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Auraria Higher Education Center

DOCUMENTED QUOTE COVER SHEET
	

	Date:
	3/20/12
	Quote Number:
	AHEC-12918-D

	Return all Quotes to:
	Auraria Higher Education Center Purchasing Office

1201 Fifth Street, Suite 370, Campus Box K

PO Box 173361

Denver, CO 80217-3361

Fax Number: 303 556-2093
	Purchasing Agent:
	Stacy Steelman, CPPB

	Quote Due Date:
	3/27/12
	Quote Due Time:
	10:00 AM Mountain Time 

	All quotes shall be F.O.B. destination.

Metropolitan State College of Denver
Office of Institutional Research (OIR) Support Application
Per the attached specifications, terms and conditions.

	F.E.I.N.:
	
	Payment Terms:

 (Minimum of Net 45)
	

	Delivery Date:
	
	
	

	Authorized Signature:
	

	Typed/Printed Name:
	

	Title:
	

	Company Name:
	

	Address:
	

	City:
	
	State:
	
	Zip:
	

	Phone Number:
	
	Fax Number:
	

	Contact for Clarifications:
	

	Title:
	

	Phone Number:
	
	Fax Number:
	

	E-mail Address:
	

	The purpose of this coversheet is to fully identify respondents so they may be considered, to quickly identify the costs and billing terms, and to provide basic information applicable to all solicitations.  Submit only the first page of this coversheet (completed and signed), price pages(s), supporting descriptive/technical literature for substitutes where applicable, and other enclosures requested or relevant to this solicitation.  In submitting an offer, you are acknowledging acceptance of the related documents.   

Vendor note: Vendors are urged to read the solicitation document thoroughly before submitting a quote.

Vendors are required to submit Federal Employer Identification Number (F.E.I.N.).


THIS PAGE MUST BE COMPLETED, SIGNED AND RETURNED WITH RESPONSE.

Scope:  It is the intent of the Auraria Higher Education Center (AHEC) Purchasing Office to receive quotes on behalf of the Metropolitan State College of Denver (Metro State), Information Technology Department (IT), for Office of Institutional Research (OIR) Support Application.  
Prices: Quotes must remain firm for 90 days from due date of quotes.
I.
GENERAL INFORMATION

Except as modified or supplemented in the solicitation, the following provisions supplement the Bid Information and Distribution System (BIDS) Solicitation Instructions and Terms and Conditions.

1.1
Bid Information and Distribution System (BIDS) and Registration

This solicitation is published using the Colorado Bid Information and Distribution System (BIDS).  Vendors must be registered on BIDS in order to download solicitation documents and information.  BIDS and its registration information may be found through the State Purchasing Office link at http://www.gssa.state.co.us.  

1.2
Term of the Contract

The purchase order or contract awarded will be from date of award through approximately 8/30/12.  Costs must remain firm from date of award through expiration of the contract, or purchase order.

1.3

Standard Contract

The successful Contractor may be required to enter into a formal contract with Metro State.  If required, the contract will incorporate standard State contract terms (including Special Provisions) into any contract resulting from this solicitation.  These terms are included in the attachment labeled “Attachment D_Model Contract_AHEC-12918-D.pdf” to this Documented Quote (DQ).

Awarded Contractor must be willing to agree to the Colorado Special Provisions.  A purchase order (PO) may be used for services totaling less than $100,000; however, it is at the discretion of Metro State as to whether or not a purchase order is adequate.  See attachment labeled, “Attachment E_PO Terms Conditions_AHEC-12918-D.pdf” to this DQ.
Vendors must clearly identify any exceptions to the contractual terms and conditions described in this solicitation, and the attachments, and must provide justification and alternative language in their quote response. Vendors are strongly encouraged to seek advice from legal counsel regarding such contractual exceptions. 

Vendors should not assume any term or condition in this DQ, Model Contract, or the purchase order terms and conditions is negotiable.  In the event the parties are unable to negotiate contract terms that are fully satisfactory to Metro State within a reasonable period of time, at Metro State’s sole discretion, Metro State may elect to enter into negotiations with another vendor within the competitive range.  If an “Award” has been issued, and the parties are unable to enter into a contract that is fully satisfactory to Metro State within a reasonable period of time, Metro State, via AHEC, may elect to cancel the “Award” and issue an “Award” to another vendor within the competitive range and commence contract negotiations with such vendor.

