FINANCE DEPARTMENT
New Vendor Packet

Thank you for your interest in becoming a Vendor with the City of Port Aransas, Texas. Organizations doing
business with the City for the first time will need to complete the forms included in this packet prior to submitting
invoices for payment.

*W-9 Form - Request for Taxpayer Identification Number and Certification

*Conflict of Interest Questionnaire - Pursuant to Texas Local Government Code Chapter
176, all parties doing business with the City must complete a Conflict of Interest
Questionnaire (Form CIQ)

*VVendor Information Form

*For Contracts that are awarded by City Council the following must be done.
Form 1295- Certificate of Interested Parties- The Texas Ethics Commission has
adopted rules requiring the business entity entering into certain contracts with a
governmental agency file Form 1295 electronically with the Commission. The law
applies only to a contract of a governmental entity or state agency that either (1)
requires an action or vote by the governing body of the entity or agency before the
contract may be signed; or (2) has a value of at least $1 million.

All Vendors that meet the above requirement must log on to
https://lwww.ethics.state.tx.us/whatsnew/elf_info_form1295.htm to create a Certificate
of Interested Parties. After the 1295 is completed online, you must forward to us the
assigned certificate number issued by the Texas Ethics Commission during this
online process to the e-mail address shown below.

Please submit completed forms via email to rkahn@cityofportaransas.org or fax to 361-749-5270

Direct allinvoicesto:  City of Port Aransas
Attn: Accounts Payable
710 W Avenue A

Port Aransas, TX 78373

The City holds its employees and vendors to the highest ethical standards. Employees or their family members
may not request or accept from, or give to, a supplier anything that may be construed to influence the City's
relationships. Gifts include material goods and services, as well as promotional premiums or discounts on
personal purchases. If any situation appears as a conflict of interest, please report it to the Finance Department
immediately.

If you should have any questions, please feel free to contact our office at 361-749-4111


https://www.ethics.state.tx.us/whatsnew/elf_info_form1295.htm
mailto:cfranje@cityofportaransas.org

Form W'g

{Rev. December 2014)

Department of the Treasury
intemal Revenue Service

Request for Taxpayer
Identification Number and Certification

Give Form to the
requester. Do not
send to the IRS.

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

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

[ individual/sale proprietor or O c corporation

singla-member L1.C

the tax classification of the single-member owner,
D Other (see instructions)

3 Check appropriate box for lederal tax classification; check only ons of the following seven boxes:
] s comoration [[] Partnership
|:] Limited liabiity comparry. Enler the tax classification (C=C corporation, $=5 corporation, P=parinership) >

Note. For a single-member LLC that is disregarded, do not check LLC: check the appropriats box in the line above for | EXEmPlion from FATCA reporting

4 Exemptions {codes apply only 10
certain entities, not individuals; see
Instructions on page 3):

Exempt payes cods (i any)

D Trust/estale

code (if any)

Apples £3 pCxTmits mnipesd outse the U5 )

6 Address ("umber, streat, and apt. or suite no.)

Requester's name and address {optional)

8 Clty. state, and ZiP code

Print or type
See Specific Instructions on page 2.

7 List account number(s) here [optional)

IZIXN  Taxpayer Identification Number (TIN)

Entar 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 alian, sole proprietor, or disregarded entity, see the Part | instructions on page 3. For other - -
entities, it is your employer identification number (EIN). if you do not have a number, see How lo get a

TIN on page 3.

Note. If the account is in more than one name, see the instructions for line 1 and the chart on page 4 for

guidelines on whose number ta enter.

Soclal security number

ar
Empleyer identification numbar

Certification

Under penalties of perjury, | certify that:

1. The number shown on this form is my correct taxpayer ideniification 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 alf interest or dividends, or (c) the IRS has notified me that | am

no longer subject to backup withholding; and
3. | am a U.S. citizen or other U.S. person (defined below}); and

4. The FATCA codeis} entered on this form (if any) indicating that | am exempt from FATCA reporting is correct.

CertHication instructions. You must cross out item 2 above if you have been notified by the IRS that you are currently subject 1o backup withhalding
because you have failed 1o report all interest and dividends on your tax retum. For real estate transactions, item 2 does not apply. For mortgage
interest paid, acquisition ar abandonment of secured property, cancellation of debt, contributions to an individual retirement arangement (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 on page 3.

Sign Signatura of
Here U.S, person »

Date >

General Instructions

Section references ara to the Internal Revenue Code unless otherwise noted.

Future developments. Information about developments affecting Form W-9 (such
as legisiation enacted atter wa release it} is a1 www.irs. govifw9.

Purpose of Form

An individual or entity {Form W-8 requester} who is required 1o file an inforrmation
reium with the IRS must obtain your comect 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), 1o report on an information return the amount paid to
you, or other amount reportable on an information retum, Examples of information
retums inctuds, but are not limited to, the {oflowing:

= Form 1099-INT (interest eared or paid)

» Form 1089-DIV (dividends, including those from stocks or mutual funds)

* Forn 1099-MISC (various types of income, prizes, awards, or groas procasds)

* Form 1099-8 (slock or mutiral fund sales and certain other transactions by
brokers)

» Form 1099-S (proceeds from real astate transactions)

» Form 1089-K {merchant card and third party network transactions)

* Form 1038 (home mortgage interest), 1098-E (student ioan interest), 1028-T
{tuktion)

* Form 1089-C (canceled debt)
* Form 1089-A (acquisition or abandonmeant of secured property)

Use Form W-9 only if you are a U5 person (including a resident alien), to
provide your correct TIN.

It you do not retum Form W-3 to the requester with a TIN, you might be subject
to backup withholding. See What is backup withholding? on page 2,

By signing the filed-out form, you:

1. Gertity that the TIN you are giving ts comect {or you are waiting for a number
to be issued),

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

3, Clalm exemption from backup withholding it you are a U.S. exempt payee. It
applicable, you are also certifying that as a U.S. person, your allocable share of

any partnership income from a U.S. trade or busineas is not subject to the
withholding tax on foreign partners’ shara of affectively connected income, and

4, Certity that FATCA cade(s) entered on this form (if any) indicaling that you are
exempt from the FATCA reporting, is comrect. See What is FATCA reparting? on
page 2 for further information

Cat. No. 10231X

Form W=9 Rev. 12-2014)
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Poge 2

Note. I you are a U.S. parson 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 substantiafly
similar to this Form W-8.

