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AGENDA ITEM 8d 
 

Authorizing the award of a contract to, and execution of a contract with, Grouper 
Marketing and Creative for Marketing Services for the Children’s Cove for a 
period of July 1, 2019 through June 30, 2020 with the option to renew for two 
(2) additional one-year periods 

  



























































  20190515 

 
 

 

 
 
 
 
 

AGENDA ITEM 8e 
 

Authorizing the award of contracts to, and execution of contracts with 1) St Peter 
Landscape, Inc; and 2) Vetorino's Landscaping and Irrigation, LLC; to provide 
general landscaping services at County properties for a three-year period from 
May 1, 2019 through April 30, 2022 
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AGENDA ITEM 8f 
 

Authorizing the award of a contract to, and execution of a contract with, United 
Elevator Company for Elevator Maintenance and Repair for Barnstable County 
and other Political Subdivisions for a period from July1, 2019 through June 30, 
2019 
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AGENDA ITEM 8g 
 

Authorizing the award of a contract to, and execution of a contract with, the 
responsive, responsible bidder offering the lowest price for Superior Court Roof 
Replacement 

  



COUNTY OF BARNSTABLE 
PURCHASING DEPARTMENT 
DEPARTMENT OF FINANCE 

SUPERIOR COURT HOUSE 
P.O. BOX 427 

BARNSTABLE, MASSACHUSETTS 02630 
   

Invitation for Bids 
 

Barnstable County is seeking sealed bids to furnish all labor, materials and 
equipment and to perform all operations required for the complete installation of 
all roofing, sheetmetal, roof insulation, wood blocking, demolition and 
miscellaneous related work to replace the existing roof on the first and second 
level of the First District Courthouse.  Prevailing wage rates apply.   

  
Bids will be received at the Superior Court House, Office of the County 

Commissioners, Purchasing Department, 3195 Main Street, P.O. Box 427, Barnstable, 
MA 02630, on or before Thursday, April 28, 2005, no later than 9:00 AM.  No 
exceptions allowed. 
 
 Bid specifications may be obtained from the Barnstable County Purchasing 
Department, Superior Court House, P.O. Box 427, Barnstable, Massachusetts 02630.  
 
 Sealed envelopes containing bids shall be clearly marked “Bid – Roof - 2005” 
 
      NOTE:  One original and one (1) copy of each bid shall be submitted.  NO 
faxed proposals will be accepted.   
 
       The County of Barnstable reserves the right to accept or reject any or all bids, to 
waive any informality contained therein, and to award the contract as decided to be in 
the best interest of the County.  
 
 The County of Barnstable fully complies with federal, state, and local laws and 
directives governing equal opportunity, affirmative action and non-discrimination in all 
county activities and actively solicits bids/proposals from MBE/WBE businesses in 
accordance with County policy. 
 
       Dated at Barnstable, Massachusetts, this 17th day of March, 2005 
                                                                                               
 
            
       Elaine Davis 
       Chief Procurement Officer        
 
 

Elaine Davis 
Chief Procurement 
Officer 

Tricia Rogers 

Phone: (508) 375-6637 
Fax: (508) 362-4136 

Email: 
edav@barnstablecounty.o



                                                   INSTRUCTIONS TO BIDDERS 
 
Sealed bids are invited for furnishing all labor, materials, equipment and to perform all 
operations required for the complete installation of all roofing, sheet metal, roof insulation, wood 
blocking, demolition and miscellaneous related work to replace the existing roof on the first and 
second levels of the First District Courthouse. 
 
Bids must be submitted on the attached Bid Form in a sealed envelope labeled “Bid – Roof – 
2005” and addressed to Elaine Davis, Chief Procurement Officer, Barnstable County 
Purchasing Department, 3195 Main Street, Barnstable, MA  02630.  The deadline for receipt of 
bids is XXXXXXXXXXX.  No bid shall be considered if it arrives after the time set for the receipt 
of bids. 

It is the responsibility of every bidder who receives this bid electronically, to check for any 
addenda or modification to this solicitation, if they intend to respond.  Barnstable County accepts 
no liability to provide accommodation to bidders who submit a response based upon an out-of-
date solicitation document. 
 
