
 
 
 
 

Request for Proposals 

 

Original Issue Date: April 3, 2018 

Closing Date:  June 4, 2018 

 

Subject: Request for Proposals – SolSmart Organizational Advisor 

 

The Solar Foundation (TSF) is seeking proposals from eligible Respondents for professional 

services. TSF anticipates making between six and fifteen (6-15) Awards as a result of this 

solicitation. TSF reserves the right to award more or fewer awards than anticipated above. 

 

Under TSF’s Department of Energy-funded Cooperative Agreement No. DE-EE0007155, 

SPARC Technical Assistance Provider (TAP), TSF is requesting proposals for organizations to 

take primary responsibility for providing technical assistance to and designating local 

governments under the SolSmart program.  

 

Please see below to learn more about general RFP conditions, eligibility criteria, the Advisor 

opportunity, and more. 

 

TSF appreciates your responsiveness and looks forward to the prospect of working with your 

organization to achieve our programmatic objectives.  

 

Sincerely, 

 

Zach Greene 

Program Director – SolSmart Technical Assistance Provider 
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PURPOSE 

 

TSF seeks qualified organizations to take primary responsibility for designating a number of 

communities of their choosing under the SolSmart program (www.solsmart.org). Anticipated 

services include, but may not be limited to: (1) engaging with new or existing local government 

contacts; (2) committing these communities to achieving designation under the SolSmart 

program; (3) assuring each community completes an accurate and thorough SolSmart 

designation application; (4) conducting a gap analysis based on SolSmart criteria already 

achieved in each community and additional criteria required for designation; (5) providing 

technical assistance to each community around these additional criteria; (6) collecting and 

submitting documentation verifying completion of all additional criteria, thereby qualifying each 

community for designation under the SolSmart program; and (7) providing additional technical 

assistance, where feasible, to address each community’s solar goals. 

 

Respondents will also be expected to assist in the creation of program promotional materials and 

content, assist in programmatic outreach to additional communities beyond those directly served 

under this solicitation, and contribute to communications efforts to share program successes.  

 

ABOUT THE SOLAR FOUNDATION 

 

The Solar Foundation is a nonprofit, nonpartisan organization dedicated to advancing solar 

energy use worldwide. We believe that increasing access to this clean, abundant, and affordable 

energy source will lift up people’s lives and bring about a prosperous future for all. 

 

Founded in 1977, The Solar Foundation was relaunched in its current form in 2010. Today, we 

combine decades of experience with an entrepreneurial outlook and a focus on getting things 

done. While we firmly believe that solar is a key part of our energy future, The Solar Foundation 

has no industry affiliation. With our reputation for impartiality and rigorous analysis, we are on 

the front lines of the change toward a bright solar future. 

 

Our mission is to accelerate adoption of the world’s most abundant energy source. Through our 

leadership, research, and capacity building, we create transformative solutions to achieve a 

prosperous future in which solar technology is integrated into all aspects of our lives. 

 

TSF’s core areas of focus include: 

 

Research - The Solar Foundation is built on unmatched expertise, with a reputation for high-

quality and objective research on solar markets, economic impacts, and the workforce. Our 

acclaimed publications and expert insights are helping decision makers accelerate the adoption of 

solar energy. 

 

http://www.solsmart.org/
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Capacity Building - Through educational outreach and expert technical assistance, we work with 

decision makers in the government, business, and nonprofit arenas to expand solar energy use. 

Our commitment to building solar capacity is matched by the value we place on a strong, 

inclusive, high-quality solar workforce. 

 

Leadership - We are a recognized leader in solar that brings together diverse groups to realize 

ambitious, meaningful, and measurable goals. We build networks to help the nonprofit, business, 

educational, financial, and consumer sectors efficiently take advantage of solar technologies. 

 

TSF’s Dun and Bradstreet number is 831866822. 

 

BACKGROUND 

 

Under TSF’s Department of Energy-funded Cooperative Agreement No. DE-EE0007155, 

SPARC Technical Assistance Provider (TAP), TSF partners with the National Renewable 

Energy Laboratory; Meister Consultants Group, A Cadmus Company; the Regulatory Assistance 

Project; the Electric Power Research Institute; the National League of Cities; the National 

Association of Counties; Brooks Engineering; and the Solar Energy Industries Association to 

provide no-cost technical assistance to municipalities and counties pursuing designation under 

the SolSmart program. Other program partners include the International City/County 

Management Association, the National Civic League, and Home Innovation Research Labs, 

which together manage the designation aspect of the SolSmart program.  

 

SolSmart provides recognition and no-cost technical assistance to help local governments reduce 

barriers to solar energy growth. With the help of our team of solar and local government experts, 

cities, counties, and towns nationwide are cutting red tape to make it easier for homes and 

businesses to go solar. Local governments that achieve these goals are eligible for SolSmart 

designation, providing national recognition that they are “open for solar business.” 

 

By encouraging solar energy development at the local level, SolSmart helps local governments 

bring new businesses to their community, promote economic growth, and foster the creation of 

new jobs. 

 

Since its formal launch in April 2016, 192 local governments have been designated under the 

SolSmart program. TSF and its partners seek to designate a minimum of 300 local government 

by the end of October 2020. One strategy for achieving this ambitious goal is the SolSmart 

Advisors program. As initially designed, this program recruits and matches a select number of 

local governments with experienced individuals who will live and work in the communities they 

serve for up to six months, with the primary objective of ensuring these communities become 

designated under the SolSmart program. SolSmart has conducted two of three recruitment rounds 
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anticipated under the program, resulting in 24 Advisors serving approximately 130 individual 

local governments.  

 

Through this experience, TSF and its partners identified regional organizations interested in 

supporting the SolSmart program as Advisors. The strong community connections, relevant 

subject matter expertise, and existing staff capacity of these organizations represent  

 a significant opportunity for achieving programmatic goals.  

 

The objective of this solicitation is to provide an application process for qualified organizations 

to serve as SolSmart Advisors and increase the total number of communities designated under 

the program. 

 

SCOPE OF WORK 

 

At a minimum, successful Respondents must be qualified and commit to: 

 

1. Community Engagement and Commitment. Awardees will engage with new or existing 

local government contacts and commit a number of these communities to achieving 

designation under the SolSmart program. Awardees may specify the number and name(s) 

of the local government(s) with which they will work under this solicitation. The most 

competitive proposals will demonstrate a balance between designating the greatest 

number of local governments with the time and financial resources available for doing so.  

