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TROY UNIVERSITY

PURCHASING DEPARTMENT
100 UNIVERSITY PARK
TROY, AL 36082
334-670-3128

NOTICE TO VENDORS - REQUEST FOR BIDS # 25.()22

Merchant Services - Credit Card Services

SPECIFICATIONS ON ATTACHED SHEETS

SEALED BIDS WILL BE ACCEPTED IN THE PURCHASING DEPARTMENT BUILDING
AND THEN BE PUBLICLY OPENED AND READ AT THE FOLLOWING DATE & TIME:

DAY: Thursday
DATE:July 31, 2025
TIME: 2:.00 PM CST

POSTED —

REMOVED -

NOTE: Alabama Law (Section 41-4-116, Code of Alabama 1975) provides that every bid submitted and
contract executed shall contain a certification that the vendor, contractor, and all of its affiliates that make
sales for delivery into Alabama or leases for use in Alabama are registered, collecting, and remitting Alabama
State and local sales, use and/or lease tax on all taxable sales and leases into Alabama. By submitting this bid,
the bidder is hereby certifying that they are in full compliance with Act No. 2006-557, they are not barred
from bidding or entering into a contract pursuant to 41-4-116, and acknowledges that the awarding authority
may declare the contract void if the certification is false.

CANCELLATION FOR LACK OF FUNDING: This contract may be cancelled without any further
obligation on the part of TROY University in the event that funds are not appropriated or sufficient funding
is unavailable to assure full performance of terms.
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"TROY UNIVERSITY

Sealed bids will be accepted on the goods and/or services described within this document - until the time and date
provided below when responses will be publicly opened and read. TROY UNIVERSITY reserves the right to reject
any and all bids and be the sole judge of quality versus cost. All quotes must be F.O.B. TROY UNIVERSITY

(TO SPECIFIED LOCATION).

QUOTE ON THE ITEM(s) LISTED ON THE ATTACHED PAGE(S). NO EMAILED OR FAXED BIDS WILL
BE ACCEPTED. DIGITAL COPIES ARE TO BE SENT IN ADDITION TO THE PHYSICAL BID PACKAGE.
TROY UNIVERSITY DOES NOT PRE-PAY BID ITEMS.

FILL IN THE FOLLOWING INFORMATION AND RETURN WITH BID:
» SIGN AND RETURN THIS FORM WITH YOUR BID
» THE OUTSIDE OF THE ENVELOPE SHOULD STATE BID #, TIME, AND OPENING DATE

TROY UNIVERSITY BID # RFP # 25-022 Merchant Services - Credit Card Services

Day: |Thursday

Date: July 31, 2025
Time: 2:00

SUBMIT SEALED BIDS TO: Troy University Purchasing Department, Attn: Sarah Richards
100 University Park Troy, AL 36082 bids@troy.edu

VENDOR INFORMATION: ALL ITEMS MUST BE LEGIBLE.

COMPANY NAME

ADDRESS

PHONE

SIGNATURE DATE

PRINT NAME

EMAIL ADDRESS (REQUIRED)

SHORTEST ESTIMATED SHIPPING TIME FOLLOWING INTENT TO AWARD:

NOTE THE FOLLOWING ITEMS:
Alabama Law (Section 41-4-116, Code of Alabama 1975) provides that every bid submitted and contract executed shall contain a certification that the vendor,
contractor, and all of its affiliates that make sales for delivery into Alabama or leases for use in Alabama are registered, collecting, and remitting Alabama
State and local sales, use and/or lease tax on all taxable sales and leases into Alabama. By submitting this bid, the bidder is hereby certifying that they are in full
compliance with Act No. 2006-557, they are not barred from bidding or entering into a contract pursuant to41-4-116, and acknowledges that the awarding
authority may declare the contract void if the certification is false.

CANCELLATION FOR LACK OF FUNDING: This contract may be cancelled without any further
obligation on the part of TROY University in the event that funds are not appropriated or sufficient funding
is unavailable to assure full performance of terms.

A list of terms and requirements follows. All applicable items on check list are required at the time of the bid opening.
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Troy University Bid Checklist: All items are required to be submitted with the vendor’s bid response
unless otherwise noted.

Troy University Cover Sheet (signed by an authorized company representative)
Bid response (respond based on instructions provided in specifications)

W-9 (complete enclosed form or submit vendor file copy)

Vendor Disclosure (see instructions below: complete enclosed form)

Affidavit of Alabama Immigration Law Compliance (see instructions below: complete enclosed form)

Bid Bond, if applicable (see instructions, below)

OO0 Ooo0o0oo0oao

Performance Bond (awarded vendor only — see instructions below)

Requirements Defined:

BID BONDS:
Troy University Purchasing Policy provides that all vendors are required to furnish a bid bond on any contracts for services exceeding
$50,000. A bid bond is designed to secure a particular bid until it is either rejected or accepted and a contract is made and secured or
goods are received. Bid guarantees may be presented in the form of a bid bond, postal money order, certified check, cashier’s check or
irrevocable letter of credit for no less than 10% of the bid amount. All check guarantees for unsuccessful bidders will be returned in a
timely manner.

For the successful bidder, a bid bond remains in effect until the following:
1. A vendor who is providing goods or materials has received an approved Troy University Purchase Order or contract, or
2. A vendor who is providing services has been notified of award. The bid bond for the successful vendor will remain in the
possession of the Troy University Purchasing Department until such time as a performance bond can be presented to the
University for services under contract.

VENDOR DISCLOSURE FORMS:

State of Alabama Act 2001-955 requires that the Vendor Disclosure statement be completed and filed with all proposals, bids,
contracts or grant proposals to the State of Alabama in excess of $5,000.00. A vendor disclosure statement is not required for contracts
for gas, water, and electric services where no competition exists, or where rates are fixed by law or ordinance. In circumstances where
a contract is awarded by competitive bid, the disclosure statement shall be required only from the person receiving the contract and
shall be submitted within ten (10) days of the award. A new vendor disclosure statement is required for each purchase in excess of
$5,000.00 regardless of prior purchases. A current vendor disclosure statement must be on file before invoices can be
processed for payment.

ALABAMA IMMIGRATION LAWS:

Alabama Law (Section 31-13-9 (a) and (b), Code of Alabama, 1975) - The State of Alabama passed new legislation effective
January 1, 2012 known as the Beason-Hammon Alabama Taxpayer and Citizen Protection Act, Act No. 2011-535. This legislation
requires anyone receiving state monies to verify that they are in compliance with the new immigration law. State Agencies, including
Troy University are required to withhold payment until proper verification has been obtained.