1.4
Number of Awards

AHEC intends to award a contract to one vendor capable of fulfilling the anticipated needs for Metro State; however, multiple awards may be made.  Should Metro State determine at any time during the term of the resulting contract that the awarded vendor(s) are not adequate to properly fill Metro State’s needs, Metro State via AHEC reserves the right to make awards to vendors who submitted responses to the original solicitation, but were not awarded, or to re-issue the solicitation and make additional awards as necessary.  

1.5
Solicitation Submission

The response, including the Documented Quote cover page, complete with signature, must be received at 1201 5th Street, Suite 370, Denver, CO 80204 no later than the quote due date and time on stated on the cover sheet of this solicitation.  Faxed responses are not acceptable due to the response volume expected and the need for vendors to submit their response in electronic format (CD containing a .pdf document) in addition to the hardcopy.    Vendors assume full responsibility for any costs related to this solicitation including express delivery, parcel post, packing, cartage, insurance, license fee permits, or cost of bonds.

During the solicitation process for this quote, all official communication with vendors will be via notices on BIDS. Notices may include any modifications to administrative or performance requirements, answers to inquiries received, clarifications to requirements, and the announcement of the apparent winning vendor. It is incumbent upon vendor to carefully and regularly monitor BIDS for any such notices.

All questions regarding this solicitation must be emailed to stacy.steelman@ahec.edu.   Answers will be posted to all questions on BIDS.  No questions will be accepted after:  3/22/12 at 5:00 p.m. Mountain Time.
1.6
Cost and Award Information

Vendors shall submit their costs information on the Cost Sheet on Page 12.  NO modifications to the Cost Sheet will be accepted.  All cost information shall be provided according to the instructions in this solicitation

Reciprocity is mandated by statute. CRS 8-18-101 states, “When a contract for commodities or services is to be awarded to a bidder, a resident bidder…shall be allowed a preference against a nonresident bidder equal to the preference given or required by the state in which the nonresident bidder is a resident.”  Auraria Higher Education Center will apply this statute to the extent necessary for all solicitations posted on the BIDS.

AHEC reserves the right to reject all quotes and re-solicit at any time prior to contract start date.  AHEC reserves the right to cancel this solicitation in its entirety at any time without penalty.  All prices and notations shall be printed in ink or type written on the solicitation documents.  Illegible quotes or writing may be deemed non-responsive and may not be evaluated.  A quote with missing or inconsistent information may be considered non-responsive and may not be evaluated.  Do not qualify your quote nor alter the solicitation format.  AHEC will be the sole judge in determining the acceptability of an offer.  AHEC also reserves the right to reject any or all quotes in part or in whole and to waive technicalities as allowed in the Procurement Rules.  AHEC reserves the right to make multiple awards from the solicitation if in the best interest of the State.

1.7
Performance
Awarded vendor shall comply with the requirements as to performance, timeframes, etc.  If the winning vendor fails to perform, AHEC reserves the right to take remedial action, including canceling the contract (with 30 day written notice) for cause (default).  Cause is defined as failure to meet requirements of the written specifications and conditions or correct deficiencies upon receipt of notice.  Failure to maintain satisfactory performance after notice will be sufficient cause for immediate cancellation of the award.  In the event of default, AHEC may make an award to another vendor in the competitive range, or to re-solicit at its discretion.
Invoices for services shall be submitted to the ordering department for authorization to pay.  Ordering department addresses must be taken from the purchase order or contract.  Invoices must clearly show the purchase order or contract number.

Vendors guarantee to AHEC that they understand and agree to the terms and conditions of the solicitation; guarantee consistent quality of the service offered; and that they will not default from performance by virtue of a mistake or misunderstanding.