Definidon of a U.5. person. For lederal tax purposes, you are considered a U.5.
person if you are:
* An individual wha Is a U.S. citizen or LS. resident alien;

* A partnership, Corporation, company, or association creatad or organized in the
United Siates or under the laws of the United States:

* An estate (other than a loreign estate); or
» A domestic trust (as defined in Regutations section 301.7701-7).

Spaecial rules for partnarships. Partnerships that conduct a trade or business in
tha United States are generally requirad to pay a withhalding tax under section
1446 on any forelgn partners’ shara of effectively connected taxabla incoma from
such business. Further, in certain cases where a Form W-9 has not been recaived,
tha rules under section 1446 require a partnership to presums that a panneris a
foreign parson, and pay the section 1446 withholding tax. Therelfore, if you are a
U.S. person that i a partner in a partnership canducling a trade or business in the
United States, provide Form W-8 to the partnership o astablizh your U.S. stajus
and avold section 1446 withholding on your share of partnership incame.

In the caszes balow, the following person must give Form W-8 to the partnarship
{or purposes of establishing its U.5. status and avoiding withholding on its
allocaiis share of nat income from the partnership conducting a trade or business
in tha United States:

» |n the case of a disregarded entity with a U.S. owner, the U.S. owner of the
disregarded sntity and not the entity;

= In the case ol a grantor trust with a U.S. grantor or other U.S. owner, generally,
the U.S. granior or other U 5. owner of the prentor trust and not the trust; and

* In the case of a U.S, trust (other than a grantor trust), the U.S. trust (uther than a
gritnior trust) and not the benehciaries of the trust.

Foralgn person. I you are a forelgn person or the U.S. branch of a foreign bank
that has elecied to be treated as a U.S. person, do not use Form W-9. Instead, use
the appropriate Form W-8 or Form 8232 (see Publication 515, Withholding of Tax
on Nonresident Aiens and Foreign Entitias).

Nonrasident sflan who bacomas a resident alisn, Generslly, only a nonresident
alien Individual may use the terma of o tax treaty to reduce or eliminate U.S. tax on
certain types of income. Howaver, most tax treaties contain a provision known as
a “saving clauss.” Exceplicns specified in the saving clausa may permit an
saemption from tax to continue for certain types of income even piter tha payea
has otherwise become a U S, resident alien for tax purmposes

H you are a U.S. resident allan who ia relying on an exception contalned in the
saving claus# of a tax treaty to claim an exemption from U.S. tax on certain types
of income, you mus! aftach a statement io Form W-9 that specifias the following
five items:

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

2. The treaty anticle addressing the income.

3, Tha article number (or location) n the tax treaty that contains the saving
clause and its excaptions.

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,

Exainple. Anticie 20 of the L).S.-China incoma 1ax treaty allows an exemption
from tax for income received by a Chinese student temporarily present
in the Unlted States. Under U.S. law, this student will become a realdent alien for
tax purposes if his or her stay in the United States exceeds 5 calendar years.
However, parsgraph 2 of the first Protocol to the U.S,-China treaty (dated Apeil 30,
1984) aiowa tha provisions of Articla 20 to continue 10 apply even afier the
Chinese student becomes a resident afien of the United States. A Chinese studemt
who quallfies for this exception {under paragraph 2 of the first prolocol) and is
relying on this axception to claim an exemption from tax on his or her scholarship
or {ellowship incoma would attach to Form W-0 a staiement that includes the
information described above to support that exemption.

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

Backup Withholding

What s backup withholding? Persons making certain payments to you mus!
under certain conditions withhold and pay to the IRS 28% of such paymants. This
is called “backup withhokiing.” Payments that may be subject to backup
withholding include interest, tax-exempt Interest, dividends, broker and barter
exchange transactions, rents, royalties, nonsmployes pay, payments mada in
sattiement of payment card and third party network transactions, and cartain
payments from fishing boat operators. Real estate transactions are not subject to
backup withholding.

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

Paymants you receive will ba subject 1o backup withholding If:
1. You do not furnish your TIN to the requester,

2. You do not certify your TIN whan required (see the Pant |l instructions on pags
3 for details),

3. The iAS tells the requester that you fumished an incomect TIN,

4. The iRS tefls you that you sm subject to backup withholding bacause you did
not report all your interes! and dividends on your tax retum {for reportabla interest
and dividends only), or

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

Certain payees and payments are exempt from backup withholding. See Exempt
payee code on page 3 and the separate Instructiona for the Requester of Form
W-9 for more information.

Also sae Spacial rufes for partnerships above
What is FATCA reporting?

The Foreign Account Tax Compliance Act {FATCA) requires a participating foreign
financial institution to report all Unitad States account holders that are apecified
Unlted States persena. Certain payses are exempt from FATCA reporting, Seae
Exsmption from FATCA reporting code on page 3 and the Instructions for the
Requester of Form W-8 for more information

Updating Your Information

You must provide updated informalion to any person to whoim you claimed to be
an exempt payes if you are no longer an exampt payes and anticipate receiving
reporiable payments in the future from this person. For exampls, you may need to
provide updated information if you are a C corporation that elects toba an $
carporation, or if you no longer are tax exempt. in addition, you must fumish a new
Form W-8 if the name or TIN changes for the account; for example, if the grantor
of a grantor trust dies.

Penalties

Faliura to fumniah TIN. H you fail to fumish your correct TIN to a requester, you am
subject to a penalty of 350 for each such failure unieas your fallure is due to
reasonable cavsa and not to willtul neglect.

Civil penalty for false information with respact to withholding. I you make a
false statement with no reasonable basis that results in no backup withholding,
you are subject to a $500 penafty.

