CLA

MASSACHUSETTS COLLEGE OF LIBERAL ARTS

Brand Renewal and Influence Campaign

Request for Proposal

Introduction

Massachusetts College of Liberal Arts (MCLA) seeks to engage a highly qualified branding
firm to develop a renewed brand strategy, narrative, and multi-year influential campaign for
MCLA. This work will be done in tandem with our market research partner and will begin at

the conclusion of our market research project, scheduled for spring or summer 2026.

Institutional Overview

Massachusetts College of Liberal Arts (MCLA), founded in 1894 and located in North
Adams, Massachusetts, is a public liberal arts institution dedicated to academic
excellence, innovation, and accessible education. Initially established as the Normal
Schoolin North Adams, the college transitioned to North Adams State College in 1960,
expanding its offerings to include professional degrees. Adopting its current identity in
1997, MCLA emphasizes small class sizes to ensure personalized attention and
mentorship, with an average of just 12 students per class. Itis the only dedicated public

liberal arts college in the state.

The college's diverse academic offerings include undergraduate degrees with
comprehensive concentrations and accelerated pathways. With a significant focus on

social mobility, equity, and inclusion, MCLA proudly supports a diverse student body, many



of whom are first-generation college students. MCLA continues its legacy of adapting to
contemporary educational needs while preparing students for meaningful professional and
civic lives through its mission of fostering innovative scholarship, public service, applied

learning, and active citizenship.

Instructions to Proposers.
Expression of Interest Statement
If your company is considering submitting a proposal in response to this RFP, please email

William.Norcross@mcla.edu to express your intent to participate. Please include the

following information in your email:

Your Name

Title

Company Name
Telephone Number
Email Address

Fax Number

Submission of your interest is not a prerequisite for submitting a proposal, butitis
necessary to ensure future communication regarding this RFP. All communication
regarding this Request for Proposal shall be directed to William Norcross, Director of
Procurement Services — Administration and Finance. He can be reached at

William.Norcross@mcla.edu. Failure to follow this instruction shall result in immediate

disqualification of the interested party.
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Bids will be accepted until 2:00 PM EST on Friday, April 17, 2026. Proposals must
include two separate submissions clearly marked as follows:

1. One (1) sealed 'Technical (Non-Price) Proposal, detailing how the proposer will meet

the project objectives and evaluation criteria without indicating cost.

2. One (1) sealed 'Price Proposal, detailing all proposed pricing.

3. Any clarifying questions to help bidders prepare their work must be submitted to

William.Norcross@mcla.edu no later than 2:00 PM EST April 2, 2026. Only questions

submitted to this email address will be reviewed and responded to.

4. All bid responses will be received online prior to the project's specified date and time.

All required documents must be submitted properly, and all listed items must have a

response for the bid to be complete. Unnecessarily elaborate responses beyond what is

sufficient to present a complete and effective response are not desired. Unless
specifically requested in the RFP, elaborate artwork, corporate brochures, lengthy
narratives, expensive paper, specialized binding, and other extraneous presentation
materials are neither necessary nor desired. Submissions will become part of the
official records for this RFP and cannot be returned. MCLA is not responsible for any

expenses that any bidder may incur to prepare, submit, or present proposals.

5. The deadline for submitting questions is indicated in this document. All questions must
be submitted by the outlined question deadline to the appropriate email address

indicated.

6. MCLAreserves theright to reject any or all bids received in whole orin partifitis
deemed such action is in the best interest of the college and the Commonwealth of

Massachusetts.



7. Unnecessarily elaborate responses beyond what is sufficient to present a complete and

effective response are not desired. Unless specifically requested in the RFP, elaborate
artwork, corporate brochures, lengthy narratives, expensive paper, specialized binding,
and other extraneous presentation materials are neither necessary nor desired.
Submissions will become part of the official records for this RFP and cannot be
returned. MCLA is not responsible for any expenses that any bidder may incur to

prepare, submit, or present proposals.

Proposer Representations

Each proposer, by making its proposal, represents that:

—

. The proposer has read and understood the proposal document and requirements.

The proposal is based upon the items described in the Request for Proposal documents

and requirements without exceptions.

The proposal has been arrived at independently and is submitted without collusion.

The contents of the proposal have not been disclosed by the proposer nor to the best of
its knowledge and belief, by any of its employees or agents, to any person not an
employee or agent of the proposer, or its surety on any bond furnished herewith, and

will not be disclosed to any such person prior to the opening of proposals.

No attempt has been made or will be made to induce any other person or firm not to

submit a proposal.



Project Information

Massachusetts College of Liberal Arts seeks to undertake a comprehensive brand
development initiative that builds upon recently completed market perception research to
move decisively from insight to action. The College has gathered meaningful data regarding
audience perceptions, competitive positioning, and institutional strengths; this
engagement will translate those findings into a research-backed brand platform that clearly
articulates MCLA’s distinct value, addresses identified vulnerabilities, and unifies narrative
and visual identity across audiences and lifecycle stages. The goalis to ensure that
prospective students, families, alumni, faculty, staff, employers, community, and
government partners experience a cohesive, compelling institutional story that reinforces
MCLA’s public mission, strengthens its reputation, and supports sustainable enrollment,

institutional development, and statewide impact.

Itis important to note that this engagement is pending Board of Trustees institutional
budget approval, which should occur in Spring 2026. The college wishes to use the

engagement in the following ways:

1. Brand Research & Discovery
e Work collaboratively with MCLA leadership, faculty, staff, students, alumni,
trustees, and research partners to review the comprehensive brand assessment
completed during the market research engagement, which concluded in early 2026.
e Validate current market positioning, competitive differentiation, and geographic
growth opportunities in alignment with MCLA’s Strategic Plan and enrollment goals.
e Ensure proposed brand refresh options perform across key audiences, including:
o Prospective undergraduate students
o Graduate and DGCE audiences
o Alumniand donors
o Faculty and staff

o Board of Trustees



o Community, state, and government stakeholders
e Showcase examples of higher education institutions that are seeing gains with their

distinct brand messages for engagement and discussion purposes.