PERFORMANCE BONDS:

Alabama Law (Section 41-16-28, Code of Alabama 1975) provides that a bond in a responsible sum for faithful performance of _the
contract, with adequate surety, shall be required in an amount specified in the advertisement for bids. The performance bond shall be
set at no less than 10% of the total contractual amount or at a stated amount of no less than the cost of one month’s service, whichever
is greater. A performance bond must be in effect prior to the first date of service. Upon award of the bid, the successful bidder will be
responsible for providing a Performance Bond which should be valid until all work associated with this project has been completed.
Performance bonds may be presented in the form of a surety bond (PREFERRED), postal money order, certified check, or cashier’s
check. The performance bond should be presented to Troy University Purchasing Department before a purchase order is issued. No
goods are to be delivered and no work is to begin without an official Troy University purchase order.
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RFP # 25-022 Merchant Services - Credit Card Services

Issue RFP: July 3, 2025
Due Date for RFP July 15, 2025
Questions: 5:00 PM CST
Proposals Due: July 31, 2025

2:00 PM CST
Selection of Vendor: August 21, 2025

Contract Commencement September 4, 2025
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Calendar of Events

Troy University RFP 25-022 Merchant Services — Credit Card Processing

July 3, 2025

July 15, 2025
5 PM CST

July 31, 2025
2 PM CST

July 31, 2025

August 21, 2025

September 4, 2025

Issue Request for Proposal

Bid Spec Questions due

Proposals are due by 2 PM (CST) to be
opened and reviewed in the conference
room at:

Troy University
Purchasing Dept.
University Park 100
Troy, AL 36081

Bid submission review begins

Award selection decision

Contract Commencement

**ALL DATES ARE SUBJECT TO CHANGE**



Evaluation of Criteria
Troy University RFP 25-022 Merchant Services — Credit Card Processing

Proposals will be evaluated in accordance with the following criteria:

1. Points can be assigned as follows:

Excellent 30
Good 20
Fair 10
Poor 5
Unacceptable 0
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2. Each category is weighted by importance & compared to similar institutions, where
applicable:
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Weight Factor

Qualification of Vendor in Credit Card Industry

Experience of Vendor in Higher Education

Integration with Ellucian’s Colleague System (REQUIRED)

Proposed charge for processing

Reporting Features: Access, Ease of Use, & Storage of Data

Data Warehouse Security

Dedicated technical support resources

References (3 similar-sized institutions w/multiple campus locations)
Implementation Plan

Technical Support Training and Operations

EXAMPLE: 1. Experience of Vendor in Higher Education
Good Rating 20 x 15=300 points

2. Technical Support Training and Operations
Poor Rating 5 x 5=25 points

10
10
20
20
10
10

v . 1 N



Evaluation of Criteria Worksheet

Troy University RFP 25-022 Merchant Services — Credit Card Processing

Weighting Points
Factor Assigned Total
1. Qualification of Vendor in Credit Card Industry 10
2. Experience of Vendor in Higher Education 10
3. Integration with Ellucian’s Colleague System
(REQUIRED) 20
4. Proposed charge for processing 20
5. Reporting Features: Access, Ease of Use,
10
& Storage of Data
6. Data Warehouse Security 10
7. Dedicated technical support resources 5
8. References (3 similar-sized campuses) 5
w/ multiple campus locations
9. Implementation Plan 5
10. Technical Support Training and Operations 5




1.

Introduction & Bidder Instructions
Troy University RFP 25-022 Merchant Services — Credit Card Processing

Purpose
The purpose of this RFP is to establish a contract for a PCl-compliant gateway and merchant

account for credit card processing at various Troy University departments that work
seamlessly through the Ellucian Colleague system the university uses currently. The system
requirements are contained in the Scope of Services and Specifications of the RFP.

Commitment of the University

Troy University (TROY) reserves the right to withdraw this RFP at any time and for any
reason. Receipt of proposal materials by the University or submission of a proposal to the
University confers no rights upon the proposer nor obligates the University in any manner.

A contract, based on this RFP, may or may not be awarded. Any contract resulting in an
award from the RFP is invalid until properly approved and executed by the Chancellor or
approved designee, Troy University. Any agreements shall be construed and interpreted
according to the laws of the State of Alabama.

Issuing Office
This RFP is being issued by and sealed proposals are to be submitted to:

Troy University Purchasing
Attn: Sarah Richards

100 University Park

Troy, AL 36082

Form of Contract

The successful bidder shall submit a proposed agreement, the scope and terms of the
contract shall consist of the RFP, any amendments thereto, and the contractor’s proposal in
response to the RFP. In the event that an issue is addressed in one document that is not
addressed in the other documents, no conflict in language shall be deemed to occur.
However, the University reserves the right to clarify any contractual relationship in writing
with the concurrence of the Contractor, and such written clarification shall govern in case of
conflict with the applicable requirements stated in the RFP or the Contractor's proposal. In
all other matters not affected by the written clarification, if any, the RFP shall govern.

No modifications or changes in any provision in the contract shall be made, or construed to
have been made, unless such modification is mutually agreed to, in writing, by the
Contractor and the University and incorporated as a written amendment to the contract.
Memoranda of understanding and correspondence shall not be construed as amendments
to the contract.

This Agreement shall be governed by the laws of the State of Alabama both as to its
interpretation and performance without regard to its choice of law requirements. Should
either party be required to legally enforce this agreement, then suit shall be filed in the



Circuit Court of Pike County, Alabama as the exclusive venue to adjudicate the same and the
non-prevailing party shall be responsible for the expenses of the prevailing party, including
reasonable attorney’s fees as a result of such litigation.

Deviations from the Form of Contract

The stated requirements appearing elsewhere in the RFP shall become a part of the terms
and conditions of any resulting contract. Any deviations, therefore, must be specifically
defined by the Contractor in the proposal, which, if successful, shall become part of the
contract, but such deviations must not conflict with the basic nature of this RFP.

Execution of Contract

The Contractor to whom the contract is awarded shall, within ten (10) days after prescribed
documents are presented for signature, execute and deliver to TROY the contract in
substantial form, and include those items added or deleted during negotiations. The
Contractor shall also provide satisfactory evidence of all required insurance coverage,
bonds, and proof satisfactory to TROY, of the authority of the person executing the contract
on behalf of the Contractor.

The above documents must be furnished, executed, and delivered before the contract will
be executed by TROY. The contract will not be binding upon TROY until it has been executed
by TROY and a copy of such fully executed contract is delivered to the Contractor.

The contract shall be for a term of one year with successive one-year renewal options not to
exceed a total of five (5) years.

Contract Requirements

BID BONDS:

Troy University Purchasing Policy provides that all vendors are required to furnish a bid
bond on any contracts for services exceeding $50,000. A bid bond is designed to secure a
particular bid until it is either rejected or accepted and a contract is made and secured or
goods are received.