Criminal penalty for falsifying Information. Willfully falstying certifications or
affirmations may subject you to criminal penalties including fines and/or
imprisonment,

Misuse of TiNs. If tha requester discioses or uses TINs in violation of fedaral law,
tha raquester may ba subject to civil and eriminal penalties,

Specific Instructions

Line 1

You must anter ana of the following on this lina; do not leave this ine blank, The
name shoukl maleh tha name on your tax retum,

I this Form W-8 Is for a joint acocount, list fiest, and then circle, the name of the
person or entity whosa number you enterad in Part 1 of Form W.9,

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

Nots. ITIN applicant: Enter your individua! name as it was entered on your Form
W-7 appiication, ne 1a. This should also be the same as the nama you entered on
tha Form 1040/1040A/1D40EZ you filed with your application,

b. Sole propriator or single-member LLC. Enter your individual name as
shown on your 1040/1040A/104CEZ on kine 1, You may enter your business, trade,
ot "doing business as™ (DBA) name on line 2,

c. Partnership, LLC that Is not a single-mamber LLC, C Corporation, or 3
Corporation. Enter the sntity's name as shown on the entity's tax return on line 1
and any business, trade, or DBA name on ine 2.

d. Other entitles. Enler your name as shown on reguired U.S. federal tax
documsnts on fine 1. This nams should match the nama shown on the charter or
clher legal document creating the entity. You may enter any business, trade, or
DBA name on lins 2.

e. Disregarded entity. For U.S. federal 1ax purposes, an entlty that Is
disregarded as an entity separate from s owner is treated as a “disregarded
entity,” See Regulations section 301.7701-2{c)2){#)). Enter the owner's name on
fine 1. The name of the eniity entered on tine 1 should never be a disregarded
eniity. The nama on line 1 should be the name shown on the income tax retum on
which tha income should be reported. For axample, if a foreign LLC that ts traated
as a disregarded entity for L1.5. faderat tax purposes has a single owner that is a
LS. person, tha U.S. owner's name is required to be provideds on iine 1. If the
direct owner of the entity is also a disregarded entity, anter the first owner that is
not disregandad for federal tax purposes. Enter the disregandsd eniity's nams on
line 2, "Busineas name/disregarded entity nama.” if the cwner of the disregarded
antity is a foreign peracn, the owner must complete an appropriate Form W-B
Instead of a Forrn W-9. This is the case even if the foreign person has a W.S. TIN.
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Line 2

H you have a business nama, trade nama, DBA name, or disregarded entity name
you may erler it online 2,

Line 3

Check the appropriate box in line 3 for the U1.S. federal tax classitication of the
person whose name is entered on ling 1. Check only one box In line 3.

Limited Liabiity Company {LLC). If the name on kne 1 s an LLC trealed 25 8
partnership for U.S. federal tax purposes, chock the “Limited Liability Company”
box and anier “P" in the space provided !l the LLC has filed Form 8822 or 2553 10
be taxed as a corporation, check the "Limited Liabikty Company™ box and in the
space provided enter "C* for C corporation or *S” for § comporation. it s a
single-member LLC that is a disregarded entity, do not check the “Umited Liability
Company" box, instead check the first box in line 3 “individual/scle proprietor or
singla-member LLC."

Line 4, Exemptions

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

Exempt payee code.

+ Generally, individuals {including sole proprietors) are not exempt from backup
withholding.

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

+ Corporations are not exempt from backup withholding for paymenta madae in

satligment of paymant card or third party network transactions.

+ Corporations are not exempt from backup withhalding with respect o attomeys'
{ees or gross proceeds paid to atorneys, and corporaliona that provide medical or
health cam services sre not exempt with respect to payments reportable on Form
1099-MISC,

The following codes identify payees that are axemgpt from backup withholding.
£nter the appropriate code in the space in line 4.

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

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

3= A stats, tha District of Columbia, a U.S. commonweatth or possession, or
any of their political subdivisions or ingtrumentalities

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

5~A corporation
6—A dealer in securlties or commodiies required 10 register in the United
States, the District of Columbia, or a U.S. comr alth or p sion

7—A futures commission merchant registered with the Commodity Fulures
Trading Commission
8§-=A real estate investment trsst

8- An antity 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 financtal institution

12=A middieman knawn in the investment community as a nomines or
custodian

13=A trust exempt from tax under section 884 or deacribed in section 4947

The following chart shows types of payments that may be exempt from backup
withholding. The chart applles to the exempt payoes listed above, 1 through 13,

IF tha paymant Isfor ... THEN the pasyment s exempt for...

Interest and dividend payments All exempt payees except
for 7
Broker transactions Exampt payees 1 through 4 and 6

through 11 and all C corporations. S
corporations must not enter an exempt
payea code becausa thay are axempt
only for sales of noncovered securities
acquired prior to 2012,

Barter exchange transactions and
patronage dividends

Exempt payees 1 through 4

Paymenta over $600 required to be

Generally, axemp! payees
reported and direct sales over 55,000’

1 through 5°

Payments made In sattlament of
payment card or third party network
transactions

Exernpt payees 1 through 4

" See Form 1099-MISC, Miscellaneous Income, and its instructions.

* However, the foliowing payments made to a corporation and reportabla on Form
10689-MISC are not exempt from backup withholding: medical and health care
payments, attorneys’ fees, gross proceeds paid to an attorhey neportable under
section 6045(f), and payments for services paid by a federal executive agency

Exemption from FATCA reporting cods. The {ollowing codes identily payses

that are exempt from reporting under FATCA. These ¢odes apply 10 persons

submitting this form for accounts maintained outside of the United States by
certain foreign financial Institutions. Therefora, it you are only submitting this torm
for an account you hold In tha United States, you may leave this field blank.

Consutt with the parson requesting this form if you are uncertain H 1he financial

Institution is subject to these requirements. A requester may indicate that a code 1s

not required by providing you with a Form W-9 with “Not Applicable™ {or any

similar lndication) written or printed on the line for a FATCA exemption code.
A~ An organization exempt lrom tax under section 501(a) or any individual
retirernant plan as defined in section 7701(a{37)

B—The United States or any of ita agencies or instrumentakities

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

D—A corporation the stock of which Is regularly traded on ona or more
established securilies markets, as described in Regulations section
1.1472-1(cH 1)

E—A corporation that is a member of the sama expanded affiliated group as a
corporation described in Regulations saction 1.1472-1(c}1KH

F—A dealer in Securities, commodities, or derivalive financial instruments
{including notional principal contmcts, futures, forwards, and options) that is
registerad as such under the laws of tha United States or any siate

G-A real estate investmen? trust

H~A regulated investmaent company as defined In section 851 or an entity
registered at all timas during the tax year under the Investiment Company Act of
1840

I~A common trust lund as defined In section 584(a)

J—A bank as defined in section 581

K—A broker

L—A trust examp! from tax under section 664 or described in section 4847{a}1)
M—A tax exempi trust under a section 403(b) plan or section 457(g) plan

Naote. You may wish lo consult with the financial institution requesting this form to
determine whather tha FATCA code and/or exempt payes code should be
compieted.

