BID ADVERTISEMENT FOR THE WEEKS OF

May 1, 2024 & May 8, 2024

BID OPENS - WEDNESDAY MAY 22, 2024

FILE NO. 58-24 Various Bulk Copy Paper & Envelopes

FOR THE DIVISION OF PRINTING AND REPRODUCTION FOR THE
DEPARTMENT OF FINANCE AS AUTHORIZED BY ORDINANCE 1137-2023.
PASSED BY COUNCIL OCTOBER 9, 2023.

There will be no NON-MANDATORY Pre-Bid Meeting.

Note: Bid must be delivered to the Office of the Commissioner of Purchases
and Supplies, Cleveland City Hall, 601 Lakeside Avenue, Room 128, Cleveland, Ohio
44114 before 12 o’clock noon (Eastern Time).




- CITY OF CLEVELAND,
OHIO
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INVITATION TO BID




INVITATION TO BID AND FORMAL BID PACKAGE
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Ordinance No. 1137-2023

By Council Members: Griffin (by departmental request)

An emergency ordinance authorizing the purchase by one or more
requirement contracts of paper and envelopes, for the various divisions of
City government for a period of one year, with two one-year options to
renew, exercisable by the Director of Finance.

WHEREAS, this ordinance constitutes an emergency measure providing for the usual
daily operation of a municipal department; now, therefore,

BE IT ORDAINED BY THE COUNCIL OF THE CITY OF CLEVELAND:

Section 1. That the Director of Finance is authorized to make one or more written
requirement contracts under the Charter and the Codified Ordinances of Cleveland,
Ohio, 1976, for the requirements for a one year period, with two one-year options to
renew, exercisable by the Director of Finance, of the necessary items of paper and
envelopes for the various divisions of City government, in the approximate amount as
purchased during the preceding term, to be purchased by the Commissioner of
Purchases and Supplies on a unit basis for the various divisions of City government.
Bids shall be taken in a manner that permits an award to be made for all items as a
single contract, or by separate contract for each or any combination of the items as the
Board of Control determines. Alternate bids for a period less than the specified term

may be taken if desired by the Commissioner of Purchases and Supplies until provision
is made for the requirements for the entire term.

Section 2. That the costs of the contract or contracts shall be charged against the
proper appropriation accounts and the Director of Finance shall certify the amount of
any purchase under the contract, each of which purchases shall be made on order of the
Commissioner of Purchases and Supplies by a delivery order issued against the contract
or contracts and certified by the Director of Finance. (RQN 1508, RL 2023-47)

Section 3. That under Section 108(b) of the Charter, the purchases authorized by this
ordinance may be made through cooperative arrangements with other governmental
agencies. The Director of Finance may sign all documents that are necessary to make the

purchases and may enter into one or more contracts with the vendors selected through
that cooperative process.

Section 4. That this ordinance is declared to be an emergency measure and, provided
it receives the affirmative vote of two-thirds of all the members elected to Counecil, it
shall take effect and be in force immediately upon its passage and approval by the

Mayor; otherwise it shall take effect and be in force from and after the earliest period
allowed by law. ‘

Passed October g9, 2023.

Adopted Resolutions and Passed Ordinances Ord. No. 1137-2023
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Effective October 11, 2023.

Adopted Resolutions and Passed Ordinaices Ord. No. 1137-2023



City of Clebeland

DEPARTMENT OF FINANCE DIVISION OF PURCHASES AND SUPPLIES
AHMED A. ABONAMAH TIFFANY JOHNSON
DIRECTOR COMMISSIONER

BIDDER’S CHECK LIST

The City of Cleveland requires that each bid submitted must comply with certain legal requirements to be considered a valid and formal bid.
The checklist below is provided to assist in avoiding rejection of your bid due to omission of required information or forms.

CHECK WHEN COMPLETED

A. Bid/Schedule of Items

1. s (are) the bid page(s) completed as required and signed in the upper right-hand corner?
2. Are all prices (Unit and extension) clearly and accurately presented?

3. Is the payment discount given?

B. Bid Bond

1. s the bond made out in the names of and signed by both the principal and surety?
2. Is the bond amount sufficient for the amount of the bid? Must be 5% of the amount of the bid.
_____ 3. Isthere a power of attorney attached to the bond?

C. Bid Check (if submitted in lieu of Bid Bond)
1. Is the check in an amount sufficient for the amount of the bid? Must be 5% of the amount of the bid.
2. Is the check either properly certified or a cashier's check?
3. s the Check made payable to: THE CITY OF CLEVELAND?

D. Bid Form (not to be confused with the Bid Bond)
1. s all the required information given?
2. Is the form signed?

E. Affidavit
1. Does the affidavit contain all the information required ON BOTH SIDES?
2. s it properly Signed? Is it properly notarized by a Notary Public?

F. Contract Compliance Certifications
1. Did you read Item 13, the Equal Opportunity Clause, carefully, and understand it? If not, contact the
Office of the Director of Equal Opportunity for further information (Phone 216/664-4152).

2. Did you read Item 14, the OEO Notice to Bidders, carefully, and understand it? If not, contact the Office
of the Director of Equal Opportunity for further information (Phone 216/664-4152).

3. Did you complete OEO Schedules 1, 2, and 4 carefully and completely? Did you include signed
Schedule 3's from all certified subcontractors?

4. If you are a Cleveland Area Small Business, minority business enterprise, or female business enterprise,
did you include a copy of your own certificate? ‘

G. Bid Envelope
1. Is the envelope identified with the correct title of the bid and the due date?
2. Is the envelope securely sealed?

H. Performance Bond

1. Will you be able to furnish the Performance Bond if one is required in paragraph A-5a of
INSTRUCTIONS TO BIDDERS, in paragraph B-8 of General Conditions?

2. Notice: A certified or cashier's check is not acceptable in lieu of a Performance Bond!

ITEM 3 - PAGE 1



.  Federal Tax ID Form (W-9)
1. s all the required information given?

2. s the form signed?

J.  Northern ireland Fair Employment Practices Disclosure
1. Is all the required information given?
2. s the form signed?

K. Please contact the Division of Purchases and Supplies at 216-664-2620 if you have additional
questions on how to complete this bid form.

ITEM 3 - PAGE 2



A-1

A-4

INSTRUCTIONS TO BIDDERS

INVITATION TO BID

Sealed bids endorsed as desighated in the “Title of Bid” section of the bid
sheet(s) will be received at the Office of the Commissioner of Purchases and
Supplies, Room 128, Cleveland City Hall, Cleveland, Ohio 44114, until 12:00
o’clock noon, official time, on the date indicated in the “Bid Opening” section of

Page 1 of the bid page(s) and thereafter will be publicly opened and read in
Room 128. ‘

FORM OF BID (BID FORM)

a. Every bid must be made upon the blank form of bid attached hereto.

b. Each bid must be clearly signed with the full name and address of every
person, firm or corporation interested in such bid, followed by the date of
such signing, in the space provided at the bottom of the bid form. if more
than one person, firm or corporation has an interest in such bid, then the
full name and address of each person, firm or corporation must be clearly
signed on said bid. If the bidder is a partnership, the firm name and
address, as well as the name and address of each individual partner must
be given. If the bidder is a corporation, the name of the corporation, the
name and title of the officer duly authorize to sign for the corporation, the
business address of such officer and the name of the state in which the
corporation is incorporated must be given.

c. The bidder shall insert the amount of the bid bond, certified check or
cashier's check in the space provided in the bid form.

d. The bidder agrees to be bound by his bid from the time the bid is
submitted until the earlier of the date stipulated by such bidder or the
fourth regular meeting of the Board of Control after the bid submission
date unless such time is extended by agreement between the bidder and
the Board.

BIDDERS AFFIDAVIT

Each bidder shall submit with its bid an affidavit stating that neither it nor its
agents, nor any other party for it has paid or agreed to pay, directly or indirectly,
any person, firm or corporation any money or valuable consideration for
assistance in procuring or attempting to procure the contract herein referred to,
and further stating that no such money or reward will be hereafter paid. This
affidavit must be on the form which is hereto attached.

BID BOND: CERTIFIED OR CASHIER’S CHECK

Each bid shall be accompanied by a bid bond signed by a surety .company
authorized to do business in Ohio, or by a cashier's check or certified check on a
solvent bank, which bond or check shall be in the sum of five percent (5%) of the
amount of the bid, except that with bids for purchase contracts not in excess of
Fifty Thousand Dollars ($50,000). Said bond or check shall be given as security
that if the bid is accepted a contract will be entered into and the performance of it
properly secured.



A-6

A-8

A-9

DISPOSITION OF BID BOND, CERTIFIED OR CASHIER'S CHECK

a.

b.

When the bid is accepted, the bid bond, certified or cashier's check will be
returned after the contract has been signed and the performance bond, if
required, has been submitted to, and approved by, the City.

If the successful bidder fails to enter into a contract, the bid bond, certified
or cashier's check shall be forfeited and the principal amount of the bid
bond shall be paid to the City, or the check shall be surrendered to the
City as the agreed amount of liquidated damages.

The bid bond, certified or cashier's check of the next lowest and best
bidder will be retained until the lowest and best bidder has signed and
secured the performance of its contract. If such lowest and best bidder
fails to do so, the security of the next lowest and best bidder shall
continue to be retained until it properly secures the contract awarded it. If
such next lowest and best bidder defaults, the principal amount of its bid
bond, or check shall also be forfeited to the City as liquidated damages.
When a bid is rejected, the bid bond or check will be released or returned,
respectively, to the bidder.

EXPLANATIONS WRITTEN OR ORAL

Any bidder finding a discrepancy or omission in the specifications or having any
doubt as to their meaning, shall immediately notify the Commissioner of
Purchases and Supplies, in writing. The Commissioner will respond by sending
written notices or instructions to all bidders. The City will not be responsible for
any oral instructions.

PRICE BIDS AND DISCOUNTS

a.

Unit Prices

In the Schedule of Items the bidder must give the unit price stated in
figures of every item bid, in the space so provided.

Trade Discounts

When the bidder offers a trade discount, the amount of such discount
shall be stated on the Schedule of Items bid.

Catalog Pricing

Where the bidder submits its quotation by filing its catalog price list and
discount, such documents shall be part of the bid and must be separately
signed by the same person and in the same manner as on the bid form.

BIDDER'S DESCRIPTION OF ITEMS

a. Each bidder shall, in its bid, describe completely the goods or services it
proposes to fumish in response to and under the terms of the bid.

b. The Commissioner of Purchases and Supplies may require a bidder to
furnish additional information and/or specifications concerning items to be
purchased under the terms of the bid.

MANUFACTURER’'S NAME

a. The use of a manufacturer’s or a trade name in the specifications is solely
for the purpose of designating a standard of quality and type and for no
other purpose. A ,

b. Every bidder shall state in its Schedule of ltems bid the manufacturer's

and the trade name, if any, of each item they propose to furnish.



A-10 SAMPLES
If the commissioner of Purchases and Supplies requests, a bidder shall provide
samples of the items it proposes to furnish if awarded a contract pursuant to its

bid.

A-11  TIME OF DELIVERY
Bidder must state in its bid the time, in calendar days, within which it will deliver
the item(s) bid unless stated differently in the specifications.

A-12 PAYMENT DISCOUNT WHEN USED TO DETERMINE LOWEST AND BEST

BID
a.

In determining the lowest and best bld the City will consrder all bIdS on a
basis of the net price to be paid after deduction of the discount specified;
except that if the terms of payment specified by the bidder require
payment in less than thirty (30) days from the date of the invoice, the
discount offered will not be deducted from the price stated in the bid to
determine the lowest and best bidder, and the bid will be considered only
on the basis of the unit price actually named in the bid. But if,
notwithstanding the provisions of this paragraph such bid is determined to
be the lowest and best bid, the City reserves the right to accept the terms
named in the bid if such terms are to the advantage of the City as a basis
for payment of invoices only, but not in any case as a basis for
determining the lowest and best bidder.

The City will take a discount of two percent (2%) on payments made
within thirty (30) days from receipt of articles, commodities, materials,
supplies, equipment or services, uniess the bidder indicates otherwise on
the space provided on the Schedule of ltems bid.

PARAGRAPHS A-13 THROUGH A-15 APPLY ONLY IF THE “REQUIREMENT
CONTRACT” BLOCK IS CHECKED ON PAGE 1 OF THE SCHEDULE OF ITEMS
AND ON THE BID FORM.

A-13 REQUIREMENT CONTRACT DEFINED

a.

b.

A requirement contract is a contract under which the contractor has a
duty to provide the City's requirements during the contract term for all
articles, commodities, supplies, materials, equipment and/or services set
forth in the bid and required by the City's authorized users of the items
approved for contract.

A contract awarded under this bid will be termed a requirement contract.

A-14 PURCHASES UNDER A REQUIREMENT CONTRACT

a.

Under a requirement contract, a contractor shall supply all the City’s
requirements during the term for the articles, commodities, supplies,
materials, services or equipment set forth in the /nvitation to Bid. See
GENERAL CONDITIONS, Section B-24, Duration of Contract.

If the Schedule of Items in the Invitation to Bid is marked "requirement
contract,” then all quantities stated in the Schedule of items are the City's
good-faith estimates only. The City shall place each order under the



A-15

A-16

contract, whether singly or cumulatively more or less than the estimated
quantities set forth in the Schedule of items, by a Delivery Order against
the contract and separately certified.

LIMITATION OF PERIOD OF CONTRACT

If the proposed duration of the contract would deprive the City of the best
available market price, the bidder may offer an alternate bid as to duration of the
contract, setting forth in the bid the longest period of time it can furnish and
deliver the proportionate amount of items at the firm price set forth in the bid. No
other provision of the Invitation to Bid shall be subject to an alternate bid unless
specifically requested.

BID DISCOUNTS - APPLICABLE TO BIDS FOR GOODS AND SERVICES
PURCHASE CONTRACTS AND PUBLIC IMPROVEMENT CONTRACTS IN
EXCESS OF FIFTY THOUSAND DOLLARS ($50,000).

a. Bid Discounts under Sections 187.03 and 187.05. If the bid of any prime
contractor that is a CSB, MBE, FBE or a CSB, MBE or FBE joint venture is no
more than five percent (5%) higher than the lowest actual bid for a contract that
is not from a CSB, MBE, FBE or a CSB, MBE or FBE joint venture, the
contracting department shall apply a Bid Discount of five percent (5%) to the
CSB, MBE, FBE or CSB, MBE or FBE joint venture bid for the purpose of
establishing a Comparison Bid. The City of Cleveland shall use the following
ranking in determining who receives the preference:

1. Where the disparity study has determined that a disparity exists, the bid
discount shall go to the bidders who are certified by the City as members
of the specific MBE/FBE group for which the proven disparity exists. No
other bidders shall receive any preference under Sections 187.03 and
187.05 at the prime contractor level.

2. Where no disparity has been proven, or when no bids are received from
groups for which a proven disparity exists, the bid discount shall go to
certified CSB bidders certified by the City as located within the city limits
of Cleveland. No other bidders shall receive any preference under
Sections 187.03 and 187.05 at the prime contractor level.

3. Where no disparity has been proven, or when no bids are received from
groups for which a proven disparity exists, and no bids were received
from certified CSB firms certified by the City as located within the city
limits of Cleveland, the bid discount shall go to Certified CSB bidders
certified by the City as located within Cuyahoga County. No other bidders
shall receive any preference under Sections 187.03 and 187.05 at the
prime contractor level.

4. In addition to any bid discounts at the prime contractor level, all prime
contractors shall receive a bid discount of 5% of the total dollar amount of
all CSB, MBE and/or FBE certified by the City that the prime contractor
properly documents as subcontractors in their bid, for the purpose of
establishing a Comparison Bid.

5. The total Bid Discount awarded to any bidder on a bid pursuant to
Sections 187.03 and 187.05 shall not exceed $50,000.00.




b. Bid Discounts under Section 187A.02(a): Application of Bid Discount - A
Contracting Department shall apply a Bid Discount of two percent (2%) to a bid
received from a Local Producer (LPE); two percent (2%) to a bid received from a
Local Food-Producer (LPE); and two percent (2%) to a bid received from a Local
Sustainable Business (SUBE); provided that the maximum total Bid Discount
applied under Section 187A.02 (a) shall not exceed four percent (4%). Bid
Discounts applied under Section 187A.02 (a) shall be in addition to any Bid
Discount applied under Sections 187.03 and 187.05. The maximum amount of
any Bid Discounts applied under this Section 187A.02 (a) shall not exceed
$50,000.

