
 

STANDARD TERMS AND CONDITIONS 
 
 
1. GENERAL:  Any special terms and conditions included in this solicitation shall override these Standard Terms and Conditions.  

The Standard Terms and Conditions and any special terms and conditions shall become part of any contract entered, if any or all 
parts of the bid are accepted by SEARK. 

2. ACCEPTANCE AND REJECTION:  SEARK shall have the right to accept or reject all or any part of a bid, or any, and all bids, to 
waive minor technicalities, and to award the bid to best serve the interest of the State. 

3. BID SUBMISSION:  Original Proposal must be submitted to SEARK on or before the date and time specified for bid opening.  The 
Proposal must contain all documents, information, and attachments as specifically and expressly required in the Request for 
Proposal (RFP).  Late bids shall not be considered under any circumstances. 

4. PRICES:  Bid unit price F.O.B. destination.  In case of errors in extension, unit prices shall govern.   Unless otherwise specified, 
the bid must be firm for acceptance for ninety days from the bid opening date.   

5. QUANTITIES:    Vendor must bid unit price on the estimated quantity and unit of measure specified.  SEARK may order more than 
or less than the estimated quantity on term contracts.  Quantities stated on firm contracts are actual Requirements of the ordering 
agency. 

6. BRAND NAME REFERENCES:  Unless otherwise specified in the RFP, any catalog brand name or manufacturer reference used 
in the RFP is descriptive only, not restrictive, and used to indicate the type and quality desired.  Bids on brands of like nature and 
quality will be considered.  If bidding on other than referenced specifications, the bid must show the manufacturer, brand or trade 
name, and other descriptions, and should include the manufacturer's illustrations and complete descriptions of the product offered.  
SEARK shall have the right to determine whether a substitute offered is equivalent to and meets the standards of the item 
specified, and SEARK may require the Vendor to supply additional descriptive material.  The Vendor shall guarantee that the 
product offered will meet or exceed specifications identified in this RFP.  Vendors not bidding an alternate to the referenced brand 
name or manufacturer shall be required to furnish the product according to brand names, numbers, etc., as specified in the 
solicitation. 

7. GUARANTY:  All items bid shall be newly manufactured, in first-class condition, latest model and design, including, where 
applicable, containers suitable for shipment and storage, unless otherwise indicated in the RFP.  The Vendor hereby guarantees 
that everything furnished hereunder shall be free from defects in design, workmanship and material, that if sold by drawing, 
sample or specification, it shall conform thereto and shall serve the function for which it was furnished.  The Vendor shall further 
guarantee that if the items furnished hereunder are to be installed by the Vendor, such items shall function properly when installed.  
The Vendor shall guarantee that all applicable laws have been complied with relating to construction, packaging, labeling and 
registration.  The Vendor's obligations under this paragraph shall survive for a period of one year from the date of delivery, unless 
otherwise specified herein. 

8. SAMPLES:  Samples or demonstrators, when requested, must be furnished free of expense to SEARK.  Each sample should be 
marked with the Vendor's name and address, bid or contract number and item number.  If requested, samples that are not 
destroyed during reasonable examination will be returned at Vendor's expense.  After reasonable examination, all demonstrators 
will be returned at Vendor’s expense. 

9. TESTING PROCEDURES FOR SPECIFICATIONS COMPLIANCE:  Tests may be performed on samples or demonstrators 
submitted with the bid or on samples taken from the regular shipment.  In the event products tested fail to meet or exceed all 
conditions and Requirements of the specifications, the cost of the sample used, and the reasonable cost of the testing shall be 
borne by the Vendor. 

10. AMENDMENTS:  Vendor’s proposals cannot be altered or amended after the bid opening except as permitted by regulation. 

11. TAXES AND TRADE DISCOUNTS:  Do not include State or local sales taxes in the bid price.  Trade discounts should be 
deducted from the unit price and the net price should be shown in the bid. 

12. AWARD:  Contracts and purchases will be made or entered into with the lowest responsible bidder meeting specifications or on the 
basis for best value. 

