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Request for Qualifications 
Project #02042022 

City of Forest Park 
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Requesting Department: Department of Public Works 
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July 15, 2022 

Jared Estes  
Colliers Engineering & Design, Inc 
1305 Mall of Georgia Suite 120 
Buford, GA 30519 

RE: #02042022 On-Call Real Estate Appraisal And Right Of Way Acquisition 
Consultant Services 

Dear Mr. Estes, 

Enclosed please find one (1) copy of the above referenced Contract, portions of 
which have been prepared for execution. Please review this letter carefully and 
make sure that you comply with the requirements set forth herein. 

Please sign the signature page of this Agreement. The Contractor's 
("Contractor'') signature must be sealed. If the Contractor is a corporation, then the 
signature must be witnessed by the corporate secretary. If the Contractor is not a 
corporation, then the signature must be notarized. Do not date the Contract. The 
contract will be dated when the Clerk's Office has signed and seals the 
Contract. 

Also, per the proposal, if selected for a task order, Contractor shall comply with 
all insurance and bonding requirements for the project listed above. Please be 
certain that the minimum coverage required by the Agreement is satisfied.   

The Illegal Immigration Reform and Enforcement Act of 2011 ( IIREA"} is a 
requirement that is applied to all contracts for services which are physically 
performed with a public entity. Pursuant to IIREA, the Contractor must provide 
with its Agreement the IIREA forms for all subcontractors.  

Please return the entire Agreement to this department within fifteen (15) days after 
receipt of this letter. If you have any questions, please contact Girard Geeter, 



Procurement Manager at (404) 366- 4720 or via email at 
ageeter@forestparkga.gov. You may also contact Bruce Robinson, Deputy 
Director of Public Works, at (404) 430-3034. 

Sincerely, 

Jikeva Moore 
Procurement Assistant 

mailto:ageeter@forestparkga.gov
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This CONTRACT PROVIDING ON-CALL REAL ESTATE APPRAISAL AND 
RIGHT OF WAY ACQUISITION CONSULTANT SERVICES (“Contract”) between the City 
of Forest Park, Georgia (“City”) and Colliers Engineering & Design, Inc. (“Contractor”) is 
entered into effective October______, 2022 (“Effective Date”).   

ARTICLE 1 
THE CONSTRUCTION TEAM, INTENT AND EXTENT OF AGREEMENT 

Contract Name: On-Call Real Estate Appraisal 
And Right Of Way Acquisition 
Consultant Services 

Contract No. 02242022 

Contractor City of Forest Park 
Name:  Colliers Engineering & Design, Inc. Using Agency: Public Works 
Address: 1305 Mall of Georgia Suite 120 
Buford, GA 30519 

Address:  745 Forest Parkway 
 Forest Park, GA 30297 

Phone: 877-627-3772 Phone: 404-366-4720 
Fax: Fax: 
Authorized Representative: Jared Estes Authorized Representative: Bobby Jinks 

1. Background.

1.1.City desires to obtain from Contractor the services (“Services”) described generally on
Exhibit A attached. 

1.2.The total not to exceed compensation amount payable by City during the term of this 
Agreement is set forth in the Cost of Services (Exhibit C) attached hereto and incorporated 
herein by reference  (“Maximum Payment Amount”), payable generally as follows: 

More detailed terms concerning compensation payable under this Agreement are 
set forth on Exhibit A.  

2. Term.

2.1.Initial Term.  The initial term of this Services Agreement will be until completion of
services but not to exceed three (3) years.  This Services Agreement shall commence on 
the Effective Date and end on three (3) years from the Effective Date.  The initial term of 
the Services Agreement and any renewal term(s) are collectively referred to as the “Term”. 

2.2.Renewal Terms. The City shall have the right in its sole discretion to renew this Services 
Agreement for one (1) additional three (3) year term according to the following procedure: 

12
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2.2.1. If the City desires to exercise an option to renew, it will submit legislation 
authorizing such renewal for consideration by City’s Council, City Manager, and 
Mayor prior to the expiration of the prior Term.  The legislation will establish that 
the date of such renewal will be the day immediately following the expiration day 
of the prior Term;  

2.2.2. If such legislation is enacted, within thirty (30) days of such enactment, the City 
will notify the Contractor in writing of such renewal, at which time Contractor shall 
be bound to provide Services during such renewal Term, without the need for the 
Parties to execute any further documents evidencing such renewal; it being 
acknowledged by Contractor that its initial execution of this Services Agreement is 
deemed its Services Agreement to continue to provide Services during any renewal 
Term.  

3. Interpretation.

3.1. All capitalized terms used in this Agreement shall have the meanings ascribed to them in
the Contract Documents attached hereto. 

3.2. The Contract Documents include the following: 

1. Agreement
2. Exhibit A – Scope of Work and Technical Specifications
3. Exhibit B – Authorizing Legislation
4. Exhibit C – Cost Proposal
5. Exhibit D – Insurance and Bonding
6. Exhibit E - Contractor Affidavit & Contract Documents

4. Authorization.  This Agreement is authorized by legislation adopted by City which is attached
as Exhibit B. 

5. Services.

5.1. Description of Services.  Contractor agrees to provide to City the Services per this
Agreement.  Exhibit A sets forth the following: (a) the period of time during which the 
Services will be provided; (b) a description of the Services to be provided; (c) the amounts 
payable and payment schedule for the Services; and (d) any additional provisions applicable 
to the Services.  If any services to be performed are not specifically included on Exhibit A, 
but are reasonably necessary to accomplish the purpose of this Agreement, the Parties will 
follow the process outlined below in Sections 5.3. of this Agreement. 

5.2.Resources.  Except as otherwise expressly provided in this Agreement, all Contractor 
Personnel required for the proper performance of Services shall be furnished by and be 
under the control of Contractor.  Contractor shall be responsible, at its sole cost, for 
procuring and using such resources in proper and qualified and high quality working and 
performing order. 
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5.3.Change Documents. 

5.3.1. This section will govern changes to the Agreement, whether such changes involve 
an increase in the Maximum Payment Amount or not.  Changes in the Services or 
other aspects of this Agreement shall be made by written document (“Change 
Document” or “Unilateral Change Document”).1  All changes shall be implemented 
pursuant to this subsection (the “Change Document Procedures”) and any 
Applicable Law. 

5.3.2. Potential Change Documents that may be issued concerning this Agreement 
include, but are not limited to: 

5.3.2.1. Change Documents to the Agreement involving an increase to the 
Maximum Payment Amount executed between City and Contractor which 
may or may not require legislative approval under Code Section 3-1-30; 

5.3.2.2. Change Documents to the Agreement involving no increase to the 
Maximum Payment Amount, changes in the value of the Charges or 
changes in the terms or amounts of compensation under the Maximum 
Payment Amount executed between City and Contractor pursuant to Code 
Section; and 

5.3.2.3. Unilateral Change Documents to the Agreement issued by City pursuant to 
Code Section involving no increase to the Maximum Payment Amount, 
changes in the value of the Charges or changes in the terms or amounts of 
compensation under the Maximum Payment Amount. 

5.3.2.4. Change Documents that do not involve an increase in the Maximum 
Payment Amount will be executed pursuant to Code Section either 
bilaterally or unilaterally by City. 

5.3.3. City may propose a change in the Services or other aspects of this Agreement by 
delivering written notice to Contractor describing the requested change (“Change 
Request”).  Within ten (10) days of receipt of City’s Change Request, Contractor 
shall evaluate it and submit a written response (“Proposed Change Document”).  A 
Change Request which involves the reduction of Services shall be effective upon 
written notice to Contractor. 

5.3.4. Contractor may, without receiving any Change Request, on its own submit a 
Proposed Change Document describing its own proposed requested change to the 
Agreement. 

5.3.5. Each Proposed Change Document shall include the applicable schedule for 
implementing the proposed change, any applicable changes to the Charges (either 
increased or decreased) and all other information applicable to the proposed 

1 Change Documents may assume numerous multiple forms and titles depending on the nature of the change 
involved (e.g. Change Order, Unilateral Change Order, Amendment, Contract Modification, Renewal, etc.). 
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change.  Each Proposed Change Document shall constitute an offer by Contractor 
and shall be irrevocable for a period of sixty (60) days. City shall review and may 
provide Contractor with comments regarding a Proposed Change Document, and 
Contractor shall respond to such comments, if any.  A Proposed Change Document 
from Contractor will become effective only when executed by an authorized 
representative of City. 

5.3.6. City may propose any changes to the Agreement, including, but not limited to, 
changes that it contends do not involve an increase to the Maximum Payment 
Amount, a change in the Charges or changes in the terms or amounts of 
compensation under the Maximum Payment Amount, and Contractor shall, in good 
faith, evaluate such proposed Change Request.  If City and Contractor are able to 
reach agreement on such Change Request, each will execute a Change Document 
concerning such Change Request pursuant to Code.  Nothing in this Agreement 
shall, in the event of disagreement between City and Contractor concerning a 
proposed Change Request, or otherwise, prohibit City from issuing a Unilateral 
Change Document to Contractor, pursuant to Code, and City and Contractor agree 
to resolve their dispute pursuant to the Dispute Resolution Procedures set forth in 
the City’s Procurement Code.  During the pendency of such dispute, Contractor 
shall continue to perform the Services, as changed by such Unilateral Change 
Document. 

5.4.Suspension of Services.  City may, by written notice to Contractor, suspend at any time 
the performance of any or all of the Services to be performed under this Agreement. Upon 
receipt of a suspension notice, Contractor must, unless the notice requires otherwise, (a) 
immediately discontinue suspended Services on the date and to the extent specified in the 
notice; (b) place no further orders or subcontracts for materials, services or facilities with 
respect to suspended Services, other than to the extent required in the notice; and (c) take 
any other reasonable steps to minimize costs associated with the suspension. 

6. Contractor’s Obligations.

6.1.Contractor Personnel.  Contractor shall be responsible, at its own cost, for all recruiting,
hiring, training, educating and orienting of all Contractor Personnel, all of whom shall be 
fully qualified and shall be authorized under Applicable Law to perform the Services. 

6.2.Contractor Authorized Representative.  Contractor designates the Contractor 
Authorized Representative named on page 1 of this Agreement (“Contractor Authorized 
Representative”) and, such Person shall:  (a) be a project executive and employee within 
Contractor’s organization, with the information, authority and resources available to 
properly coordinate Contractor’s responsibilities under this Agreement; (b) serve as 
primary interface and the single-point of communication for the provision of Services by 
Contractor; (c) have day-to-day responsibility and authority to address issues relating to 
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the Services; and (d) devote adequate time and efforts to managing and coordinating the 
Services. 

6.3.Qualifications.  Upon City’s reasonable request, Contractor will make available to City all 
relevant records of the education, training, experience, qualifications, work history and 
performance of Contractor Personnel. 

6.4.Removal of Personnel Assigned to City Contract.  Within a reasonable period, but not 
later than seven (7) days after Contractor’s receipt of notice from City that the continued 
assignment to this Agreement of any Contractor Personnel is not in the best interests of 
City, Contractor shall remove such Contractor Personnel from this Agreement.  Contractor 
will not be required to terminate the employment of such individual.  Contractor will 
assume all costs associated with the replacement of any Contractor Personnel.  In addition, 
Contractor agrees to remove from City’s Contract any Contractor Personnel who has 
engaged in willful misconduct or has committed a material breach of this Agreement 
immediately after Contractor becomes aware of such misconduct or breach.   

6.5.Subcontracting.  Unless specifically authorized in this Agreement, Contractor will not 
enter into any agreement with or delegate or subcontract any Services to any Third Party 
without the prior written approval of City, which City may withhold in its reasonable 
discretion.  If Contractor subcontracts any of the Services (after having first obtained 
City’s prior written approval, in its reasonable discretion), Contractor shall: (i) be 
responsible for the performance of Services by the subcontractors; (ii) remain City’s sole 
point of contact for the Services; and (iii) be responsible for the payment to any 
subcontractors. 

6.6.Key Contractor Personnel and Key Subcontractors. 