All proposals must be accompanied by a Bid Deposit in the form of a certified, bank treasurer’s or 
cashier’s check or bid bond payable to Barnstable County in an amount equal to five percent (5%) 
of the bid price. Only bonds from companies licensed to do business in the Commonwealth of 
Massachusetts shall be accepted and the bond shall so state.  Bid deposits shall be returned 
within five (5) working days after bid opening, except that the deposits for the three- (3) lowest 
bidders shall be retained until a Contract is signed.  If a low bidder fails to sign a Contract or 
provide the 
 
Bids must be submitted unconditionally.  No bidder may withdraw bid within thirty (30) days after 
the scheduled closing time for receipt of bids.  The successful bidder shall be required to furnish a 
Payment Bond as well as Certificate of Insurance within 10 (ten) working days after receiving a 
Notice of Award. Award of Contract, if a Contract is awarded, shall be to the lowest responsible 
Bidder, but the Owner reserves the right to reject any or all bids or take such action, as it may 
deem best for the Commonwealth of Massachusetts. If the successful bidder does not furnish said 
Bonds in the required time the Owner, at their sole discretion, reserves the right to award the 
contract to the next lowest responsible Bidder or reject any and all bids. 
 
The Contractor shall carry liability insurance covering the operations of trucks and automobiles.  
The Contractor shall take out and maintain Contractor’s Public Liability and Property Damage 
Liability Insurance in not less than the following amounts:  

 
 Bodily Injury Property Damage 
 
 Each Person Each Occurrence Each Occurrence Aggregate 
 $100,000 $300,000 $100,000 $300,000  
 

ADDENDA: 
Bidders shall acknowledge receipt of all addenda that have been issued during period of bidding 
and agree that said addenda shall become part of this Contract.  The bidders shall list the 
numbers and issuing dates of the addenda received and acknowledge same on the appropriate 
line provided in the Bid Form. 

 
 



Contractors on all construction projects must comply with the Prevailing Wage Rates for the 
appropriate classification of work. (Prevailing wage rates attached) 
 
All Work done under this Contract shall be in conformance with all applicable sections of the 
latest edition of the Massachusetts State Building Code.        

 
Contractor shall completely prepare the site for construction and erection, furnish labor, 
materials, fabrication, tools and equipment and perform all Work included in the Technical 
Requirements. 

 
Upon completion of the Contract, the Contractor shall deliver Work complete and undamaged. 
Damage to the existing structure, facilities, systems, and utilities that may be caused by the 
Contractor or Contractor's workers shall be repaired by the Contractor and left in as good 
condition as existed prior to damage. 

 
At the Contractor's expense, the Contractor shall immediately restore to service and repair any 
damage caused by Contractor's workers to the existing structure, facilities, systems, and 
utilities.  The Owner at its sole discretion and at the Contractor’s expense shall repair any such 
damage to Owner’s structures, facilities or support facilities/systems. 
 

All demolished materials shall become the property of the Contractor and shall be removed from 
the site and properly and legally disposed of. 

Access to the buildings and roadways and parking lots shall remain open at all times unless 
otherwise approved by the Owner. The Contractor shall provide access to other areas as 
requested by the Owner. 
 
METHOD FOR SUBMITTING BIDS: 
No proposal shall be considered unless submitted upon the Bid Form provided.  The Bidder must 
state the prices (which shall be written in ink, in words and numerals) for which the bidder 
proposes to do all the Work contemplated.  In case of discrepancy, the written words shall be 
considered as being the bid price. 
 
The bidder shall sign the proposal correctly.  If an individual submits the proposal, his/her 
complete business address shall be given in addition to his/her signature.  If submitted by a firm 
or partnership, the signature and complete business address of each member of the firm or 
partnership must be given. If submitted by a corporation, the person signing the proposal shall 
be duly authorized (e.g. an officer or other signatory) to sign for the corporation; the signing 
individual's certificate or authority to execute such papers shall accompany the proposal. 

