APPENDIX B

Standard Forms
Listing and Internet Addresses of Forms Related to

= Taxpayer ldentification Number and Certification

= Business Tax Declaration

= Chapters 12B and 12C, and 14B of the S.F.
Administrative Code



Appendix B

Standard Forms

The requirements described in this Appendix are separate from those described in Appendix A.

Before the City can award any contract to a contractor, that contractor must file three standard City forms
(items 1-3 on the chart). Because many contractors have already completed these forms, and because
some informational forms are rarely revised, the City has not included them in the RFP package. Instead,
this Appendix describes the forms, where to find them on the Internet (see bottom of page 2), and where
to file them. If a contractor cannot get the documents off the Internet, the contractor should call (415)
554-6248 or e-mail Purchasing (purchasing@sfgov.org) and Purchasing will fax, mail or e-mail them to
the contractor.

If a contractor has already filled out items 1-3 (see note under item 3) on the chart, the contractor should
not do so again unless the contractor’s answers have changed. To find out whether these forms have
been submitted, the contractor should call Vendor File Support in the Controller’s Office at (415) 554-

6702.

If a contractor would like to apply to be certified as a local business enterprise, it must submit item 4. To
find out about item 4 and certification, the contractor should call Human Rights Commission at (415)

252-2528.
Form name and Return the form to;
Item Internet location Form Description For more info
Request for Taxpayer W-9 | The City needs the contractor’s Controller’s Office
1 Identification Number taxpayer ID number on this form. | Vendor File Support
" | and Certification If a contractor has already done City Hall, Room 484
business with the City, this form is | San Francisco,
http://www.sfgov.org/site not necessary because the City CA 94102
/oca_page.asp?id=26550 already has the number.
(415) 554-6702
www.irs.gov/publ/irs-
fill/fw9.pdf
Business Tax Declaration | P-25 | All contractors must sign this form | Controller’s Office
2 to determine if they must register Vendor File Support

http://www.sfgov.org/site
/oca_page.asp?id=26550

with the Tax Collector, even if not
located in San Francisco. All
businesses that qualify as
“conducting business in San
Francisco” must register with the
Tax Collector.

City Hall, Room 484
San Francisco,
CA 94102

(415) 554-6702
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Form name and

Return the form to;

Item Internet location Form Description For more info
S.F. Administrative Code | HRC- | Contractors tell the City if their Human Rights
Chapters 12B & 12C 12B- | personnel policies meet the City’s | Comm.
Declaration: 101 | requirements for 25 Van Ness, #800

3. Nondiscrimination in nondiscrimination against San Francisco,
Contracts and Benefits protected classes of people, and in | CA 94102-6059
the provision of benefits between (415) 252-2500
http://www.sfhrc.org/site/ employees with spouses and
sfhumanrights_index.asp? employees with domestic partners.
id=4584 Form submission is not complete if
it does not include the additional
In Vendor Profile documentation asked for on the
Application form. Other forms may be
required, depending on the
answers on this form. Contract-
by-Contract Compliance status
vendors must fill out an
additional form for each
contract.
HRC LBE Certification Local businesses complete this Human Rights
4 Application form to be certified by HRC as a Comm.

http://www.sfhrc.org/site/
sfthumanrights_page.asp?i
d=45141

In Vendor Profile
Application

Local Business Enterprise
(“LBE”). Certified LBEs receive a
bid discount pursuant to Chapter
14B when bidding on City
contracts. To receive the bid
discount, you must be certified by
HRC by the proposal due date.

Hadas Rivera-Weiss
Contract
Compliance Officer
25 Van Ness, #800
San Francisco,

CA 94102-6059
(415) 252-2528

Where the forms are on the Internet:

= Office of Contract Administration

Homepage:
Purchasing forms:

www.sfgov.org/oca/

and Contractors” banner.

=  Human Rights Commission

HRC’s homepage:
Equal Benefits forms:
LBE certification form:

wwwe.sfhrc.org
Click on “Forms” under the “Equal Benefits” banner near the bottom.

Click on “Forms” under the “LBE” banner near the bottom
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Click on “Required Vendor Forms” under the “Information for Vendors



http://www.sfgov.org/oca/
http://www.sfhrc.org/

	Where the forms are on the Internet: 