. Brand Strategy Development

e Develop three distinct, fully articulated brand positioning platforms for MCLA, each
including:
o Brand promise
o Value proposition
o Messaging pillars
o Audience segmentation framework
o Proof points
o Sample creative expression
e Test all three brand platforms with:
o Internal stakeholders (faculty, staff, leadership)
o Current students
o Alumni
o Prospective students and families
o ldentified external community groups
e Present findings and recommend a final brand platform based on quantitative and

qualitative feedback.

. Institutional Narrative & Differentiation

e Develop a clear institutional narrative that:
o Defines the value of a public liberal arts education in today’s environment.
o Communicates MCLA’s affordability and social mobility outcomes.
o Reinforces the college’s mission to serve the Commonwealth and the

Berkshires.



O

Positions MCLA as future-focused, technologically relevant, and career-

aligned.

e Articulate MCLA’s distinct identity within:

O

(@)

O

Massachusetts public higher education
The Northeast liberal arts landscape

The national public liberal arts category

4. Visual ldentity & Brand Architecture

e Conduct a comprehensive review of MCLA’s visual identity system and recommend:

(@)

O

O

O

O

(@)

Updates to logo usage and hierarchy, if necessary
Typography systems

Color palette refinement

Photography and storytelling standards

Athletics brand alignment

Sub-brand and unit architecture (including DGCE and Graduate programs)

e Ensure a cohesive brand architecture across:

O

O

Undergraduate
Graduate

DGCE

Athletics

Alumni & Development
Academic departments

Institutional advancement initiatives

5. Recruitment & Lifecycle Materials

e Develop updated recruitment materials aligned with the new brand platform,

including:

O

O

Undergraduate viewbook (Approx 5,500 pieces)

Travel pieces (approx. 3,500 pieces)



o Yield communications (approx. 1,500 pieces if a physical piece is proposed)

o Digital recruitment toolkits (email templates, social media templates, etc.)
e Provide tailored brand guidance and refreshed messaging for:

o DGCE and graduate recruitment (Approximately 50 pieces per DGCE

program)

o Alumni & Development communications

o Stewardship and fundraising materials

o DGCE program materials and templates
e Ensure consistency across the full student lifecycle — from prospect to alumni

engagement.

6. Digital & Storytelling Integration

e Provide recommendations for brand integration across:
o Website experience and program pages
o Al-powered search and digital user experience
o Social media storytelling
o Email marketing
o Video strategy
o Print collateral
o Event materials

e Provide sample creative applications/roadmaps across digital and print channels to

demonstrate scalability and consistency.

7. Implementation Planning & Budget Forecasting
e Provide a phased brand implementation roadmap (24-36 months) alighed with
enrollment and institutional growth goals.
e Include projected budget ranges for:
e Print production ready for launch (viewbooks, travel pieces, DGCE materials)

e Photography and video outlines and direction



Digital enhancements and UX updates

Advertising campaign launches

Environmental branding (Campus lighpost signage, building facades, etc.)

Athletics brand integration, if necessary

Clearly outline estimated financial commitments required to fully activate the brand
across all major touchpoints so MCLA leadership can understand the total

investment needed for successful adoption.

. Brand Governance & Sustainability

To identify opportunities to strengthen the MCLA brand, value proposition and
messaging.
To learn how free community college programs have shifted the transfer population
and identify potential growth areas with the transfer population.
To align market perception and branding to the enrollment goals set forth in the
strategic plan.
Develop a brand governance framework including:

o Brand guidelines

o Messaging toolkit

o Updated elevator pitches to various audiences

o Review current mission statement and identity and adapt, if necessary, to

ensure alignment with new brand direction

o Internal brand education plan

o Template systems

o Ongoing measurement and KPls
Establish metrics to evaluate brand lift, enrollment performance, alumni
engagement, and institutional reputation over time.
Work collaboratively with MCLA stakeholders, leadership, and partners to

understand and develop a brand that creates a stronger brand awareness and



informs various audiences about the value, affordability, and differences an MCLA
education provides.

Help develop a narrative around a liberal arts college and degree, and the unique
values the liberal arts possess.

Build upon the brand MCLA set forth in 2019 and elevate the brand to meet a post-
pandemic world embedded in new technologies like Al and amongst geopolitical
uncertainty and college degree skepticism.

Review existing MCLA visuals and narratives, offering suggestions and
improvements.

Identify key geographic areas to promote MCLA and suggest promotion types and

budgets to align and support growth.

Services:

The selected vendor will provide a comprehensive suite of professional services

encompassing brand strategy, brand development, and brand activation. Services will

include, at minimum:

Strategic Counsel

Provide professional counsel and executive-level guidance at all stages of the
project, from research and discovery through brand platform development and
activation planning.

Facilitate collaborative working sessions with leadership, faculty, staff, students,
alumni, trustees, and external stakeholders.

Advise on aligning the refreshed brand with MCLA’s Strategic Plan and enrollment

growth priorities.

Brand Research & Analysis

Conduct methodologically sound data collection using techniques best suited to
brand evaluation, including surveys, focus groups, one-on-one interviews, message

testing, brand concept testing, and competitive brand audits.



e Analyze brand awareness, perception, differentiation, and consideration among
priority audiences.

e Conduct a competitive brand positioning audit of peer and aspirant institutions.

e Identify white space opportunities for MCLA in the Massachusetts, Northeast, and
national public liberal arts landscape.

e Where appropriate, compare findings with 2019 research to identify areas of growth,

stagnation, or regression in perception and reputation.

Brand Strategy Development

e Develop three distinct brand positioning territories, each fully articulated with:
o Core positioning statement
o Brand promise
o Value proposition
o Messaging pillars
o Supporting proof points
o Tone and voice guidance
o Sample creative expression

e Facilitate structured testing of all three brand territories with internal and external

audiences before final selection.
e Provide overall interpretation of findings and clear recommended direction,

including rationale supported by research insights.