2. Community Application and Gap Analysis. With assistance from the SolSmart team,  

Awardees will assure each community completes an accurate and thorough SolSmart 

designation application and will conduct a gap analysis based on SolSmart criteria 

already achieved by each community and the additional criteria required for attaining 

designation. This gap analysis will form the basis of a designation work plan, each of 

which will require approval by TSF and/or its partners before Awardee can provide 

technical assistance.  

3. Stakeholder Engagement and Technical Assistance. Awardees will coordinate effectively 

with the communities served and with relevant internal and external stakeholders and 

provide each community with technical assistance designed to complete the criteria and 

any other requirements for designation. TSF and its partners will be available to support 

and/or partner with Awardees on the application process, gap analysis, and technical 

assistance delivery.  

4. Documentation and Designation. Awardees will collect and submit documentation 

verifying completion of all additional criteria and ensure that each community covered 

served achieves designation before the end of the contract term.  
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5. Communications and Outreach. Awardees will also be expected to assist in the creation 

of program promotional materials/content and assist in programmatic outreach to 

additional communities beyond those directly served under this solicitation. Also, 

Awardees will work with SolSmart communications staff to share programmatic 

successes. 

6. Project Management. Awardees will participate in regular check-in calls, project 

reporting, and other project management activities.  

 

Anticipated Contract Term: Services under any contracts made through this solicitation are 

expected to commence on or about January 1, 2019 (with the potential to begin as early as July 1, 

2018) and conclude no later than July 31, 2019. A mandatory training may occur in late 2018 but 

will be dependent on when services commence. 

 

TSF and the SolSmart team will evaluate and approve designation work plans for each 

community. TSF and its partners will also provide support and information to each Awardee 

around the application and designation processes and will assume responsibility for formally 

reviewing SolSmart designation applications and evaluating criteria verification documentation.  

 

ELIGIBILITY: 

 

This solicitation is open to a variety of organizations working with local government entities 

including, but not limited to: regional planning commissions, councils of government, and non-

profits focused on energy, environmental, local government, or other issues, possessing the “Key 

Qualifications” for performing the services sought under this solicitation. If you are a 

representative from a local government and wish to take the lead on application, please use 

the community-based application. 

 

KEY QUALIFICATIONS: 

 

1. Strong Existing Community Connections. Demonstrated by (1) a proven track record of 

having collaborated with communities on soft costs and/or other relevant efforts; and (2) 

obtaining and submitting letters of commitment (e.g., SolSmart PR-1 Solar Statements) 

from local governments to be served and designated by the Respondent. The most 

competitive applications will include the greatest number of communities but will be 

balanced with demonstration of feasibility1. Only communities that provide signed 

commitments will be counted toward this total. SolSmart encourages all communities 

to complete the designation application (web-based) (paper) by the proposal due date 

                                                           
1 E.g. qualitative descriptions of prior work supporting the conclusion that these prospective SolSmart communities 

will be prepared to become SolSmart designees within a short time frame; completed SolSmart intake forms that 

demonstrate few remaining actions; signed commitments letters/PR-1 statements with high levels of commitment 

https://www.solsmart.org/media/Advisor_Host-Community-Application_final-4.pdf
https://www.solsmart.org/media/SolSmartSolarStatementTemplate-3.docx
http://www.gosparc.org/apply-now/
https://www.solsmart.org/get-started/solsmart-guide/
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and, although it will be considered as part of the application review process, it is not a 

requirement for each community. This can be part of the applicant’s scope of work, but it 

is assumed that all initial designation applications will be submitted within the first few 

weeks of the contract term (for purposes of establishing a baseline).  

 

2. Relevant Subject-Matter Expertise. Respondents must demonstrate their experience 

working with local governments and/or solar-related issues. Specifically, Respondents 

should reference any work/qualifications pertaining to solar soft costs and other issues 

addressed by the SolSmart program. The most competitive applications will cite specific 

SolSmart criteria and criteria categories.  

 

3. Existing Staff Capacity. Respondents with adequate existing staff resources will receive 

preference. CV’s or resumes for each staff member who will provide services under this 

solicitation will be required as part of the proposal. If staff capacity does not exist, there 

is an opportunity to hire an Advisor to complete a proposed scope of work. In this 

instance, justification of how current staff could support a new staff member is required. 

 

SUBMISSION REQUIREMENTS: 

 

Cover Page: • Name of applying organization; 

• Name and title of the organization’s representative who has 

signatory authority to submit the application; 

• Name, title, and contact information of the organization’s 

point of contact with whom TSF and/or its partners should 

coordinate on matters related to the application. Contact 

information should include mailing address, e-mail, and 

telephone number. 

 

Organization Profile: Please limit to no more than two pages. CV’s or resumes for staff 

who will provide services under this solicitation will not count 

toward the page limit. 

• Provide a short description of your organization. 

• Provide the year established in the current business for the 

services requested in this request for proposals. 

• CV’s or resumes of staff members who will provide services 

under this solicitation or serve as managers. Include a table 

indicating how much time each person will devote to this 

contract. If the organization plans on hiring a new staff 

member for the Advisor role, please provide justification. 

o This information will be used to establish the Key 

Qualification of “Existing Staff Capacity.” 
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Past Performance: Please provide examples of work with local governments. 

Specifically highlight efforts related to solar soft costs and other 

issues addressed by the SolSmart program. The most competitive 

applications will cite specific SolSmart criteria and criteria 

categories. 

• This information will be used to establish the Key 

Qualification of “Relevant Subject-Matter Expertise.” 

 

Scope of Work: Please provide the number and name(s) of local governments your 

organization proposes to qualify for designation under this 

solicitation. The most competitive applications will include the 

greatest number of communities, but must be balanced with 

demonstration of feasibility. As such, each Respondent should 

provide a summary of their previous work or existing relationships 

with the local governments listed in this section and other factors that 

they believe will contribute to achievability of the scope. 

 

Include SolSmart PR-1 Solar Statements or equivalent (e.g. a signed 

letter from an elected official or city/county administrator 

demonstrating commitment to the Advisor process) for each 

community listed in this section. Statements should be signed by a 

local elected official or another individual with authority to commit 

the local government to achieving designation. Without a signed 

solar statement, a community will not be included in the 

evaluation of a proposal. 

