
 
AUSTIN INDEPENDENT SCHOOL DISTRICT 

1111 West 6th Street 
Austin, Texas 78703-5338 

 
April 4, 2011 

 
REQUEST FOR PROPOSAL (RFP) 

 

 
The Austin Independent School District invites qualified firms to submit proposals for Youth and Family 
Enrichment Programs.  This RFP will serve two purposes:   

 to secure services for the beginning of the 2011-2012 school year;  
 to provide an ongoing competitive process to secure services throughout the 2011-2012 school 

year. 
Proposals for services that may begin approximately 8/1/11 must be received by April 28. 
Proposals for services that may begin later will be received throughout the school year. 
 
Proposals for services beginning August 1, 2011 will be received until 2:00 P.M., April 28, 2011 by the 
Austin Independent School District, Purchasing Office, 1111 West 6th Street, Suite A330, Austin, Texas 
78703. The envelope containing your proposal response (1 original and 3 copies) must be forwarded in a 
sealed envelope (FAX, E-Mail or other electronic proposal responses will not be accepted). To properly 
process, your proposal response must be plainly marked: 

 
Proposal for 

Austin Independent School District  
Youth and Family Enrichment Programs 

Proposal Number P11-035 
Open 2:00 P.M. April 28, 2011 (for services beginning August 1, 2011) 

This RFP will remain open throughout the school year. 
 

AISD reserves the right to reject any and/or all proposals, to award contracts for individual products or 
services as may appear advantageous, and to negotiate separately in any manner necessary to serve the 
best interest of the District. 
 
Proposals delivered to the AISD central mail facility or to AISD locations other than Suite A330 will not be 
considered “received” by the Purchasing Office until they arrive in the Purchasing Office (Suite A330). 
AISD will not be responsible for delays in delivery resulting from need to transport a bid from another 
location or error or delay on the part of any carrier. Proposals received in the Purchasing Office after the 
published time and date cannot be considered. 
 
AISD Board Policies can be accessed at our website, austinisd.org. Purchasing policies are included in 
Section C of the AISD Board Policy Manual. 
 
No proposals may be withdrawn for a period of sixty (60) days subsequent to the deadline for receipt of 
proposals without the prior written consent of the Board of Trustees, Austin Independent School District. 
 
 

Amelia Gómez 
Contract & Procurement Services 
Phone:  512-414-2125 
Fax: 512-480-0924 
E-Mail: amelia.gomez@austinisd.org 

 
 
 



AUSTIN INDEPENDENT SCHOOL DISTRICT 
Youth and Family Enrichment Programs 

Proposal Number P11-035 
Open 2:00 P.M. April 28, 2011 (for services beginning 8/1/11) 

 

 

 
 
 

I. PURPOSE 
 
The Austin Independent School District (herein after referred to as “AISD” or the “District”) is seeking 
proposals from Entities qualified and experienced in providing enrichment classes or services in the 
following four areas:  Academic Assistance, Enrichment, Family and Parental Support Services, and 
College and Workforce Readiness (see Attachment A: AISD Four Component Activity Guide).   
 
A. AISD plans to provide Out of School Time* (OST) activities and classes for youth at all grade 

levels  anytime school is not in session to include before and after school, summer recess, 
vacation days, and weekends, that – 

 
 Provide opportunities for academic enrichment, including providing tutorial services to help 

children, particularly students who attend low performing schools, to meet State and local 
student academic achievement standards in core academic subjects, such as reading, 
math, and science;  

 Offer students a broad array of additional services, programs and activities, such as youth 
development activities, drug and violence prevention programs, counseling programs, art, 
music, physical education and fitness programs, and technology education programs that 
are designed to reinforce and complement the regular academic program of participating 
students; and  

 
B. AISD plans to offer family and parental support services and activities that support and help to 

increase the participation of parents in the students’ educational experience.  Services may 
include: 

 
 Adult literacy, ESL, technology, job training, health and wellness, parenting, and/or parent-

child learning opportunities. 
 

* Out of School Time (OST) programs refers to an array of safe, structured programs that provide 
children and youth from kindergarten through high school with a range of supervised activities 
intentionally designed to encourage learning and development outside of the typical school day. 
OST programs occur before and after school, on the weekends, during school holidays, and in the 
summer.  
 

 
II. PROPOSAL FORMAT 

 
A separate proposal must be submitted for each area of interest or “domain”.  (Attachment A)  
 
Proposals are to be submitted on the attachments provided and are categorized as follows:   

 Attachment B  - Youth programs 
 Attachment C -  Adult/Family programs  
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IV. PROPOSAL INFORMATION 
 

A. Schedule For Selection  
 

Date Event 

April 4, 2011 Request For Proposal available to Contractors 

April 28, 2011 Due date for proposals for services beginning 8/11/11 

April 29 – May 27, 2011 Analysis of proposals for services beginning 8/1/11 

June 20, 2011 Recommendation submitted to Board for approval 

 
B. Interpretation of RFP Wording 

Interpretation of the wording of this RFP shall be the responsibility of the District Office 
of Contract & Procurement Services.  District staff will not give verbal answers to 
inquiries regarding the contents of the RFP. Any verbal statement regarding it prior to 
the award shall be non-binding. 

 
C. Written Inquiries 

Proposers may make written inquiries concerning this RFP to obtain clarification of the 
requirements.   

