST VIRGINIA
Purchasing Division

PURCHASING AFFIDAVIT

MANDATE: Under W, Va. Code §5A-3-1 Oa,'no contract or renewal of any contract may be awarded by the state or any
of its political subdivisions to any vendor or prospective vendor when the vendor ar prospective vendor or a related party
to the vendor or prospective vendor is a debtor and: (1) the debt owed is an amount greater than one thousand dollars in

the aggregate; or (2) the debtor is in employer default.

EXCEPTION: The prohibition listed above does not apply where a vendor has contested any tax administered 'puréuant to
chapter eleven of the W. Va. Code, workers' compensation premium, permit fee or environmental fee or assessment and.
the matter has not become final or where the vendor has entered info a payment plan or agreement and the vendor is not

in default of any of the provisions of such plan or agreement.

DEFINITIONS;

“Debt” means any assessment, premium, penalty, fine, tax or other amount of money owed to the state or any of ifs
political subdivisions ‘because of a judgment, fine, permit viclation, license assessment, defaulted workers’
compensation premium, penalty or other assessment presently delinquent or due and required to be paid to the state
or any of its political subdivisions, including any interest or additicnal penalties accrued thereon.

“Employer default” means having an outstanding balance or liability to the old fund or to the uninsured employers'

fund or being in policy defauit, as defined in W. Va. Code § 23-2¢-2, failure to maintain mandatory workers' )

compensation coverage, or failure to fully meet its obligations as a workers' compensation seli-insured employer. An

employer is not in employer default if it has entered into a repayment agreement with the Insurance Commissioner
-and remains in compiiance with the obligations under the repayment agreement.

“Related party” means a party, whether an individual, corporation, parinership, association, limited liability company
or any other form or business association or other entity whatsoever, related to any vendor by blood, mariage,
ownership or contract through which the party has a refationship of ownership or other interest with the vendor so that
the party will actually or by effect receive or control a portion of the benefit, profit or other consideration from
performance of a vendor contract with the party receiving an amount that meets or exceed five percent of the total

contract amount.
"AFFIRMATION: By signing this form, the vendor’s authorized signer affirms and acknowledges under penalty of

law for false swearing (W. Va. Code §61-5-3) that neither vendor nor any related party owe a debt as defined
above and that neither vendor nor any related party are In employer default as defined above, unless the debt or

employer default is permitted under the exception above..

WITNESS THE FOLLOWING SIGNATURE:

Vendor's Name:
Date:

Authorized Signature:

State of '

County of , to-wit:

Taken, subscribed, and sworn to before me this ___day of ' , 20

My Commission expires ' , 20 .

AFFIX SEAL HERE NOTARY PUBLIC
Purchasing Affidavit (J':i‘evised 08/01/2015}



Form W’“g

(Rev, Dacember 2014)

Request for Taxpayer
identification Number and Certification

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

Department of tha Treasury
Imternal Revanus Service .
1 Name (28 shown on your Income tax return). Name Is required on this line; do not leave this lina blank,

o 2 Business nama/disregarded entity name, If diffarent from above ‘

g

2| 3 Gheck appropriate bax for federal tax classificatio; check only one of the fallowing seven boxes: 4 Examptions (codes apply only to

<] - gertain eniifies, not Individuals; see
o 2 [ incividual/sole proprieter or [ ccapomtion [18 Corporation [ Partnership (] Trust/estate Instructions on page 3):
- single-member LLC Exempt payee coda (if any)
g £ | [ timitad iabity company. Enter the tax classification (C=C comporation, $=§ corporation, P=pertnarship) -
5 g Note. For a single-member LLG that is dlsregsrded da not checle LLG; check tha appropriate box In the ine abovs for Exemgtlon from FATGA reparting
b=l the tax classification of the slngleﬂmember awner. code (if any)
E I-: [ other {sae Instructions) b {Appiies 15 aeeouts maitained outzids the L8}

% 5§ Address {number, sirest, and apt, or suite no) Requester's nama and address (optional}

2 .

