CITY OF FAIRHOPE
P. 0. Drawer 429
Fairhope, Alabama 36533

Purchasing Department

October 2, 2014

NEW VENDOR INFORMATION

READ FIRST!!

Currently, the City of Fairhope only adds vendors to our vendor database with whom
we intend to do business. Before your company will be added to our vendor
database, you must first win a Request for Bids, Request for Proposal, Request for
Quotations, or other procurement solicitation, from the City of Fairhope; and be
requested by an employee of the City (usually a Buyer) for addition to the vendor
database (see New Vendor form below).

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, Purchasing agent clint.steadham@-cofairhope.com
Randy Weaver, Buyer randy.weaver@cofairhope.com
Dee Dee Brandt, Purchasing Clerk deedee.brandt@cofairhope.com
Dan Ames, Purchasing Manager dan.ames@cofairhope.com

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

CITY OF FAIRHOPE PURCHASING DEPARTMENT
PLEASE COMPLETE AND RETURN EMAIL THIS FORM

BUSINESS NAME as stated on W-9

d/b/aif applicable

PHYSICAL ADDRESS:
STREET/CITY/STATE/ZIP

GENERAL PHONE NUMBER: FED. TAX ID #

TOLL FREE NUMBER: FAX #

MAILING ADDRESS:
STREET/CITY/STATE/ZIP

REMITTANCE ADDRESS: PHONE:
STREET/CITY/STATE/ZIP

STATE OF INCORPORATION

NAME TO CUT CHECK TO:
SHOULD BE SAME AS W-9 and MUST match invoice

Contact person for

product/services: EMAIL

Contact person for

accounting: EMAIL

Signature of person filling out form: Title

Type of material / service provided:

City of Fairhope Business License # Expiration Date

Please include a W-9 Form filled out and signed when returning this sheet.

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?  YES NO

If yes, please elaborate:

VENDOR ADD
REQUESTED BY: City employee name DATE:

(OFFICE USE)
VENDOR ADDED BY: DATE:

VENDOR ID #:

RETURN THIS FORM (see page 1 for instructions)
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W-9
Form

{Rev. August 2013)
Depariment of the Treasury
Intemal Revenyue Service

Request for Taxpayer
Identification Number and Certification

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

Narme {@s shown on your income tax return}

Business name/disragarded entity name, if different fram abowve

Check appropriate box for federat lax classification:
[ individual/sale proprietor [] ¢ Comoration

[ Other (see instructions) »

[1 s comporation

|:| Limited liability comparny. Enter the tax classification {G=C corporation, 5-5 corporation, P=partnership) »

Exemptions (see inslruclions):
[ Pardnersnip  [] Trusl/astate
Exernpt payee code (if arry)
Exermnption from FATCA reporting
code (if any}

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

Requester's name and address {optional)

City, state, and ZIP code

Print or type
See Specific Instructions on page 2.

List account number(s) here {optional)

Taxpayer Identification Number {TIN}

Enter your TIN in the appropriate box. The TIN provided must malch the name given on the “Name” line
to avoid backup withholding. For individuals, this is your social security number (SSN}. However, for a

resident alien, sole proprietor, or disregarded ertity, see the Part | instructions on page 3. For other - -
ertities, it is your employer identification number (EIN). If you do not have a number, see How to get a

TiN on page 3.

MNote. If the account is in more than one name, see the chart on page 4 for guidelines on whose

number to enter.

| Social security number

[ Employer ideniification number |

Part 1l Certification

Under penalties of perjury, | certify that:

1. The number shown on this form is my correct taxpayer identificalion number {or | am waiting for a number to be issued o me), and

2. 1 am pat subject to backup wilhheiding because: {a} | am exempt from backup withholding, or (b} 1 have not been notified by the Intemal Revenue
Service (IRS) that | am subject to backup withholding as a result of a Failure to report all interest or dividends, or (¢) the IRS has notified me that | am

no longer subject to backup withholding, and

3. lam a U.S. citizen or other U.S. person (defined below), and

4. The FATCA code(s) entered on this form (if any} indicating that { am exempt from FATCA reporting is cormect.

Cerfilication 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 relurn. For real estate transaclions, itemn 2 does not apply. For mortgage
interest paid, acquisition or abandonment of secured property, cancellation of debt, contributions to an individual refirernent amangement (IRA), and
generally, payments other Lhan imerest and dividends, you are not required to sign the certificalion, but you musi provide your comect TIN. See the

instructions on page 3.