Brand Architecture & Identity Review
e Conduct a comprehensive brand health audit, including evaluation of:
o Institutional messaging clarity
o Visual identity cohesion
o Brand hierarchy (undergraduate, graduate, DGCE, athletics, alumni &
development)

o Alignment between athletics and institutional branding



o Consistency across digital and print environments
Assess whether:
o Target audiences understand who MCLA is and what differentiates it.
o Thevalue proposition is clear, compelling, and credible.
o MCLA s perceived as improving, stagnant, or declining in reputation.
o Current brand deployment creates clarity or confusion.
o MCLA is breaking through competitive clutter in higher education.
o Athletics and institutional marks are complementary and strategically

aligned.

Deliverables

Audience Perception Reports

Comprehensive perception and brand insight reports for the following audiences:

In-state prospective undergraduate students

Out-of-state prospective undergraduate students

Prospective graduate students

DGCE audiences (adult learners, certificate seekers)

Alumni

Parents of prospective students

Transfer students

High school guidance counselors and Community-Based Organizations
Community college counselors

Currently enrolled students (including CBO-affiliated students and student-
athletes)

Massachusetts employers and regional workforce partners

Competitive & Market Analysis

A competitive brand positioning audit of 5-8 peer institutions and 3 aspirant

institutions identified by MCLA.



e Analysis of messaging strategies, visual identity approaches, value propositions,

and differentiation themes.

Longitudinal Comparison
e Areport comparing present findings with 2019 research, identifying progression,

regression, and emerging shifts in audience perception.

Audience Personas & Journey Framework
e Utilizing the personas developed by our market research partners, develop persona
narratives for priority undergraduate, graduate, and adult learner audiences.

e Messaging implications and journey recommendations tied to each persona.

Brand Platform & Toolkit

e Final selected brand platform with:
o Institutional narrative
o Messaging architecture
o Elevator statements
o Proof point library
o Audience-specific messaging adaptations
o Tone and voice guidelines

e Visual identity recommendations including:
o Brand expression guidance
o Photography and storytelling standards
o Athletics alighment recommendations

o Sub-brand architecture guidance (including DGCE and graduate)

Activation Roadmap & Financial Forecasting
e Aphased brand implementation roadmap (24-36 months).

e Budget range estimates for activation across:



O

O

Undergraduate recruitment materials (viewbook, travel pieces, search
mailings)

Graduate and DGCE materials

Alumni & Development collateral

Website and digital updates

Photography and video

Environmental branding

Athletics integration

Advertising campaign launch

Clear articulation of the total estimated investment required to successfully deploy

and sustain the refreshed brand.

Other questions we wish to answer through this engagement:

What does a realistic budget to support growth look like annually over the next five

years?

Does MCLA have the proper internal human and financial resources to support the

launch and health of the new enhanced brand?

Recommendations on role types or contracted/vendor support will be needed

moving forward to sustain the brand.

What are our direct competitors displaying that appears to be working to attract

gains, and how should we respond?

What is the preferred mix of digital/print/other media for today’s prospective

students?

What specific platforms do students wish to communicate with us on?

Where and how should we focus out-of-state marketing for new students?



Preliminary Timeline:

MCLA’s fiscal year and budget allocations may influence the official launch of this
engagement. Vendors should review the proposed timeline and confirm their ability to
meet the milestones, but should also keep in mind that the start and end times may need

to be adjusted slightly.

July 2026 Start
Brand Launch: Early December 2026
Project Wrap: Spring 2027
Phase 1: Discovery & Research
July 1 - August 15, 2026
e Project kickoff
e Stakeholder interviews (leadership, faculty, staff, students, trustees)
e External audience research (prospects, alumni, employers, community partners)
e Competitive audit

e Athletics and DGCE brand assessment

Phase 2: Brand Platform Development

August 15 - October 1, 2026
e Development of three fully articulated brand positioning platforms
e Messaging architecture for each
e Sample creative expression

e Internal working sessions

Phase 3: Brand Testing & Selection

October 1 - November 15, 2026
e Testing with internal and external audiences
e Quantitative and qualitative evaluation

e Refinement and recommendation of the final brand platform



e Executive approval

Phase 4: Brand Finalization & Launch Preparation
November 15, 2026 - January 15, 2027

e Final narrative articulation

e Messaging toolkit

e Visual identity refinement guidance

e Brand governance framework

e Launch strategy planning

Phase 5: Final Documentation, Deliverables & Implementation Roadmap
January 15 - March 30, 2027

e 24-36 month activation roadmap (omnichannel road mapping)

e Delivery of concepts in print related to undergraduate admission and DGCE
(Viewbook, travel pieces, and other templates outlined above in the project
information section.)

e 36-month budget range forecasting for recruitment materials, DGCE refresh,
alumni/development alignment, digital enhancements, athletics integration

e Executive presentation to Senior Leadership & Board

Public Brand Launch:

April 2027

Monitoring:

The college will monitor this scope of work through a process of regular check-ins and
meetings, accounting for progress against the timeline, unexpected events, problems, and
general information exchange. Concerns about any aspect of quality or suspected breach
of agreement will be immediately raised to the relevant personnel on the project teams or,

if necessary, at the upper levels of vendor or college leadership.



Experience and Expertise of Respondents

The college desires to partner with an established brand firm that can demonstrate
expertise in brand and creative development, methodology, analysis, and competitive

benchmarking. We seek a company with significant higher education branding experience.

Candidate firms must demonstrate that they have been in continuous operation for a
period of at least three years and should provide references from no fewer than three past
clients whose brand requirements were similar to those outlined within this scope of work.
A portfolio of relevant work, demonstrating the firm’s approach and quality of workmanship

is encouraged as part of the bid packet.
Candidate firms should further identify and provide a brief summary of qualifications and
expertise of each team member expected to work on the MCLA brand project. The principal

point of contact for the college should be identified.