• This information will be used to establish the Key 

Qualifications of “Strong Existing Community 

Connections.” 

 

Please provide at least one project milestone for each month covered 

by the scope of work. These milestones can relate to point totals, 

criteria/perquisite achievement, number of communities designated 

or other SMART (Specific, Measurable, Attainable, Relevant, and 

Timely) metrics that represent a clear path to designation for all 

communities covered by the scope to achieve designation within the 

contract term. Please include references to SolSmart criteria, where 

applicable. 

 

While it is advantageous for prospective SolSmart designees covered 

under RFP submissions to complete initial SolSmart designation 

https://www.solsmart.org/media/SolSmartSolarStatementTemplate-3.docx
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applications (web-based) (paper), it is not necessary for each local 

government covered by the scope of work to do so by the proposal 

due date. This activity can be part of the applicant’s scope of work, 

but it is required that all initial designation applications be submitted 

within the first few weeks of the contract term.  

• The number of completed applications will be used as a 

criterion when establishing the Key Qualifications of 

“Strong Existing Community Connections.” 

References (Optional): The contact information should include the contact name, phone 

number, e-mail address, and website address. References will be 

contacted as part of the evaluation process. 

• References will be considered in establishing the Key 

Qualification(s) of “Relevant Subject-Matter Expertise” 

and/or “Strong Existing Community Connections.” 

 

Budget: TSF will consider proposals that are either fixed-fee or effort rate-

based subject to a maximum not to exceed amount. Other 

arrangements fair and favorable to TSF will also be considered.  

 

Please describe your pricing method and why this would be 

advantageous to TSF. 

 

Please be advised that TSF is cost-conscious about procuring outside 

services. 

 

TSF anticipates each contract amount to range between $20,000 - 

$50,000. Final contract amounts will primarily be influenced by the 

level of effort and time required to complete the scope of work (i.e., 

to designate the number of local governments specified in the 

proposal).  

 

TYPE OF CONTRACT TO BE AWARDED 

 

TBD 

 

CONTRACT TERM 

 

TSF expects all services sought under this solicitation will be completed no later than July 31, 

2019. Final dates and timelines will be negotiated upon award.  

 

 

http://www.gosparc.org/apply-now/
https://www.solsmart.org/get-started/solsmart-guide/
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EVALUATION AND AWARD PROCESS 

 

Proposals will be evaluated and weighted based on the ability to execute as evidenced by staff 

capacity (10%) and past performance (35%), strength and strategic nature of the Scope of Work 

(35%), and budget (20%). Applicants must be able to demonstrate they have performed 

work/delivered services substantially similar to those in this solicitation.  

 

TSF reserves the right to make Awards under this solicitation on the sole basis of the information 

provided in the Respondent’s proposal and without further negotiation. Respondents are thus 

encouraged to offer their best terms and prices in the initial proposal.  

 

INSTRUCTIONS TO RESPONDENTS 

 

Respondents interested in providing the services described above should submit a proposal 

following the prescribed format in the Submission Requirements section of this RFP. Adherence 

to the proposal format by all Respondents will ensure a fair evaluation with regard to the needs 

of TSF and the SolSmart program. Respondents who do not follow the prescribed format may be 

deemed non-responsive. 

 

A letter transmitting the proposal must be signed by an officer of the organization authorized to 

bind the Respondent as required by this solicitation. A complete proposal will include: 

 

1. Transmittal Letter 

2. Proposal of no more than ten (10) pages, excluding CV’s or resumes and SolSmart PR-1 

Solar Statements/Letters of Commitment 

3. Written proof of liability insurance and worker’s compensation coverage 

4. Completed and signed required forms (see Appendix B) 

 

Proposal packages must be submitted electronically in PDF format to zgreene@solarfound.org. 

Subject lines should read “Request for Proposals – SolSmart Organizational Advisor”. No 

phone calls please. 

 

Applications received after the closing date stated on the top of page 1 may be deemed non-

responsive.  

https://www.solsmart.org/media/SolSmartSolarStatementTemplate-3.docx
https://www.solsmart.org/media/SolSmartSolarStatementTemplate-3.docx
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GENERAL CONDITIONS 

 

Communication: Technical questions concerning this solicitation should be directed to the TSF 

SolSmart TAP Program Director Zach Greene, at zgreene@solarfound.org. All communications 

must include the solicitation title, Request for Proposals – SolSmart Organizational Advisor, 

in the subject line. 

 

No communication intended to influence this procurement is permitted except by 

contacting the designated contacts above. Contacting anyone other than the designated 

contacts (either directly by the Respondent or indirectly through a lobbyist or other person 

acting on the respondent’s behalf) in an attempt to influence this procurement: (1) may 

result in a Respondent being deemed a non-responsive Respondent, and (2) may result in 

the Respondent not being awarded a contract. 

 

Proposal Submission – Late proposals and proposals lacking the appropriate completed forms 

will be returned. Proposals will only be accepted at the email address specified above. Faxed 

proposals will not be accepted. If changes are made to this solicitation, notifications will be sent 

to the primary contact provided to TSF from each Respondent. TSF bears no responsibility for 

data errors resulting from transmission or conversion processes. This solicitation does not 

commit TSF to pay any costs incurred in the preparation and submission of a proposal. 

 

Proprietary Information – Careful consideration should be given before confidential information 

is submitted to TSF as part of your proposal. Review should include whether providing such 

information is critical for evaluating the proposal and whether general, non-confidential 

information may instead be adequate for review purposes. Information submitted to TSF that the 

Respondent wishes to have treated as proprietary and confidential trade secret information 

should be identified and labeled “Confidential” or “Proprietary” on each page at the time of 

disclosure. This information should include a written request to except it from disclosure, 

including a writing statement of the reasons why the information should be withheld. However, 

TSF cannot guarantee the confidentiality of any information submitted. 

 

Contract Award – TSF anticipates making between six and fifteen (6-15) Awards under this 

solicitation. It may award a contract based on initial applications without discussion, or 

following limited discussion or negotiations. Each offer should be submitted using the most 

favorable cost and technical terms. TSF may request additional data or material to support 

applications. TSF reserves the right to make more or fewer Awards – including no Awards – 

under this solicitation.  