Line 5

Enler your address (number, sireet, and apartment or suite number). This is where
the requester of this Form W-9 will mail your information retumns.

Line 6
Enter your city, state, and ZIP code.

Part |. Taxpayer Identification Number (TIN})

Enter your TIN in tha sppropriste box. If you are a resldent alien and you do not
have gnd are not afigible ta get an SSM, your TIN is your IRS ingividual taxpayer
ideruiAcation numier (ITIN). Enter it In the soclal security number box. If you do not
have an fTIN, see How {0 get a TIN below,

If you are a sola proprietor and you have an EIN, you may anter either your 55N
or EIN. Howaver, the IRS prefers that you use your SSN

If you are a single-member LLC that s disregarded as an entity separate from its
owner (see Limited Lisbility Company (1.1.C) an this pags), anter the owner's S5N
[or EIM, if the owner has one). Do not enter the disregarded entity's EIN. if the 1LC
ia classified a3 a corporation or partnership, enter the antity’s EIN,

Note. Ses the chart on page 4 for further clarification of name and TIN
combinations.

How to get a TIN. It you do not have a TIN, apply for one immediately. To apply
for an SSN, get Form §5-5, Application for a Social Security Card, from your local
55A office or get this form online at www ssa.gov. You may aiso get this form by
calling 1-800-772-1213. Use Form W-7, Application for IRS individual Taxpayer
Identilication Number, to apply for an ITIN, or Form 5S-4, Appiication for Employer
Identification Number, to apply for an EMN. You can apply for an EIN conline by
accessing tha IRS webslite at www.irs. gov/businesses and clicking on Emplayer
tdentification Number (EIN) under Starting a Business. You can get Forms W-7 and
S5-4 from the IRS by visiling IRS.gov or by calling 1-B00-TAX-FORM
(1-800-829-3676).

If you are asked to complets Form W-3 but do not have a TIN, apply for a TIN
and write “Applied For" in the space for the TIN, sign and date the form, and give #t
to the requester. For inleres! and dividend payments, and cerain payments made
with respact 1o readily tradable instruments, generally you will have 60 days lo g&!
a TIN and give it to tha requestar 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 wlthholding on all such payments until you provide your TIN to
the requester.

Note. Entering "Applied For™ means thal you have already apphied for a TIN or that
you intend 1o apply for one soon,

Coautlon: A disnegarded U.5. entily that has & forelgn owner must usa the
appropriake Form W-8,
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Part Il. Certification

To establish 1o the withholding agent that you are a U.S. person, or resident allen,
sign Form W-8. You may be requested to sign by the withholding agent even if
ttems 1, 4, or 5 below indicate otherwise.

For a joint account, only the person whosa TIN is shown in Part | should sign
{when required). in the casa of a disregarded sntity, the person identified on line 1
must sign. Exampt payees, see Exempt payes code earlier,

Signature requirements. Complete the certification as indicated in items 1
through 5 below.

1. Imterest, dividend, and barter exchange sccounts opened before 1584
and broker accounts consldered active during 1883. You must give your
comect TIN, but you do not have to sign the certification.

2. Intersst, dividend, broker, and barter exchangs accounts openad after
1883 and broker accounts consldered Inactive during 1983, You mus! sign the
certification or backup withholding will apply. If you are subject to backup
withholding ang you are merely providing your correct TIN to the requester, you
must ¢ross cul item 2 in the cenification before signing the form.

3. Aeal wsiate transactions. You must sign the certification. You may cross out
itam 2 of the certification.

4. Cther paymants. ‘You must give your correct TiN, but you da hot hava o sign
the certification unleas you have been notified thal you have previously given an
incorrect TiN, “Other payments® include payments made in ihe course of the
requester's trade or business for rents, royalties, goods (other than bits for
merchandise], medical and health care services (including payments to
corporations), payments to a nanemployee for services, payments made in
settlement of payment card and third party network trangactlons, payments to
certain fishing boat crew members and fishermen, and gross proceeds pald lo
attomeys (including payments lo corpormtions).

5. Mortgage Interest pald by you, acquisition or abandonment of secured
property, cancellation of debt, qualifisd tultion program paymants (under
section 526), IRA, Coverdell ESA, Archer MSA or HSA contributions or
distributions, and pension distributions. You must give your correct TIN, but you
to not have to sign the certification.

What Name and Number To Give the Requester

For this type of account Give name and B5N of:
1. Individual The individual
2. Two or more individuals (oint The actual owner of the account or,
account) if combinead funds, the first
Individual on tha account’
3, Custodian account of a minor The minor’

(Uniform Gift to Minors Act]

4. a. The usual revocable savings
trust [grantor |s also trustee)
b, Se-calied trust account that is
not a lagal or valid trust under
state law

. Sole proprieiorship or disregarded
aniity owned by an individual

. Grantor trust fiing under Optional
Form 1039 Filing Method 1 (see
Hwogulaliuns soction 1.871-4(b}2))

)

The grantor-trustee’

The aclual owner’

«

Tha owner’

[+

The grantor*

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

7. Disregarded enlity not owned by an | The owner
indivichal
A valid trust, estale, or pension trust { Legal entity’

. Gorporation or LLC elacting The corporation
corporate status on Form 8832 or
Form 2553

10. Assaciation, club, refigious,
charitable, educational, or other tax-
exempt organization

11, Partnership or multi-mamber LLC
12. A broker or registered nominse

13, Account with the Department of
Agticufture in the name of a public
entity (such as a state or local
govemment. schoal district. or
prison) that roceives agricuttural
program paymants

14 Grantor trust filing under the Form
1041 Fiing Msthod or the Optional
Form 1089 Filing Method 2 (see
Regulations section 1.871-4{b}{2)3)
(B))

The organization

The partnership
The broker or nominee

The public entity

Tha trust

'Lmﬁmmdrd:mmmn!hpmwmnmmhmbnliﬂmmml
Joint account has an SSN, that person’s number must be fumished.

! Crcla the minor's name and fumish the minor's SSN.