6.6.1. The following Persons are identified by Contractor as Key Contractor Personnel 
under this Agreement: 

 __________________________________; and 

__________________________________;  

6.6.2. The following Persons are identified by Contractor as Key Subcontractors under 
this Agreement: 

__________________________________; and 

__________________________________;  

6.6.3. Contractor shall not transfer, reassign or replace any Contractor Key Personnel or 
Key Subcontractor, except as a result of retirement, voluntary resignation, involuntary 

Vivian Swanigan, Jennifer Sweigart

O'Tika Cherry and Jared Estes 

Tammy Duke, Timothy Smith, Kendrick Brown

Warren Power, Michael Delaney, Sonya Bradley, Steven Crawford 
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termination for cause in Contractor’s reasonable discretion, illness, disability or death, 
during the term of this Agreement without prior written approval from City. 

6.7.Conflicts of Interest.  Contractor shall promptly (but in no event more than 5 business 
days) notify City in writing, specifically disclosing any and all potential or actual conflicts 
of interests, which arise or may arise during the execution of its work in the fulfillment of 
the requirements of the Agreement.  City shall make a written determination as to whether 
a conflict of interest actually exists and the actions to be taken to resolve the conflict of 
interest. 

6.8.Commercial Activities.  Neither Contractor nor any Contractor Personnel shall establish 
any commercial activity, issue concessions, or permits of any kind to Third Parties for 
establishing any activities on City property. 

7. City’s Authorized Representative.

7.1.Designation and Authority.  City designates the City Authorized Representative named
on page 1 of this Agreement (the “City Authorized Representative”) who shall: (a) serve 
as primary interface and the single-point of communication for the provision of Services; 
(b) have day-to-day responsibility to address issues relating to this Agreement; and (c) to
the extent provided under the Code, have the authority to execute any additional
documents or changes on behalf of City.

7.2.City’s Right to Review and Reject.  Any Service or other document or item to be 
submitted or prepared by Contractor hereunder shall be subject to the review of the City 
Authorized Representative.  The City Authorized Representative may disapprove, if in the 
City Authorized Representative’s reasonable opinion the Service, document or item is not 
in accordance with the requirements of this Agreement or sound professional service 
principles, or is impractical, uneconomical or unsuited in any way for the purposes for 
which the Service, document or item is intended.  If any of the said items or any portion 
thereof are so disapproved, Contractor shall revise the items until they meet the approval 
of the City Authorized Representative.  However, Contractor shall not be compensated 
under any provision of this Agreement for repeated performance of such disapproved 
items. 

8. Payment Procedures.

8.1.General.  City will not be obligated to pay Contractor any amount in addition to the
Charges for Contractor’s provision of the Services. 

8.2.Invoices.  Contractor shall prepare and submit to City invoices for payment of all Charges 
in accordance with Exhibit A.  Each invoice shall be in such detail and in such format as 
City may reasonably require.  

8.3.Taxes.  The Charges are inclusive of all taxes, levies, duties and assessments (“Taxes”) of 
every nature due in connection with Contractor’s performance of the Services.  Contractor 
is responsible for payment of such Taxes to the appropriate governmental authority.  If 
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Contractor is refunded any Tax payments made relating to the Services, Contractor shall 
remit the amount of such refund to City within forty-five (45) days of receipt of the refund. 

8.4.Payment.  City shall endeavor to pay all undisputed Charges within thirty (30) days of the 
date of the receipt by City of a properly rendered and delivered invoice.  Notwithstanding 
the forgoing, unless otherwise provided on Exhibit A, all undisputed Charges on an 
invoice properly rendered and delivered shall be payable within fifteen (15) days of the 
date of receipt by City. 

8.5.Disputed Charges.  If City in good faith disputes any portion of an invoice, City may 
withhold such disputed amount and notify Contractor in writing of the basis for any 
dispute within thirty (30) days of the later of: (a) receipt of the invoice; or (b) discovery 
of the basis for any such dispute.  City and Contractor agree to use all reasonable 
commercial efforts to resolve any disputed amount in any invoice within thirty (30) days 
of the date City notifies Contractor of the disputed amount.  Upon the resolution of any 
disputed amounts, payment shall be remitted to Contractor within ten (10) days of the date 
of the resolution. 

8.6.No Acceptance of Nonconforming Work.  No payment of any invoice or any partial or 
entire use of the Services by City constitutes acceptance of any Services. 

8.7.Payment of Other Persons.  Prior to the issuance of final payment from City, Contractor 
shall certify to City in writing, in a form satisfactory to City, that all subcontractors, 
materialmen, suppliers and similar firms or persons engaged by Contractor in connection 
with this Agreement have been paid in full or will be paid in full utilizing the monies 
constituting final payment to Contractor. 

8.8.Contractor Representations and Warranties.  As of the Effective Date and continuing 
throughout the Term, Contractor warrants to City that: 

8.9.Authority.  Contractor is duly incorporated or formed, validly existing and is in good 
standing under the laws of the state in which it is incorporated or formed, and is in good 
standing in each other jurisdiction where the failure to be in good standing would have a 
material adverse affect on its business or its ability to perform its obligations under this 
Agreement.  Contractor has all necessary power and authority to enter into and perform 
its obligations under this Agreement, and the execution and delivery of this Agreement 
and the consummation of the transactions contemplated by this Agreement have been duly 
authorized by all necessary actions on its part.  This Agreement constitutes a legal, valid 
and binding obligation of Contractor, enforceable against it in accordance with its terms. 
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No action, suit or proceeding in which Contractor is a party that may restrain or question 
this Agreement or the provision of Services by Contractor is pending or threatened. 

8.10. Standards.  The Services will be performed in a workmanlike manner in 
accordance with the standards imposed by Applicable Law and the practices and standards 
used in similarly suited operations that provide services similar to the Services. 

8.11. Conformity.  The development, creation, delivery, provision, implementation, 
testing, maintenance and support of all Services shall conform in all material respects to 
the description of such Services in the Contract Documents. 

8.12. Reserved. 

9. Compliance with Laws.

9.1.General.  Contractor and its subcontractors will perform the Services in compliance with
all Applicable Laws. 

9.2.City’s Local, Small  Business, Diversity Programs.  Contractor shall comply with 
Attachment A and any applicable City LSBD programs, including,  but not limited to, 
City’s EEO Program, and requirements set forth in the Code in the performance of the 
Services. 

9.3.Consents, Licenses and Permits.  Contractor will be responsible for, and the Charges 
shall include the cost of, obtaining, maintaining and complying with, and paying all fees 
and taxes associated with, all applicable licenses, authorizations, consents, approvals and 
permits required of Contractor in performing Services and complying with this 
Agreement. 

10. Confidential Information.

10.1. General.  Each Party agrees to preserve as strictly confidential all proprietary and 
unique Confidential Information of the other Party for two (2) years following the 
expiration or termination of this Agreement; provided, however, that each Party’s 
obligations for the other Party’s Confidential Information that constitutes trade secrets 
pursuant to Applicable Laws will continue for so long as such Confidential Information 
continues to constitute a trade secret under Applicable Law.  Upon written request by City, 
Contractor will return any trade secrets to City.  Each Party agrees to hold the Confidential 
Information of the other in trust and confidence and will not disclose it to any Person, or 
use it (directly or indirectly) for its own benefit or the benefit of any other Person other 
than in the performance of its obligations under this Agreement. 

10.2. Disclosure of Confidential Information or Information Other Party Deems to 
be Confidential Information.  Each Party will be entitled to disclose any Confidential 
Information if compelled to do so pursuant to: (i) a subpoena; (ii) judicial or administrative 
order; or (iii) any other requirement imposed upon it by Applicable Law.  Prior to making 
such a disclosure, to the extent allowed pursuant to Applicable Law, each Party shall 
provide the other with thirty six (36) hours prior notice by email of its intent to disclose, 
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describing the content of the information to be disclosed and providing a copy of the 
pleading, instrument, document, communication or other written item compelling 
disclosure or, if not in writing, a detailed description of the nature of the communication 
compelling disclosure with the name, address, phone number and email of the Person 
requesting disclosure. Should the non-disclosing Party contest the disclosure, it must: a) 
seek a protective order preventing such disclosure; or b) intervene in such action 
compelling disclosure, as appropriate.   

11. Work Product.

11.1. Except as otherwise expressly provided in this Agreement, all reports, information, 
data, specifications, computer programs, technical reports, operating manuals and similar 
work or other documents, all deliverables, and other work product prepared or authored 
by Contractor or any of its subcontractors exclusively for the City under this Agreement, 
and all intellectual property rights associated with the foregoing items (collectively, the 
“Work Product”) shall be and remain the sole and exclusive property of the City upon 
City's full payment to Contractor for the Contractor's Services performed.  Any of 
Contractor’s or its subcontractors’ works of authorship comprised within the Work 
Product (whether created alone or in concert with City or Third Party) shall be deemed to 
be “works made for hire” and made in the course of services rendered and, whether 
pursuant to the provisions of Section 101 of the U.S. Copyright Act or other Applicable 
Law, such Work Product shall belong exclusively to City upon City's full payment to 
Contractor for the Contractor's Services performed.  Contractor and its contractors grant 
the City a non-exclusive, perpetual, worldwide, fully paid up, royalty-free license to all 
Work Product not exclusively developed for City under this Agreement. 

11.2. If any of the Work Product is determined not to be a work made for hire, Contractor 
assigns to City, upon City's full payment to Contractor for the Contractor's Services 
performed, worldwide and in perpetuity, all rights, including proprietary rights, 
copyrights, and related rights, and all extensions and renewals of those rights, in the Work 
Product.  If Contractor has any rights to the Work Product that cannot be assigned to City, 
Contractor unconditionally and irrevocably waives the enforcement of such rights and 
irrevocably grants to City during the term of such rights an exclusive, irrevocable, 
perpetual, transferable, worldwide, fully paid and royalty-free license, with rights to 
sublicense through multiple levels of sublicensees, to reproduce, make, have made, create 
derivate works of, distribute, publicly perform and publicly display by all means, now 
known or later developed, such rights. 

11.3. City shall have the sole and exclusive right to apply for, obtain, register, hold and 
renew, in its own name or for its own benefit, all patents, copyrights, applications and 
registrations, renewals and continuations and all other appropriate protection. 

11.4. To the extent exclusive title or complete and exclusive ownership rights in any 
Work Product created by Contractor Personnel may not originally vest in City by 
operation of Applicable Law, Contractor shall, upon full payment and written request, 
unconditionally and irrevocably assign, transfer and convey to City all rights, title and 
interest in the Work Product. 
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11.5. Upon written request and without any additional cost to City, Contractor Personnel 
shall promptly give City all reasonable assistance and execute all documents City may 
reasonably request to enable City to perfect, preserve, enforce, register and record its rights 
in all Work Product.   

12. Audit and Inspection Rights.

12.1. General. 

12.1.1. Upon written request, Contractor will provide to City, and any Person designated 
by City, access to Contractor Personnel and to Contractor owned facilities for the 
purpose of performing audits and inspections of Contractor, Contractor Personnel 
and/or any of the relevant information relating to the Services and this Agreement. 
Such audits, inspections and access may be conducted to: (a) verify the accuracy of 
Charges and invoices; (b) examine Contractor’s performance of the Services; and (c) 
monitor compliance with the terms of this Agreement.  Contractor shall provide 
reasonable cooperation to City and its designated Persons in connection with audit 
functions and examinations by regulatory authorities. 

12.1.2. All audits and inspections will be conducted during normal business hours (except 
with respect to Services that are performed during off-hours). 

12.1.3. Contractor shall promptly respond to and rectify the deficiencies identified in and 
implement changes suggested by any audit or inspection report. 

12.1.4. If any audit or inspection of Charges or Services reveals that City has overpaid any 
amounts to Contractor, Contractor shall promptly refund such overpayment and 
Contractor shall also pay to City interest on the overpayment amount at the rate of 
one-half percent (0.5%) per month (or such maximum rate permissible by Applicable 
Law, if lower) from the date 30 days after the overpayment was revealed until the 
date the overpayment is refunded to City by Contractor. 

12.2. Records Retention.  Until the later of: (a) six (6) years after expiration or 
termination of this Agreement; (b) the date that all pending matters relating to this 
Agreement (e.g., disputes) are closed or resolved by the Parties; or (c) the date such 
retention is no longer required to meet City’s records retention policy or any record 
retention policy imposed by Applicable Law, if more stringent than City’s policy, 
Contractor will maintain and provide access upon written request to the records, data, 
documents and other information required to fully and completely enable City to enforce 
its audit rights under this Agreement. 