* 16 City, stats, and ZIP codo

&

7 List aceount numbearis) hare {optiona)
] Taxpayer ldentification Number (TIN} :
[ Social security numbar ]

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
resldent alfen, sole proprietor, or disregarded entity, sea the Part | Instructions on page 3. For other - -
entfties, lt is your employer identification number (EIN): Pf you do not have a number, see How o geta
or

TIN on page 3.

Note. If tha account i3 in mors than one name, see the Instructions for line 1 and the chart on page 4 for

guidelines on whose nurmber to enter. -

[ Employer identification number

Certification

Under penaities of perjury, | certify that:

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

2. | am not subject to backup withhalding because: {a} | am exempt from backup withhelding, or (b) | have not been notified by the Intemal Revenus
Servica (IRS).that 1 am subject to backup withholding as a result of a faiturs to report all interast or dividends, or (¢) the IRS has notified me that | am

no longer subject ta backup withholding; and
3. lam a U.S. cltizen or other U.S. person (defined below; and

4, The FATCA codefs) entered on this form (if any) indicating that | am exempt from FATCA reporting is corrsct.

Certification instructions. You must cross out itemn 2 above if you have been notified by the IRS that you are currently subject to backup withholding
becausa you hava failed to report all interest and dividends on your tax return. For real estate transactions, tsm 2 does rot apply. For mortgage .
interest paid, acquisition or abandonment of secured property, cance!lation 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. Ses the

Instructions on page 3.

Sign Slgnature of
Here U.S. person b

Data b

General Instruciions
Saction referances ars to the Intemal Revenue Code unfass otherwisa noted,

Futiire developments. Information about developments affecting Form W-8 [such
as leglslation enacted after we releaze it) is at www.irs.gov/fiwd.

Purpose of Form

An Indivicual'or entity [Form W-8 requester) who s required to fila an Infarmation
raturn with the JRS must obtaln your comest txpayar identification number (TIN)
which may be your soclal security number (SSN), Individual taxpayer Idantificatlon
number (TTINY, adoption taxpayer identification number (ATIN), or employer
Identification number {EIN}, to repart on an Information relum the amount pald to
you, or other amount reportable on en Information raturn. Examples of Information
raturns Include, but are not imited to, the following:

+ Form 1098-INT (interest earned or paid)

» Form 1DGB-DI'§I {dividends, [ncluding those from stocks or mutual funds)

= Formn 1098-MISC (varous types of income, prizes, awards, or gross proceeds)

« Form 1099-B (stock or mutual fund sales and certaln other transactions by

brokars)
*» Form 10835 (procseds from real estate transactions)

* Form 1099-K {merchant card and third party network transactions)

o Form 1098 (home mortgags intsrest}, 1068-E {student loan intarsat), 1098-T
{tuftion) . i

- Form 1095-C {canceled deht)

*» Form 1088-A (acquisition or abandonment of securad property)

Use Form W-8 only if you are a U, s, person (fncludlng @ rasidant alien), to
provide your corract TIN.

# you do not return Form W-8 to the requestar with a TIN, you might be subject
o backup withholding. See What iz backup withhoiding? on page 2.

By signing tha filled-out form, you:

1. Certify that tha TIN you are glving is comact {or you are walting for a numbar
to be Issuad),

2. Certffy that you are not subject to bankup wiﬂ'lholdlng, or

3. Clalm axemption from backup withholding if you are a U.S. exempt payeée, If

plicable, you are alse certifying that as a U.S. person, your allocable share of

ap
any partnarship incoms from a ULS. trade or businaess Is not subject o the
withholding tax on forelgn partners' share of effectively connected Income, and

4, Certify that FATCA code(s) entered on this form {if any} Indlcating that you are
exempt from the FATCA reporting, Ta correct. Ses What is FATCA reporling? on

pagse 2 for further Information,

Form W-9 (Rev. 12-2014)
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Note. if you ara a us. person and & requester ghves you a form other than Form
W-8 to request your TIN, you must use tha requester's form if i Is substantially
similar to this Form W-9, .