1.8
Responsibility of Vendor
Vendors must be able to demonstrate their ability to perform according to the terms of this solicitation.  AHEC may require additional information of the apparent successful vendor to determine their ability to perform.  This information may include, but is not limited to, previous experience of company; years in business; quality and condition of equipment; financial condition; references as to size and scope of work done in the past. AHEC reserves the right to make its vendor responsibility determination at any time in this solicitation process and may not make a responsibility determination for every vendor.  

AHEC reserves the right to request further information as it deems necessary to determine the vendor’s responsibility.  If the vendor fails to supply the requested information, AHEC shall base the determination of responsibility upon any available information, or may find the vendor non-responsible. 
1.9
Insurance

Vendor must provide insurance information as outlined in paragraph 4.3 of the State of Colorado Solicitation Instructions/Terms and Conditions found on BIDS.   Awarded vendor must submit correct certificate of insurance within ten (10) business days of award, and prior to performance of any services.

1.10
Sex Offender Registration Information Requirements:  

Aurania Higher Education Center is a State of Colorado Higher Education Campus.  Awarded vendor must comply with the following laws in order to have employees on a State of Colorado Campus:

Colorado Revised Statutes, Title 16-22-103, et seq.

Code of Federal Regulations, 34 CFR 668.46

Jeanne Clery Act 20 USC 1092 (f)

1.11
Public Employees Retirement Association (PERA)

Metro State is a Colorado Public Employees Retirement Association (PERA) affiliated employer.  Pursuant to Colorado Revised Statutes, Metro State is requiring the vendor to notify Metro State’s Accounting Office at 303.556.5021 within fifteen (15) calendar days from the date of resulting contract or purchase order if the services provided are being or are to be performed by a PERA retiree.

II.
SCOPE OF WORK

2.1
Background

Metropolitan State College of Denver (Metro State), with approximate headcount of 24,000/Fall term 2011, has centralized Information Technology functions responsible for providing technical leadership in the administrative areas of the college.  Administrative departments heavily rely on the Administrative Computing department to provide consultation, business and system analysis, and support to their areas which are focused solely on their business functions.

Metro State is required to provide accurate reports to state and federal agencies as well as other outside parties who provide grants and other services to the college.  Currently, these reports are created through a relatively manual process with final reports produced from Excel spreadsheets with hand-entered values.  Metro State is looking for a simple solution to automate as much of this process as possible with a focus on making the data manipulation “auditable” (i.e. all changes are tracked in a database with the reasons for the changes documented in such a way that reports can be created that show how the final values were determined) and the reports generated through standard, repeatable processes.  Metro State believes this application is a simple web-based application that performs read, write, update and delete functions against an Oracle database.  Metro State is calling this the Office of Institutional Research (OIR) Support Application.

The basic requirements of this project are:

· Import two (2) data extract files from the Banner ERP system into a stand-alone, operational database that supports create/read/update/(soft) delete processes.  These extract files contain basic information about students (demographic) and the courses they take each semester (course, level, grade, etc.)  There are approximately fifty (50) columns in each file, with a number of repeating columns (requiring normalization) such as multiple ethnicities and multiple pre-requisites for a particular class.

· A web-forms based application to manage the Create, Read, Update, Delete (CRUD) functions.  This includes various filters and search criteria to search for a records or groups of records (e.g. search based on student name, term, course, etc.)  The forms also include a flexible, free-form comment area to store reasons for the changes to records.

· The CRUD application must support basic audit functions such as capturing the user who added/changed/deleted records, when the change happened, what change occurred, etc.   Standard “effective dating” and soft deletes with appropriate audit fields on the records accomplishes this function.  (Read-only access does not need to be tracked via the application.)

· Data Integration (e.g., ETL) processes to move the data to our data warehouse on a regularly scheduled basis.

· Appropriate data models in the warehouse to support flexible, user-managed reports (e.g., star schemas, cubes).

· COGNOS reports with appropriate filters and formatting flexibility to produce the key user reports.

· Conversion programs to import historical data into the application for the past five (5) years.  Historical data comes from the same two (2) extract files described above, but there were some layout changes over the years (e.g., fields added, renamed, etc.)  The conversion effort is primarily a series of small modifications to the standard ETL mapping to account for the changed files.  Metro State estimates that there are approximately ten (10) different formats that will need to be converted.

