
CITY OF FAIRHOPE 
P. 0.  Drawer 429 

Fairhope, Alabama 36533 
 

Purchasing Department 
 

October 31, 2018 
 
 
 
 
NEW VENDOR INFORMATION 

 
 
 
PLEASE NOTE: 
All new vendors must supply the following information if they are to do business with the 
City of Fairhope. 

 
1. Please fill out and return the New Vendor Form. 

 
2. Please fill out and return the attached W -9 form. 

 
3. Please fill out and return the Business License Information Form. 

 
4. Do not return other pages, they are for your files. 

 
5. Submit to one of the following (.pdf preferred): 

 
 
Clint Steadham, Buyer clint.steadham@fairhopeal.gov 
Randy W eaver, Buyer                                        randy.weaver@fairhopeal.gov 

 
 
 
 
This information is required to enter your business into our database. If you have any 
questions, please contact the Purchasing Department at (251) 928-8003, or one of the 
above email addresses. 

mailto:clint.steadham@fairhopeal.gov
mailto:randy.weaver@fairhopeal.gov


VENDOR INFORMATION FORM 
CITY OF FAIRHOPE PURCHASING DEPARTMENT 

PLEASE COMPLETE AND RETURN FORM BY EMAIL, PLEASE TYPE, OR USE BLACK OR BLUE INK. 
 

DATE COMPLETED:    _ 
 
 

NAME OF CITY OF FAIRHOPE EMPLOYEE AND DEPARTMENT requesting your company be added to our data base: 
 

  _    
 
 

BUSINESS NAME as stated on W-9:      
 

DBA NAME, if applicable:    
 

MAILING STREET ADDRESS:    
 

CITY/STATE/ZIP:   _ 
 

REMITTANCE  ADDRESS:    
 

CITY/STATE/ZIP:   COUNTRY:    
 

PRIMARY EMAIL:    WEBSITE:    
 

FEDERAL TAX ID NUMBER: FID:     or  SSN:    
 
 

CONTACT INFORMATION 
 

SALES CONTACT NAME:    
 

TELEPHONE (toll free if available):      FAX:   
 

EMAIL ADDRESS: 
 

ACCOUNTS RECEIVABLE CONTACT:   
 

TELEPHONE (toll free if available):      FAX:   
 

EMAIL ADDRESS: 
 

SIGNATURE and Title of person filling out form:   TITLE:   
 
 

TYPE OF MATERIALS AND/OR GENERAL SERVICES PROVIDED:    
 

PROFESSIONAL SERVICE PROVIDED:   _ 
 

CITY OF FAIRHOPE BUSINESS LICENSE NUMBER:   EXPIRATION DATE:    
 
 

Do you or any of your employees, stockholders, agents, sales personnel, owners or anyone related to your 
business have any relatives employed with the City of Fairhope? Please circle: YES NO 

 
If yes, please elaborate:    

 
 
 
 

OFFICE USE ONLY: 
VENDOR ADDED BY:      VENDOR NUMBER:     DATE ADDED:   _ 
************************************************************************************************************************************************************ 

 
PLEASE MAKE SURE A COMPLETED AND SIGNED W-9 FORM IS INCLUDED WHEN EMAILING THIS FORM 

SEE PAGE 1 FOR EMAILING INSTRUCTIONS 

 
Rev 1-3-16 















3. 

 

 

CITY OF FAIRHOPE 
P. O. Drawer 429 

Fairhope, Alabama 36533 
PURCHASING DEPARTMENT 

 
 
 

BILLING ADDRESS: DELIVERY ADDRESS: 
 

CITY OF FAIRHOPE CITY OF FAIRHOPE 
P.O. DRAWER  429  555 S. SECTION  ST. 
FAIRHOPE, AL 36533  FAIRHOPE, AL 36532 

 
 

CITY OF FAIRHOPE CREDIT INFORMATION 
 

We do business with numerous banking institutions and are in good standing with such including: 

BBVA Compass Bank 36 North Section St., Fairhope, Al  251-990-7601 

The City of Fairhope maintains, a Double “A+” rating with “Standard and Poors” on the New York Stock 
Exchange. 