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

+ An Individual who is a U.S. citizen or U.S. resident allen;

* A partnership, corpotation, company, of assoclation created or organizad in the
United States or under tha iaws of tha United States;

= An sstata (cther than a foraign estats); or
° A domestic trust {as defined In Regulations section 301.7701-7).
Special rules for partnerships, Partnerships that conduct a trads or business In

tha United States are generally required to pay a withholding tax under section
1445 on any forelgn partrers’ share of effectively connacted taxabls iIncome from
such business, Further, In certain cases whera a Form W-8 has not been recelved,

- the rules under saction 1448 requite a partnership to presume that & partner Is 8
forglgn parson, and pay the section 1446 withholding tax. Therefors, i you are a
U.S. person that is a partner in a partnership conducting & trade or business in the
Unitad States, provide Form W-8 to the parthership to establish your U.S. status
and avold section 1448 withholdlng on your share of partnership Income.

In the cases below, the following parson must give Form W-0 to tha partnership
far purposes of establishing Its U.S. status and avelding withholding on its
allocabla share of net Income from the partnership conducting a trade or business
In the Unlted States:

* In the case of a disregardad entity with a LS. owner, the LS. owner of the
distegarded entity and not the antity;

= in the case of a grantor trust with a LS. grantor or othar LS. owner, generally,
the U.S. grantor or other U.S. owner of the grantor trust and not the trust; and

* In the casa of a U.S. trust (other than a grantor trust, tha LLS. trust (other than a
grantor trust) and not the beneficiaries of tha trust. )
Foreign parson. If you are a forelgn person or the U.S, branch of a foreign bank
that has elected to ba treated as a U.S. pereon, do not usa Form W-9. Instead, use
the approptiata Form W-8 or Form 8233 (see Pubileation 515, Withholding of Tax
on Nenresidant Aliens and Forelign Entities).
Nonresident alien who becomes a resident alien. Ganerally. only a nonrestdent
allen individual may use the tanms of a tax treaty to reduca or eliminate U.S, tax on
certain types of Income. Howsver, most tax treaties contaln a provision known as
& "saving clausa.” Exceptions specified In the saving clause may permit an
exemption from tax to continus for certaln types of income even after the payee
has otherwise become a U.S. resident aflen for tax purposes.

ff you are a U.S, resident allen who is relylng on an exceplion contained In the
saving clause of a tax treaty to claim an exemption from LS. tax on certaln types
ot Insoine, Yol must attach a statement to Forn W-9 that specifies the following
five itemns:

1. The treaty country. Generally, this must ba the sama treaty under which you
claimed exemnption from tax as a nonresldent alien.

2. Tha treaty article addressing the Income,

3. Tha articla number (or locaion) In the tax treaty that contalns the saving
clause and its excaptions.

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

5. Sufficiant facts to justify the exsmption from tax under the tarms of the treaty

Exampie. Asticle 20 of the U.5.-China Income tax treaty allows an exemption
from tax for scholarship income received by a Chinesa student temporarily present
In the United States. Undar LS, law, thls studant wili basoma a rasident aflen for
tax purposes If his or har stay In tha Unltad Statas exceeds 5 calendar years.
Howsver, paragraph 2 of the first Protocol o the U.S.-China treaty (dated April 30,
1984) allows the provisions of Article 20 to ¢ontinds to apply even after the
Chinesa student bacomes a resident alien of the United States. A Chinese student
who qualifies for this axception {Under paragraph 2 of tha first protocol) and Is
relying on this excaption to clalm an examplion from tax on his or her scholarship
or fellowship Incoma would attach to Form W-8 a statemeant that Includes the
informafion deseribed above to support that exemption,

if you are a nonresident afien or a forelgn entity, glve the reguester the
appropriate completed Form W-8 or Form 8233,

Backup Withholding

What is backup withholding? Parsons making certain payments to you must
under certain conditions withhold and pay to the IRS 28% of such payments, This
is callad “backup withholding.” Paymeants that may ba subject to backup
withholding Include interest, tax-exemnpt intarest, dividends, broker and barter
sxchanga transactions, rents, rovaltles, nonemployee pay, payments mada in
sattiement of payment card and third party network transactians, and certeln
payments from fishing boat operators. Real estate transacﬁnns ara not subject to
backup withholding.

