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THE CITY OF CLARKSVILLE 
PURCHASING OFFICE 

 
BIDDER/VENDOR APPLICATION 

PLEASE TYPE OR PRINT
 

  See Appendix 1 – Information and Instructions for details on completing this form. 

 MAIL OR FAX THIS APPLICATION TO: THE CITY OF CLARKSVILLE 
       PURCHASING OFFICE 
       1 PUBLIC SQUARE, SUITE 301 
       CLARKSVILLE, TN  37040 
       FAX:  931-553-2409 
 
   CHECK ONE: Initial application ________ Revision ________ 

1  BIDDER/VENDOR INFORMATION 
(Address where purchase orders, correspondence, etc., is to be mailed) 

 
 BUSINESS NAME:  _____________________________________________ 
 
 MAILING ADDRESS: ___________________________________________ 
 
    ___________________________________________ 
 
CITY:  ____________________________ STATE:  ____________ ZIP:  ______________ 
 
PHONE:  __________________  FAX:  __________________  E-MAIL:  ________________________ 
 
REMITTANCE ADDRESS (if different) ___________________________________________ 
 
     ___________________________________________ 
 
CITY:  ____________________________ STATE:  ____________ ZIP:  ______________ 
 
      

2  TYPE OF BUSINESS 
(Use the codes listed in Appendix I – Information and Instructions) 

 
INDUSTRY CLASS _________________________ TYPE OF OWNERSHIP __________________ 
 
NUMBER OF EMPLOYEES __________________ GROSS ANNUAL SALES ________________ 
 
DUNS NUMBER _______________________________ 
 
 
List any other companies you own or have an interest in (interest is defined as ownership of 5% or more 
of the business). _______________________________________________________________________ 
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3  COMMODITY/SERVICE CODES 

(Please provide in this space the applicable three digit code numbers from the COMMODITY CLASS CODES list) 
 

 
 
 
 
 
 
 
 

4  CONTACT INFORMATION 
 
 PERSON & TITLE         PHONE #           EMAIL 
 
________________________________  ________________  ___________________ 
 
________________________________  ________________  ___________________ 
 
________________________________  ________________  ___________________ 
 
________________________________  ________________  ___________________ 

5  ADDITIONAL ADDRESS INFORMATION 
(Complete only if this address is different than the address in Section 1, above) 

 
 BUSINESS NAME:  _______________________________________________ 
 
 MAILING ADDRESS: _____________________________________________ 
 
    _____________________________________________ 
 
CITY:  ____________________________ STATE:  _________________ ZIP:  _______________ 
 
TYPE OF ADDRESS INFORMATION:  ___________________________________________________ 
 
     
 
DECLARATION: 
We are an equal opportunity employer and can comply with Title VI of the Civil Rights Act (fact 
sheet is attached).  We understand that all applicable local, state or federal laws apply to all 
vendors doing business with the City of Clarksville.  To my knowledge, no employee or officer 
of the City of Clarksville will profit either directly or indirectly from my doing business with the 
City. 
 
 
SIGNATURE:  ________________________________ DATE:  _______________________ 
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APPENDIX I – INFORMATION AND INSTRUCTIONS 
 

PLEASE READ THE FOLLOWING INSTRUCTIONS CAREFULLY BEFORE 
COMPLETING THE VENDOR/BIDDER APPLICATION FORM. 
 
Persons or firms desiring to provide goods or services, or receive automatic solicitation notices 
must complete and submit a Vendor/Bidder Application Form.  The City of Clarksville reserves 
the right to verify data submitted prior to completing the registration process. Please note the 
Purchasing Department cannot guarantee that a vendor will be notified of every solicitation for 
bids or proposals for which it wishes to compete. 
 
Section 1.  Vendor/Bidder Information 
 
 Enter the correct name of business and the address where purchase orders, 
 correspondence, etc. is to be sent.  If the checks are to be sent to a different address, enter 
 the remittance address. 
 
Section 2.  Type of Business 
 
 Industry Class – Enter only one of the following classification codes for business type. 
 
  INDUSTRY TYPE     CLASS CODE 
  Landscaping, Forestry, Lawn Service    1 
  Construction       2 
  Manufacturing       3 
  Wholesale Trade      4 
  Retail Trade       5 
  Service Industry      6 
 
 Type of Ownership – Enter the code(s) that most accurately reflects your organizations 
 ownership type. 
 