 
Submit inquiries via Fax or E-mail to:  
 
Amelia Gómez, Contract & Procurement Services 
P11-035 Youth and Family Enrichment Programs 
Austin Independent School District 
Fax Number: (512) 480-0924 
E-mail to: amelia.gomez@austinisd.org 

 
D. Rights of the Austin Independent School District 

The District reserves the right to require additional information from Proposers and to 
conduct necessary investigations to determine Proposer performance and to determine 
the accuracy of Proposal information. 

 
E. RFP Information and Work Conditions 

1. All Proposers are expected to carefully examine the RFP documents. Any 
ambiguities or inconsistencies should be brought to the attention of the individual 
identified in Section IV, C of this RFP. It is believed that all information necessary 
to complete a response is included in this RFP. It is the responsibility of the 
Proposer to obtain clarification of any information contained herein that is not fully 
understood. 

2. The Proposer, by and through the submission of a Proposal, agrees to be held 
responsible for: 1) having examined the Request for proposal and all referenced 
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citations of judicial decisions, statutory authority, and local policy; 2) having 
become familiar with the nature and scope of the Services required by the District; 
and 3) identifying any local conditions that may affect the labor availability, 
administrative rules and other factors that may impact the District’s timeline for 
completion of the Services. 

 
 
V. SCOPE OF SERVICE AND PERFORANCE REQUIREMENTS 

 
The following describes the service and performance requirements that the selected 
Contractor will be required to perform.  
 
AISD envisions a system of OST programs that are coordinated and aligned with the Texas 
Essential Knowledge and Skills and the AISD Curriculum Roadmap.  AISD OST programs 
will provide opportunities for academic improvement which include the provision of 
instructional services to help students meet state and local standards.  Students enrolled in 
the OST programs should experience the activities as different but connected to the school 
day. 
 
Respondents should provide high quality and clearly articulated expectations for students’ 
development and achievement.  Programs will focus on measureable outcomes related to 
school success and youth development.  These might include some of the following Critical 
Success Factors (see chart on following page): 
 

 Improved academic achievement 
 Improved school day attendance 
 Improved behavior 
 Improve promotion rates 
 Improved graduation rates 

 
 



 

AISD Afterschool and Parent Support Critical Success Factors 

Outcomes Critical Success Factors Critical Success Factors Milestones 
Milestone Performance 

Indicators (measure) 

 
Improve 
Academic 
Performance  
 
 
 
 
 
Improve 
Attendance  
 
 
 
 
 
Improve 
Behavior  
 
 
 
 
 
Increase 
Promotion Rates  
 
 
 
 
 
Increase 
Graduation 
Rates  
 

 

Critical Success Factor #1: Student and Family Engagement 
 

Students and families actively 
participating and engaged in learning  

Students and families displaying 
leadership roles, volunteering to 
participate and lead activities  

 

Increased student and family 
attendance in afterschool programs  

Students mentoring other students  

Students and families facilitating 
activities  

Measurement Tool  
Instructor surveys/self assessment  
Principal/Project Director survey  
Observation/on-site visit  

 

Utilize innovative instructional 
techniques for academic and 
enrichment activities based 
on research and best 
practices  
 

 

Curriculum/Lesson Plans  

 

Critical Success Factor #2: School Involvement 
 

Students increased sense of involvement 
in school 

 

Number of students participating in 
extracurricular activities  

Increased number of mentors  

Measurement Tool  
Student/Family surveys  
Teacher surveys  

 

Provide adult advocates, 
based on student need and in 
accordance with best 
practices  

 

Number of meetings with 
students  

Number of contacts made 
with Families, teachers, 
school day staff  

 

Critical Success Factor #3: Assessment Data 
 

Use of assessment data to revise/ 
reevaluate student services  

 

Changes in student activities following 
re-assessment  

Measurement Tool  
Document analysis of program files  
Observation/on-site visits  

 

Conduct ongoing/continuous 
assessment to determine 
need and improve targeted 
services  

 

Methods of assessment: pre/ 
post tests, needs 
assessments, case plans, etc.  

 

Critical Success Factor #4: Professional Development Impact 
 

Implementation of strategies learned 
through training  

Noticeable difference in educational 
instruction (teaching methods)  
 

 

Changes in methods of instruction 
based on training  

Measurement Tool  
Self assessments  
Supervisor assessments  
 

 

Provide all required training 
opportunities for staff 
development  
 

 

Number of Trainings 

Schedule of Trainings 

Staff sign in sheets 

Participant surveys 



 
 
Respondents should demonstrate that the proposed program is based on research showing 
that effective (OST) programs are those that are based on identified student and family 
needs, aligned to school-day activities, adapt instruction to individual and small group needs, 
provide engaging learning experiences, maximize student participation and attendance, and 
use assessments of program performance to improve program quality. Such high quality 
OST programs are an integral part of the pipeline to graduation and college success.  All of 
the proposed services and activities should be designed based on research about what 
works in OST programs – primarily research from the Department of Education’s “What 
Works” Clearing House publication Structuring Out-of-School Time to Improve Academic 
Achievement and research about family engagement from the Harvard Family Research 
Project.  AISD uses an evidence-based assessment tool developed by the Weikart Center for 
Youth Program Quality (YPQ) and trains all afterschool staff and contractors on best 
practices for activity development and implementation.  Respondents should participate in 
the YPQ initiative by agreeing to assessments and trainings offered by AISD.  In addition, all 
of the proposed project’s family engagement activities are based on the national parent 
involvement standards established by the National PTA, including:  1) regular, two-way, 
meaningful, communication between home and school; 2) promotion and support of 
parenting skills; 3) active parent participation in student leaning; 4) parents as welcome 
volunteer partners in schools, 5) parents as full partners in school decisions that affect 
children and families, and 5) outreach to community resources.  AISD will take a coordinated 
approach to engaging families so that those most in need will have multiple points of entry 
into the continuum of services available through this program. 
 