'Vwmﬂwmkﬂhhﬂnmmdymmy:!moﬂmbmﬁuuab&mmm
the “Business narme/disregarded entrly” name line. You may use either your SSN or EIN M you
have one). but the IRS ancouragas you to usa your SSN.

‘mwmd:uwumnfmmm,ummmurmhmmmmm
petsonal representative or trusies uniess the legal entity Haet is not deslgnated inthe sccount
tita | Also sse Special rules for partnerships on page 2.

*Nots. Grantor aiso must provide & Form W-8 ta trustes of trust.

Note. If no name Is clrcled when move than one name is listed, the number will be

considered (o De that of the first name fisted.

Secure Your Tax Records from ldentity Theft

fdentity thelt occurs when someone uses your personal information such as your
name. SSN, or ather 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
tex return using your SSN 1o receive a refund.

To reduce your risk:
* Protect your SSN,
+ Ensure your employer is protecting your SSN, and
« Ba careful when choasing a tax preparer.

H your tax records are affected by identity thaft and you receive a notice from
tha IRS, respond right away to the name and phona number printed on the IRS
notice or lettar

If your tax records are not currently atfected by identity theft but you think you
are at risk due to a lost or stolen purse or wallet, questionable credit card activity
or credil report, conlact the IRS identity Theft Hotline at 1-B00-908-4480 or submit
Form 14039

For more information, see Publication 4535, identity Theft Prevention and Victim
Aassistance.

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

Protact yoursaif from susplcious emalls or phishing schemes. Phishing is the
creation and use of emall and websites designed to mimic legitimate business
emails and websites. The most common act is sending an email to a user falsely
claiming 1o be an established legitimate enterprise In an attempt to scam the user
into surrendering private information that will be used for identity theit.

The IRS does nat iniliate contacts with taxpayers via emails, Also, tha IRS does
not request personal detailed information through email or ask taxpayers for the
PIN numbers, passwords, o similar secre! access information for thelr credit card,
bank, or other financial accounts.

If you recaive an unsolchted smait claiming to be from the IRS, forward this
message 1o phishing@irs.gov. You may also report misuse of the IRS name, logo,
or ather {RS property to the Treasury Inspector General for Tax Administration
(TIGTA) at 1-B00-386-4484. You can forward suspicious emails to the Federal
Trade Commission at: spam@uce. gov or contact them al www.c.gov/idthalt o
1-B77-IDTHEFT {1-877-438-4338),

Visit IRS.gov 1o leam more about identity thaft and how to reduce your risk,

Privacy Act Notice

Section 6102 of the Internal Revenus Code requires you to provide your comect
TIN to persons (including federal agancies) who are required lo file information
retums with the IRS to report interest, dividends, or cerntain other income paid to
you; mortgage interest you pald; the acquisition or abandonment of secured
property; the cancellation of deb!; or contributions you made 1o an IRA, Archer
MSA, or HSA. The person collecting this form uses the information on the form to
{Hie Information retums with the RS, reporting the above information. Routine uses
of thts information include giving it to the Departimant of Juslice for civil and
criminal litigation and to cities, states, the Distrct of Cotumbia, and U.S.
commonwealihs and s for use In administering their laws. The
information also may be disclosed to other countries under g traaty, to federal and
state agencies to enforce civil and criminal laws, or to fedaral law enforcement and
intelligence agencies to combat tarrorism. You must provida your TIN whether or
not you am reguired 1o file a tax retum. Under saction 3408, payers must generally
withhold a percentage of taxabile interast, dividend, and certain other payments o
a payee who doss not give a TIN to tha payer. Centain penalties may also apply for
providing fatse or fraudulent Information.



CONFLICT OF INTEREST QUESTIONNAIRE FORM CIQ

For vendor doing business with local governmental entity

This questionnaire reflects changes made to the law by H.B. 23, 84th Leg., Regular Session. OFFICE USE ONLY

This questionnaire is being filed in accordance with Chapter 176, Local Government Code, by a vendor who
has a business relationship as defined by Section 176.001(1-a) with a local governmental entity and the
vendor meets requirements under Section 176.006(a).

Date Received

By law this questionnaire must be filed with the records administrator of the local governmental entity not later
than the 7th business day after the date the vendor becomes aware of facts that require the statement to be
filed. See Section 176.006(a-1), Local Government Code.

A vendor commits an offense if the vendor knowingly violates Section 176.006, Local Government Code. An
offense under this section is a misdemeanor.

1] Name of vendor who has a business relationship with local governmental entity.

2]

Check this box if you are filing an update to a previously filed questionnaire. (The law requires that you file an updated
completed questionnaire with the appropriate filing authority not later than the 7th business day after the date on which
you became aware that the originally filed questionnaire was incomplete or inaccurate.)

3] Name of local government officer about whom the information is being disclosed.

Name of Officer

4] Describe each employment or other business relationship with the local government officer, or a family member of the
officer, as described by Section 176.003(a)(2)(A). Also describe any family relationship with the local government officer.
Complete subparts A and B for each employment or business relationship described. Attach additional pages to this Form
CIQ as necessary.

A. Is the local government officer or a family member of the officer receiving or likely to receive taxable income,
other than investment income, from the vendor?

|:| Yes |:| No

B. Is the vendor receiving or likely to receive taxable income, other than investment income, from or at the direction
of the local government officer or a family member of the officer AND the taxable income is not received from the
local governmental entity?

|:| Yes |:| No

5 Describe each employment or business relationship that the vendor named in Section 1 maintains with a corporation or
other business entity with respect to which the local government officer serves as an officer or director, or holds an
ownership interest of one percent or more.

6

Check this box if the vendor has given the local government officer or a family member of the officer one or more gifts
as described in Section 176.003(a)(2)(B), excluding gifts described in Section 176.003(a-1).

7

Signature of vendor doing business with the governmental entity Date

Form provided by Texas Ethics Commission www.ethics.state.tx.us Revised 11/30/2015



CONFLICT OF INTEREST QUESTIONNAIRE
For vendor doing business with local governmental entity

A complete copy of Chapter 176 of the Local Government Code may be found at http://www.statutes.legis.state.tx.us/
Docs/LG/htm/LG.176.htm. For easy reference, below are some of the sections cited on this form.