Bid guarantees may be presented in the form of a bid bond, postal money order, certified
check, cashier’s check, or irrevocable letter of credit for no less than 10% of the bid amount.
All check guarantees for unsuccessful bidders will be returned in a timely manner.

For the successful bidder, a bid bond remains in effect until the following:

A vendor who is providing goods or materials has received an approved Troy University
Purchase Order or contract, or

A vendor who is providing services has been notified of award. The bid bond for the
successful vendor will remain in the possession of the Troy University Purchasing
Department until such time as a performance bond can be presented to the University
for the services under contract.



PERFORMANCE BONDS:

Alabama Law (Section 41-16-28, Code of Alabama 1975) provides that a bond is a
responsible sum for faithful performance of the contract, with adequate surety, shall be
required in an amount specified in the advertisement for bids. The performance bond shall
be set at no less than 10% of the total contractual amount or at a stated amount of no less
than the cost of one month’s service, whichever is greater. A performance bond must be in
effect prior to the first date of service. Upon award of the bid, the successful bidder will be
responsible for providing a Performance Bond, which should be valid until all work
associated with this project has been completed. The performance bond should be
presented to the Troy University Purchasing Department before a purchase order is issued.
No goods are to be delivered and no work is to begin without an official Troy University
purchase order.

HECVAT- LITE FORM:

The University’s Information Technology Department requires the completion of HECVAT
Lite documentation to ensure that cloud-based products are appropriately assessed for
security and privacy needs. Information related to the HECVAT Lite can be found by visiting
https://www.educause.edu/higher-education-community-vendor-assessment-toolkit or by
emailing bids@troy.edu and requesting an electronic copy. This documentation should be
included with submitted proposals. Any vendor unwilling to provide this documentation will
not be considered.

VENDOR DISCLOSURE FORMS:

State of Alabama Act 2001-955 requires that the Vendor Disclosure statement be
completed and filed with all proposals, bids, contracts, or grant proposals to the State of
Alabama exceeding $5,000.00. A vendor disclosure statement is not required for contracts
for gas, water, and electric services, where no competition exists, or where rates are fixed
by law or ordinance. In circumstances where a contract is awarded by competitive bid, the
disclosure statement shall be required only from the person receiving the contract and shall
be submitted within ten (10) days of the award. A new vendor disclosure statement is
required for each purchase in excess of $5,000.00, regardless of prior purchases. A current
vendor disclosure statement must be on file before invoices can be processed for payment.

Examination of RFP Document

The bidder is encouraged to carefully examine all related RFP documents to become fully
informed of the requirements and preferred features of the system to be provided. The
bidder is responsible for collecting all necessary data required for developing its proposal
for the described services. Interested bidder(s) may contact Amanda Raiti,
(araiti@troy.edu), Director of Student Financial Services, or Sarah Richards (bids@troy.edu)
between July 3, 2025, and July 15, 2025, for any required clarifications.

Sealed proposals will be received until 2 PM CST on July 31, 2025, at which time bids will be
publicly opened. Proposals received after the time and date specified above will be
maintained in the Purchasing Department.
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9.

10.

Mail sealed proposals to:

Troy University
Purchasing Dept
Attn: Sarah Richards
100 University Park
Troy, AL 36082

Mark the outside of the package as follows:

RFP# 25-022 Merchant Services - Credit Card Processing
[Name of Company]
2 PM CST / July 31, 2025

Proposal Addenda and Rule for Withdrawal
Prior to the deadline date specified for receipt of proposals, a proposal may be withdrawn
by submitting a written request for its withdrawal to the address listed above.

Unless requested by the University, the University will not accept any addenda, revisions, or
alterations to proposals after the proposal due date.

Any submitted proposal shall remain valid for six (6) months after the proposal due date.

Addenda — Changes While Proposing

No interpretation of the meaning of the contract documents as defined in the scope of
services, nor correction of any apparent ambiguity, inconsistency, or error therein will be
made to bidders orally. Every request for such interpretation or correction shall be
addressed in writing via mail or email to:

bids@troy.edu

or mailed to

Troy University

Purchasing Dept.

Attn: Sarah Richards

100 University Park

Troy, AL 36082

RFP# 25-022 Merchant Services — Credit Card Processing

Any such requests for interpretation or correction must be received by 5:00 PM CST on July
15, 2025. All such interpretations and supplemental instructions will be transmitted by
email or mail to all bidders no later than 5:00 PM CST on July 24, 2025.
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11.

12.

13.

14.

15.

16.

Rejection of Non-Responsive Proposals

Proposals shall be considered non-responsive if they contain omissions, alterations of
unacceptable conditions or limitations, or other irregularities of any kind. TROY may reject
proposals considered non-responsive.

Oral Commitments

Potential bidders should clearly understand that any verbal representations made or
assumed to be made during any oral discussions held between representatives of potential
bidders and any Troy University personnel are not binding on Troy University, unless
confirmed in writing by Sarah Richards or April Johnson.

Bidders shall be accorded fair and equal treatment concerning any opportunity for
discussion, negotiation, and clarification of proposals. Any oral clarifications of substance
shall be reduced in writing by the proposer when requested by TROY.

Offer of Gratuities

By submission of a proposal, the proposer certifies that no official or employee of the
University has or will benefit financially or materially from this contract. The contract may
be terminated by the University if it is determined that gratuities of any kind were either
offered to, or received by, any official or employee of the University from the potential
bidder, his agent, or employees.

Vendor Presentation/Demonstration

Bidders who submit a proposal in response to this RFP may be required to make a
presentation/demonstration of their proposal based on selection by Troy University. Only
those vendors selected by Troy University will be required to present. These presentations
and demonstrations must show the University the “live” system functioning on a computer-
based system. The bidder may use additional vendor-supplied data to showcase additional
features of their product.

Restrictions on Communicating with University Staff
From the issue date of the RFP, until a Contractor is selected and selection is announced,
bidders are not allowed to communicate with any University staff except:

1. Amanda Raiti (araiti@troy.edu)
2. The Purchasing and Asset Management department (bids@troy.edu)
3. University Representatives during oral presentations and demonstrations
4. Via written questions as provided in Paragraph 10.
The University shall reserve the right to reject a proposal for violation of this provision.

RFP Addenda

Addenda to this RFP may be necessary prior to the closing date and will be furnished by mail
to all prospective bidders. Failure to acknowledge receipt of addenda in accordance with
instructions contained in the addendum may result in the proposal not being considered.

10
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17.

18.

19.

20.

Compliance with the Law
Contractor shall comply with all applicable laws, ordinances, rules and regulations relating
to the Services provided under this Agreement.

Insolvency
In addition to all other rights herein, either party hereto may terminate this Agreement

without prior notice should the other party become insolvent, voluntarily file for bankruptcy
or receivership, or make any assignment for the benefit of creditors, or should the other
party have commenced against it any proceeding, suit or action in bankruptcy or
receivership provided such proceeding, suit or action is not dismissed within thirty (30)
days.