REQUEST FOR INFORMATION: 

All requests for information during the bidding period shall be in writing to the Owner no later 
than five (5) working days before the bid opening. Responses to questions will be answered by 
addenda sent to all bidders of record.  Bidders shall include a statement in their bid packages 
that they acknowledge receipt of all such clarifications and have incorporated them in their bids.  
Requests for Information shall be sent attention to: 
 
Elaine Davis, Chief Procurement Officer 
Barnstable County Purchasing Department 
PO Box 427, 3195 Main Street 
Barnstable, MA  02630 



FAX: (508) 362-4136 
Email: edav@barnstablecounty.org 
 
CHANGES WHILE BIDDING: 
During the bidding period, the Owner may find it necessary to issue addenda for additions to or 
alterations to the specifications.  These addenda will be issued to all bidders of record and will 
become a part of the bid documents. 
 
BID OPENING PROCEDURE: 
The Owner shall receive sealed bids for this project at the designated place and until the time 
stated herein at which time all bids will be publicly opened and read.  The Owner reserves the 
right to reject any or all bids or parts thereof, as it may deem best for the interest of the County 
of Barnstable. 
 
WITHDRAWAL OF BIDS: 
No bidder may withdraw their bid unless the request is made in writing and is received by the 
Owner prior to the time set for bid opening.  After bid opening, no bidder may withdraw their bid 
within the prevailing time indicated herein.   
 
AWARD OF CONTRACT: 
The Owner shall have the right to reject any or all bids or any parts thereof or items therein.  If 
an award of Contract is made, it shall be made to the lowest responsible bid.  The award will be 
made within thirty (30) calendar days of the bid opening or all bids shall be rejected.  Extensions 
of time may be made by the mutual written consent of the Owner and the lowest responsible 
bidder. If the lowest bidder withdraws their bid, or refuses award of Contract, the Owner shall 
have the right to award the Contract to the next lowest responsible bidder or to reject all bids 
and re-bid the Contract. 
 
EXECUTION OF CONTRACT: 
The individual, firm or corporation to whom or to which the Contract has been awarded shall within 
ten (10) working days after receipt of said documents shall submit to the Owner, three (3) copies 
of the Contract with the necessary signatures and evidence of required insurance coverage and 
bonds.  The Contractor shall submit a Payment Bond in the amount of 50% of the bid price.  Said 
Bonds shall be executed by a surety company or companies licensed to do business in the 
Commonwealth of Massachusetts.  Each such bond shall be in form approved by the Owner. 
 
No bids or awards shall be considered binding upon the Owner unless and until the Contract 
documents are properly executed by both parties. 
 
FAILURE TO EXECUTE CONTRACT: 
If the lowest responsible bidder to whom the Contract is awarded fails to submit the necessary 
bonds or execute the Contract within the time specified, the amount of the bid deposit shall be 
paid to the Owner as liquidated damages as described herein. In such case the Owner, at their 
sole discretion, may award the Contract to the next lowest responsible bidder, or reject all bids. 
 
SUBLETTING OR ASSIGNING OF CONTRACT: 
The Contractor shall not sublet, sell, transfer, assign or otherwise dispose of the Contract or any 
portion thereof, of his right, title or interest therein. 
 
REJECTION OF BIDS: 



The Owner reserves the right, at their sole discretion, to reject any or all bids or parts thereof.  
Bids may be rejected if they show any omission, alterations of form, addition or deductions not 
called for, conditional or uninvited alternate bids, or irregularities of any kind. 
 
REFERENCES 
Bidder must supply a list of all work completed on similar projects within the last five years.  This 
list shall include a description of the project, date work began and date work completed, contact 
information for the contracting officer and jurisdiction, and the name of the bonding company 
that issued the bonds for the project. 
 



 
Each bidder shall familiarize themselves with all of the attached: Noticeal Conditions, 
Special Conditions, Specifications, as the hall be held responsible to fully comply therewith.  Each  

SCOPE OF WORK 

 
Furnish all labor, materials and equipment and perform all operations required for the 
complete installation of all roofing, sheet metal, roof insulation, wood blocking, 
demolition and miscellaneous related work to replace approximately 7000 square feet of 
sloped roof on the Barnstable County Superior Courthouse.   
 
