
Purchase Order 
Terms and Conditions

P.O. Number 

1.  The condition of this order must not be changed by the vendor.  If order is not acceptable, return to the District Purchasing Division.   
  
2.   Failure to comply with any of the terms and conditions according to the Purchase Order or any contract so generated by this Purchase Order may disqualify the 
vendor from receiving future orders. 
  
3.  If bid or contract terms, conditions and/or specifications differ from those on this Purchase Order, the bid or contract terms and conditions shall take precedence. 
  
4.  All materials or services furnished on this order must be as specified and subject to District inspection and approval within a reasonable time after delivery at 
destination.  Variations in materials or services from those specified in this order must not be made without written authorization from the District's Purchasing  
Authority.  Material rejected will be returned at the vendor's risk and expense. 
  
5.  The quantity of materials ordered or the price specified must not be expected without written authority being first obtained from the Purchasing Division.  Partial 
shipments of multiple line items are acceptable unless otherwise stipulated. 
  
6.  The commodities or services requested on this Purchase Order are not to be transferred by the designated vendor to a third party.  Payments will be made only 
to the vendor listed on the Purchase Order. 
  
7.  The vendor shall defend, indemnify and hold harmless Village Center Community Development District, Sumter Landing Community Development District and 
Village Community Development Districts 1-10, its officers, agents and employees from any and all claims, suits, liabilities, damages, losses and expenses, including 
reasonable attorney's fees, arising out of the goods and services provided by the vendor or its subcontractors (if any).  The vendor shall provide and maintain workers' 
compensation, general and automobile liability insurances.  All such insurance shall be primary to, and not to contribute with, any insurance maintained by the 
Districts.  The vendor hereby agrees to furnish certificates of insurance upon request.  Failure of the Districts to demand such certificates or to identify a deficiency 
from evidence provided will not be construed as a waiver of the vendor's obligation to maintain such insurance. 
  
8.  Vendor warrants that the goods purchased hereunder and the manufacture, sale and use thereof do not and will not infringe any third party patent, copyright, 
trademark, trade secret or other proprietary right ("Intellectual Property").  Vendor agrees to defend, indemnify and hold harmless the District, its employees, agents, 
distributors, dealers, affiliates, customers and users from all liabilities, obligations, costs and expenses (including reasonable attorney's fees), claims or demands for actual 
or alleged infringement of any Intellectual Property arising from the purchase, use or sale of goods required by this Purchase Order, except to the extent that infringe- 
ment arises by reason or design for such goods furnished to the District by the Vendor. 
  
9.  Vendor warrants title to the goods described on the face hereof and warrants further that all goods and services furnished will be in full conformance with the speci- 
fications, drawings, samples or other descriptions set forth or referred to on the face hereof; will perform as represented by Vendor even if such representations do not 
appear on the face hereof; will be new, merchantable and fit for use intended by the District; will be free from defects in material, workmanship, manufacture and design 
(where design is Vendor's responsibility).  Vendor's warranty shall be effective for a period of time as set forth on the face of this Purchase Order.  If no such period is  
stated, the warranty shall be effective for one (1) year from the date of acceptance by the District. 
  
10.  Purchase Order number must appear on all packages, labels, cartons, packing slips, bills of lading, invoices and all correspondence referring to this order.  Charges   
are not allowed for boxing or crating unless previously agreed upon in writing. 
  
11.  All materials must be shipped F.O.B. Destination.  The District will not pay freight or express charges, except by previous agreement.  VENDOR IS TO PAY SHIPPING 
CHARGES AND ADD TO INVOICE.  Delivery must be effected within the time stated on the Purchase Order.  The District reserved the right to cancel this order and  
purchase elsewhere if delivery is not timely as stated on the Purchase Order.  Deliveries shall be made between 8:00am and 5:00pm, Monday through Friday, unless 
otherwise stated.  In case of default by the vendor, the District may procure the articles or services covered by this order from other sources and hold the vendor 
responsible for any excess expense occasioned thereby. 
  
12.  The vendor agrees to furnish the District with a current Material Safety Data Sheet (MSDS) in accordance with Florida Statutes, Chapter 442, Section 6(1) on or before 
delivery of each and every hazardous chemical or substance purchased.  Appropriate labels and MSDS's shall be provided for all shipments. 
  
13.  The vendor or contractor hereby guarantees the District that all material, supplies, services and equipment as listed on the purchase order meet the requirements, 
specifications and standards as provided for under the Federal Occupations Safety and Health Act of 1970, as from time to time amended and in force on the date 
hereof. 
  