Metro State is looking for a team to help us complete this work.  The next section describes Metro State’s technical environment and the Position/Project Descriptions, Section (2.3), lists technical qualifications for the staff expected to complete this work.
2.2
Metro State Technical Environment (relevant to this request)
Metropolitan State College of Denver uses Banner from Sungard as its primary ERP solution.  Banner provides an extensive Operational Data Store (ODS) and Enterprise Data Warehouse (EDW) extension.  This solution consists of ODS and EDW Data Models implemented in Oracle, Extract/Transform/Load programs using Oracle Warehouse Builder (OWS) and COGNOS data frameworks to support Business Intelligence reporting.  Metropolitan State College of Denver has selected COGNOS as the Business Intelligence (BI) tool to take advantage of the out-of-the-box Banner solution.  

The production hardware environment consists of Intel-based Windows 2008 and Linux servers on a Cisco network.  The ERP database is Oracle.  A Microsoft Office site license is provided for all employee PCs and laptops.  Another site license is provided for Adobe Acrobat Professional.  EMC AppXtender, WebXtender and DiskXtender products are tightly woven into the ERP environment. Desktops and laptops include a mix of PC compatible and Apple products running Windows XP, 2007 and Apple operating systems. Cognos 10 is our current Business Intelligence Reporting tool. 
2.3
Position/Project Description
Metro State is looking for either:

· A single vendor to complete the entire project, or 
· One or more vendors to provide the resources for the various functions that we will then organize into a team to deliver the solution.  
Metro State will consider a complete solution, or one or more resources from any vendor to create the best possible team/solution.
The following roles are required to complete this project.  Some of these roles may be filled by the same person (multiple roles), or some roles may be split among more than one person.   Please be clear in your quote what resources will fulfill which roles and support your quote with specific experience and qualifications:
· Data Modeler – logical and physical models and third-normal-form (3nf) and dimensional models will be required for this project.  Metro State uses Oracle 11G R2.  Metro State uses SQL Developer and Toad as our database tools.

· Web designer/developer – one or more web developers comfortable with interactive web forms that read and write to Oracle databases in a secure, production environment are needed to design and implement the web forms.  Metro State has the full Oracle suite of application servers and Weblogic.  Metro State is also moving to Ruby on Rails for our application infrastructure.  Metro State uses Terminal 4 as our Content Management System (CMS).  Metro State does not have a strong preference for the web forms tools, but does want to use an appropriate layered (e.g. MVC) architecture for database interaction.

· Data Integration developers – one or more data integration developers are required to create the ETL programs to move data into and out of the OIR Support Application.   Metro State has Oracle OWB, but this may be more sophisticated than is needed for this effort.  Metro State does not intend to buy any other tools for the ETL.

· COGNOS report developers – to create the final reports.  Metro State is using Cognos 10.

· System Tester/Trainer – one or more testers to ensure the system works as design and to ensure that the conversion programs accurately map the data into the application.  System Testing skills with a focus on data quality and data matching are required.  Metro State also would like the testers to lead the effort to train the users, including creating appropriate documentation and other materials since the testers will have the most experience as “users” of the application. 

· Project Management – a technical project manager who can organize, track, and manage the development effort including basic Software Development Lifecycle (SDLC) functions, configuration management and version control.  Metro State uses Jira, Jenkins, and Subversion as our primary SDLC management tools.

Metro State realizes it is difficult to measure the scale of this project, so please focus on providing detailed descriptions of successful projects similar to the one described, technical and management approaches to completing this work, and resource experience and qualifications for the various roles.  Vendors will be analyzed primarily on their track record, the specific skills offered, and hourly rate comparisons within each role, or an overall blended rate for project teams.

Resumes for each proposed staff member are required and Metro State may interview staff members as part of the evaluation process.
2.4
Vendor Responsibilities

2.4.1 Daily verbal, or e-mail progress report to Metro State technical lead.
2.4.2 Successful vendor is responsible for coordinating and scheduling the vendor’s consultant(s) in conjunction with Metro State staff.

