
 

 

 
 

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 
questions, please contact the Purchasing Department at (251) 928-8003, or one of the 
above email addresses. 
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BUSINESS NAME as stated on W-9:

DBA NAME, if applicable:

PHYSICAL STREET ADDRESS:

CITY/STATE/ZIP:

REMITTANCE ADDRESS:

CITY/STATE/ZIP:

COUNTRY:

PRIMARY EMAIL:

WEBSITE:

FEDERAL TAX ID NUMBER: SSN: ___________________________________

CONTACT INFORMATION

SALES CONTACT NAME:

TELEPHONE/FAX:

EMAIL ADDRESS:

ACCOUNTS RECEIVABLE CONTACT:

TELEPHONE/FAX:

EMAIL ADDRESS:

SIGNATURE and title of person filling out form: __________________________________________  TITLE:____________________________

CITY OF FAIRHOPE BUSINESS LICENSE NUMBER: _____________________________________

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: ______________________________________________________________________________________

VENDOR ADDED BY: _____________________    VENDOR NUMBER: _______________   DATE ADDED: ______________________

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

_____________________________________________________________________________________________

_____________________________________________________________________________________________

_____________________________________________________________________________________________

OFFICE USE ONLY:

MATERIALS SOLD _________________________________________ ;  PROFESSIONAL SERVICE PROVIDED _______________________________________

EXPIRATION: _________________________________________

DATE COMPLETED: _____________________________________

_____________________________________________________________________________________________

_____________________________________________________________________________________________

_____________________________________________________________________________________________

PLEASE COMPLETE AND RETURN. PLEASE USE BLACK OR BLUE INK.

_____________________________________________________________________________________________

VENDOR INFORMATION FORM

CITY OF FAIRHOPE  

_____________________________________________________________________________________________

_____________________________________________________________________________________________

_____________________________________________________________________________________________

_____________________________________________________________________________________________

_____________________________________________________________________________________________

_____________________________________________________________________________________________

_____________________________________________________________________________________________

_____________________________________________________________________________________________

FID: _____________________________________________
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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 
 
 
 
 
 
 
 
 
 
 
 
 
 

BILLING ADDRESS: DELIVERY ADDRESS: 

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