As a contractor for AISD, the entity is expected to supply instructors, curriculum, unit and 
lesson plans, materials and supplies for the proposed activities.  AISD generally pays 
between $30 and $50 per hour.  The cost of service will depend on the number of instructors 
provided and the cost of materials. 
 
As a contractor for AISD OST and parent support programs, the entity is expected to update 
the organization’s profile in the Youth Services Mapping System www.ysm-austin.org every 6 
months. 
 
29% of AISD students are classified as Limited English Proficient (LEP).  Respondents 
should demonstrate their capacity to serve this population 

 
 
VI. COMPETITIVE SELECTION 
 

A. Proposals for services beginning 8/1/11 are due April 28, 2011, at 2:00 PM.  Late 
proposals will be will not be considered for services beginning 8/1/11, but will be 
considered for services to begin later in the school year. No proposals may be 
withdrawn without written request.   
 

B. AISD will select multiple vendors that meet the requirements of the RFP.  If an AISD 
department or campus requests to use one of the selected vendors, then a contract will 
be executed between the parties.  A vendor cannot perform services for AISD without a 
fully executed contract.    
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C. The committee evaluating the proposals submitted in response to this RFP may require 
any or all Contractors to give an oral presentation in order to clarify or elaborate on their 
proposal. Upon completion of oral presentations or discussions, Contractors may be 
requested to revise any or all portions of their proposals. 

 
D. This is a NEGOTIATED procurement and as such, requests may be made to the 

proposer to alter or amend their original proposal.  
 

 
VII. TERMS AND CONDITIONS  

 
A. Agreement(s) resulting from this RFP will be in effect for a period of one (1) year from 

date of award by the Board of Trustees in 2011.  AISD, at its sole option, may however 
extend the agreement for four (4) additional one (1) year periods from 2012 – 2016.  

 
B. AISD reserves the right to reject any and/or all proposals, to make awards for individual 

products or services as may be advantageous, and waive all formalities in the RFP 
process. 

 
C. Proposals for services beginning 8/1/11 are due April 28, 2011, at 2:00 PM.  Late 

proposals will be will not be considered for services beginning 8/1/11, but will be 
considered for services to begin later in the school year. No proposals may be 
withdrawn without written request. 

 
D. AISD desires to have the Contractor submit a proposal, which incorporates all 

significant points enumerated in this RFP. Where the proposal is silent, AISD assumes 
the services set forth in the SCOPE OF SERVICE AND PERFORMANCE 
REQUIREMENTS to be accepted as part of the proposal. The Board of Trustees will 
pass a resolution accepting the written proposal and appropriate portions (if applicable) 
of the successful Contractor selected. 

 
E. AISD will not be responsible for any expenses incurred by the Contractor in preparing 

and submitting a proposal. 
 

F. A system for perpetual record keeping shall be maintained by the Contractor until the 
File is closed, and for a period of no less than three years thereafter and must make 
such records available to the District upon request. AISD shall be the absolute 
unqualified owner of all documents and electronic media prepared pursuant to this 
project. No information produced as a result of any agreement or contract with AISD 
can be released without the prior written consent of AISD. 

 
G. Questions concerning this solicitation shall be directed in writing to Kim Scannell, at the 

address indicated on the face of this document. 
 
H. Any contract resulting from this solicitation is contingent upon the continued availability 

of appropriations and is subject to cancellation, without penalty, either in whole or in 
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part, if funds are not appropriated by the AISD Board of Trustees or otherwise not made 
available to the District. 

I. A written notice of award mailed or otherwise furnished to the successful Contractor 
results in a binding contract without further action by either party. 

 
J. The District reserves the right the terminate all or any part of the undelivered portion any 

order resulting from this solicitation with thirty (30) days written notice; upon default by 
the vendor, for delay or nonperformance by the Vendor, or, if it is deemed in the best 
interest of the District, for convenience. 

 
K. The person whose signature appears on the cover page of this Request For Proposal 

hereby certifies (by signing this document) that the individual, firm and/or any principal 
of the firm on whose behalf this proposal is submitted is not listed on the Federal 
Government’s “List of Parties Excluded from Federal Procurement and Non-
Procurement Programs” published by the U. S. General Services Administration (GSA) 
effective as of the date of opening of this proposal, and agrees to notify the District of 
any debarment inquiries or proceedings by any federal, state or local governmental 
entity that exist or may arise between the date of this submission and such time as an 
award has been made under this procurement action. 

 
L. Indemnification – To the fullest extent permitted by applicable law, the Vendor and its 

agents, partners, employees, and consultants (collectively "Indemnitors") shall and do 
agree to indemnify, protect, defend with counsel approved by the District, and hold 
harmless the District and its affiliated enterprises, representatives of the District, and 
their respective officers, directors, members of the board, partners, employees and 
agents (collectively "Indemnities") from and against all claims, damages, losses, liens, 
causes of action, suits, judgments and expenses, including attorney fees, of any nature, 
land, or description (collectively "Liabilities") of any person or entity whomsoever arising 
out of, caused by, or resulting from the performance of services, or provision of goods, 
by contractor pursuant to this contract, or any part thereof, which are caused in whole or 
in part by any negligent act or omission of the Vendor or, anyone directly or indirectly 
employed by it or anyone for whose acts it may be liable even if it is caused in part by 
the negligence or omission of any Indemnities, so long as it is not caused by the sole 
negligence or willful misconduct of any Indemnities. In the event more than one of the 
Indemnitors are connected with an accident or occurrence covered by this 
indemnification, then each of such Indemaitors shall be jointly and severally responsible 
to the Indemnities for indemnification and the ultimate responsibility among such 
Indemnitors for the loss and expense of any such indemnification shall be settled by 
separate proceedings and without jeopardy to any Indemnities. The provisions of this 
article shall not be construed to eliminate or reduce any other indemnification or right 
which the District or any of the Indemnities has by law. 