TROY’s financial status depends directly upon appropriations from the State of Alabama.
Therefore, this agreement, and its continuation, is hereby expressly made contingent upon
TROY actually receiving from the State of Alabama an appropriation in sufficient amount so
as to allow TROY to meet its financial obligations. Such determination shall be made solely
by TROY and such determination shall be final and binding upon both parties. If at any time
TROY shall determine that its appropriation is not adequate to allow it to meet its
obligations, then in such event TROY shall be allowed to terminate this Agreement, upon 90
days written notice to Contractor, with all other termination and final settlement provisions
remaining applicable hereto.

Trade Secrets and Propriety Information

During the term of this Agreement, Contractor and University may have access to certain
proprietary materials of each other. In the case of Contractor, proprietary information shall
include management guidelines and procedures, faculty data, student data, staff data,
operating manuals, software programs and similar compilations regularly used in
Contractor's business operations ("Trade Secrets"). Neither University nor Contractor shall
disclose any of the other party's Trade Secrets or other proprietary information, directly or
indirectly, during or after the term of this Agreement. The parties shall not photocopy or
otherwise duplicate any such material without the prior written consent of the originator.
All Trade Secrets and other proprietary information shall remain the exclusive property of
its originator and shall be returned thereto immediately upon termination of this
Agreement. In the event of any breach of this provision, the offended party shall be entitled
to equitable relief, including an injunction or specific performance, in addition to all other
remedies otherwise available. This provision shall survive the termination of this
Agreement.

As a reminder, all student data must be protected under the provisions of FERPA (Family
Educational Rights and Privacy Act). The successful vendor must demonstrate the security
mechanisms in place to protect against data loss or security breaches.

Assignment
This Agreement, or any portion thereof, may not be assigned by either party without the

written consent of the other.
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21.

22.

23.

24,

Catastrophe
Neither Contractor nor TROY shall be liable for failure to perform its respective obligations

hereunder when such failure is caused by fire, explosion, water, act of God, civil disorder or
disturbance, strikes, vandalism, war, sabotage, weather and energy related closings,
governmental rules or regulations, failure of third parties to perform their obligations with
respect to the Services, or like causes beyond the reasonable control of such party, or for
real or personal property destroyed or damaged due to such causes.

It is required by the University that the successful bidder speak to their disaster
recovery/backup methodology should the University choose to house their data in the
vendor’s data center(s). The University requires that the vendor demonstrate routine
exercise of their disaster recovery plan and provide reports to the University of those
exercises. Should TROY decide to have the bidder host their system at the bidder’s facilities,
failure to provide adequate disaster recovery/backup could result in the termination of the
contract by TROY should the deficiency not be corrected. Remediation of the disaster
recovery/backup facilities would be required in a mutually agreed to time frame by the
bidder and University.

Severability
If any term or provision of this Agreement or the application hereof to any person or

circumstance shall, to any extent or for any reason be invalid or unenforceable, the
remainder of this Agreement and the application of such term or provision to any person or
circumstance other than those as to which it is held invalid or unenforceable shall not be
affected thereby, and each remaining term and provision of this Agreement shall be valid
and enforceable to the fullest extent permitted by law.

Amendments to Agreement

All provisions of this Agreement shall remain in effect throughout the term hereof unless
the parties agree, in a written document signed by both parties, to amend, add or delete
any provision. This Agreement contains all agreements of the parties with respect to
matters covered herein, superseding any prior agreements and may not be changed other
than by an agreement in writing signed by the parties hereto.

Entire Agreement

This Agreement and its attachments and other documents specifically incorporated by
reference herein contains the entire understanding and agreement of the parties
concerning the matters contained herein, and supersedes and replaces any prior or
contemporaneous oral or written contracts or communications concerning the matters
contained herein.

12



Proposal Format
Troy University RFP 25-022 Merchant Services — Credit Card Processing

Proposals shall be submitted in the format contained in the Request for Proposal. This material
must be in sequence and related to the Request for Proposal. The University will make no
reimbursement for the cost of developing or presenting proposals in response to this Request.
Only information specifically related to this type of project will be evaluated. Proposals must
present the following information.

Section A:

Section B:

Section C:

Section D:

Company Profile: A brief narrative describing the company’s history, corporate
resources, management team, company philosophy, approach to providing
services, qualifications, higher education experience, total number of years in
business, relevant experience, and benefits TROY will receive through
contracting with the firm.

The University desires a listing of all higher education institutions served. In
addition, at least three account references from this list should be included that
contain liaison names, telephone numbers, physical addresses, email addresses,
a description of services provided, and dates of the services.

System Features: A complete description of the System Features, including all
the reporting capabilities offered by the vendor.

Pricing for all services, including any monthly fees for the accounts, compliance
fees, reporting fees, and processing fees, including interchange fees, per
transaction fee, and any additional fees that could potentially be charged. The
fees must be proposed in an “interchange plus” format, which clearly shows
what the vendor charges over and above the interchange fee.

Secure Hosting Facility Profile: Details of data warehousing hosting site, number
of years in business, number of clientele housed in this location, emergency
preparedness/disaster recovery methodology and plan, detailed schematic of
hosting infrastructure and fail-over sites. The Higher Education Cloud Vendor
Assessment Tool Lite (HECVAT- Lite) will be required at the time of bid submission.
The information provided in the HECVQAT-Lite must be screened and approved by
the Troy University Information Technology Department. This Excel form can be
requested by emailing bids@troy.edu, or you can obtain it at the following link and
clicking on the “Lite - condensed version to expedite process” under the HECVAT
Tools section.
https://library.educause.edu/resources/2020/4/higher-education-community-
vendor-assessment-toolkit
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Section E:

Section F:

Section G:

Section H:

Section I:

Section J:

Section K:

Section L:

Scalability: Methodology employed by hosting facility/vendor used to address
peak times or cyclical trends related to high-volume, high-access web traffic.
Also, costs associated with any increased storage/bandwidth/ or other
component necessary for addressing increased demand on systems.

Implementation Plan: Describe the process used to implement the contracted
services, including any customization or transition period that will be required.
Provide a listing of events and timeframes for accomplishing the

implementation, along with the training required for operations and reporting.

PCl Compliance: The Contractor must address any and all PCl compliance issues
that will affect execution of this contract, including, but not limited to
information regarding the Contractor’s PCI compliance measures and any
expectations and any information regarding Troy University’s PCl compliance
measures that are required to be documented, and costs, if any. If vendor
utilizes or contracts with a third party for PCI compliance, this must be clearly
indicated,

Technical Support and Operation: Provide a specific description of the technical
support available to Troy University. Describe the subjects, hours of instruction,
method of presentation, and exactly which components will be developed
specifically for the TROY support personnel.