You will not be subject to beckup withholding on paymants you racaive If you
glve the requaster your correct TIN, make the proper cerﬁﬂcaﬂons. and report alf
your taxsble Interest and dividends on your tax retumn.

Payments you receiva will be subject to backup withholding if:

1. You do not furnish your TIN to tha requester,
2. You dao not certify your TIN when requlred {ses tha Part |l Instructions on page
3 for detalls),

3. The IRS talls the requestar that you furnished an Incorvect TIN,

4, Thae IRS tells ym.i that you are sublject to backup withholding bacausse you did
not report all your Interest and dividands on your {ax retum {for reportable intarest
and dividends only), or

5. Yau da not certify to the requester that you are not subject to backup
withholding under 4 abova {for reportable Interest and dividend accounts cpened
after 1883 onhd,

Certaln payees and paymants ars exempt from backup withholding. Sea Exempt
payas coda on page 3 and the sepamte Instructions for the Requester of Form
W-3 for mora Infermation. )

Also ses Special rufes for parinerships abova.

What is FATCA reporting?

The Foreign Account Tax Compliance Act (FATCA) requires a participating forelgn
financial Instltition to report all United States account holders that are specifisd
United States persons. Certain payees are exsmpt from FATCA reporting. See
Exemption from FATCA reponting coda on page 3 and the Instructions for the

" Requsster of Form W-2 for more information. ,

Updating Your Information

You must provide updated Information to any person to whom you slaimed to be
an exsmpt payss If you ara nc longer an exempt payee and anticipate recebving
reportabls payments in the furture from this person. For example, you may need to
provide updated information If you ara & C corporation that electato bean §
corporation, ar if you no longer are tax axsmyat. In addition, you must furnish a new
Form W-3 if the nama or TIN changes for the account; for example, if the grantor

of a grantor trust dles,

Penalties

Faflure to furnlsh TIN. i you fall o furnish your correct TIN to a requester, you are.

sublect to & penalty of $50 for each such failura unless your fafiure is due to

reasonable cause and not to wiliful naglect. .

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 penatly.

Criminal penaiy for falsifying information. Wiltfully talsifying certifications or
may subfect you to ciiminal penalties including fines and/for

Imprisonmant.

Misuse of TINs. H the requester discloses or usss TINs In violation of federal law,

tha raquaster may ba sublact to cvll and criminal penalties.

Specific Instructions

Line 1
You must entar one of the following on this line; do not ieave this fins blank. The
nama should match the nama on your tax return

If this Form W-8 Is for a Joint aceount, list first, and then circle, the nama of the
person or entity whosa number you entered in Part | of Form W-8,

a. mdividual. Qenerally, enter the nama shown on your 8% return. if you have
changed your last name without informing the Soclal Security Administration (S8A)
of the name change, enter your first naine, the tast name as ahown on your socfal
security card, and your new last name.

Nota. [TIN applicant: Enter your Individual name as it was entered on your Form
W-7 appllcation, Iina 1a. This should also be the same as tha nama you enterad on
tha Formn 10404 040A/1040E2Z you filad with your application,

b. Sole propretor or single-member LLC. Entar your individual name as
shown on your 1040/1040A/1 04052 on line 1. You may enter your business, trade,
or "doing business as” (DBA} name on lina 2.

¢. Parinership, LLC thatis not a single-member LLC, C Corporation, or §
Corporation. Entar the entity's name as shown on the entity's tax retum on kine 1
and any business, trade, or DBA name on line 2.

d. Other entities. Enter your name as shown on required U.S. faderal tax
documants on lina 1, This name should match the name shown on the charter or
othar legal dosument creating the antity. You may anter any business, trade, or
DBA name on line 2.

e. Disreparded entity. For L.S. federal tax purposes, an entity that is
disregarded as an entity separate from ts owner Is treated as a “dlsregardad
entity.” Ses Regulations section 301.7701-2(c){2)(il). Enter the ownar's nama on
{ne 1. The name of tha entity entered on line T should never be a disregarded
entity. Tha name on line 1 should ba the name shown on the incoma tax return on
which the income should be reported. For axample, if a forelgn LLG that Is reated
s a disregarded entity for U.S. federal tax purposes has a single owner thatls a
U.B. perison, the U.8. owner’s namae is required to be provided on line 1. I the
direct owner of the antity Is also a disregarded entity, enter the first owner thatis
not disragarded for federal tax purpeses. Enter the disregarded entity's nama on
Iina 2, "Business name/disregarded entity name.” If the owner of the disregarded
entity is a forelgn person, the owner must complste an appropriate Form W-8 -
Instead of a Form W=9. This is the case even if the foreign parson has a LS, 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 .