Local Government Code § 176.001(1-a): "Business relationship” means a connection between two or more parties
based on commercial activity of one of the parties. The term does not include a connection based on:
(A) atransaction thatis subject to rate or fee regulation by a federal, state, or local governmental entity or an
agency of a federal, state, or local governmental entity;
(B) atransaction conducted at a price and subject to terms available to the public; or
(C) apurchase or lease of goods or services from a person that is chartered by a state or federal agency and
that is subject to regular examination by, and reporting to, that agency.

Local Government Code § 176.003(a)(2)(A) and (B):
(a) Alocal government officer shall file a conflicts disclosure statement with respect to a vendor if:
(2) the vendor:
(A) has an employment or other business relationship with the local government officer or a
family member of the officer that results in the officer or family member receiving taxable
income, other than investment income, that exceeds $2,500 during the 12-month period
preceding the date that the officer becomes aware that
(i) a contract between the local governmental entity and vendor has been executed;
or
(ii) the local governmental entity is considering entering into a contract with the
vendor;
(B) has given to the local government officer or a family member of the officer one or more gifts
that have an aggregate value of more than $100 in the 12-month period preceding the date the
officer becomes aware that:
(i) a contract between the local governmental entity and vendor has been executed; or
(i) the local governmental entity is considering entering into a contract with the vendor.

Local Government Code § 176.006(a) and (a-1)
(a) Avendor shall file a completed conflict of interest questionnaire if the vendor has a business relationship
with a local governmental entity and:
(1) has an employment or other business relationship with a local government officer of that local
governmental entity, or a family member of the officer, described by Section 176.003(a)(2)(A);
(2) has given a local government officer of that local governmental entity, or a family member of the
officer, one or more gifts with the aggregate value specified by Section 176.003(a)(2)(B), excluding any
gift described by Section 176.003(a-1); or
(3) has a family relationship with a local government officer of that local governmental entity.
(a-1) The completed conflict of interest questionnaire must be filed with the appropriate records administrator
not later than the seventh business day after the later of:
(1) the date that the vendor:
(A) begins discussions or negotiations to enter into a contract with the local governmental
entity; or
(B) submits to the local governmental entity an application, response to a request for proposals
or bids, correspondence, or another writing related to a potential contract with the local
governmental entity; or
(2) the date the vendor becomes aware:
(A) of an employment or other business relationship with a local government officer, or a
family member of the officer, described by Subsection (a);
(B) thatthe vendor has given one or more gifts described by Subsection (a); or
(C) of a family relationship with a local government officer.

Form provided by Texas Ethics Commission www.ethics.state.tx.us Revised 11/30/2015



CITY OFPORT ARANSAS

710 W. Avenue A
Port Aransas, TX 78373

Office: 361-749-4111 Fax: 361-749-5270
Email: rkahn@cityofportaransas.org

VENDOR INFORMATION FORM

Please Type or Print Information

Company Name DBA Name
Remittance Address

Purchase Order Address (if different)

A/R Contact Email
Phone Fax

Sales Representative/Company Contact Email
Phone Fax
Signature/Title Date

Certifications (Copies of current certifications must be included):

|:| Historically Underutilized Business |:| Woman-Owned

|:| Minority Owned


mailto:cfranje@cityofportaransas.org

CERTIFICATE OF INTERESTED PARTIES FORM 1295

OFFICE USE ONLY
Complete Nos. 1 - 4 and 6 if there are interested parties.
Complete Nos. 1, 2, 3, 5, and 6 if there are no interested parties.

1 Name of business entity filing form, and the city, state and country of the business o\@

entity's place of business. Q\
2 Name of governmental entity or state agency that is a party to the contract for %\

which the form is being filed.

4

3 Provide the identification number used by the governmental entity or state agency to t &ldentify the contract,

and provide a description of the services, goods, or other property to be provided t)e contract.
4 X’ .

City, State, Country DNature of Interest (check applicable)
Name of Interested Party . o
(place of business) . )
. Controlling Intermediary
sc_)
z\.‘ﬁ\‘
S\l .
K\
o)
(.
.
A QN
\\
5
Check only ifthere&terested Party. E]

6 UNSWORN DECIs N

My name is x‘\ , and my date of birth is

My addre%\

(street) (city) (state) (zip code) (country)

d under penalty of perjury that the foregoing is true and correct.
Executed in County, State of , on the day of , 20 .
(month) (year)

Signature of authorized agent of contracting business entity
(Declarant)

ADD ADDITIONAL PAGES AS NECESSARY

Form provided by Texas Ethics Commission www.ethics.state.tx.us Revised 12/22/2017



212712018 1285 Electronic Filing FAQs

Frequently Asked Questions
For Disclosure of Interested Parties (Form 1295)

1. Changes to Form 1295 since December 2017

2. Why do | need to include my date of birth and address when | sign Form 12957 Was this always
the case?

3. Will my date of birth and address appear on the TEC's website when [ file the form?

4. Who is considered an "interested party"?

5. Who is required to file Form 12957

6. To what contracts does Form 1295 apply?

7. Are there certain contracts that do not require Form 12957

8. What if there Is a change to an existing contract?

9. What if the contract is renewed?

10. Can | file Form 1295 with the Commission on paper?

11. How do | log in to the filing application?

12. Is there a maobile version?

13. Help! | can't log in!

14. Help! | forgot my password!

15. What is my "ID" when | click "Forgot Password" on the login page?

16. Can | have multiple accounts?

17. Do | send a copy of the signed Form 1295 to the Texas Ethics Commission?

18. Why is my Form 1295 certificate status "Pending” in my "Completed Certificates" table?

19. | still am not sure if anyone in my company qualifies as a controlling interest or intermediary. Can
you give me some examples?

20. | submitted a Form 1285 and realized there is an error. Can | edit it?

21. How do | correct an error in a 1295 certificate after it has been acknowledged?

22. What if the contract associated with the Form 1295 is never fulfilled?

23. 1 represent a state agency or governmental agency. How much time do | have to acknowledge a
Form 12957

24, What if | accidentally acknowledge the wrong Form 12957

25. The filing application says this Form 1295 has already been acknowledged. What do | do now?
26. Why am | not receiving email messages from the Texas Ethics Commission?

1. Changes to Form 1295 since December 2017

Changes to the law requiring certain businesses to file a Form 1295 are in effect for contracts
entered into or amended on or after January 1, 2018. The changes exempt businesses from filing a
Form 1295 for certain types of contracts and replace the need for a completed Form 1295 to be
notarized. Instead, the person filing a 1295 needs to complete an "unsworn declaration."