  OWNERSHIP TYPE    OWNERSHIP CODE 
  African American Owned Business    100 
  Women Minority Owned Business    110 
  Female Owned Business     120 
  Native American Owned Business    130 
  Hispanic American Owned Business    140 
  Asian American Owned Business    150 
  Disabled Owned Business     160 
  All Others       900 
 
 
 
 
 
 
 
 



4 
 

 Number of Employees – Enter the code that corresponds to your total number of full-time 
 employees. 
 
  NUMBER OF EMPLOYEES   EMPLOYEE CODE 
  Fewer than 10 employees     200 
  10 to 19 employees      210 
  20 to 49 employees      220 
  50 to 99 employees      230 
  More than 100 employees     240 
 
 Gross Annual Sales – Enter the code that corresponds to your gross annual sales. 
 
  GROSS ANNUAL SALES    SALES CODE 
  $500,000 or less      A 
  $500,000 to $1,000,000     B 
  $1,000,000 to $2,500,000     C 
  $2,500,000 to $3,000,000     D 
  $ 3,000,000 to $5,000,000     E 
  Over $5,000,000      F 
 
Section 4.  Commodity/Service Codes 
 
 Please list the goods and services that your organization provides.  A list of commodity 
 codes are listed in Appendix II – Goods and Services Provided. 
 
Section 5.  Contact Information 
 
 Enter the names, titles and phone numbers of the individuals to contact for ordering and  
 billing information. 
 
Section 6.  Additional Address Information 
 
 Use only if different than Section 1.  Enter additional address and specify the type of  
 information to be mailed to that address. 
 
Signature 
 

Application must be signed or it will be rejected and you will not appear on the City’s 
vendor list. 
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CITY OF CLARKVILLE 
 

PURCHASING OFFICE 
1 PUBLIC SQUARE, SUITE 300 

CLARKSVILLE, TN  37040 
 
 

GENERAL CONDITIONS AND INSTRUCTIONS TO BIDDERS 
 
 

Vendor: 
 
The general rules and conditions which follow apply to all purchases and become a definite part 
of each formal invitation to bid, request for proposals, purchase order or other award issued by 
the City of Clarksville, unless otherwise specified.  Bidders, or their authorized representative, 
are expected to fully inform themselves as to the conditions, requirements and specifications 
before submitting bids or proposals; failure to do so will be at the Bidder’s own risk and he 
cannot secure relief on the plea or error. 
 
Subject to state and local laws, and all rules, regulations and limitations imposed by legislation 
of the Federal Government, bids on all advertisements and invitations issued by the City of 
Clarksville will bind bidders to applicable conditions and requirements herein set forth, unless 
otherwise specified in the invitation to bid or request for proposals. 
 

 
CONDITIONS OF BIDDING: 

  1.  Proposal Forms – Bids/proposals (hereinafter referred to as bids) shall be submitted only on 
       the forms provided by the City of Clarksville, unless otherwise specified.  The Bidder shall 
       submit two (2) copies signed and sealed, in the envelope provided by the City of Clarksville. 
 
  2.  Withdrawal of Bids – A written request for the withdrawal of a bid or any part thereof, 
       shall be granted if the request is received by the City of Clarksville prior to the specified 
       time of opening.  Bids submitted may not be amended or withdrawn after the specified time 
       of bid opening. 
 
  3.  Late Bids – Bids received after the specified time of bid opening, will not be accepted. 
 
  4.  Submittal of Bids – Bids must be presented in the special mailing envelope, contained in 
       all bid packages, supplied to all prospective bidders, unless otherwise specified.  In the event 
       that the bid contains bulky subject material, the special mailing envelope must be firmly 
       affixed to any other packaging being used. 
 
  5.  Completeness – All information required by an invitation to bid or request for proposals  
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       must be supplied to constitute a proper bid. 
 
  6.  Bids Binding 30 Days – Unless specified otherwise, all formal bids submitted shall be  
       binding for 30 calendar days following bid opening date, unless the bidder, upon request of 
       the Purchasing Office, agrees to an extension. 
 