13. DELIVERY ON FIRM CONTRACTS:  This solicitation shows the number of days to place a commodity in the ordering agency's 
designated location under normal conditions.  If the Vendor cannot meet the stated delivery, alternate delivery schedules may 
become a factor in an award.  SEARK shall have the right to extend delivery if reasons appear valid.  If the date is not acceptable, 
the agency may buy elsewhere, and any additional cost shall be borne by the Vendor. 

14. DELIVERY REQUIREMENTS:  No substitutions or cancellations are permitted without written approval of SEARK.  Delivery shall 
be made during agency work hours only 8:00 a.m. to 4:30 p.m. Central Time, unless prior approval for other delivery has been 
obtained from the agency.  Packing memoranda shall be enclosed with each shipment. 

15. STORAGE:  The ordering agency is responsible for storage if the Vendor delivers within the time required and the agency cannot 
accept delivery. 

16. DEFAULT:  All commodities furnished shall be subject to inspection and acceptance of SEARK after delivery.  Back orders, 
default in promised delivery, or failure to meet specifications shall authorize SEARK to cancel this contract or any portion of it and 
reasonably purchase commodities elsewhere and charge full increase, if any, in cost and handling to the defaulting Vendor.  The 
Vendor must give written notice to SEARK of the reason and the expected delivery date.  Consistent failure to meet delivery 
without a valid reason may cause removal from the Vendors list or suspension of eligibility for award. 
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17. VARIATION IN QUANTITY:  SEARK assumes no liability for commodities produced, processed, or shipped, in excess, of the 
amount specified on the agency's purchase order. 

18. SEARK PROPERTY:  Any specifications, drawings, technical information, dies, cuts, negatives, positives, data or any other 
commodity furnished to the Vendor hereunder or in contemplation hereof or developed by the Vendor for use hereunder shall 
remain property of SEARK, shall be kept confidential, shall be used only as expressly authorized, and shall be returned at the 
Vendor's expense to the F.O.B. point provided by the agency or by SEARK.  Vendor shall properly identify items being returned. 

19. PATENTS OR COPYRIGHTS:  The Vendor must agree to indemnify and hold SEARK harmless from all claims, damages and 
costs including attorneys' fees, arising from infringement of patents or copyrights. 

20. ASSIGNMENT:  Any contract entered into pursuant to this solicitation shall not be assignable nor the duties thereunder delegable 
by either party without the written consent of the other party of the contract. 

21. CLAIMS:  Any claims the Vendor may assert under this Agreement shall be brought before the Arkansas State Claims 
Commission (“Commission”), which shall have exclusive jurisdiction over all claims that the Vendor may have arising from or 
relating to this Agreement.  Unless the Vendor’s obligations to perform are terminated by the State, the Vendor shall continue to 
provide the Services under this Agreement even, if the Vendor has a claim pending before the Commission.  

22. CANCELLATION:  Either party may cancel any contract or item award for cause by giving a thirty (30) day notice of 
intent to cancel. 

(a) Cause for the University to cancel will include, but is not limited to, cost exceeding current market prices for 
comparable purchases, request for increase in prices during the period of the contract or failure to perform to 
contract conditions. The contractor will be required to honor all purchase orders that were prepared and dated 
prior to the date of expiration or cancellation. Cancellation by the University does not relieve the contractor of 
any liability arising out of a default or nonperformance. 

If a contract is cancelled due to a request for increases in pricing or failure to perform, that contractor 
will be removed from the bidders/vendors list for a period up to twenty-four (24) months. 

(b) Cause for the vendor to cancel a contract will include but is not limited to the item(s) being discontinued and 
unavailable from the manufacturer or non-payment of vendor invoices by the University. 

23. SOVEREIGN IMMUNITY:  Nothing in any agreement resulting from this RFP shall be construed to waive the sovereign immunity of 
the State of Arkansas or any entity thereof, including Southeast Arkansas College. 

24. DISCRIMINATION:  In order to comply with the provision of Act 954 of 1977, relating to unfair employment practices, the Vendor 
agrees that: 

(a) the Vendor shall not discriminate against any employee or applicant for employment because of race, sex, color, age, 
religion, handicap, or national origin; 

(b) in all solicitations or advertisements for employees, the Vendor shall state that all qualified applicants shall receive 
consideration without regard to race, color, sex, age, religion, handicap, or national origin; 

(c) the Vendor will furnish such relevant information and reports as requested by the Human Resources Commission for the 
purpose of determining compliance with the statute; 

(d) failure of the Vendor to comply with the statute, the rules and regulations promulgated thereunder and this 
nondiscrimination clause shall be deemed a breach of contract and it may be cancelled, terminated or suspended in 
whole or in part; 

(e) the Vendor shall include the provisions of above items (a) through (d) in every subcontract so that such provisions shall 
be binding upon such subcontractor or Vendor. 