 

mailto:zgreene@solarfound.org
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Limitation - This solicitation does not commit TSF to award a contract, pay any costs incurred in 

preparing a proposal, or to procure or contract for services or supplies. TSF reserves the right to 

accept or reject any or all proposals received, to negotiate with all qualified sources, or to cancel 

in part or in its entirety the solicitation when it is in TSF's best interest. 

 

Disclosure Requirement - The Respondent shall disclose any indictment for any alleged felony, 

or any conviction for a felony within the past five years, under the laws of the United States or 

any state or territory of the United States, and shall describe circumstances for each. 

 

When a Respondent is an association, partnership, corporation, or other organization, this 

disclosure requirement includes the organization and its officers, partners, and directors or 

members of any similarly governing body. If an indictment or conviction should come to the 

attention of TSF after the award of a contract, TSF may exercise its stop-work right pending 

further investigation, or terminate the agreement. 

 

Equal Opportunity - In connection with the procurement of the specified services, the firm 

warrants that it shall not discriminate because of race, color, religion, sex, national origin, 

political affiliation, non-disabling physical and mental disability, political status, matriculation, 

sexual orientation, gender identity or expression, genetic information, status as a veteran, 

physical handicap, age, marital status or any other characteristic protected by law. 

 

Small and Disadvantaged Businesses - TSF shall use good faith efforts to provide contracting 

and procurement opportunities for Small and Disadvantaged Businesses (SDB). SDB categories 

include minority business enterprises (MBE), woman-owned business enterprises (WBE), small 

veteran and disabled veteran owned businesses, Historically Black Colleges and Universities 

(HBCUs), predominantly Hispanic Universities (HACUs), small businesses in Historically 

Under-utilized Zones (HUBZones) and private voluntary organizations (PVOs) principally 

operated and managed by economically disadvantaged individuals. 

  



1 Revision 9/2016 
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APPENDIX A 

SAMPLE TERMS AND CONDITIONS 

This Agreement (“Agreement”) is entered into as of [DATE] by and between The Solar 

Foundation (“TSF”) and [CONTRACTOR] (“Contractor”). TSF and Contractor are hereafter referred to 

collectively as the “Parties” and individually as “Party” or by their proper name. 

 

This Agreement includes “Attachment 1: Scope of Work,” “Attachment 2: Special Terms and 

Conditions” and “Attachment 3: Intellectual Property Provisions.” 
 

The Parties agree as follows. 
 

1. Scope of Work/Contractor Responsibilities. Contractor agrees to make every reasonable effort to 

facilitate and ensure completion of the work plan specified in “Attachment 1: Scope of Work,” attached 

hereto and incorporated herein, and that the Contractor will ensure communities covered by the Scope of 

Work achieve designation under the SolSmart program. Contractor commitments and responsibilities in 

pursuit of this goal include, but are not limited to: (1) engaging with new or existing local governments; 

(2) committing these communities to achieving designation under the SolSmart program; (3) assuring 

each community completes an accurate and thorough SolSmart designation application; (4) conducting a 

gap analysis based on SolSmart criteria already achieved in each community and additional criteria 

required for designation; (5) providing technical assistance to each community around these additional 

criteria; (6) collecting and submitting documentation verifying completion of all additional criteria, 

thereby qualifying each community for designation under the SolSmart program and; (7) providing 

additional technical assistance, where feasible, to address each community’s solar goals. 

 

Contractor will also be expected to assist in the creation of program promotional materials/content, assist 

in programmatic outreach to additional communities in the region beyond those directly served under 

this solicitation, and contribute to communications efforts to share program successes.   
 

2. TSF Responsibilities. TSF commits to the following roles and responsibilities in supporting the 

work of the Contractor: (1) providing information on the SolSmart program; (2) evaluating and 

approving designation work plans for each community; (3) assuming responsibility for formally 

reviewing SolSmart designation applications and evaluating criteria verification documentation, (4) 

lead project management activities; and, (5) advising on communications and outreach strategies and 

ensuring program message consistency.   
 

3. Term. The term of this Agreement shall commence on [START DATE] and end no later 

than [END DATE]. 
 

4. Prime Award/Entire Agreement. The Work Plan is being performed in order to fulfill the 

requirements of TSF’s prime Award with the U.S. Department of Energy (the “Prime Award”) and 

therefore the entirety of the Prime Award is incorporated into this Agreement by reference as if fully 
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repeated herein. A copy of all relevant provisions will be furnished to Contractor. Insofar as Contractor’s 

performance of this Agreement, Contractor shall be bound to TSF in the same manner as TSF is bound to 

the awarding entity, and TSF shall have the same rights and remedies against Contractor as the awarding 

entity has against TSF under the Prime Award. All terms and conditions of the Prime Award and 

associated funding Award, as applicable, will be applied to the Contractor in accordance with “Term 2. 

Flow Down Requirement” of “Attachment 2: Special Terms and Conditions.” Contractor shall ensure that 

any person or entity it retains for performance of any part of this Agreement is bound by the terms and 

conditions of this Agreement, including all documents and obligations incorporated herein. 

Notwithstanding anything to the contrary, this Agreement shall control the obligations of the Parties and 

supersede any conflicting reference to or attachment of any document generated by Contractor. This 

Agreement and all attachments hereto and incorporated herein contain the entire integrated agreement 

between the Parties and supersede all prior or contemporaneous written or oral communications. 
 

5. Schedule. Contractor will make every reasonable effort to ensure the schedule(s) and milestones 

are met according to the Scope of Work. Failure to maintain the schedule(s) and/or milestones may result 

in termination of the Agreement. Contractor will be responsible for any backcharges, payment 

deductions, or delay damages which may be incurred by or assessed against TSF to the proportional 

extent that they are caused by Contractor’s delayed execution of the Scope of Work. If feasible, 

Contractor will notify TSF in writing within one week of any delays or anticipated delays in performing 

the Services and explain the reasons for said delays. 
 

6. Payment. The payment (the “Fee”) for the execution of the Scope of Work and Contractor 

Responsibilities shall not exceed [AMOUNT] U.S. Dollars. Such payments will be made to the 

Contractor within thirty (30) days of TSF’s receipt of payment from the U.S. Department of Energy. 

Invoices shall include an accounting of hours billed by each Contractor staff member. 
 

6.1 Travel and Other Expenses. The Contractor is solely responsible for any travel or 

additional expenses incurred pursuant to the execution of the Scope of Work. 
 