Exceptions to RPF: The Contractor must address any and all exceptions to the
RFP. These should be referenced by subsection.

Additional Explanations and Interpretations: Any explanation desired regarding
the meaning or interpretation of the RFP, attachments, specifications, etc. must
be requested in writing with sufficient time allowed for reply to reach bidders
before the submission of their offer. Oral explanation or instruction given before
the award of the contract will not be binding.

Any information given to prospective bidders concerning the RFP will be
furnished to all prospective bidders as an amendment or addendum to the RFP.

Acknowledgement of Amendment or Addendum to RFP: Receipt by a bidder of
an amendment or addendum to the RFP must be acknowledged by inserting a
copy in the bidder's proposal.

Further Information: All proposals received in response to this RFP will be
evaluated and ranked in accordance with the evaluation criteria stated in Section
2. Bidders are cautioned that the University will not accept after the closing date
for receipt of proposal, data that is essential for a complete and thorough
evaluation of the proposal. The University expects to award a contract based on
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Section M:

Section N:

the initial offer; therefore, all proposals should be submitted on the most
favorable and complete price and technical terms that the bidders can submit to
the University.

Propriety Information: After the award of the contract, all proposals will be
opened for public inspection. Trade secrets, test data, and similar proprietary
information will remain confidential, provided such material is clearly marked as
such. Note: Net cost information will not be considered confidential.

ADA Section 508 Compliant: Each vendor must certify that the proposal offered
is in full compliance with the Americans with Disabilities Act Section 508.
Specific data related to the vendor’s compliance methodology would be
beneficial.

15



Scope of Services
Troy University RFP 25-022 Merchant Services — Credit Card Processing

Vendor shall provide a PCl-compliant gateway and merchant account for credit card processing
for Visa, Master Card, American Express, and Discover cards at various Troy University offices,
including but not limited to:

Bursar’s Office
Troy
Montgomery
Dothan
Self-Service
Development Office
Alumni Office
Athletics Department
Rosa Parks Museum
Gayle Planetarium
Davis Theater
Trojan Card Office
Approved Academic Departments
Campus Police Department
Adirondack Parking Administrator

Virtual card processing through desktop computers is desired, along with other remote
processing options that the vendor may have to offer.

Credit Card terminals may be needed for some of the locations to facilitate payment and
provide receipts. The University requires a daily batch report from the Vendor in order to
reconcile cashier activity and bank account. The Vendor’s equipment and system shall
integrate with PayPal to complete credit card transactions. Troy University currently accepts
credit card payments using Ellucian Colleague, Ellucian self-service, Ellucian CRM Recruit,
Ellucian Elevate, Adirondack Parking Administrator, and Adirondack Housing Director software
programs.

Credit card numbers shall not be stored on any University equipment and reside solely on
Vendor terminals. Signature storage is strongly recommended in order to refute chargebacks.

Students at Troy University currently have the option to pay for services billed on their student
accounts using credit cards, Visa, Mastercard, American Express, and Discover. Students and
employees at Troy University with a university bursar account can pay for services online, and
all those transactions flow through the University’s SIS system, Ellucian, and go through

the PayPal Payflow system that is directly supported by Ellucian’s software products.

As the university continues to grow and students and online transactions increase, Troy
University wants to ensure that all transactions are conducted in a safe and encrypted
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environment, expeditiously, at the lowest cost to the University while providing all the
reporting required for reconciliations, audits, and compliance with internal policies.
Furthermore, it is essential that the University have complete reporting access for
reconciliations and an expedited resolution of challenged and questioned charges that occur as
a part of routine business transactions.

Vendor shall service Troy University directly in regards to the following:

e Setting up software and terminal stations at requisite locations and training the staff on
operational aspects of the system

e Servicing future problems with terminals, ongoing IT support and maintenance, and help
desk assistance to resolve problems

e Vendor will work with Troy University to set up charges and charge-back dues during the
contract negotiations, including a possibility of a dedicated charge-back number

e Supporting future reporting discrepancies and charge-backs, and any settlements that
are pending through the accepted card networks

e PCl Compliance requirements

e Provide all reporting capabilities as required in Appendix A

Submissions

The bidder is encouraged to carefully examine all related RFP documents to become fully
informed of the requirements and preferred features of the system to be provided. The
bidder is responsible for collecting all necessary data required for developing its proposal for
the described services.

Bidder must submit two (2) hard copies of the proposal, as well as a digital copy on a flash
drive.

Sealed proposals will be received until 2 PM CST on July 31, 2025, at which time bids will be
publicly opened. No emailed bids will be accepted. Proposals received after the time and date
specified above will be maintained in the Purchasing Department.

Sealed Proposals should be either mailed or hand-delivered to:
Troy University Purchasing Dept.
Attn: Sarah Richards

100 University Park
Troy, AL 36082
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Service Level Agreements (SLAs)

Troy University RFP 25-022 Merchant Services — Credit Card Processing

TROY’s minimum SLAs are shown below, but the vendor is encouraged to propose additional or

more stringent metrics:

1. The vendor will provide excellent customer service that meets or exceeds agreed-upon
SLAs (predetermined performance metrics).

2. Reporting of all transactions, at least daily, in order to allow for reconciliation of all
accounts.
3. Adaptability to different platforms, including mobile, to enhance offerings to Troy

University’s stakeholders.

The following is a table of minimum service level expectations:

Task

Service Level

Vendor Responsibilities

Project implementation to be completed within 30 days of
the original implementation estimate provided to the
University. Training provided should be included and
completed within the initial implementation timetable.

System Integration &
Authentication

Seamless integration with the University’s Ellucian Colleague
platform.

Scalability & Upgradability

The ability to scale to an enrollment growth greater than
50,000 students is required. Also, the ability to upgrade
along with integrated systems is required.

Administrative Tools &
Reporting Capabilities

Reporting capabilities must scale as enrollments increase.

Cross-Platform
Compatibility

Compatible with all major browsers (Internet Explorer,
Firefox, Safari, Chrome, etc.), current and future releases are
required.

Support and Hosting
Services

A data warehouse must have 99.5% availability 24/7/365 to
include scheduled maintenance and unscheduled
maintenance. Disaster Recovery and Backup must provide
for a 4-hour recovery from any unplanned downtime.
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Appendix A

Troy University RFP 25-022 Merchant Services — Credit Card Processing
Reporting

Ease of extraction:
The system should provide the ability to easily extract information and data for both
regular reporting and ad hoc requests.

End-user queries:
The software should accommodate access via end-user query tools, for example, Crystal
Reports, which should be provided by the vendor.