Chack the appropriate box in lina 3 for the LL.S. federal tax classification of the
persan whose namea Is entared on line 1. Check only ane box in line 3.

Limited Liahflity Company {LLLC), if the name on [ine 11s an LLG treated as a
partnership for U.S. federal tax pumposes, check tha "Limited Liability Company?
bax and entér "P* in the space provided. if the LLC has flled Form 8832 or 2663 to
bas taxed as a corporation, check the "Limited Liability Company” box and in the
spaca provided enter “G° for G carporatian or "5” for 8 serporation. ifitiaa
slngle-membsr LLC that |s a disregarded entity, do not chagk the "Limited Llability
Company® bax; instaad check the first box in line 3 "Individual/sole proprietor or

shgla-mamber L LC.*

Line 4, Exemptions
1f you are exemnpt from backup withholding andfor FATCA reporting, enter in the
appropriate space in lina 4 any codefs) that may apply to you.
Exempt payes code,
s Ganerally, Individuals {ncluding sole proprietors) are not exampt from backup
withholding,
* Except ag provided below, corporations are exempt from backup withholding
for certain payments, Including interest and dividends. ’
+ Corporations ara not exempt from backup withholding for payments made In
setifemant of payment card or third party network transactions. |
* Corporations ars not exempt from hackuep withholding with respact to attomeys'
fees or gross proceeds paid to attomays, and corporations that provide medical or
heaith care services are not exempt with respect to payments reportabla on Form
1089-MISC.,

Tha foliowing codas [dantify payoes that are exernpt from backup withholding.
Enter the appropriate code in the spaca in Iine 4.

1-—An organlzation exempt from tex under section 501(a), any [AA, ora
custodlal accaunt undar section 403(b)(7) if the account satisfles the requirements

of saction 401(f)2)

2—Tha Unlted States or any of is agencies or Instrumentalities

3—A stats, the District of Columbla, a U.S. commonwesalth ar possassion, or
any of thelr political subdivislons or instrumentallties

4—A foraign government or any of its political subdivisions, agenciss, or
instrumentalities {

5—A corpoeration

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

7—A futures commission mercham reglstered with the Commodity Futures
Trading Commisslon .

B—A real estats investmant trust

8—An entity registerad at el times during the tax year under the Investment
Company Act of 1840

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

11—A financlal instifution

12— A middleman known In the investmant community as 2 nomines or
custodian

13—A trust exampt from tax under saction 884 or described In section 4947

Tha following chart shows types of paymests that may Be exempt from baclup
withholding. The chart applles to the exempt payees ksted above, T through 13,

IF the payment fs for ... . THEN tha payment [s exempt for ...

Interest and dividend paymerts All exsmpt payees except
for7

Brokar transactions Exempt payess 1 through 4 and 6
through 11 and all © corporations. §
corporetions must not enter an exempt
payee cods because they are exempt
only for sales of nancoverad securities
ecquired prior to 2012,

Bartar axchange transactions and Exemnpt payees 1 through 4

patronage dividends - .

Payments over $600 raqulred ta ba Generally, exempt payees

reported and dlrect eales over $5,000' | 1 through

Paymenta made in sattlement of Exempt payees 1 through 4

payment card of third party networl NN

transactions

see Form 1089-MISC, Miscellaneous Incoms, and its instructions.

* Howaver, the Tollowing payments made to a corpotation and repattable on Form
1099-MISGC are not exempt from backup withholding: medical and health care
payments, attorneys' fees, gréss proceeds paid to an attomay reportable under
gection G045(M, and payments for services paid by a federal axecutive agancy.