6.2 Taxes. Contractor shall assume any tax obligation that may be imposed as a result of the 

Fee. 
 

6.3 Reporting. Contractor agrees to provide a monthly accounting of cumulative 

payments charged and a brief summary of activities covered during this period. 
 

6.4 Compensation of Contractor’s Employees and Agents. Contractor shall be solely 

responsible for the payment of compensation to its employees and agents. For its employees 

and agents, Contractor shall be solely responsible for expenses and benefits associated with 

employment, workers’ compensation payments, claims and liabilities, unemployment, social 

security, and other payroll or similar taxes, as applicable, during any related assessments or 

contributions required by law. 
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7. Assignment Restrictions. Neither Party will assign, delegate, or otherwise transfer any of its 

rights and responsibilities under this Agreement to any third party without the prior, written approval of 

the other Party. The rights and obligations set forth in this Agreement are binding upon and will inure to 

the benefit of the permitted successors and assignors of the Parties. 

 

8. Intellectual Property Ownership/Grant of Copyright Assignment. 
 

8.1 Limited Right to Use Contractor Marks. Contractor grants TSF a non- exclusive 

and limited right to use Contractor trademarks, designations, and logos (Contractor Marks), only 

in connection with the performance of its responsibilities under this Agreement, and only for 

the Term of this Agreement. In order to maintain the quality and goodwill of Contractor’s 

Marks, TSF will submit all proposed uses of Contractor Marks, including Internet site content 

(TSF Material), to Contractor at least one (1) business day in advance of any use, for review 

and prior approval. Following Contractor approval of the TSF Material, the content will not be 

changed in any material way without the prior, express approval of the Contractor. 
 

8.2 Services without a Prime Award.  Contractor intends that all original Works created in 

relation to this Agreement for TSF (Works) will become, and are, the property of TSF as works-

made-for-hire pursuant to, and as defined by, the U.S. Copyright Act, and that TSF will own the 

entire copyright of such Works in all situations that are not covered under “Attachment 4: 

Intellectual Property Provisions” unless TSF agrees otherwise in writing. All right, title and 

interest in and to any Intellectual Property rights shall accrue exclusively to TSF. To the extent 

permitted by Title 17 of the U.S. Code, works produced by Contractor in executing the Scope of 

work and this Agreement shall be deemed works for hire and all copyrights in such works shall 

be the property of TSF. This assignment of all right, title, and interest in such Works to TSF is a 

transfer of the full ownership in and to the Works, including all rights of reproduction, 

distribution, performance, display, and the right to create derivative works. Contractor will 

forward any originals and copies of any and all Works developed for, and therefore owned by, 

TSF under this Agreement upon TSF’s request, either during, or at any time after the Term. 

Contractor retains an irrevocable, royalty-free, nontransferable, license to use, reproduce,  

display, distribute and publish all such copyrightable material. Contractor will be listed as a 

contributing author to any final published works for hire. 
 

9. Contacts. Each Party will provide to the other Party written notification of the name, phone 

number, and email address of the person who will act as their respective project managers for performing 

this Agreement. Contractor project manager (the “Supervisor”) selection is subject to rejection by TSF. 

Once approved, Contractor will not change its assigned project manager without TSF’s prior consent. 
 

10. Independent Contractor; Compliance with Laws. Contractor is an independent contractor in 

the performance of the Scope of work under this Agreement and shall not be considered to be or 

permitted to be an agent, employee, joint venture, or partner with TSF. Contractor must obtain written 

approval from TSF to furnish, use, retain, or hire others on behalf of or in support of the work performed 

by the Contractor with respect to this Agreement. If approved, these individuals shall be considered the 

employees, agents, or independent contractors of the Contractor. Contractor shall at all times during the 

term of this Agreement maintain such supervision, direction and control over its employees, agents, and 

independent contractors as is consistent with and necessary to preserve its independent contractor status.  

Consistent with this Agreement and Contractor’s status as an independent contractor, Contractor shall not 

permit its employees, agents or independent contractors to hold themselves out as, nor claim to be, 

officers or employees of TSF, nor to make any 
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claims, demands or applications to any right or privilege applicable to any officer or employee of TSF. 

Contractor shall defend, indemnify and hold TSF, its officers, directors, agents and employees, harmless 

from and against any and all claims, losses, demands, expenses, including reasonable attorney fees, or 

judgments relating to or resulting from Contractor’s failure to perform its obligations arising from its 

employment relationship with its employees and independent contractors, including but not limited to 

claims made by Contractor employees or independent contracts for wages or benefits under any TSF 

benefit plan and any claims by a taxing authority for withholding, unemployment or other taxes or for 

interest or penalties thereon or for any alleged failure to withhold taxes or make payments. 
 

11. Insurance.  At its own expense, Contractor shall maintain in effect throughout the term of this 

Agreement not less than the following coverages and limits of insurance, which shall be maintained on 

policy forms and with deductibles satisfactory to TSF. Contractor will provide TSF certificates of 

insurance evidencing the insurance required below and furnish TSF copies of its applicable policies upon 

demand, certified by an authorized representative of the insurer(s). Contractor shall remain liable for 

procuring the required insurance, notwithstanding TSF’s failure to demand or enforce compliance with 

the insurance requirements of this Agreement.  All insurance shall be primary to any other valid and 

collectable insurance.  Contractor shall ensure that any subcontractors retained by it to perform any 

portion of the Scope of work maintain the same insurance required of Contractor herein. Contractor shall 

procure and maintain the following insurance throughout the term of this Agreement: 
 

11.1 Commercial General Liability insurance of no less than $1,000,000 per occurrence. 
 

11.2 Workers’ Compensation and Employer’s Liability insurance as required by applicable 

law or regulation in amounts not less than $1,000,000 each accident for bodily injury by accident, 

$1,000,000 policy limit for bodily injury by disease, and $1,000,000 each employee for bodily 

injury by disease. 

 

12. Termination. 
 

12.1 Termination for Cause. Either Party has the right to terminate this Agreement for cause 

if the other Party materially breaches this Agreement, and such breach is not cured within fourteen 

(14) days or sooner after written notice of the breach is provided to the breaching party.           

Any such notice will specify the material breach and the Termination Date. If this Agreement is 

terminated for cause, the Parties will be responsible for satisfying all requirements under this 

Agreement up to, and including, the Termination Date, including the provision of proper services 

by Contractor and the payment of any and all fees owning for such services by TSF. 
 