13. Indemnification by Contractor.

13.1. General Indemnity.  Contractor shall indemnify and hold City, its officers, 
directors, employees, and agents, successors and permitted assigns, harmless from any 
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losses, liabilities, damages, demands and claims, and related costs (including reasonable 
legal fees, settlement, and judgment) arising from claims or actions based upon:  

13.1.1. Contractor’s or Contractor Personnel’s negligent performance, non-performance or 
breach of this Agreement; 

13.1.2. compensation or benefits by or on behalf of Contractor Personnel, or  subcontractor, 
claiming an employment or other relationship with Contractor or such subcontractor 
(or claiming that this Agreement creates an inherent, statutory or implied employment 
relationship with City or arising out of this Agreement or the provision of Services by 
such Contractor Personnel or subcontractor); 

13.1.3. any actual or alleged violation of any Applicable Laws by Contractor or Contractor 
Personnel, to the extent such claim is based on the proportionately negligent act or 
omission of Contractor or Contractor Personnel; 

13.1.4. death of or injury to any individual to the extent caused by the conduct of Contractor 
or any Person acting for, in the name of, at the direction or supervision of or on behalf 
of Contractor; and 

13.1.5. damage to, or loss or destruction of, any real or tangible personal property to the 
extent caused by the negligent act of Contractor or any Person acting for, in the name 
of, at the direction or supervision of or on behalf of Contractor.   

13.2. Intellectual Property Indemnification by Contractor.  If applicable, Contractor 
shall indemnify and hold City Indemnitees, harmless from and against any losses, 
liabilities, damages, demands and claims, and all related costs (including reasonable legal 
fees and costs of investigation, litigation, settlement, judgment, interest and penalties) 
arising from claims or actions based upon any of the materials and methodologies used by 
Contractor (or any Contractor agent, contractor, subcontractor or representative), or City’s 
use thereof (or access or other rights thereto) in connection with the Services infringes or 
misappropriates the Intellectual Property Rights of a Third Party.  If any materials or 
methodologies provided by Contractor hereunder is held to constitute, or in Contractor’s 
reasonable judgment is likely to constitute, an infringement or misappropriation, 
Contractor will in addition to its indemnity obligations, at its expense and option, and after 
consultation with City regarding City’s preference in such event, either: (A) procure the 
right for City Indemnitees to continue using such materials or methodologies; (B) replace 
such materials or methodologies with a non-infringing equivalent, provided that such 
replacement does not result in a degradation of the functionality, performance or quality 
of the Services; (C) modify such materials or methodologies, or have such materials or 
methodologies modified, to make them non-infringing, provided that such modification 
does not result in a degradation of the functionality, performance or quality of the materials 
or methodologies; or (D) create a feasible workaround that would not have any adverse 
impact on City. 

14. Limitation of Liability.
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14.1. General.  THE MAXIMUM AGGREGATE LIABILITY OF CITY 
HEREUNDER IS LIMITED TO THE TOTAL OF ALL CHARGES ACTUALLY PAID 
UNDER THE AGREEMENT.  NEITHER PARTY SHALL BE LIABLE FOR ANY 
INDIRECT, CONSEQUENTIAL, OR PUNITIVE DAMAGES (OR ANY 
COMPARABLE CATEGORY OR FORM OF SUCH DAMAGES, HOWSOEVER 
CHARACTERIZED IN ANY JURISDICTION), ARISING OUT OF OR RESULTING 
FROM THE PERFORMANCE OR NONPERFORMANCE OF ITS OBLIGATIONS 
UNDER THIS AGREEMENT, REGARDLESS OF THE FORM OF ACTION, 
WHETHER IN CONTRACT, NEGLIGENCE, TORT, STRICT LIABILITY, 
PRODUCTS LIABILITY OR OTHERWISE, AND EVEN IF FORESEEABLE OR IF 
SUCH PARTY HAS BEEN ADVISED OF THE POSSIBILITY OF SUCH DAMAGES. 

14.2. Reserved. 

14.3. Insurance and Bonding Requirements.  Contractor shall comply with the 
insurance and bonding requirements set forth on Exhibit D. 

14.4. Force Majeure.  Neither Party will be liable for default or delay in the performance 
of its obligations under this Agreement to the extent such default or delay is caused by a 
Force Majeure Event.  Upon the occurrence of a Force Majeure Event, the non-performing 
Party will be excused from performance or observance of affected obligations for as long 
as: (a) the Force Majeure Event continues; and (b) the Party continues to attempt to 
recommence performance or observance to the extent commercially reasonable without 
delay.  If any Force Majeure Event continues for thirty (30) consecutive days, City may, 
at its option during such continuation, terminate this Agreement, in whole or in part, 
without penalty or further obligation or liability of City. 
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15. Termination.

15.1. Termination by City for Cause.  City may at its option, by giving written notice 
to Contractor, terminate this Agreement: 

15.1.1. for a material breach of the Contract Documents by Contractor that is not cured by 
Contractor within ten (10) days of the date on which City provides written notice of 
such breach; 

15.1.2. immediately for a material breach of the Contract Documents by Contractor that is 
not reasonably curable within ten (10) days; 

15.1.3. immediately upon written notice for numerous breaches of the Contract Documents 
by Contractor that collectively constitute a material breach or reasonable grounds for 
insecurity concerning Contractor’s performance; or 

15.1.4. immediately for engaging in behavior that is dishonest, fraudulent or constitutes a 
conflict of interest with Contractor’s obligations under this Agreement or is in 
violation of any City Ethics Ordinances. 

15.2. Re-procurement Costs.  In addition to all other rights and remedies City may have, 
if this Agreement is terminated by City pursuant to the above subsection entitled 
“Termination by City for Cause”, Contractor will be liable for all costs in excess of the 
Charges for all terminated Services reasonably and necessarily incurred by City in the 
completion of the Services.  If City improperly terminates this Agreement for cause, the 
termination for cause will be considered a termination for convenience in accordance with 
the provisions of the Section entitled “Termination by City for Convenience”. 

15.3. Termination by City for Insolvency.  City may terminate this Agreement 
immediately by delivering written notice of such termination to Contractor if Contractor: 
(a) becomes insolvent, as that term may be defined under Applicable Law, or is unable to
meet its debts as they mature; (b) files a voluntary petition in bankruptcy or seeks
reorganization or to effect a plan or other arrangement with creditors; (c) is adjudicated
bankrupt or makes an assignment for the benefit of its creditors generally; (d) fails to deny
or contest the material allegations of an involuntary petition filed against it pursuant to
any Applicable Law relating to bankruptcy, arrangement or reorganization, which is not
dismissed within sixty (60) days; or (e) applies for or consents to the appointment of any
receiver for all or any portion of its property.

15.4. Termination by City for Convenience.  At any time during the Term of this 
Agreement, City may terminate this Agreement for convenience upon fourteen (14) days 
written notice of such termination.  Upon a termination for convenience, Contractor 
waives any claims for damages, including loss of anticipated profits.  As Contractor’s 
remedy and City’s liability, City will pay Charges for the Services properly performed 
prior to the notice of termination, plus all reasonable costs for Services performed after 
the termination, as specified in such notice, and reasonable administrative costs of settling 
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and paying claims arising out of the termination of Services under purchase orders or 
subcontracts. 

15.5. Effect of Termination.  Unless otherwise provided herein, termination of this 
Agreement, in whole or in part and for any reason, shall not affect: (a) any liabilities or 
obligations of either Party arising before such termination or out of the events causing 
such termination; or (b) any remedies to which a Party may be entitled under this 
Agreement, at law or in equity.  Upon termination of this Agreement, Contractor shall 
immediately: (i) discontinue Services on the date and to the extent specified in the notice 
and place no further purchase orders or subcontracts to the extent that they relate to the 
performance of the terminated Services; (ii) inventory, maintain and turn over to City all 
work product, licenses, equipment, materials, plant, tools, and property furnished by 
Contractor or provided by City for performance and payment of the terminated Services; 
(iii) promptly obtain cancellation, upon terms reasonably satisfactory to City, of all
subcontracts or any other agreements existing for performance of the terminated Services,
or assign those agreements, as directed by City in writing; (iv) comply with all other
reasonable written requests from City regarding the terminated Services; and (v) continue
to perform in accordance with all of the terms and conditions of this Agreement any
portion of the Services that are not terminated.

16. Dispute Resolution.

16.1. All disputes under the Contract Documents or concerning Services shall be resolved 
under this Section and the City’s Procurement Code.  Both Parties shall continue 
performing under this Agreement while the Parties are seeking to resolve any such dispute 
unless, during that time, this Agreement is terminated or expires.  A dispute over payment 
will not be deemed to preclude performance by Contractor. 

16.2. Applicable Law.  The Contract Documents shall be governed by and construed in 
accordance with the substantive laws of the State of Georgia without regard to its choice 
of law principles. 

16.3. Jurisdiction and Venue.  The Parties hereby submit and consent to the exclusive 
jurisdiction of the state courts of Clayton County, Georgia or in the United States District 
Court for the Northern District of Georgia and irrevocably agree that all actions or 
proceedings relating to this Agreement will be litigated in such courts, and each of the 
Parties waives any objection which it may have based on improper venue or forum non 
conveniens to the conduct of any such action or proceeding in such court.  

17. General.

17.1. Notices.  Any notice under this Agreement shall be in writing and sent to the 
respective Party at the address on page 1 of this Agreement, or, if applicable, to the City’s 
Department of Procurement at 745 Forest Parkway, Forest Park, GA 30297, and shall be 
deemed delivered: (a) when delivered by hand or courier or by overnight delivery with 
signature receipt required; (b) when sent by confirmed facsimile with a copy sent by 
another means specified in this Section; or (c) three (3) days after the date of mailing by 
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United States certified mail, return receipt requested, postage prepaid.  Any Party may 
change its address for communications by notice in accordance with this Section. 

17.2. Waiver.  Any waiver by the Parties or failure to enforce their rights under this 
Agreement shall be deemed applicable only to the specific matter and shall not be deemed 
a waiver or failure to enforce any other rights under this Agreement, and this Agreement 
shall continue in full force and effect as though such previous waiver or failure to enforce 
any rights had not occurred.  No supplement, modification, amendment or waiver of this 
Agreement will be binding on City unless executed in writing by the City Authorized 
Representative. 

17.3. Assignment.  Neither this Agreement, nor any rights or obligations under it, are 
assignable in any manner without the prior written consent of the other Party and any 
attempt to do so without such written consent shall be void ab initio. 

17.4. Publicity.  Contractor shall not make any public announcement, communication to 
the media, take any photographs or release any information concerning City, the Services 
or this Agreement without the prior written consent of City. 

17.5. Severability.  In the event that any provision of this Agreement is declared invalid, 
unenforceable or unlawful, such provision shall be deemed omitted and shall not affect 
the validity of other provisions of this Agreement. 

17.6. Further Assurances.  Each Party shall provide such further documents or 
instruments required by the other Party as may be reasonably necessary to give effect to 
this Agreement. 

17.7. No Drafting Presumption.  No presumption of any Applicable Law relating to the 
interpretation of contracts against the drafter shall apply to this Agreement. 

17.8. Survival.  Any provision of this Agreement which contemplates performance 
subsequent to any termination or expiration of this Agreement or which must survive in 
order to give effect to its meaning, shall survive the expiration or termination of this 
Agreement. 

17.9. Independent Contractor.  Contractor is an independent contractor of City and 
nothing in this Agreement shall be deemed to constitute Contractor and City as partners, 
joint venturers, or principal and agent, or be construed as requiring or permitting the 
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sharing of profits or losses.  Neither Party has the authority to represent or bind or create 
any legal obligations for or on behalf of the other Party. 

17.10. Third Party Beneficiaries.  This Agreement is not intended, expressly or 
implicitly, to confer on any other Person any rights, benefits, remedies, obligations or 
liabilities. 

17.11. Cumulative Remedies.  Except as otherwise provided herein, all rights and 
remedies under this Agreement are cumulative and are in addition to and not in lieu of any 
other remedies available under Applicable Law, in equity or otherwise. 

17.12. Entire Agreement.  The Contract Documents contain the entire Agreement of the 
Parties relating to their subject matter and supersede all previous communications, 
representations or agreements, oral or written, between the Parties with respect to such 
subject matter.  This Agreement may only be amended or modified by a writing executed 
by each Party’s authorized representative and each such writing shall be deemed to 
incorporate the Contract Documents, except to the extent that City is authorized under 
Applicable Law to issue Unilateral Change Documents.  CONTRACTOR MAY NOT 
UNILATERALLY AMEND OR MODIFY THIS AGREEMENT BY INCLUDING 
PROVISIONS IN ITS INVOICES, OR OTHER BUSINESS FORMS, WHICH SHALL 
BE DEEMED OBJECTED TO BY CITY AND OF NO FORCE OR EFFECT. 

