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The following slides contain the most common documents requested by the City from you, the
vendor. Depending on the purchase/project not all of these documents are required. This guide
will assist you in knowing ahead of time what will be required.

In the best interest of both a vendor and the City, contracts should be drafted and finalized before
any service is provided regardless of the dollar amount. Contracts protect both parties as well as
outline the specific expectations and requirements for each project. As a vendor, you should never
provide a service without an approved contract.
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(] Invoice ® Bonds (Bid/Performance/Payment)

o Certification of Legal Work Status -verity)

(also required for each subcontractor)

e Proof of Liability Insurance
e St. George City Business License
e Waiver and Release upon Payment

(progress payment & final payment)

All documents MUST be fully completed. Copies of requested documents are acceptable.
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W9

Every Vendor must provide a recent copy of their W9. You can find a blank fillable W9 by clicking
HERE. The most current version has a revision date of “December 2014”

You can email a copy of your W9 to:

brett.whitelaw@sgcity.org and/or
jean.wojtyla@sgcity.org

You may also deliver it to the City’s Address:
Purchasing Division

175 E. 200 N.
St. George, UT 84770

Common Errors to Avoid:

- Box 1: Use your legal entity or personal name
- Box 3: Only check one box
- Part1: Only enter one “TIN”
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Enter your TIN n the appropriate box. Tha TIN provided must maich the nama given on o 1 o avoid | Sodal secury nurmber
backup withholding. For individuals, this is generally your social security number (SSN). However, for a
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Certification
Under penalties of perjury, 1 certify that
1. The number shown on this form is my correct taxpayer identification number {or | am waiting for a number 0 be issued to me); and
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Cortication intruction. You must cross out e 2 bovef you have been notfed by e S 1t you are urenty ublect 0 backup withoideg

bacausa you have failed ts report all Interset and dividands on your tax return. For real estate transactions, hem 2 oss not apply. For morlgage

skt o) syl b akeridoraron Aokl pronetys corcolelicr o i conhliicre e g kel irmord phaichiting i g
ly, payments other than interest and dividends, you are not required 1o sign the certfication. but you must provide your correct TIN. See the

oonareiligin page 3.

Sign ‘Signature of

lere | us.parson> Date >

General Instructions t-annm\j 1088 (home morigage interesd), 1086-E (student loan interes), 1008-T
10 the Intemal 3 K

F Inf attzcting Form W-2 (such

 Fom 1099- facquisition or abandonmant of secured property)

e relsase ) is at
1 e W0 o ures a7 211§ e



https://www.irs.gov/pub/irs-pdf/fw9.pdf?portlet=103
https://www.irs.gov/pub/irs-pdf/fw9.pdf?portlet=103
mailto:brett.whitelaw@sgcity.org
mailto:brett.whitelaw@sgcity.org
mailto:jean.wojtyla@sgcity.org
mailto:jean.wojtyla@sgcity.org
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BID Bond

This type of bond is used
when bidding on a project.
A bid bond assures the
City that the bidders have
the financial credentials
necessary for the job.
Most bid bond amounts
are set at a % of the bid
amount. If the winning
bidder declines the job or
retracts the bid, the City
can make a claim on the
bond to recoup the
difference between that
bid and the next highest
bid.

BONDS

PERFORMANCE Bond

A performance bond is used to
guarantee that the contractor
completes the project according
to the contract. If the contractor
fails to do so, the City can make
a claim on the bond.

PAYMENT Bond

A payment bond is used to
guarantee payment in
relation to the contract. |If
the contractor fails to pay
suppliers or subcontractors
a claim can be made against
the bond. Usually Payment
and Performance bonds are
issued together.

Source: Certified Insurance Services
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Certification of Legal Work Status

Required for both the contractor and each subcontractor

The Certification of Legal Work Status is
typically included in your copy of contract
documents provided to you by the City’s
Project Manager. This form contains
your E-Verify Number. The form MUST
be signed and notarized.

Because new employees may be hired
at any time, the City requests this form
be included and updated with each
payment request. The same

Certification will NOT be accepted for
each payment request.

CERTIFICATION OF LEGAL WORK STATUS
(Pavment request]

St.George

By submitting a request for payment, Contractor certifies that it has not and will not during the performance
of this contract knowingly employed, or subcontracted with any entity which employs workers in violation
of 8 USC § 1324a. Contractor has required all subcontractors at the time they were hired for this project to
sign a Certification of Legal Work Status and submitted the Certification to City prior to any work beng
performed by the subcontractors.

Contractor agrees to produce, at the City’s request, documents to verify compliance with applicable State
and Federal laws. If Contractor knowimgly employs workers or subcontractors in violation of 8 USC §
1324a, such violation shall be cause for unilateral cancellation of the contract between Contractor and City.
ition, Contractor may be suspended from participating in future projects with the City for a period of
year. In the event this contract is terminated due to 2 violation of 8 USC § 1324a by Contractor or a
subcontractor of Contractor, Contractor shall be liable for any and all costs associated with such
termination, inclnding. but not limited to, any damages incurred by the City as well as attomey fees. For
purposes of comphance, the City requires Contractor and subcentractors to use E-Venfy to venfy the
employment eligibility of all employees as allowed by law and the E-Verify procedures. Contractor and
subcontractors must maintain authorized documentation of the E-Venify.