Sign Signature of
Here U.S. person

Date

General Instructions

Seclion references are to the internal Revenue Code unless otherwise noted.

Future developments. The IRS has created a page on IRS.gov for information
about Form W-9, el www.irs gov/wg. Information about any future developments
affecting Form W-9 {such as legislatron enacted afler we release it) will be posted
on that page.

Purpose of Form

A person who is required to file an information relurn with the IRS must obtain your
cormedcl taxpayer idenification naumber (TIN) to report, for example, income paid o
you, payments made o you in setilemert of payment card and third party network
transactions, reaf estate transactions, morlgage imerest you paid, acquisition or
abandonment of secured property, cancellation of datn, or coniributions you made
to an iAA.

Use Form W-8 anly if you are a L.5. person {including a resident alien), to
pravide your correct TIN to Lhe person requesling il (Ihe requesler) and, wien
applicable, to:

1. Gertify that the TIN you are giving is comect (or you are waiting for a number
10 be issued),

2. Centily that you are nol subjoct to backup withholding, or

3. Claim exemption fram backup withhalding if yau are a U.S._ exempt payee. if

anplicable. you are also certifying that as a U.S. person, your allocabie share of
any parinership income ffom a U.S. trade or business is not subject to the

withholding Lax on foreign partners” share of effectively connected income, and

4_ Certify that FATCA codeis) entered on this form (if any) indicating that you are
exempt from the FATCA reporting, is comecl.
Note. if you are a U.S. person and a requester gives you a form other than Form
¥-2 to request your TIN, you must use the requester's form if it is substantially
similar to this Form W-9.
Definftion of a LS. person. For federal Llax purposes, you are congidered a ULS.
person if you are:
* An individual wha is a US. citizen or U 5. resident alien,

= A parinership, corporation, company, or asseciation crealed or arganized in the
United States or under the laws of the United States,

* An estate {other than a foreign estate), or
= A domeshic trust {as defined in Regulations section 301.7701-7).

Special rules for parinerships. Partnerships that cenduct a trade or business in
the United States are generally required to pay a withhelding tax under section
14486 on any foreign partners’ share of effectively connected taxable income from
such business. Further, In cerlain cases where g Form W-9 has notl been received,
the: rules under section 1446 require a partnership to presume that a partner is a
foreign person, and pay the section 1446 withhalding tax. Therefore, if you are s
US. parson that it g pardner in 2 partngrship conducling a trade or businass in the
United States, provide Form W-3 to the parinership o establish your U.S. siaius
and avoid section 1446 withholding on your share of partnership incorne.

Cal. No. 10231X

Farm W-8 (ke 80013












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
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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

Daniel P. Ames

Purchasing Manager
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State of Alabama
Department of Revenue wicHAEL & wAson

Aswstant CUrmmiss Qnet
(www.revenue alabama.gov) JOE W, GARRETT, |R

50 NOI’th Ripley Street Depusty CoMMEssiiner
[ULIE P MAGEE Montgomery, Alabama 36132 CURTIS E. STEWART

Depaty Commisicner
January 6, 2014

Mr. Dan Ames

City of Fairhope

P.O. Box 429

Fairhope, AL 36533-0429

To Whom It May Concern:
Subject: Alabama Sales Tax Exemption — City of Fairhope

[11 response to your request, please be advised that cities/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 1s found in Section 40-23-4(a)(11), Code of Alabama 1975,
as amended, and 1s further explained in Sales & Use Tax Rule 810-6-3-.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 current opinion of the Sales and Use Tax Division regarding
this matter, it 1s not an official revenue ruling in accordance with Section 40-2A-5, Code of
Alabama 1975, Consequently, it is not legaily binding on the Department of Revenue and the
State.

If you should have any questions, please do not hesitate to contact me at (334) 353-8153.

Sincerely,

NUSIISTINE

rendd Wallace
Revenue Exaniiner

BKW

Enclosure

“An Alfirmative Action / Equal Opportunity Employer”
5.
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ALABAMA DEPARTMENT OF REVENUE - SALES AND USE TAX RULES
810-6-3-.69.02. Exemption for United States, State, County, City, and Other
Exempt Entities from the Payment of Sales Tax, and Purchases Made Through the
Use of Purchasing Agents.