25. CONTINGENT FEE:  The Vendor guarantees that he has not retained a person to solicit or secure this contract upon an 
agreement or understanding for a commission, percentage, brokerage or contingent fee, except for retention of bona fide 
employees or bona fide established commercial selling agencies maintained by the Vendor for securing business. 

26. ANTITRUST ASSIGNMENT:  As part of the consideration for entering into any contract pursuant to this solicitation, the Vendor 
named on the Proposal Signature Page for this solicitation, acting herein by the authorized individual or its duly authorized agent, 
hereby assigns, sells and transfers to the State of Arkansas all rights, title and interest in and to all causes of action it may have 
under the antitrust laws of the United States or this State for price fixing, which causes of action have accrued prior to the date of 
this assignment and which relate solely to the particular goods or services purchased or produced by this State pursuant to this 
contract. 

27. DISCLOSURE:  Failure to make any disclosure required by Governor's Executive Order 98-04, or any violation of any rule, 
regulation, or policy adopted pursuant to that order, shall be a material breach of the terms of this contract.  Any Vendor, whether 
an individual or entity, who fails to make the required disclosure or who violates any rule, regulation, or policy shall be subject to all 
legal remedies available to the agency. 
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28. Arkansas Technology Access Clause.    

The vendor expressly acknowledges that state funds may not be expended relating to the purchase of information technology 
unless that system meets certain statutory requirements, in accordance with State of Arkansas technology policy standards relating 
to accessibility by persons with visual impairments. Accordingly, the Vendor represents and warrants to SEARK College that the 
technology provided to the College for purchase is capable, either by virtue of features included within the technology or because it 
is readily adaptable by use with other technology, of: 

(1) providing equivalent access for effective use by both visual and nonvisual means; 

(2) presenting information, including prompts used for interactive communications, in formats intended for nonvisual use; and 

(3) being integrated into networks for obtaining, retrieving, and disseminating information used by individuals who are not 
blind or visually impaired. 

For purposes of this paragraph, the phrase "equivalent access" means a substantially similar ability to communicate with or make 
use of the technology, either directly by features incorporated within the technology or by other reasonable means such as 
assisting devices or services which would constitute reasonable accommodation under the Americans with Disabilities Act or 
similar state or federal laws. Examples of methods by which equivalent access may be provided include, but are not limited to, 
keyboard alternatives to mouse commands and other means of navigating graphical displays, and customizable display 
appearance. If requested, the Vendor must provide a detailed plan for making this purchase accessible and/or a validation of 
concept demonstration.   

ACCORDINGLY, THE VENDOR EXPRESSLY REPRESENTS AND WARRANTS to the State of Arkansas through the 
procurement process by submission of a Voluntary Product Accessibility Template (VPAT) or similar documentation to 
demonstrate compliance with 36 C.F.R. § 1194.21, as it existed on January 1, 2013 (software applications and operating systems) 
and 36 C.F.R. § 1194.22, as it existed on January 1, 2013 (web‐ based intranet and internet information and applications) that the 
technology provided to the State for purchase is capable, either by virtue of features included within the technology, or because it is 
readily adaptable by use with other technology, of: 

(1) Providing, to the extent required by Arkansas Code Annotated § 25‐ 26‐ 201 et seq., as amended by Act 308 of 2013, 
equivalent access for effective use by both visual and non‐ visual means;  

(2) Presenting information, including prompts used for interactive communications, in formats intended for non‐ visual use; 

(3) After being made accessible, integrating into networks for obtaining, retrieving, and disseminating information used by 
individuals who are not blind or visually impaired;  

(4) Providing effective, interactive control and use of the technology, including without limitation the operating system, 
software applications, and format of the data presented is readily achievable by nonvisual means;  

(5) Being compatible with information technology used by other individuals with whom the blind or visually impaired 
individuals interact;  

(6) Integrating into networks used to share communications among employees, program participants, and the public; and  

(7) Providing the capability of equivalent access by nonvisual means to telecommunications or other interconnected network 
services used by persons who are not blind or visually impaired. 