12.2 Termination of Prime Award. In the event that the Prime Award is terminated or 

modified, or TSF’s rights or responsibilities under the Prime Award are terminated or modified, 

TSF may terminate this Agreement without cause and such termination shall be effective as the 

same date that the Prime Award is terminated. If the Prime Award is terminated, the Parties will 

be responsible for satisfying all requirements under this Agreement up to, and including, the 

Termination Date, including the provision of proper services by Contractor and the payment of 

any and all fees owning for such services by TSF. 
 

13. Indemnification. Contractor shall defend, indemnify, and hold TSF and its officers, directors, 

agents, and employees harmless from and against any and all claims, losses, expenses  (including 

reasonable attorney’s fees), demands or judgments for personal injury, death, property damage, 
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breach of confidentiality obligations and breach of the provisions of Section 10 above which are caused by 

consultant, its employees, agents, or independent contractors in performance of this Agreement. 

 

14. Limitation of Liability. In no event will TSF be liable for consequential or incidental damages 

including, without limitation, lost profits or any claim or demand against Contractor by any other party 

due to any cause whatsoever, even if TSF has been advised of the possibility of such damages. TSF’s 

liability hereunder, regardless of the form of action, shall not exceed the total Fee under this 

Agreement. This shall be the Contractor’s sole and exclusive remedy. 
 

15. Governing Law. This Agreement shall be governed by and construed in accordance with the 

Laws of the District of Columbia without regard to the District’s conflict of laws provisions. Any 

controversy regarding this Agreement or the Scope of work shall be adjudicated in the District of 

Columbia or in the United States District Court having jurisdiction over the District of Columbia. Any 

notice required or permitted to be sent under this Agreement shall be delivered by hand or mailed by 

certified mail, return receipt requested, or sent by reliable overnight carrier to the address of the Parties 

on record or to such other address as any Party may designated by notice complying with the terms of 

this section. 
 

16. Contractor’s Representations. Contractor warrants and represents that: (a) Contractor has, 

holds, and possesses all applicable licenses, permits, and other governmental authorizations as required 

and necessary to conduct its business and to perform each and every obligation of Contractor under this 

Agreement, and that Contractor has not received notice that any governmental authority intends to cancel, 

terminate, or not renew any such licenses, permits, or other governmental authorizations; (b) Contractor 

has all requisite power, authority, and capacity to enter into this Agreement, and to perform all 

obligations under this Agreement; (c) the person signing this Agreement on behalf of Contractor is fully 

authorized and empowered to sign this Agreement and any other documents that comprise this 

Agreement. 

 

17. Professional Conduct and Ethical Consideration. 
 

17.1 Contractor shall undertake to carry out this Agreement in accordance with the highest 

standards of professional and ethical competence and integrity, having due regard to the nature 

and purposes of TSF as a not-for-profit organization and to ensure that the person(s) engaged 

by the Contractor to execute the Scope of work under this Agreement will conduct themselves 

in a manner consistent herewith. 
 

17.2 Contractor Agrees to comply in all respects with all applicable laws, rules, and 

regulations regarding its conduct and represents that there are no agreements, orders, or other 

restrictions that would interfere or prevent Contractor from entering into this Agreement or 

executing the Scope of work. 
 

18. Lobbying. Contractor agrees that none of the Fee shall be expended, directly or indirectly, to 

influence congressional action on any legislation or appropriation matters pending before Congress, other 

than to communicate to Members of Congress as described in 18 U.S.C. § 1913. This restriction is in 

addition to those prescribed elsewhere in statute and regulation. 
 

19. Confidentiality.  Except as necessary to carry out the purposes of this Agreement, compelled by 

applicable law or as authorized in advance, neither Party shall use or disclose any information it received 
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from the other under this Agreement which previously has been identified as confidential or exempt from 

mandatory public disclosure. If such information is subpoenaed through legal process, then the 

subpoenaed Party will immediately advise the Party that provided the confidential information so that it 

may evaluate whether to invoke legal process to avoid disclosure at its own expense. 
 

20. Audit. All records, regardless of physical form, and the accounting practices and procedures of 

Contractor relating to its performance of this Agreement are subject to examination and audit by 

the other Party and the awarding entity, if any. The Parties will maintain all such records for at least three 

(3) years following completion of this Agreement. 
 

21. Waiver.  No waiver by either Party, whether express or implied, of any right or obligation set 

forth in this Agreement, or any breach or default, will constitute a continuing waiver of that or any 

other right, obligation, breach, or default. 
 

22. Severability. If any provision contained in this Agreement is determined by a court of 

competent jurisdiction, or an arbitration tribunal, to be invalid or unenforceable, said determination will 

not affect the validity and enforceability of the remaining provisions. The Parties represent that they 

are not aware of any provision of the Agreement is invalid or unenforceable. 
 

23. Agreement Counterparts. This Agreement may be executed in counterparts, and all executed 

counterparts will constitute one Agreement, which will be binding on the Parties, notwithstanding that 

the signatures of both Parties do not appear on the same page or same copy.  Facsimile signatures may 

be used in lieu of original signatures and will have the same binding effect. 
 

24. Amendments. This Agreement will not be modified except by further writing signed by 

both Parties. 

 

[CONTRACTOR]  TSF 

     

By:   By:  

 

Title: 

   

Title: 

 

 

Signature: 

   

Signature: 

 

 

Date: 

   

Date: 
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Form    W-9
(Rev. December 2014)
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.

1  Name (as shown on your income tax return). Name is required on this line; do not leave this line blank.

2  Business name/disregarded entity name, if different from above

3  Check appropriate box for federal tax classification; check only one of the following seven boxes: 

Individual/sole proprietor or   
single-member LLC

 C Corporation S Corporation Partnership Trust/estate

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

Note. For a single-member LLC that is disregarded, do not check LLC; check the appropriate box in the line above for 
the tax classification of the single-member owner. 

Other (see instructions)  

4  Exemptions (codes apply only to 
certain entities, not individuals; see 
instructions on page 3):
Exempt payee code (if any)

Exemption from FATCA reporting

 code (if any)
(Applies to accounts maintained outside the U.S.)

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

6  City, state, and ZIP code

Requester’s name and address (optional)

7  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 line 1 to avoid 
backup withholding. For individuals, this is generally 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 instructions for line 1 and the chart on page 4 for 
guidelines on whose number to enter.