Required Submittals

e Your proposal for how your firm would approach and implement the project we have
outlined above.

e |temized pricing, showing the cost to produce each deliverable within the overall
plan. (If a volume discount is possible on a whole project basis, vendors should
include this as well.)

e Adescription of the experience and expertise of your staff to be involved in this
project.

e Descriptions of previous work similar to the above reference sample project.

e References, three minimum.



Bid Schedule

RFP Issued: Mar. 23, 2026 by 2:00 PM EST
Bidders Questions Due: Apr. 2, 2026 by 2:00 PM EST
Responses to Bidders' Questions:  Apr. 9, 2026 by 5:00 PM EST
Bids Due : Apr. 17, 2026 by 2:00 PM EST

Questions/Contact Person

All questions from prospective bidders concerning this RFP must be submitted to

William.Norcross@mcla.edu no later than 2:00 PM EST April 2, 2026.

Inquiries received after the specified date and time will not be accepted. MCLA will answer
questions by 5 PM EST on April 9, 2026. MCLA will extend the due date by written
addendum if such information significantly amends this or makes compliance with the

original proposed due date impractical.

Bid Opening
Please provide a concise proposal, no later than 2:00 PM EST on April 17, 2026 to

William.Norcross@mcla.edu.

Bids will only be accepted until 2:00 PM EST on April 17, 2026. Bids will be opened on
or shortly after 2:00 PM EST on April 17, 2026.

Evaluation Criteria

e Cost, while not the sole determinant factor, will be considered.

e Quality of the proposal: evidence of understanding the work to be done, a clear,
responsive plan for carrying it out.

e Experience of staff, scope of previous projects of the staff and the firm will be

considered.
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o Thevendor must have a minimum of five years of experience providing the

listed service.
o Thevendor must have completed at least three services contracts at schools
of similar size (between 1,000 and 2,000 students).
e The schedule and time frame proposed.
e References

e The college reserves the right to invite selective companies for presentations prior to

the award.

Quality of Proposal (clarity, understanding of project) evaluation rating scale will

follow:

e Highly Advantageous: Clear, comprehensive proposal demonstrating exceptional
understanding.

e Advantageous: Good proposal with a clear understanding of project requirements.

e Not Advantageous: Basic proposal lacking full clarity or missing minor details.

e Unacceptable: Proposalis unclear or significantly lacking details.

Experience of Staff and Firm
e Highly Advantageous: Extensive relevant experience (more than 5 similar projects).
e Advantageous: Adequate relevant experience (3-5 similar projects).
e Not Advantageous: Limited experience (fewer than 3 similar projects).

e Unacceptable: No demonstrable relevant experience.

Selection and Notice

Awards shall be to the most advantageous proposal bidder who the college, in its opinion,
deems responsive and responsible taking into consideration the reliability of the bidder, the
qualities of service and products to be supplied, and their conformity with the

requirements and the purposes of which required. While considered, pricing will not be the

main factor in selection.



Specifically, the following evaluation criteria will be used:
e Ability to meet the schedule.
e Ability to Provide Requested Services
e Company Background and Experience

e Past Performances and Industry Experience

MCLA reserves the right to reject any and all proposals, to omit an item or items, or to

accept any proposal deemed to be in the best interest of the college.

MCLA may cancel this proposal at any time under any condition.

MCLA will notify the selected vendor of its decision and will be prepared to enter into a
standard Contract for Services and/or issue a Purchase Order immediately upon selection
and notification that the offer to engage is accepted by the vendor. MCLA may request
clarification of any proposal by phone, e-mail, in writing, or during an in-person

presentation.

Award
The college reserves the right to award the bid in whole to one firm or in part to multiple
firms. MCLA will determine the most advantageous proposal from a responsible and
responsive proposer, taking into consideration price and all evaluation criteria set forth in
the RFP:
Responsible: A vendor who has the capability to fully perform the contract
requirements.
Responsive: A vendor who has submitted a proposal that conforms in all respects

to the RFP.



Contract for Services

The selected firm will be expected to enter into a standard College Contract for Services
(see Attachment E: Contract for Services). Any exceptions to this document should be
noted in the proposal. Such an exception may be grounds for rejection of the proposal, at

the option of the College.

Renewal Option

If the College opts for renewal, the contract will be renewed for a one-year period up to four

additional years under the same terms and conditions.

Entire Agreement

This proposal represents the entire agreement. Any terms on a vendor’s invoice are not a
part of and are not merged into the agreement, unless mutually agreed upon by MCLA and
the vendor in writing. Any exceptions to the terms and conditions contained within this
proposal must be noted in writing within the vendor’s response. Any exceptions taken to
the terms and conditions within this proposal may result in the classification of vendor’s

response as non-responsive, and no consideration for award will be given.

Transfers and Subcontracting

The Vendor may not subcontract, in whole or in part, any portion of this contract without

the written consent of the College.

Payment Terms

All services should be billed in arrears. The College Payment Terms shall be Net 45 from the
date MCLA receives the invoice, with late penalty interest assessable at rates established
by the Commonwealth after 45 days, in accordance with Mass. Gen. Laws ch.29, § 29C
and with Commonwealth Regulation 815 C.M.R. 4.00. Please state your billing schedule

tied to deliverables.



Amendments

The Department of Administration and Finance reserves the right to amend, alter, or cancel
the bid at any time prior to the deadline for submissions of bids. If such action is necessary,
all potential bidders who have received or requested a copy of the bid will be notified of the

changes to be made in writing and whether the bid opening date will be extended.

Certification of Tax Status

Pursuant to Massachusetts General Law, Chapter 62C, Section 49 A, the bidder certifies
under penalties of perjury that to the best of the bidder's knowledge and belief, they have

filed all state tax returns and paid all state taxes required by law.