  7.  Conditional Bids – Qualified bids are subject to reject in whole or in part. 
 
  8.  Payment Terms – Payment discounts will not be a consideration for evaluating the bid. 
 
  9.  Bids For All or Part – Unless otherwise specified by the City or by the bidder, the City 
       reserves the right to make an award on all items, or on any of the items according to the best 
       interests of the City.  Bidder may restrict his bid to consideration in the aggregate by so 
       stating, but should name a unit price on each item bid upon; any bid in which the bidder 
       names a total price for all the articles without quoting a price on each and every separate 
       item, may be rejected at the option of the City.  All prices are to include shipping. 
 
10.  Errors in Bids – When an error is made in extending total prices, the unit bid price will 
       govern.  Carelessness in quoting prices or in preparation of bid otherwise, will not relieve 
       the bidder.  Erasures or changes in bids must be initialed. 
 
11.  Questions Regarding Specifications – Requests for interpretation of specifications and 
       drawings shall be made to the person listed on the bid request, unless otherwise noted. 
 
12.  Response To Invitations – In the event you cannot submit a bid on our requirements as 
       set forth in the “Invitation to Bid” and specifications attached hereto, please return the 
       Invitation to Bid forms with an explanation as to why you are unable to bid on these 
       requirements.  It is necessary, periodically, to delete from our bidders list the names of 
       those persons, firms or corporations who fail to respond after having been invited to bid on 
       a commodity or commodities for three (3) successive bid openings. 
 
13.  Taxes – The City of Clarksville is tax exempt. 
 
14.  Catalogs – Each bidder shall submit in duplicate where necessary or when requested by 
       the City, catalogs, descriptive literature, and detailed drawings, fully detailing features, 
       designs, construction, finishes, etc. necessary to fully describe the material or work he 
       proposes to furnish. 
 
15.  Competency of Bidder – No bid will be accepted from, or contract awarded to any person, 
       firm or corporation that is in arrears or is in default to the City of Clarksville upon any debt 
       or contract, or that is a defaulter, as surety or otherwise, upon any obligation to said City of 
       Clarksville, or had failed to perform faithfully any previous contract with the City of 
       Clarksville.  The bidder, if requested, must present within 48 hours evidence satisfactory to 
       the Purchasing Agent of performance ability and possession of necessary facilities, 
       pecuniary resources and adequate insurance to comply with the terms of these specifications 
       and contract documents. 
 
16.  Business License – You may be required to obtain a business license with the City of 
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Clarksville. If this is required you will have ten(10) business days upon notice of award to 
obtain and provide proof of a City of Clarksville business license.  If you have any questions, 
please contact the Business Tax Office at 931-645- 7435. 

 
 
 

 
BID DEPOSIT: 

17.  Bid Bond, Certified or Cashier’s Check – When required, each bid shall be accompanied 
       by one of the following:  a bid bond signed by a surety company authorized to do business in 
       the State of Tennessee, a Cashier’s check, a Certified check or any other direct obligation 
       drawn on a bank doing business in the United States of America; these shall be made 
       payable to the City of Clarksville for an amount representing 5% of the total bid.  When 
       computing amount of bid for certified check purposes, do not deduct for trade-ins. 
 
18.  Performance and Payment Bond – A performance bond and payment bond issued by a 

surety company licensed to do business in the State of Tennessee and acceptable to the City 
of Clarksville may be required for a specified solicitation. The amount of the performance 
and payment bonds shall be stated as a percentage of the contract price but may not exceed 
one hundred percent (100%) of the total contract price. Personal checks are not acceptable in 
the place of performance bonds; however, bank cashier’s checks are acceptable. An 
irrevocable letter of credit from a state or national bank or a state or federal savings and loan 
association having its principal office in Tennessee may be accepted instead of a 
performance bond, subject to approval of the terms and conditions of said irrevocable letter 
of credit. 

 
       Attorney’s in fact who sign bid bonds must file with each bond a certified copy of their 
       power of attorney to sign said bonds.  In the event of failure of refusal to furnish the required 
       performance bond, the successful bidder or bidders shall forfeit their bid deposit to the City 
       of Clarksville as liquidated damages. 
 
19.  Samples – The samples submitted by bidders as stipulated in the bid specifications may be 
       retained by the City until the bid has been awarded.  At which time, all samples may be 
       reclaimed by the bidder.  The City will not be responsible for such samples if not removed 
       by the bidder within 30 days after the award has been made.  The cost of delivery and 
       removal of samples shall be borne by the bidder. 
 