Exemption from FATCA reporting code. The following codes identify payees

that are axempt from reporting under FATGA. Thesa codas apply to persons

submitting this form for accounts maintained outside of the United States by
cartaln forelgn financial Institutions. Therefore, If you are only submitting this form
for an accotint you ho!d In the Unitad States, you may leave this fleld blank.

Consult with the person requesting this form if you are uncertaln if the financlal

Institution s subject to thesa requiremants. A requester may Indlcata that a cods Is

not raquired by providing you with a Form W-8 with “Not Applicable™ (or any

simitar indication} written or printed on the iine for a FATCA exermnption coda,
A—An organization exempt from tax under section 501(a) or any Individual

relirement plan as dafined in section 7701(a){87) .
B—The Linited States or any of Its agencies or instnimentalitles

G—A state, the District of Columbia, a U.S. commonwealth or possesslon, or
any of thelr political subdlvislons or instrumentallties

DA corporation the stock of which Is regularly traded on aone or more
established sacuritiss markats, as described in Regulations section
1. 74721} 1)0)

E—~A carporation that Is a member of the same expanded affillated group as a
corporation dascribad In Regulations saction 1.1472-1{c){1){)

F—A dealer in securities, commodities, or derivative financlal instruments
{Including notional principal contracts, futures, forwards, and optfons) that is
registersd as such under the laws of the Unltad States or any state

G—A real estate Investment trust

H=A regtiated investment company as defined in section 851 or an entity
repistered at all tmes during the tax year under the Investment Gompany Act of
1840

1—A common trust fund as deflnad 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 dascribed in section 4947(2)(1)

M—A tax exampt trust under a section 403(b) plan or eection 457{(g} plan
Note. You may wish to consuit with the financial Instihrtion requasting this form to
determine wheather tha FATCA code and/or exempt payes code should be .
completed.

Line 5
Enter your address (numbar, strest, and apartment or suite number}. This is where
the raquester of this Form W-8 will mall your information returns.

Line &
Emer your city, state, and ZIP code,

Part L. Taxpayer Identification Number (TIN)

Enter your TIN In the appropriate box. If you ara a resident alien and you do not
have and ams not eligible to get an 85N, your TIN Is your IRS ndividyal taxpayer

identification number (TTIN). Enter It in the socfal security number box. H you do not '4_
have an ITIN, ses How 1o get a TIN helow. . .

IFyou are a sele proprator and you have an EIN, you may enter elther your SSN
or EIN. However, the IRS prafers that you use your SSN.

i you are a single-member LLG that Is disregarded as an entity separate from its -
owner (see Limited Liabllity Company (LLC) en this page), enter the owner's SSN !
{or EIN, if the owner has one). Do not enter the disregardad entity’s EIN. if the LLC
Is classified as a corporation or parinership, enter the entity's EIN.

Nota. Sea tha chart on pags 4 for further clarification of name and TiN

comblnations. T
How to geta TIN. If you do not have a TIN, apply for one Immediately. To apply g
for an 85N, get Form SS-5, Application for a Social Security Card, from your local

SSA offica or get this form online at www.ssa.gov. You may also get this form by

calling 1-800-772-1213. Uss Form W-7, Application for IRS Individual Taxpayer |
Identification Number, to apply for an [TIN, or Form $5-4, Application for Employer

identification Number, to apply for an EIN. You can apply for an EIN online by J
accassing the IRS wabsite at www.rs gov/businesses and clicking on Employer

jdentification Numbar (EIN) undar Starting a Business. You can get Forms W-7 and .
§5-4 from the IRS by visiting IRS.gov or by calling 1-800-TAX-FORM . L
{1-800-B25-3676).

if you are asked to complste Form W-8 but do not hava a TIN, apply for a TIN
and writa “Applied For” In the spaca for the TIN, sign and dats the form, and giva it
to the requester. For Irderest and dividend payments, and certaln payments made
with respect io readily tradable instruments, generally you will have 60 days to get
& TIN and give & to tha requester before you are subject to backup withholding on
paymerits. The 60-day rula doss not apply {0 other types of payments. You wili be
sublect to backup withholding en all such paymenta unill your provide your TiN to
the reduiaster. ' .
Note. Entering “Appliad For means that you have already applied for a TIN or that
you intend to apply for one soon.
Caution: A disregarded ULS. antity that has a forelgn owner must use the
appropriate Form W-8.
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Part 1. Certification

To sstablish to the withhelding agent that you ars a U.S. persan, or resident aifen,
sign Form W-8. You may be requestsd to sign by the withholding agent even if

iterns 1, 4, or 5 below Indicate otherwise.