17.13. Unauthorized Services.  Contractor acknowledges that this Agreement and any 
changes to it by amendment, modification, change order or other similar document may 
have required or may require the legislative authorization of the City’s Council and 
approval of the City Manager and Mayor.  Under Georgia law, Contractor is deemed to 
possess knowledge concerning the City’s ability to assume contractual obligations and the 
consequences of Contractor’s provision of services to the City under an unauthorized 
contract, amendment, modification, change order or other similar document, including the 
possibility that the Contractor may be precluded from recovering payment for such 
unauthorized services.  Accordingly, Contractor agrees that if it provides services to the 
City under a contract that has not received proper legislative authorization or if Contractor 
provides services to the City in excess of the any contractually authorized  services, as 
required by the City’s Charter and Code, the City may withhold payment for any 
unauthorized services provided by Contractor.  Contractor assumes all risk of non-
payment for the provision of any unauthorized  services to the City, and it waives all claims 
to payment or to other remedies for the provision of any unauthorized  services to the City, 
however characterized, including, without limitation, all remedies at law or equity. 

19. State Law Requirements.

19.1 Illegal Immigration Reform and Enforcement Act.  Pursuant to 
O.C.G.A. 13-10-91 et seq., Contractor is required to execute the Contractor Affidavit,
attached hereto at Exhibit E and by this reference incorporated herein.  Compliance with
this state law requirement is a material term of this contract.
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20. City of Forest Park Code Requirements.

20.1 Contractor Required to Certify Prompt Payment of Subcontractors 
and Suppliers.  If applicable, the Contractor shall certify in writing that all subcontractors 
and suppliers have been paid promptly for work from previous progress payments received 
(less any retainage) by the Contractor prior to receipt of any further progress payments. 
Contractor is required to pay subcontractors or suppliers funds due from progress payments 
within ten (10) business days of receipt of such payment from the City.  

20.2 Contractor Required to Certify Satisfaction of all Underlying 
Obligations.  If applicable, before final payment is made to Contractor by the City, the 
Contractor shall certify to the City in writing, in a form satisfactory to the City, that all 
subcontractors and similar firms or persons involved in the City contract have been paid in 
full at the time of final payment to the Contractor by the City or will be paid in full utilizing 
the monies constituting final payment to the Contractor. 

20.3 Contingent Fees Prohibited.  The Contractor warrants that it has not 
employed or retained any company or person, other than a bona fide employee working for 
the Contractor, to solicit or secure this contract; and that the Contractor has not paid or 
agreed to pay any person, company, association, corporation, individual or firm, other than 
a bona fide employee working for the Contractor, any fee, commission, percentage, gift or 
any other consideration contingent upon or resulting from the award or making of this 
agreement.  For the breach or violation of the above warranty, and upon a finding after 
notice and hearing, the City shall have the right to terminate the contract without liability, 
and, at its discretion, to deduct from the contract, or otherwise recover the full amount of, 
such fee, commission, percentage, gift or consideration. 

20.4 Prohibition against Contracting with Predatory or High Cost Lenders. 
By signing below, the Contractor, or its authorized agent, certifies, under penalty of 
perjury, that this Agreement is made by a person or business entity that is neither a 
predatory lender nor a high cost lender, nor is the Contractor an affiliate of a predatory 
lender or a high cost lender, as defined by City of Forest Park Code.  The undersigned 
Contractor, or authorized agent, further certifies that he/she is an agent duly authorized to 
sign this certification on behalf of the Contractor. 

20.5 Gratuities and Kickbacks.  In accordance with the City of Forest Park’s 
Code, the Contractor acknowledges the following prohibitions on gratuities and 
kickbacks: 

(a) It is unethical for any person to offer, give or agree to give any employee or
former employee a gratuity or an offer of employment in connection with
any decision, approval, disapproval, recommendation, preparation or any
part of a program requirement or a purchase request, influencing the content
of any specification or procurement standard, rendering of advice,
investigation, auditing or in any other advisory capacity in any proceeding
or application, request for ruling, determination, claim or controversy or
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other particular matter pertaining to any program requirement or a contract 
or subcontract or to any solicitation or proposal therefor. 

(b) It is unethical for any employee or former employee to solicit, demand,
accept or agree to accept from another person a gratuity or an offer of
employment in connection with any decision, approval, disapproval,
recommendation, preparation or any part of a program requirement or a
purchase request, influencing the content of any specification or
procurement standard, rendering of advice, investigation, auditing or in any
other advisory capacity in any proceeding or application, request for ruling,
determination, claim or controversy or other particular matter pertaining to
any program requirement or a contract or subcontract or to any solicitation
or proposal therefor.

(c) It is also unethical for any payment, gratuity or offer of employment to be
made by or on behalf of a subcontractor under a contract to the prime
contractor or higher tier subcontractor or any person associated therewith as
an inducement for the award of a subcontract or order.

20.6 Fraud and Misrepresentation.  Any written or oral information provided
by Contractor, directly or indirectly related to the performance of the services required by
this Agreement, constitutes material representations upon which the City relies for the
requirements of the Agreement and compliance with local, state and federal laws, rules and
regulations. The Contractor agrees to notify the City promptly (but in no event more than
10 days) of any information provided to the City that it knows and/or reasonably believes
to be false and/or erroneous and immediately provide correct information to the City and
take corrective action. The Contractor further agrees to notify the City promptly (but in no
event more than 10 days) of any actions or information that it reasonably believes would
constitute fraud or misrepresentation to the City in performance of this Agreement, whether
or not such information actually constitutes fraud and/or misrepresentations, by contacting
the City of Forest Park’s City Attorney. The Contractor agrees to place signage provided
by the City regarding the Integrity Line at the location to which the Contractor employees
report to perform the services required by this Agreement. The Contractor acknowledges
and agrees that a finding of fraud or other impropriety on the part of the Contractor or any
of its subcontractors may result in suspension or debarment of the Contractor; and the City
may pursue any other actions or remedies that the City may deem appropriate. The
Contractor agrees to include this clause in its subcontracts and take appropriate measures
to ensure compliance with this provision.

20.7 Equal Employment Opportunity (EEO) Provision.  The Contractor shall 
comply with the City of Forest Park Code of Ordinances, as follows:  During the 
performance of the agreement, the Contractor agrees as follows:  

(a) The contractor shall not discriminate against any employee, or applicant for employment,
because of race, color, creed, religion, sex, domestic relationship status, parental status,
familial status, sexual orientation, national origin, gender identity, age, disability, or
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political affiliation. As used here, the words “shall not discriminate” shall mean and include 
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 
contracting officers setting forth the provisions of the EEO clause.  

(b) The contractor shall, in all solicitations or advertisements for employees, placed by or on
behalf of the contractor, state that all qualified applicants will receive consideration for
employment without regard to race, color, creed, religion, sex, domestic relationship status,
parental status, familial status, sexual orientation, national origin, gender identity, age,
disability, or political affiliation.

(c) The contractor shall send to each labor union or representative of workers with which the
contractor may have a collective bargaining agreement or other contract or understanding
a notice advising the labor union or workers’ representative of the contractor’s
commitments under the equal employment opportunity program of the City of Forest Park
and under the Code of Ordinances and shall post copies of the notice in conspicuous places
available to employees and applicants for employment. The contractor shall register all
workers in the skilled trades who are below the journeyman level with the U.S. Bureau of
Apprenticeship and Training.

(d) The contractor shall furnish all information and reports required by the contract compliance
officer pursuant to the Code of Ordinances, and shall permit access to the books, records,
and accounts of the contractor during normal business hours by the contract compliance
officer for the purpose of investigation so as to ascertain compliance with the program.

(e) The contractor shall take such action with respect to any subcontractor as the city may
direct as a means of enforcing the provisions of paragraphs (a) through (h) herein, including
penalties and sanctions for noncompliance; provided, however, that in the event the
contractor becomes involved in or is threatened with litigation as a result of such direction
by the city, the city will enter into such litigation as is necessary to protect the interest of
the city and to effectuate the equal employment opportunity program of the city; and, in
the case of contracts receiving federal assistance, the contractor or the city may request the
United States to enter into such litigation to protect the interests of the United States.

(f) The contractor and its subcontractors, if any, shall file compliance reports at reasonable
times and intervals with the city in the form and to the extent prescribed by the contract
compliance officer. Compliance reports filed at such times directed shall contain
information as to employment practices, policies, programs and statistics of the contractor
and its subcontractors.
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(g) The contractor shall include the provisions of paragraphs (a) through (h) of this equal
employment opportunity clause in every subcontract or purchase order so that such
provisions will be binding upon each subcontractor or vendor.

(h) A finding, as hereinafter provided, that a refusal by the contractor or subcontractor to
comply with any portion of this program, as herein provided and described, may subject
the offending party to any or all of the following penalties:

(1) Withholding from the contractor in violation all future payments under the
involved contract until it is determined that the contractor or subcontractor
is in compliance with the provisions of the contract;

(2) Refusal of all future bids for any contract with the City of Forest Park or
any of its departments or divisions until such time as the contractor or
subcontractor demonstrates that there has been established and there shall
be carried out all of the provisions of the program as provided in the Code
of Ordinances;

(3) Cancellation of the public contract;

(4) In a case in which there is substantial or material violation of the compliance
procedure herein set forth or as may be provided for by the contract,
appropriate proceedings may be brought to enforce those provisions,
including the enjoining, within applicable law, of contractors,
subcontractors or other organizations, individuals or groups who prevent or
seek to prevent directly or indirectly compliance with the policy as herein
provided.
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EXHIBIT A 

General Scope of Services 

1. Background and Purpose

The City of Forest Park (hereafter known as City) is responsible for implementing various 
roadway and intersection improvement projects. City wishes to select a firm/team 
(consultant) to provide right of way acquisition and relocation services for transportation 
projects. 

It is the intent of the City to enter into an Agreement with the selected consultants to 
provide Right of Way Project Management/Acquisition services on an “as needed basis”. 
The contract will be awarded to three qualified firms, and costs. The costs for appraisals 
will be determined when the Right of Way Plans are approved and on a per-project basis. 

2. Scope of Services

The consultant will provide all right of way acquisition services required to assist the City 
with acquiring property and easements for each identified projects.  

Acquisition services are defined as those tasks necessary to supply City of Forest Park 
with a recorded warranty deeds, easements or other appropriate legal interests, for the 
identified parcels.  

These tasks may include but are not limited to the GDOT right of way detailed cost 
estimate, title search, property appraisal, cost to cure specialty appraisal, data book 
preparation, negotiation, negotiation records, deed preparation, deed recording, 
condemnation filing package, relocation assistance, property management, and final 
disposition of property either by closing or condemnation for project certification.  

Federal funds, State funds and Local funds may be used for right of way and easement 
acquisitions. If Federal funds or State funds are used, the consultant is required to adhere 
to all GDOT and Federal guidelines.  

In addition, the consultant shall meet applicable completion deadlines for the individual 
projects/tasks to qualify for the federal funds.  

All right of way/easement acquisitions and documentation must be completed within the 
mutually agreed upon time frame for the individual task/purchase order. The consultant 
is required to provide the City with all information required for the City to proceed with any 
condemnations as required meeting the project schedule.  
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All right of way shall be secured prior to construction bidding scheduled for FY 2022. 

3. Term of Contract

A. The initial term of the contract will be for three (3) years, with the option to renew for
three (3) additional twelve-month periods. Contract renewal shall be contingent upon
the mutual agreement of the City and the Consultant.

Notice of intent to renew will be given to the Consultants in writing by the Director of
Public Works, the Director of Planning, Building, and Zoning,  and/or the City of Forest
Park Authorities normally sixty (60) days before the expiration date of the current
contract period.

This notice shall not be deemed to commit the City to a Contract renewal. It should be
noted that multi-year contracts may be continued each fiscal year only after funding
appropriations and program approvals have been granted by the Mayor & City Council
of the City of Forest Park, Georgia. If funding is not approved, then the affected multi-
year contract becomes null and void, effective January 1st of the fiscal year for which
such approval has been denied.