 
Vendor shall protect and indemnify the District from and against all claims, damages, 
judgments and loss arising from infringement or alleged infringement of any United 
States patent, or copyright, arising by or out of any of the services performed or goods 
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provided hereunder or the use by Vendor or by the District at the direction of Vendor of 
any article or material, provided that upon becoming aware of a suit or threat of suit for 
patent or copyright infringement, the District shall promptly notify Vendor and Vendor 
shall be given full opportunity to negotiate a settlement. Vendor does not warrant 
against infringement by reason of the District's design of articles or the use thereof in 
combination with other materials or in the operation of any process. In the event of 
litigation, the District agrees to cooperate reasonably with Vendor and parties shall be 
entitled, in connection with any such litigation, to be represented by counsel at their own 
expense. 

 
The indemnities contained herein shall survive the termination of any agreement or 
purchase order for any reason whatsoever. 

 
 

 



ATTACHMENT A 
AISD Four Component Activity Guide 

 

Academic Assistance  Enrichment 
Family and Parental 

Support Services College and Workforce 

Services and activities that 
support all educational 
areas as needed to promote 
student achievement and 
success in their school 
experiences.  
 
Programs should create 
exciting intrinsic motivation to 
sustain constant student 
participation. 

Services and activities that 
provide positive social, 
cultural, recreational, 
interpersonal skills and 
experiences to enrich and 
expand students’ 
understanding of life and 
involvement in the 
community. 

Services and activities that 
support and help to 
increase the participation 
of parents in the students’ 
educational experience. 

Services and activities that 
promote workforce 
awareness, job and/or 
college readiness, skills 
training, preparation for 
the workforce and 
assistance in the 
attainment of employment 
and/or funding for college. 

Academic skills 
Academic Student Clubs 
Accelerated and remedial 
education activities 
Computer literacy 
Computer Science 
Creative writing 
Credit Recovery Support 
activity 
Critical Thinking Skills 
Educational Field Trips 
Essay writing 
Forensics 
Homework check/completion 
Engineering activities 
Expanded Library services 
Homework clubs 
Language (ESL LEP) 
Literacy programs 
Math activities 
Natural Science 
Note taking skills 
Number Sense activities 
Peer tutoring 
Poetry Writing Workshops 
Portfolios 
Problem solving skills 
Reading program/clubs 
Reading Workshops 
Remedial activities 
Robotics 
School related planning 
Science activities 
Service learning projects 
Social studies activities 
Speech/Debate 
Spelling Bee activities 
Study skills activities 
TAKS preparation 
Technology activities 
Telecommunications 
Test taking skills 
Tutoring 
Typing 
Writing Workshops 

Arts & crafts activities 
Bullying/anti-bullying 
Character building Clubs 
Community service projects 
Computer games / enrich 
technology 
Conflict resolution 
Cooking classes 
Counseling/guidance 
Creative arts 
Dance/drama/music clubs 
Engineering activities 
Fashion show 
First aid/CPR classes 
Fitness 
Games (physical/outdoors) 
Gang awareness 
Goal setting 
Graffiti clean-up 
Health Issues 
Leadership training 
Life skills 
Martial arts/self defense 
Mentoring 
Motivational activities 
Music 
Nature walks/picnics 
Nutrition/eating habits 
Peer mediation 
Pregnancy/parenting 
awareness 
Problem solving skills 
Recreational activities 
Red ribbon week activities 
Relationship skills 
Safety awareness 
Sign language training 
Sports activities 
Student clubs & meetings 
Teen parent groups 

Adult education 
Assist with application for 
employment 
College awareness 
College financial aid 
Computer literacy 
Employment fair 
Employment skills training 
Family counseling/supportive 
guidance 
Family literacy programs 
Financial Education 
Household budgeting/banking 
Mailing 
Meeting 
PAPA (teen parents) 
Parenting education 
(pregnant/parenting teens) 
Parent employment resources 
Parent orientations 
Parent support group 
Parent surveys 
Parent transportation 
Parent volunteers 
Parent/family events & 
activities 
Parent/student TAKS nights 
Parenting/life skills classes 
Phone calls to parents 
PTA/PTO night 
Relationship building with 
child 

Baby Sitter/CPR certification 
Business environment 
Career clubs 
Career counseling 
Career days 
Career development activities 
Career exploration 
Career fairs 
Career field trips 
College admissions assistance 
College awareness-prep 
College career goals 
College course enrollment 
College days/events/fairs 
College entrance exams 
College financial aid 
assistance 
College life prep 
College needs assessment 
College professor meeting 
College test application 
College test prep 
College tours/field trips 
Computer literacy 
Concurrent enrollment 
Critical Thinking Skills 
Scholarship application 
Scholarship information 
Engineering activities 
FAFSA 
Financial planning 
Internships 
Dress for success 
Dual credit 
Entrepreneurial activities 
Goal setting 
Job placement 
Job recruitment 
Job referral 
Mock interviews 
Resume assistance 
School to careers activities 
Time management skills 
training 
Vocational training 
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Complete a separate form for each area of interest (domain) 
Name of Organization:  Contact Name:  