Social security number

– –

or
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); and

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

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 3.

Sign 
Here

Signature of 

U.S. person Date 

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

Future developments. Information about developments affecting Form W-9 (such 
as legislation enacted after we release it) is at www.irs.gov/fw9.

Purpose of Form

An individual or entity (Form W-9 requester) who is required to file an information 
return with the IRS must obtain your correct taxpayer identification number (TIN) 
which may be your social security number (SSN), individual taxpayer identification 
number (ITIN), adoption taxpayer identification number (ATIN), or employer 
identification number (EIN), to report on an information return the amount paid to 
you, or other amount reportable on an information return. Examples of information 
returns include, but are not limited to, the following:

• Form 1099-INT (interest earned or paid)

• Form 1099-DIV (dividends, including those from stocks or mutual funds)

• Form 1099-MISC (various types of income, prizes, awards, or gross proceeds)

• Form 1099-B (stock or mutual fund sales and certain other transactions by 
brokers)

• Form 1099-S (proceeds from real estate transactions)

• Form 1099-K (merchant card and third party network transactions)

• Form 1098 (home mortgage interest), 1098-E (student loan interest), 1098-T 
(tuition)

• Form 1099-C (canceled debt)

• Form 1099-A (acquisition or abandonment of secured property)

Use Form W-9 only if you are a U.S. person (including a resident alien), to 
provide your correct TIN. 

If you do not return Form W-9 to the requester with a TIN, you might be subject 
to backup withholding. See What is backup withholding? on page 2.

By signing the filled-out form, you: 

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, and 

4. Certify that FATCA code(s) entered on this form (if any) indicating that you are 
exempt from the FATCA reporting, is correct. See What is FATCA reporting? on 
page 2 for further information.

Cat. No. 10231X Form W-9 (Rev. 12-2014)
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Note. If you are a U.S. person and 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 under section 
1446 on any foreign partners’ share of effectively connected taxable income from 
such business. Further, in certain cases where a Form W-9 has not been received, 
the rules under section 1446 require a partnership to presume that a partner is a 
foreign person, and pay the section 1446 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 section 1446 withholding on your share of partnership income.

In the cases below, the following person must give 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:

• In the case of a disregarded entity with a U.S. owner, the U.S. owner of the 
disregarded entity and not the entity;

• In the case of a grantor trust with a U.S. grantor or other U.S. owner, generally, 
the U.S. grantor or other U.S. owner of the grantor trust and not the trust; and

• In the case of a U.S. trust (other than a grantor trust), the U.S. trust (other than a 
grantor trust) and not the beneficiaries of the trust.

Foreign person. If you are a foreign person or the U.S. branch of a foreign bank 
that has elected to be treated as a U.S. person, do not use Form W-9. Instead, use 
the appropriate Form W-8 or Form 8233 (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, give the requester the 
appropriate completed Form W-8 or Form 8233.

Backup Withholding

What is backup withholding? Persons making certain payments to you must 
under certain conditions withhold and pay to the IRS 28% 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, payments made in 
settlement of payment card and third party network transactions, 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 Exempt 
payee code on page 3 and the separate Instructions for the Requester of Form 
W-9 for more information.

Also see Special rules for partnerships above.

What is FATCA reporting?

The Foreign Account Tax Compliance Act (FATCA) requires a participating foreign 
financial institution to report all United States account holders that are specified 
United States persons. Certain payees are exempt from FATCA reporting. See 
Exemption from FATCA reporting code on page 3 and the Instructions for the 
Requester of Form W-9 for more information.

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

Line 1

You must enter one of the following on this line; do not leave this line blank. The 
name should match the name on your tax return.

If this Form W-9 is for a joint account, list first, and then circle, the name of the 
person or entity whose number you entered in Part I of Form W-9.

a.  Individual. Generally, enter the name shown on your tax return. If you have 
changed your last name without informing the Social Security Administration (SSA) 
of the name change, enter your first name, the last name as shown on your social 
security card, and your new last name.  

Note. ITIN applicant: Enter your individual name as it was entered on your Form 
W-7 application, line 1a. This should also be the same as the name you entered on 
the Form 1040/1040A/1040EZ you filed with your application.

b.  Sole proprietor or single-member LLC. Enter your individual name as 
shown on your 1040/1040A/1040EZ on line 1. You may enter your business, trade, 
or “doing business as” (DBA) name on line 2.

c.  Partnership, LLC that is not a single-member LLC, C Corporation, or S 
Corporation. Enter the entity's name as shown on the entity's tax return on line 1 
and any business, trade, or DBA name on line 2.

d.  Other entities. Enter your name as shown on required U.S. federal tax 
documents on line 1. 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 line 2.

e.  Disregarded entity. For U.S. federal tax purposes, an entity that is 
disregarded as an entity separate from its owner is treated as a “disregarded 
entity.”  See Regulations section 301.7701-2(c)(2)(iii). Enter the owner's name on 
line 1. The name of the entity entered on line 1 should never be a disregarded 
entity. The name on line 1 should be the name shown on the income tax return on 
which the income should be reported. For example, if a foreign LLC that is treated 
as a disregarded entity for U.S. federal tax purposes has a single owner that is a 
U.S. person, the U.S. owner's name is required to be provided on line 1. 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 
line 2, “Business name/disregarded entity name.” If the owner of the disregarded 
entity is a foreign person, the owner must complete an appropriate Form W-8 
instead of a Form W-9.  This is the case even if the foreign person has a U.S. TIN. 
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Line 2

If you have a business name, trade name, DBA name, or disregarded entity name, 
you may enter it on line 2.

Line 3

Check the appropriate box in line 3 for the U.S. federal tax classification of the 
person whose name is entered on line 1. Check only one box in line 3.

Limited Liability Company (LLC). If the name on line 1 is an LLC treated as a 
partnership for U.S. federal tax purposes, check the “Limited Liability Company” 
box and enter “P” in the space provided. If the LLC has filed Form 8832 or 2553 to 
be taxed as a corporation, check the “Limited Liability Company” box and in the 
space provided enter “C” for C corporation or “S” for S corporation. If it is a   
single-member LLC that is a disregarded entity, do not check the “Limited Liability 
Company” box; instead check the first box in line 3 “Individual/sole proprietor or 
single-member LLC.”