1 certify that T have read, understand and agree to comply with the requirements herein

Contractor Name:

Company Address:

Company’s Unique E-Verfication Number:

Signature Date
Official Title
On  the day of 20_, persomally appeared before me
who being by me duly swom did say that he is the of

Company and that he/she executed the foregoing document on its behalf being authorized and empowered
to do so by the legal authority of the company and he/she did duly acknowledge to me that such was
executed for the uses and purposes state therein.

Notary Public
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Proof of Liability Insurance

Proof of Liability Insurance is required
on all Labor & Construction related
projects. Liability amounts will be
specified in each project contract.

—
ACORL CERTIFICATE OF LIABILITY INSURANCE e

THIS CERTIFICATE IS ISSUED AS A MATTER OF INFORMATION ONLY AND CONFERS NO RIGHTS UPON THE CERTIFICATE HOLDER. THIS
CERTIFICATE DOES NOT AFFIRMATIVELY OR NEGATIVELY AMEND, EXTEND OR ALTER THE COVERAGE AFFORDED BY THE POLICIES
BELOW. THIS CERTIFICATE OF INSURANCE DOES NOT CONSTITUTE A CONTRACT BETWEEN THE ISSUING INSURERIS). AUTHORIZED
AEPRESENTATIVE OR PRODUCER, AND THE CERTIFICATE HOLDER.
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Your Company
Company Address
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Yous event description

Mo later than event date

CERTIFICATE HOLDI

CANCELLATION

SHOULD ANY OF THE ABOVE DESCRIBED POLICIES BE CANCELLED BEFORE
THE EXPIAATION ODATE THERECF, NOTICE WILL BE DELIVERED IN
ACCORDANCE WITH THE POLICY PROVISIONS.

AUTHGREED REPRESENTATIVE

52}’wmxe

ACORD 25 H‘?nlﬂiﬂﬁl ©1988-2010 ACORD CORPORATION. Al rights reservad.



St. George City Business License

Any vendor conducting business within the boundaries of the City of St.
George are required to obtain a St. George City Business License.
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To access the “Forms, Applications, Licenses, and Permits” page CLICK HERE

To access the “Business License Application” CLICK HERE


https://www.sgcity.org/administration/formsandapplications
http://www.sgcity.org/pdf/administration/formsandapplications/businesslicensingforms/businesslicenseapplication.pdf
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Waiver and Release upon Payment

to be included with an invoice

There are two types of waivers which are commonly
used for construction projects.

On large projects and in situations where payments
are requested before the completion of the project a
progress (or partial) payment may be submitted.
Substantial proof that the requested amount equals
the labor and materials used on the project may be
required.

The other type is for final payment.
The Waiver and Release is typically included in your

copy of contract documents provided to you by the
City’s Project Manager.

WAIVER AND RELEASE UPON FINAL PAYMENT

Property Name:

Property Location:

Undersigned's Customer:
City of St. George
Invoice/Payment Application Number:

Payment Amount:

To the extent provided below, this document becomes effective to release and the
undersigned is considered to waive any notice of lien or right under Utah Code Ann.,
Title 38, Chapter 1, Mechanics' Liens, or any bond right under Utah Code Ann., Title 14,
Contractors' Bonds, or Section 63G-6-505 related to payment rights the undersigned
has on the above described Property once:

(1) the undersigned endorses a check in the above referenced Payment Amount
payable to the undersigned; and

(2) the check is paid by the depository institution on which it is drawn

This waiver and release applies to the final payment for the work, materials,
equipment, or combination of work, materials, and equipment furnished by the
undersigned to the Property or to the Undersigned's Customer.

The undersigned warrants that the undersigned either has already paid or will use
the money the undersigned receives from the final payment prompily to pay in full all the
undersigned's laborers, subcontractors, materialmen, and suppliers for all work,
materials, equipment, or combination of work, materials, and equipment that are the
subject of this waiver and release.

Dated this day of , 2008.

(Company Name)

By:

Its:




INVOICES

Payments will be mailed 1-2 weeks after the invoice and associated paperwork has been
approved.

All invoices submitted to the City of St. George should include the following:

Purchase Order number

Description of each line item

Quantity of each item

Unit price of each item

Shipping charges

“Ship To” location

Name of City Employee or Department who placed the order
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REMINDER: The City is Tax-Exempt. The City’s Certificate of Tax-Exemption is located
online at www.sgcity.org > Government > Purchasing and Procurement > Forms and
Resources. Or by clicking HERE



http://www.sgcity.org
https://www.sgcity.org/pdf/administration/formsandapplications/purchasingforms/tc-721gutahstatetaxexemptioncertificate.pdf

End of Slideshow

For Additional Info, Contact;

Brett Whitelaw
Purchasing Manager
S LI D E brett.whitelaw@sgcity.org
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St.George

Thank ou_for doival business with the City of t. Gevrge
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