20.  Specifications - Any reference to manufacturer’s name, trade name or catalogs in an 

invitation to bid or request for proposals is intended to be descriptive but not restrictive and 
only to indicate to the prospective bidder articles that will be satisfactory.  Bids on other 
makes and catalogs will be considered, provided each bidder clearly states in his bid exactly 
what he proposes to furnish and forward with his bid a cut illustration or other descriptive 
matter which will clearly indicate the character of the article covered by his bid. 

 
       Trade Names – In bids offering an item identified by a manufacturer’s name, trade name, 
       catalog number or reference, it is understood that the bidder proposes to furnish the item so 
       identified and does not propose to furnish an “equal” unless the proposed “equal” is 
       definitely indicated therein by the bidder. 
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       If no particular brand, model or make is specified and if no data are required to be submitted 
       with the bid, the successful contractor after award and before manufacture or shipment, may  
       be required to submit working drawings or detailed descriptive data sufficient to enable the 
       Purchasing Agent to judge if each requirement of the specifications is being complied with. 
 
21.  Formal Specifications – The bidder shall abide by and comply with the specifications and 
       not attempt to take advantage of any obvious error or omission, but shall fully complete 
       every part of the bid in accordance with the plans, specifications and general conditions. 
       Whenever mention is made of any article, material or workmanship to be in accordance with 
       laws, ordinances, building codes, underwriter’s codes, A.S.T.M. regulations or similar 
       expressions, the requirements of these laws, ordinances, etc., shall be construed as to the 
       minimum requirements of these specifications. 
 
       If exceptions to the specifications are taken, this fact must be clearly stated on the cover 
       page of the bid, and all deviations from the specifications must be noted in detail by the 
       bidder, in writing, at the time of submittal of the formal bid.  The absence of a written list 
       of exceptions to the specifications at the time of submittal of the bid will hold the bidder 
       strictly accountable to the City to the specifications as written.  Any deviation from the 
       specifications as written not previously submitted, as required by the above, will be grounds 
       for rejection of the material and/or equipment when delivered. 
 

 
AWARD: 

22.  Award or Rejection of Bids – The contract will be awarded to the lowest and best 
responsive and responsible bidder, complying with all the provisions of the invitation, 
provided the bid price is reasonable and it is to the interest of the City to accept it.  The City 
reserves the right to reject any and all bids and to waive any irregularities in bids received 
whenever such rejection or waiver is in the interest of the City.  The City also reserves the 
right to reject the bid of a bidder who has previously failed to perform properly or complete 
on time contracts of a similar nature, or a bid of a bidder who investigation shows is not in a 
position to perform the contract. 

 
       In determining responsibility, the following other qualifications, in addition to price, will 
       be considered by the Purchasing Agent: 
 
       a.  The ability, capacity and skill of the bidder to perform the service required. 
 
       b.  Whether the bidder can perform the contract or provide the service promptly, or within 
            the time specified, without delay or interference. 
 
       c.  The character, integrity, reputation, judgment, experience and efficiency of the bidder. 
 
       d.  The quality of performance of previous contracts or services. 
 
       e.  The previous and existing compliance by the bidder with laws and ordinances relating to 
            the contract or service. 
 
       f.  The sufficiency of the financial resources and ability of the bidder to perform the contract 
            or provide the service. 
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       g.  The quality, availability and adaptability of the supplies, or services, to the particular use 
            required. 
 
       h.  The ability of the bidder to provide future maintenance and service for the use of the 
            subject of the contract. 
 
       i.  Whether the bidder is in arrears to the City on a debt or contract or is a defaulter on surety 
            to the City. 
 
       j.  Such other information as may be secured having a bearing on the decision to make the 
            the award. 
 
       k.  Consideration will be given to standardization, interchangeability and availability of 
            parts. 
 
        
       In determining a bidder’s responsiveness, the City shall consider material deviations from 
       the advertised specifications which materially affect price, quantity, quality or limit the 
       bidder’s liability. 
 
23.  Notice of Award – A written or verbal notice of award will be given to the successful 
       bidder. 
 
24.  Tie Bids – If two or more bidders submit identical bids and are equally qualified, selection 
       shall be made at the discretion of the City based on past performance. 
 