2.4.3 Vendor Major Activities:
a. Consult with the Metro State technical lead to fully understand the requirements;

b. Collaborate with Metro State technical specialists and departments to develop technical solutions that meet departmental needs, and are cost effective to implement and support;

c. Collaborate with Metro State technical specialists and departments to develop project plans, deliverables, and resource requirements;

d. Track project progress, risks and issues.  Create written reports as appropriate to inform Metro State project sponsors and key stakeholders of progress, issues, and potential solutions.

e. Complete work on time and to industry-standard with supporting documentation and test results as appropriate. 

f. Follow standard SDLC processes as defined by the Metro State technical lead and approved by the Metro State technical lead.

2.5 Metro State’s Responsibilities
2.5.1 Provide a technical lead.
2.5.2
Provide access accounts to vendor’s consultant(s) for applicable systems and servers.
2.5.3
Provide work space for the consultant(s).
2.5.4
Provide a PC equipped with access to the Administrative domain, email, and network access to the appropriate resources.  (Consultant(s) may use their personal laptops and may have VPN access if they meet Metropolitan State College of Denver’s technical and security requirements.)
2.6
Task Schedule and Timeline
The timeline to begin work shall be within five (5) business days of issuance of purchase order, or contract.  Consultant(s) shall work at least 80% of the hours on Metro State’s site.  

	Task/Requirement
	Schedule

	Begin Work
	Within five (5) business days after purchase order, or contract issuance. 

	Provide timesheet to the appointed Metro State supervisor for signature.
	Monthly

	Verbal, or e-mail progress report to Metro State technical lead.
	Daily

	Written Status Report including:

- tasks accomplished, tasks planned, but not accomplished, tasks planned for the current week, risk and issues, summary of hours worked and hours remaining.
	Weekly – due each Monday by 10:00 a.m.

	Notify Metro State supervisor in writing of any absences or changes in work schedule.  Illnesses do not require prior approval; however, any changes in work schedule, or vacation, will require one (1) week advance notice except in the case of an emergency.
	Work schedule changes must be approved in writing by Metro State supervisor.

	Estimated completion date
	8/30/2012, or sooner


2.7
Performance Location

The work location is at the Administration Building, 1201 5th Street, Suite 450, Denver CO 80202; and is located on the Auraria Higher Education Center campus, which is situated in Downtown Denver, Colorado.  Meetings with users will occur in buildings throughout the Auraria campus.
2.8 Payment

Payments will be made on a monthly basis for hourly work completed.  Metro State approved timesheets must accompany invoices submitted for payment by vendor.
2.9 Ownership

All work products generated by consultant as a part of their performance shall become the sole property of Metro State.

2.10 Special Requirements 

2.10.1
Successful contractor and consultant must adhere to Federal FERPA (Family Education Rights and Privacy Act) and HIPAA (Health Insurance Portability and Accountability Act) regulations. 

2.10.2 Vendor is responsible for all travel costs; Metro State will not reimburse vendor, or consultant(s) for any travel costs.
2.10.3
Proposed consultant(s) must be available to work 40+ hours per week (Monday through Friday) , 80% of which must be onsite at Metro State, (1201 5th Street, Denver, CO); straight pay only (no over-time pay will be permitted).  Indicate that your consultant(s) is/are willing to accept this in an introductory letter, which must be submitted with quote.
III.
REQUIRED RESPONSE DOCUMENTS

With quote response, submit the following documents, clearly labeled with each consultant(s) name:
3.1
Introductory letter for each consultant proposed, including an affirmation that the consultant is willing to accept working 80% of their time onsite at Metro State, and which role the consultant proposed to fulfill.

3.2
Professional resume for each consultant describing their qualifications and experience in relevant roles. 

3.3
Detailed descriptions of successful projects vendor has completed which are similar to the one described herein.

3.4
Description of vendor’s technical and management approach to completing the work described in this DQ.

IV.
GENERAL CONDITIONS

4.1 The vendor agrees to comply with the letter and the spirit of all applicable state and federal laws respecting discrimination and unfair employment practices.

