
 

 

VENDOR LIST APPLICATION 

 

Dear Vendor 

Thank you for your interest to do business with Community ISD. This application packet is  
intended to facilitate the identification of qualified vendors that desire to be considered for 
business opportunities with the Community Independent School District, including products and 
services solicited through both the general purchasing and competitive procurement processes. 
 
To complete this process all applicable forms included herein must be fully completed: 
 

1. Vendor Purchasing Guideline Consent Form 

2. Vendor Application Form 

3. Sole Source Affidavit Form (if Applicable) 

4. Conflict of Interest Questionnaire 

5. Felony Conviction Notice Form 

6. SB 22 

7. W9 IRS Form 
 

Once this application is received and approved, your company will be added to our vendor list. 
Please be specific in listing the products and services your company offers. In order to remain on 
our vendor list, please respond to Annual Vendor Certification Requests. If such a response is not 
received, your company is subject to removal from the vendor's list. Annual Vendor Certification 
Requests will be sent out every June to July. 

Please scan completed forms to purchasing@communityisd.org 

If you have any questions please feel free to contact me. 

Sincerely, 

Penny Pierce 
Purchasing 
 

 

 



 

Community ISD Vendor Purchasing Guidelines 

 

Below is the list of guidelines to adhere to when doing business with Community ISD: 

� The Administration Office shall verify product and service quality, company performance, 
insurance, and warranty standards. Every vendor shall complete this application prior to 
being considered for purchasing or service opportunities with Community ISD. 

 
� All purchases shall be executed by a Community ISD Purchase Order, signed by the proper 

authorities, and shall conform to the terms of that contract. You must receive a signed 
hard copy of the Purchase Order before a valid contract for payment exists between your 
company and Community ISD. 

 
� Invoices should be mailed to: Community ISD, Attn: Accounts Payable, P.O. Box 400, 

Nevada, TX 75173. The District shall not be responsible for payment of invoices that do 
not have a corresponding properly drawn Purchase Order, and invoices sent to the District 
should list the corresponding Purchase Order number. 
 

� Payment of undisputed, authorized invoices may be expected within thirty (30) days. 
 
� Vendors agree to accept Community ISD Purchase Orders and follow District payment 

terms. Goods and services purchased by Community ISD shall be considered delivered and 
freight prepaid unless specifically noted on the bid, contract, or purchase order. Changes 
of prices are not allowed without written authorization from the purchasing authority. 

 
If you have any questions, please call Penny Pierce, at (972) 843-6015 or email 
purchasing@communityisd.org. 

 

By signing below you agree to follow the above guidelines. 

 

Vendor Signature and Title _______________________________________________________ 

 

Date ______________________ 

 

 

 

mailto:purchasing@communityisd.org


 

Vendor Application Form 

Company Name: ________________________________________________________________  

Mailing Address: ________________________________________________________________  

City, State and Zip: ______________________________________________________________  

Remittance Address: ____________________________________________________________  

City, State and Zip: ______________________________________________________________  

Phone Number: ______________________________ Fax:_______________________________ 

Contact Name: _____________________________ Email: ______________________________ 

Company Website: ________________________________ Tax ID/EIN: ____________________  

 

Please list any Texas Purchasing Cooperatives that you are an approved vendor: 

______________________________________________________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________ 

 

Are you a Sole Source Provider? ______________________ 

Are you a Historically Underutilized Business? ___________ 

 

Please list the general Products and/or services offered by your company: 

______________________________________________________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________ 

 

 



 

Community Independent School District 

Sole Source Affidavit Form 

A sole source purchase can be made without the benefit of a competitive process when there are 
no other items available in the marketplace that have the same fit, form and function of the 
items being purchased.  
To comply with the State of Texas definition of a sole source provider, the vendor must satisfy one 
of the following requirements as defined in the Texas Education Code, Subchapter B, §44.031: 
 
J)  Without complying with Subsection (a), a school district may purchase an item that is available from  
      only one source, including: 
 

(1) an item for which competition is precluded because of the existence of a patent, copyright, 
       secret process, or monopoly; 
(2)  a film, manuscript, or book; 
(3)  a utility service, including electricity, gas, or water; and 
(4)  a captive replacement part or component for equipment. 
(k)  The exceptions provided by Subsection 0) do not apply to mainframe data-processing  
       equipment and peripheral attachments with a single-item purchase price in excess of $15,000. 
 
 

                                                            Company Information 
 

Company Name: __________________________________________________________________ 
 

Address: _________________________________________________________________________ 
 

City: ____________________________________ State: ____________________ Zip: ___________ 
 

Phone#: _________________________________ Fax: ______________________________________ 
 

Name of Authorized Agent: ______________________________ Agent Title: _________________ 
 

Authorized Signature: ___________________________________ Date: ______________________ 
 

We have carefully reviewed the Texas Education Code, Subchapter B, §44.031, and hereby 
certify that we meet and comply with Sections j) and (k) of the aforementioned code for the 
sale of the product or products below (please state products and include a brief description 
with reason(s) for sole source Justification). Community ISD retains the right to deny Sole 
Source Exemption in the best interest of the District if we deem the Justification, as applied by 
Vendor, does not apply.  
 

Sole Source Justification: 
 
_________________________________________________________________________________ 
 
_________________________________________________________________________________ 
 

 







 

FELONY CONVICTION NOTICE FORM 
 

          Statutory citation covering notification of criminal history of contractor is found in the Texas Education Code §44.034. 
 

FELONY CONVICTION NOTIFICATION 
 

State of Texas Legislative Senate Bill No. I, Section 44.034, Notification of Criminal History, 
Subsection (a), states "a person or business entity that enters into a contract with a school 
district must give advance notice to the district if the person or an owner or operator of the 
business entity has been convicted of a felony. The notice must include a general description 
of the conduct resulting in the conviction of a felony".  
 

Subsection (b) states "a school district may terminate a contract with a person or business 
entity if the district determines that the person or business entity failed to give notice as 
required by Subsection (a) or misrepresented the conduct resulting in the conviction. The 
district must compensate the person or business entity for services performed before the 
termination of the contract". 

THIS NOTICE IS NOT REQUIRED OF A PUBLICLY-HELD CORPORATION 
 

I, the undersigned agent for the firm named below, certify that the information concerning 
notification of felony convictions has been reviewed by me and the following information 
furnished is true to the best of my knowledge.  
 

VENDOR'S NAME: _______________________________________________________________ 
 

� My firm is a publicly-held corporation, therefore, this reporting requirement is not 
applicable. 
 

� My firm is not owned nor operated by anyone who has been convicted of a felony. 
 

� My firm is owned or operated by the following individual(s) who has/have been convicted 
of a felony. 
 

 
 

 

 

 

 

 

 

 

Signature of Company Official: ___________________________________________________________ 
 

Date: _____________________________________ 

Name of Felon                                                                  Description of Felon 

 

 

 

 

 



 



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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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)
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