If the information technology product or system being offered by the Vendor does not completely meet these standards, the Vendor 
must provide an explanation within the Voluntary Product Accessibility Template (VPAT) detailing the deviation from these 
standards. State agencies cannot claim a product as a whole is not commercially available because no product in the marketplace 
meets all the standards. If products are commercially available that meet some but not all of the standards, the agency must 
procure the product that best meets the standards or provide written documentation supporting selection of a different product. 

For purposes of this section, the phrase “equivalent access” means a substantially similar ability to communicate with, or make use 
of, the technology, either directly, by features incorporated within the technology, or by other reasonable means such as assistive 
devices or services which would constitute reasonable accommodations under the Americans with Disabilities Act or similar state 
and federal laws. Examples of methods by which equivalent access may be provided include, but are not limited to, keyboard 
alternatives to mouse commands or other means of navigating graphical displays, and customizable display appearance. As 
provided in Act 308 of 2013, if equivalent access is not reasonably available, then individuals who are blind or visually impaired 
shall be provided a reasonable accommodation as defined in 42 U.S.C. § 12111(9), as it existed on January 1, 2013. As provided 
in Act 308 of 2013, if the information manipulated or presented by the product is inherently visual in nature, so that its meaning 
cannot be conveyed non‐ visually, these specifications do not prohibit the purchase or use of an information technology product 
that does not meet these standards. 

29. Arkansas Technology Access Clause.  When procuring a technology product or when soliciting the development of 
such a product, the State of Arkansas is required to comply with the provisions of Arkansas Code Annotated § 25-26-
201 et seq., as amended by Act 308 of 2013, which expresses the policy of the State to provide individuals who are 
blind or visually impaired with access to information technology purchased in whole or in part with state funds. The 
Vendor expressly acknowledges and agrees that state funds may not be expended in connection with the purchase of 
information technology unless that system meets the statutory requirements found in 36 C.F.R. § 1194.21, as it 
existed on January 1, 2013 (software applications and operating systems) and 36 C.F.R. § 1194.22, as it existed on 
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January 1, 2013 (web-based intranet and internet information and applications), in accordance with the State of 
Arkansas technology policy standards relating to accessibility by persons with visual impairments.  

Accordingly, the vendor expressly represents and warrants to the State of Arkansas through the procurement 
process by submission of a Voluntary Product Accessibility Template (VPAT) or similar documentation to demonstrate 
compliance with 36 C.F.R. § 1194.21, as it existed on January 1, 2013 (software applications and operating systems) 
and 36 C.F.R. § 1194.22, as it existed on January 1, 2013 (web-based intranet and internet information and 
applications) that the technology provided to the State for purchase is capable, either by virtue of features included 
within the technology, or because it is readily adaptable by use with other technology, of:  

o Providing, to the extent required by Arkansas Code Annotated § 25-26-201 et seq., as amended by Act 308 of 
2013, equivalent access for effective use by both visual and non-visual means;  

o Presenting information, including prompts used for interactive communications, in formats intended for non-
visual use;  

o After being made accessible, integrating into networks for obtaining, retrieving, and disseminating information 
used by individuals who are not blind or visually impaired;  

o Providing effective, interactive control and use of the technology, including without limitation the operating 
system, software applications, and format of the data presented is readily achievable by nonvisual means;  

o Being compatible with information technology used by other individuals with whom the blind or visually 
impaired individuals interact;  

o Integrating into networks used to share communications among employees, program participants, and the 
public; and  

o Providing the capability of equivalent access by nonvisual means to telecommunications or other 
interconnected network services used by persons who are not blind or visually impaired.  

 
If the information technology product or system being offered by the Vendor does not completely meet these standards, 
the Vendor must provide an explanation within the Voluntary Product Accessibility Template (VPAT) detailing the 
deviation from these standards.  
 