2. Why do | need to include my date of birth and address when | sign Form 12957 Was this
always the case?

In 2017, the legislature amended the law to require Form 1295 to include an "unsworn declaration”
which includes, among other things, the date of birth and address of the authorized representative
signing the form. The change in the law applies to contracts entered into, renewed, or amended on
or after January 1, 2018. The unsworn declaration, including the date of birth and address of the
signatory, replaces the notary requirement that applied to contracts entered into before January 1,
2018.

3. Will my date of birth and address appear on the TEC's website when | file the form?

hitps:/iwww.ethics.state.be.usiwhatsnew/FAQ_Form1285.himl



2/27/2018 1295 Electronic Filing FAQs

No. The TEC filing application does not capture the date of birth or street address of the signatory
and it will not appear on forms that are filed using the TEC filing application.

Although the TEC does not capture the date of birth and street address of the signatory, the
contracting state agency or governmental agency will have a physical copy of the form that includes
the date of birth and address of the signatory. The TEC cannot answer whether the contracting state
agency or governmental agency may release such information. Questions regarding the Texas
Public Information Act may be directed to the Office of the Attorney General. See also Paxton v. City
of Dall., No. 03-13-00546-CV, 2015 Tex. App. LEXIS 5228, at *10-11 (App.-Austin May 22, 2015)
(mem. op.) (pet. denied).

4. Who is considered an "interested party”?

An interested party is: (1) a person who has a controlling interest in a business entity with whom a
governmental entity or state agency contracts; or (2) an intermediary.

(1) Controlling Interest: An interested party has a controlling interest in the business entity if
the interested party meets one or more of the following conditions:

(a) has an ownership interest or participating interest in a business entity by virtue of
units, percentage, shares, stock, or otherwise that exceeds 10 percent;

(b} is a member of the board of directors or other governing body of a business entity of
which the board or other governing body is composed of not more than 10 members; or

(c) serves as an officer of a business entity that has four or fewer officers, or serves as
one of the four officers most highly compensated by a business entity that has more than
four officers. Subsection (c) of this section does not apply to an officer of a publicly held
business entity or its wholly owned subsidiaries.

(2) Intermediary Interest: An interested party has an intermediary interest in a contract if the
person actively participates in facilitating a contract or negotiating the terms of a contract with
a governmental entity or state agency, including a broker, intermediary, advisor, attorney, or
representative of or agent for the business entity who meets all of the following conditions:

(a) receives compensation from the business entity for the person’s participation:;

(b) communicates directly with the governmental entity or state agency on behalf of the
business entity regarding the contract; and

(c) is not an employee of the business entity or of an entity with a controlling interest in
the business entity.

The definitions are located at https.//www.ethics.state.tx.us/legal/ch46.htmi.
5. Who is required to file Form 12957

In 2015, the Texas Legislature adopted House Bill 1295, which added section 2252.908 of the
Government Code. The law states that a governmental entity or state agency may not enter into
certain contracts with a business entity unless the business entity submits a disclosure of interested
parties (Form 1285) to the governmental entity or state agency at the time the business entity
submits the signed contract to the governmental entity or state agency.

hitps:/fiwww.athics.state.tx.us/whatsnew/FAG_Form1295.himl
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The Texas Ethics Commission has adopted rules requiring the business entity to file Form 1295
electronically with the Commission. The state agency or governmental entity must use the filing
application to acknowledge the receipt of Form 1295,

6. To what contracts does Form 1295 apply?

The law applies only to a contract between a governmental entity or state agency and a business
entity at the time it is voted on by the governing body or at the time it binds the governmental entity
or state agency, or whichever is earlier, including an amended, extended, or renewed contract, of a
governmental entity or state agency that either:

(1) requires an action or vote by the governing body of the entity or agency before the contract
may be signed; or

(2) has a value of at least $1 million.

Gov't Code § 2252.908; Texas Ethics Commission Rules §§ 46.1(b), 46.3(a). The disclosure
requirement applies to a contract entered into on or after January 1, 2016.

A contract does not require an action or vote by the governing body of a governmental entity or state
agency if:

(1) the governing body has legal authority to delegate to its staff the authority to execute the
contract;

(2) the governing body has delegated to its staff the authority to execute the contract; and

(3) the governing body does not participate in the selection of the business entity with which
the contract is entered into.

Texas Ethics Commission Rules § 46.1(c).
7. Are there certain contracts that do not require Form 12957

Yes. Form 1295 is not required for the following contracts if entered into or amended on or after
January 1, 2018:

(1) a sponsored research contract of an institution of higher education;
(2) an interagency contract of a state agency or an institution of higher education;
(3) a contract related to health and human services if:

(a) the value of the contract cannot be determined at the time the contract is executed:;
and

(b} any qualified vendor is eligible for the contract;

(4) a contract with a publicly traded business entity, including a wholly owned subsidiary of the
business entity;*

hiips:/iwww.ethics.slale.tx.us/iwhatsnew/FAQ_Form1285.himl
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(5) a contract with an electric utility, as that term is defined by Section 31.002, Utilities Code;*
or

(6) a contract with a gas utility, as that term is defined by Section 121.001, Utilities Code.*

8. What if there is a change to an existing contract?

The law also applies to a change made to an existing contract, which includes an amendment,
change order, or extension of a contract.

If the business entity has not submitted a disclosure of interested parties form for the existing
contract, a new disclosure is required if: (1) the changed contract requires an action or vote by the
governing body of the entity, or (2) agency or the value of the changed contract is at least $1 million.

If the business entity submitted a disciosure of interested parties form for the existing contract, a
new disclosure is required if either: (1) there is a change to the disclosure of interested parties; (2)
the changed contract requires an action or vote by the governing body of the entity or agency; or (3)
the value of the changed contract is at least $1 million greater than the vaiue of the existing contract.

Texas Ethics Commission Rules § 46.4.

9. What if the contract is renewed?

See "What if there is a change to an existing contract?" for information about a renewed contract.
10. Can | file Form 1295 with the Commission on paper?

No. A business entity must file Form 1295 electronically with the Texas Ethics Commission using the
online filing application. The business entity must print the copy of the form filed with the
Commission and submit the signed copy to the contracting state agency or governmental entity. See
"How do | log in to the filing application?" for information about logging in to the online filing
application.