 
Materials:  

 Architectural style, 240 pound or heavier, 130 MPH wind warranty roof shingles with twenty‐

year (20) guarantee on material defects and installation workmanship errors (color to match 

existing) 

 Ice and water shield 

 Synthetic underlayment paper 

 Galvanized roofing nails 

 Aluminum drip edge 

 Aluminum and neoprene soil pipe flashings 

 Open metallic valleys 

Procedure:  
 Building must be protected from weather at all times during the project 

 Rip and remove existing roof 

 Nail existing sheathing as needed‐replace as needed and as agreed upon by owner 

 Apply ice shield at all eaves and valleys 

 Apply synthetic underlayment to entire roof 

 Apply/nail shingles in accordance with manufacturer’s instructions (hurricane nailed) 

 Apply drip edge at all eaves and rakes 

 Install new soil pipe flashings 

 Throughout the project all property and landscaping is to be protected.  All construction debris 

is to be removed from property and disposed of properly 

 

 
 D. Legally and properly remove and dispose of all the old roof material. 
 

CONDITIONS TO THE SPECIFICATIONS 
 

1. It is the intent of the County Commissioners that the specifications offered in the 
bid, consistent with the warranty, be the minimum requirements, with respect to quality 
of product and its application. 
 



2. All interested bidders shall submit a copy of the manufacturers specifications for 
the product they are bidding and shall be sealed in the bid envelope and shall become 
the specifications for that bid. 
 
3. Contractor shall include in his bid the labor rates per hour costs for any 
unforeseen work that may have to be done to properly complete this project.  All wages 
must be paid in compliance with the attached Prevailing Wage Rates. 
 
 

SPECIAL CONDITIONS 
 
 

SITE VISITATION: 
1. The contractor should visit the Superior Courthouse to fully acquaint the 
company with all existing conditions, facilities, and restrictions and to assure themselves 
that the site is adequate for their operation.  To schedule an appointment for visiting the 
site prior to the bid opening, Don Reynolds, Director of Facilities, Barnstable County 
(508) 375-6603. 

 
QUALIFICATIONS OF INSTALLERS: 

1. Roofing and flashing system shall be applied only by a factory trained and 
approved roofing contractor familiar with the product and in strict compliance 
with the manufacturers instructions. 

 
2. The successful bidder shall be responsible for the acceptance of his company 

by the roofing system manufacturer and that the materials and workmanship 
provided by him are in accord with the manufacturers specifications.  Failure 
of the bidder to comply with the above provisions will not be allowed.  The 
bidder shall show proof before the contract is awarded that he has complied 
with the above provisions, and at the completion of the work, the 
manufacturer’s twenty (20) year warranty will be issued. 

 
MANUFACTURERS RECOMMENDATIONS: 
1. Submit two (2) copies of the manufacturers’ current recommended method of 
installation for the proposed roofing system. 
 
PRODUCT DELIVERY AND STORAGE: 
1. All products delivered to the job shall be in the original unopened containers. 
 
3. Store adhesives at temperatures above 40 degrees F (+5 degrees C). 
 
4. Replacements – In the event of damage, immediately make repairs and 
replacements. 
 
JOB CONDITIONS: 



1. Roof materials may be installed under certain adverse weather conditions 
(temperature, moisture, humidity), but consultation with the manufacturer is advised 
since production costs may be affected and certain precautions recommended. 
 
WARRANTY: 
1. The roofing contractor shall furnish to the Owner the manufacturers standard 20-
year warranty on materials defects and installation workmanship errors (color to match 
existing).  Shingles are to be 240 pounds or heavier, 130 mph wind warranty. 
 
EXISTING CONDITIONS: 
1. Bidders shall visit the site and carefully examine the area affected and the 
conditions which may affect proper execution of the work.  No claims for extra costs will 
be allowed because of lack of full knowledge of the exposed existing conditions. 
 
SAFETY: 
1. Take necessary precautions for the safety of employees on the work, and comply 
with applicable OSHA provisions to prevent accident, or injury to persons on, about, or 
adjacent to the premises where the work is being performed.  Erect and properly 
maintain, at all times as required by the conditions and progress of the work, necessary 
safeguards for the protection of workmen and the public and post danger signs warning 
against the hazards created by such features of construction as protruding hoists, 
scaffolding, and falling material. 
 