 

 
The City of Fairhope is exempt from ALABAMA STATE SALES TAX by Alabama State Law.  Municipalities 
are not issued TAX NUMBERS, OR CERTIFICATES by the State of Alabama since Municipalities are 
automatically exempt by statute. 

 
PURCHASE ORDERS 

 
Unless otherwise contracted, the City of Fairhope, procures goods and services by Purchase Orders. For City 
of Fairhope procurements of goods and services by purchase order, Purchase Orders are required before 
goods or services are provided. Vendor correspondence, including Delivery Tickets, Service Tickets and 
Invoices, must reference the assigned Purchase Order. We do business with over 1,000 vendors. 

 
If you have any questions, please contact the Purchasing Dept. 

 
 
 

Purchasing Department 
City of Fairhope 
P.O. Drawer 429 
Fairhope, Alabama 36533-0429 
Phone: 251-928-8003 
Fax:  251-929-0364 



4. 

 

 

CITY OF FAIRHOPE 
P.O. Drawer 429 

Fairhope, Alabama 36533 
251 928-8003 

 

 
 

TAX EXEMPT STATUS 
for the 

 
City of Fairhope 

 
 
Municipalities are exempt from the payment of sales tax: See references 

 
 
1. Ref: Alabama - Department of Revenue - Code of Alabama 1975, Section 40-23-4(a)(11) and 

further explained in Sales and Use Tax Rule 810-6-3-.69.02 
 
 
2. See attached State of Alabama Department of Revenue letter 

 
 
 
The City of Fairhope does not collect or pay State of Alabama Sales Tax 

 
 
 
 
 
 
Dee Dee Brandt 
Purchasing Manager 



 

 

 

State of Alabama 
Department of Revenue 

(www.revenue.alabama gov1 
50 North Ripley Street 

Montgomery, Alabama 36132 
 
 

June 15,2018 

 
 
 
 
 
 
MICHAEL E.MASON 

AUIMJI'It Commlr-SIO:'lC:I 

JOE GARRETT 
Oopllly Com mw•wner 

 
 
 
 

Attn: Jillian Saftle 
Purchasing Manager 
City of Fairhope 
251 -990-0199 

 
Dear Ms. Saftle: 

 
Subject:  Atabama Sales Tax Exemption 

 
In response to your request.pl se be advised that municipalities in the State of Alabama, and 
the agencies and departments thereof, are specifically exempt by law from the payment of 
Alabama sales tax. This exemption is found in Section 40-23-4(a)(11 j,Code of Alabama 1975, 
as amended, and is further explained in Sales & Use Tax Rule 810-63-.69.02, a copy of which is 
enclosed for your convenience. 

 
Since the law provides a specific exemption, a certificate of exemption is not needed.  When 
making purchases of tangible personal property for the City of Fairhope, you may furnish your 
supplier with a copy of this letter. 

 
Although this letter provides the cun-ent opinion of the Sales and Use Tax Division regarding 
this matter, it is not an official revenue ruling in accordance \:vith Section 40-2A-5, Code of 
Alabama 1 975.  Consequently, it is not legally binding on the Department of Revenue and the 
State. 

 
If you should have any questions, please do not hesi tate to contact me at (334) 353-7629. 

 
Sincerely, 

 
,_-.(. &'> 

 
Joseph M. Devine 
Revenue Examiner 

 
 
 

jmd 
 

Enclosure 
 
 
 
 

..Art Afhrmat i\'c Aclion I Cqual OppOrtunity  Em ployer· 

http://www/


 

 

 
 
 

AlABAMA DEPARTMENT OF REVENUE- SALES AND USE TAX RULES 
Code of Alabama 1975,Sections 40-23-31and 40-23-83 

810-6-3-.69.02. Exemption tbr United States, State, County, City, and Other Exempt Entities 
from the Payment of Sales Tax, and Purchases Made Through the Use of Purchasing Agents. 