Historical reporting:

The software should allow us to compare data extracted and other elements at any two
or more points in time, regardless of reporting cycles. The length of time for which data
will be stored should be at the discretion of the University.

Type of Reporting
The ability to report by cashier, location, and period.

Longitudinal views:
The software should provide the ability to perform longitudinal comparisons for
reporting and analysis purposes.

Reporting cycles:
The software should provide the ability to define and manage differing reporting cycles,
for example, one-day, one-week, one-month, year-to-date, annual, etc.
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Form w-g Request for Taxpayer Give form to the

(Rev. March 2024) Identification Number and Certification requester. Do not

Department of the Treasury send to the IRS.

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

Before you begin. For guidance related to the purpose of Form W-9, see Purpose of Form, below.

1 Name of entity/individual. An entry is required. (For a sole proprietor or disregarded entity, enter the owner’s name on line 1, and enter the business/disregarded
entity’s name on line 2.)

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

3a Check the appropriate box for federal tax classification of the entity/individual whose name is entered on line 1. Check 4 Exemptions (codes apply only to
only one of the following seven boxes. certain entities, not individuals;

see instructions on page 3):

|:| Individual/sole proprietor |:| C corporation |:| S corporation |:| Partnership |:| Trust/estate page 3)

[] LLC. Enter the tax classification (C = C corporation, S = S corporation, P = Partnership) L. Exempt payee code (if any)

o

g Note: Check the “LLC” box above and, in the entry space, enter the appropriate code (C, S, or P) for the tax

- classification of the LLC, unless it is a disregarded entity. A disregarded entity should instead check the appropriate Exemption from Foreign Account Tax
[S) box for the tax classification of its owner. Compliance Act (FATCA) reporting

E [] other (see instructions) code (if any)

o

3b If on line 3a you checked “Partnership” or “Trust/estate,” or checked “LLC” and entered “P” as its tax classification,
and you are providing this form to a partnership, trust, or estate in which you have an ownership interest, check
this box if you have any foreign partners, owners, or beneficiaries. See instructions .

(Applies to accounts maintained
outside the United States.)

5 Address (number, street, and apt. or suite no.). See instructions. Requester’s name and address (optional)

See Specific Instructions on page 3.

6 City, state, and ZIP code

7 List account number(s) here (optional)

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 |, 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.

| Social security number

or
| Employer identification number

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

Part i Certification

Under penalties of perjury, | certify that:

1. The number shown on this form is my correct taxpayer identification number (or | am waiting for a number to be issued to me); and

2. | am not subject to backup withholding because (a) | am exempt from backup withholding, or (b) | have not been notified by the Internal Revenue
Service (IRS) that | 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 | am
no longer subject to backup withholding; and

3. 1am 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 | 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 Il, later.

Sign Signature of

Here U.S. person Date

General |nstructions New line 3b has been added to this form. A flow-through entity is
required to complete this line to indicate that it has direct or indirect

Section references are to the Internal Revenue Code unless otherwise foreign partners, owners, or beneficiaries when it provides the Form W-9

noted. to another flow-through entity in which it has an ownership interest. This

Future developments. For the latest information about developments change is intended to provide a flow-through entity with information

related to Form W-9 and its instructions, such as legislation enacted regarding the status of its indirect foreign partners, owners, or

after they were published, go to www.irs.gov/FormW9. beneflmanes, so that it can satisfy any appllcable reporjtlng .
requirements. For example, a partnership that has any indirect foreign

What’s New partners may be required to complete Schedules K-2 and K-3. See the

) " ) . . Partnership Instructions for Schedules K-2 and K-3 (Form 1065).
Line 3a has been modified to clarify how a disregarded entity completes

this line. An LLC that is a disregarded entity should check the Purpose of Form
appropriate box for the tax classification of its owner. Otherwise, it L . . . .
should check the “LLC” box and enter its appropriate tax classification. An individual or entity (Form W-9 requester) who is required to file an

information return with the IRS is giving you this form because they

Cat. No. 10231X Form W=9 (Rev. 3-2024)
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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.

e Form 1099-INT (interest earned or paid).

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

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

e Form 1099-NEC (nonemployee compensation).

* 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),
and 1098-T (tuition).

e Form 1099-C (canceled debt).
e 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.

Caution: If you don’t return Form W-9 to the requester with a TIN, you
might be subject to backup withholding. See What is backup
withholding, later.

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; and

4. Certify to your non-foreign status for purposes of withholding under
chapter 3 or 4 of the Code (if applicable); and

5. 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
e A domestic trust (as defined in Regulations section 301.7701-7).

Establishing U.S. status for purposes of chapter 3 and chapter 4
withholding. Payments made to foreign persons, including certain
distributions, allocations of income, or transfers of sales proceeds, may
be subject to withholding under chapter 3 or chapter 4 of the Code
(sections 1441-1474). Under those rules, if a Form W-9 or other
certification of non-foreign status has not been received, a withholding
agent, transferee, or partnership (payor) generally applies presumption
rules that may require the payor to withhold applicable tax from the
recipient, owner, transferor, or partner (payee). See Pub. 515,
Withholding of Tax on Nonresident Aliens and Foreign Entities.

The following persons must provide Form W-9 to the payor for
purposes of establishing its non-foreign status.

¢ In the case of a disregarded entity with a U.S. owner, the U.S. owner
of the disregarded entity and not the disregarded 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 grantor trust.

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

See Pub. 515 for more information on providing a Form W-9 or a
certification of non-foreign status to avoid withholding.

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 (under
Regulations section 1.1441-1(b)(2)(iv) or other applicable section for
chapter 3 or 4 purposes), do not use Form W-9. Instead, use the
appropriate Form W-8 or Form 8233 (see Pub. 515). If you are a
qualified foreign pension fund under Regulations section 1.897(|)-1(d), or
a partnership that is wholly owned by qualified foreign pension funds,
that is treated as a non-foreign person for purposes of section 1445
withholding, do not use Form W-9. Instead, use Form W-8EXP (or other
certification of non-foreign status).

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 their 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 their 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, but are not limited to, 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 Il 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, as described in item 4 under “By signing the filled-
out form” above (for reportable interest and dividend accounts opened
after 1983 only).
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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.

See also Establishing U.S. status for purposes of chapter 3 and
chapter 4 withholding, earlier.

What Is FATCA Reporting?

The Foreign Account Tax Compliance Act (FATCA) requires a
participating foreign financial institution to report all U.S. account
holders that are specified U.S. 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 are
no longer 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.

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 | 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.

¢ 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 for 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 you filed with your application.

® Sole proprietor. Enter your individual name as shown on your Form
1040 on line 1. Enter your business, trade, or “doing business as” (DBA)
name on line 2.

¢ Partnership, C corporation, S corporation, or LLC, other than a
disregarded entity. 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.

e 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. Enter any business,
trade, or DBA name on line 2.