4.2 This Documented Quote does not obligate AHEC to pay any costs incurred in the preparation or the submission of such quotes, or to purchase or contract for materials or services from such solicitation if not in the best interest of the State of Colorado.

4.3 The quoted price shall be exclusive of any Federal or State Taxes from which the State of Colorado is exempt.  

4.4 ANTI-KICKBACK ACT of 1986.  Vendor represents that they have not provided or attempted to provide any kickback to any employee or agent of AHEC.  All reports of possible kickback shall be submitted in writing to AHEC Purchasing.  

V.
EVALUATION

5.1
Quotes will be evaluated on vendor’s appropriateness and completeness of response requirements as outlined in this solicitation, track record, specific skills offered, and cost.  AHEC will award, in whole or part, to the vendor(s) who is/are most responsive to Metro State's needs, cost and other factors considered.  AHEC reserves the right to reject any or all quotes.  
5.2
Metro State staff may interview the top vendor(s)/consultant(s) in person, or via conference call, before making a final selection.
VI.
VENDOR INFORMATION  

6.1 Vendor Disclosure Statement

In part, Colorado Revised Statute 24-102-206 states:  (1) Prior to contracting or as a requirement for the solicitation of any contract from the state for services, as appropriate, any prospective vendor shall disclose in a statement of work where services will be performed under the contract, including any subcontracts, and whether any services under the contract or any subcontracts are anticipated to be performed outside the United States or the state. If the prospective vendor anticipates services under the contract or any subcontracts will be performed outside the United States or the state, the vendor shall provide in its statement of work a provision setting forth why it is necessary or advantageous to go outside the United States or the state to perform the contract or any subcontracts, or complete Attachment A.
6.2 W-9 and Vendor Mailing Address Form

AHEC is required to have a W-9 on file for every company it does business with.  Please attach a completed W-9 (Attachment B) and the Vendor Mailing Address Form (Attachment C) to your quote.  

DOCUMENTED QUOTE COST SHEET

All costs must be listed on this Documented Quote Cost Sheet.  DO NOT attach a quote. Costs must remain firm for 90 days from Documented Quote due date.

Submit a Documented Quote Cost Sheet for each consultant proposed.

Name of consultant:____________________

Role:________________________________

Projected number of hours:_______________

Hourly rate: $__________________________

If quoting a project team, please include a blended hourly rate (average of all of the hourly rates) for the project:

$____________________________________

Company ________________________
Signature _______________________

THIS PAGE MUST BE COMPLETED, SIGNED AND RETURNED WITH RESPONSE.

ATTACHMENT A
Vendor Disclosure Statement

Contract Performance Outside the United States or Colorado

Colorado Revised Statute 24-102-206

To the extent the vendor has not disclosed the following information in the Statement of Work, this form shall be completed and returned to the contracting agency.  This applies to all state contracts and solicitation for services executed after August 3, 2007. 

1.
Are any services under the contract or any subcontracts anticipated to be performed outside the United States or Colorado?




Yes 
 FORMCHECKBOX 


No 
 FORMCHECKBOX 


If “Yes”, please  complete the following three questions:

2.
Where will the services be performed under the contract, including any subcontracts? 

(List country(ies) and/or state(s).

     
3. Explain why it is necessary or advantageous to go outside of the United States or the State of Colorado to perform the contract or any subcontracts.

     
4. Purchase Order Number or Contract Routing Number:
     

Vendor Name:
     
Not required for contracts to which the State is a party under:

· Medicare

· The “Colorado Medical Assistance Act”, Articles 4 to 6 of Title 25.5 CRS

· The “Children/s Basic Health Plan Act”, Article 8 of Title 25.5, CRS

· The “Colorado Indigent Care Program”, Part I of Article 4 of Title 25.5, CRS

Company _____________________
Signature _______________________

ATTACHMENT B
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ATTACHMENT C
[image: image3.png]PROCUREMENT
AND DISTRIBUTION
SERVICES