14.  For Contract Purchase Orders and Standard Purchase Orders in excess of the threshold amount provided in F.S. 287.017 for Category Two ($25,000), the provisions 
of F.S. 287.058 Contract Documents, paragraphs (a) through (f) shall apply. 
  
15.  All rights and remedies of the District specifically set forth in this Purchase Order shall be in addition to any other or further rights and remedies provided for by law. 
Failure of the District to insist upon strict performance of any term or condition of this Purchase Order shall not be deemed to be a waiver of the District's 
rights and remedies.  
  
  
  
 



Change Order Request Form

PO Number

PO Amount Vendor

Net Change Amount  (-/+)

District

PLEASE CHANGE THE FOLLOWING ITEMS

Item Number From Quantity To Quantity From Unit Price To Unit Price From Account Code To Account Code

PLEASE ADD THE FOLLOWING ITEMS

Item Account Description Quantity Unit Price Amount

Cancel Entire Purchase Order

(Original Requestor's Signature)

Cancel Item Numbers: # # # #

Signatures / Approvals

Reason / Justification / Special Instructions:

Requested By Manager/Director Finance District Manager

Date Date Date Date



Bid / Proposal Request Form

Date:

Invitation to Bid (BID) Request for Proposal (RFP) Request for Qualifications (RFQ) Invitation to Quote (ITQ)

District:

F.S. 838.22 Bid Tampering 
(1) It is unlawful for a public servant, with corrupt intent to influence or attempt to influence the competitive bidding process undertaken by any state, county, municipal, or special district agency,   
or any other public entity, for the procurement of commodities or services to: (a) Disclose material information concerning a bid or other aspects of the competitive bidding process when such 
information is not publicly disclosed. (b) Alter or amend a submitted bid, documents or other materials supporting a submitted bid, or bid results for the purpose of intentionally providing a 
competitive advantage to any person who submits a bid. (2) It is unlawful for a public servant, with corrupt intent to obtain a benefit for any person or to cause unlawful harm to another, to circum- 
vent a competitive bidding process required by law or rule by using a sole-source contract for commodities or services.  

Requested By: Department:

Project Name:

Account Code:Estimated Cost:

Brief Description of Project:

Please attach any specifications / scope of work for incorporation into the BID/RFP/RFQ/ITQ documents.   
Alternatively, specifications can be e-mailed to the Purchasing Division.

RFP / RFQ Only

In addition to specifications / scope, for the RFP and RFQ process, evaluation criteria and suggested Selection Committee members must 
also be submitted.  Please refer to Purchasing Policies and Procedures Manual for membership criteria.  Contact the Purchasing Division 
for assistance with any of these requirements.

Member #1 Member #2 Member #3

Member #4 Member #5

District Manager Approval of Selection Committee Members: 

Amount Budgeted:

Additional Comments / Special Instructions: 

Approvals:

Department Director District Manager 



Single / Sole Source 
Request and Justification

Date:  District:

Department:Requested By:

JUSTIFICATION

Commodity / Service: Vendor:

1.  What is the purpose and need of this product or service?

2.  What functional or performance specifications does this product have that others do not have?

3.  Why was this product or service selected over all other products for services?

4.  What other vendors' products / services have been evaluated?

5.  Specifically, why doesn't each of the other products or services meet the functional or performance requirements listed in question 1?

Purchasing Authority Approval:

Date

Board Approved: Yes No Date:  ___________________



Agreement to Accept Purchasing Card and 
Comply with Card Policies

Your participation in the Procurement Card Program is a convenience that carries responsibilities along with it.  Although the  
card is issued in your name, it should be considered District property and should be used with good judgment.  Your signature 
below verifies that you understand the Program Procedures and the guidelines outlined below and agree to comply with them.

1.  The Procurement Card is provided to employees based on their need to purchase business related good and services.   
A card may be revoked at any time based on a change of assignment or location.  The card is not an entitlement nor 
reflective of title or position. 
  
2.  The card is for business related purchases only; personal charges are not to be made to the card. 
  
3.  You are the only person authorized to use the card and are responsible for all charges made against the card. 
  
4.  Improper use of the card can be considered misappropriation of District funds which may result in disciplinary action, 
up to and including termination. 
  
5.  All charges are billed directly to and paid directly by the District.  Any personal charges on the card could be considered 
misappropriation of District funds since the cardholders cannot pay the bank directly. 
  