For a joint acoount, only tha parson whose TIN is shown in Part 1 should sign

{when required). In the case of a disregarded entity,the person Identtilad on [na 1

must sign. Exempt payeses, ses Exempt payae code earller.
Signature requirements. Gomplata the certification as indlcatad In ltems 1

through 5 balow,

1. Interest, dividend, and barter exchange accounts opened bafore 1084
and broker accounts consldered active during 1983. Yau must give your
Dorragt TiN, but you do not hava to sign the certification.

2. Interest, dividand, broker, and bartar exchange accounts opened after

1883 and breker accounts considered inactive during 1883. You must sign the

certification er backup withholding will apply. If you are subject ta backup
withholding and you are merely providing your correct TIN to the requestar, you
must cross out item 2 In the certification before signing the form.

3. Real estate transastions. You must sign the certification. You may cross out

Item 2 of the cenification.

4. Other payments. You must give your correct TIN, but you do not have to sign

{ha cartiiicatlon unless you hava been notified that you have previously given an
ineotrect TIN, "Other payments® include payments macde in the course of the
requaster's trade or business for rents, royaltles, goods (other than bills for
merchandise), medical and health carg seneas (fneluding payments to
corporations), payments to a nonemployes for sarvices, payments mada In
-sattlement of payment card and third party network transactions, payments to
certain fishing baat crew members and fishermen, and gross proceeds paid to
attormeys (Including payments to corporations).
5. Mortgape interast paid by you, scquisition or abandonment of secured
property, cancellation of debt, qualifled tiition program payments (under
section 528), IRA, Coverdall ESA, Archar MSA ar HSA contributions or

distributions, and pension distrihuﬁons. You must give your sorrect TIN, but your

do not have to sign the certification.

What Name and Number To Givé the Requester

For this lype of account: Give nama and SSN of:
1. Individual The Individual
2. Twa er mora Individuals (oint * The actual awner of tha account or, .
account) if combined funds, the first
Individust on the account’
3. Custodlan account of a minor Tha mino/
{Uniform Gift t6 Minors Act)
4. a. Tha usual revocable savings The grantor-trustes’
trust (grantor is also trustes)
b. So-called trust account that Is actual s
not a legal or vaiid trust under The owner
state law
§. Sols propristorship or disregarded | The owner®
‘enﬂ!y owned by an Individus!
6. Grantor trust filing under Optional The grantor* -
Form 1088 Fling Method 1 (see
;)ejgulaﬂons section 1.671-4{bj(2)()
For this type of account: Give name and EIN of:
7. Disragardsd entity hot owned by an | The owner
individual
8. A valld trust, estats, or pansion trust | Legal entity’
8. Corporation or LLC slesting The corporation
corporats status on Form BB32 or
Form 2558 .
10. Assoclation, club, refiglous, The organization
charftable, educational, or other tax-
exampt organization
11. Partnership or multi-membar LLG Tha partnership
12. A broker or registered nomines The broker or namines
13. Account with the Department of The public entity
Agriculture in tha namea of a priblic
antity (such as a state or local
govarnment, schoul district, or
prison) that recelves agricuthra
program payments
14, Grantor trust filing under the Form The trust

1041 Fling Method or the Optional
Form 1099 Fliing Method 2 {sea
g)ejgl.ﬂaﬁcns section 1.671-4(b)2)0

? List first and clrcle the names of tha person whosa menber you fumnish, i only one persanona
loinlnwownhaannSSN that person’s rumber must be furrished.
*Gircla the minor's name end futnish the minor's SSN.