 
( l)  The United States Govemment, the State of Alabama, counties and incorporated 
municipalities of the state, and various other entities within the state are specifically exempt from 
paying sales and use tax on their purchases of tangible personal property. These exempt entities 
may appoint purchasing agents to act on their behalf for making tax-exempt purchases. In such 
situations the department wm recognize that a agency relationship exists, provided that a written 
contract between the owner and the contractor-agent has beeJl entered which clearly establishes 
that: (i) the appointment was made prior to the purchase of m terials; (ii) the purchasing agent 
has the authority to bind the exempt entity contractually for the purchase of tangible personal 
prope1ty necessary to carry out the entity's contractual obligatiqns; (iii) title to all materials and 
supplies purchased pursuant to such appointment shall immediately vest in the exempt entity at 
the point of deli very; and (iv) the agent is required to notify all vendors and suppliers of the 
agency relationship and make it clear to such vendors and suppliers tha1 the obligation fbr 
payment is that of the exempt entity and not the contractor-agent. All purchase orders and 
remittance devices furnished to the vendors shall clearly reflect the agency relationship. The tax 
exempt entity may enjoy its tax-exempt status when utilizing a purchasing agent, provided that the 
purchase is paid for by the tax-exempt entity with funds belonging to the tax-exempt entity and 
the proper documentation as listed above exists to confinn the agency relationship. The 
appointment of the contractor as purchasing agent of the tax exempt entity may be made by 
execution of the department Form ST:PAA-1, Purchasing Agent Appointment. (Sections 40-23- 
4(a)(ll) and 40-23-62(13)) 



 

 

BUSINESS LICENSE INFORMATION FORM 
 

DETERMINING THE NEED TO ACQUIRE A 
 

CITY OF FAIRHOPE BUSINESS LICENSE 
 

Code of Alabama 1975 Section 11-51-93 Violations; penalties. 
 

(a) It shall be unlawful for any person, taxpayer, or agent of a person or taxpayer to engage in 
businesses or vocations in a municipality for which a license may be required without first having 
procured a license therefor. A violation of this division or of an ordinance passed hereunder fixing a license 
shall be punishable by a fine fixed by ordinance, not to exceed the sum of five hundred dollars ($500) for each 
offense, and if a willful violation, by imprisonment, not to exceed six months, or both, at the discretion of the 
court trying the same. Each day shall constitute a separate offense. 

 
Please answer the questions below by checking the YES or NO line. 
YES NO 

 
   1.Does your company have a sales rep, not an independent rep, but a 

company employee, that conducts sales calls in the City of Fairhope, 
Alabama? 

 
   2.Does your company physically deliver goods or services into the City 

of Fairhope, Alabama using your company owned vehicles? 
 

   3.Does your company have any physical (office) presence in the City of 
Fairhope, Alabama? 

 
 
 
If you answered yes to any of the questions above, you must acquire a City of 
Fairhope Business License before conducting any business within the City of 
Fairhope Police Jurisdiction. 

 
Still have questions? If you do not possess a current City of Fairhope Business 
License, and plan to conduct business within the City of Fairhope Police 
Jurisdiction, please confirm your Business License requirement with the Revenue 
Department. 

 
 
 
CONTACT INFORMATION FOR QUESTIONS ABOUT ACQUIRING A CITY OF 
FAIRHOPE BUSINESS LICENSE 

 
City of Fairhope 
Revenue Department 
161 North Section Street 
Fairhope, Al 36533 
Phone: 251-928-2136 

 
 
 
 

RETURN THIS FORM (see page 1 for instructions) 
 
 
 

8. 