6.  Cardholders are expected to comply with internal control procedures in order to protect District assets.  This includes 
keeping receipts, reconciling weekly and monthly reports and following proper card security measures. 
  
7.  Cardholders are responsible for resolving any discrepancies by contacting the supplier or the bank.  Any attempt at  
resolving discrepancies should first be addressed with the supplier/vendor. 
  
8.  A cardholder must surrender his or her card upon termination of employment (i.e. retirement, voluntary resignation 
or involuntary termination) or transfer.  At this point, no further use of the card is authorized.

Cardholder Name

Cardholder Signature

Department

Position

Last 4 Digits of Card #

Date

Date Card Returned/Destroyed Received By:





Purchasing Card 
Maintenance Form

Cardholder Information

Last Name First Name

Department PhoneEmployee ID #

District

Type of Request Account Information Change

Delete Account

Change Account

Disciplinary Suspension 

Name

Address or Location

Single Transaction Limit

Monthly Transaction Limit

Other

Reason for Change

Authorizations

Cardholder

Department Director

Purchasing Authority

Date

Date

Date

Last Name First Name District

DepartmentLocation Phone

Address

Single Transaction Limit Monthly Transaction Limit

Other (Please Explain)

Information to be Changed (Please complete all that apply)



Purchasing Card 
Abuse Notification Form

To (Cardholder):

Copy To:  Department Director, District Manager, Personnel File

Department:

Last 4 Digits of Card #:Date:

This notification is to inform you that you have violated the Policies and Procedures for the use of the District Purchasing  
Card.  Violation was made in the following area:  

Purchasing over the designated limit

Purchase of unauthorized items / service

Purchase of items in multiple transactions to circumvent Purchasing Polices and Procedures

Failure to produce proper documentation, receipts, invoices, weekly/monthly statements, etc. in a timely manner

Purchase from a vendor / supplier that creates a conflict of interest

Other

According to our records, this is your               violation.  Please be aware that any abuse or misuse of the Purchasing Card or the 
Policies and Procedures governing the Purchasing Card Program shall result in this privilege being suspended, revoked or may 
result in termination of employment. 
  
The Purchasing Authority, Department Director and District Manager will, in conjunction, determine actions taken as a result of 
violations of the Purchasing Card Program. 
  
 
Action Taken This Violation:

Purchasing Authority Signature Date

Personal use of the card
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Give form to the
requester. Do not
send to the IRS.

Form W-9 Request for Taxpayer
Identification Number and Certification(Rev. November 2005)

Department of the Treasury
Internal Revenue Service

Name (as shown on your income tax return)

List account number(s) here (optional)

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

City, state, and ZIP code
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2.

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 your social security number (SSN). However, for a resident
alien, sole proprietor, or disregarded entity, see the Part I instructions on page 3. For other entities, it is
your employer identification number (EIN). If you do not have a number, see How to get a TIN on page 3.

Social security number

––
or

Requester’s name and address (optional)

Employer identification numberNote. If the account is in more than one name, see the chart on page 4 for guidelines on whose
number to enter. –

Certification

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

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

2.

Certification instructions. You must cross out item 2 above if you have been notified by the IRS that you are currently subject to backup
withholding because you have failed to report all interest and dividends on your tax return. For real estate transactions, item 2 does not apply.
For mortgage interest paid, acquisition or abandonment of secured property, cancellation of debt, contributions to an individual retirement
arrangement (IRA), and generally, payments other than interest and dividends, you are not required to sign the Certification, but you must
provide your correct TIN. (See the instructions on page 4.)

Sign
Here

Signature of
U.S. person � Date �

Purpose of Form

Form W-9 (Rev. 11-2005)

Part I

Part II

Business name, if different from above

Cat. No. 10231X

Check appropriate box:

Under penalties of perjury, I certify that:

3
I.R.S. SPECIFICATIONS TO BE REMOVED BEFORE PRINTING

DO NOT PRINT — DO NOT PRINT — DO NOT PRINT — DO NOT PRINT

TLS, have you
transmitted all R
text files for this
cycle update?

Date

Action

Revised proofs
requested

Date Signature

O.K. to print

U.S. person. Use Form W-9 only if you are a U.S. person
(including a resident alien), to provide your correct TIN to the
person requesting it (the requester) and, when applicable, to:

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.

3. I am a U.S. person (including a U.S. resident alien).

A person who is required to file an information return with the
IRS, must obtain your correct taxpayer identification number
(TIN) to report, for example, income paid to you, real estate
transactions, mortgage interest you paid, acquisition or
abandonment of secured property, cancellation of debt, or
contributions you made to an IRA.