FIELD QUALITY CONTROL: 
1. A representative of the roofing manufacturer shall be present for the start of the 
installation of the membrane and thereafter shall make periodic inspections until job 
completion. 
 
PROTECTION: 
1. As the existing building is presently occupied, it will be the roofer’s responsibility 
to protect the areas below at all times from leaks caused during re-roofing.  The roofer 
is to strip off only that section of roof and flashings he feels confident he can re-cover 
100% on that same day with a completed or temporary roofing system, prior to 
removing additional roofing.  If a sudden thunder shower does occur, it shall be the 
roofer’s responsibility to have precautionary measures at hand to provide a weathertight 
roof.  No wet insulation is to be roofed. 
 
HEALTH AND SAFETY LAW: 
1. The work shall be executed in strict accordance with the OCCUPATIONAL 
SAFETY AND HEALTH ACT OF 1970.   
 
 
WEATHER PROTECTION : 
1. Work shall be executed in strict accordance with Weather Protection Standards 
as set forth in Chapter 497 of the Acts of 1960, effective September 30, 1970, of the 
Massachusetts General Laws, as amended. 



 
GLASS BREAKAGE: 
1. All glass breakage caused because of negligence or any other reason, shall be 
replaced at no cost to Owner. 
 
SANITARY NECESSITIES: 
1. Will be available as directed by the Director of Facilities, or his designee. 
 
SERVICES: 
1. Water:  Owner will furnish water.  Contractor shall provide, maintain and protect 
all temporary lines and connections for water needs on projects. 
 
2. Light and Power:  Contractor shall provide temporary feeders at sufficient 
capacity from existing panels to supply light and power requirements during 
construction.  Owner will pay cost of power consumed. 
 
VEHICULAR PARKING: 
1. Parking area for employees of general and subcontractors, various construction 
vehicles, and visitors vehicles shall be designated by the Director of Facilities or his 
designee. 
 
SURVEYS, PERMITS AND REGULATIONS: 
1. General Contractor shall secure and pay for all certificates of inspection, permits 
and licenses, that may be required by authorities having jurisdiction over work, and 
necessary for protection of work. 
 
BID BOND/CERTIFIED CHECK: 
1. Each bid must be accompanied by a bid deposit in the form of a certified, 
cashier’s, or bank check or Bid Bond made payable to the County of Barnstable in the 
amount of five percent (5%) of the total amount of the project bid.  The Checks or Bid 
Bonds of the unsuccessful bidders will be returned with in fourteen (14) days of the date 
of the contract award notice.  The successful bidder’s Certified Check or Bid Bond will 
be returned within fourteen (14) days after completion and acceptance of the project by 
the County of Barnstable. 
 
2. The successful bidder will be required to furnish and pay for a Payment Bond, in 
the amount of fifty percent (50%) of the contract price. 
 
3. The Payment Bond shall be delivered to the Barnstable County Commissioners’ 
Office no later than ten (10) days from the date of notification of the contract award. 
 
 
REQUIRED DOCUMENTS: 
The following documents must be included in your bid.  Failure to include these 
documents may result in rejection of your bid: 
 



1. Bid Form 
2. Certificate of Non-Collusion and Tax Compliance 
3. Bid deposit in the amount of 5% of bid price 
4. W-9 Form 
5. Two (2) copies of the manufacturers’ current recommended method of 
installation for the proposed roofing system.  
6. List of references, that includes all work on similar contracts within the last five 
years. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
BID FORM 

   
The undersigned BIDDER proposes and agrees, if the Bid is accepted to enter into an 
Agreement with the County, to complete all Work as specified or indicated in the 
“INVITATION TO BID: Roof Repair to First District Courthouse” for the price indicated 
below. 

 
Price Proposal:  $________________________________ 

 
Unit prices –unit price per square foot for removal and replacement of light weight concrete 
fill previously damaged by leaks. 

 
Unit Price per square foot: $____________________ 
 
Wage rates for unforeseen work:________________ 

 
BIDDER accepts all of the terms and conditions of the Instructions to Bidders.  This Bid will 
remain open for sixty (60) days after the day of Bid opening.  BIDDER will sign the 
Agreement and submit other documents (e.g. Bonds, Insurance Binders) required by the 
Contract Documents within five (5) working days after the date of the County’s Notice of 
Award. 