Certification of Non-Collusion

Pursuant to Massachusetts General Law, Chapter 7, Section 22 (20), the bidder certifies
under penalties of perjury that their bid is in all respects bona fide, fair, and made without
collusion or fraud with any person, joint venture, partnership, corporation or other business

or legal entity.

Compliance with Laws and Regulations

In accordance with the terms and conditions of this RFP, the Contractor represents that it is
qualified to perform the services set forth herein and has obtained all requisite licenses
and permits to perform the services. In addition, the Contractor agrees that the services
provided hereunder shall conform to the professional standards of care and practice
customarily expected of firms engaged in performing comparable work; that the personnel
furnishing said services and products shall be qualified and competent to perform
adequately the services assigned to them; and that the recommendations, guidance, and
performance of such personnel shall reflect such standards of professional knowledge and

judgment.



Massachusetts Public Record Law

All bids and related documents submitted in response to this RFP are subject to the
Massachusetts Public Records Law, Massachusetts General Law Chapter 66, Section 10
and to M.G.L. Chapter 4, Section 7, Subsection 26, regarding public access to such
documents. Statements in the bid response that are inconsistent with those statutes will
be disregarded. Any additional questions regarding the Public Records Law should be
directed to the Public Records Division at: (617) 727-2832 during regular business hours.
You may also access various Public Records Division publications through the Internet at:

www.sec.state.ma.us/pre.

Equal Opportunity/Affirmative Action

MCLA is an Equal Opportunity/Affirmative Action, Title IX, H/V, ADA 1990 Employer and
Executive Order 11246, Title 41, Part 60 of the CFR Sections 741.4, 250.4, 1.40, and 1.4 are

hereby incorporated.

Nondiscrimination in Employment and Affirmative Action

The Contractor shall not discriminate against any qualified employee or applicant for
employment because of race, color, national origin, ancestry, age, sex, religion, physical or
mental handicap, or sexual orientation. The Contractor agrees to comply with all
applicable Federal and State statutes, rules and regulations prohibiting discrimination in
employment including but not limited to: Title VIl of the Civil Rights Act of 1964; the Age
Discrimination in Employment Act of 1967; Section 504 of the Rehabilitation Act of 1973;
the Americans with Disabilities Act of 1990; and M.G.L. c.151B.

Vendor Not Employee of MCLA

The Vendor, or his employees or agents performing under the agreement, are not to be
deemed to be employees of MCLA nor to be agents of MCLA in any manner whatsoever.
The Vendor will not hold himself out as, nor claim to be, an officer or employee of MCLA

and will not make any claim, demand, or application to or for right or privilege applicable to
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an officer or employee of MCLA, including, but not limited to, workmen's compensation
coverage, unemployment insurance benefits, social security benefits, or retirement

membership or credit.

Special Programs and Sponsorship Opportunities

Bidders are welcome to include, as part of their proposal, any interests and commitments
to student internships and sponsorship opportunities available through College

Advancement and Athletics.

College Advancement

The College encourages philanthropic support from our partners. MCLA will provide
philanthropic support for strategic priorities on campus to enhance the educational
experience of our students. You can create an endowment for student scholarships or
sponsor annual events at various levels. Upon expressing your desire, we can connect you

with Bob Ziomek, Vice President of Institutional Advancement to secure arrangements.



AS A QUALIFIED BIDDER, HAVE YOU INCLUDED:

Completed Proposal

Company Information & Offer (Attachment A)
Certificate of Non-Collusion (Attachment B)
Statement of State Tax Compliance (Attachment C)
Business Reference Form (Attachment D)

W-9 and Vendor Add Information (Attachment F)

Questions due no later than 2:00 PM EST on April 2, 2026, to

William.Norcross@mcla.edu.

Bids due no later than 2:00 PM EST on April 17, 2026, to William.Norcross@mcla.edu.
Bids received after this date and time will not be considered, and will be placed,

unopened, in the bid file.
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Company Information and Offer

Company Information

Legal Business Name:

DBA (if applicable):

Business Type:

State of Incorporation/Registration:

Federal Employer Identification Number (FEIN):

Business Address:

Offer Summary

RFP Title:

Issuing Entity:

Description of Goods/Services Offered:

Attachment A

Pricing or Rate Schedule:

O Included here [ Provided as Attachment

Primary Contact for this Proposal

Name:

Title:

Phone:

Email:

I hereby certify that the information provided above is true and accurate to the best of my

knowledge.

Authorized Signature:

Printed Name: Date:




Attachment B

CERTIFICATION OF NON-COLLUSION

The undersigned certifies under penalties of perjury that this bid or proposal has been
made and submitted in good faith and without collusion or fraud with any other person. As
used in this certification, the word “person” shall mean any natural person, business,

partnership, corporation, union, committee, club or other organization, entity, or group of

individuals.

(Signature of individual submitting bid or proposal)

(Name of Business)



Attachment C

STATEMENT OF STATE TAX COMPLIANCE

Pursuant to Chapter 233 of the Acts of 1983, Section 49A (b)

I, , authorized signatory
(Name and Title)

for , whose principal
(Contractor)

place of business is at

(Address)
do hereby certify under the pains and penalties of perjury that

has complied with all laws of

(Contractor)

the Commonwealth relating to taxes.

(Authorized Signature)

(Date)



Business Reference Form

Instructions: Provide at least three (3) recent references for work of similar size, scope, and
complexity. The procurement officer may contact any or all references.