Auraria Campus

Administration Building, Suite 370
Campus Box K

P.O. Box 173361

Denver, CO 80217-3361
303.556.3276

FAX 303.556.2093




Vendor Mailing Address:
Vendor Name:_______________________________________

Vendor FEIN:_______________________________________

Order Address:



Remit to Address:

_________________________________
__________________________________

_________________________________
__________________________________

_________________________________
__________________________________

Phone:___________________________
Phone:_____________________________

Fax:_____________________________
Fax:_______________________________

Please return this form with the W-9 to:

Auraria Higher Education Center

Procurement Services

Campus Box K

PO BOX 173361

Denver, CO 80217-3361
PAGE  
1
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Legal Name (as reported on your income tax return) 


Business Name, if different from above 


Check
      Individual/ Sole proprietor     Corporation — Do you provide medical services   Yes  No  Estate/Trust 


appropriate  Partnership   General  Limited  Other Groups of Individuals  Government (or Government Operated) Entity


box:
  Organization Exempt from Tax under Section 501(a) — Do you provide medical services   Yes  No 


Address (number, street, and apt. or suite no.) Requester’s name and address (optional) 


City, state, and ZIP code  


List account number(s) here (optional) 
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Substitute Form


W-9  


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


Request for Taxpayer 
Identification Number and Certification


AURARIA HIGHER EDUCATION CENTER
Accounting and Business Services
Campus Box B
P.O. Box 173361
Denver, CO 80217-3361


 Exempt 
 from backup
 withholding


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 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 reverse side. 


 Check here if you DO NOT have a SSN or EIN, but have applied for one.  


 See reverse side for information on How to Obtain a TIN.   Licensed Real Estate Broker?   Yes  No 


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. person (including a U.S. resident alien). 


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 reverse side.)


Social Security number


OR


Employer identification number


Name (Print or Type)    Title (Print or Type) 


Authorized Signature    Date    Phone 
 
( ) 


By signing above, I understand that any person who misrepresents a firm’s status as a small, HUBZone small, small disadvantaged, women-owned or Veteran or 
Service-Disabled Veteran-Owned Small Business concern in order to obtain a contract awarded under the Small Business Act shall 1) be punished by imposition of  
fine, imprisonment or both, 2) be subject to administrative remedies including suspension and debarment, and 3) be ineligible for participation in programs conducted 
under the Authority of the Act. 
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Required Federal Business Classification Information 


Large Business Concern:  Dominant in field of operations per Federal Acquisitions Circular  (FAC 9.201) (LBC) Y  N  


Small Business Concern:  Independently owned and operated, and meets industry size and receipt (SBC) Y  N  
requirements for small businesses per SBA13 CFR 121, Section 3 of the Small Business Act. 


Woman-Owned Small  Business:  Is a small business and at least 51% owned and controlled by one or (WOSB) Y  N  
more women who are U.S. citizens and have active involvement in day-to-day operations.  


Small Disadvantaged Business:  SBA certified;  minimum 51% owned, controlled and operated day-to-day (SDB) Y  N  
by one or more socially and economically disadvantaged individuals.* 


Historically Black Colleges/Universities and Minority Institutions: (HBCU/MI) Y  N  


HUB Zone Small Business:  SBA certified; is small and is located in an ‘historically underutilized business zone’ (HUB Zone SB) Y  N  
and is owned and controlled by one or more US citizen(s) and at least 35% of employees reside in HUB zone. 


Veteran-Owned Small Business:  Is a small business and is at least 51% owned, controlled and has active (VOSB) Y  N  
involvement in day-to-day operations by one or more U.S. veterans. 


Service-Disabled Veteran-Owned Small Business:  VOSB and with a disability that is service connected; (SDVOSB) Y  N  
may include spouse/caregiver of veteran with permanent or severe disabilities. 


*SDB Ethnicity Definitions (Please check one): African American ; Hispanic American ; 


Native American (American Indian, Eskimo, Aleut & Native Hawaiian) ; Asian-Pacific American ; Asian-Indian American . 