¢. Maximum Cumulative Amount of All Bid Discounts:

The maximum cumulative amount of all Bid Discounts that may be applied to the
bid under Sections 187.03, 187.05, and 187A.02 shall not exceed $75,000.00, or
nine percent (9%), whichever is lower.

d. Comparison Bid to Determine Lowest and Best Bidder:

The City shall determine the Comparison Bid by totaling all applicable Bid
Discounts under Sections 187.03, 187.05, and 187A.02. The City shall use the
Comparison Bid in determining the lowest and best or lowest responsible bidder
for the purpose of awarding the contract. If more than one CSB, MBE, FBE,
LPE, SUBE or CSB, MBE, FBE LPE, SUBE joint venture prime contractor in the
respective category submits a bid that is no more than five percent (5%) higher
than the lowest actual bid that is not from a CSB, MBE, FBE, LPE, SUBE or from
a CSB, MBE, FBE, LPE, SUBE joint venture, the contracting department shall
recommend the CSB, MBE, FBE, LPE, SUBE, or CSB, MBE, FBE,LPE, SUBE
joint venture submitting the lowest bid, after the inclusion of all applicable prime
and subcontractor discounts, as the lowest and best or lowest responsible
bidder.

The City shall use the Comparison Bid amount determined by applying the bid
discounts described in Articles A-16A. and A-16B. above for evaluation purposes
only; the City shall use the actual bid amount for the purposes of bid approval
and contract award.

e. City of Cleveland Certification required: For the purpose of determining a
bidder's eligibility for bid discounts, the City shall only consider bidders with valid
certificates issued by the City of Cleveland's Office of Equal Opportunity. The
certifications must be active on the date and time of the deadline for bid
submission. Expired certification holders and pending certifications cannot be
considered for calculation of bid discounts. Certifications from other public or
private entities cannot be considered.




A-17 Good Faith Participation - APPLICABLE TO BIDS FOR GOODS AND
SERVICES PURCHASE CONTRACTS AND PUBLIC IMPROVEMENT
CONTRACTS IN EXCESS OF FIFTY THOUSAND DOLLARS ($50,000).

Bidders are required to actively participate and demonstrate good faith in
attempting to meet all OEO goals for this procurement. A good faith effort to
meet certified CSB, MBE, and/or FBE subcontractor participation goals as
established in this contract is of the essence of the contract.

Good faith participation shall include:

1. Active cooperation in making and documenting a serious effort to gain
and maintain participation from certified businesses at or above the
specific goals set for this procurement;

2. Achieving or exceeding the CSB/MBE/FBE goals set for this particular
procurement and/or documenting the practical steps taken by the bidder
in attempting to comply;

3. Active attendance and participation in all prebid meetings, Notice to
Proceed meetings, and progress meetings during the contract;

4. Active compliance and cooperation with Project Monitors from OEO
and/or the Department; and,

5. Timely and accurate submittals of all required forms, including, but not
limited to, electronic monitoring forms, employment reports and certified
payrolls if applicable.

The final determination of good faith effort shall be made by the Office of Equal
Opportunity based upon each bidder's actions as documented in the required
forms and as verified by OEO follow up.

A-18 Cleveland Area Business Code Notice to Bidders & Schedules -
APPLICABLE TO BIDS FOR GOODS AND SERVICES PURCHASE
CONTRACTS AND PUBLIC IMPROVEMENT CONTRACTS IN EXCESS OF
FIFTY THOUSAND DOLLARS ($50,000).

Sections 187 and 187A of the Codified Ordinances of the City of Cleveland Ohio,
the Cleveland Area Business Code, in its entirety, whether reproduced in whole
or in part within these documents, as well as the Cleveland Area Business Code
Notice to Bidders & Schedules included in this bid document, shall become part
of any contract awarded pursuant to this Invitation to Bid. Compliance with
Section 187 and 187A is of the essence of the contract.

A-19 SUBCONTRACTING:
a. Any and all proposed subcontractors, whether City certified or not, must be
divulged and listed in the sealed bid. Include all proposed subcontractors on
OEO Schedule 2. A Schedule 3 is also required for each proposed subcontractor
that is CSB, MBE, FBE, LPE, or SUBE certified. However, a Schedule 3 is not

required for proposed subcontractors who are not City-certified as a CSB, MBE,
FBE, LPE, or SUBE.



b. If OEO Schedule 2 is not included in the bid documents, you must submit a
proposed subcontractor list on a separate, signed sheet of paper, listing the
name, address, type of work or materials, and total subcontractor amount for
each and every subcontractor that you propose fo use on the contract.

c. All proposed subcontractors listed in your bid must receive written Board of
Control approval in advance. The subcontractors you propose in your sealed bid
will be considered the subcontractors that you will use in the contract if awarded
to you. See Article B-11 regarding the City's Sub-contractor Addition and
Substitution Policy and Procedure. The City also reserves the right to approve an
award, but not approve a proposed subcontractor.

d. The City maintains a list of Vendors Ineligible to Contract or Subcontract with
the City at the City of Cleveland website: http://www.city.cleveland.oh.us. It is
each bidder's responsibility to propose only eligible contractors. The City cannot
approve a subcontractor whose name appears in this listing.




Form W"g

(Rev. Oclober 2018)
Ooparimant of the Treasury
Internal Revenue Service

. Request for Taxpayer
Identification Number and Certification

» Go to www.irs.gov/ForrmWs for instructions and the latest information.

Give Form to the
raquester. Do not
send to the IRS.

1 Name {25 shown on'your income tax relurn), Name 1s raquired on this fine, do not leave this fine blank.

2 Business name/disregardad entity name, if ditferent lrom above

[oflowing seven boxes,

D individual/sole propriclor ar
single-member LLC

D G Corporation D S Corporation D Parinership

[ Umited tiabitity compony. Enter tho tax classilication {C=C corporation, $=§ corporation, P=Parinership) »

3 Check appropriate tox lor faderal tax classification of the person whosa name is enlered on line 1. Chack only one of the | 4 Exerptions (codes apply only o

certaln entities, nol individuals; see
instructions on page 3):
D Trusl/eslals

Exemp{ payse code {if any)

Note: Check the appropriate box in the lino above for the tax classificalion of the slngle-member owner. Uo nol check | Exemption from FATCA reporting
LLC if the LLC is classified as a single-member LLC Whal is disregarded from the owner unfess the owner of the LLC Is de if
another LLG that is not disregarded from tha owner for U.S. federal lax purposes. Olherwise, a single-member LLG thal] 29 frany)

7] Other (sos instruclions) >

13 disregarded from the awner shouid check the appropriate box for the tax classificalion of its owner,

{AppFol 19 sotounts maninined ouliide the U8}

§ Address (number, street, and zpl. or suile no,) See inatuctions.

Print or type,
See Spectific Instructions on page 3.

Requester's name and address {oplional)

6 City, stato, and ZIP code

7 Lis\ sccount number(s) here (optional)

Eﬁn Taxpayer ldentification 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 ganerally your social security number (SSN). However, far a
resident ailen, sole proprietor, or disregarded entity, see the Instructions for Part |, later, For olher - -
entities, it is your employer identification number (EIN). If you do not have a number, see How to gat a

TiN, 1ater,

Note: If the account is in more than one name, see the instructions for line 1. Also see What Name and

NumberTo Give the Requester for quidalines on whose number lo enter.

Soclal security number

ar e
Employer idenlification number

Part il Certification

Undsr penalties.of perjury, | certify that:

1. The number shown on this form is my correct larpayer identification number {or | am waiting for a number to be issued to me); and
2.1 am not subject 1o backup withholding because: {s) | am exempt from backup withhelding, or (b) | have not been riotified by the internal Revenue
Service (IRS) that | am subject to backup withholding as a result of a fallure to report all Interest or dividands, or (c) the IRS has notifled me thal 1 am

no longer subject to'backup withholding; and
3. 1am a U.S. cltizen or other U.S. persan (detined 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 abova If you have been notifled by tha IRS that you are currently subject to backup withholding bscause
you have falled o report all interest and dividends on yaur lax retum. For real estate transactions, item 2 doss nat apply. For morlgage interast paid,
acquisition or abandonment of secured property, cancellation of dabt, contributions to an individual retirement arrangement (IRA}, and generally, payments
other than Interest and dividends, you are not required to sign the certilication, but you must pravide your correct TIN. Sse the Instructions for Part i, Iater,

Sign Signature of
Here U.S. peraon >

Date »

General Instructions

Section references are to the Internal Ravenue Code uriless othenvise
noted.

Future developments. For the latest inlorination about developments
related to Farm W-9 and its instructions, such as legislation enacted
alter they were published, go to wwvirs.gov/FormWws.

Purpose of Form

An individuat or entily (Form W-9 roquestar) who is required to file an
information return with the IRS must obtaln your correct taxpayer
identification number (TIN) which may be your social security number
{SSN). individual taxpayer identilication number (ITIN), adoplion
taxpayer dentification number [ATIN), or employer identification number
(EIN), to report on an information return the amount paid lo you, or other
amount reportable on an information retum. Examples of information
raturns include, but are not imited to, the loltowing,

«» Form 1083-INT {inlerast earned or pald)

» Form 1093-DIV (dividends, including thase from stocks or mutual
{unds)

* Form 1089-MISC (various types of income, prizes, awards, or gross
proceads)

* Form 1099-8 (stock or mutual fund sales and certain other
transactions by brokers)

* Form 1098-S (proceeds fram real estate transactions)

* Form 1088-K {merchant card and third party network transactions)

* Form 1098 {horma mongage Interest), 1098-E {student loan interast),
1098-T (tuition) .

+ Form 1099-C (canceled debt)

* Form 1088-A (acquisition or abandanment of securad property}

Use Form W-8 only if you are a U.S. person (including a resident
allen), to provide your correct TIN,

If you do not return Form W-8 1o the raquester with a TN, you might
be subject to backup withholding. See What is backup withholding,
later.

Cat, No, 10231X

Form W-9 (Rov. 10-2018)
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By signing the filled-oul form, you:

1. Certify that tha TIN you are giving Is correct {or you are waiting for a
number o be issued),

2. Certify thal you are not subject lo ba;:kup withholding, or

3. Clalm exemption trom backup withholding if you are a U.S. exempt
payee. H applicable, you are also certifying that as a U.S. person, your
allocable share of any partnership income lrom a U.S. trade or business
is not subject to the wilhholding tax on foreign pariners’ share of
effectively connected income, and

4. Certify that FATCA code(s) entered on this form {f any) indicating
that you are exempt from the FATCA reporting, Is corract. See What Is
FATCA repurting, later, fot further information,

Note: If you are a U.S. person and a raquaster gives you a form other
than Form W-9 to requaest your YIN, you must use the requester's form if
it is substantially similar to this Form W-3,

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

« Anindividual who is a U.S. citizen or U.S. resident alien;

A parinership, corporation, company, or association created or
organized in the United States or under the lawa of the Unlited States;

* An estate {other than a foreign estate); or
+ A domestic trust (as delined in Regulations section 301.7701-7).

Special rules for partnerships. Parinerships that conduct a trade or
busingss in the United Stales are generally required lo pay a withholding
tax under sactlon 1446 on any foreign partners’ share of effectively
connacted taxable income from such business. Furlher, in certain cases
where a Form W-8 has not been received, the rules under section 1446
require a parinership to presume that a partner is a foreign person, and
pay the section 1446 withholding tax. Therelore, If you are a U.S. person
that is a pariner in a partnership conducling a trada or business in the
United Statas, provide Farm W-8 to tha partnership to esiablish your
U.S. status and avold section 1446 withho!ding on your share of
partnership incorne.

In the cases below, the following person must give Form W-8 to the
partnarship for purposes of establishing ils U.S. status and avoiding
withholding on ils allocable shars of net incume from the parinership
conducting a trade or business in the United States.

» in the case of a disregarded entily with a U.S. owner, the U.S. owner
of the disregarded entity and not the entity;

= in the case of a grantor trust with a U.S. grantor or other U.5. owner,
generally, the U.S. grantor or olher U.8. owner of the grantor trust end
not the trust; and

» Ini the case of a U.S. trust (other than a granior trust), the U.S. trust
(other than a grantor trust) and not the beneliciaries of the trust.

Foraign person. If you are a foralgn person or the U.S. branch of a
loreign bank that has etected {o be trealed as a U.S. person, do nof use

. Form W-3. Instead, use the appropriate Form W-8B or Form 8231 (sse
Pub. 515, Withholding of Tax on Nenresident Aliens and Forelgn
Entitias).

Nonresident alien who becomes a resident alien, Generally, only a
nonresident alien individual may use the lerms of a tax trealy to reduce
or eliminate U.S. tax on certain ypes of incorme. However, most tax
treaties contain a provision known as a “saving clause.” Exceptions
specified in the saving clause may permit an exernption from tax to
contlnue for certain types of income even afier the payee has otherwlise
bacome a U.S. resident alien for tax purposes.

1Fyou are a U.S. resident alien who is relying on an exception
confained in the saving clause of a tax treaty to claim an exemption
from .S, tax on cerlain lypes of Income, you must altach a statement
to Farm W-9 that speclfies the foliowing five items.

1. The treaty counlry. Genarally, this must be tha same treaty under
which you claimed exermnption frorm tax as a nonrasident alien.

2. The treaty article addressing the incoma.

3. The article number (or location) in the tax trealy that contains the
saving clause and ils exceptions.

4. The type and amount of income tha! qualifies for the exemption
from {ax. '

5. Sufficien! facts to Justily the exemption from tax under the terms of
the treaty arlicle.

Example. Article 20 of the U.S.-China Income tax trealy afiows an
exemplion from lax for scholarship income received by a Chinese
student temporarily present in the United States. Under U.S. law, this
studant will becomae a resident allen for tax purposes if his or her stay In
the United States exceeds S calendar years. However, paragraph 2 of
the tirst Protocol to the U.S.-China treaty (dated Aprif 30, 1884) allows
the provisions of Article 20 Yo continue to apply even after the Chinese
sludent becomes a rasident alien of the Unitad Stales. A Chinese
student who qualifies for this exception {under paragraph 2 of the first
protocol) and is relylng on this exception to claim an exermnption from tax
on his or her scholarship or fallowship income would aftach to Form
W-8 a staterent that includes the.information described above to
support that exemption.

It you are a nonresident alien or a foreign entily, give ihe requester the
appropriate completed Form W-8 or Form 8233,

Backup Withholding -

What is backup withholding? Persons making certain payments to you
must under cerlain conditions withhold and pay to the IRS 24% of such
payments. This is called “backup withhalding.” Payments tha! may be
subject lo backup withholding include interast, tax-exsmpt inlerest,
dividends, broker and barter excharge transaclions, rents, royalties,
nonamployee pay, payments made In settiement of payment card and
third party network transactions, and certain payments from fishing boat
operators, Real estate transactions are not subjact to backup
withholding.

You will not ba subject to backup withhulding on payments you
receive if yau give the requester your correct TiN, make the proper
contifications, and report all your laxabie inleresl and dividends on your
lax retumn.

Payments you recelve will be subject to backup withholding if:
1. You do not furnish your TIN to the requaester, .

2. You do not cerlify your TIN when required (see the instructions for
Part il for details),

3. The IRS tells the requester that you fumished an incorrect TN,

4, The IRS tells you that you are subject to backup withholding
because you did not report all your interest and dividends on your {ax
raturn {for repariable interest and dividends only), or

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

Cerlain payees and paymenis are exempt from backup withholding.
See Exempt payee code, laler, and the saparalte Instructions for the
Requester of Form W-9 for more information,

Also sas Spacial rules for partnerships, earlier.

What is FATCA Reporting?

The Forelgn Account Tax Compliance Act (FATCA) requires a
participaling foreign financlal institution Yo report all Uniled Slates
account holdars that ara specilied United States persans. Certain
payees are exempt from FATCA reporting. Sea Exemption from FATCA
reporting cads, later, and the Instructions for the Requester of Form
W-8 for more information,

Updating Your Information

You must provide updated information to any person lo whom you
claimed to be an exemnpt payee if you are no fonger an exempt payee
and anticipate receiving reportable payments in the future from this
parson, For example, you may need to provide updated information if
you are a C corporation that elects to be an S corparation, or if you no
longer are tax exempt. in addition, you must fumish a new Form W-9 if
the name ar TIN changes for the accaunt; for example, if the grantor of a
grantor trust dies,

Penalties

Failure to furnish TIN. If you fail to fumish 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 nol to willful naglect.