Reference #1

Client Organization Name:

Attachment D

Client Contact Name:

Client Contact Title:

Client Contact Phone:

Client Contact Email:

Client Address:

Contract/Project Title:

Services/Goods Provided (brief description):

Contract Value (approx.):

Original Term (start—end dates):

Contract Status (completed/active):

Reference #2

Client Organization Name:

Client Contact Name:

Client Contact Title:

Client Contact Phone:

Client Contact Email:

Client Address:

Contract/Project Title:

Services/Goods Provided (brief description):

Contract Value (approx.):




Original Term (start—end dates):

Contract Status (completed/active):

Reference #3

Client Organization Name:

Client Contact Name:

Client Contact Title:

Client Contact Phone:

Client Contact Email:

Client Address:

Contract/Project Title:

Services/Goods Provided (brief description):

Contract Value (approx.):

Original Term (start—end dates):

Contract Status (completed/active):

Certification and Authorization

I hereby certify that the information provided above is true and accurate to the best of my
knowledge. | authorize the awarding authority to contact the references listed herein to verify
past performance and other relevant information.

Authorized Signatory Name:

Title:

Signature: Date:




Attachment E

MASSACHUSETTS COLLEGE OF LI

375 Church Street

North Adams, MA 01247

Tel: 413-662-5529

Email: accountspayable@mcla.edu

Contract |
Number:

Contract for Services

-._\::._____\___ 5 \:-'\‘:‘t-\\‘:_\. i \i;"\}‘}\.;._ 0 \';;_\;-‘_?}L}__ b, 1—\\‘;‘___\\: 3 D 2

N SRR

Contract Requester Section

This agreement is made and entered into this day of * by and between (vendor name) *

(hereinafter called the Contractor), and Massachusetts College of Liberal Arts (hereinafter called College), an agency of the Commonwealth of
Massachusetts. Whereas the College desires to enter into a contract for services to be provided by the Contractor and the Contractor represents

themselves as competent and qualified to accomplish the specific requirements of this contract to the satisfaction of the College, therefore the contract
is entered into under the following conditions:

1. The contractor agrees to perform the following services (scope of work):

2. Terms of the contract from: * to: "

3. College department of assignment: *

4. Payment Account(s):

“|- Please Select -
Over how many accounts will this contract be divided?

Fund Department SubObj Object Category Amount

* | xli *

| *

5. Total payment shall not exceed: *
a. The College shall compensate the Contractor for the services at the rate of: *

per: *I

b. Reimbursement for travel: *I

6. The College’s payment terms are net forty-five (45) days from receipt of invoice.
7. This contract is not valid without an assigned Contract Number and approval by an MCLA Authorized Signatory.

8. The College is required to withold performer's tax at the current rate on performances of $10,000 or more in a calendar
year.

9. Terms and conditions printed on the attached page of this contract or expressly incorporated and made part of this
agreement by mutual consent of the parties.




How many files would you like to upload?

Contractor Identification

Please input the contractor’s identifying information below. The fields for Point of Contact First Name,
Point of Contact Last Name, and Point of Contact Email are designated for the contractor’s authorized
signatory. This MCLA Contract for Services form will be routed to their attention for final signature.

Point of Contact First Name:

*

Point of Contact Last Name:

*

Point of Contact Phone:

Point of Contact Email:

Business Name: |
FEIN or SSN: |

Address: *

State: I Zip: *

— Contractor Signature: Date:

By signing this form, | state that | have read and accept the terms and conditions set by
MCLA and the Commonwealth of Massachusetts, as specified below.

Your MCLA contract is subject to the standard Commonwealth Terms and Conditions:
Commonwealth Terms and Conditions

Department Head

)

Department Head First Name: |

Department Head Last Name: |

Department Head Email: |

Requester Signature Date

=

Does this contract require Dean signature? N

Area VP: |

First Name: |

Department Head Signature Date

Last Name: |

Email: |



https://www.macomptroller.org/wp-content/uploads/form_commonwealth-terms-and-conditions.pdf

=4

VP Signature

Does this contract require IT approval?

=

Date

A&F Staff Initials

Date

IT Signature

MCLA Authorized Signatory:

First Name:
Last Name:

Email:

=

Date

MCLA Authorized Signatory

Requester Signature

DepartmentHead
Signature

Dean Signature

VP Signature
AdminFinStaff Signature
IT Signature

AdminFinRouting
Signature

AuthorizedSignatory
Signature

Date

Date:

IEIectronic Signature Pending

IEIectronic Signature Pending

IEIectronic Signature Pending

IEIectronic Signature Pending

IEIectronic Signature Pending

IEIectronic Signature Pending

IEIectronic Signature Pending




Attachment F

Form w-g Request for Taxpayer Give form to the

(Rev. March 2024) Identification Number and Certification requester. Do not

Department of the Treasury send to the IRS.

Internal Revenue Service Go to www.irs.gov/FormW9 for instructions and the latest information.

Before you begin. For guidance related to the purpose of Form W-9, see Purpose of Form, below.

1 Name of entity/individual. An entry is required. (For a sole proprietor or disregarded entity, enter the owner’s name on line 1, and enter the business/disregarded
entity’s name on line 2.)

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

3a Check the appropriate box for federal tax classification of the entity/individual whose name is entered on line 1. Check 4 Exemptions (codes apply only to
only one of the following seven boxes. certain entities, not individuals;

see instructions on page 3):

|:| Individual/sole proprietor |:| C corporation |:| S corporation |:| Partnership |:| Trust/estate page 3)

[] LLC. Enter the tax classification (C = C corporation, S = S corporation, P = Partnership) L. Exempt payee code (if any)

o

g Note: Check the “LLC” box above and, in the entry space, enter the appropriate code (C, S, or P) for the tax

- classification of the LLC, unless it is a disregarded entity. A disregarded entity should instead check the appropriate Exemption from Foreign Account Tax
[S) box for the tax classification of its owner. Compliance Act (FATCA) reporting

E [] other (see instructions) code (if any)

o

3b If on line 3a you checked “Partnership” or “Trust/estate,” or checked “LLC” and entered “P” as its tax classification,
and you are providing this form to a partnership, trust, or estate in which you have an ownership interest, check
this box if you have any foreign partners, owners, or beneficiaries. See instructions .

(Applies to accounts maintained
outside the United States.)

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

See Specific Instructions on page 3.