State agencies cannot claim a product as a whole is not commercially available because no product in the marketplace 
meets all the standards. Agencies must evaluate products to determine which product best meets the standards. If an 
agency purchases a product that does not best meet the standards, the agency must provide written documentation 
supporting the selection of a different product.  
 
For purposes of this section, the phrase “equivalent access” means a substantially similar ability to communicate with, or 
make use of, the technology, either directly, by features incorporated within the technology, or by other reasonable means 
such as assistive devices or services which would constitute reasonable accommodations under the Americans with 
Disabilities Act or similar state and federal laws. Examples of methods by which equivalent access may be provided 
include, but are not limited to, keyboard alternatives to mouse commands or other means of navigating graphical displays, 
and customizable display appearance. As provided in Arkansas Code Annotated § 25-26-201 et seq., as amended by Act 
308 of 2013, if equivalent access is not reasonably available, then individuals who are blind or visually impaired shall be 
provided a reasonable accommodation as defined in 42 U.S.C. § 12111(9), as it existed on January 1, 2013.  
If the information manipulated or presented by the product is inherently visual in nature, so that its meaning cannot be 
conveyed non-visually, these specifications do not prohibit the purchase or use of an information technology product that 
does not meet these standards.  
 
All State of Arkansas electronic and information technology purchases must be accessible as specified by standards listed 
in Arkansas Act 308. A copy of the act is available here: ftp://www.arkleg.state.ar.us/acts/2013/Public/ACT308.pdf.  
 
Note: All vendors should complete the VPAT form as it relates to the scope of the item(s) or commodity 
requested in the RFP. Our expectation is that the vendor will assign technical personnel who understand 
accessibility to the task.  
 
If a component of a VPAT does not apply, it is up to the vendor to make that notation and explain why in the “Comments” 
column. The notation can be as simple as “Not a telecommunications or technology product.”  
 
Please note here if a Voluntary Product Accessibility Template (VPAT) form IS or IS NOT INCLUDED with this bid 
response. ____________________________________________.  
 
Failure to include the Voluntary Product Accessibility Template (VPAT) form (if applicable) could result in bid 
disqualification.  
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Equal Opportunity Policy Disclaimer 
 
 

ATTENTION BIDDERS 
 
 

Act 2157 of 2005 of the Arkansas Regular Legislative Session requires that any business or person bidding, who is 
responding to a formal bid request, Request for Proposal or Qualification, or negotiating a contract with the state for 
professional or consultant services, submit their most current equal opportunity policy (EO Policy).  
 
Although bidders are encouraged to have a viable equal opportunity policy, a written response stating the bidder does not 
have such an EO Policy will be considered that bidder’s response and will be acceptable in complying with the 
requirement of Act 2157.  
 
Submitting the EO Policy is a one-time requirement. Southeast Arkansas College’s Purchasing will maintain a database of 
policies or written responses received from all bidders.  
 
Note: This is a mandatory requirement when submitting an offer as described above.  
 
Please complete and return this form with your bid response.  
 
Should you have any questions regarding this requirement, please contact this office by email at rfp@seark.edu. 
 
Sincerely,  
 
 
 
SEARK’s Purchasing 
Pine Bluff, AR 
 
 
 
To be completed by business or person submitting response: (check appropriate box)  
 
____ EO Policy Attached  
 
____ EO Policy previously submitted to UA Purchasing Department  
 
____ EO Policy is not available from business or person  
 
 
Company Name  
Or Individual: __________________________________________________________  
 
 
Title: _____________________________________Date: ______________________  
 
 
Signature: ____________________________________________________________ 
 
  

mailto:rfp@seark.edu
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Illegal Immigrant Policy Disclosure 
 

ATTENTION BIDDERS 
 
Act 157 of 2007 of the Arkansas Regular Legislative Session requires that any contractor, business or individual, having 
a public contract with a state agency for professional services, technical and general services, or any category of 
construction, in which the total dollar value of the contract is $25,000 or greater must certify, prior to the award of the 
contract, that they do not employ or contract with any illegal immigrants.  
 
For purposes of this requirement, “Illegal immigrants” means any person not a citizen of the United States who has:  
 

(A) Entered the United States in violation of the Federal Immigration and Naturalization Act or regulations 
issued the act;  

 
(B) Legally entered but without the right to be employed in the United States; or  

 
(C) Legally entered subject to a time limit but has remained illegally after expiration of the time limit.  