Civil penalty for false information with respact to withhalding. If you
make a false statement with no reasonabla basis that resulls in no
backup withholding, you are subject to a $500 penally.
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Criminal penaity for falsifying Information. Willlully 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
faderal law, the requester may be subject {o civil and criminal penalties.

Specific Instructions

Line 1

You must enter one of the following on lhis fine; do not feave 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
maintainad by a foreign financial institution (FFY)), list fist, and then
. circle, the name of the person or entily whoss number you entered in
Part | of Forn W-9. If you are providing Form W-8 lo an FFl to docurnent
a joint account, each holder-of tha accoun! that is a U.S. person must
provide a Form W-8.

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

Note: ITIN applicant: Enter your individual name as it was entered on
your Form W-7 application, line 1a. This should also be the same as the
name you entered on the Form 1040/10404/1040EZ you filed with your
application.

b. Sole proprietor or single-member LLC, Enter your individual
name as shown on your 1040/10404/1040EZ on ling 1. You may enter
your business, trade, or "doing business as” (DBA) nama on line 2.

c. Partnership, LLC that is not a single-member LLC, C
carporation, or S carparation. Enter the entily's name as shown on the
enlity's tax retum on line 1 and any business, trade, or BBA narme on
line 2.

d. Other entities, Enter your name as shown on required U.S. federal
tax documents on fine 1. This nama should match the name shovn on the
charter or other legal document creating the sntily, You may snter any
business, trade, or DBA name on line 2.

o. Disregarded entity. For U.S. tederal tax purposes, an entily thal is
disregarded as an entily separate from its owner Is treated as a
“disregarded entity.” See Regulations section 301,7701-2(c){2)(i). Enter
the awner’s name on line 1. The name of the entity entered on line 1
should never be a disregarded entity. The name on line 1 should be the
name shown on the income tax return on which the income should be
reported. For axample, if a foreign LLC that is lrealed as a disregarded
entity for U.S. federal tax purposes has a singis owner that is a U.S.
person, the U.S. owner's name is required to be provided on Hine 1., if
the direct awner of the entity is also a disregarded entily, snter the first
owner that is not disregarded for federal tax purposes. Enter the
disregarded antity's name on line 2, “Business name/disregarded entity
name." I{ the owner of the disregarded entity is a foreign person, the
awner must complete an appropriate Form W-B instead of a Form W-8,
This Is the case even if the foreign person has a U.S. TIN.

Line 2

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

Line 3

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

Pags 3
IF the entity/parsonion ine 1 Is | THEN chack tha box for. ..
afn}... .
* Corporation Corporation

* Individual .

* Sole proprietorship, or

* Single-member limited liability
company (LLC) owned by an
individual and disregarded for U.S.
federal tax purposes.

individual/sole proprietor or single-
member LLC

» LLC treated as a partnership for
U.S. federal tax purposes,

* LLC that has filed Form 8832 or
2553 to be laxed as a corporation,
or

» {LC that Is disregarded as an
enlity separate from its owner but
ths owner Is another LLC that is
niol disregarded for U.8, federai tax
purposes.

Limited fiabifity company and enter]
the appropriate 1ax classification.
{P= Parinership; C= C corporalion;
or Sa § corporation}

* Parinership

Partnership |

* Trust/estale

TrusVestate

Line 4, Exemptions

If you are exempt from backup withholding and/or FATCA reporting,
eiter in the appropriale space on line 4 any cods(s) that may apply to

you.
Exempt payee code.

* Generally, individuals {including scle proprietors) are not exempt from

backup withholding.

» Excepl as provided below, corporations are exempt from backup
withholding for certaln paymants, including interest and dividends.

+ Corporations are not exempt from backup withholding for payments
made in settisment of paymant card or third party nelwork transactions.

* Corporallons are not exempt from backup withholding with respect to
attorneys’ fees or gross proceeds paid to altorneys, and corporations
that provids medical or health care services are not exempt with respect
to payments reportable on Form 1099-MISC.

The lollowing codes Identlify payees thal are exempl from backup
withholding. Enter the appropriate code in the space in line 4.

1—An organization exempt from tax under seclion 501{a), any IRA, ar
a custadial account under section 403(b)(7) If the account satisfies the

raquirements of saction 401((){2)

2—The Unlted States or any of its agencies or instrumentatities

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

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

or instrurnantalities
§—A corporation

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

possession

7-A futures commission marchant registered with the Commodity

Futures Trading Commission
8—A real estate investment trust

9—~An entity registerad at ail times during the tax year under the

Investment Company Act of 1940

10--A common trust tund operated by a bank under section 584(a}

11~—A financial institution

12—A middleman known in the invastment community as a nominea or

custodian

13A trust exempt from tax under section 664 or described in section

4947
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The following chart shows types of payments thal may be sxempt
from backup withholding. The chan applies to {he exempt payees listed
abovs, 1 through 13.

THEN the payment Is exempt
for...

IF the paymentisfor.. .

Intarest and dividend payments All exernpt payees except
tar7

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

Barter exchange transactions and
patronage dividends

Exernpt payees 1 through 4

Payments over $600 required to be | Generally, exempt payees
reported and direct sales over 1 through §°
$5,000'

Payments mada in selllement of
payment card or third party network
transactions

Exempt payees 1 through 4

! See Form 1098-MISC, Miscellaneaus Incame, and its instructions.

2 Howevsr, the following payments mads 1o a corporation and
reportable on Form 1099-MISC are not exempt from backup
withholding: medical and health care paymants, attomeys’ fees, gross
proceeds pald to an attorney reporiable under section 8045(f), and
payments for services paid by a federal executive agancy.

Exemption from FATCA reporting code. The following codes identify
payees that are exermp! from raponting under FATCA, These codes
apply to parsons submitting this form for accounts malntained outside
of the Unlted States by certain foreign financial institutions. Therelore, il
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 indicale that a cods is
not required by providing you with a Form W-8 with “Not Applicable” (or
any simlfar indication) written or printed on the fine for a FATCA
axemption code.

A—An organization exempt from tax under section 501(a) or any
individual retiremment plan as delined in section 7701(a}{37)

B—The Unlted States or any of its agancies or instrumentalities

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

DA corporation the stock of which is regularly traded on one or
more established securitics markets, as described in Regulations
section 1.1472-1{c)(H) 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)()

F ~A dealer in securilies, commodities, or derivalive financial
instruments (ncluding notional principal contracts, futures, forwards,
and options) that is registered as such under the laws of the United
States or any state

G—Areal estate investment trust

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

|—A cammon trust fund as defined In section 584{a)

J—A bank as delined in section 581

KA broker

L~A trust exempl from tax under seclion 664 or describad in section

4947()(1)

M-A lax uefnpt trust under a section 463(b) plaﬁ c;r section 457{g)
plan

Note: You may wish to consull with the financial institution requesting
this forr to dsterming whether tha FATCA code and/or exempt payee
code should be completed.

Line 5

Enter your address (number, streel, and apartment or sulte number).
This is where the requesier of this Form W-8 will mail your information
retums. It this address differs from the one the requester already has on
file, write NEW at the top. if a new address is provided, there Isstfif a
chance the old address will be used until the payor changes your
address in their records.

Line 6
Enter your cily, state, and ZIP code.

Part I. Taxpayer ldentification Number (TIN)

Enter your TiN in the appropriate box. If you are a resident alien and
you do nol have and are not eligible to get an SSN, your TIN is your IRS
individual laxpayer Identification number (ITIN}. Enter it in the social
security number box. i you do nol have an {TIN, see How fo geta TIN
balow.

If you are a sole proprietor and you have an EIN, you may enter either
your SSN or EIN.

If you ere a single-member LLC that is disregarded as an entily
separate from ils ownar, enter the owner's SSN {or EIN, if the owner has
onae). Do not enter the disregarded entity’s EIN, If the LLC Is classified as
a corporation or partnership, enter the enlity’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, gel Form S5-5, Application for a Social Security
Card, from your local SSA office or gét this form online at
www.SSA.gov. You may also get this tanm by calling 1-800-772-1213.
Use Form W-7, Application {or IRS Individual Taxpayer identlfication
Number, to apply for an ITIN, or Form §8-4, Application for Employer
Identification Numbar, to apply for an EIN. You can apply for an EIN
online by accassing the IRS websHe al www.irs.gov/Businessas and
clicking on Employer |dentification Number {EIN) under Starting a
Business. Go to www.irs.gov/Forms to view, download, or print Form
W-7 and/or Form $S-4. Or, you can go to www.irs.gov/OrderForms (o
place an order and have Form W-7 and/or S8-4 mailed to you within 10
business days.

If you are asked to complete Form W-8 but do not have a TIN, apply
for & TIN and write "Applied For” in the space [or 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 1o 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 1hat you intend ta apply for one soon.

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

Part Il. Certification

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

For a joint account, only the person whose TIN is shown in Part |
should sign (when required). In the case of a disragarded entity, the
person identifled on fine 1 must sign. Exempt payees, see Exempl payes
code, earlier.

Signature requirements. Complate the certillcation as indicated in
iterns 1 through S below.
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1. Interast, dividend, and barter exchange accounts opened
before 1984 and broker accounts considered active during 1883,
You must give your correct TIN, but you do not have to sign the
ceriffication, N

2. Interest, dividend, broker, and barter exchange accounts
opened after 1983 and broker ts idered Iinactive during
1983. You must sign the certification or backup withholding wili apply. If
you are subject to backup withholding and you are merely providing
your correct TIN to the requester, you must cross oul itern 2 in the
ceriification before signing the form. .

3. Real estate transactions. You must sign the certification. You may
cross oul ilem 2 of the centification.

4. Other payments. You must give your comec! TN, bul you do not
have to sign the certitication unless you have been notifled that you
have previousiy given an incotrect TIN, “Other payments” include
payments made in the course of tha requester's lrade or business for
rents, royallies, goods (other than bills for merchandise), madical and
heaith carg services (including payments to corporations), payments to
a nonemployee for services, paymanis made in seltlement of payment
card and third parly network transactions, payments {o certain fishing

For this type of account;
14, Account with the Depariment of
Agrculture in the nama of a public
entity (such as a state or locat
governmaent, schaol district, or
prison) that recaivas agricultural
program payrmaonts

Give name and EIN of:
The pubfic entity

15. Grantor liust fling under the Form The trust
1041 Filing Mothod or thie Optionat
Form 1088 Flling Method 2 (soe

Regulalions seclion 1,671-4b)2){B)

boal crew members and fishermen, and gross proceeds paid to
attorneys (including paymaents to carporations).

5. Mortgage Interest paid by yau, acquisiti

or aband 1t of

secured property, cancellation of debt, qualified tultion program
paymanis {under section 529), ABLE accounts {under section 529A),
JHA, Coverdell ESA, Archer MSA or HSA contributions or
distributions, and pension distributions, You must give your correct
TIN, but you do nol have to sign the certification.

What Name and Number To Give the Requester

For this type of account:

Glve name and SSN of:

1. individual

2. Two or mara individuals (foint
account) alher than an account
maintained by an FFi

3. Two or more U.S, persons
(oint account maimtalned by an FF))

4, Custodial account of a minor
(Uniform Gift {o Minors Act)

5. a. The usual revocabie savings trust
{granior is also lrustee)
b. So-called trus! account that Is not
a lagal or vaild trus! under state faw

6, Sole proprielorship or disregarded
entily ownad by an individual

7. Grantor trust filing under Optional
Forr 1039 Filing Method 1 (see
Reguiations section 1.671-4{b}(2}{)
(Al

The Individuat

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

the account'
Each holder of the account

The minor®

The grantor-lrustae’
The actuat owner'
The ownor”

The grantor

For this type of account:

Give name and EIN ol:

8. Disregarded enlity not owned by an
individual

8. A valid trusl, estate, or pension trust
10. Corporation or LLG electing

corporale glatus on Form 8832 or
Form 2553

11. Assoclation, club, religious,
charltable, aducational, or olher tax-
axempt organization

2. Parihership or multi-membor LLC
13, A broker ot reglsicred nominee

The owner

Legal entity”
The corporation

The organization

The partnership
The broker or nominee

! List first and clrcls 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 fumished.

2 Circle the minor's name and {urnish the minor's SSN.

 You must show your individual narne and you may also enter your
business or DBA name on the "Business name/disregarded entity”
name fine. You may use either your SSN or EIN {if you have one), but the
IRS encourages you ‘o use your SSN.

* List first and clrcle the name of the trust, estate, or pension trust. (Do
not furnish the TIN of the personal representative or trustee unless the
iggal entily itself is not designated in the account litia.} Also see Special
rules for parinerships, earlier.

*Note: The grantor also must provide a Form W-8 1o trustee of trust.

Nate: If no name |s circled when more than one name Is listed, the
number will be considered to ba 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 identilying information, without your
permiasion, to cummil fraud or other crimes. An identity thief may ugse
your SSN to get a job or may file a lax return using your SSN to recaive
arefund. .

To reduce your risk:
* Prolect your SSN,
* Ensure your employer Is protecling your SSN, and
« Be carsful when choosing a tax preparer.

If your tax recards are affected by identity theft and you receive a
notice from the IRS, respond right away 1o the name and phone number
printed on the IRS notice or letler.

I your tax records are not currently affected by Identity theft bul you
think you ara al risk due ta a los! or stolen purse or wallet, questionable
credil card activily or cradit report, contact the IRS Identity The Hotline
al 1-800-808-4490 or submit Form 14039,

For more informalion, see Pub. 5027, Identity Thelt Information for
Taxpayers.

Victims of identily theft who are experiencing economic herm or a
systernic problem, or are seeking help In resalving lax problems that
have not been resolvad through normal channels, may be eligible for
Taxpayer Advocate Service (TAS) assistance. You can reach TAS by
calling the TAS toll-Iree case intake line at 1-877-777-4778 or TTY/TDD
1-800-829-4058. ’

Protect yaurself from suspicious emails or phishing schemes,
Phishing Is the creation and use of email and websites designed to
mimic lagitirnate business emails and websites. The maost common act
is sending an emai! to a user falsely claiming to be an established
legilimate entarprise in an attempt to scam the user into surrendering
private Information that will be used for identily theft.
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The IRS does ot initiate contacts with taxpayers via emails. Also, the
IRS does not request personal detailed informalion through emall or ask
taxpayers for the PIN numbers, passwords, or similar secrat access
information for their credit card, bank, or other financial accounts.

I{ you receive an unsolicited email claiming to be from the IRS,
forwerd this message to phishing@irs.gov. You may slso report misuse
of the IRS name, logo, or other IRS propsrty 1o the Treasury Inspeclor
General for Tax Administration (TIGTA) at 1-800-366-4484, You can
forward suspicious emails to the Federal Trade Commission at
spam@uce.gov or report them at www.flc.govicomplaint. You can

contact the FTC at www.fic. gov/idthest or 877 -{DTHEFT {877-438-4338),

i you have beaen the victim of identity thett, sas www./dentily Theft.gov
and Pub. 5027.

Visit www.irs.gov/identity Theft to leatn mors about identity thett and
how to reduce your risk.

Privacy Act Notice
Section 6109 of the internal Revenue Code requires you to provide your

- correct TIN ta persons {including federal agencies) who are required to

file information ratums with the (RS to report interest, dividends, or
certain other income pald to you; mongage interest you paid; the
acquisition or abandonment of secured property; the cancellation of
debf; or contributions you made to an IRA, Archer MSA, or HSA, The
person collecling this form uses the information on the form lo file
information retums with the IRS, reporting the above Information.
Routine uses of this information Include giving it to the Depariment of
Justice for clvil and criminal litigation and 1o cilles, stales, the District of
Columbia, and U.S. commonwealths and possessions for use in
adminlstering their laws. The information also may ba disclosed to other -
countries under a treaty, to federal and state agencies o enforce civil
and criminal laws, of to federal law enforcement and mtslligence
agencies to combal \erorism. You must provide your TIN whether or
not you are required to flie a tax return. Under gection 3406, payers
must generally withhold a percentage of taxable interest, dividend, and
cortain othar payments to a payee who does not give a TiN 1o the payer,
Cartain penailies may aiso apply for providing false or fraudulent
information,



VENDOR INFORMATION FORM

Please fill in:

Business Name

IRS Reporting Name

Business Address

City. State_ Zip_.

Telephone ( ) Extension

Toll Free Number 800

Vendor Fax Number

Vendor Email Address

Ordering Address

City State Zip
Telephone ( ) Extension
Remit Address

City State Zip
Telephone ( ) Extension

Contact Person: (Ordering)

Remit

PLEASE INCLUDE THE ABOVE INFORMATION
WHEN SUBMITTING YOUR BID OR PROPOSAL

An Equal Opportunily Employer



NOTE: Seclions 181.23 ond 185.04 of The Codified Qrdinances of Cleveland, Ohio 1976 require thol this affidovit, properly executed
and conlgining all requlred information, accompany your bid. IF YOU FAIL TO COMPLY, YOUR BID WILL NOT BE

CONSIDERED.