B. Termination for Convenience: For the protection of both parties, either party giving 30
days prior notice, in writing, to the other party, may cancel this contract.

4. Administration/Project Management and Right of Way Services

The professional services included within this Scope of Services shall be grouped into the 
following categories: 

a. Administration/Project Management
b. Right of Way Acquisition Services

 Administration 

The consultant will prepare for and attend a kick-off meeting with the City’s Project 
Manager and Project team. At this meeting, the City will set the final parameters for each 
project. 

The consultant will provide a project schedule identifying the timetable for completion of 
all major acquisition tasks included in the scope of any assigned project. This schedule 
will identify major tasks, duration of each, and task relationship. The schedule will track 
both projected and actual completion dates for acquisition milestone tasks. The schedule 
will identify milestones and identify completion of the overall project. The initial schedule 
will be presented to the City’s Project Manager and monthly updates to the schedule shall 
be submitted for the duration of the project. 

The consultant will coordinate and attend monthly progress meetings at a location 
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mutually agreed to by the City or alternatively participate in monthly conference calls. The 
purpose of the meeting is to maintain open dialog and channels of communication for the 
duration of the purchase order. The consultant will prepare agendas and minutes for each 
meeting and distribute to attendees within five business days. 

The consultant will provide the City with complete approved right of way documents and 
services that meet the requirements set out in the Federal Highway Administration’s 
(FHWA) publication “Real Estate Acquisition Guide for Local Public Agencies”, as well as, 
those included in the GDOT “Acquisition Guide for Local Public Agencies and Sponsors”, 
unless otherwise directed by the City. 

These documents may include, but not be limited to, those such as DOT Property 
Management Forms, i.e. PM-1, PM-10A & PM-15. 

All costs incurred for administration of the contract shall be included in the overall costs 
of the bid items included in this contract. There will be no separate pay for administration. 

Right of Way Acquisition Services 

GDOT Right of Way Cost Estimate - Projects with Federal and State funding shall follow 
the procedures required by both GDOT and Federal Highway Administration Real Estate 
Division. More information and resources can be found in the “Acquisition Guide for Local 
Public Agencies and Sponsors” published by GDOT. A right of way cost estimate will be 
required as pre-negotiation activities for many projects. 

The services provided under this section shall meet the current requirements of GDOT 
including but not limited to:  

providing the required documents;  
coordination with the review appraiser assigned by GDOT;  
coordination with the District Local Government Coordinator;  
property management activities; and  
scheduling and conducting the Right of Way Property Owner’s Meeting(s) if 
required.  

Due to the varied types of properties and numbers of parcels, the fee for services 
accomplished under this section will be negotiated at  the time a task order is issued. 

Property Appraisals – All appraisals shall be accomplished by the consultant and 
approved by the City’s project manager prior to incurring any costs thereof or prior to 
making any contact with the individual property owners. 

Title Research - A Title Search Report, Certificate and/or Opinion of the Property shall be 
developed and reported on each parcel for the construction project as appropriate. This 
documentation shall be acquired prior to contacting the property owner(s). This report 
shall be maintained in the individual parcel file. The Title Report shall include all utility 
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easements across, within, or upon the parcel. A statement of applicability of claims for 
prior rights shall be included in this report provided an easement is found. 

Right of Way and Easement Negotiations - For task orders involving projects that are fully 
or partially funded utilizing state and/or federal funds, the consultant will furnish to City 
complete and fully documented negotiation services that are in conformance with current 
GDOT requirements. 

Prior to commencing any negotiation activities, the consultant shall provide to the Project 
Manager for review and approval the names and current resumes of individuals identified 
to provide service as the Acquisition Project Management (APM). 

The consultant shall be responsible for the creation of all required documents and 
maintain individual parcel files containing any and all required information and 
documentation, including but not limited to the following: 

 Original Title Search Report and Updated Title Search (as required) –
[Outsourced]

 Right of Way Deeds – [Out-sourced]
 Original and Copy of Appraisal Report – [Out-sourced]
 GDOT Review Appraiser's 532 Report (if applicable)
 Offering Price Letter, dated, signed, and stamped "File Copy".
 Statement of Estimated Values
 Availability of Incidental Payments
 Right of Way Option with attached R/W Plat, DW Profiles, Cross Sections, etc.
 Estimate of Appraisal/Calculation or Donation Form (if applicable)
 Receipt for Brochure, "What Happens When Your Property is Needed For A

Transportation Facility"
 Negotiation Record
 Approved Administrative Adjustment Analysis (if applicable)
 Closing/Settlement Statement and all supporting closing documents
 Condemnation Package as submitted (if applicable). City’s Attorney is

responsible for the actual preparation of the Declaration of Taking and the filing.
 Parcel Check List for Parcel Close-Out
 Documentation is required by GDOT for reimbursement of ROW costs.

Acquisition Project Management (APM) is considered part of the negotiations. This APM 
also includes the completion of any required GDOT Property Management Forms, i.e. PM-
1, PM-10A & PM-15. 

The consultant shall assume responsibility for the final disposition of all aspects of the 
acquisitions up to and including conducting the closing. The consultant is responsible for 
returning all recorded deeds to the City. 

If condemnation is required, the consultant must coordinate with the City in a timely 
manner. Preparation of a complete condemnation package for submittal to the City 
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Attorney shall be the deliverable for this pay item. The package shall include but not be 
limited to: 
 

 Copy of Plat 
 Copy of information for Legal Description 
 Updated Title Report, Appraisal Report 
 Copy of 10-day Letter and any other relevant documents 
 All individual parcel files. 
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EXHIBIT B 

City Council Authorizing Resolution 
(To Be Inserted) 
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EXHIBIT C 
 

Cost Proposal Form 
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EXHIBIT D 
 

Insurance Requirements 
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Insurance Requirements : 
 
The Vendor/Contractor/Subcontractor shall purchase and maintain insurance of the following types 

of coverage and limits of liability: 
 

1. Commercial General Liability (CGL) with limits of Insurance of not less than 
$1,000,000 each occurrence and $2,000,000 Annual Aggregate. 

a. If the CGL coverage contains a General Aggregate Limit, such General Aggregate 
shall apply separately to each project. 

b. CGL coverage shall be written on ISO Occurrence form CG 00 01 0413 or a 
substitute form providing equivalent coverage and shall cover liability arising 
from premises, operations, independent contractors, products-completed 
operations , and personal and advertising injury. 

c. CGL coverage shall be issued on an "Occurrence" basis. "Claims Made" coverage 
is not acceptable . 

d. Defense costs shall be outside of policy limits. Eroding limits coverage is not 
acceptable. 

e. The CGL coverage shall not be limited by excluding coverage for work performed 
by subcontractors (CG 22 94, CG 22 95 or equivalent). 

f. Owner and all other parties as required by Owner , shall be included as insureds 
on the CGL, using combination of ISO Additional Insured Endorsements CG 20 
10 04 13 and CG 20 37 04 13, or an endorsement approved by the Owner providing 
equivalent or broader coverage to the additional insureds.   This insurance for the 
additional insureds shall be as broad as the coverage provided for the named 
insured subcontractor. It shall apply as Primary and Non-Contributing Insurance 
before any other insurance or self-insurance, including any deductible, maintained 
by, or provided to, the additional insured . Therefore, coverage provided the 
additional insureds shall not require or contemplate contribution by any other policy 
or policies obtained by, or available to, and additional insured ; any other such 
coverage shall be excess over the coverage to be provided by the subcontractor. 
The limits of coverage provided to the additional insureds shall be the same as the 
limits available to the Vendor/Contractor/Subcontractor. Thus, in the event that 
the coverage obtained by Vendor/Contractor/Subcontractor contains greater limits 
than the minimum limits required above , the additional insureds shall be entitled to 
such greater limits, and this Agreement shall be deemed to require such greater 
limits. 

g. Vendor/Contractor/Subcontractor shall maintain CGL coverage for itself and all 
additional insureds for the duration of the project and maintain Completed Operations 
coverage for itself and each additional insured for at least three (3) years after 
completion of the work. 

h. The CGL coverage shall not contain any deductible that exceeds $10,000.00. If 
the CGL contains a deductible, the Vendor/Contractor/Subcontractor shall be 
responsible for the deductible amount for any paid claim. However, Owner, at its 
option, can choose to pay the deductible and recoup such payment from the 
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Subcontractor. 
 

2. Automobile Liability 
a. Business Auto Liability with limits of at least $1,000,000 combined single limit. 
b. Business Auto coverage must include coverage for liability arising out of all 

owned, leased, hired and non-owned automobiles. 
c. Owner, and all other parties required by the Owner, shall be included as insureds 

on the Business Auto policy. The Business Auto policy shall be primary and non-
contributory to any applicable coverage acquired by the   Owner, and all required 
parties. 

 

3. Commercial Umbrella 
a. Umbrella limits must be at least $2,000,000 with such coverage to include 

Employers' Liability, General Liability and Automobile Liability, as underlying 
policies. 

b. Umbrella coverage must include as additional insureds all entities that are 
additional insureds on the CGL. 

c. Umbrella coverage for each additional insureds shall apply as primary and 
noncontributory basis before any other insurance or self-insurance, including any 
deductible, maintained by, or provided to, the additional insured other than the 
Employers Liability coverages maintained by the 
Vendor/Contractor/Subcontractor. 

 

4. Workers Compensation and Employers Liability 

a. Workers' Compensation Insurance Coverage for all of 
Vendor/Contractor/Subcontractor's employees at the site of the Project, with 
statutory required limits. 

b. Employers Liability Insurance limits of at least $500,000 each accident for bodily 
injury by accident and $500,000 each employee for injury by disease and $500,000 
bodily injury by disease policy limit. 

 
 

5. Personal Property 

a. Vendor/Contractor/Subcontractor shall secure, pay for, and maintain "all risk" 
Property Insurance necessary for protection against the loss of all capital 
equipment and tools, including but not limited to: staging towers, forms, 
scaffolding, hoists, and cranes, that are owned, leased, borrowed or rented by 
Vendor/Contractor/Subcontractor (or its employees), or by any of its Sub-
subcontractors (or their employees). 
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b. Owner shall not be liable for any loss or damage whatsoever to Personal Property 
owned, leased, borrowed or rented by Vendor/Contractor/Subcontractor, as 
described in sections a) above. 

c. Failure of Vendor/Contractor/Subcontractor to secure such insurance as described 
in sections a) above, or failure to maintain adequate levels of such, coverage, shall 
not render the Owner or any of its respective agents and employees legally liable 
or otherwise responsible for any personal property losses by 
Vendor/Contractor/Subcontractor. 
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Additional Requirements: 

 
a. Vendor/Contractor/Subcontractor and Vendor/Contractor/Subcontractor's insurers 

waived all rights against Owner and Architect and their agents, officers, directors, 
and employees for recovery of damages to the extent these damages are covered 
by any commercial general liability, commercial umbrella liability, business auto 
liability or workers compensation, employers liability insurance. 

b. Attached to each certificate of insurance shall be copy of Additional Insured 
Endorsements that are part of the Vendor/Contractor/Subcontractor’s Commercial 
General Liability, Auto Liability and Umbrella Policy. 

c. These certificates and the insurance policies required by this Exhibit shall contain a 
provision that coverage afforded under the policies will not be canceled or allowed 
to expire until at least 30 days prior written notice has been given to the Owner. 

d. Acceptance of said certificate will not be deemed to be a waiver of the requirements 
of this Agreement. 

e. All policies will be written by companies licensed to do business in the state where 
property is located and which have a rating by Best's Key Rating Guide not less 
than "A-/VIII". 

f. The foregoing provisions relative to insurance shall in no way limit or fix the liability 
of Vendor/Contractor/ Subcontractor to Owner, or any other person or entity in 
respect of any act or omission of Vendor/Contractor/Subcontractor or any breach 
by Vendor/Contractor/Subcontractor of any obligations or duties owing under this 
Agreement or otherwise imposed by law. 

g. Additional Insureds under this Agreement shall be listed as Safeway Group, Inc. 
and  
  (Owner). 