 
This is a mandatory requirement. Failure to certify will result in our inability to issue a Purchase Order or 
Contract to you or your company.  
 
If you have any questions, please email SEARK’s Purchasing at rfp@seark.edu. 
 
 
**********************************************************************************************  
TO BE COMPLETED BY BUSINESS OR PERSON SUBMITTING BID RESPONSE OR CONTRACT:  
 
 
Please check the appropriate statement below:  
 
 
_______ We certified that we are not an illegal immigrant or do not employ or contract with any illegal immigrants.  
 
Date of certification: ________________________  
 
 
_______ We cannot so certify at this time, and we understand that a contract cannot be awarded until we have done so.  
 
Reason for non-certification: ______________________________  
 
 
 
 
 
Name of Company: ___________________________________________  
 
 
Signature: ___________________________________________  
 
 
Name & Title: ___________________________________________  

(Printed or typed)  
 
Date: ___________________________________________ 
  

mailto:rfp@seark.edu
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PROPOSAL SIGNATURE PAGE 
 
Type or Print the following information. 

PROSPECTIVE VENDOR’S INFORMATION 

Company:  

Address:  

City:   State:  Zip Code:  

Business 
Designation: 

☐ Individual ☐ Sole Proprietorship ☐ Public Service Corp   
☐ Partnership ☐ Corporation ☐ Nonprofit 

Minority and 
Women-
Owned 
Designation*: 
 

☐ Not Applicable 
☐ African American 

☐ American Indian ☐ Asian American ☐ Service Disabled Veteran 
☐ Hispanic American ☐ Pacific Islander American ☐ Women-Owned 

AR Certification #:  ___________________   * See Minority and Women-Owned Business Policy  

 

PROSPECTIVE VENDOR CONTACT INFORMATION 
Provide contact information to be used for RFP related matters.   

Contact Person:  Title:  

Phone:  Alternate Phone:  

Email:  
 

CONFIRMATION OF REDACTED COPY 

☐ YES, a redacted copy of submission documents is enclosed. 
☐ NO, a redacted copy of submission documents is not enclosed.  I understand a full copy of non-redacted submission 

documents will be released if requested.   

Note: If a redacted copy of the submission documents is not provided with Prospective Vendor’s response packet, and 
neither box is checked, a copy of the non-redacted documents, with the exception of financial data (other than 
pricing), will be released in response to any request made under the Arkansas Freedom of Information Act (FOIA).  
See RFP for additional information. 

ILLEGAL IMMIGRANT CONFIRMATION 

By signing and submitting a response to this RFP, a Prospective Vendor agrees and certifies that they do not employ or 
contract with illegal immigrants.  If selected, the Prospective Vendor certifies that they will not employ or contract with 
illegal immigrants during the aggregate term of a contract.   
 

ISRAEL BOYCOTT RESTRICTION CONFIRMATION 

By checking the box below, a Prospective Vendor agrees and certifies that they do not boycott Israel, and if selected, will 
not boycott Israel during the aggregate term of the contract.  

☐ Prospective Vendor does not and will not boycott Israel.   
 

An official authorized to bind the Prospective Vendor to a resultant contract shall sign below.   

The signature below signifies agreement that any exception that conflicts with a Requirement of this RFP will cause the 
Prospective Vendor’s response to be disqualified. 

Authorized Signature:     Title:   
 Use Ink Only.     

Printed/Typed Name:     Date:   
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PROPOSED SUBCONTRACTORS FORM 
 
• Do not include additional information relating to subcontractors on this form or as an attachment to this form.   