STATE OF

COUNTY OF

Indlvidual only:

Partnership only:

Corporation oniy:

Individual only:

Partnership only:

C OF C 84-50-A

} s AFFIDAVIT
being first
duly sworn deposes and soys:
That he/she is an individual doing business under the name
of .in
the Cily of . State of

That he/she is the duly outhorized representative of a partnership doing business under
the name of )

the Cily of

,in

. State of
That he/she is the duly authorized, qualified and acting

of

a corporation organized and existing under ihe laws of the State of e
and that soid individud, said partnership or said corporation, is filing herewith a bid {o the City
of Clevelond in conformity with the foregoing specifications;

Affiant further says that the fallowing is ¢ complele and accurale list of the names and
addresses of all persons interested in said proposed contract:

Affiant further says that he/she is represented by the following attorneys:

and is also represented by the following resident agents in the City of Cleveland:

Affiont further says thot the following is a complete and accurate list of nomes and addresses
of the members of said partnership:

i

Affiant further says that said partnership is represented by the following attorneys:

ond is also represented by the following resident agents in the City of Cleveland:

ITEM 4

{OVER)



Corporation only: Affiant further says thot the following is @ complete and accurate fist of the officers, direciors

and aftorneys of said corporation:

President ! ' Directors:
Vice President

Secretary

Treasurer

Clevelond Manager or Agent

Attorneys

And that the following officers are duly authorized to execute contracts on behalf of said
corporation:

Afflant further says that the bid filed herewith Is not made in the interest of or on behalf of any undisclosed
person, partnership, company, association, organizalion or corporation; that such bid s genuine and not colliusive or
sham; that said bidder has not, directly orindirectly, induced or solicited any other bidder to putin a false or sham bid,
and has not, directly or indirectly, colluded, conspired, connived or agreed with any bidder or anyone else fo putina
sham bid, or that anyone shall refrain from bidding; that said bidder has not in any manner, directly or indirectly,
sought by agreement, communication or conference with anyone to fix the bid price of said bidder or any other
bidder, or to fix any overhead, profit,-or cost element of such bid price or that of any other bidder, or 1o secure any
advantage agoinst the Clly of Cleveland or anyone interested in the proposed contrach; that all statements
conlained in such bid are true; that said bidder has not, directly or indirectly, submitted his bid price or any breck-
down thereof or the contenfs thereof, or divulged information or data relative thereto, or paid or agreed to pay,
direclly orindirectly. any money. or other valuable consideration for assistance or aid rendered or 1o be rendered in
procuring or attempting to procure the contract above referred to, to any corporation, parership, company,
association, organization, or to any member or agent thereof, or ta any other individual, except to such person or
persons as hereinabove disclosed to have a porinership or other financial interest with said bidder in his general
business; and further that said bidder will not pay or agree 1o pay, directly or indirectly, any money orother valuable

consideration to any corporation, parinership, company, association, organization or to any mernber or agent thereof,
ar to any other individual, for ald

or assistance in securing contfract above referred to in the event the same is awarded o

{name of individual, partnership or corporation)

Further affiant said not.

{Sign Here)

Sworn to before me and subscribed in my presence this . day of

20

Notary Public



CITY OF CLEVELAND

BID BOND

KNOW ALL MEN BY THESE PRESENTS, That we

as Principal, and

a corporation duly authorized to do business in Ohio, as Surety, are held and firmly bound unto

THE CITY OF CLEVELAND

as Obligee, in the penal sum of

Dollars, lawful money of the United States of America, for the payment of which, well and truly to
be made, we bind ourselves, our heirs, executors, administrators, successors and assigns, jointly
and severally, firmly by these presents.

SIGNED, sealed and dated this day of y 20

WHEREAS, the said principal is herewith submitting bid for

Now, THEREFORE, the condition of the above obligation is such that if the said principal
shall execute a contract and give bond for the faithful performance within ten (10) working days
after being notified in writing of the award of such contract to the principal, or if the principal or
surety shall pay the obligee the sum, not exceeding the penalty hereof, by which the amount of
the contract, covering the said proposal, properly and lawfully executed by and between the
obligee and some third party, may exceed the amount bid by principal, then this obligation shall
be void; otherwise it shall remain in full force and effect.

PRINCIPAL

BY:

TITLE By
Attorney in Fact




CITY OF CLEVELAND

BID FORM

0 STANDARD CONTRACT BID
Xl REQUIREMENT CONTRACT BID

TO: The Commissioner of Purchases and Supplies:

BID FOR: Various Bulk Copy Paper and Envelopes

FOR: The Department of: Finance

The Undersigned proposes to furnish the above articles, commodities, materials, supplies, equipment or services
(“items”), and to accept as full compensation therefor the price per unit muitiplied by the number of units of such items
purchased hereunder, (which units and prices therefor are set forth in the Schedule of Items hereto attached and made part of
this bid) and subject to any discount set forth in this bid.

The Undersigned further proposes to execute the Contract Agreement and to furnish satisfactory performance bond
within ten (10) working days, excluding Saturdays, Sundays and holidays, after notice of award of contract has been received.

The Undersigned further cettifies that he (as the individual, firm or corporation making this bid) is not in arrears or
default to the City of Cleveland upon any debt or contract, nor is a defaulter as surety or otherwise upon any obligation to said
City, nor has failed to perform faithfully any previous contract with said City and that there is no suit or claim pending as to any
such arrears or default.

The Undersigned deposits with the bid a Bid Bond to the City of Cleveland signed by a surety company authorized to
do business in Chio, in the sum of $

or a cashier's check or certified check on a solvent bank in the sum of §
payable to the City of Cleveland, as security that if he be awarded the contract, he will enter into a written contract and secure
the performance of the same by a bond as required of an approved surety company authorized to do business in Ohio and
satisfactory to the Director of Law, in the sum equal to the percentage of the total price bid set forth in Part B — General
Conditions and in conformity with the provisions of The Codified Ordinances of Cleveland, Ohio 19786.

The Undersigned further agrees that if the bid is accepted and contract awarded and he shall fail to execute said
contract and furnish the satisfactory bond, as required, within the time above specified, then the City may, at its option, declare
the contract abandoned and this bid null and void. Thereupon the penal sum of the Bid Bond shall become due to the City, or
the certified or cashier's check shall be forfeited to and become the property of the City as liquidated damages. Otherwise, the
Bid Bond or the certified or cashier's check, or the amount of such check shall be returned to the Undersigned.

THE UNDERSIGNED UNDERSTANDS THAT THE CITY RESERVES THE RIGHT TO REJECT ANY OR ALL BIDS.
The firm, corporation, or individual name

MUST BE SIGNED IN SPACE INDICATED. Complete: CORPORATION OR FIRM
ERASURES MAY INVALIDATE THIS BID.

Sign Here By
If the bidder is a firm or corporation, the title
of the officer signing and the State in which
Incorporated must be indicated. TITLE OF OFFICER

BUSINESS ADDRESS OF BIDDER

STATE OF INCORPORATION

ITEM 7



BID — SCHEDULE OF ITEMS

City of Cleveland
Division of Purchases And Supplies
128 City Hall
Cleveland, Ohio 44114

BID PAGE _1 OF __3
BIDDER MUST

COMPLETE & SIGN BELOW

TITLEOF BID Various bulk multi-purpose bond paper and envelopes

NAME OF FIRM

STREET ADDRESS

ORDINANCE NO. PASSED SIGNED
1137-2023 October 9, 2023 October 11, 2023

cIry STATE 2P CODE

DEPARTMENT OF Finance DIvIsIoN  Printing & Reproduction

AUTHORIZED SIGNATURE

CITY RECORD ADVERTISEMENT DATES — STANDARD CONTRACT BID
x__REQUIREMENT CONTRACT

BUYER BID OPENING 12:00 O'CLOCK NOON
OFFICIAL TIME

DATE

DESCRIPTION QTy.

UNIT PRICE EXTENSION

SIGN, DATE, AND COMPLETE THIS PAGE;
SEE SUBSEQUENT SCHEDULE OF ITEMS PAGES FOR
ADDITIONAL BIDDING INFORMATION

"ALL ITEMS ARE APPROXIMATE QUANTITIES

The contract(s) if any shall be for one year, with two one-year
options to renew, exercisable by the Director of Finance

ALL OF THIS BOUND INFORMATION MUST BE KEPT INTACT AND,
TOGETHER WITH ANY ADDENDA ISSUED, MUST BE RETURNED WITH
THE BID. OTHERWISE, THE BID MAY BE CONSIDERED INFORMAL.

DELIVERY PAYMENT DISCOUNT
(Days)

% Days

FOR PURCHASING USE ONLY




SCHEDULE OF ITEMS

BID PAGE _2 OF _3
City of Cleveland
.. y . BIDDER MUST
Division of Purchases And Supplies
128 City Hall
Cleveland, Ohio 44114 COMPLETE & SIGN BELOW
TITLE OF BID:  Various bulk multi-purpose bond paper and NAME OF FIRM
envelopes
STREET ADDRESS
crry STATE
ZIP CODE
DEPARTMENT: FINANCE DIVISION: Printing & Reproduction AUTHORIZED SIGNATURE
DATE
BUYER : BID DUE BY

Mo | Uncoated Offset, Bond, & Laser Bond
1 Multi-Purpose bond - 8 ¥ x11 White 20#
Minimum 92 brightness cgftggs
5,000 per carton/ 40 cartons per pallet
2 Multi-Purpose bond- 8 ¥4 x 14 White 20#
Minimum 92 brightness C:’r?gns
5,000 per carton/ 30 cartons per pallet
3 Multi-Purpose bond - 11x 17 White 204
Minimum 92 brightness 400
cartons
2,500 per carton/ 40 cartons per pallet
4 Multi-Purpose bond - 8 ¥ x11 White 24#
Minimum 98 brightness C;rffns
5,000 per carton/ 40 cartons per pallet
5 Multi-Purpose bond - 8 % x11 White 20#
19-Hole GBC Punched cas;?fns
2,500 per carton/ 80 cartons per pallet




SCHEDULE OF ITEMS

BIDPAGE 3 OF 3 _
City of Cleveland BIDDER MUST
Division of Purchases And Supplies
128 City Hall
Cleveland, Ohio 44114 COMPLETE & SIGN BELOW
TITLEOF BID:  Various bulk multi-purpose bond paper and NAME OF FIRM
envelopes
STREET ADDRESS
cITY STATE
ZIP CODE
DEPARTMENT: FINANCE DIVISION: Printing & Reproduction AUTHORIZED SIGNATURE
DATE
BUYER BID DUE BY
ltem
6 8.5 x 11 GBC coil binding pre-punched paper — 4:1 20# 80
5,000 per carton/40 cartons per pallet cartons
7 Multi-Purpose bond various colors 20# 8.5 x 11 120
5,000 per carton/ 40 cartons per pallet cartons
8 Multi-Purpose bond various colors 24# 11 x 17 400
2,500 per carton/ 40 cartons per pallet cartons
9 11 x17 laser perf.24# white 37, 3-2/3”, & 4” 120
2,500 per carton/ 4o cartons per pallet cartons
10 #10 regular white wove envelopes 24# (must be 360
side seamed envelopes) 500 per box and 2,500 cartons
per carton
1 #10 white wove window envelopes 24# (must be 480
side seamed envelopes) cartons
12 Miscellaneous bond paper, envelopes, and printed %
materials not listed on contract. Please list discount
percentage of discount that will be given
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B-5

GENERAL CONDITIONS

CONSIDERATION OF BIDS.

All bids received in conformity with the Invitation to Bid shall be endorsed with the
contract or advertisement name or number and name and address of the bidder.
All bids, immediately after being read, shall be tabulated and summarized and
shall become public record in the office of the Commissioner of Purchases and

_ Supplies.

UNACCEPTABLE B{DS.

No bid will be accepted from, nor a contract awarded to, any person, firm or
corporation that is in arrears or is in default to the City upon any debt or contract,
or is a defaulter as surety or otherwise upon any obligation to the City, or has
failed to perform faithfully on any previous contract with the City of Cleveland.

REJECTION OR ACCEPTANCE OF BIDS,

The City through the Board of Control shall have the right to reject any or all bids,
parts of such bid, and reserves the right to waive any informalities in the bid.

In addition to bid price and'discount, the City reserves the right to consider all
elements entering into the qiestion of determining the responsibility of the
bidder. Any bid which is incomplete, conditional, obscure, contains additions not
called for, or irregularities of any kind, may be cause for rejection of the bid.

EVIDENCE OF ABILITY TO FULFILL CONTRACT. o
Bidders must present evidence to the Commissioner of Purchases and Supplies,
when required by him to do so, to show they are fully competent and have the
necessary source of supply, facilities and pecuniary resources to fuffill the
conditions of the contract and specifications.

WITHDRAWAL OF BID.

No bid may be withdrawn after it has been deposited with the Commissioner of
Purchases and Supplies.

TIME OF AWARD. ,

The Board of Control of the City of Cleveland shall make an award or reject all
bids not later than the second regular meeting of said Board following the
opening of bids, unless further time is required to analyze bids, to investigate
responsibility of any bidder, or in the absence of a time limitation for acceplance
set forth in the bid.

Any extension of time beyond the date fixed by the successful bidder or the
fourth regular meeting of the Board of Control, whichever event shall occur first,
shall be subject to agreement between said bidder and the Board.

AWARD CONTRACT.

No contract shall be awarded without the approval of the Board of Contral, and
then only to the lowest and best bidder.

10f10
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PERFORMANCE BOND.

A. Contracts for the purchase of articles, supplies, commodities, materials,
equipment or services shall be secured by a bond in the form and content
prescribed by and acceptable to the Director of Law, with good and sufficient
sureties and in an amount equal to at least twenty-five percent (25%) of the
contract price on materials supplied and at least fifty percent (50%) of the
contract price on services supplied. A check is not acceptable in place of a
performance bond. A performance bond is not required for standard purchase
and requirements contracts awarded in the amount of $500,000.00 or less,
except that standard purchase and requirements contracts that are labor and
materials contracts including, but not limited to painting, carpentry, plumbing,
electrical, masonry, landscaping, snow plowing, fencing and trucking over $100
000 but not more than $250,000 shall require a bond of at least twenty-five
percent of the contract price, and over $250,000 but not more than $500,000
shall require a bond of at least fifty percent of the contract price. The above
policy notwithstanding, the City of Cleveland reserves the right to require a
performance bond in various amounts or to modify the performance bond
requirement whenever it is determined to be in the best interest of the City of
Cleveland to do so.

v

B. No performance bond is required for any contract awarded pursuant to this
Invitation to Bid in an amount of $500,000.00 or less. Any contract over
$500,000.00 will require a Performance Bond for 25% of the contract amount.

RELEASE OF BOND.
Whenever a performance bond is required, the performance bond will not be
released until all the provisions of the contract have been fulfilled.

CANCELLATION OF CONTRACT.

The City shall have the right to cancel this contract on five (5) days written notice
if, in the opinion the Commissioner of Purchases and Supplies, the delivery of
materials, supplies or equipment or the performance of work or services are not
in accordance with contract specifications and the contractor fails to cure such
deficiencies or comply with the contract specifications within ten (10) days after
receipt of notice of default from the City, except where fulfillment of its obligation
requires activity over a period of time and it has, within ten (10) days of the
default notice commenced such activity. Additionally, the City shall have the right
to cancel this contract, without cause, upon fifteen (15) days written notice upon
the determination of the Board of Control of the City, expressed through its
resolution, to do so.

SUBCONTRACTING OR ASSIGNMENT OF CONTRACT.

a. The contractor shall not subcontract, sublet, assign, transfer, convey or
otherwise dispose of the contract, its duties, rights, title or interest in it or in any
part thereof, or assign, by power of attorney or otherwise, any of the monies due
or to become due under the contract, except, in each instance, with the prior
written authorization of the Board of Control of the City, expressed through its
resolution, and then only upon such terms and conditions as may be agreed to
by said Board. No such subcontracting, subletting, assignment, transfer,
conveyance or other disposal of the contract shall be valid until filed in the office
of the Commissioner of Accounts.

Page 2 of 10
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b. Prior written Board of Control consent is required for a City contractor to add a
subcontractor, or to substitule one subcontractor for another subcontractor,
under a Clty contract.

