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CITY OF ASHLAND 
LANDSCAPE DESIGN SERVICES FOR THE PLAZA IN DOWNTOWN ASHLAND 

 
The City of Ashland requests proposals for an Architectural Design or Landscape Design Firm to 
provide a plan for refreshing and improving the landscaping and furnishings in the Plaza in 
downtown Ashland, located at the confluence of North Main Street and East Main Street.  The 
Plaza has historically served as the city’s “sitting room” and a gathering place for impromptu 
performances (busking), protest rallies and community events. 
 
The scope of services for the project includes: 
 

1. A plan for creating more resilient landscaping in the Plaza. 
2. Recommend a revised seating layout, including recommendations regarding the type of 

furnishings to be provided in the Plaza. 
3. A plan for providing “rooms” within the Plaza that offer differing but complementary 

uses. 
4. In developing the plan, the selected consultant will be expected to meet with key 

stakeholders to solicit their input before creating the final plan. 
 
Proposals must be received by 1:30 PM, May 24, 2012, in the City of Ashland Administrative 
offices located at 20 E. Main Street Ashland OR 97520. 
 
Proposal documents are available at the above address and all proposals must be provided in the 
same format as described.  The proposers must be registered as landscape architect or landscape 
designer with the State of Oregon.  Proposals are limited to six pages, excluding resumes and 
notices of transmittal. Consultant selection will be based upon weighted criteria as cited in this 
Request for Proposals.  
 
The City of Ashland reserves the right to reject any and all proposals, to waive formalities or to 
accept any proposal, which appears to serve the best interest of the City of Ashland.   
 
To receive a proposal, contact Diana Shiplet, executive secretary at 541-488-6002. For further 
information regarding the project expectations, contact Ann Seltzer, Management Analyst at 
541-552-2106. 
 
 
 
          
Ann Seltzer 
City of Ashland, Management Analyst



4 
 

 
CITY OF ASHLAND 

 
LANDSCAPE DESIGN SERVICES FOR THE PLAZA IN DOWNTOWN ASHLAND 

 
CONCEPT 
 
The City of Ashland is seeking proposals for firm or individual to provide general landscape 
architecture/design services for the Plaza in downtown Ashland. 
 
BACKGROUND 
 
The Plaza, located at the confluence of North and East Main Streets in downtown Ashland, has 
historically served as the city’s “sitting room,” and a gathering place for impromptu 
performances (busking), protest rallies and community events. 
 
The Ashland City Council has expressed concerns that the landscaping and furniture in the Plaza 
look worn and uninviting and has asked city staff to work with a consultant on a plan to “refresh” 
the landscaping and the furniture.  There are many challenges to creating such a plan.  The areas 
that are currently landscaped (largely with grass) are badly compacted; the result of almost 
constant foot traffic.  In addition, the roots of the large trees in the Plaza are at surface level, 
making tilling of the compacted soil virtually impossible.  It is likely not feasible that these trees 
can be removed.  It is not envisioned that the sidewalk areas of the Plaza will be diminished or 
altered as a result of this project, however the city would be amenable to considering an 
expansion of the hardscaping in the Plaza.  Irrigation systems are already installed in the Plaza 
and can be moved or modified by the City’s Parks Department if required. 
 
Consultant selection will result in the issuance of a contract to create a plan for improvements to 
the landscaping and furnishings in the Plaza.   
 
WORK DESCRIPTION 

 
I. Scope Of Work:  The selected consultant will provide up to three different conceptual plans 

for plaza improvements that include the following: 
 

A. Plans for more resilient landscaping in the Plaza.  This may include raised planting beds. 
1. Evaluate the viability of different kinds of plant materials in the space 

available and the impact of different kinds of plant materials on the ambiance 
of the Plaza. 

2. Provide a plan for where these plant materials would be installed along with 
recommendation, if any for raised beds and irrigation. 