25.  Illegal Aliens - Clarksville Ordinance 30-2006-07 provides as follows: 
 

If any person who contracts to supply goods or services to the city or other city entities, or 
who submits a bid to contract to supply goods or services to the city or other city entities, is 
discovered to have knowingly utilized the services of illegal aliens in the performance of 
such a contract to supply goods or services to the city or other city entities, the purchasing 
agents shall declare that person to be prohibited from contracting for or submitting a bid for 
any contract to supply goods or services to the city or other city entities for a period of one 
(1) year from the date of discovery of the usage of illegal alien services in the performance 
of a contract to supply goods or services to the city or other city entities. 

 
The foregoing provisions are a condition of the contract which is the subject of this solicitation 
for bids/proposals. 
 

 
CONTRACT PROVISIONS: 

26.  Availability of Funds – A contract shall be deemed to be in effect only to the extent that 
       there are appropriations available to each agency for the purchase of such articles.  The 
       City’s extended obligation on those contracts, which envision extended funding through 
       successive fiscal periods shall be contingent upon actual appropriations for the following 
       fiscal year. 
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27.  Contract Alterations – No alterations or variations in the terms of a contract shall be valid 
       or binding upon the City unless made in writing and signed by the Mayor or his authorized 
       agent. 
 
28.  Termination of Contracts – Contracts will remain in force for full periods specified and  
       until all articles ordered before date of termination shall have been satisfactorily delivered 
       and accepted and thereafter until all requirements and conditions shall have been met, unless 
       terminated prior to expiration date by satisfactory deliveries of entire contract requirements. 
 
 
29.  Subletting of Contracts – It is mutually understood and agreed that the contractor shall not 
       assign, transfer, convey, sublet or otherwise dispose of his contract or his right, title or  
       interest therein, or his power to execute such contract to any other person, firm or 
       corporation, without the previous written consent of the Purchasing Agent, but in no case 

shall such consent relieve the contractor from his obligations or change the terms of the  
       contract. 
 
30.  Default – In the event of default, the City may award the contract to the next lowest bidder, 
       if such bidder is willing to enter the contract, or may cover in the open market, or may seek 
       any other remedy, and may hold the defaulting contractor liable for all damages provided 
       by law, including the cost of cover. 
 
31.  Non-Liability – The contractor shall not be liable in damages for delay in shipment or  
       failure to deliver when such delay or failure is the result of fire, flood, strike, act of God, act 
       of government, act of an alien enemy or by any other circumstances beyond the control of 
       the contractor.  Under such circumstances, however, the Purchasing Agent may in his 
       discretion, cancel the contract. 
 
32.  New Goods, Fresh Stock  - All contracts, unless otherwise specifically stated, shall produce 
       new commodities, fresh stock, latest model, design or pack. 
 
33.  Non-Discrimination – Contractor, in performing under this contract, shall not discriminate 
       against any worker, employee or applicant, or any member of the public, because of race, 
       creed, color, age or national origin, or handicap, or sex, nor otherwise commit an unfair 
       employment practice.  Contractor further agrees that this article will be incorporated by 
       contractor in all contracts entered into with suppliers of materials or services, contractors 
       and sub-contractors and all labor organizations, furnishing skilled, unskilled and craft union 
       skilled labor, or who may perform any such labor or services in connection with this 
       contract. 
 
34.  Guarantee – Unless otherwise specified, the contractor shall unconditionally guarantee the 
       materials and workmanship on all equipment furnished by him for a period of one year from 
       date of acceptance of the items delivered and installed, or the guarantee period, whichever is 
       longer, unless otherwise specified herein.  If, within the guarantee period, any defects or  
       signs of deterioration are noted, which, in the opinion of the City are due to faulty design or 
       installation, workmanship or materials, upon notification, the contractor, at his expense, 
       shall repair or adjust the equipment or parts to correct the condition, or he shall replace the 
       part or entire unit to the complete satisfaction of the City.  These repairs, replacements or 
       adjustments shall be made only a such time as will be designated by the City at least 
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       detrimental to the operation of City business. 
 
35.  Placing of Orders – Orders against contracts will be placed with the contractor on a 
       purchase order.   
 
36.  Provision for Other Agencies – Unless otherwise stipulated by the bidder, the bidder 
       agrees when submitting his bid that he will make available to all City agencies and  
       departments and joint City agencies, the bid prices he submits in accordance with the bid 
       terms and conditions, should any said department or agency wish to buy under this bid. 
 