¢. The City assumes no obligation to pay, and will not pay, a contractor for any
work and or services performed by a sub-contractor on the contract pnor fo
Board of Control approval of that sub-contractor.

d. The Director will not grant any City contractor additional time to meet project
deadlines, and will not authorize or pay additional compensation or delay
damages of any kind arising from the contractor's inabliity to add or substitute a
subcontractor because the contractor failed to submit the approval request and
supporting documentation at least 3 (three) weeks in advance of the date the
additional or substitute sub-contracior is needed,

e. The Office of Equal Opportunity shall evaluate each subconiractor addition
and substitution for increased CSB, MBE, or FBE participation even if the original
contract had no certified sub-contractor participation.

f. The City's Sub-contractor Addition and Substitution Policy and Procedure is
hereby incorporated by reference in its entirety. The complete document is
available online at the City of Cleveland website: hitp://www.cily.cleveland.oh us.

DELAY FOR CAUSES BEYOND CONTROL.,

If the contractor is delayed in complying with the terms of the contract by strikes,
lockouts, fire, unusua! delay: by common carriers, unavoidable casualties, or any
cause beyond the contractor's control including orders, limitations or restrictions
of any Governmental agency having jurisdiction over the subject matter of the
contract, or by delay authorized by the City, or for any cause by which the
director shall decide to justify the delay; then for all such delays and
suspensions, the contractor shall be allowed one calendar day extension beyond
the time fixed for compliance with the terms of the contract for each and every
calendar day of such delay so caused in the completion of the work, the same to
be ascertained by the director.

PATENTS.

The Contractor shall be required to pay all royalties and license fees and shall
hold and save the City and its officers, agents, servants and employees harmless
from liability of any nature or kind, including cost and expenses, for or on account
of any patented or unpatented invention, process, article, or appliance
manufactured or used in the performance of the contract, including its use by the
City of Cleveland unless otherwise specifically sfipulated in the contract
documents. In this respect the contractor shall defend all suits or claims for
infringement of any patent or license rights.

DELIVERY.

The vendor shall adhere to all stipulated delivery terms (e.g., material / service
delivery upon a pre-set schedule, upon orders being placed, etc.). All service
performance / materfal deliveries should be made only if the Clty of Cleveland
has issued a valid, open Pyrchase Order (PO) with a sufficient free balance to
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8-16

B-17

cover the full costs of the service being performed or materials being delivered.
The City will not pay vendors for goods or services that are either delivered to the
City under an invalid or unauthorized PO or were ordered using an explred
contract. The City is not responsible for, and will not pay for, goods or services
delivered to the Cily that are not authorized under the PO and contract under
which a sale was purporiedly made. Therefore, the vendor must not perform
any services nor deliver any materialis without a valid, open PO that authorizes
the services / materials and that carries a sufficient free balance lo cover the
services / materials.

Upon delivery, some form of delivery documentation must be left with the City of
Cleveland Department. For service performed, some Proof of Service
documentation must be given to a City employee. For materials delivered, some
Proof of Delivery or Packing Slip must be given to a City employee. in all
instances, the delivery documentation must be signed and dated by a City
employee in order to substantiate the services provided or materials delivered
were as indicated on the documentation. City employees are charged with
performing this verification, so vendors should aliow adequale time for this review
to occur. Failure to provide some delivery documentation, which received a City
signature and date upon delivery, may result in payment delays.

LABORATORY TEST.

The City of Cleveland reserves the right to test all materials, equipment or
supplies delivered during the life of the contract, at an independent laboratory to
be designated by the Commissioner of Purchases and Supplies of the City of
Cleveland. Where the result of such test shows the malerials, equipment or
supplies are not equal to the speccﬁcahons then the expense of making such test
shall be paid by the contractor.

FAILURE TO MEET SPECIFICATIONS.

The delivery of any material, supplies or equipment or the performance of any
work or services under the contract which do not conform to contract
specifications will be rejected and the contractor notified immediately in writing of
such rejection and the reason therefore. Iif the time for perfarmance has not
expired, and the contractor wishes to remedy the deficient materials, supplies or
equipment or performance, it may notify the Commissioner of Purchases and
Supplies of its intention to cure and may within ten {10) days make a conforming
delivery of performance unless such time is extended in writing by said
Cammissioner. If said contractor fails to replace such nonconforming materials,
supplies or equipment or otherwise cure such deficient performance of work or
services, the City of Cleveland will purchase. such materials, supplies- or
equipment or obtain the performance of such wark or services of the character
required on the open market or in case of work and services, by performance by
City employees. In such event, the contractor and his surety shall be liable to the
City for any excess costs and expenses thereby incurred.

SAFEGUARDS.

Any equipment to be furnished by the terms of this bid, shall be provided with
safety controls, guards, and housing meeting the requirements of the safety
standards of the Industrial Commission and the Department of Industrial
Relations of Ohio, and the cost shall be included as part of the bid.
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B-18 STATE OR FEDERAL TAXES.

B-19

B-20

B-21

a. The City of Cleveland is exempt form all sales, exclse and transportation
taxes, excepl State of Ohio gasoline tax. The price or prices bid shall be
exclusive of all such taxes and will be so construed.

b. The contract price is subject to increase by the amount of any additional
tax imposed by the Federal Government or the State of Ohio subsequent
to the receipt of bids. Such claim for increased prices must be presented
lo the Gity within thirty (30) days after such tax becomes effeclive and
supported by evidence satisfactory o the Director of Law, )

c. . The contract price is subject to reduction by that amount by which an
applicable tax is reduced during the period of the contract,

SOCIAL SECURITIES ACT/EMPLOYEES BENEFIT PAYMENTS.

The contractor shall be and remain an independent contractor with respect to all
services performed under said contract, and agrees to and accepts full and
exclusive liability for the payment of any and all contributions or taxes for social
security, unemployment insurance, old age retirement benefils, pensions, or
annuities now or hereafter imposed under-any state or federal law, which are
measured by the terms of this contract and further agrees to obey all lawful rules
and regulations and to meet all lawful requirements which are now or hereafter
may be issued or promulgated under said respective laws by and duly authorized
state or federal officials and said contractor also.agrees to indemnify and save
harmless the City of Cleveland from an such contributions or taxes or liability
therefore.

FREIGHT ON DIRECT SHIPMENTS TO THE CITY.

The freight prices made in the bid are lo be in accordance with lawful freight or
cartage charges in existence at the time the bid is made, and contract prices
shall be increased or decreased by changes in the freight or cartage rates,
provided that claims for additional freight or cartage be presented to the City of
Cleveland within thirty (30) days after said advance in freight or cartage rates
becomes effective. Reductions in freight or cartage prices will be deducted from
the contract price.

INVOICING AND PAYMENT.

_ The Contractor shall submit invoices that appropriately reflect the work

performed. Original Invoices must be typed and legible. The City of Cleveland
does not pay from duplicates or copies. Each invoice must be mailed as specified
below: .

+ Original invoice to address as shown on Purchase' Order under "BILL TO:"

« Optional: Copy of invoice to the City of Cleveland, Division of Accounts, 601
Lakeside Avenue, Cleveland, OH 44114, clearly marked "COPY".

« Address invoice guestions first to the ordering department. The Division of
Accounts will assist if the Department is unable to resolve the question.
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The failure to deliver copies of invoices to the indicated location may lead to

_delays in payment,

Invoices submitted by the Contractor for payment must include the féllowing
information:

Contractor Name, as it appears on the Contract;
Contractor Mailing Address;
Contractor Telephone Number;
Contractor Facsimile Number;
Contract Number;
Purchase Order (PO) Number under which the work being invoiced was
authorized, ’
* Contractor Invoice Number, which must be a unique (non-recurring)
number,;
» Invoice Date, reflecting the date that the invoice ilself was issued to ;
« Timeframe that the invoice covers;
* A detailed itemization of labor and materials provided, including:
- Dale that work was performed / material delivered,
- Location for each item of service performed / material delivered,
- Line ltem Number from the Contract's Schedule of ltems (SOI) that is
being invoiced,
- Quantity of items being invoiced under each Line item,
- Unit Cost of each Line ltem,
- Extended Cost by each Line ltem.
» delivery documentalion (e.g., Proof of Service / Delivery slip, Packing Slip,
etc.) with an acknowledgement signature and date from a City of Cleveland
employee;

The City of Cleveland is nol subject to sales tax per Section 5739.01 {B)(1)
O.R.C. Therefore invoices must not charge sales tax, The City's Tax Exemption
Number is 34-6000646. Tax Exemption Cerlificates are available upon request
from the Division of Purchases and Supplies.

Any applicable discounts, as stipulated through the contract and/or PO, must be
itemnized and applied to the invoice. Any special instructions contained within the
contract must also be followed.

If any invoice is erroneous or does not include the above required information,
the City shall inform the supplier as to the reasons thereof and any corrective
actions necessary lo qualify the invaice for payment by the City. The vendor is
responsible for providing the delivery documentation at the time of delivery and for
submitting the invoice.

EQUAL OPPORTUNITY.

This contract is a contract, and contractor is a contractor within the meaning of
Chapter 187 of the Cedified Ordinances of Cleveland, Ohio 1976. During the
term, the contractor shall comply with all terms, conditions and requirements
imposed on "contraclor” in the Equal Opportunity Clause, Section 187.22(b) of
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the Codified Ordinances of Cleveland, Ohio 1976, attached hereto and made a
part hereof. A copy of such clause shall be made a part of every subcontract of
agreement entered into for goods or services and shall be binding on all persons,
firms and corporaticns with whom the contractor may deal.

PARAGRAPHS B-23 AND B-24 APPLY ONLY IF THE REQUIREMENT CONTRACT
BID BLOCK IS MARKED ON BID PAGE 1 OF BID AND ON BID FORMW.

B-23 DURATION OF CONTRACT.

B-24

B-25

The proposed contract shall be effective upon its execution and approval by the
Director of Law of the City of Cleveland and, for the purpose of accepting .
delivery, shall continue in full force and effect for the period specified in the
specifications andior the Schedule of items section of the bid, unless otherwise
indicated.

REDUCTION IN PRICES. : -
The contractor agrees that if the price to the general trade is reduced while the
contract is in effect, the City of Cleveland will receive the benefit of such
reduction immediately. However, if the contract price is below the price to the
general trade at the time the contract is awarded, the reduction provision will be
effective only when the recognized price to the general trade reaches a level
lower than the contract price or when the contractor reduces his own price to a
level lower than the contract price.

EIGHT-HOUR DAY, MINIMUM WAGE, AND NON-DISCRIMINATION,

The Contractor agrees that it shall comply with the following provisions of the
Charter of the City of Cieveland, which are, respectively, as follows:

Section 196. Except in case of extraordinary emergencies; not to exceed eight
(8) hours will constitute a day's work and not to exceed forty eight (48) hours a
week's work, far any City employee of the City of Cleveland in the classified
service thereof, and for any workmen engaged in public work carried on or aided
by the municipality whether done by contract or otherwise. The Council shall by
ordinance, provide for the enforcement of the provisions of this section.

Section 187. Every contract for public work entered into by the City of Cleveland
shall contain, and no contract shall be efnlered into unless it contains the
following stipulations:

The Contractor hereby agrees that all persons employed by him will be paid
wages which are not less than are paid by the City of Cleveland for similar or like
work; but if said City has not established a rate of wages for any particular class
of work to be performed under the terms of this contract, then said employees
shall be paid wages not less than are generally paid therefore by others
employing union fabor in said City.

The Contractor hereby further agrees that in the employment of labor, skilled or
unskilled, under the Contract there will be no discrimination exercised against
any citizen because of race, color, religion or national origin; and that any
violation hereof shall be deemed a material breach of said contract.
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B-26 LAWS, PERMITS, AND REGULATIONS

The contractor shall comply with all applicable laws of the Federal government,
State, ordinances of the City or other municipality in which the work or services
are being done and all applicable regulations and any authorized regulations,
and shall be responsible for securing at his own expense any and all licenses,
permits and certificates of inspection required by law or by the contract
documents.

SERVICES, LABOR & MATERIALS - IF THIS CONTRACT IS FOR WORK,
SERVICES, OR LABOR & MATERIALS, B-27, 28 AND B-29 APPLY

B-27 STATE INDUSTRIAL COMPENSATION FOR PURCHASE OF LABOR AND

B-28

B-29

MATERIALS. :

If this contract contains labor, whether in part or in all, the contractor shall, in all
cases during the term of this contract, subscribe to and comply with the Worker's
Compensation Laws of the :State of Ohio and pay such premiums as may be
required thereunder and to save said City harmiess from any and all liahility
arising from said act. He shall also furnish at the time of delivery of this contract
and such other times as may be requested, a copy of the official certificate or
receipt showing the payments hereinbefore referred to. A copy of the official
certificate or recelpt showing the payments hereinbefare referred to, shall be
submitted with the bid, or, if not included with the bid, shall be submitted with the
signed contract. No work shall be commenced, or payments made, until the
certificate or receipt is received by the City. The contractor shall maintain
continuous coverage throughout the contract and shall notify the City in writing
within 24 hours of receipt of notice of cancellation or reduction of coverage.

INDEMNITY

Contraclor shall indemnify, defend, and hold harmiess the City of Cleveland,
Ohio, its officers, agents, and employees from all claims, demands, liabilities,
loss, suits, causes of action, judgments, costs, and expenses, including
attorneys’ fees, arising, occurring, or allegedly arising or occurring from personal
injury, including death, property damage, including loss of use, or otherwise, to
any person or the property of any person, including third parties and employees
of any party, as a result of negligent or intentional act or omission by Contraclor
or its agents, employees, subcontractors or suppliers, in performing work or
services or furishing labor and materials under this contract.  This
indemnification right is in addition to any other indemnification or contribution
right of any indemnified party and shall survive completion of the work or services
or furnishing of labor and materials,

WARRANTY -

Contractor warrants, in addition to any other express or implied warranty required
by law or the contract, that all work and services performed under this Agreement
will be of good quality, free from faulls and defects, conformi to the contract
documents, performed in a workmanlike manner according to good usage and
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accepted praclice, resulting in @ merchantable product, and fit and suitable for
their intended purpose, and that materials supplied will be of good quality and
free from all defects, latent or patent.

B-30 OHIO CAMPAIGN FINANCE LAW

Pursuant to the Ohio Revised Code, as referenced below, the following
language is hereby made a part of this document:

“"Contractor hereby certifies that beginning on the date the contract is
awarded and extending until one year following conclusion of the
contract, all persons identified in Ohio Revised Code Sections
3517.13(1)(3) and 3517.13(J)(3), as applicable, are in compiiance with
Ohio Revised Code Sections 3517.13(1)(1) and 3517.13(J)(1)."

By submitling a signed sealed bid, those persons signing the document
are affirming their compliance with the referenced sections of the Ohio
Revised Code, herein incorporated into any contract created pursuant to
this Invitation to Bid in its entirety.

B-31 TITLE 48 C.F.R.ETC:

Certification Re: Federal Debarment, Suspension, Ineligibility or Voluntary
Exclusion: Title 48 Code of Federal Regulations, Part 9, and other regulations,
preciude the City from participating in a covered transaction, as defined in subpart
9.4, with any agency, corporation, partnership, or other legal entity that has been
debarred, suspended, proposed for debarment, declared ineligible, or voluntarily
excluded by the Federal Government from participating in transactions involving
Federal funds. By signing and submitting this document, the bidder certifies to City
that it, its principals, any subcontractors, and subcontractor principals:

1) Are not presently debarred, suspended, proposed for debarment, declared -
ineligible, or voluntarily excluded by any Federal department or agency;

2) Have not within the three-year period immediately preceding the submission date
of this document been convicted of or had a civil judgment rendered against them
personally or the company for commission of fraud or a criminal offense in
connection with obtaining, attempting to obtain, or performing a public (Federal,
State or Local) transaction or contract under a public transaction; violation of
Federal or State antitrust statutes or commission of embezzlement, theft, forgery,
bribery, falsification or destruction of records, making false statements, or receiving
stolen property,

3) Are not presently indicted for or otherwise criminally or civilly charged by a
government entity (Federal, State or local) with commission of any of the offenses
enumerated in paragraph (1)(b) of this certification; or,

4) Have not within the three-year period immediately preceding submission date of
this document had one or more public transactions (Federal, State or local)
terminated for cause or default.
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If the bidder is unable to certify to any of these statements in this certification, such
prospective participant must attach a written explanation to this bid. Failure or
inability to certify to any of these statements may be cause for rejection of the bid.