‘Yoummahowwwhxﬂﬂdualmmdyoumaya!somhrywhnhmubﬁhwmm

ths “Business name/fismegarded extly” namea lina, You may use elther your 83N or BN {f you

' havoonu).butﬂwlﬁs anoourages you to usa your 85N,

Untﬂmanddrde%hanmafhhwt.m or pension tnst. Do not fumnish the TIN of the
personal representativa of frustes uniess the legal entlty itesf is not designatad in tha account
titta.} Alsa sea Special nies for parinerships on paga 2
*Noto. Grantor also must provida a Form W-8 to trustes of trust.
Note. If ne narna is clrcled when move than ona name Is listed, the number will bs
considered to be thal of the first name listed.

Secure Your Tax Records from ldentity Theft

Identity theft oceurs when semeone Lseaa your perasonal information such as your
nama, SSN, or other Identifylng information, without your permission, to commit
fraudoroﬂ'la'cﬂmes.An Identity thief may usa your SSN to get ajob ormayfile a
tax return using your SSN to receive a refund,

: To reduce your risk:

© Protect your SSN,
s Ensure your employer is protecting your SSN, and
o Ba careful when choosing a tax prepares.,

If your tax records are affected by [dentity theft and you racelve a notica from
the IRS, raspand right away to the name and phona numbar printed on the IRS
notice or letter. ,

If your tax recards are not currently affected by Identity thefl bt you think you
are at risk dus to o lost or stolen purse or wallet, questionable credit card activity
or credit raport, contact the IRS Identity Theft Hntllna at 1-800-808-4490 or submit
Form 14038.

For more infurmation. ses Pubfication 4535, (dentity Theft Prevention and Victim
Asslstance.

Victims of Identity theft who are experancing economic harm or a system
problem, or are seeking heip in resolving tax problems that have not been resolved
through normal channels, may ba eligible for Taxpayer Advocate Service (TAS)
assistance. You can reach TAS by calling the TAS toli-fras case lntaka line at
1-B77-777-4778 or TTY/TDD 1-800-829-4059,

Protect yourself from suspicious emalls or phishing schemes. Phishing is tha
creation and use of email and websites designed to mimic Isgitimate business
emails and websies. The mast common act Is sending an emall to a user falsely
claiming to ba an established legitimate enterprise In an attempt to scam the usar
Into surrendering privats Information that will be used for Idantity theft.

The IRS does not Initlate contacts with texxpayars via emails. Also, the IRS does
not request personal detalled Information through emall or ask for the
PIN numbers, passwords, or slmilar secret access information for thelr credit card,
bank, or other financlal accounts,

- I you recelve an unsolichted emall clafming to be from the |RS, forward this
message to phishing@lrz.gov. You may also réport misusa 6f the RS nams, logo, .
or other IRS propetty to the Treasury Inspector General for Tax Administration
({TIGTA) at 1-800-366-4484. You can forward suspicious emalls to the Faderal
Trade Commisslon at: spam@uca.gov or contact them at www.ltc.gov/idtheft or
1-877-I0THEFT {1-877-438-4338).

Visit IRS.gov to learn more about identity theft and how to reduce your risk.

Privacy Act Notice

Section 6108 of the Intemal Revenus Code requirss you to provide vour correct
TIN to persons (ncluding federal agancles} who are requirad to file Infarmation
rettms with the IRS to report interest, dividends, or certain other income pald to
you; martgage interest you pald; the acquisition or abandonmant of secured
proparly; the cancellation of debt; or contributions you made to an IRA, Archer

" MSA, or HSA. The peran collzcting 1his form Uses th information an the form to

file Information returns with the IRS, reporting the above information. Routine uses
of this information includs giving it to the Department of Justice for civil and
criminal lftigation and to cities, statas, tha District of Columbig, and U.8.
commonwealths and possassions for use in administering thelr laws. The
fnformation also may ge disclosed to othar countries under 5 treaty, to federel and
state agencles to enforce civil and ciiminal laws, or o faderal law enforcemert and
Intelllgence agencles to combat terrorism. You must provide yvour TIN whether or
not you are required to file a tax refurn. Under section 3406, payers must generally
whhhoid a percentaga of texahls Intsrest, dividend, and certaln other payments to
a payes who does not give a TIN to the payer. Certaln penalties may also apply for

" providing false or fraudutent information.