 
A Sample Certificate of Insurance is attached. 
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INSR ADDL SUBR
LTR INSR WVD

DATE (MM/DD/YYYY)

PRODUCER CONTACT
NAME:

FAXPHONE
(A/C, No):(A/C, No, Ext):

E-MAIL
ADDRESS:

INSURER A :

INSURED INSURER B :

INSURER C :

INSURER D :

INSURER E :

INSURER F :

POLICY NUMBER
POLICY EFF POLICY EXP

TYPE OF INSURANCE LIMITS(MM/DD/YYYY) (MM/DD/YYYY)

COMMERCIAL GENERAL LIABILITY

AUTOMOBILE LIABILITY

UMBRELLA LIAB

EXCESS LIAB

WORKERS COMPENSATION
AND EMPLOYERS' LIABILITY

DESCRIPTION OF OPERATIONS / LOCATIONS / VEHICLES (ACORD 101, Additional Remarks Schedule, may be attached if more space is required)

AUTHORIZED REPRESENTATIVE

INSURER(S) AFFORDING COVERAGE NAIC #

Y / N

N / A
(Mandatory in NH)

ANY PROPRIETOR/PARTNER/EXECUTIVE
OFFICER/MEMBER EXCLUDED?

EACH OCCURRENCE $
DAMAGE TO RENTED

$PREMISES (Ea occurrence)CLAIMS-MADE OCCUR

MED EXP (Any one person) $

PERSONAL & ADV INJURY $

GENERAL AGGREGATE $GEN'L AGGREGATE LIMIT APPLIES PER:

PRODUCTS - COMP/OP AGG $

$

PRO-

OTHER:

LOCJECT

COMBINED SINGLE LIMIT
$(Ea accident)

BODILY INJURY (Per person) $ANY AUTO
OWNED SCHEDULED BODILY INJURY (Per accident) $AUTOS ONLY AUTOS

AUTOS ONLY
HIRED PROPERTY DAMAGE $

AUTOS ONLY (Per accident)

$

OCCUR EACH OCCURRENCE $

CLAIMS-MADE AGGREGATE $

DED RETENTION $ $
PER OTH-
STATUTE ER

E.L. EACH ACCIDENT $

E.L. DISEASE - EA EMPLOYEE $
If yes, describe under

E.L. DISEASE - POLICY LIMIT $DESCRIPTION OF OPERATIONS below

POLICY

NON-OWNED

SHOULD ANY OF THE ABOVE DESCRIBED POLICIES BE CANCELLED BEFORE
THE    EXPIRATION   DATE    THEREOF,    NOTICE   WILL   BE   DELIVERED   IN
ACCORDANCE   WITH   THE   POLICY   PROVISIONS.

THIS  IS  TO  CERTIFY  THAT  THE  POLICIES  OF  INSURANCE  LISTED  BELOW  HAVE BEEN ISSUED  TO THE  INSURED  NAMED ABOVE  FOR THE  POLICY PERIOD
INDICATED.   NOTWITHSTANDING  ANY   REQUIREMENT,  TERM  OR  CONDITION OF  ANY  CONTRACT OR  OTHER  DOCUMENT  WITH  RESPECT  TO  WHICH  THIS
CERTIFICATE  MAY  BE  ISSUED  OR  MAY  PERTAIN,   THE  INSURANCE  AFFORDED  BY  THE  POLICIES  DESCRIBED  HEREIN  IS  SUBJECT  TO  ALL  THE  TERMS,
EXCLUSIONS  AND  CONDITIONS  OF  SUCH  POLICIES.   LIMITS  SHOWN  MAY  HAVE  BEEN  REDUCED  BY  PAID  CLAIMS.

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 INSURER(S), AUTHORIZED
REPRESENTATIVE OR PRODUCER, AND THE CERTIFICATE HOLDER.

IMPORTANT: If the certificate holder is an ADDITIONAL INSURED, the policy(ies) must have ADDITIONAL INSURED provisions or be endorsed.
If SUBROGATION IS WAIVED, subject to the terms and conditions of the policy, certain policies may require an endorsement. A statement on
this certificate does not confer any rights to the certificate holder in lieu of such endorsement(s).

COVERAGES CERTIFICATE NUMBER: REVISION NUMBER:

CERTIFICATE HOLDER CANCELLATION

© 1988-2015 ACORD CORPORATION. All rights reserved.

The ACORD name and logo are registered marks of ACORDACORD 25 (2016/03)

ACORDTM CERTIFICATE OF LIABILITY INSURANCE

National Union Fire Ins Co PittsburghPA

Travelers Property Casualty Co of Amer

New Hampshire Insurance Company

Navigators Insurance Company

4/22/2022

Marsh & McLennan Agency LLC
18000 Horizon Way
Mount Laurel, NJ  08054

somersetclsupport@mma-ne.com

Colliers Engineering & Design Inc
dba Maser Consulting*
331 Newman Springs Rd, Suite 203
Red Bank, NJ  07701

19445
25674
23841
42307

A X
X

X

GL9925559 03/01/2022 03/01/2023 2,000,000
1,000,000
25,000
2,000,000
4,000,000
4,000,000

A
X

X X

CA4773685 03/01/2022 03/01/2023 2,000,000

B X X

X 0

CUP1T66744422NF 03/01/2022 03/01/2023 10,000,000
10,000,000

C

N

WC025893715 03/01/2022 03/01/2023 X
1,000,000

1,000,000
1,000,000

D Excess Liability NY22MXEZ07LHXIV 03/01/2022 03/01/2023 $15,000,000

RE: Professional Services - All Projects
Evidence of Insurance 

*NAMED INSUREDS INCLUDE: Colliers Engineering & Design Inc. dba Bolton Perez & Associates Inc.; Bolton
Perez & Associates Inc.; Network Engineering Services Inc.; Colliers Engineering & Design CT,P.C.; Colliers
(See Attached Descriptions)

City of Forest Park
745 Forest Parkway
Forest Park, GA  30297

1 of 2
#S10705995/M10471071

MASERCONSU1Client#: 48473

X2SYG
1 of 2

#S10705995/M10471071



SAGITTA 25.3 (2016/03)      

DESCRIPTIONS (Continued from Page 1)
Engineering & Design Inc.; Colliers International Holdings USA Inc.; Colliers International Group Inc.;
Colliers International USA, LLC; Maser Consulting Inc.; Maser Consulting P.A.; Maser Consulting Connecticut
PC; Colliers Engineering & Design/Maser Consulting Inc.; Triangle Surveying & Mapping Inc.; Maser Land
Services LLC; Colliers Project Leaders USA NE, LLC; Colliers Engineering & Design Inc dba Colliers Project
Leaders; Gorton & Partners LLC ; TerraSense Lab CED, Inc.; Northern Survey Consulting LLC  dba Northern
Survey Engineering LLC;  Bergmann Associates, Architects, Engineers, Landscape Architects & Surveyors,
D.P.C (also referred to as Bergmann, DPC);  Bergmann Architectural Associates, Inc.; Bergmann Engineering
Associates, Inc.; KFW Management LLC dba KFW Engineers & Surveying; KFW Surveying LLC

2 of 2

#S10705995/M10471071




ANY PROPRIETOR/PARTNER/EXECUTIVE
OFFICER/MEMBER EXCLUDED?

INSR ADDL SUBR
LTR INSD WVD

PRODUCER CONTACT
NAME:

FAXPHONE
(A/C, No):(A/C, No, Ext):

E-MAIL
ADDRESS:

INSURER A :

INSURED INSURER B :

INSURER C :

INSURER D :

INSURER E :

INSURER F :

POLICY NUMBER POLICY EFF POLICY EXPTYPE OF INSURANCE LIMITS(MM/DD/YYYY) (MM/DD/YYYY)

AUTOMOBILE LIABILITY

UMBRELLA LIAB

EXCESS LIAB

WORKERS COMPENSATION
AND EMPLOYERS' LIABILITY

DESCRIPTION OF OPERATIONS / LOCATIONS / VEHICLES  (ACORD 101, Additional Remarks Schedule, may be attached if more space is required)

AUTHORIZED REPRESENTATIVE

EACH OCCURRENCE $
DAMAGE TO RENTEDCLAIMS-MADE OCCUR $PREMISES (Ea occurrence)

MED EXP (Any one person) $

PERSONAL & ADV INJURY $

GEN'L AGGREGATE LIMIT APPLIES PER: GENERAL AGGREGATE $
PRO-POLICY LOC PRODUCTS - COMP/OP AGGJECT 

OTHER: $
COMBINED SINGLE LIMIT

$(Ea accident)

ANY AUTO BODILY INJURY (Per person) $
OWNED SCHEDULED

BODILY INJURY (Per accident) $AUTOS ONLY AUTOS
HIRED NON-OWNED PROPERTY DAMAGE

$AUTOS ONLY AUTOS ONLY (Per accident)

$

OCCUR EACH OCCURRENCE
CLAIMS-MADE AGGREGATE $

DED RETENTION $
PER OTH-
STATUTE ER

E.L. EACH ACCIDENT

E.L. DISEASE - EA EMPLOYEE $
If yes, describe under

E.L. DISEASE - POLICY LIMITDESCRIPTION OF OPERATIONS below

INSURER(S) AFFORDING COVERAGE NAIC #

COMMERCIAL GENERAL LIABILITY

Y / N
N / A

(Mandatory in NH)

SHOULD ANY OF THE ABOVE DESCRIBED POLICIES BE CANCELLED BEFORE
THE    EXPIRATION    DATE    THEREOF,    NOTICE   WILL   BE   DELIVERED   IN
ACCORDANCE WITH THE POLICY PROVISIONS.

THIS  IS  TO  CERTIFY  THAT  THE  POLICIES  OF  INSURANCE  LISTED  BELOW HAVE BEEN ISSUED TO THE INSURED NAMED ABOVE FOR THE POLICY PERIOD
INDICATED.    NOTWITHSTANDING  ANY  REQUIREMENT,  TERM  OR  CONDITION  OF  ANY  CONTRACT OR OTHER DOCUMENT WITH RESPECT TO WHICH THIS
CERTIFICATE  MAY  BE  ISSUED  OR  MAY  PERTAIN,  THE  INSURANCE  AFFORDED  BY  THE  POLICIES  DESCRIBED  HEREIN IS SUBJECT TO ALL THE TERMS,
EXCLUSIONS AND CONDITIONS OF SUCH POLICIES. LIMITS SHOWN MAY HAVE BEEN REDUCED BY PAID CLAIMS.

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 INSURER(S), AUTHORIZED
REPRESENTATIVE OR PRODUCER, AND THE CERTIFICATE HOLDER.

IMPORTANT:    If  the  certificate holder is an ADDITIONAL INSURED, the policy(ies) must have ADDITIONAL INSURED provisions or be endorsed.
If  SUBROGATION  IS  WAIVED,  subject  to  the  terms and conditions of the policy, certain policies may require an endorsement.  A statement on
this certificate does not confer rights to the certificate holder in lieu of such endorsement(s).

COVERAGES CERTIFICATE NUMBER: REVISION NUMBER:

CERTIFICATE HOLDER CANCELLATION

© 1988-2015 ACORD CORPORATION.  All rights reserved.ACORD 25 (2016/03)

CERTIFICATE OF LIABILITY INSURANCE DATE (MM/DD/YYYY)

$

$

$

$

$

The ACORD name and logo are registered marks of ACORD

4/22/2022

(617) 328-6555 (617) 328-6888

32603

Colliers Engineering & Design, Inc.
dba Maser Consulting*
331 Newman Springs Road, Suite 203
Red Bank, NJ 07701

A Professional Liab. AEC905283605 2/25/2022 Per Claim Limit 1,000,000
A AEC905283605 2/25/2022 2/25/2023 Aggregate Limit 1,000,000

All Coverages are in accordance with policy terms and conditions.
*NAMED INSUREDS INCLUDE: Colliers Engineering & Design Inc. dba Bolton Perez & Associates Inc., Bolton Perez & Associates, Inc.; Colliers Engineering & 
Design CT, P.C.; Colliers Engineering & Design Inc.; Colliers International Holdings USA Inc.; Colliers International Group Inc.; Colliers International USA, 
LLC; Maser Consulting Inc; Maser Consulting P.A.; Maser Consulting Connecticut PC; Triangle Surveying & Mapping Inc.; Maser Land Services LLC., Gorton 
& Partners, LLC; Colliers Engineering & Design/Maser Consulting Inc.