 
B. Plaza seating layouts, including recommendations regarding the type of furnishings to be 

provided in the Plaza. 
1. Provide cost effective recommendations to improve seating in the Plaza, both 

in terms of location and type of seating available. 
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2. Provide recommendation for, among other things, spaced for impromptu 
performances (busking), and a play area for children. 
 

C. Plan for creating “rooms” within the Plaza that offer differing but complementary uses. 
D. Meet with key stakeholders to solicit their input on the conceptual plans before a final 

plan is approved by the City. 
E. Attend up to five working meetings with city staff and up to two public citizen meetings 

and up to two City Council regular business meetings.  Not all meetings may be required 
as part of the design process. 

F. Prepare presentation materials for two public meetings. 
G. Develop final approved design for implementation. 
H. Provide the City with three copies of all reports, technical memoranda and presentation 

materials to city staff. 
I. Develop cost estimates for the conceptual and final approved plans. 

 

II. Additional Consultant Responsibilities:  The consultant of choice in charge of the project must 
be licensed in accordance with ORS 279C100-125 and shall assume full responsibilities for 
the following:  

A. Personnel, Materials and Equipment:  The consultant shall provide qualified and 
competent personnel and shall furnish all supplies, equipment, tools and incidentals 
required to accomplish the work.  All materials and supplies shall be of good quality and 
suitable for the assigned work. 

B. Business License Required:  The selected consultant must have a current City of Ashland 
business license prior to conducting any work for the City. 

C. Professional Responsibilities:  The consultant shall perform the work using the standards 
of care, skill and diligence normally provided by a professional in the performance of 
such series in respect to similar work and shall comply with all applicable codes and 
standards. 
 

III. City Responsibilities:  In the development and implementation of this project the City of 
Ashland will assume the following responsibilities: 

A. Provide a project manager and liaison. 

B. Provide available background information on the Plaza. 

C. Provide timely reviews of consultant’s technical reports or other submittals. 
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PROPOSAL CONTENTS 
 

The consultant shall submit three copies of their proposal for consideration by the City.  The 
proposal shall address each of the following listed items and shall be organized in accordance 
with this section of the proposal.  
 
Proposal shall include the following information: 
 

Title of Project:   LANDSCAPE DESIGN SERVICES FOR THE PLAZA IN 
DOWNTOWN ASHLAND 

  
Proposer’s Contact Information: 

Name: 
Title: 
Address: 
Phone & Fax Number: 
Federal Tax ID: 
Original Wet Signature: 

 
Proposal Deadline: 1:30 PM May 24, 2012 
 
PROPOSAL CRITERIA 
 
Each proposal is limited to no more than six pages (the cover sheet does not count against the 
page limit).  Key staff resumes may be attached as an appendix.  The body of the proposal shall 
contain the following information resumes may be attached as an appendix; and shall contain the 
following information:  

A. Project understanding and work on comparable project    

B. Firm’s capabilities and resources  

C. Proposed staff and proposed time commitments for primary staff members   

D. Project calendar with specific completion dates and milestone dates 
for each section of work.   

E. References (maximum of five recent references on similar projects)  

F. An explanation of how the consultant will determine its cost of 
service, including hourly rates of key personnel and a non-binding 
ballpark estimate of this cost of this project.  Budget estimates will not 
be a part of the RFP scoring. 
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 PROPOSAL EVALUATION AND SELECTION 
 

I. REVIEW 
Proposals will be reviewed and evaluated by personnel from the City of Ashland 
Department of Administration.  Each proposal will be evaluated on content quality and 
completeness as described in the preceding section.  Interviews may be conducted with 
the top ranking firms if the City deems it necessary. 
 

II. EVALUATION CRITERIA  
Each proposal will be judged as a demonstration of the consultant’s capabilities and 
understanding of the services requested.  Evaluation will be as follows: 
 

Criteria Maximum Score 

A. Project understanding and work on comparable projects 30 

B. Firms capabilities and resources 25 

C. Primary staff and proposed time commitments 20 

D. Project calendar 15 

E. References 10 
TOTAL:                  100      

 
III. CITY RESERVATION 

The City of Ashland reserves the right to waive irregularities or discrepancies in a 
proposal if the City determines that the waiver is in the best interest of the City. 
 