Name and Tax Identification Number (TIN) 


Individuals: Enter first and last name EXACTLY as it appears on your social security card. However, if you have changed your last name, for 
instance, due to marriage, without informing the Social Security Administration of the name change, please enter your first name and both the last 
name shown on your social security card and your new last name (IN THAT ORDER). For your TIN, enter your Social Security Number (SSN).


Sole Proprietorships: Enter the owner’s name on the first line; on the second name line you may enter the business name. YOU MAY NOT 
ENTER ONLY THE BUSINESS NAME. For the TIN, enter both the owner’s Social Security Number and the Employer Tax Identification Number (EIN) 
if you are required to have one.


All Other Entity’s: Enter the name exactly as originally registered with the IRS. The correct TIN is the Employer Identification Number (EIN).


DO NOT ENTER AN SSN OR EIN THAT WAS NOT ASSIGNED TO THE LEGAL NAME ON THIS FORM.


How to Obtain a TIN 


If you do not have a TIN, you should apply for one immediately. To apply for the number, obtain Form SS-05, Application for a Social Security 
Number Card (for individuals), or Form SS-4, Application of Employer Identification Number (for businesses and all other entities), at your local 
office of the Social Security Administration or the Internal Revenue Service. Complete and file the appropriate form according to its instructions.


To complete Form W-9 if you do not have a TIN, check “Applied For” box in the space indicated on the front, sign and date the form, and give it to 
the requester. For payments that could be subject to backup withholding, you will then have 60 days to obtain a TIN and furnish it to the requestor. 
During the 60-day period, the payments you receive will not be subject to the 31% backup withholding, unless you make a withdrawal. However, 
if the requestor does not receive your TIN from you within 60 days, backup withholding, if applicable will begin and continue until you furnish your 
TIN to the requestor.


Note: Writing “Applied For” on the form means that you have already applied for a TIN OR that you intend to apply for one in the near future.


As soon as you receive your TIN, complete another Form W-9, include your new TIN, sign and date the form, and give it to the requestor.


Signing the Certification 


(1) Interest, Dividend, and Barter Exchange Accounts Opened Before 1984 and Broker Accounts That Were Considered 
Active During 1983 — You are not required to sign the certification; however, you may do so. You are required to provide your correct TIN.


(2) Interest, Dividend, Broker and Barter Exchange Accounts Opened After 1983 and Broker Accounts That Were 
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 requestor, 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 certifications if you wish.


(4) Other Payments — You are required to furnish your correct TIN, but you are not required to sign the certification unless you have been notified 
of an incorrect TIN. Other payments include payments made in the course of the requestor’s trade or business for rents, royalties, goods (other 
than bills for merchandise), medical and health care services, payments to a non employee for services (including attorney and accounting fees), 
and payments to certain fishing boat crew members.


(5) Mortgage Interest Paid by You, Acquisition or Abandonment of Secured Property, or IRA Contributions — You are 
required to furnish your correct TIN, but you are not required to sign the certification.


Other 


Exempt Payees and Payments — If you are exempt from backup withholding, you should complete this form to avoid possible erroneous backup 
withholding. Enter your correct TIN in LEGAL BUSINESS DESIGNATION section, and write “EXEMPT” above your signature, sign and date the form. If 
you are a nonresident alien or foreign entity not subject to backup withholding give the requestor a completed Form W-8, Certificate of Foreign Status.


Signature — The signature should be an authorized signature, generally the person whose name is on the top line of the form, a partner in the 
partnership, or an office of the corporation. For a joint account, only the person whose TIN is shown in LEGAL BUSINESS DESIGNATION should  
sign the form.


Privacy Act Notice — Section 6109 requires that you furnish your correct taxpayer identification number (TIN) to persons who must file 
information returns with IRS to report interest, dividends, and certain other income paid to you, mortgage interest you paid, the acquisition or 
abandonment of secured property, or contributions you made to an individual retirement arrangement (IRA). IRS uses the numbers for identification 
purposes and to help verify the accuracy of your tax return. You must provide your TIN whether or not you are required to file a tax return. Payers 
must generally withhold 31% of taxable interest, dividend, and certain other payments to a payee who does not furnish a TIN to a payer. Certain other 
penalties may also apply.