The Federal Debarrad Listing is available at hitp:/iwww. epls.qov/
By submitting a signed sealed bid, those persons signing the document
are affirming their compliance with the referenced sections of the Gode

of Federal Regulations, herein incorporated into any contract created
pursuant to this Invitation to Bid in its entirety.
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SPECIFICATIONS FOR
BULK DELIVERED COPY PAPER

MULTI PURPOSE BOND - For use on high speed copiers, laser and ink-jet printers, plain paper faxes, and
offset duplicators and presses.

WEIGHT: Sub. 20 Ibs.
GRAIN: Long.
BRIGHTNESS: minimum of 92 bright

SIZE:
8-1/2" x 11", 8-1/2" x 14" and 11" x 17". All three sizes must be made available. Paper furnished shall be
flat, precision trimmed-square on four sides, with clean smooth edges, and evenly jogged. Tolerance of +

1/32 inch allowed. Successive sheets within any package shall not differ from each other by more than
1/32 inch.

CURL:

Paper shall lie flat before and after processing through a xerographic type copier, laser or ink-jet printer, or
fax machine with either no tendency to curl or with a curl which can be overcome under reasonable
working conditions.

TESTS:

City of Cleveland, Division of Printing reserves the right to conduct such tests as may be deemed
necessary to determine the quality, uniformity and workmanship of the products offered and/or delivered
and also as to the quality and economy of the work performed by such product.

PHYSICAL SURFACE CHARACTERISTICS:
Paper shall be free from: lint, fuzz, wrinkles, waviness, folds, holes, tears, slime spots, wrapper glue,
turned-over corners, damaged edges, any scraps of foreign material and/or other defects.

FEED CHARACTERISTICS:

Paper must be relatively free of static electricity and have sufficient stiffness and tensile strength to insure
efficient feeding and transport through a xerographic type copier. Paper furnished must run consistently
trouble free through high speed copiers, laser and ink-jet printers, plain paper faxes, and offset duplicators,
and be capable of being printed on two sides without excessive curling or jamming the copier and/or other
equipment.

HEALTH AND SAFETY:

All paper shall not emit any obnoxious or irritating odors, nor release volatiles in sufficient quantities to be
harmful to human health, when heated to temperatures normal in any xerographic fusing system.
Additionally, the paper shall not cause skin irritation. Bidders must also obey the Federal Lacey Act.

GUARANTEE:

All xerographic bond furnished must be unconditionally guaranteed to provide trouble-free operation when
used on xerographic type copiers — both regular and high speed machines, laser and ink-jet printers, plain
paper faxes, and offset duplicators and presses. If requested, bidder must submit a letter from the paper
mill manufacturing the stock bid on, unconditionally guaranteeing that the stock furnished will operate
trouble free.



STOCK:
Substitution of brands shall not be permitted unless prior written permission is obtained from the City of
Cleveland, Division of Printing and Reproduction.

Bid items as full skids delivered by the truckload. Items ordered in less than truckload quantities may be
consigned as necessary to minimize shipping cost. Ship 8 % x 11 and 11 x 17 items, 40 cartons to a pallet
and 8 ¥z x 14 items, 30 cartons to a pallet.

PACKING:

All paper to be ream wrapped in a moisture resistant recyclable wrapper. Each ream package must have a
label affixed to one end indicating the brand, size, color, number of sheets, substance weight and grain.
Each ream label must also have an arrow or other appropriate marking to indicate to copier/press operator
the correct way the paper is to be loaded into the machine. This requirement can be eliminated only if the
sheet proposed will operate trouble-free on either side.

Reams to be packed in lid-type corrugated cartons - 5000 sheets/carton for 8-1/2" x 11" and 8-1/2" x 14"
and 2500 sheets per carton for 11" x 17". Each carton to have a label or be marked on one end to identify
the contents re: size, quantity, color. Corrugated cartons shall meet ICC standards for carton quality, with
no loose sealing or strapping and must be free of bulges and distortion. Cartons or pallet over-wrap must
be marked with contractor’'s name, the contract number and purchase order number.

SKIDS/PALLETS: ITEMS

All orders shipped under this contract must be delivered on skids or pallets. Skids or pallets furnished
must be sturdily constructed so that they can properly support the weight of the cartons placed thereon
without breaking. No tops required. Four way entry pallets are preferred. Pallets to be disposable and their
cost included. No additional charges will be allowed for skids or pallets.

Cartons should be carefully tier stacked to prevent damage. Skids or pallets to be shrink film wrapped or
covered with water resistant paper to protect cartons against moisture damage in event delivery is made
during inclement weather.

PUNCHING:

Round hole punching may be required. Price requested for paper with three standard round holes per
sheet, (for use in a standard 3 ring binder). Punched sheets must be free of "hole plugs" and must not
interlock. Price requested for paper with nineteen GBC holes per sheet, (for use with GBC binding
equipment). Punched sheets must be free of defects.



SUPPLEMENTAL
NOTICE TO BIDDERS

NORTHERN IRELAND FAIR EMPLOYMENT PRACTICES DISCLOSURE

INSTRUCTIONS: Under Sec. 181.36 Cleveland Codified Ordinances, the information
requested on this page must be supplied by all Contractors and any Subcontractors
having more than a fifty percent (50%) interest in the proposed contract before the City
will award a contract. Any Contractor or Subcontractor that is found {o have made a
false statement in the Disclosure shall be in default of its bid and/or contract obligations
and shall be subject to the remedies for default contained in its contract. For failure to
cure such a default, a Contractor or Subcontractor shall be automatically ineligible to bid
to supply any goods or services to the City for a period of two years.

CHECK WHICHEVER IS APPLICABLE:

A.( ) The undersigned or any controlling shareholder, *subsidiary, or parent
corporation of the undersigned is NOT ENGAGED IN ANY BUSINESS OR TRADING
FOR PROFIT IN NORTHERN IRELAND. (if paragraph A. is checked, proceed to the
signature line.)

B.( )The undersigned or any controlling sharehoider, *subsidiary, or parent
corporation IS ENGAGED IN ANY BUSINESS OR TRADING FOR PROFIT IN
NORTHERN IRELAND. (If paragraph B. is checked, please either check the stipulation
contained in paragraph C. or attach documentation that shows that the undersigned has
complied with the stipulation contained in paragraph C.

C.( )The undersigned and all enterprises identified in paragraph B. are
TAKING LAWFUL AND GOOD FAITH STEPS TO ENGAGE IN FAIR EMPLOYMENT
PRACTICES WHICH ARE RELEVANT TO THE STANDARDS EMBODIED IN THE
"MacBRIDE PRINCIPALS FOR FAIR EMPLOYMENT IN NORTHERN IRELAND." A
copy of the MacBride Princlples can be obtained from the Office of the Commissioner of
Purchases and Supplles. Inlieu of checking this paragraph, the undersigned must
attach documentation which the undersigned beliaves shows compliance with the
stipulation contained in this paragraph C.

Name of Contractor or Subconiractor

By:

Tille:

“"Cantralling shareholder” means any shareholder owning more than fifty percent
(50%) of the stock in the corporation or more than twenty-five percent (25%) of the stock
in the corporation If no other shareholder owns a larger share of stock in the corporation,



SUPPLEMENTAL
NOTICE TO BIDDERS

Subject:  Submission of NORTHERN IRELAND FAIR EMPLOYMENT PRACTICES . .
DISCLOSURE .

Each bidder and/or appropriate parties should complete the DISCLOSURE and
subrnit it with the bid, if possible. If not submitted with the bid, it must be completed and
submitted to the Commissioner of Purchases and Supplies before the City will award a
contract. If a bidder or appropriate parties fail to complete and submit it, they shall not
be eligible for a contract award.



Ch.187

MAYOR’S OFFICE OF EQUAL OPPORTUNITY
CLEVELAND AREA BUSINESS CODE

NOTICE TO BIDDERS
&
OEO SCHEDULES

City of Cleveland
Justin Bibb, Mayor

Tyson Mitchell, Director
Office of Equal Opportunity

Revision Date: May 5, 2022



EQUAL OPPORTUNITY CLAUSE
(Section 187.22(b) C.0.)

Each Contract also shall contain the following equal opportunity clause:

“During the performance of this contract, the contractor agrees as follows:

(1)

()

@)

(4)

(6)

)

The contractor shall not discriminate against any employee or applicant for employment because of
race, religion, color, sex, sexual orientation, national origin, age, disability, ethnic group or Vietnam-
era or disabled veteran status. The contractor shall take affirmative action to insure that applicants
are employed and that employees are treated during employment without regard to race, religion,
color, sex, sexual orientation, national origin, age, disability, ethnic group, or Vietnam-era or disabled
veteran status. As used in this chapter, "treated” means and includes without limitation the following:
recruited, whether by advertising or other means; compensated, whether in the form of rates of pay
or other forms of compensation; selected for training, including apprenticeship, promoted, upgraded,
demoted, downgraded, transferred, laid off and terminated. The contractor agrees to and shall post
in conspicuous places, available to employees and applicants for employment, notices to be
provided by the hiring representatives of the contractor setting forth the provisions of this
nondiscrimination clause.

The contractor will, in all solicitations or advertisements for employees placed by or on behalf of the
contractor, state that the contractor is an equal opportunity employer.

The contractor shall send to each labor union or representative of workers with which he has a
collective bargaining agreement or other contract, or understanding, a notice advising the labor union
or worker's representative of the contractor's commitments under the equal opportunity clause, and
shall post copies of the notice in conspicuous places available to employees and applicants for
employment.

ltis the policy of the City that local businesses, minority-owned businesses and female-owned
businesses shall have every practicable opportunity to participate in the performance of contracts
awarded by the City subject to the applicable provisions of the Cleveland Area Business Code.

The contractor shall permit access by the Director or his or her designated representative to any
relevant and pertinent reports and documents to verify compliance with the Cleveland Area Business
Code, and with the Regulations. All such materials provided to the Director or designee by the
contractor shall be considered confidential.

The contractor will not obstruct or hinder the Director or designee in the fulfillment of the duties and
responsibilities imposed by the Cleveland Area Business Code.

The contractor agrees that each subcontract will include this Equal Opportunity Clause, and the
contractor will notify each subcontractor, material supplier and supplier that the subcontractor must
agree to comply with and be subject to all applicable provisions of the Cleveland Area Business
Code. The contractor shall take any appropriate action with respect to any subcontractor as a
means of enforcing the provisions of the Code.”
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MAYOR'S OFFICE OF EQUAL OPPORTUNITY
PARTICIPATION INFORMATION FORM
(Requirement and Standard Contracts)

The Subcontractor Participation Goals for this contract are:

20% CSB Participation

A searchable database of all CSB Subcontractors eligible to fulfill these

subcontractor participation goals can be found en the Cityof Cleveland Office of
Equal Oppprtun_ity:_\l\!ebsitez ‘ '

http://www.citv.cleveland.oh.us/CitvofCleveland/Home/Business/Equal%ZOObD |
ortunity

Click on CSB/MBE/FBE Reqistry.
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1.

City of Cleveland
Mayor’s Office of Equal Opportunity

Cleveland Area Business Code

NOTICE TO BIDDERS

Introduction:

The Cleveland Area Business Code contained in Chapter 187 of the Codified Ordinances of Cleveland, Chio
1976 was enacted to increase the participation of minority-owned business enterprises, female-owned
business enterprises, and local small business enterprises in City of Cleveland contracting. The Code also
works to ensure that Contractors doing business with the City do not use discriminatory employment practices.
Failure to comply with the Cleveland Area Business Code or with representations made on the attached
Schedules may result in rejection of part or all of the bid, and/or cancellation of the contract.

2.

Definitions:

As used in this Notice to Bidders and the attached OEO Schedules, the following words, phrases, and terms
shall be defined as set forth below:

(@)
(b)

(c)

(d)
(e)

®

(h)

“Bidder” means a Person offering to contract with the City in response to an invitation to bid.

“Bid Discount” means the application of a percentage discount to the total amount of a bid submitted
by a Bidder for a Contract solely for the purpose of bid comparisons when evaluating the lowest
and best bid, or lowest responsible bid. The use of a Bid Discount for bid comparison does not
alter the total amount of the bid submitted by a Bidder or the Contract executed based on a bid.

“Business Enterprise” means a firm, sole proprietorship, partnership, association, corporation,
company, or other business entity of any kind including, but not limited to, a limited liability
corporation, incorporated professional association, joint venture, estate, or trust.

“City" means the City of Cleveland, Ohio.

“City of Cleveland Small Business” or “CCSB” means a CSB that has its principal office located
physically within the municipal boundaries of the City.

“Cleveland Area Small Business” or "CSB” means a Business Enterprise certified under division
(a) of Section 187.03.

“Cleveland Contracting Market” or “Contracting Market” means the geographic market area
consisting of Cuyahoga County, or the geographic market area identified in a disparity study or
otherwise as provided in Section 187.28. As of June 8, 2018, the geographic market identified in a
disparity study purposes for MBE and FBE certification and contracting benefits includes Cuyahoga
County, Geauga County, Lake County, Lorain County, Medina County, Portage County, and
Summit County, Ohio.

“Contract” means a binding agreement executed on or after the effective date of this Cleveland
Area Business Code by which the City either grants a privilege or is committed to expend or does
expend its funds or other resources, or confers a benefit having monetary value including, but not
limited to, a grant, loan, interest in real or personal property, or tax incentive in any form for or in
connection with any work, project, or public purpose.

“Contracting Department” includes any administrative department under charge of the Mayor or
any office, board, or commission treated or construed as a department of City government for any
purpose under the Charter or ordinances of the City for the benefit or program of which the City
enters into a particular Contract.
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)

(m)

(n)

(0)

(P)

“Contractor” means a separate or distinguishable Business Enterprise employing one or more
persons and participating in the performance of a Contract, including but not limited to CSBs, MBEs
and FBEs where applicable, and shall include a party in privity with a Contractor for implementation
of a Contract.

“Director” means the Director of the Office of Equal Opportunity.

“Evaluation Credit" means a predetermined number of points in the evaluation of proposals
submitted by a Bidder for a Contract to be added solely for the purpose of proposal comparison
when evaluating competing proposals. The use of Evaluation Credits does not alter the amount of
the proposal submitted by a Bidder or the Contract executed based on the proposal.

“Female” includes only a United States citizen or lawful, permanent resident who is a member of
the female gender.

"Female Business Enterprise” or "FBE" means a Business Enterprise owned, operated, and
controlled by one or more Females who have 51% ownership. The one or more Females must
have operational and managerial Control, interest in capital, and earnings commensurate with the
percentage of Female ownership. To qualify as a Female Business Enterprise, the Business
Enterprise shall be located and doing business in the Cleveland Contracting Market.

“Local Contracting Market” or “Contracting Market” means the geographic market area consisting
of Cuyahoga County, Geauga County, Lake County, Lorain County, and Medina County, Ohio;
provided, however, that with respect to growers or producers of food only, the geographic market
area also shall include: Erie County, Huron County, Richland County, Ashland County, Wayne
County, Holmes County, Stark County, Summit County, Portage County, and Tuscarawas County.

“Local Producer” means a Person that:

(1) has its principal office (headquarters) located physically in the Local Contracting Market and
whose highest executive officers and highest level managers maintain their offices and perform
their respective executive and managerial functions and duties in the Local Contracting Market;
and

(2) A. grows food or fabricates goods, whether or not finished, from organic or raw materials;

B. processes goods, materials, food or other products so as to increase their commercial
value by not less than 50%;

C. supplies goods by performing a Commercially Useful Function; or

D. provides, by its qualified full-time employees, maintenance, repair, personal, or
professional services.

“Local-Food Purchaser” means a Business Enterprise that, in implementation of its City contract,
purchases Local Food in an amount comprising not less than twenty percent (20%) of the Business
Enterprise's City Contract amount.

“Local Sustainable Business” means a Business Enterprise that;

(1) has its principal office (headquarters) located physically in the Local Contracting Market and
whose highest executive officers and highest level managers maintain their offices and perform
their respective executive and managerial functions and duties in the Local Contracting Market;
and

(2) has established sustainability goals for itself and is a member of or signatory to a nationally-
recognized sustainability program, which goals and program have been determined acceptable by
the City Chief of Sustainability or other officer designated by the Mayor.
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(s) "Minority Business Enterprise” or "MBE" means a Business Enterprise owned, operated and
controlled by one or more Minority Persons who have at least 51% ownership. The Minority
Person(s) must have operational and managerial Control, interest in capital, and earnings
commensurate with the percentage of ownership. To qualify as a Minority Business Enterprise, the
enterprise shall be located and doing business in the Cleveland Contracting Market.