Individual/
Sole proprietor Corporation Partnership Other �

Exempt from backup
withholding

Note. If 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.

● An individual who is a citizen or resident of the United
States,
● A partnership, corporation, company, or association
created or organized in the United States or under the laws
of the United States, or
● Any estate (other than a foreign estate) or trust. See
Regulations sections 301.7701-6(a) and 7(a) for additional
information.

For federal tax purposes, you are considered a person if you
are:

In 3 above, 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.

Special rules for partnerships. Partnerships that conduct a
trade or business in the United States are generally required
to pay a withholding tax on any foreign partners’ share of
income from such business. Further, in certain cases where a
Form W-9 has not been received, a partnership is required to
presume that a partner is a foreign person, and pay the
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 withholding on your
share of partnership income.

The person who gives 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 is in the following cases:
● The U.S. owner of a disregarded entity and not the entity,
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Sole proprietor. Enter your individual name as shown on
your income tax return on the “Name” line. You may enter
your business, trade, or “doing business as (DBA)” name on
the “Business name” line.

3
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Other entities. Enter your business name as shown on
required federal tax documents on the “Name” line. 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 the “Business name” line.

If the account is in joint names, list first, and then circle,
the name of the person or entity whose number you entered
in Part I of the form.

Limited liability company (LLC). If you are a single-member
LLC (including a foreign LLC with a domestic owner) that is
disregarded as an entity separate from its owner under
Treasury regulations section 301.7701-3, enter the owner’s
name on the “Name” line. Enter the LLC’s name on the
“Business name” line. Check the appropriate box for your
filing status (sole proprietor, corporation, etc.), then check
the box for “Other” and enter “LLC” in the space provided.

Specific Instructions
Name

Exempt From Backup Withholding

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 the instructions below and the separate
Instructions for the Requester of Form W-9.

Civil penalty for false information with respect to
withholding. If you make a false statement with no
reasonable basis that results in no backup withholding, you
are subject to a $500 penalty.
Criminal penalty for falsifying information. Willfully
falsifying certifications or affirmations may subject you to
criminal penalties including fines and/or imprisonment.

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.

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.

If you are an individual, you must generally enter the name
shown on your income tax return. However, if you have
changed your last name, for instance, due to marriage
without informing the Social Security Administration of the
name change, enter your first name, the last name shown on
your social security card, and your new last name.

If you are exempt, enter your name as described above and
check the appropriate box for your status, then check the
“Exempt from backup withholding” box in the line following
the business name, sign and date the form.

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

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

2. You do not certify your TIN when required (see the Part
II instructions on page 4 for details),

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.

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

What is backup withholding? Persons making certain
payments to you must under certain conditions withhold and
pay to the IRS 28% of such payments (after December 31,
2002). This is called “backup withholding.” Payments that
may be subject to backup withholding include interest,
dividends, broker and barter exchange transactions, rents,
royalties, nonemployee pay, and certain payments from
fishing boat operators. Real estate transactions are not
subject to backup withholding.

Payments you receive will be subject to backup
withholding if:

If you are a nonresident alien or a foreign entity not subject
to backup withholding, give the requester the appropriate
completed Form W-8.

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.

Note. You are requested to check the appropriate box for
your status (individual/sole proprietor, corporation, etc.).

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.

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 recipient
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.

Also see Special rules regarding partnerships on page 1.

Foreign person. If you are a foreign person, do not use
Form W-9. Instead, use the appropriate Form W-8 (see
Publication 515, Withholding of Tax on Nonresident Aliens
and Foreign Entities).

● The U.S. grantor or other owner of a grantor trust and not
the trust, and

● The U.S. trust (other than a grantor trust) and not the
beneficiaries of the trust.
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3

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.

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 Social
Security Administration office or get this form online at
www.socialsecurity.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 ID Numbers under Related Topics. You
can get Forms W-7 and SS-4 from the IRS by visiting
www.irs.gov or by calling 1-800-TAX-FORM
(1-800-829-3676).

If you are asked to complete Form W-9 but do not have a
TIN, 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.

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

If you are a single-owner LLC that is disregarded as an
entity separate from its owner (see Limited liability company
(LLC) on page 2), enter your SSN (or EIN, if you have one). If
the LLC is a corporation, partnership, etc., enter the entity’s
EIN.
Note. See the chart on page 4 for further clarification of
name and TIN combinations.