Address: 
 

Phone:                       Phone: 

City:                         State:             Zip:   email: 
 

Domain:   
 

# youth served per class: 

Cost per hour:  
 

Utilize volunteers:                             yes/no 

Staff: Youth ratio: 
 

Capacity to serve LEP students:      yes/no 

1. Provide a brief summary of your organization’s history, goals, and key achievements, including why the 
organization was established, your recent activities and accomplishments.  (10 pts) 

 
 
 
 
 
 
 
 
 
 
 
 

2.A.  How many sites is your organization able to serve?  (5 pts) 
 
 
 
2.B.  How many days per week per site will your organization be able to provide programming? 
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3. How will your organization’s activities increase proficiency in related content areas:         (12 pts) 

A. Academic Assistance 
 
 
 
 
B. Enrichment 
 
 
 
 
C. Family & Parental Support 
 
 
 
 
D. College & Workforce Readiness   

4. How are your organization’s activities aligned with the TEKS (Texas Essential Knowledge and Skills)?  Please 
give an example.  (5 pts) 

 

5. What is your organization’s capacity to serve Limited English Proficiency Students? (5 pts) 
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6. How will your organization’s activities reflect experiential and hands-on learning? (10 pts) 

7. Describe your organization’s staff development plan for 2011-2012, including topics. (5 pts) 

8. State your organizations minimum staff education/experience requirements. (5 pts) 
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9. How will your organization evaluate the effectiveness of the proposed activities in meeting  

AISD program goals (culminating events, presentations, projects, etc.)? (5 pts) 
 

10.  Has the organization created or updated their profile in the Youth Services Mapping System in the past six 
months?   www.ysm-austin.org   (3 pts) 

 

11. Organization has established curriculum and lesson plans.  Include a SAMPLE with your proposal. (20 pts) 
 
 
 
 
 
 

http://www.ysm-austin.org/�
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12. List 3 References (10 pts) 

13. Will your organization participate in the AISD YPQ initiative through assessments and training?  (5 points) 
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Complete a separate form for each area of interest (domain) 
Name of Organization:  Contact Name:  

Address: 
 

Phone:                       Phone: 

City:                         State:             Zip:   email: 
 

Domain:   
 

# youth served per class: 

Cost per hour:  
 

Utilize volunteers:                             yes/no 

Staff: Youth ratio: 
 

Capacity to serve LEP students:      yes/no 

1. Provide a brief summary of your organization’s history, goals, and key achievements, including why the 
organization was established, your recent activities and accomplishments.  (20 pts) 

 
 
 
 
 
 
 
 
 
 
 
 

2.A.  How many sites is your organization able to serve?  (10 pts) 
 
 
 
2.B.  How many days per week per site will your organization be able to provide programming? 
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3.  How will your organization’s activities help to increase the participation of parents in their student’s  

educational experience? (20 pts) 
  

4.     What is your organization’s capacity to serve Limited English Proficiency populations? (10 pts) 

5.    What curriculum will be utilized in the parent program?  If an established curriculum is not available, please  
        attach an example of a lesson plan.  (10 pts) 
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6. Describe your organization’s staff development plan for 2011-2012, including topics ? (10 pts) 

7. State your organizations minimum staff education/experience requirements. (10 pts) 

8. List 3 References. (10 pts) 
 



OFFER CERTIFICATION 
 
The undersigned Firm, by signing and executing this offer, certifies and represents to the Austin 
Independent School District that Firm has not offered, conferred or agreed to confer any pecuniary 
benefit, as defined by § 1.07(a)(6) of the Texas Penal Code, or any other thing of value, as 
consideration for the receipt of information or any special treatment or advantage relating to this 
offer; the Firm also certifies and represents that Firm has not offered, conferred or agreed to confer 
any pecuniary benefit or other things of value as consideration for the recipient's decision, opinion, 
recommendation, vote or other exercise of discretion concerning this offer; the Firm certifies and 
represents that Firm has neither coerced nor attempted to influence the exercise of discretion by any 
officer, trustee, agent or employee of the Austin Independent School District concerning this offer 
on the basis of any consideration not authorized by law; the Firm also certifies and represents that 
Firm has not received any information not available to other Firms so as to give the undersigned a 
preferential advantage with respect to this offer; the Firm further certifies and represents that Firm 
has not violated any state, federal or local law, regulation or ordinance relating to bribery, improper 
influence, collusion or the like and that Firm will not in the future, offer, confer, or agree to confer 
any pecuniary benefit or other thing of value of any officer, trustee, agent or employee of the Austin 
Independent School District in return for the person having exercised the person's official 
discretion, power or duty with respect to this offer; the Firm certifies and represents that it has not 
now and will not in the future offer, confer, or agree to confer a pecuniary benefit or other thing of 
value to any officer, trustee, agent or employee of the Austin Independent School District in 
connection with information regarding this offer, the submission of this offer, the award of this offer 
or the performance, delivery or sale pursuant to this offer. 
 