(t) “*OEQ" means the Office of Equal Opportunity of the City of Cleveland.

(u) “Proposer” means any Person proposing to contract with the City in response to a request for
proposals or other similar solicitation.

(v) “Regional Cleveland Area Small Business” or “RCSB” means a CSB that has its principal office
located physically within the territorial boundaries of Cuyahoga County but outside the municipal
boundaries of the City.

{w) “Regulation” or “Regulations” means and includes the regulations implementing this Code and
promulgated by the Director of Equal Opportunity under division (b){6) of Section 123.08 of these
Codified Ordinances.

{x) “Small Business Enterprise” or “SBE" means a Business Enterprise that meets the established
economic criteria for a SBE and is owned, operated and controlled by one or more persons who
meet the economic criteria for SBE ownership established by the Director in the Regulations.

3. Required OEO Schedules:

The following documents must be completed, signed and submitted as part of the Contractor’s bid or proposal
for any City of Cleveland contract over $50,000.00. Failure to submit all OEO Schedules may result in the
rejection of a bid.

Schedule 1: PROJECT CONTACT INFORMATION FORM

Schedule 1, the PROJECT CONTACT INFORMATION FORM, provides the Office of Equal Opportunity with
the necessary contact information to conduct its monitoring responsibilities. Each Bidder or Proposer shail
complete, sign and submit Schedule 1 and include it with its bid or proposal.

Schedule 2: CERTIFIED MBE/FBE/CSB SUBCONTRACTOR PARTICIPATION COMMITMENT

Schedule 2, the CERTIFIED MBE/FBE/CSB SUBCONTRACTOR PARTICIPATION COMMITMENT,
identifies and verifies the certified MBE, FBE, and/or CSB subcontractors the Bidder or Proposer intends to
use on the project. Each Bidder or Proposer must complete Schedule 2 for each and every certified MBE,
FBE and/or CSB subcontractor that the Bidder or Proposer intends to use on the project. Bidders or Proposers
shall include the contract specification item number(s) on which the subcontractor will participate in Part 1,
the scope, or supplies/materials that the subcontractor will be responsible for will be documented on Part 2,
with the corresponding | doliar amount for the subcontract on Part 3. The total dollar amount in Part 3 should
be an actual dollar amount, and should not be a range of values or a percentage of the contract. If an MBE or
FBE plans to re-subcontract any of its work, it must indicate that on Scheduie 3. Any work re-subcontracted
to a non-certified subcontractor will reduce the Bidder or Proposer’s participation credit to the extent of the re-
subcontracting.

Schedule 3: SCHEDULE OF SUBCONTRACTOR PARTICIPATION

Schedule 3, the SCHEDULE OF SUBCONTRACTOR PARTICIPATION, documents the non-certified
subcontractors that the Bidder intends to use on the project. Schedule 3 must include the contact information
for the subcontractor, the Spec ltem and Type of Work or Materials the subcontractor is expected to provide
for the project, and the value of the subcontract. All non-certified subcontractors must be listed on Schedule
3, but certified CSB, MBE and/or FBE Subcontractors that have already been listed on a Schedule 2 do not
need to be included on Schedule 3. Schedule 3 must be signed by an authorized representative of the Bidder.
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Schedule 4: CSB/MBE/FBE UNAVAILABILITY/IMPRACTICALITY CERTIFICATION

Schedule 4, CSB/MBE/FBE UNAVAILABILITY/IMPRACTICALITY CERTIFICATION, allows the Bidder or
Proposer to document its good faith effort to achieve the CSB, MBE, and/or FBE subcontracting goals
identified for the project in the bid documents. if a Bidder or Proposer has met or exceeded the subcontracting
goals for the project, the Bidder or Proposer shall indicate this in Section A of Schedule 4. if the Bidder or
Proposer has not met the subcontracting goals for the project, the Bidder or Proposer shall indicate this in
Section A of Schedule 4, and complete Section B.

Section B of Schedule 4 allows the Bidder or Proposer fo document its efforts to solicit certified subcontractor
participation for the project, thereby meeting the good faith effort requirement of the bid. Section B also allows
the Bidder or Proposer to attach a written document explaining why subcontracting to the goals included in
the bid or proposal documents is impossible or impractical due to the nature of the work, service or product
being contracted by the bid or proposal.

Failure to submit and accurately complete OEO Schedules 1, 2, 3, and 4 may result in the rejection of all or
part of the bid or proposal. Submission of incomplete, inaccurate, or inconsistent data in the Schedules may
lead to a formal investigation, decertification of the Bidder or Proposer, decertification of the subcontractor,
and/or a rejection of all or part of the bid. The City of Cleveland reserves the right to waive any informality or
immaterial irregularity, and reserves the right to reject any or all bids.

4, Equal Employment Certification:

No Contractor shall discriminate against any employee or applicant for employment because of race,
religion, color, sex, sexual orientation, national origin, age, disability, ethnic group or Vietnam-era or
disabled veteran status. Contractors shall take affirmative action to ensure that applicants are employed
and that employees are treated during employment without regard to race, religion, color, sex, sexual
orientation, national origin, age, disability, ethnic group or Vietnam-era or disabled veteran status. As used
in this chapter, “treated” means and includes without limitation the following: recruited whether by
advertising or other means; compensated, whether in the form of rates of pay or other forms of
compensation; selected for training, including apprenticeship, promoted, upgraded, demoted, transferred,
laid off and terminated. Contractors shall post in conspicuous places available to employees and applicants
for employment, notices to be provided by the hiring representative of contractors setting forth the
provisions of this nondiscrimination clause.

Within 60 days after entering into a Contract, each Contractor shall file a written affirmative action program
containing standards and procedures ensuring that the contractor affords all qualified employees and
applicants for employment equal opportunities in the contractor’s recruitment, selection, and advancement
processes.

Each contractor’s affirmative action program shall contain the following components:

M A diagnostic component that includes quantitative analyses comparing the composition of
the Contractor's workforce to the composition of the Cleveland Contracting Market
employment pool according to the most current census data available, grouped by EEO
occupations.

(2) Each affirmative action program shall contain placement goals as follows:

(i) For each non-construction contract, placement goals equal to the availability
percentage for women or minorities where the percentage of women or minorities
employed by the contractor in a particular job group is less than would reasonably
be expected given their percentage availabilities in the corresponding Cleveland
Contracting Market employment pool. Placement goals are objective targets
reasonably attainable by applying a good-faith effort to implement all aspects of
the affirmative action program; they are not inflexible quotas. Placement goals do
not authorize or require a Contractor to grant a preference to any individual or
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adversely affect an individual's employment status for an unlawful discriminatory
reason.

(i) For each construction contract, establish placement goals for minorities and
women for each trade involved in the performance of the contract equal to the
goals established by the Director. Placement goals are objective targets
reasonably attainable by applying a good-faith effort to implement all aspects of
the affirmative action program; they are not inflexible quotas. Placement goals do
not authorize or require a contractor to grant a preference to any individual or
adversely affect an individual's employment status for an unlawful discriminatory
reason.

(3) Identification of problem areas through analysis of the contractor's employment process to
determine if it affords or incorporates, or contains impediments to, equal employment
opportunities.

(4) Action-oriented programs consisting of practical steps the contractor will implement to
address any identified problem areas or the underutilization of women or minorities in
relation to their availability in the relevant labor pool.

(5) Internal auditing and reporting systems that monitor and examine the impact the
contractor's employment decisions and compensation systems have on women and
minorities and their progress toward achieving a workforce that would be expected in the
absence of discrimination.

(6) Policies, practices, and procedures that the contractor will implement to ensure that all
qualified applicants and employees enjoy equal opportunity in recruitment, selection,
advancement, and every other term and privilege associated with employment.

(7) Any additional requirements the Administrator may require through the Regulations or on
a case-by-case review of a contractor’s proposed affirmative action program.

If, 60 days after entering into a Contract, a contractor has not filed an affirmative action program, has
deviated substantially from an approved affirmative action program, or has discriminated against any
employee or applicant for employment because of race, religion, color, sex, sexual orientation, national
origin, age, disability, ethnic group or Vietnam-era or disabled veteran status, the Office of Equal
Opportunity may take immediate enforcement action.

5. Good Faith Effort Evaluation

The Office of Equal Opportunity will evaluate OEO Schedules submitted as part of a contract bid or proposal
to determine whether or not the Bidder or Proposer has demonstrated a good faith effort to meet the MBE,
FBE, and/or CSB subcontracting goals established in the invitation to bid or request for proposal. OEO will
submit this evaluation to the contracting City Department, which may consider the results of the evaluation in
determining the lowest responsible bid submitted for the contract. The City of Cleveland may reject any bid
where OEO has determined that the Bidder has not demonstrated a good faith effort to meet the
subcontracting goals.

The City of Cleveland may award a contract to a Bidder who has not demonstrated a good faith effort to meet
the subcontracting goals where the City determines that the bid otherwise remains the lowest responsible bid
for the contract.

6. CSB Certification:

Each Bidder, Proposer or subcontractor representing itself as a Cleveland Area Small Business (CSB) in the
OEO Schedules shall be certified with the Office of Equal Opportunity as a CSB prior to the bid opening.
Certification applications must be completed online through the City’s Certification and Compliance
Monitoring System at https://cleveland.diversitycompliance.com/.
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There are two classifications of CSBs:
A City of Cleveland Small Business (CCSB) is a CSB headquartered within the City of Cleveland.

A Regional Cleveland Small Business (RCSB) is a CSB headquartered within Cuyahoga County,
but not within the City itself.

A business is eligible for certification as a Cleveland Area Small Business (CSB) if it meets the following
criteria:

(1) It is @ Small Business Enterprise;
(2) It has its principal office located physically in Cuyahoga County; and
(3) Its chief executive officer and highest level managers maintain their offices and perform

their managerial functions in Cuyahoga County.

A business qualifies as a Small Business Enterprise if it meets size requirements of the US Small Business
Administration, or separate economic criteria as established by the Director of the Office of Equal
Opportunity in the Regulations. You can find the current SBA size standards here:
http://www.sba.qov/coqtent/small-business-size-standards

7. CSB Contract Participation

In an effort to promote the participation of Cleveland-area Small Businesses (CSBs) in City contracts, each
Contracting Department of the City will use its best efforts to contract with CSB Bidders and Proposers, and
Bidders and Proposers that have committed to subcontracting with certified CSBs.

Where other, project-specific goals have not been set in the bid or proposal documents, the standard CSB
subcontractor participation goals are:

Construction Contracts: 30% CSB Subcontractor Participation
Professional Services Contracts: 10% CSB Subcontractor Participation
All Other Contracts: 20% CSB Subcontractor Participation

The Contracting Departments may, in consultation with the Director, increase or decrease these participation
goals for a particular contract. When the goals are changed, the change will be noted in the bid or proposal
documents.

8. MBE/FBE Certification:

Each Bidder, Proposer or subcontractor representing itself as a Minority Business Enterprise (MBE) or Female
Business Enterprise (FBE) in the OEO Schedules shall be certified with the Office of Equal Opportunity as an
MBE and/or FBE prior to the bid opening. Certification applications must be completed online through the
City's Certification and Compliance Monitoring System at https://cleveland.diversitycompliance.com/.

A business is eligible for certification as a Minority Business Enterprise (MBE) if:

(M The Business Enterprise is owned, operated and controlled by one or more Minority
Persons who have at least 51% ownership;

(2) The Minority Persons who own the Business Enterprise have operational and managerial
control, interest in capital, and earnings commensurate with the percentage of ownership;
and

(3) The Business Enterprise is located and doing business in the Cleveland Contracting
Market.

A business is eligible for certification as a Female Business Enterprise (FBE) if:

(1) The Business Enterprise is owned, operated and controlled by one or more Females who
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have at least 51% ownership;

(2) The Female owners have operational and managerial control, interest in capital, and
earnings commensurate with the percentage of ownership; and
(3) The Business Enterprise is located and doing business in the Cleveland Contracting
Market.
9. MBE and FBE Contract Participation

The City of Cleveland is firmly committed to assisting Minority Business Enterprises (MBEs) and Female
Business Enterprises (FBEs) through its contracting activities, and the City intends to Contract with firms
that share that commitment. Under this policy, each Contracting Department will use its best efforts to
promote the participation of MBEs and FBEs as both prime contractors and subcontractors in all City
Contracts. In turn, Bidders and Proposers shall make every effort to use MBEs and FBEs as subcontractors
where available and practical.

Some City contracts will have specific MBE and/or FBE subcontractor participation goals. These goals will
be expressly stated in the Invitation to Bid (ITB) or Request for Proposal (RFP) in each contract where
the goals are applicable.

When there are specific MBE and/or FBE goals on a City contract, those goals will be considered in lieu of an
equivalent portion of the CSB goals for the contract. Please review the bid or proposal documents for the
final MBE, FBE and/or CSB subcontracting goals for the project.

10. MBE/FBE Bid Discounts:

Contracting Departments may apply a Bid Discount of five percent (5%) for bids received from certified
MBE and FBE Bidders to remediate past or present discrimination, where the City has developed or
obtained a legally sufficient basis in evidence to demonstrate past or present discrimination. The
CSB/MBE/FBE Registry denotes which MBEs and FBEs are eligible for Bid Discounts.

11. MBE/FBE Evaluation Credits:

Contracting Departments may apply an Evaluation Credit of five percent (5%) of the total points awarded
for proposals received from MBE and FBE Proposers to remediate past or present discrimination, where
evidence of contracting disparity has been adequately demonstrated.

12. MBE/FBE Subcontracting Bid Discounts and Additional Retainage:

Contracting departments may apply a bid discount for bids received for public improvement contracts in the
amount of five percent (5%) of the portion of the total amount of the goods, labor, and materials that the
bidder represents it will subcontract to one or more MBEs and FBEs, where the City has developed or
obtained a legally sufficient basis in evidence to demonstrate past or present discrimination.

If a Contracting Department applies the MBE/FBE subcontracting Bid Discount to the bid of a Bidder that
would not have otherwise been the lowest and the Bidder is awarded the Public Improvement Contract, the
City shall retain as Additional Retainage an amount equal to the total dollar amount by which the bid was
adjusted for bid comparison in addition to the contract retainage required under Section 185.41 of the
Codified Ordinances of the City of Cleveland. Release of this retainage shall be managed under the
provisions established in Section 187.05(e) of the Codified Ordinances.

13. CSB Bid Discounts:

If a Contracting Department does not apply an MBE or FBE Bid Discount to one or more bids for the award
of a Contract, the Contracting Department may apply a Bid Discount in the following amounts for bids
received from CSB prime contractors:

A Bid Discount of five percent (5%) for bids received from CCSBs.
A Bid Discount of five percent (5%) for bids received from RCSBs, provided no bids are received from
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CCSBs.

14. CSB Evaluation Credits:

If a Contracting Department does not apply an MBE or FBE Evaluation Credit to one or more proposals for
the award of a Contract, the Contracting Department may apply Evaluation Credits as follows for proposals
received from CSB prime contractors:

(1) An Evaluation Credit of five percent (5%) of the total points awarded for proposals received from
CCSBs.

(2) An Evaluation Credit of five percent (5%) of the total points awarded for proposals received from
RCSBs, provided no proposals are received from CCSBs.

15. CSB Subcontracting Bid Discounts and Additional Retainage:

Contracting Departments may apply a Bid Discount to bids received for a Public Improvement Contract in
the amount of five percent (5%) of the portion of the total amount of labor and materials that the Bidder
represents it will subcontract to one or more CSBs. This provision does not apply, however, if a Bid
Discount has been applied for MBE or FBE subcontractor participation,

If a Contracting Department applies the CSB subcontracting Bid Discount to the bid of a Bidder that would
not have otherwise been the lowest and the Bidder is awarded the Public Improvement Contract, the City
shall retain as Additional Retainage an amount equal to the total dollar amount by which the bid was
adjusted for bid comparison in addition to the retainage required under Section 185.41 of the Codified
Ordinances. Release of this retainage shall be managed under the provisions established in Section
187.03(d) of the Codified Ordinances.

16. LPE and SUBE Certification:

A Bidder or Proposer may qualify as a Local Producer, a Local-Food Purchaser or a Local Sustainable
Business under the Local Producer, Local-Food Purchaser, and Sustainable Business Preference Code,
Chapter 187A of the Codified Ordinances of the City of Cleveland. Each Bidder or Proposer representing
itself as a Local Producer (LPE), or a Local Sustainable Business (SUBE) shall be certified with the Office
of Equal Opportunity prior to the bid opening. Certification applications must be completed online through the
City's Certification and Compliance Monitoring System at https://cleveland.diversitycompliance.com/.