Line 4, Exemptions

If you are exempt from backup withholding and/or FATCA reporting, enter in the 
appropriate space in line 4 any code(s) that may apply to you.

Exempt payee code.

•  Generally, individuals (including sole proprietors) are not exempt from backup 
withholding.

•  Except as provided below, corporations are exempt from backup withholding 
for certain payments, including interest and dividends.

•  Corporations are not exempt from backup withholding for payments made in 
settlement of payment card or third party network transactions.

•  Corporations are not exempt from backup withholding with respect to attorneys' 
fees or gross proceeds paid to attorneys, and corporations that provide medical or 
health care services are not exempt with respect to payments reportable on Form 
1099-MISC.

The following codes identify payees that are exempt from backup withholding. 
Enter the appropriate code in the space in line 4.

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 U.S. commonwealth or possession, or 
any of their political subdivisions or instrumentalities

4—A foreign government or any of its political subdivisions, agencies, or 
instrumentalities 

5—A corporation

6—A dealer in securities or commodities required to register in the United 
States, the District of Columbia, or a U.S. commonwealth or possession 

7—A futures commission merchant registered with the Commodity Futures 
Trading Commission

8—A real estate investment trust

9—An entity registered at all times during the tax year under the Investment 
Company Act of 1940

10—A common trust fund operated by a bank under section 584(a)

11—A financial institution

12—A middleman known in the investment community as a nominee or 
custodian

13—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 13.

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

Interest and dividend payments All exempt payees except 
for 7

Broker transactions Exempt payees 1 through 4 and 6 
through 11 and all C corporations. S 
corporations must not enter an exempt 
payee code because they are exempt 
only for sales of noncovered securities 
acquired prior to 2012. 

Barter exchange transactions and 
patronage dividends

Exempt payees 1 through 4

Payments over $600 required to be 
reported and direct sales over $5,0001

Generally, exempt payees 
1 through 52

Payments made in settlement of 
payment card or third party network 
transactions 

Exempt payees 1 through 4

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 reportable under 
section 6045(f), and payments for services paid by a federal executive agency.

Exemption from FATCA reporting code. The following codes identify payees 
that are exempt from reporting under FATCA. These codes apply to persons 
submitting this form for accounts maintained outside of the United States by 
certain foreign financial institutions. Therefore, if you are only submitting this form 
for an account you hold in the United States, you may leave this field blank. 
Consult with the person requesting this form if you are uncertain if the financial 
institution is subject to these requirements. A requester may indicate that a code is 
not required by providing you with a Form W-9 with “Not Applicable” (or any 
similar indication) written or printed on the line for a FATCA exemption code.

A—An organization exempt from tax under section 501(a) or any individual 
retirement plan as defined in section 7701(a)(37)

B—The United States or any of its agencies or instrumentalities

C—A state, the District of Columbia, a U.S. commonwealth or possession, or 
any of their political subdivisions or instrumentalities

D—A corporation the stock of which is regularly traded on one or more 
established securities markets, as described in Regulations section         
1.1472-1(c)(1)(i)

E—A corporation that is a member of the same expanded affiliated group as a 
corporation described in Regulations section 1.1472-1(c)(1)(i)

F—A dealer in securities, commodities, or derivative financial instruments 
(including notional principal contracts, futures, forwards, and options) that is 
registered as such under the laws of the United States or any state

G—A real estate investment trust

H—A regulated investment company as defined in section 851 or an entity 
registered at all times during the tax year under the Investment Company Act of 
1940

I—A common trust fund as defined in section 584(a)

J—A bank as defined in section 581

K—A broker

L—A trust exempt from tax under section 664 or described in section 4947(a)(1)

M—A tax exempt trust under a section 403(b) plan or section 457(g) plan

Note. You may wish to consult with the financial institution requesting this form to 
determine whether the FATCA code and/or exempt payee code should be 
completed.

Line 5

Enter your address (number, street, and apartment or suite number). This is where 
the requester of this Form W-9 will mail your information returns.

Line 6

Enter your city, state, and ZIP code.

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 this page), 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 
SSA 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, apply for a TIN 
and 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 U.S. entity that has a foreign owner must use the 
appropriate Form W-8.
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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 
items 1, 4, or 5 below 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 line 1 
must sign. Exempt payees, see Exempt payee code earlier.

Signature requirements. Complete the certification as indicated in items 1 
through 5 below.

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.

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 made in 
settlement of payment card and third party network transactions, 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 account1

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

The minor2

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-trustee1

The actual owner1

5. Sole proprietorship or disregarded 
entity owned by an individual

The owner3

6. Grantor trust filing under Optional 
Form 1099 Filing Method 1 (see 
Regulations 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 entity4

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 
Regulations 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 2.

*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, 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 
(TIGTA) 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. 
commonwealths and 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.



The Solar Foundation 
Vendor Questionnaire

Vendor Information

Vendor Name TIN/SSN:

Contact Name Business Name (if different from above)

Street Address Street Address Line 2

City State Zip Code

Phone Number Email Address

Invoice Remittance Address  Same as Above

Address Address Line 2

City State Zip Code

Phone Number Email Address

Vendor Type

 Corporation  Partnership

 Non-Resident  Sole Proprietorship/ Independent 
Contractor

 Medical Corporation  Government Entity

 IRS 501(c) Tax-Exempt Organization  1099



 American-Indian Owned  Veteran-Owned Business

 HUB Firm Zone*  Service Disabled Veteran-Owned

 Small Business  Disabled

 Large Business (500+)  Non-Profit Organization

 Disadvantaged Business**  Sheltered

 Woman-Owned Business  Foreign Entity

 Limited Liability Corporation  Historically Black College/
University

* FAR Clause 52.219-1(d) (2) Under 15 U.S.C 645(d), any person who misrepresents a firm’s status as a small, HUBZone small, 
small disadvantaged, or women-owned small business concern in order to obtain a contract to be awarded under the 
preference programs established pursuant to section 8(a), 8(d), 9 or 15 of the Small Business Act or any other provision of 
Federal law that specifically references sections 8(d) for a definition of program eligibility, shall: (i) Be punished by imposition 
of fine, imprisonment or both; (ii) Be subject to administrative remedies, including suspension and debarment and (iii) Be 
ineligible for participation in programs conducted under the authority of the Act. **Hub Zone and Small Disadvantaged 
Business must provide a copy of their certificate with this form. 
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