 
DELIVERY PROVISIONS: 

37.  Responsibility for Materials Shipped – The contractor shall be responsible for the 
       materials or supplies covered by the contract until they are delivered at the designated 
       point, but the contractor shall bear all risk on rejected materials or supplies after notice of 
       rejection.  Rejected materials or supplies must be removed by and at the expense of the 
       contractor promptly after notification of rejection, unless public health and safety require 
       immediate destruction or other disposal of rejected delivery 
 
       Upon failure to do so within ten (10) days after date of notification, the City may return the 
       rejected materials or supplies to the contractor at his risk and expense, or dispose of them  
       as its own property. 
 
38.  Inspections – Inspection and acceptance of materials or supplies will be made after delivery. 
       Final inspection shall be conclusive except as regards latent defects, fraud or such gross 
       mistakes as amount to fraud.  Final inspection and acceptance or rejection of the materials or 
       supplies will be made as promptly as practicable, but failure to inspect and accept or reject 
       materials or supplies shall not impose liability on the City for such materials or supplies as 
       are not in accordance with the specifications.  All delivered materials shall be accepted 
       subject to inspection and physical count. 
 
39.  Time of Delivery – Deliveries shall be coordinated with the agency who orders the goods. 
 
40.  Packing Slips or Delivery Tickets – All shipments or deliveries shall be accompanied by 
       packing slips or delivery tickets and shall contain the following information for each item 
       delivered: 
 
       The purchase order number  
       The ordering agency (City department) 
       The shipping address 
       The name of the article and stock number (supplier’s) 
       The quantity ordered 
       The quantity shipped 
       The quantity back ordered 
       The name of the contractor 
 
       Bidders are cautioned, that failure to comply with these conditions shall be considered 
       sufficient reason for refusal to accept the goods. 
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41.  General Guaranty – Contractor agrees to: 
 
       a.  Save the City, its agents and employees harmless from liability of any nature or kind for 
            use of any copyrighted or uncopyrighted composition, secret process, patented or  
            unpatented, invention, article or appliance furnished or used in the performance of the 
            contract which the contractor is not the patentee, assignee, licensee or owner. 
 
       b.  Protect the City against latent defective material or workmanship and to repair or replace 
            any damages or marring occasioned in transit or delivery. 
 
    
       c.  Furnish adequate protection against damage to all work and to repair damages of any 
            kind, to the building or equipment, to his own work or to the work of other contractors, 
            for which he or his workmen is responsible. 
 
       d.  Pay for all permits, licenses and fees and give all notices and comply with all laws, 
            ordinances, rules and regulations of the City and State of Tennessee and United States 
            of America. 
 
42.  Collusive Bidding – The bidder certifies that his bid is made without any previous 
       understanding, agreement or connection with any person, firm or corporation making a bid 
       for the same project without prior knowledge of competitive prices, and is in all respects 
       fair, without outside control, fraud or otherwise illegal action. 
 
43.   Protest Procedure - Any protest or objection to the Conditions and or Specifications in the 

Bid Documents or the Procurement Process will be submitted for resolution to the 
Purchasing Agent for the City of Clarksville. Each protest must be made in writing and 
supported by sufficient information to enable the protest to be considered. A protest or 
objection will not be considered by the City if it is insufficiently supported or if it is not 
received within the specified time limits. The City of Clarksville shall respond in detail to 
each substantive issue raised in protest.  

 
A party wishing to protest must post a protest bond in the amount of $500.00 at the time of 
filing a notice of protest with the City of Clarksville Purchasing Agent. Protest bonds must 
be in the form of a cashier’s or certified check made payable to the City of Clarksville.  If 
the Protest Review Board upholds the protest, the bond shall be returned to the filing party.  
If the protest is denied, the bond will be retained by the City of Clarksville to cover the costs 
associated with the protest. 

 
If a pre-bid protest is not resolved to the protester’s satisfaction, then the protest shall be 
referred to the Department Head who initiated the bid request for the City of Clarksville, or 
his designee for resolution. If the protest is still unresolved, the protest shall be referred to 
the Protest Review Board for resolution. The decision of the Protest Review Board shall be 
final. The Protest Review Board will consist of the Department Head initiating the bid, the 
Purchasing Agent for the City, and the City Attorney.  