Note. Writing “Applied For” means that you have already
applied for a TIN or that you intend to apply for one soon.
Caution: A disregarded domestic entity that has a foreign
owner must use the appropr iate Form W-8.

9. A futures commission merchant registered with the
Commodity Futures Trading Commission,

10. A real estate investment trust,
11. An entity registered at all times during the tax year

under the Investment Company Act of 1940,
12. A common trust fund operated by a bank under

section 584(a),
13. A financial institution,
14. A middleman known in the investment community as a

nominee or custodian, or
15. A trust exempt from tax under section 664 or

described in section 4947.

THEN the payment is exempt
for . . .

IF the payment is for . . .

All exempt recipients except 
for 9

Interest and dividend payments

Exempt recipients 1 through 13.
Also, a person registered under
the Investment Advisers Act of
1940 who regularly acts as a
broker

Broker transactions

Exempt recipients 1 through 5Barter exchange transactions
and patronage dividends

Generally, exempt recipients
1 through 7

Payments over $600 required
to be reported and direct
sales over $5,000 1

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

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

The chart below shows types of payments that may be
exempt from backup withholding. The chart applies to the
exempt recipients listed above, 1 through 15.

1

2

7. A foreign central bank of issue,
8. A dealer in securities or commodities required to register

in the United States, the District of Columbia, or a
possession of the United States,

2

Exempt payees. Backup withholding is not required on any
payments made to the following payees:

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 possession of the
United States, or any of their political subdivisions or
instrumentalities,

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

5. An international organization or any of its agencies or
instrumentalities.

Other payees that may be exempt from backup
withholding include:

6. A corporation,

Generally, individuals (including sole proprietors) are not
exempt from backup withholding. Corporations are exempt
from backup withholding for certain payments, such as
interest and dividends.
Note. If you are exempt from backup withholding, you
should still complete this form to avoid possible erroneous
backup withholding.
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What Name and Number To Give the
Requester

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

The individual1. Individual

The actual owner of the account
or, if combined funds, the first
individual on the account 1

2. Two or more individuals (joint
account)

The minor 23. Custodian account of a minor
(Uniform Gift to Minors Act)

The grantor-trustee 14. a. The usual revocable
savings trust (grantor is
also trustee)

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.

The actual owner 1b. So-called trust account
that is not a legal or valid
trust under state law2. 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.

The owner 35. Sole proprietorship or
single-owner LLC

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

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

A valid trust, estate, or
pension trust

6.

Legal entity 4

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 to certain fishing boat
crew members and fishermen, and gross proceeds paid to
attorneys (including payments to corporations).

The corporationCorporate or LLC electing
corporate status on Form
8832

7.

The organizationAssociation, club, religious,
charitable, educational, or
other tax-exempt organization

8.

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

The partnershipPartnership or multi-member
LLC

9.

The broker or nomineeA broker or registered
nominee

10.

The public entityAccount 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

11.

Privacy Act Notice

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.

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

You must show your individual name and you may also enter your business
or “DBA” name on the second name line. You may use either your SSN or
EIN (if you have one). If you are a sole proprietor, IRS encourages you to
use your SSN.
List first and circle the name of the legal 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
regarding partnerships on page 1.

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.

Sole proprietorship or
single-owner LLC

The owner 3

12.

Part II. Certification

For a joint account, only the person whose TIN is shown in
Part I should sign (when required). Exempt recipients, see
Exempt From Backup Withholding on page 2.

3

You must provide your TIN whether or not you are required to file a tax return. Payers must generally withhold 28% of taxable
interest, dividend, and certain other payments to a payee who does not give a TIN to a payer. Certain penalties may also apply.

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

Section 6109 of the Internal Revenue Code requires you to provide your correct TIN to persons who must file information returns
with the IRS to report interest, dividends, and certain other income paid to you, mortgage interest you paid, the acquisition or
abandonment of secured property, cancellation of debt, or contributions you made to an IRA, or Archer MSA or HSA. The IRS
uses the numbers for identification purposes and to help verify the accuracy of your tax return. The IRS may also provide this
information to the Department of Justice for civil and criminal litigation, and to cities, states, the District of Columbia, and U.S.
possessions to carry out their tax laws. We may also disclose this information to other countries under a tax treaty, to federal
and state agencies to enforce federal nontax criminal laws, or to federal law enforcement and intelligence agencies to combat
terrorism.

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

1

2

3

4
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