(1) The United States Government, 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. [n such situations the department will
recognize that a agency relationship exists, provided that a written contract between the
owner and the contractor-agent has been entered which clearly establishes that: {i) the
appointment was made prior to the purchase of materials; (ii) the purchasing agent has
the authority to bind the exempt entity contractually for the purchase of tangible
personal property necessary to carry out the entity’s contractual obligations; (iii) title to
all materials and supplies purchased pursuant to such appointment shall immediately
vest in the exempt entity at the point of delivery; 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 that the obligation for 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 confirm the agency relationship. The
appoiniment 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)(11) and 40-23-62(13)}

(2} A contractor is the consumer of all the materials which are used by the

contractor in the performance of the construction contract and which become a part of
real property. Accordingly, in the absence of an agency agreement as set forth in
paragraph (1) above, purchases by a contractor or subcontractor of tangible persenal
nroperty which it will use in the performance of a contract with the United States
Government, the State of Alabama, county or incorporated municipality of the state, or
an entity with a specific exemption, for making additions, alterations, or improvements to
realty belonging to the government, state, county, municipality, or entity are not
purchases by the government, state, county, municipality, or entity and do not qualify for
the sales and use tax exemptions in Sections 40-23-4{a)(11) and 40-23-62(13).
{Sections 40-23-1(a)(10} and 40-23-60(5)} (a) A contractor that sells building materials
to a tax exempt entity under one contract and affixes the materials to realty under a
second contract with the tax exempt entity is liable for sales or use tax; the fact that the
materials are sold and installed under separate contracts does not qualify the
contractor's purchase of the materials for the sales or use tax exemptions in Sections
40-23-4(a)(11) and 40-23-62(13). A coniractor may not purchase materials tax exempt
for resale {o the tax exempt entity and then affix the same materials to realty for the tax
exempt entity. (State v. Algernon Blair Industrial Contractors, Inc., 362 So.2d 248
(Ala.Civ.App. 1978), cert. denied 362 So.2d 253)

(b} A contractor may purchase items of tangible personal property tax free when

the items are purchased for resale to a tax exempt governmental entity in the form of
tangible personal property and are not affixed to realty by the contractor pursuant to a

6.
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contract with the tax exempt entity.

(3) On and after Cctober 1, 2000, the sale to, or the storage, use, or consumption by,
any contractor or subcontractor of any tangible personal property to be incorporated into
realty pursuant to a contract with the State of Alabama or a county or incorporated
municipality of the State of Alabama awarded prior to July 1, 2004, is exempt from state,
county, and municipal sales and use taxes provided the contractor or subcontractor has
complied with Rule 810-6-3-.77, entitled Exemption for Certain Purchases by
Contractors and Subcontractors in conjunction with Construction Contracts with Certain
Governmental Entities, Public Corporations, and Educational Institutions. (Section 40-9-
33)

(4) On and after July 1, 2004, the sale to, or the storage, use, or consumption by, any
contractor or subcontractor of any tangible personal property to be incorporated into
realty pursuant to a contract with the United States government, the State of Alabama
or a county or incorporated municipality of the State of Alabama is subject to all state,
county, and municipal sales and use taxes for any contract awarded, or any portion of a
contract which is revised, renegotiated, or otherwise altered on and after July 1, 2004,
to the extent that such revision, renegotiation, or alteration requires the purchase of
additional tangible personal property. If the “change order” or other revision does not
require the purchase of additional tangible personal property, however, the change will
not cause the contract to lose its exempt status. fems purchased after June 30, 2004,
pursuant to a contract awarded prior to July 1, 2004, will continue to be exempt for the
remainder of the contract.

(Sections 40-2A-7(a)(b), 40-23-31, 40-23-83, 40-23-4(a)(10), 40-23-4{a)(11), 40-23-
62(13), 40-23-1(a)(10), 40-23-60(5), and 40-9-33, Code of Alabhama 1975) {(Readopted
through APA effective October 1, 1982, amended November 12, 1997, amended March
27, 2001, amended June 10, 2005, amended January 5, 2010)

Section 40-23-4

Exemptions.

(a) There are exempted from the provisions of this division and from the computation of the
amount of the tax levied, assessed, or payable under this division the following:

(11) The gross proceeds of sales of tangible personal property to the State of Alabama, to the
counties within the state and to incorporated municipalities of the State of Alabama.
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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 alicense may be required without first having
procured alicense 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)
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