 
In submitting this Bid, BIDDER represents, as more fully set forth in the Agreement, that: 
BIDDER has examined copies of all the Contract Documents and of  the following Addenda: 

 
Date ___________________  Number _____________________ 
Date ___________________  Number _____________________ 

 
The undersigned certifies under penalties of perjury that this Bid is in all respects bona fide, 
fair and made without collusion or fraud with any other person.  As used in this paragraph, 
the word "person" shall mean any natural person, joint venture, partnership, corporation or 
other business or legal entity. 

 
 
Signed: __________________________________________ 
 
Print Name: _______________________________________ 
 
Company: ________________________________________ 
 
Business Address: ___________________________________ 
 
___________________________________________________ 
 
Phone: _______________________________  Fax: ___________________________ 
 
Email: ________________________________________________________________ 
 



Date: _______________________________________________________ 
 

CERTIFICATE of NON-COLLUSION AND TAX COMPLIANCE 

 

Pursuant to MGL Chapter 62C, Section 49A, I certify under the penalties of perjury that 

I, to the best of my knowledge and belief, have complied with all laws of the 

Commonwealth of Massachusetts relating to taxes, reporting of employees and 

contractors, and withholding and remitting child support. 

 

I certify under the penalties of perjury that this bid/proposal has been made and 

submitted in good faith and without collusion or fraud with any other person.  As used in 

this certificate, the word “person” shall mean any natural person, business, partnership, 

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

individuals. 

 

Company: ______________________________________ 

 

Address: ______________________________________ 

 

  ______________________________________ 

 

Signature of Individual Signing  

Bid, or Corporate Officer:   ________________________________ 

 

Telephone Number:    _____________________________________    

Social Security Number 

Or Federal Identification Number:   ___________________________ 

 

Date: ____________________________________________________ 

 

Any person or corporation which fails to execute this document  

will be considered a non-responsive bidder  

and will be rejected pursuant to MGL Chapter 30B. 



Form W-9 

(Massachusetts Substitute W-9 Form) 
Rev. May 2004 
 

Request for Taxpayer 
Identification Number and Certification  

Completed form should be 
given to the requesting 
department or the department  
you are currently doing 
business with. 

Name ( List legal name, if joint names, list first & circle the name of the person whose TIN you enter in Part I-See Specific Instruction on page 2) 
 
 

Business name, if different from above. (See Specific Instruction on page 2) 
 
 

Check the appropriate box:     □ Individual/Sole proprietor      □ Corporation     □ Partnership     □ Other ►-----------------------------------------------

Legal Address: number, street, and apt. or suite no. 
 

Remittance Address: if different from legal address number, street, and apt. or 
suite no. 
 
 

City, state and ZIP code 
 

City, state and ZIP code 

 

Phone # (        )                                                  Fax # (        )                                             Email address: 

Part I    Taxpayer Identification Number (TIN)  

Enter your TIN in the appropriate box.  For individuals, this is your social 
security number (SSN).  However, for a resident alien, sole 
proprietor, or disregarded entity, see the Part I instruction on  
page 2.  For other entities, it is your employer identification number 
(EIN). If you do not have a number, see How to get a TIN on page 2. 
Note: If the account is in more than one name, see the chart on page 2 
for guidelines on whose number to enter.   
 

 

Social security number 

- -  
OR 

Employer identification number 

-

 

 

Part II    Certification  
 

Under penalties of perjury, I certify that: 
1. The number shown on this form is my correct taxpayer identification number (or I am waiting for a number to be issued to me), 
and 
 

2. I am not subject to backup withholding because: (a) I am exempt from backup withholding, or (b) I have not been notified by 
the Internal Revenue Services (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 an U.S. person (including an U.S. resident alien). 
 

4.   I am currently a Commonwealth of Massachusetts’s state employee: (check one):  No____ Yes _____ If yes, attach a copy of 
the letter from          the State Ethics Commission. Individual information, including address will be part of the public record and 
accessible under Freedom of Information. 

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.  