 
Protest arising after the opening of proposals and prior to award (pre-award) of the contract 
and based upon grounds that were known or should have been known will be submitted to 
the Purchasing Agent for the City within three (3) working days after notification of the 
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apparent low responsive and responsible proposer. The Purchasing Agent will present the 
protest to the Protest Review Board for a decision and the decision of the Protest Review 
Board will be final.  

 
The decision of the Protest Review Board shall be final for all pre-bid and pre-award 
protests and no further appeals will be considered by the City.  
 
Protests after the award of a contract (post-award) must be filed with the Purchasing Agent 
within three (3) working days of the award of the contract. The protest will be brought 
before the Protest Review Board for resolution. The decision by the Protest Review Board 
will be final and no further appeals will be considered by the City.  
 
In all protests, pre-bid, pre-award, and post-award, requests for reconsideration of final 
decisions will only be granted in the event that new data become available which was not 
previously known or there has been an error of law or regulation. 
 

 
I have read the above and agree to the General Conditions and Instructions to Bidders as set forth 
by the City of Clarksville. By signing below, I am identifying myself as an authorized party for 
the company. I also understand that all information becomes public record pursuant to state law. 
 
NAME:  ______________________________________________________________________ 
 
COMPANY NAME:  ____________________________________________________________ 
 
ADDRESS:  ___________________________________________________________________ 
 
PHONE NUMBER:  ____________________________________________________________ 
 
FAX NUMBER:  _______________________________________________________________ 
 
SIGNATURE:  __________________________________________ DATE: ________________ 













Memorandum 

 

October 7, 2011 

To:  All City of Clarksville Vendors 

From: Ron McClurg, Title VI Coordinator 

Re:  Title VI Self-Assessment 

 

Following this memo, you will find the City of Clarksville’s Title VI Self-Assessment Survey form and a 
packet of information about Title VI of the Civil Rights Act. All bidders are required to complete and return 
the survey form as part of the bidder/vendor application. 

The Title VI of the Civil Rights Act is the Federal law that prohibits discrimination based upon race, color, or 
national origin in programs that receive federal assistance. Tennessee Code Annotated, Section 4-21-901, 
requires that state agencies that distribute funds to local governments collect such information as appears 
on the survey to assist them in monitoring compliance with law. 

If you have questions regarding the information requested, please feel free to contact me for assistance. 
You may call me at 931-221-0741 or email me at rmcclurg@cityofclarksville.com.  

The information you provide is not reviewed nor used in the bidding or the contract awarding process. It 
merely assists us in our efforts to ensure that invitations to bid are presented to a diverse representation of 
product and service providers. 

Thank you for your cooperation. 

mailto:rmcclurg@cityofclarksville.com�


Title VI Self Assessment Survey 

 

Date: ___________________ 

Business/Organization Name: __________________________________________________________ 

Address: ___________________________________________________________________________ 

City, State, Zip: ______________________________________________________________________ 

Chief Administration Officer:___________________________________________________________ 

   Title: __________________________________________________________ 

Name of Company’s Person Responsible for Title VI: ________________________________________ 

The following information is collected to ensure compliance with the provisions of Title VI of the Civil Rights 
Act of 1964 as amended, and will be used in accordance with Federal law. Submission of this data is 
voluntary, however, this form must be completed and returned to the City of Clarksville so your 
organization’s compliance efforts can be reviewed.  

1. What percent of your community population is considered racial minority? _________% (Check 
with your county planning commission, or www.census.gov, or local housing authority for info) 

2. If your company has a governing board of directors, what percent is: 

Minority ________ %    Female ________% 

3. If no board of directors, how would you describe the principal share holders? 
________ # of owners  #_______ of minority  #_______ veterans 
 
________# female  #_______ disabled veterans 
 

4. Do you have a written non-discrimination policy? _____ yes    _____ no 
5. Do you advise your employees of your non-discrimination policies? _____ yes  _____no 

 

If you have questions about this form or the information requested, please contact Ron McClurg, Title VI 
Coordinator, 931-221-0741 or ron.mcclurg@cityofclarksville.com for assistance.  

 

http://www.census.gov/�
mailto:ron.mcclurg@cityofclarksville.com�










Form    W-9
(Rev. January 2011)
Department of the Treasury  
Internal Revenue Service 

Request for Taxpayer 
Identification Number and Certification

Give Form to the  
requester. Do not 
send to the IRS.
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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 (required): 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. 1-2011)
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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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