¢ Disregarded entity. In general, a business entity that has a single
owner, including an LLC, and is not a corporation, is disregarded as an
entity separate from its owner (a disregarded entity). See Regulations
section 301.7701-2(c)(2). A disregarded entity should check the
appropriate box for the tax classification of its owner. Enter the owner’s
name on line 1. The name of the owner 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. 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, enter it on line 2.

Line 3a

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

one box on line 3a.

IF the entity/individual on line 1
isa()...

THEN check the box for. ..

e Corporation

Corporation.

¢ Individual or
e Sole proprietorship

Individual/sole proprietor.

e LLC classified as a partnership
for U.S. federal tax purposes or

e LLC that has filed Form 8832 or
2553 electing to be taxed as a

Limited liability company and
enter the appropriate tax
classification:

P = Partnership,

C = C corporation, or
S = S corporation.

corporation

¢ Partnership Partnership.

e Trust/estate Trust/estate.

Line 3b

Check this box if you are a partnership (including an LLC classified as a
partnership for U.S. federal tax purposes), trust, or estate that has any
foreign partners, owners, or beneficiaries, and you are providing this
form to a partnership, trust, or estate, in which you have an ownership
interest. You must check the box on line 3b if you receive a Form W-8
(or documentary evidence) from any partner, owner, or beneficiary
establishing foreign status or if you receive a Form W-9 from any
partner, owner, or beneficiary that has checked the box on line 3b.

Note: A partnership that provides a Form W-9 and checks box 3b may

be required to complete Schedules K-2 and K-3 (Form 1065). For more
information, see the Partnership Instructions for Schedules K-2 and K-3
(Form 1065).

If you are required to complete line 3b but fail to do so, you may not
receive the information necessary to file a correct information return with
the IRS or furnish a correct payee statement to your partners or
beneficiaries. See, for example, sections 6698, 6722, and 6724 for
penalties that may apply.

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.

e 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.

e 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 on 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()(2).
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2—The United States or any of its agencies or instrumentalities.

3—A state, the District of Columbia, a U.S. commonwealth or territory,
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
territory.

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 as defined under section 581.

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.

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.

e Payments over $600 required to | Generally, exempt payees
be reported and direct sales over | { through 5.2

$5,000'

e Payments made in settlement of | Exempt payees 1 through 4.
payment card or third-party
network transactions

1See Form 1099-MISC, Miscellaneous Information, and its instructions.

2However, 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) entered 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
territory, 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.

|—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, enter “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 ITIN. Enter it in the entry space for the Social security number. 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). 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 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/EIN. 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 Form SS-4 mailed to you within 15 business
days.

If you are asked to complete Form W-9 but do not have a TIN, apply
for a TIN and enter “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, you will generally 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. See also Establishing U.S.
status for purposes of chapter 3 and chapter 4 withholding, earlier, for
when you may instead be subject to withholding under chapter 3 or 4 of
the Code.

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

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 EIN of:

(o)

©

. Disregarded entity not owned by an
individual

. A valid trust, estate, or pension trust

. Corporation or LLC electing corporate

The owner

Legal entity*
The corporation

status on Form 8832 or Form 2553

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

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 Form 1041 or The trust
under the Optional Filing Method 2,
requiring Form 1099 (see Regulations

section 1.671-4(b)(2)())(B))**

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

1. Individual The individual

. 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 account!

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

4. Custodial account of a minor The minor2
(Uniform Gift to Minors Act)

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

6. Sole proprietorship or disregarded The ownerd
entity owned by an individual

7. Grantor trust filing under Optional The grantor*

Filing Method 1 (see Regulations
section 1.671-4(b)(2)(i)(A))**

"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.

3You must show your individual name on line 1, and enter your business
or DBA name, if any, on line 2. You may use either your SSN or EIN (if
you have one), but the IRS encourages you to use your SSN.

4List 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.)

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

**For more information on optional filing methods for grantor trusts, see
the Instructions for Form 1041.

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,
e Ensure your employer is protecting your SSN, and
* Be careful when choosing a tax return 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 a questionable credit report, contact the IRS
Identity Theft Hotline at 800-908-4490 or submit Form 14039.

For more information, see Pub. 5027, Identity Theft Information for
Taxpayers.
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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 877-777-4778 or TTY/TDD
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.

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 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./Identity Theft.gov
and Pub. 5027.

Go to 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 territories for use in
administering their laws. The information may also 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, payors must
generally withhold a percentage of taxable interest, dividends, and
certain other payments to a payee who does not give a TIN to the payor.
Certain penalties may also apply for providing false or fraudulent
information.



Vendor Disclosure Statement Information and Instructions

Act 2001-955 requires the disclosure statement to be completed and filed with all proposals, bids, contracts, or
grant proposals to the State of Alabama in excess of $5,000. The disclosure statement is not required for
contracts for gas, water, and electric services where no competition exits, or where rates are fixed by law or
ordinance. In circumstances where a contract is awarded by competitive bid, the disclosure statement shall be
required only from the person receiving the contract and shall be submitted within ten (10) days of the award.

A copy of the disclosure statement shall be filed with the awarding entity and the Department of Examiners of
Public Accounts and if it pertains to a state contract, a copy shall be submitted to the Contract Review
Permanent Legislative Oversight Committee. The address for the Department of Examiners of Public Accounts
is as follows: 50 N. Ripley Street, Room 3201, Montgomery, Alabama 36130-2101. If the disclosure statement
is filed with a contract, the awarding entity should include a copy with the contract when it is presented to the
Contract Review Permanent Legislative Oversight Committee.

The State of Alabama shall not enter into any contract or appropriate any public funds with any person who
refuses to provide information required by Act 2001-955.

Pursuant to Act 2001-855, any person who knowingly provides misleading or incorrect information on the
disclosure statement shall be subject to a civil penalty of ten percent (10%) of the amount of the transaction, not
to exceed $10,000.00. Also, the contract or grant shall be voidable by the awarding entity.

Definitions as Provided in Act 2001-955
Family Member of a Public Employee - The spouse or a dependent of the public employee.

Family Member of a Public Official - The spouse, a dependent, an adult child and his or her spouse, a parent,
a spouse's parents, a sibling and his or her spouse, of the public official.

Family Relationship - A person has a family relationship with a public official or public employee if the person
is a family member of the public official or public employee.

Person - An individual, firm, partnership, association, joint venture, cooperative, or corporation, or any other
group or combination acting in concert.

Public Official and Public Employee - These terms shall have the same meanings ascribed to them in
Sections 36-25-1(23) and 36-25-1(24), Code of Alabama 1975, (see below) except for the purposes of the
disclosure requirements of this act, the terms shall only include persons in a position to influence the awarding
of a grant or contract who are affiliated with the awarding entity. Notwithstanding the foregoing, these terms
shall also include the Governor, Lieutenant Governor, members of the cabinet of the Governor, and members of

the Legislature.