FIRM NAME __________________________________________________________________ 
 
SIGNED BY ___________________________________________________________________ 
 
PRINTED NAME_______________________________________________________________ 
 
TITLE _________________________________________________________________________ 
 
MAILING ADDRESS ____________________________________________________________ 
 
_______________________________________________________________________________ 
 
TELEPHONE  - (         )_______________________or  1-800_____________________________ 
 
FAX NUMBER  - (         )__________________________________________________________ 
 
DATE _________________________________________________________________________ 
 
E-MAIL ADDRESS ______________________________________________________________ 



 
 

 

FELONY CONVICTION NOTICE 
 

Statutory citation covering notification of criminal history of contractor is found in the Texas Education Code §44.034. 

 
FELONY CONVICTION NOTIFICATION 

 
State of Texas Legislative Senate Bill No. 1, Section 44.034, Notification of Criminal History, 
Subsection (a), states “a person or business entity that enters into a contract with a school district 
must give advance notice to the district if the person or an owner or operator of the business entity 
has been convicted of a felony.  The notice must include a general description of the conduct 
resulting in the conviction of a felony”.   
 
Subsection (b) states “a school district may terminate a contract with a person or business entity if 
the district determines that the person or business entity failed to give notice as required by 
Subsection (a) or misrepresented the conduct resulting in the conviction.  The district must 
compensate the person or business entity for services performed before the termination of the 
contract”.   

THIS NOTICE IS NOT REQUIRED OF A PUBLICLY-HELD CORPORATION  

 
 
I, the undersigned agent for the firm named below, certify that the information concerning 
notification of felony convictions has been reviewed by me and the following information furnished 
is true to the best of my knowledge. 
 
VENDOR’S NAME: ____________________________________________________________  
 
AUTHORIZED COMPANY OFFICIAL’S NAME: _____________________________________________ 
 
Check only one of the following: 
 

 My firm is a publicly-held corporation, therefore, this reporting requirement is not 
applicable.    

  
 My firm is NOT owned nor operated by anyone who has been convicted of a felony. 

 
 My firm IS owned or operated by the following individual(s) who has/have been 

convicted of a felony. 
 
 Name of Felon(s): ________________________________________________________ 

(attach additional sheet if necessary) 
 Details of Conviction(s): _________________________________________________ 
       (attach additional sheet if necessary) 
  
  
Signature of Company Official: ___________________________________________ 



SUSPENSION AND DEBARMENT CERTIFICATION 
 
Federal Law (A-102 Common Rule and OMB Circular A-110) prohibits non-federal 
entities from contracting with or making subawards under covered transactions to parties 
that are suspended or debarred or whose principals are suspended or debarred.  Covered 
transactions include procurement contracts for goods or services equal to or in excess of  
$25,000 and all nonprocurement transactions (e.g., subawards to subrecipients). 
 
Contractors receiving individual awards of $25,000 or more and all subrecipients must 
certify that their organization and its principals are not suspended or debarred by a federal 
agency. 
 
Before an award of $25,000 or more can be made to your firm, you must certify that your 
organization and its principals are not suspended or debarred by a federal agency. 
 
I, the undersigned agent for the firm named below, certify that neither this firm nor its 
principals are suspended or debarred by a federal agency. 
 
 
 
VENDOR’S NAME: _________________________________________________ 
 
Signature of Company Official:_________________________________________ 
 
Date Signed:  _________________________________ 
 
Printed name of company official signing above:  __________________________  



 Austin Independent School District 
 Bid Number: _______________ 
 Name of Bid: ______________________________________ 

 
 Central Texas Purchasing Alliance 
 

Adoption Clause 
 
USE OF CONTRACT(S) BY MEMBERS COMPRISING THE CENTRAL TEXAS 
PURCHASING ALLIANCE (CTPA). 
 

A. If authorized by the Vendor(s), resultant contract(s) may be adopted by the 
member districts of the CTPA as indicated below.  Authorized members may 
purchase goods and/or services in accordance with contract pricing and 
purchasing terms established by the Contract Lead District. 

B. A list of members that may utilize the Vendor’s contract is listed on the CTPA 
website, http://209.184.141.5/ctpa/members,htm. 

C. Any district member wishing to utilize such contract(s), will contact the Vendor 
to verify that the contract is available to them and will place its own order(s) 
directly with the successful Vendor  The Successful Vendor may contact the 
member districts to inform them about the contract award.  There shall be no 
obligation on the part of any participating district to utilize the contract(s). 

D. A negative reply by the Vendor will not adversely affect consideration of the 
Vendor’s Solicitation response. 

E. Each participating district has the option of executing a separate contract with the 
successful Vendor, which may contain general terms and conditions unique to 
that contracting district.  If, when preparing such contract, the general terms and 
conditions of a district are unacceptable to the successful Vendor, the successful 
Vendor may withdraw its extension of their offer to that district. 

F. The Contract Lead District shall not be held liable for any costs or damages 
incurred by another district as a result of any award extended to that district by 
the Successful Vendor. 

 
BY SIGNATURE BELOW, THE VENDOR HEREBY AUTHORIZES THE MEMBER 
DISTRICTS AS INDICATED BELOW TO ADOPT ANY CONTRACT RESULTING FROM 
THE VENDOR’S RESPONSE TO THIS SOLICITATION. 
 
_______YES 
 
_______NO 
 
_______YES, with the exception of the following districts: 
 

 
 
 
Vendor Name:  _________________________________________________________________ 
 
Printed Name of Authorized Company Official:  _______________________________________ 
 
Signature of Company Official:  ____________________________________________________ 
 
Date:  ____________________________________  

http://209.184.141.5/ctpa/members,htm
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2.