RE: Professional Services – All Projects

City of Forest Park
745 Forest Parkway
Forest Park, GA 30297

COLLIER-01 CJOHNSON

Ames & Gough
859 Willard Street
Suite 320
Quincy, MA 02169

boston@amesgough.com

Berkley Design Professional Underwriters

2/25/2023



Form    W-9
(Rev. October 2018)
Department of the Treasury  
Internal Revenue Service 

Request for Taxpayer 
Identification Number and Certification

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

Give Form to the  

requester. Do not 

send to the IRS.
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3.

1  Name (as shown on your income tax return). Name is required on this line; do not leave this line blank.

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

3  Check appropriate box for federal tax classification of the person whose name is entered on line 1. Check only one of the 
following seven boxes. 

Individual/sole proprietor or 
single-member LLC

 C Corporation S Corporation Partnership Trust/estate

Limited liability company. Enter the tax classification (C=C corporation, S=S corporation, P=Partnership)  

Note: Check the appropriate box in the line above for the tax classification of the single-member owner.  Do not check 
LLC if the LLC is classified as a single-member LLC that is disregarded from the owner unless the owner of the LLC is 
another LLC that is not disregarded from the owner for U.S. federal tax purposes. Otherwise, a single-member LLC that 
is disregarded from the owner should check the appropriate box for the tax classification of its owner.

Other (see instructions) 

4  Exemptions (codes apply only to 
certain entities, not individuals; see 
instructions on page 3):

Exempt payee code (if any)

Exemption from FATCA reporting

 code (if any)

(Applies to accounts maintained outside the U.S.)

5  Address (number, street, and apt. or suite no.) See instructions.

6  City, state, and ZIP code

Requester’s name and address (optional)

7  List account number(s) here (optional)

Part I Taxpayer Identification Number (TIN)

Enter your TIN in the appropriate box. The TIN provided must match the name given on line 1 to avoid 
backup withholding. For individuals, this is generally your social security number (SSN). However, for a 
resident alien, sole proprietor, or disregarded entity, see the instructions for Part I, later. For other 
entities, it is your employer identification number (EIN). If you do not have a number, see How to get a 
TIN, later.

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

Social security number

– –

or
Employer identification number 

–

Part II Certification

Under penalties of perjury, I certify that:

1. The number shown on this form is my correct taxpayer identification number (or I am waiting for a number to be issued to me); and
2. I am not subject to backup withholding because: (a) I am exempt from backup withholding, or (b) I have not been notified by the Internal Revenue

Service (IRS) that I am subject to backup withholding as a result of a failure to report all interest or dividends, or (c) the IRS has notified me that I am
no longer subject to backup withholding; and

3. I am a U.S. citizen or other U.S. person (defined below); and

4. The FATCA code(s) entered on this form (if any) indicating that I am exempt from FATCA reporting is correct.

Certification instructions. You must cross out item 2 above if you have been notified by the IRS that you are currently subject to backup withholding because 
you have failed to report all interest and dividends on your tax return. For real estate transactions, item 2 does not apply. For mortgage interest paid, 
acquisition or abandonment of secured property, cancellation of debt, contributions to an individual retirement arrangement (IRA), and generally, payments 
other than interest and dividends, you are not required to sign the certification, but you must provide your correct TIN. See the instructions for Part II, later.

Sign 
Here

Signature of 

U.S. person Date 

General Instructions
Section references are to the Internal Revenue Code unless otherwise 
noted.

Future developments. For the latest information about developments 
related to Form W-9 and its instructions, such as legislation enacted 
after they were published, go to www.irs.gov/FormW9.

Purpose of Form
An individual or entity (Form W-9 requester) who is required to file an 
information return with the IRS must obtain your correct taxpayer 
identification number (TIN) which may be your social security number 
(SSN), individual taxpayer identification number (ITIN), adoption 
taxpayer identification number (ATIN), or employer identification number 
(EIN), to report on an information return the amount paid to you, or other 
amount reportable on an information return. Examples of information 
returns include, but are not limited to, the following.

• Form 1099-INT (interest earned or paid)

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

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

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

• Form 1099-S (proceeds from real estate transactions)

• Form 1099-K (merchant card and third party network transactions)

• Form 1098 (home mortgage interest), 1098-E (student loan interest),
1098-T (tuition)

• Form 1099-C (canceled debt)

• Form 1099-A (acquisition or abandonment of secured property)

Use Form W-9 only if you are a U.S. person (including a resident
alien), to provide your correct TIN. 

If you do not return Form W-9 to the requester with a TIN, you might 
be subject to backup withholding. See What is backup withholding, 
later.

Cat. No. 10231X Form W-9 (Rev. 10-2018)

Colliers Engineering & Design, Inc.

✔

331 Newman Springs Road Suite 203

Red Bank, NJ 07701

2 2 2 6 5 1 6 1 0

1/4/22



Form W-9 (Rev. 10-2018) Page 2 

By signing the filled-out form, you: 

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

2. Certify that you are not subject to backup withholding, or

3. Claim exemption from backup withholding if you are a U.S. exempt 
payee. If applicable, you are also certifying that as a U.S. person, your 
allocable share of any partnership income from a U.S. trade or business 
is not subject to the withholding tax on foreign partners' share of 
effectively connected income, and 

4. Certify that FATCA code(s) entered on this form (if any) indicating 
that you are exempt from the FATCA reporting, is correct. See What is 
FATCA reporting, later, for further information.

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

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

considered a U.S. person if you are:

• An individual who is a U.S. citizen or U.S. resident alien;

• A partnership, corporation, company, or association created or 
organized in the United States or under the laws of the United States;

• An estate (other than a foreign estate); or

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

Special rules for partnerships. Partnerships that conduct a trade or 
business in the United States are generally required to pay a withholding 
tax under section 1446 on any foreign partners’ share of effectively 
connected taxable income from such business. Further, in certain cases 
where a Form W-9 has not been received, the rules under section 1446 
require a partnership to presume that a partner is a foreign person, and 
pay the section 1446 withholding tax. Therefore, if you are a U.S. person 
that is a partner in a partnership conducting a trade or business in the 
United States, provide Form W-9 to the partnership to establish your 
U.S. status and avoid section 1446 withholding on your share of 
partnership income.

In the cases below, the following person must give Form W-9 to the 
partnership for purposes of establishing its U.S. status and avoiding 
withholding on its allocable share of net income from the partnership 
conducting a trade or business in the United States.

• In the case of a disregarded entity 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.S. owner, 
generally, the U.S. grantor or other U.S. owner of the grantor trust and 
not the trust; and

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

Foreign person. If you are a foreign person or the U.S. branch of a 
foreign bank that has elected to be treated as a U.S. person, do not use 
Form W-9. Instead, use the appropriate Form W-8 or Form 8233 (see 
Pub. 515, Withholding of Tax on Nonresident Aliens and Foreign 

Entities).

Nonresident alien who becomes a resident alien. Generally, only a 
nonresident alien individual may use the terms of a tax treaty to reduce 
or eliminate U.S. tax on certain types of income. However, most tax 
treaties contain a provision known as a “saving clause.” Exceptions 
specified in the saving clause may permit an exemption from tax to 
continue for certain types of income even after the payee has otherwise 
become a U.S. resident alien for tax purposes.

If you are a U.S. resident alien who is relying on an exception 
contained in the saving clause of a tax treaty to claim an exemption 
from U.S. tax on certain types of income, you must attach a statement 
to Form W-9 that specifies the following five items.

1. The treaty country. Generally, this must be the same treaty under 
which you claimed exemption from tax as a nonresident alien.

2. The treaty article addressing the income.
3. The article number (or location) in the tax treaty that contains the 

saving clause and its exceptions.
4. The type and amount of income that qualifies for the exemption 

from tax.
5. Sufficient facts to justify the exemption from tax under the terms of 

the treaty article.

Example. Article 20 of the U.S.-China income tax treaty allows an 
exemption from tax for scholarship income received by a Chinese 
student temporarily present in the United States. Under U.S. law, this 
student will become a resident alien for tax purposes if his or her stay in 
the United States exceeds 5 calendar years. However, paragraph 2 of 
the first Protocol to the U.S.-China treaty (dated April 30, 1984) allows 
the provisions of Article 20 to continue to apply even after the Chinese 
student becomes a resident alien of the United States. A Chinese 
student who qualifies for this exception (under paragraph 2 of the first 
protocol) and is relying on this exception to claim an exemption from tax 
on his or her scholarship or fellowship income would attach to Form 
W-9 a statement that includes the information described above to 
support that exemption.

If you are a nonresident alien or a foreign entity, give the requester the 
appropriate completed Form W-8 or Form 8233.

Backup Withholding
What is backup withholding? Persons making certain payments to you 
must under certain conditions withhold and pay to the IRS 24% of such 
payments. This is called “backup withholding.”  Payments that may be 
subject to backup withholding include interest, tax-exempt interest, 
dividends, broker and barter exchange transactions, rents, royalties, 
nonemployee pay, payments made in settlement of payment card and 
third party network transactions, and certain payments from fishing boat 
operators. Real estate transactions are not subject to backup 
withholding.

You will not be subject to backup withholding on payments you 
receive if you give the requester your correct TIN, make the proper 
certifications, and report all your taxable interest and dividends on your 
tax return.

Payments you receive will be subject to backup withholding if: 

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

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

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

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

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

Certain payees and payments are exempt from backup withholding. 
See Exempt payee code, later, and the separate Instructions for the 
Requester of Form W-9 for more information.

Also see Special rules for partnerships, earlier.

What is FATCA Reporting?
The Foreign Account Tax Compliance Act (FATCA) requires a 
participating foreign financial institution to report all United States 
account holders that are specified United States persons. Certain 
payees are exempt from FATCA reporting. See Exemption from FATCA 
reporting code, later, and the Instructions for the Requester of Form 
W-9 for more information.

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

Penalties
Failure to furnish TIN. If you fail to furnish your correct TIN to a 

requester, you are subject to a penalty of $50 for each such failure 
unless your failure is due to reasonable cause and not to willful neglect.

Civil penalty for false information with respect to withholding. If you 
make a false statement with no reasonable basis that results in no 
backup withholding, you are subject to a $500 penalty.
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Criminal penalty for falsifying information. Willfully falsifying 

certifications or affirmations may subject you to criminal penalties 
including fines and/or imprisonment.

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

Specific Instructions

Line 1

You must enter one of the following on this line; do not leave this line 
blank. The name should match the name on your tax return.

If this Form W-9 is for a joint account (other than an account 
maintained by a foreign financial institution (FFI)), list first, and then 
circle, the name of the person or entity whose number you entered in 
Part I of Form W-9. If you are providing Form W-9 to an FFI to document 
a joint account, each holder of the account that is a U.S. person must 
provide a Form W-9.

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

Note: 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 1040/1040A/1040EZ you filed with your 
application.

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

c.  Partnership, LLC that is not a single-member LLC, C 

corporation, or S corporation. Enter the entity's name as shown on the 
entity's tax return on line 1 and any business, trade, or DBA name on 
line 2.

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

e.  Disregarded entity. For U.S. federal tax purposes, an entity that is 
disregarded as an entity separate from its owner is treated as a 
“disregarded entity.”  See Regulations section 301.7701-2(c)(2)(iii). Enter 
the owner'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 example, if a foreign LLC that is treated as a disregarded 
entity for U.S. federal tax purposes has a single owner that is a U.S. 
person, the U.S. owner's name is required to be provided on line 1. If 
the direct owner of the entity is also a disregarded entity, enter the first 
owner that is not disregarded for federal tax purposes. Enter the 
disregarded entity's name on line 2, “Business name/disregarded entity 
name.” If the owner of the disregarded entity is a foreign person, the 
owner must complete an appropriate Form W-8 instead of a Form W-9.  
This is the case even if the foreign person has a U.S. TIN. 

Line 2

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

Line 3

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

IF the entity/person on line 1 is 

a(n) . . .

THEN check the box for . . .

•  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 taxed as a corporation, 
or 
•  LLC that is disregarded as an 
entity separate from its owner but 
the owner is another LLC that is 
not disregarded for U.S. federal tax 
purposes.

Limited liability company and enter 
the appropriate tax classification. 
(P= Partnership; C= C corporation; 
or S= S corporation)

•  Partnership Partnership

•  Trust/estate Trust/estate

Line 4, Exemptions

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

Exempt payee code.

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

•  Except as provided below, corporations are exempt from backup 
withholding for certain payments, including interest and dividends.

•  Corporations are not exempt from backup withholding for payments 
made in settlement of payment card or third party network transactions.