17. LPE and SUBE Bid Discounts:

The Contracting Department shall apply a Bid Discount in the following amounts for bids received from LPE
and/or SUBE prime contractors:

A Bid Discount of two percent (2%) for bids received from LPEs.
A Bid Discount of two percent (2%) for bids received from SUBEs.

18. LPE and SUBE Evaluation Credits:

The Contracting Department shall apply an Evaluation Credit in the following amounts for proposals
received from LPE and/or SUBE prime contractors:

An Evaluation Credit of two percent (2%) for proposals received from LPEs.
An Evaluation Credit of two percent (2%) for proposals received from SUBEs.

19. Maximum Annual Subcontracting Program Benefit:

In an effort to encourage wide participation in the CSB, MBE and FBE subcontracting programs, the City
of Cleveland has a policy which may limit the amount of subcontracting credit that a single CSB, MBE
and/or FBE subcontractor can provide in a single year. When the CSB, MBE and/or FBE subcontractor
has reached this maximum subcontracting dollar value, its participation in future contracts will not be
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counted towards a Bidder or Proposer's CSB, MBE and/or FBE participation goals.

The Director may apply credit toward the CSB, MBE and/or FBE subcontractor participation goals upon
written request of a Bidder or Proposer attesting that no other certified CSBs, MBEs or FBES are available
to perform the work or supply the materials required for the Contract, or in an emergency, or for such other
reasons that the Director determines require use of that CSB, MBE or FBE.

Nothing prohibits a Bidder or Proposer from subcontracting to a CSB, MBE or FBE that has reached the
cap, or prohibits the CSB, MBE or FBE from performing work or supplying materials under any contract.
But that participation will not count towards the Bidder or Proposer’s subcontracting goals.

20. CSB/MBE/FBE Manufacturer and Supplier Participation:

Under the Cleveland Area Business Code, the entire amount of expenditures to certified CSB, MBE, or
FBE manufacturers will be counted towards CSB, MBE or FBE participation goals on the contract. A
manufacturer is an enterprise that produces goods from raw materials and adds value by substantially
altering them before resale.

Sixty percent (60%) of expenditures to certified CSB, MBE or FBE suppliers that are not
manufacturers will be counted towards CSB, MBE or FBE participation goals on the contract,
provided that the CSB, MBE or FBE supplier performs a commercially useful function in the supply
process. A business enterprise is a supplier performing a commercially useful function in the supply
process” when it:

(1) Assumes the actual and contractual responsibility for furnishing the supplies or materials; and

(2) Is recognized as a supplier, distributor or reseller by the manufacturer or producer of the
contracted supplies and materials; and

(3) Owns or leases a warehouse, yard, building or other facilities or uses such as means as are
customary in the industry for the purpose of maintaining an inventory of or supplying such
supplies or materials from which it supplies its customers; and

(4) Distributes, delivers, and/or services products primarily with its own staff and/or equipment.

If a CSB, MBE or FBE supplier is not a manufacturer and is not performing a commercially usefut function
in the supply process, the supplier's participation will not be counted towards the CSB, MBE or FBE
participation on the contract.

21. Joint Ventures:

Participation of CSBs, MBEs and FBEs in joint ventures is encouraged. To receive credit for CSB, MBE
and/or FBE participation in a joint venture, the joint venture must be certified by the Office of Equal
Opportunity. The CSB/MBE/FBE Joint Venture Certification Application is available from the Office of Equal
Opportunity, and applications for joint venture certification must be received by the Office of Equal Opportunity
no later than 10 days prior to the bid opening.

22, Use of General Contractors as Subcontractors for CSB/ MBE/FBE Prohibited:

Consistent with the U.S. Bureau of Census Standard Industrial Classifications, the City considers that a
"general contractor" assumes responsibility for an entire construction contract, although it may subcontract
part or all of the actual work to special trades or other contractors. The City does not consider that certification
as a "general contractor” assumes or includes certification for any other trade or work. In order to qualify as
a CSB, MBE or FBE Subcontractor, the CSB, MBE or FBE must be certified for the specific type of work
indicated on Schedule 2, the Certified MBE/FBE/CSB Subcontractor Participation Commitment.

23. Subcontractor Participation Compliance Monitoring

Once a contract is awarded through the bid or proposal process, the winning contractor is obligated to use
the certified CSB, MBE or FBE subcontractors listed on the OEO Schedules and in the same participation
amount indicated in the OEO Schedules. OEQ will monitor this subcontractor participation throughout the
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course of the contract to ensure that the listed subcontractors are performing work on the project, and that
they are being properly compensated for that work.

The City of Cleveland uses a web-based contractor certification and contract compliance monitoring system,
colloquially known as B2Gnow, to monitor compliance on City contracts. Contractors can access the system
at http://cleveland.diversitycompliance.com, or through a link on the Office of Equal Opportunity’s website at
http://city.cleveland.oh.us/oeo.

Each month during the contract, the prime contractor (or direct contract-holder with the City) will report
payments to ALL subcontractors through the B2Gnow system. This monthly reporting information includes
total payment in dollars made to the subcontractor, record of invoices satisfied, record of checks or other
payment methods used to satisfy invoices, payment dates, and any additional information required by OEO
to verify payment to subcontractors. The prime contractor will enter this payment information into the B2Gnow
system, and the subcontractors will verify this payment information in the system.

OEO offers regular training sessions in the use of the B2Gnow system. Please contact OEO at 216-664-
4152 to schedule training. Online training options are also available through the B2Gnow system.

Please note that use of the B2Gnow system requires an email account and access to a personal computer
with internet connectivity. This requirement applies to both prime contractors and subcontractors. The City
will provide for access to a computer and internet connection at Cleveland City Hall, upon appointment, for
those contractors who do not otherwise have access to the required technology.

Questions about the certification process or the OEO Schedules should be directed to the Office of Equal
Opportunity (OEOQ) at (216) 664-4152.
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City of Cleveland
Office of Equal Opportunity
Schedules Checklist

This checklist will guide you through the Office of Equal Opportunity Schedules that must be
completed and submitted as part of your bid or proposal.

Schedule 1: Project Contact Information Form
O Is all requested contact information included?
O Is the form complete and signed?

Schedule 2: Certified MBE/FBE/CSB Subcontractor Participation Commitment

O Did you specify the total dollar amounts for each subcontract?

O Did you verify that each subcontractor is certified for the type of work to be performed?
O If applicable, has the re-subcontracting section been completed?

O Is the form complete and signed by the subcontractor?

Schedule 3: Schedule of Subcontractor Participation
O Did you specify the total dollar amount of the subcontract?

Schedule 4: CSB/MBE/FBE Subcontractor Unavailability/Impracticality Certification

O Did you list all companies you have contacted? (If additional space is needed, attach a
separate sheet)

O If you are claiming that subcontracting is not available or practical on this contract, have you
provided an explanation on a separate, attached sheet?

O Is the form complete and signed?
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City of Cleveland - Office of Equal Opportunity
SCHEDULE 1: PROJECT CONTACT INFORMATION FORM

Project Name:

Bidder/Proposer Name:

Part I: Bidder Information

Contractor's Full Legal Name:

Contractor's Address: Federal Tax ID Number (EIN):
City: State and Zip:
Contractor's Principal Officer Name: Phone Number:

Contractor's Main Email Address:

Contractor's Authorized OEO Representative Name: Phone Number:

Authorized OEO Representative Email Address:

Are you Certified with the Office of Equal O O O O OJ D
Opportunity? Check all that apply: CSB MBE FBE SUBE LPE SFP
Signature: Date:

Bidder/Proposer Representative:

Title:
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City of Cleveland - Office of Equal Opportunity

SCHEDULE 2: Certified MBE/FBE/CSB Subcontractor Participation Commitment

Project Name:

Bidder/Proposer Name:

The subcontractor listed below is intended to fulfill the Minority-owned Business Enterprise (MBE), Female-owned Business Enterprise
(FBE) and/or Cleveland-Area Small Business (CSB) participation goals established for this bid. Eligible subcontractors must be certified
by the City of Cleveland Office of Equal Opportunity (OEO), both generally and for the specific type of work or supply furnished for the
contract. The appropriate NAICS code should be included for the type of work listed below, or the bidder may not receive credit for the
subcontractor's participation on the contract. NOTE: Material Suppliers (not manufacturers) will receive credit for 60% of the value
listed for its material supply subcontract amount in Part 4.

Subcontractor:

Address:

City, State, Zip:

OEO Compliance Contact:

Contact Email Address:

Contact Phone:

OEO Certification: CSB[] MBE [] FBE [

Federal Tax ID#/EIN:

Part 1: Part 2: Part 3: Part 4:
Contract NAICS Code Type of Work Performed and/or Materials Supplied Subcontract Amount
Spec ltem #
$
$.
$
TOTAL $

The Bidder may not substitute subcontractors between the submission of bids and award of the contract. After the contract is
awarded, the Bidder may not substitute or shift subcontractors without written approval of the Director of OEO.

The undersigned subcontractor is confirming that it is certified as a MBE, FBE, and/or CSB firm with the Office of Equal Opportunity, and
is certified in the appropriate category, defined by NAICS codes, to provide the goods or services listed above. Both undersigned parties
agree that, if awarded a contract, they will enter into a written agreement confirming the intentions documented above.

RE-SUBCONTRACTING

The undersigned prospective subcontractor will re-subcontract work on this contract:

O Yes If Yes, the subcontractor must complete additional Schedule 2 and/or Schedule 3 forms documenting the resubcontracting of
work to certified and/or non-certified subcontractors. Failure to do so will be considered a lack of good faith effort to meet the
MBE, FBE, and/or CSB subcontracting goals for this bid.

O No

Authorized Bidder Representative:

Signature: Date:
Authorized Subcontractor

Representative:

Signature: Date:
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City of Cleveland - Office of Equal Opportunity
SCHEDULE 3: Schedule of Subcontractor Participation

Project Name:

Bidder/Proposer Name:

List ALL PROSPECTIVE NON-CERTIFIED SUBCONTRACTORS and/or SUBCONSULTANTS expected to participate on this
contract.

Part 1: Part 2: Part 3:
Subcontractor: SPEC TYPE OF WORK OR SUBCONTRACT
ITEM # MATERIALS/SUPPLIES AMOUNT
Address: $
City, State, Zip: $
Contact Email Address: $
Contact Phone: $
Federal Tax ID#/EIN: TOTAL $
Part 1: Part 2: Part 3:
Subcontractor: SPEC TYPE OF WORK OR SUBCONTRACT
ITEM # MATERIALS/SUPPLIES AMOUNT
Address: $
City, State, Zip: $
Contact Email Address: $
Contact Phone: $
Federal Tax ID#/EIN: TOTAL $
Part 1: Part 2: Part 3:
Subcontractor: SPEC TYPE OF WORK OR SUBCONTRACT
ITEM # MATERIALS/SUPPLIES AMOUNT
Address: $
City, State, Zip: $
Contact Email Address: $
Contact Phone: $
Federal Tax ID#/EIN: TOTAL $
Part 1: Part 2: Part 3:
Subcontractor: SPEC TYPE OF WORK OR SUBCONTRACT
ITEM # MATERIALS/SUPPLIES AMOUNT
Address: $
City, State, Zip: $
Contact Email Address: $
Contact Phone: $
Federal Tax ID#/EIN: TOTAL $
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City of Cleveland - Office of Equal Opportunity

SCHEDULE 4: CSB/MBE/FBE SUBCONTRACTOR
UNAVAILABILITY/IMPRACTICALITY CERTIFICATION

Project Name:

Bidder/Proposer Name:

Note: Prime contractors are expected to make a good faith effort to utilize CSBs, MBEs and FBEs as subcontractors whenever there are
CSB, MBE and/or FBE participation goals established in the bid specifications. There may be instances, however, where Prime
Contractors will not be able to achieve the CSB, MBE and/or FBE participation goals for a particular contract. This Schedule 4 allows
Prime Contractors to demonstrate their good faith efforts in identifiying and soliciting CSBs, MBEs and FBEs to work on the contract. If
the subcontracting goals for this contract are not met, failure to complete this schedule fully and completely may impact the evaluation of

this bid or proposal.

Section A:

Please check one of the following:

[J 1. Prime Contractor has submitted Schedules 1 and 2 indicating CSB/MBE/FBE Subcontractor participation

MEETING OR EXCEEDING the goals set forth in the bid documents.

O 2. Prime contractor has submitted Schedules 1 and 2 indicating CSB/MBE/FBE Subcontractor participation that
DOES NOT MEET the goals set forth in the bid documents.

If Box 1 is checked, no further documentation is necessary. Where Box 2 is checked, the Prime Contractor must provide a

detailed explanation in Section B.

Section B:

If you checked Box 2 on Section A, you must check one of the following:

The Prime Contractor did not meet the CSB, MBE and/or FBE subcontractor participation goals for this contract because:

[J 1. The Prime Contractor has made an honest, purposeful attempt to solicit CSB, MBE and/or FBE subcontractor participation, but
was unable to find subcontractors to perform the work for the reasons noted below. Please use the unavailability letter codes

found on the following page.

CONTACTED PROPOSED WORK/SUPPLIES REASON FOR DATE OF DATE
CONTRACTOR UNAVAILABLITY CONTACT RESPONSE
RECEIVED

Rl 1 I P

[0 2. The Prime Contractor made an honest, purposeful attempt to solicit CSB, MBE and/or FBE subcontractor participation, but due
to the nature of the work, service, or product contracted, additional subcontracting with CSBs, MBEs or FBEs is either impossible or
impractical. The Prime Contractor has provided a detailed explanation of the nature of the work and the reasons that additional
subcontracting is not possible on a separate attached page.

Authorized
Representative:

Signature:

Date:
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SCHEDULE 4
CSB/MBE/FBE SUBCONTRACTOR UNAVAILABILITY/IMPRACTICALITY
CERTIFICATION

REASONS FOR CSB/MBE/FBE SUBCONTRACTOR UNAVAILABILITY

Instructions:

You may insert in Schedule 4, under the column Reasons for Unavailability, all letters identifying the
reason why each prospective subcontractor listed on Schedule 4 was unable to prepare a bid or
unavailable to participate on the City contract for which you are bidding.

Example Reasons for Unavailability

A. Subcontractor did not respond to the Bidder’s request for a quotation.

B Subcontractor responded to the Bidder's request but not as to the type of work or supplies for
which requested.

C. Subcontractor does not perform the specific work or furnish the specific supplies the Bidder
requested, as part of the type(s) of work or supplies for which OEO has certified it as a
CSB/MBE/FBE.

D. Subcontractor is unavailable because its workforce is or will be fully employed on other work
during time of contract performance.

E. Subcontractor stated it had insufficient time or information on which to prepare a bid. F.

Subcontractor’s bid price(s) were too high to be competitive (Explain in detail).
G. Other. (Explain in detail)
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Office of Equal Opportunity
Reporting Submission Schedule

e Monthly Subcontractor Payment Reports in B2Gnow
e Certified Payroll Reports in LCPtracker

All required Office of Equal Opportunity (OEO) monthly reporting shall be submitted via the B2Gnow
Contract Compliance Monitoring System (cleveland.diversitycompliance.com) and the LCPtracker Certified
Payroll Tracking System (www.LCPtracker.net — for Construction Contracts over $100,000) according to
the following schedule:

REPORTING B2Gnow Monthly B2Gnow and LCPtracker
MONTH Audit Available REPORTING DUE

JANUARY 1% Monday in the FEB. | 3" Friday in the FEBRUARY

FEBRUARY | 1 Monday in the MAR. | 3" Friday in the MARCH

MARCH 1t Monday in the APRIL | 3" Friday in the APRIL

APRIL 1% Monday in the MAY | 3" Friday in the MAY
MAY 1%t Monday in the JUNE | 3' Friday in the JUNE
JUNE 1t Monday in the JULY | 3" Friday in the JULY
JULY 1%t Monday in the AUG. | 3" Friday in the AUGUST

AUGUST 1%t Monday in the SEPT. | 3" Friday in the SEPTEMBER

SEPTEMBER | 1 Monday in the OCT. | 3" Friday in the OCTOBER

OCTOBER 1%t Monday in the NOV. | 3" Friday in the NOVEMBER

NOVEMBER | 1%t Monday in the DEC. | 3" Friday in the DECEMBER

DECEMBER | 1% Monday in the JAN. | 3" Friday in the JANUARY
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