Name (as shown on your income tax return)

Business name/disregarded entity name, if different from above

Check appropriate box for federal tax classification: 

Individual/sole proprietor  C Corporation S Corporation Partnership Trust/estate

Limited liability company. Enter the tax classification (C=C corporation, S=S corporation, P=partnership)   

Other (see instructions)  

Exempt payee

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

City, state, and ZIP code

Requester’s name and address (optional)

List account number(s) here (optional)

Part I Taxpayer Identification Number (TIN)

Enter your TIN in the appropriate box. The TIN provided must match 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 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.

Note. 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 identification number 

–

Part II Certification

Under penalties of perjury, I certify that:

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

2.  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

3.  I am a U.S. citizen or other U.S. person (defined below).

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 

General Instructions
Section references are to the Internal Revenue Code unless otherwise 
noted.

Purpose of Form
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.

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. 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.

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.

Definition of a U.S. person. For federal tax purposes, you are 

considered a U.S. person if you are:

• An individual who is a U.S. citizen or U.S. resident alien,

• A partnership, corporation, company, or association created or 
organized in the United States or under the laws of the United States,

• An estate (other than a foreign estate), or

• A domestic trust (as defined in Regulations section 301.7701-7).

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.

Cat. No. 10231X Form W-9 (Rev. 12-2011)
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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,

• 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.

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).

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 payee 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.

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.

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.

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

What is backup withholding? Persons making certain payments to you 
must under certain conditions withhold and pay to the IRS a percentage 
of such payments. This is called “backup withholding.”  Payments that 
may be subject to backup withholding include interest, tax-exempt 
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.

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.

Payments you receive will be subject to backup  
withholding if:

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

2. You do not certify your TIN when required (see the Part II 
instructions on page 3 for details),

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

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

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.

Also see Special rules for partnerships on page 1.

Updating Your Information

You must provide updated information to any person to whom you 
claimed to be an exempt payee if you are no longer an exempt payee 
and anticipate receiving reportable payments in the future from this 
person. For example, you may need to provide updated information if 
you are a C corporation that elects to be an S corporation, or if you no 
longer are tax exempt. In addition, you must furnish a new Form W-9 if 
the name or TIN changes for the account, for example, if the grantor of a 
grantor trust dies.

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.

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.

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.

Specific Instructions

Name

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 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.

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/disregarded 
entity name” line.

Partnership, C Corporation, or S Corporation. Enter the entity's name 
on the “Name” line and any business, trade, or “doing business as 
(DBA) name” on the “Business name/disregarded entity name” line.

Disregarded entity. Enter the owner's name on the “Name” line. The 
name of the entity entered on the “Name” line should never be a 
disregarded entity. The name on the “Name” line must be the name 
shown on the income tax return on which the income will be reported. 
For example, if a foreign LLC that is treated as a disregarded entity for 
U.S. federal tax purposes has a domestic owner, the domestic owner's 
name is required to be provided on the “Name” line. If the direct owner 
of the entity is also a disregarded entity, enter the first owner that is not 
disregarded for federal tax purposes. Enter the disregarded entity's 
name on the “Business name/disregarded entity name” line. If the owner 
of the disregarded entity is a foreign person, you must complete an 
appropriate Form W-8. 

Note. Check the appropriate box for the federal tax classification of the 
person whose name is entered on the “Name” line (Individual/sole 
proprietor, Partnership, C Corporation, S Corporation, Trust/estate).

Limited Liability Company (LLC). If the person identified on the 
“Name” line is an LLC, check the “Limited liability company” box only 
and enter the appropriate code for the tax classification in the space 
provided. If you are an LLC that is treated as a partnership for federal 
tax purposes, enter “P” for partnership. If you are an LLC that has filed a 
Form 8832 or a Form 2553 to be taxed as a corporation, enter “C” for   
C corporation or “S” for S corporation. If you are an LLC that is 
disregarded as an entity separate from its owner under Regulation 
section 301.7701-3 (except for employment and excise tax), do not 
check the LLC box unless the owner of the LLC (required to be 
identified on the “Name” line) is another LLC that is not disregarded for 
federal tax purposes. If the LLC is disregarded as an entity separate 
from its owner, enter the appropriate tax classification of the owner 
identified on the “Name” line.
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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/
disregarded entity name” line.

Exempt Payee 

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

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.

The following payees are exempt from backup withholding:

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,

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,

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.

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

IF the payment is for . . . THEN the payment is exempt 

for . . .

Interest and dividend payments All exempt payees except 
for 9

Broker transactions Exempt payees 1 through 5 and 7 
through 13. Also, C corporations.

Barter exchange transactions and 
patronage dividends

Exempt payees 1 through 5

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

Generally, exempt payees 
1 through 7 2

1 See Form 1099-MISC, Miscellaneous Income, and its instructions.
2 However, the following payments made to a corporation and reportable on Form 

1099-MISC are not exempt from backup withholding: medical and health care 
payments, attorneys' fees, gross proceeds paid to an attorney, and payments for 
services paid by a federal executive agency.

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.

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-member LLC that is disregarded as an entity 
separate from its owner (see Limited Liability Company (LLC) on page 2), 
enter the owner’s SSN (or EIN, if the owner has one). Do not enter the 
disregarded entity’s EIN. If the LLC is classified as a corporation or 
partnership, enter the entity’s EIN.

Note. See the chart on page 4 for further clarification of name and TIN 
combinations.