 Sign 
 Here 

  
Authorized Signature ►                                                                                          Date ► 

 

Purpose of Form 
A person who is required to file an information 
return with the IRS must get your correct 
taxpayer identification number (TIN) to report, for 
example, income paid to you, real estate 
transactions, mortgage interest you paid, 
acquisition or debt, or contributions you made to 
an IRA. 
 

   Use Form W-9 only if you are a U.S. person 
(including a resident alien), to give your correct 
TIN to the person requesting it (the requester) 
and , when applicable, to: 
 

1. Certify the TIN you are giving is correct (or 
you are waiting for a number to be issued). 

 

2. Certify you are not subject to backup 

 
conditions.  This is called “backup withholding.” 
Payments that may be subject to backup 
withholding include interest, dividends, broker and 
barter exchange transactions, rents, royalties, 
nonemployee pay, and certain payments from 
fishing boat operators.  Real estate transactions 
are not subject to backup withholding. 
     
   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 not be subject to 
backup withholding.  Payments you receive will 
be subject to backup withholding if: 
 

1. You do not furnish your TIN to the 
 requester, or 

 

 
5. You do not certify to the requester that you are 
not subject to backup withholding under 4 above 
(for reportable interest and dividend accounts 
opened after 1983 only). 
 

Certain payees and payments are exempt from 
backup withholding.  See the Part II instructions 
on page 2. 
 

Penalties 
 

Failure to furnish TIN.  If your 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 
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withholding  
 

If you are a foreign person, use the 
appropriate Form W-8.  See Pub 515, 
Withholding of Tax on Nonresident Aliens and 
Foreign Corporations. 
 

What is backup withholding? Persons making 
certain payments to you must withhold a 
designated percentage, currently 29% and pay to 
the IRS of such payments under certain 
 

 

2. You do not certify your TIN when required 
(see the Part II instructions on page 2 for 
details), or 

 

3. The IRS tells the requester that you furnished 
an incorrect TIN, or 

 

4. The IRS tells you that you are subject to 
backup withholding because you did not 
report all your interest and dividends only), or 

to withholding.  If you make a false statement 
with no reasonable basis that results in no backup 
withholding, you are subject to a $500 penalty. 
 

Criminal penalty for falsifying information.  
Willfully falsifying certifications or affirmations 
may subject you to criminal penalties including 
fines and/or imprisonment. 
 

Misuse of TINs.  If the requester discloses or uses 
TINs in violation of Federal law, the requester may 
be subject to civil and criminal penalties. 



 

Specific Instructions 
 

Name.  If you are an individual, you must 
generally enter the name shown on your 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, enter your 
first name, the last name shown on your social 
security card, and your new last name. 
 

If the account is in joint names, list first and 
then circle the name of the person or entity 
whose number you enter in Part I of the form. 
 

Sole proprietor.  Enter your individual name 
as shown on your social security card on the 
“Name” line.  You may enter your business, 
trade, or “doing business as (DBA)” name on 
the “Business name” line. 
 

Limited liability company (LLC).  If you are a 
single-member LLC (including a foreign LLC 
with a domestic owner) that is disregarded as 
an entity separate from its owner under 
Treasury regulations section 301.7701-3, enter 
the owner’s name on the “Name” line.  Enter 
the LLC’s name on the “Business name” line. 
 

Caution:  A disregarded domestic entity that 
has a foreign owner must use the appropriate 
Form W-8. 
 

Other entities.  Enter your business name as 
shown on required Federal tax documents on 
the “Name” line.  This name should match the 
name shown on the charter or other legal 
document creating the entity.  You may enter 
any business, trade, or DBA name on the 
“Business name” line. 
 

Part I    - Taxpayer Identification  
Number (TIN) 

 

Enter your TIN in the appropriate 
box. 
 

 If you are a resident alien and you do not 
have and are not eligible to get an SSN, your 
TIN is your IRS individual taxpayer 

 
 

How to get a TIN.  If you do not have a 
TIN, apply for one immediately.  To apply for an 
SSN, get Form SS-5, Application for a Social 
Security Card, from your local Social Security 
Administration office. Get 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 get Forms W-7 and SS-4 from the 
IRS by calling 1-800-TAX-FORM (1-800-829-
3676) or from the IRS’s Internet Web Site 
www.irs.gov. 
 