Section 36-25-1(23), Code of Alabama 1975, defines a public employee as any person employed at the state,
county or municipal level of government or their instrumentalities, including governmental corporations and
authorities, but excluding employees of hospitals or other health care corporations including contract employees
of those hospitals or other health care corporations, who is paid in whole or in part from state, county, or
municipal funds. For purposes of this chapter, a public employee does not include a person employed on a part-
time basis whose employment is limited to providing professional services other than lobbying, the
compensation for which constitutes less than 50 percent of the part-time employee's income.

Section 36-25-1(24), Code of Alabama 1975, defines a public official as any person elected to public office,
whether or not that person has taken office, by the vote of the people at state, county, or municipal level of
government or their instrumentalities, including governmental corporations, and any person appointed to a
position at the state, county, or municipal level of government or their instrumentalities, including governmental
corporations. For purposes of this chapter, a public official includes the chairs and vice-chairs or the equivalent
offices of each state political party as defined in Section 17-16-2, Code of Alabama 1975.

Instructions

Compilete all lines as indicated. If an item does not apply, denote N/A (not applicable). If you cannot include
required information in the space provided, attach additional sheets as necessary.

The form must be signed, dated, and notarized prior to submission.



State of Alabama
Disclosure Statement

(Required by Act 2001-955)

ENTITY COMPLETING FORM

ADDRESS

CITY, STATE, ZIP TELEPHONE NUMBER
( )

STATE AGENCY/DEPARTMENT THAT WILL RECEIVE GOODS, SERVICES, OR IS RESPONSIBLE FOR GRANT AWARD

ADDRESS

CITY, STATE, ZIP TELEPHONE NUMBER
( )

This form is provided with:
D Contract D Proposal D Request for Proposal [:l Invitation to Bid D Grant Proposal

Have you or any of your partners, divisions, or any related business units previously performed work or provided goods to any State
Agency/Department in the current or last fiscal year?

L—__I Yes l:l No

If yes, identify below the State Agency/Department that received the goods or services, the type(s) of goods or services previously pro-
vided, and the amount received for the provision of such goods or services.

STATE AGENCY/DEPARTMENT TYPE OF GOODS/SERVICES AMOQUNT RECEIVED

Have you or any of your partners, divisions, or any related business units previously applied and received any grants from any State
Agency/Department in the current or last fiscal year?

l:] Yes D No

If yes, identify the State Agency/Department that awarded the grant, the date such grant was awarded, and the amount of the grant.

STATE AGENCY/DEPARTMENT DATE GRANT AWARDED AMOUNT OF GRANT

1. List below the name(s) and address(es) of all public officials/public employees with whom you, members of your immediate family, or
any of your employees have a family relationship and who may directly personally benefit financially from the proposed transaction.
Identify the State Department/Agency for which the public officials/public employees work. (Attach additional sheets if necessary.)

NAME OF PUBLIC OFFICIAL/EMPLOYEE ADDRESS STATE DEPARTMENT/AGENCY

OVER



2. List below the name(s) and address(es) of all family members of public officials/public employees with whom you, members of your
immediate family, or any of your employees have a family relationship and who may directly personally benefit financially from the
proposed transaction. Identify the public officials/public employees and State Department/Agency for which the public officials/public
employees work. (Attach additional sheets if necessary.)

STATE DEPARTMENT/
AGENCY WHERE EMPLOYED

NAME OF PUBLIC OFFICIAL/
PUBLIC EMPLOYEE

NAME OF
FAMILY MEMBER

ADDRESS

If you identified individuals in items one and/or two above, describe in detail below the direct financial benefit to be gained by the public
officials, public employees, and/or their family members as the result of the contract, proposal, request for proposal, invitation to bid, or
grant proposal. (Attach additional sheets if necessary.)

Describe in detail below any indirect financial benefits to be gained by any public official, public employee, and/or family members of the
public official or public employee as the resuit of the contract, proposal, request for proposal, invitation to bid, or grant proposal. (Attach
additional sheets if necessary.)

List below the name(s) and address(es) of all paid consultants and/or lobbyists utilized to obtain the contract, proposal, request for pro-
posal, invitation to bid, or grant proposal:

NANME OF PAID CONSULTANT/LOBBYIST ADDRESS

By signing below, I certify under oath and penalty of perjury that all statements on or attached to this form are true and correct
to the best of my knowledge. I further understand that a civil penalty of ten percent (10%) of the amount of the transaction, not
to exceed $10,000.00, is applied for knowingly providing incorrect or misleading information.

Signature Date

Notary’s Signature Date Date Notary Expires

Act 2001-955 requires the disclosure statement to be completed and filed with all proposals, bids, contracts, or grant proposals to the
State of Alabama in excess of $5,000.




AFFIDAVIT OF ALABAMA IMMIGRATION LAW COMPLIANCE

In compliance with SECTIONS 9 (a) and (b) BEASON-HAMMON ALABAMA TAXPAYER
AND CITIZEN PROTECTION ACT (the “Act”); CODE OF ALABAMA, SECTIONS 31-13-9
(a) and (b), this Affidavit of Alabama Immigration Law Compliance is to be completed and
signed by an officer or owner of a contractor or grantee and notarized, as a condition for the
award of any contract by Troy University to an employer that employs one or more employees in
the State of Alabama and is a recipient of funds from Troy University. Contractors and Grantees
are to provide notice to their Subcontractors of their Alabama Immigration Law Compliance
obligations.

State of Alabama:
County of

Before me, a notary public, personally appeared (print name)
who, is duly authorized by the business entity/employer which appears below, being sworn, says
as follows:

As a condition for being a contractor or grantee on a project paid for by contract, grant, or
incentive by the State of Alabama, or any political subdivision thereof, or any state-funded
entity, I hereby attest that in my capacity as (your position) for
(name of contractor or grantee), said Contractor or
Grantee does not knowingly employ, hire for employment, or continue to employ an
unauthorized alien. Further, Contractor or Grantee affirms that it is providing notice to its
subcontractors of their Alabama Immigration Law Compliance obligations.

I further attest that said Contractor or Grantee is enrolled in the E-Verify program and have
affixed below said Contractor or Grantee’s E-Verify Employment Eligibility Verification User
Identification Number confirming such program enrollment. I have read this Affidavit and swear
and affirm that it is true and correct.

E-Verify Employment Eligibility Verification User Identification Number

Signature of Affiant

Sworn to and subscribed before me this day of ,2 .
I certify that the affiant is known (or made known) to me to be the identical party he or she
claims to be.

Signature and Seal of Notary Public

To be returned to Troy University
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