6 City, state, and ZIP code

7 List account number(s) here (optional)

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 instructions for Part |, later. For other
entities, it is your employer identification number (EIN). If you do not have a number, see How to get a
TIN, later.

| Social security number

or
| Employer identification number

Note: If the account is in more than one name, see the instructions for line 1. See also What Name and
Number To Give the Requester for guidelines on whose number to enter. -

Part i Certification

Under penalties of perjury, | certify that:

1. The number shown on this form is my correct taxpayer identification number (or | am waiting for a number to be issued to me); and

2. | am not subject to backup withholding because (a) | am exempt from backup withholding, or (b) | have not been notified by the Internal Revenue
Service (IRS) that | 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 | am
no longer subject to backup withholding; and

3. 1am 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 | 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 for Part Il, later.

Sign Signature of

Here U.S. person Date

General |nstructions New line 3b has been added to this form. A flow-through entity is
required to complete this line to indicate that it has direct or indirect

Section references are to the Internal Revenue Code unless otherwise foreign partners, owners, or beneficiaries when it provides the Form W-9

noted. to another flow-through entity in which it has an ownership interest. This

Future developments. For the latest information about developments change is intended to provide a flow-through entity with information

related to Form W-9 and its instructions, such as legislation enacted regarding the status of its indirect foreign partners, owners, or

after they were published, go to www.irs.gov/FormW9. beneflmanes, so that it can satisfy any appllcable reporjtlng .
requirements. For example, a partnership that has any indirect foreign

What’s New partners may be required to complete Schedules K-2 and K-3. See the

) " ) . . Partnership Instructions for Schedules K-2 and K-3 (Form 1065).
Line 3a has been modified to clarify how a disregarded entity completes

this line. An LLC that is a disregarded entity should check the Purpose of Form
appropriate box for the tax classification of its owner. Otherwise, it

should check the “LLC” box and enter its appropriate tax classification. An individual or entity (Form W-9 requester) who is required to file an

information return with the IRS is giving you this form because they

Cat. No. 10231X Form W=9 (Rev. 3-2024)
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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.

e Form 1099-INT (interest earned or paid).

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

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

e Form 1099-NEC (nonemployee compensation).

* 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),
and 1098-T (tuition).

e Form 1099-C (canceled debt).
e 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.

Caution: If you don’t return Form W-9 to the requester with a TIN, you
might be subject to backup withholding. See What is backup
withholding, later.

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; and

4. Certify to your non-foreign status for purposes of withholding under
chapter 3 or 4 of the Code (if applicable); and

5. 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, later, for further information.

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

Establishing U.S. status for purposes of chapter 3 and chapter 4
withholding. Payments made to foreign persons, including certain
distributions, allocations of income, or transfers of sales proceeds, may
be subject to withholding under chapter 3 or chapter 4 of the Code
(sections 1441-1474). Under those rules, if a Form W-9 or other
certification of non-foreign status has not been received, a withholding
agent, transferee, or partnership (payor) generally applies presumption
rules that may require the payor to withhold applicable tax from the
recipient, owner, transferor, or partner (payee). See Pub. 515,
Withholding of Tax on Nonresident Aliens and Foreign Entities.

The following persons must provide Form W-9 to the payor for
purposes of establishing its non-foreign status.

¢ In the case of a disregarded entity with a U.S. owner, the U.S. owner
of the disregarded entity and not the disregarded 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 grantor trust.

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

See Pub. 515 for more information on providing a Form W-9 or a
certification of non-foreign status to avoid withholding.

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 (under
Regulations section 1.1441-1(b)(2)(iv) or other applicable section for
chapter 3 or 4 purposes), do not use Form W-9. Instead, use the
appropriate Form W-8 or Form 8233 (see Pub. 515). If you are a
qualified foreign pension fund under Regulations section 1.897(|)-1(d), or
a partnership that is wholly owned by qualified foreign pension funds,
that is treated as a non-foreign person for purposes of section 1445
withholding, do not use Form W-9. Instead, use Form W-8EXP (or other
certification of non-foreign status).

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 their 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 their 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 24% of such
payments. This is called “backup withholding.” Payments that may be
subject to backup withholding include, but are not limited to, 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 instructions for
Part Il 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, as described in item 4 under “By signing the filled-
out form” above (for reportable interest and dividend accounts opened
after 1983 only).
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Certain payees and payments are exempt from backup withholding.
See Exempt payee code, later, and the separate Instructions for the
Requester of Form W-9 for more information.

See also Establishing U.S. status for purposes of chapter 3 and
chapter 4 withholding, earlier.

What Is FATCA Reporting?

The Foreign Account Tax Compliance Act (FATCA) requires a
participating foreign financial institution to report all U.S. account
holders that are specified U.S. persons. Certain payees are exempt from
FATCA reporting. See Exemption from FATCA reporting code, later, 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 are
no longer 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 (other than an account
maintained by a foreign financial institution (FFI)), list first, and then
circle, the name of the person or entity whose number you entered in
Part | of Form W-9. If you are providing Form W-9 to an FFI to document
a joint account, each holder of the account that is a U.S. person must
provide a Form W-9.

¢ 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 for 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 you filed with your application.

® Sole proprietor. Enter your individual name as shown on your Form
1040 on line 1. Enter your business, trade, or “doing business as” (DBA)
name on line 2.

¢ Partnership, C corporation, S corporation, or LLC, other than a
disregarded entity. 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.

e 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. Enter any business,
trade, or DBA name on line 2.

¢ Disregarded entity. In general, a business entity that has a single
owner, including an LLC, and is not a corporation, is disregarded as an
entity separate from its owner (a disregarded entity). See Regulations
section 301.7701-2(c)(2). A disregarded entity should check the
appropriate box for the tax classification of its owner. Enter the owner’s
name on line 1. The name of the owner 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. 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.

Line 2

If you have a business name, trade name, DBA name, or disregarded

entity name, enter it on line 2.

Line 3a

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

one box on line 3a.