 
 
 
PROSPECTIVE VENDOR PROPOSES TO USE THE FOLLOWING SUBCONTRACTOR(S) TO PROVIDE SERVICES.   
Type or Print the following information 

Subcontractor’s Company Name Street Address City, State, ZIP 

   

   

   

   

   

   

   

   

   

   

  
 
 
 
 

☐ PROSPECTIVE VENDOR DOES NOT PROPOSE TO USE SUBCONTRACTORS TO PERFORM 
SERVICES. 
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VENDOR REGISTRATION APPLICATION 

Complete and fax, mail or email this form to: 
Southeast Arkansas College 

1900 Hazel, Purchasing Department, Pine Bluff, AR 71603 
Ph: 870-850-8629   Fax:  870-850-8629

Email: rfp@seark.edu
Date: _______________________ 

Legal Business Name: _______________________________________ EIN/SSN: ___________________ 

Vendor Business Contact: ____________________________________Contact Phone: ______________ 

Business Street Address: ________________________________________________________________ 

City: _____________________________ State: _____________________ Zip Code: ________________ 

Country: __________________________________________ Foreign Zip Code: ____________________ 

Business Phone: _____________________________ Fax Number: ______________________________ 

Toll Free Number: ___________________________ Website: __________________________________ 

E-Mail Address (If Non, enter N/A): _______________________________________________________

Section “A” VENDOR MAILING ADDRESS (If different from business address) 

Address: ________________________________________________City: _________________________ 

State: ________________ Zip Code: ____________________ Foreign Zip Code: ____________________ 

SECTION “B” VENDOR REMITTANCE ADDRESS (Required to be completed) 

Address: _____________________________________________________City: ____________________________ 

State: __________________ Zip Code: _______________________ Foreign Zip Code: _______________________ 

Accounts Receivable Contact Name: _______________________________________________________________ 

Phone Number: ___________________________________ Fax Number: _________________________________ 

SECTION “C” BUSINESS CLASSIFICATION (SELECT ALL THAT APPLIES) 

Corporation (CO)  Limited Partnership (LP) 
Company (CP) Medical (MD) 
Employee Owned (EO) Minority Owned (MN) (See Section “D”) 
Foreign (FO) Nonprofit (NP) 
Incorporated (IC)  Partnership (PA)  
Individual (IN) Sole Proprietor (SP) 
Limited Liability Corporation (LLC) State Agency (SA) 

SECTION “D” MINORITY CLASSIFICATION 

American Indian (AI) Hispanic American (HS)
Female OwnerAsian American (AS) Pacific Islander (PI) 

African American (AF) Service-Disabled Veteran (DV) 

Registered with State of Arkansas as Minority Vendor: Yes or No 

**W-9 OR W-8BEN(Foreign Vendors) MUST ACCOMPANY THIS FORM** 



INSTRUCTIONS TO PRINTERS
FORM W-9, PAGE 1 of 4
MARGINS: TOP 13mm (1⁄ 2 "), CENTER SIDES. PRINTS: HEAD to HEAD
PAPER: WHITE WRITING, SUB. 20. INK: BLACK
FLAT SIZE: 216mm (81⁄ 2 ") 3 279mm (11")
PERFORATE: (NONE)

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

Form W-9 Request for Taxpayer
Identification Number and Certification(Rev. October 2007) 

Department of the Treasury
Internal Revenue Service

Name (as shown on your income tax return)

List account number(s) here (optional) 

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

City, state, and ZIP code 

P
ri

nt
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r 
ty
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ee
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2.

Taxpayer Identification Number (TIN) 

Enter your TIN in the appropriate box. The TIN provided must match the name given on Line 1 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.

 

Social security number 

or 

Requester’s name and address (optional) 

Employer identification number Note. If the account is in more than one name, see the chart on page 4 for guidelines on whose
number to enter.

Certification 

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
 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
 

2. 

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
 

Form W-9 (Rev. 10-2007) 

Part I

Part II

Business name, if different from above

Cat. No. 10231X

Check appropriate box:

Under penalties of perjury, I certify that:
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I.R.S. SPECIFICATIONS TO BE REMOVED BEFORE PRINTING 

DO NOT PRINT — DO NOT PRINT — DO NOT PRINT — DO NOT PRINT 

TLS, have you
transmitted all R 
text files for this 
cycle update?

Date

Action

Revised proofs
requested

Date Signature

O.K. to print

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.
 

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

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.
 

Individual/Sole proprietor
 

Corporation
 

Partnership
 

Other (see instructions) ©

 

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.

 

● 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

 

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

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.
 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,

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

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

Limited liability company. Enter the tax classification (D=disregarded entity, C=corporation, P=partnership) © 
Exempt 
payee

Purpose of Form
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