If you do not have a TIN, write “Applied For” in 
the space for the TIN, sign and date the form, and 
give it to the requester.  For interest and dividend 
payments, and certain payments made with 
respect to readily tradable instruments, generally 
you will have 60 days to get a TIN and give it to 
the requester before you are subject to backup 
withholding on payments.  
 
The 60-day rule does not apply to other types of 
payments.  You will be subject to backup 
withholding on all such payments until you 
provide your TIN to the requester.  
 

Note:  Writing “Applied For” means that you have 
already applied for a TIN or that you intend to 
apply for one soon. 
 

Part II    - Certification 
 

To establish to the paying agent that your TIN is 
correct or you are a U.S. person, or resident 
alien, sign Form W-9.     
 

For a joint account, only the person whole TIN is 
shown in Part I should sign (when required). 
 

Real estate transactions. You must sign the 
certification.  You may cross out item 2 of the 
certification. 
 

Privacy Act Notice 
 

Section 6109 of the Internal Revenue Code 
requires you to give your correct TIN to persons 
who must file information returns with the IRS to  
report interest, dividends, and certain other 

 

What Name and Number to 
Give the Requester 
 
For this type of account: Give name and SSN of: 

1. Individual 
2. Two or more 

individuals (joint 
account) 

 
 
3. Custodian account of 

a minor (Uniform Gift 
to Minors Act) 

4.  a.  The usual   
revocable savings 
trust (grantor is 
also trustee) 

b. So-called trust 
account that is not 
a legal or valid 
trust under state 
law 

5. Sole proprietorship 
 

The individual 
The actual owner of the 
account or, if combined 
funds, the first 
individual on the 
account 1 

The minor 2 

 

 

The grantor-trustee 1 

 

 

 

The actual owner 1 

 

 

 
 
The owner 3 

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

6. Sole proprietorship 
7. A valid trust, estate, or 

pension trust 
8. Corporate 
9. Association, club, 

religious, charitable, 
educational, or other 
tax-exempt organization 

10. Partnership 
11. A broker or registered 

nominee 
12. 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 owner 3 

Legal entity 4 

 

The corporation 
The organization 
 
 
 
The partnership 
The broker or nominee 
 
The public entity 
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identification number (ITIN).  Enter it in the 
social security number box.  If you do not have 
an ITIN, see How to get a TIN below. 
 

If you are a sole proprietor and you have an 
EIN, you may enter either your SSN or EIN.  
However, the IRS prefers that you use your 
SSN. 
 

If you are an LLC that is disregarded as an 
entity separate from its owner (see Limited 
liability company (LLC) above), and are 
owned by an individual, enter your SSN (or 
“pre-LLC” EIN, if desired).  If the owner of a 
disregarded LLC is a corporation, partnership, 
etc., enter the owner’s EIN. 
 

Note:  See the chart on this page for further 
clarification of name and TIN combinations. 
 

 
 
      

income paid to you, mortgage interest you paid, 
the acquisition or abandonment of secured 
property, cancellation of debt, or contributions 
you made to an IRA or MSA.  The IRS uses the 
numbers for identification purposes and to help 
verify the accuracy of your tax return.  The IRS 
may also provide this information to the 
Department of Justice for civil and criminal 
litigation, and to cities, states, and the District of 
Columbia to carry out their tax laws        
 
 You must provide your TIN whether or not you 
are required to file a tax return.  Payers must 
generally withhold a designated percentage, 
currently 29% of taxable interest, dividend, and 
certain other payments to a payee who does not 
give a TIN to a payer.  Certain penalties may also 
apply. 
 

   
    

1 List first and circle the name of the person whose 
number you furnish.  If only one person on a joint 
account has an SSN, that person’s number must be 
furnished. 
 

2 Circle the minor’s name and furnish the minor’s SSN. 
 
3 You must show your individual name, but you may 
also enter your business or “DBA” name.  You may 
use either your SSN or EIN (if you have one). 
 
4.  List first and circle the name of the legal 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: 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. 
 
If you have questions on completing this form, 
please contact the Office of the State Comptroller.  
(617) 973-2311 or 973-2655  
 

Upon completion of this form, please 
send it to the Commonwealth of 
Massachusetts Department you are 
doing business with. 
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