IF the entity/individual on line 1
isa()...

THEN check the box for. ..

e Corporation

Corporation.

¢ Individual or
e Sole proprietorship

Individual/sole proprietor.

e LLC classified as a partnership
for U.S. federal tax purposes or

e LLC that has filed Form 8832 or
2553 electing to be taxed as a

Limited liability company and
enter the appropriate tax
classification:

P = Partnership,

C = C corporation, or
S = S corporation.

corporation

¢ Partnership Partnership.

e Trust/estate Trust/estate.

Line 3b

Check this box if you are a partnership (including an LLC classified as a
partnership for U.S. federal tax purposes), trust, or estate that has any
foreign partners, owners, or beneficiaries, and you are providing this
form to a partnership, trust, or estate, in which you have an ownership
interest. You must check the box on line 3b if you receive a Form W-8
(or documentary evidence) from any partner, owner, or beneficiary
establishing foreign status or if you receive a Form W-9 from any
partner, owner, or beneficiary that has checked the box on line 3b.

Note: A partnership that provides a Form W-9 and checks box 3b may

be required to complete Schedules K-2 and K-3 (Form 1065). For more
information, see the Partnership Instructions for Schedules K-2 and K-3
(Form 1065).

If you are required to complete line 3b but fail to do so, you may not
receive the information necessary to file a correct information return with
the IRS or furnish a correct payee statement to your partners or
beneficiaries. See, for example, sections 6698, 6722, and 6724 for
penalties that may apply.

Line 4 Exemptions

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

Exempt payee code.

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

e 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.

e 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 on 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()(2).
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2—The United States or any of its agencies or instrumentalities.

3—A state, the District of Columbia, a U.S. commonwealth or territory,
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
territory.

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 as defined under section 581.

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.

e Payments over $600 required to | Generally, exempt payees
be reported and direct sales over | { through 5.2

$5,000'

e Payments made in settlement of | Exempt payees 1 through 4.
payment card or third-party
network transactions

1See Form 1099-MISC, Miscellaneous Information, and its instructions.

2However, 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) entered 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
territory, 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.

|—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. If this address differs from the one the requester already has on
file, enter “NEW?” at the top. If a new address is provided, there is still a
chance the old address will be used until the payor changes your
address in their records.

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 ITIN. Enter it in the entry space for the Social security number. 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.

If you are a single-member LLC that is disregarded as an entity
separate from its owner, enter the owner’s SSN (or EIN, if the owner has
one). If the LLC is classified as a corporation or partnership, enter the
entity’s EIN.

Note: See What Name and Number To Give the Requester, later, 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 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/EIN. Go to
www.irs.gov/Forms to view, download, or print Form W-7 and/or Form
SS-4. Or, you can go to www.irs.gov/OrderForms to place an order and
have Form W-7 and/or Form SS-4 mailed to you within 15 business
days.

If you are asked to complete Form W-9 but do not have a TIN, apply
for a TIN and enter “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, you will generally 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. See also Establishing U.S.
status for purposes of chapter 3 and chapter 4 withholding, earlier, for
when you may instead be subject to withholding under chapter 3 or 4 of
the Code.

Caution: A disregarded U.S. entity that has a foreign owner must use
the appropriate Form W-8.
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Part Il. Certification

To establish to the withholding agent that you are a U.S. person, or
resident alien, sign Form W-9. You may be requested to sign by the
withholding agent even if item 1, 4, or 5 below indicates otherwise.

For a joint account, only the person whose TIN is shown in Part |
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), ABLE accounts (under section 529A),
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 EIN of:

(o)

©

. Disregarded entity not owned by an
individual

. A valid trust, estate, or pension trust

. Corporation or LLC electing corporate

The owner

Legal entity*
The corporation

status on Form 8832 or Form 2553

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

The organization

12. Partnership or multi-member LLC The partnership

13. A broker or registered nominee The broker or nominee

14. 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

15. Grantor trust filing Form 1041 or The trust
under the Optional Filing Method 2,
requiring Form 1099 (see Regulations

section 1.671-4(b)(2)())(B))**

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

1. Individual The individual

. Two or more individuals (joint account)

other than an account maintained by
an FFI

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

3. Two or more U.S. persons Each holder of the account
(joint account maintained by an FFI)

4. Custodial account of a minor The minor2
(Uniform Gift to Minors Act)

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

6. Sole proprietorship or disregarded The ownerd
entity owned by an individual

7. Grantor trust filing under Optional The grantor*

Filing Method 1 (see Regulations
section 1.671-4(b)(2)(i)(A))**

"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.

3You must show your individual name on line 1, and enter your business
or DBA name, if any, on line 2. You may use either your SSN or EIN (if
you have one), but the IRS encourages you to use your SSN.

4List 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.)

*Note: The grantor must also provide a Form W-9 to the trustee of the
trust.

**For more information on optional filing methods for grantor trusts, see
the Instructions for Form 1041.

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,
e Ensure your employer is protecting your SSN, and
* Be careful when choosing a tax return 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 a questionable credit report, contact the IRS
Identity Theft Hotline at 800-908-4490 or submit Form 14039.

For more information, see Pub. 5027, Identity Theft Information for
Taxpayers.
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Victims of identity theft who are experiencing economic harm or a
systemic 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 877-777-4778 or TTY/TDD
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 800-366-4484. You can
forward suspicious emails to the Federal Trade Commission at
spam@uce.gov or report them at www.ftc.gov/complaint. You can

contact the FTC at www.ftc.gov/idtheft or 877-IDTHEFT (877-438-4338).

If you have been the victim of identity theft, see www./Identity Theft.gov
and Pub. 5027.

Go to www.irs.gov/IdentityTheft 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 territories for use in
administering their laws. The information may also 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, payors must
generally withhold a percentage of taxable interest, dividends, and
certain other payments to a payee who does not give a TIN to the payor.
Certain penalties may also apply for providing false or fraudulent
information.
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