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

The following codes identify payees that are exempt from backup 
withholding. Enter the appropriate code in the space in line 4.

1—An organization exempt from tax under section 501(a), any IRA, or 
a custodial account under section 403(b)(7) if the account satisfies the 
requirements of section 401(f)(2)

2—The United States or any of its agencies or instrumentalities

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

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

5—A corporation

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

7—A futures commission merchant registered with the Commodity 
Futures Trading Commission

8—A real estate investment trust

9—An entity registered at all times during the tax year under the 
Investment Company Act of 1940

10—A common trust fund operated by a bank under section 584(a)

11—A financial institution

12—A middleman known in the investment community as a nominee or 
custodian

13—A trust exempt from tax under section 664 or described in section 
4947
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The following chart shows types of payments that may be exempt 
from backup withholding. The chart applies to the exempt payees listed 
above, 1 through 13.

IF the payment is for . . . THEN the payment is exempt 

for . . .

Interest and dividend payments All exempt payees except 
for 7

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

Barter exchange transactions and 
patronage dividends

Exempt payees 1 through 4

Payments over $600 required to be 
reported and direct sales over 
$5,0001

Generally, exempt payees 
1 through 52

Payments made in settlement of 
payment card or third party network 
transactions 

Exempt payees 1 through 4

1 See Form 1099-MISC, Miscellaneous Income, and its instructions.
2 However, the following payments made to a corporation and   
reportable on Form 1099-MISC are not exempt from backup 

  withholding: medical and health care payments, attorneys’ fees, gross 
proceeds paid to an attorney reportable under section 6045(f), and 
payments for services paid by a federal executive agency.

Exemption from FATCA reporting code. The following codes identify 
payees that are exempt from reporting under FATCA. These codes 
apply to persons submitting this form for accounts maintained outside 
of the United States by certain foreign financial institutions. Therefore, if 
you are only submitting this form for an account you hold in the United 
States, you may leave this field blank. Consult with the person 
requesting this form if you are uncertain if the financial institution is 
subject to these requirements. A requester may indicate that a code is 
not required by providing you with a Form W-9 with “Not Applicable” (or 
any similar indication) written or printed on the line for a FATCA 
exemption code.

A—An organization exempt from tax under section 501(a) or any 
individual retirement plan as defined in section 7701(a)(37)

B—The United States or any of its agencies or instrumentalities

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

D—A corporation the stock of which is regularly traded on one or 
more established securities markets, as described in Regulations 
section 1.1472-1(c)(1)(i)

E—A corporation that is a member of the same expanded affiliated 
group as a corporation described in Regulations section 1.1472-1(c)(1)(i)

F—A dealer in securities, commodities, or derivative financial 
instruments (including notional principal contracts, futures, forwards, 
and options) that is registered as such under the laws of the United 
States or any state

G—A real estate investment trust

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

I—A common trust fund as defined in section 584(a)

J—A bank as defined in section 581

K—A broker

L—A trust exempt from tax under section 664 or described in section 
4947(a)(1)

M—A tax exempt trust under a section 403(b) plan or section 457(g) 
plan

Note: You may wish to consult with the financial institution requesting 
this form to determine whether the FATCA code and/or exempt payee 
code should be completed.

Line 5

Enter your address (number, street, and apartment or suite number). 
This is where the requester of this Form W-9 will mail your information 
returns. If this address differs from the one the requester already has on 
file, write NEW at the top. If a new address is provided, there is still a 
chance the old address will be used until the payor changes your 
address in their records.

Line 6

Enter your city, state, and ZIP code.

Part I. Taxpayer Identification Number (TIN)
Enter your TIN in the appropriate box. If you are a resident alien and 
you do not have and are not eligible to get an SSN, your TIN is your IRS 
individual taxpayer identification number (ITIN). Enter it in the social 
security number box. If you do not have an ITIN, see How to get a TIN 
below.

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

If you are a single-member LLC that is disregarded as an entity 
separate from its owner, enter the owner’s SSN (or EIN, if the owner has 
one). Do not enter the disregarded entity’s EIN. If the LLC is classified as 
a corporation or partnership, enter the entity’s EIN.

Note: See What Name and Number To Give the Requester, later, for 
further clarification of name and TIN combinations.

How to get a TIN. If you do not have a TIN, apply for one immediately. 
To apply for an SSN, get Form SS-5, Application for a Social Security 
Card, from your local SSA office or get this form online at 
www.SSA.gov. You may also get this form by calling 1-800-772-1213. 
Use Form W-7, Application for IRS Individual Taxpayer Identification 

Number, to apply for an ITIN, or Form SS-4, Application for Employer 
Identification Number, to apply for an EIN. You can apply for an EIN 
online by accessing the IRS website at www.irs.gov/Businesses and 
clicking on Employer Identification Number (EIN) under Starting a 
Business. Go to www.irs.gov/Forms to view, download, or print Form 
W-7 and/or Form SS-4.  Or, you can go to www.irs.gov/OrderForms to 
place an order and have Form W-7 and/or SS-4 mailed to you within 10 
business days.

If you are asked to complete Form W-9 but do not have a TIN, apply 
for a TIN and write “Applied For” in the space for the TIN, sign and date 
the form, and give it to the requester. For interest and dividend 
payments, and certain payments made with respect to readily tradable 
instruments, generally you will have 60 days to get a TIN and give it to 
the requester before you are subject to backup withholding on 
payments. The 60-day rule does not apply to other types of payments. 
You will be subject to backup withholding on all such payments until 
you provide your TIN to the requester.

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

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

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

For a joint account, only the person whose TIN is shown in Part I 
should sign (when required). In the case of a disregarded entity, the 
person identified on line 1 must sign. Exempt payees, see Exempt payee 
code, earlier.

Signature requirements. Complete the certification as indicated in 
items 1 through 5 below.
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1. Interest, dividend, and barter exchange accounts opened 

before 1984 and broker accounts considered active during 1983. 

You must give your correct TIN, but you do not have to sign the 
certification.

2. Interest, dividend, broker, and barter exchange accounts 

opened after 1983 and broker accounts considered inactive during 

1983. You must sign the certification or backup withholding will apply. If 
you are subject to backup withholding and you are merely providing 
your correct TIN to the requester, you must cross out item 2 in the 
certification before signing the form.

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

4. Other payments. You must give your correct TIN, but you do not 
have to sign the certification unless you have been notified that you 
have previously given an incorrect TIN. “Other payments” include 
payments made in the course of the requester’s trade or business for 
rents, royalties, goods (other than bills for merchandise), medical and 
health care services (including payments to corporations), payments to 
a nonemployee for services, payments made in settlement of payment 
card and third party network transactions, payments to certain fishing 
boat crew members and fishermen, and gross proceeds paid to 
attorneys (including payments to corporations).  

5. Mortgage interest paid by you, acquisition or abandonment of 

secured property, cancellation of debt, qualified tuition program 

payments (under section 529), ABLE accounts (under section 529A), 

IRA, Coverdell ESA, Archer MSA or HSA contributions or 

distributions, and pension distributions. You must give your correct 
TIN, but you do not have to sign the certification.

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

1. Individual The individual

2. Two or more individuals (joint  
account) other than an account 
maintained by an FFI

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

the account1

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

Each holder of the account 
 

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

The minor2 
 

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

The grantor-trustee1

The actual owner1

6. Sole proprietorship or disregarded 
entity owned by an individual

The owner3

7. Grantor trust filing under Optional 
Form 1099 Filing Method 1 (see 
Regulations section 1.671-4(b)(2)(i)
(A))

The grantor*

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

8. Disregarded entity not owned by an 
individual

The owner

9. A valid trust, estate, or pension trust Legal entity4

10. Corporation or LLC electing 
corporate status on Form 8832 or 
Form 2553

The corporation

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

The organization

12. Partnership or multi-member LLC The partnership

13. A broker or registered nominee The broker or nominee

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

14. Account with the Department of 
Agriculture in the name of a public 
entity (such as a state or local 
government, school district, or 
prison) that receives agricultural 
program payments

The public entity

15. Grantor trust filing under the Form 
1041 Filing Method or the Optional 
Form 1099 Filing Method 2 (see 
Regulations section 1.671-4(b)(2)(i)(B))

The trust

1 List first and circle the name of the person whose number you furnish. 
If only one person on a joint account has an SSN, that  person’s number 
must be furnished.
2 Circle the minor’s name and furnish the minor’s SSN.
3 You must show your individual name and you may also enter your 
business or DBA name on the “Business name/disregarded entity” 
name line. You may use either your SSN or EIN (if you have one), but the 
IRS encourages you to use your SSN.
4 List first and circle the name of the trust, estate, or pension trust. (Do 
not furnish the TIN of the personal representative or trustee unless the 
legal entity itself is not designated in the account title.) Also see Special 
rules for partnerships, earlier.

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

Note: If no name is circled when more than one name is listed, the 
number will be considered to be that of the first name listed.

Secure Your Tax Records From Identity Theft
Identity theft occurs when someone uses your personal information 
such as your name, SSN, or other identifying information, without your 
permission, to commit fraud or other crimes. An identity thief may use 
your SSN to get a job or may file a tax return using your SSN to receive 
a refund.

To reduce your risk:

• Protect your SSN,

• Ensure your employer is protecting your SSN, and

• Be careful when choosing a tax preparer.

If your tax records are affected by identity theft and you receive a 
notice from the IRS, respond right away to the name and phone number 
printed on the IRS notice or letter.

If your tax records are not currently affected by identity theft but you 
think you are at risk due to a lost or stolen purse or wallet, questionable 
credit card activity or credit report, contact the IRS Identity Theft Hotline 
at 1-800-908-4490 or submit Form 14039.

For more information, see Pub. 5027, Identity Theft Information for 
Taxpayers.

Victims of identity theft who are experiencing economic harm or a 
systemic problem, or are seeking help in resolving tax problems that 
have not been resolved through normal channels, may be eligible for 
Taxpayer Advocate Service (TAS) assistance. You can reach TAS by 
calling the TAS toll-free case intake line at 1-877-777-4778 or TTY/TDD 
1-800-829-4059.

Protect yourself from suspicious emails or phishing schemes.  

Phishing is the creation and use of email and websites designed to 
mimic legitimate business emails and websites. The most common act 
is sending an email to a user falsely claiming to be an established 
legitimate enterprise in an attempt to scam the user into surrendering 
private information that will be used for identity theft.
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The IRS does not initiate contacts with taxpayers via emails. Also, the 
IRS does not request personal detailed information through email or ask 
taxpayers for the PIN numbers, passwords, or similar secret access 
information for their credit card, bank, or other financial accounts.

If you receive an unsolicited email claiming to be from the IRS, 
forward this message to phishing@irs.gov. You may also report misuse 
of the IRS name, logo, or other IRS property to the Treasury Inspector 
General for Tax Administration (TIGTA) at 1-800-366-4484. You can 
forward suspicious emails to the Federal Trade Commission at 
spam@uce.gov or report them at www.ftc.gov/complaint. You can 
contact the FTC at www.ftc.gov/idtheft or 877-IDTHEFT (877-438-4338). 
If you have been the victim of identity theft, see www.IdentityTheft.gov 
and Pub. 5027.

Visit www.irs.gov/IdentityTheft to learn more about identity theft and 
how to reduce your risk.

Privacy Act Notice
Section 6109 of the Internal Revenue Code requires you to provide your 
correct TIN to persons (including federal agencies) who are required to 
file information returns with the IRS to report interest, dividends, or 
certain other income paid to you; mortgage interest you paid; the 
acquisition or abandonment of secured property; the cancellation of 
debt; or contributions you made to an IRA, Archer MSA, or HSA. The 
person collecting this form uses the information on the form to file 
information returns with the IRS, reporting the above information. 
Routine uses of this information include giving it to the Department of 
Justice for civil and criminal litigation and to cities, states, the District of 
Columbia, and U.S. commonwealths and possessions for use in 
administering their laws. The information also may be disclosed to other 
countries under a treaty, to federal and state agencies to enforce civil 
and criminal laws, or to federal law enforcement and intelligence 
agencies to combat terrorism. You must provide your TIN whether or 
not you are required to file a tax return. Under section 3406, payers 
must generally withhold a percentage of taxable interest, dividend, and 
certain other payments to a payee who does not give a TIN to the payer. 
Certain penalties may also apply for providing false or fraudulent 
information.