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.ssa.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 Identification Number (EIN) under Starting a 
Business. You can get Forms W-7 and SS-4 from the IRS by visiting 
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.

Note. Entering “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 appropriate Form W-8.

Part II. Certification

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 item 1, below, and items 4 and 5 on page 4 
indicate otherwise.

For a joint account, only the person whose TIN is shown in Part I 
should sign (when required).  In the case of a disregarded entity, the 
person identified on the “Name” line must sign. Exempt payees, see 
Exempt Payee on page 3.

Signature requirements. Complete the certification as indicated in 
items 1 through 3, below, and items 4 and 5 on page 4.

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.

2. 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.

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

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.

What Name and Number To Give the Requester

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

1. Individual The individual
2. Two or more individuals (joint             

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

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

The minor 2

4. a. The usual revocable savings 
trust (grantor is also trustee) 
b. So-called trust account that is 
not a legal or valid trust under 
state law

The grantor-trustee 1

The actual owner 1

5. Sole proprietorship or disregarded 
entity owned by an individual

The owner 3

6. Grantor trust filing under Optional 
Form 1099 Filing Method 1 (see 
Regulation section 1.671-4(b)(2)(i)(A))

The grantor*

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

7. Disregarded entity not owned by an 
individual

The owner

8. A valid trust, estate, or pension trust Legal entity 4

9. Corporation or LLC electing 
corporate status on Form 8832 or 
Form 2553

The corporation

10. Association, club, religious, 
charitable, educational, or other   
tax-exempt organization

The organization

11. Partnership or multi-member LLC The partnership
12. A broker or registered nominee The broker or nominee

13. Account 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

The public entity

14. Grantor trust filing under the Form 
1041 Filing Method or the Optional 
Form 1099 Filing Method 2 (see 
Regulation section 1.671-4(b)(2)(i)(B))

The trust

1
 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.

2
 Circle the minor’s name and furnish the minor’s SSN.

3
 You must show your individual name and you may also enter your business or “DBA”  name on 
the “Business name/disregarded entity” name line. You may use either your SSN or EIN (if you 
have one), but the IRS encourages you to use your SSN.

4
 List first and circle the name of the 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 for partnerships on page 1.

*Note. Grantor also must provide a Form W-9 to trustee of trust.

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.

Secure Your Tax Records from Identity Theft

Identity theft occurs when someone uses your personal information 
such as your name, social security number (SSN), or other identifying 
information, without your permission, to commit fraud or other crimes. 
An identity thief may use your SSN to get a job or may file a tax return 
using your SSN to receive a refund.

To reduce your risk:

• Protect your SSN,

• Ensure your employer is protecting your SSN, and

• Be careful when choosing a tax preparer.

If your tax records are affected by identity theft and you receive a 
notice from the IRS, respond right away to the name and phone number 
printed on the IRS notice or letter.

If your tax records are not currently affected by identity theft but you 
think you are at risk due to a lost or stolen purse or wallet, questionable 
credit card activity or credit report, contact the IRS Identity Theft Hotline 
at 1-800-908-4490 or submit Form 14039.

For more information, see Publication 4535, Identity Theft Prevention 
and Victim Assistance.

Victims of identity theft who are experiencing economic harm or a 
system problem, or are seeking help in resolving tax problems that have 
not been resolved through normal channels, may be eligible for 
Taxpayer Advocate Service (TAS) assistance. You can reach TAS by 
calling the TAS toll-free case intake line at 1-877-777-4778 or TTY/TDD 
1-800-829-4059.

Protect yourself from suspicious emails or phishing schemes.  

Phishing is the creation and use of email and websites designed to 
mimic legitimate business emails and websites. The most common act 
is sending an email to a user falsely claiming to be an established 
legitimate enterprise in an attempt to scam the user into surrendering 
private information that will be used for identity theft.

The IRS does not initiate contacts with taxpayers via emails. Also, the 
IRS does not request personal detailed information through email or ask 
taxpayers for the PIN numbers, passwords, or similar secret access 
information for their credit card, bank, or other financial accounts.

If you receive an unsolicited email claiming to be from the IRS, 
forward this message to phishing@irs.gov. You may also report misuse 
of the IRS name, logo, or other IRS property to the Treasury Inspector 
General for Tax Administration at 1-800-366-4484. You can forward 
suspicious emails to the Federal Trade Commission at: spam@uce.gov 
or contact them at www.ftc.gov/idtheft or 1-877-IDTHEFT 
(1-877-438-4338).

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

Privacy Act Notice

Section 6109 of the Internal Revenue Code requires you to provide your correct TIN to persons (including federal agencies) who are required to file information returns with 
the IRS to report interest, dividends, or certain other income paid to you; mortgage interest you paid; the acquisition or abandonment of secured property; the cancellation 
of debt; or contributions you made to an IRA, Archer MSA, or HSA. The person collecting this form uses the information on the form to file information returns with the IRS, 
reporting the above information. Routine uses of this information include giving it to the Department of Justice for civil and criminal litigation and to cities, states, the District 
of Columbia, and U.S. possessions for use in administering their laws. The information also may be disclosed to other countries under a treaty, to federal and state agencies 
to enforce civil and criminal laws, or to federal law enforcement and intelligence agencies to combat terrorism. You must provide your TIN whether or not you are required to 
file a tax return. Under section 3406, payers must generally withhold a percentage of taxable interest, dividend, and certain other payments to a payee who does not give a 
TIN to the payer. Certain penalties may also apply for providing false or fraudulent information.
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