11. How do | log in to the filing application?

If this is your first time logging in, you will need to create an account in order to register and receive
a password. Once you have registered, you will receive an email containing a password setup link.
Click on the link to set your password. After you have established an account, you will use your
email address, password, and user type (either "Business Entity" or "Governmental Entity/State
Agency”) to log in to the Form 1285 filing application. Watch our short videos on "Logging In The
First Time" on the Form 1295 File Reports Electronically web page.

12. Is there a mobile version?
Yes. You can submit and acknowledge certificates using mobile devices.
13. Help! | can't log in!

The Email (User ID) is case sensitive. If you cannot remember the correct case of your email, you
will need to call the Texas Ethics Commission at 512-463-5800. If you forgot your password, see
"Help! | forgot my password!".

14. Help! | forgot my password!

https:/mww.ethics.stale.tx.us/iwhatsnew/FAQ_Form1295.html a7
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If you forgot your password, you can reset your password by clicking the "Forgot Password?" link on
the Form 1295 filing application login screen. Once you enter your email address (case sensitive)
and filer type and successfully answer the security questions, you will receive an email containing a
password reset link. If you cannot successfully answer your security questions, you will need to call
the Texas Ethics Commission at 512-463-5800.

15. What is my "ID" when | click "Forgot Password" on the login page?

Provide a Fller ID (000xowx) of a registered TEC filer or an email address (mse sensitive) for 1295 and
local filers along with o filer type.

Select Filer Type * Sesect Fhier Type

& Men

"ID" is the email address that you used to create your account. Your ID is case sensitive. When you
enter your email address in the "ID" field, you must enter the exact upper and lower case letters,
numbers, and special characters that you used when you created your account. For example, if you
created your account as MyEmail@doesnotexist.com, you must enter the "M" in "My" and the "E" in
"Email" as upper case and all other letters as lower case.

16. Can | have multiple accounts?

You can have a separate account associated with each unique email address. However, once an
account is established, there is no way to combine it with another account. You can only view those
certificates created under your own unique email address. If you want to view all your certificates
together in one account, we highly encourage you to setup a specific email address to register your
account and use that email address each time you log in to the filing application.

17. Do | send a copy of the signed Form 1295 to the Texas Ethics Commission?

No. Do not send a paper copy of the signed Form 1295 to the Texas Ethics Commission. If you are
with a state agency or other governmental entity, you will log in to the filing application and
acknowledge receipt of Form 1295 electronically. See "How do | log in to the filing application?" for
more information about logging into the filing application.

18. Why is my Form 1295 certificate status "Pending” in my "Completed Certificates™ table?

Any submitted 1295 certificate that has been signed must be sent to the governmental entity/state
agency for acknowledgment. The certificate status will remain pending until the governmental
entity/state agency acknowledges the certificate online. Once the 1295 certificate is acknowledged
by the governmental entity/state agency, the status will change to "Acknowledged".

19. I still am not sure if anyone in my company qualifies as a controlling interest or
intermediary. Can you give me some examples?

For example, Joe is filling out a Form 1295 for his company’s contract with a governmental entity.
Joe owns 50% of the company and his wife, Jane, owns 50% of the company. They have no officers
or board members. Joe would list both his name and his wife's name as controlling interests
because they each have an ownership interest of greater than 10 percent.

Joe also hired a lawyer to help facilitate his company's contract with the governmental entity. Joe

paid the lawyer a fee, the lawyer contacted the governmental entity, and the lawyer is not Joe's
employee. Joe would list the lawyer as an intermediary because the lawyer is a non-employee paid
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by the company to make a direct communication with the governmental entity to negotiate or
facilitate the contract.

20. | submitted a Form 1295 and realized there is an error. Can | edit it?

No. Once a Form 1295 has been submitted by the business entity, it can no longer be edited. If you
found an error, you will need to start a new certificate and re-enter all the required information.

21. How do | correct an error in a 1295 certificate after it has been acknowledged?

It is not possible to correct a submitted and acknowledged 1295 certificate. If you find that the
acknowledged 1295 certificate has an error, you need to create a new certificate. This new
certificate must include all of the required information from the original certificate plus the changes to
correct the error. In Box 3, enter this string at the very beginning of the description field:

"This supercedes certificate 2016-###H."

where 2016-#4H is the certificate number in the "OFFICE USE ONLY" box on the certificate that
contains the error.

When you have completed the data entry for the replacement certificate, submit the certificate. Print
the new certificate and sign it -- completing the unsworn declaration - and provide the signed
certificate to your governmental entity or state agency to acknowledge using the 1295 filing
application.

Both the ocriginal certificate and the replacement certificate will be available on the TEC website.
22. What if the contract associated with the Form 1295 is never fulfilled?

All certificates that are filed with the Texas Ethics Commission and acknowledged by a
governmental entity will be posted to the Commission’s website regardless of the eventual outcome
of the contract associated with the certificate.

23. | represent a state agency or governmental agency. How much time do | have to
acknowledge a Form 1295?

A state agency or other governmental entity must acknowledge the receipt of the filed Form 1295
not later than the 30th day after the date the governing body or state agency receives the Form
1295. Once a Form 1295 is acknowledged, it will be posted to the Texas Ethics Commission's
website within seven business days.

24. What if 1 accidentally acknowledge the wrong Form 12957

Before you acknowledge a Form 1295, you should double check that you are acknowledging the
correct one. If you acknowledge a Form 1295 in error, you cannot undo the certification. Contact the
Texas Ethics Commission at 512-463-5800 and ask to speak with Technical Support.

25. The filing application says this Form 1295 has already been acknowledged. What do | do
now?

First, you should double check that you are entering the correct certification number. If you still
receive an error, contact the Texas Ethics Commission at 512-463-5800 and ask to speak to
technical support.

26. Why am | not receiving email messages from the Texas Ethics Commission?

hittps:/fwww.ethics.state.tx.usfiwhatsnew/FAQ_Form1295.himl
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All password reset links will be sent to the email address you provided when you registered. This
should be an email address that is current and that you check often. You can verify and update your
email address right after you log in. Also, be sure to "whitelist" or mark as "safe" emails that come

from "do-not-reply@ethics.state.tx.us" and be sure to check your Spam or Junk folder for any
missing messages.

Last Revision: January 3, 2018
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