IV. ADDENDA TO THE RFP 
The provisions of this RFP cannot be modified by oral interpretations or statements.  If 
inquiries or comments by offerors raise issues that require clarification by the City, or the 
City decides to revise any part of this RFP, addenda will be provided to all persons 
known to the contact person who have received or will subsequently receive the RFP.  
Receipt of addenda must be acknowledged by signing and returning it with the proposal. 
 

V. PROTEST 
Any prospective consultant who contends that the provisions of the RFP or any aspect of 
the procurement process will encourage favoritism in the award of the contract, or 
substantially diminish competition, must file a written protest to the RFP at least ten days 
prior to the date set for the opening of proposals.  Failure to file a protest will be deemed 
a waiver of any claim by an offeror that the procurement process violates any provision 
of ORS subchapter 279A or subchapter 279C, Ashland Municipal Code Chapter 2.50, 
“Public Contracts,” or Chapter 2.52, “Personal Service Contracts.” 
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CONTRACT AND TERMS 

 
I. CONTRACT 

The consultant selected by the City will be expected to enter into a written contract in the 
form attached to this RFP in the Appendix.  The proposal should indicate acceptance of 
the City’s contract provisions or suggest reasonable alternatives that do not substantially 
impair the City’s rights under the contract.  If inclusion of any of the City’s contract 
provisions will result in higher costs for the services, such costs must be specifically 
identified in the proposal.  Unconditional refusal to accept the contract provisions 
proposed by the City without offering acceptable alternatives may result in 
disqualification of the offeror or a less favorable evaluation of its proposal.  Proof of 
required insurance is made part of this contract.  Acceptance is not complete unless and 
until proof of required insurance is submitted to the City. 
 

II. CONTRACT TERM 
It is anticipated the consultant will define the time necessary to complete the contract, but 
in no case shall the analysis extend beyond June 30, 2012). 
 

III. PAYMENT 
The maximum amount payable on this contract may only be exceeded upon prior written 
approval by the City through a contract amendment.  No services under this amendment 
shall begin before the City, Contractor and other required signatures are obtained on the 
contract or contract amendment, and the City has issued a Notice to Proceed. 
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Contract for PERSONAL SERVICES less than $35,000 

 
20 East Main Street 

Ashland, Oregon 97520 
Telephone:  541/488-6002 

Fax:  541/488-5311 

 
CONSULTANT:   
 
CONTACT:   
 
ADDRESS:   
 
TELEPHONE:   
 
FAX:   DATE AGREEMENT PREPARED:  

BEGINNING DATE:  COMPLETION DATE:  
COMPENSATION:  
 
SERVICES TO BE PROVIDED:  
ADDITIONAL TERMS: 
 
FINDINGS: 
Pursuant to AMC 2.50.120, after reasonable inquiry and evaluation, the undersigned Department Head finds and 
determines that: (1) the services to be acquired are personal services; (2) the City does not have adequate personnel nor 
resources to perform the services; (3) the statement of work represents the department’s plan for utilization of such 
personal services; (4) the undersigned consultant has specialized experience, education, training and capability sufficient 
to perform the quality, quantity and type of work requested in the scope of work within the time and financial constraints 
provided; (5) the consultant’s proposal will best serve the needs of the City; and (6) the compensation negotiated herein 
is fair and reasonable.    
NOW THEREFORE, in consideration of the mutual covenants contained herein the CITY AND CONSULTANT AGREE as 
follows: 

1. Findings / Recitations. The findings and recitations set forth above are true and correct and are incorporated herein 
by this reference. 

2. All Costs by Consultant:  Consultant shall, at its own risk and expense, perform the personal services described 
above and, unless otherwise specified, furnish all labor, equipment and materials required for the proper performance 
of such service. 

3. Qualified Work:  Consultant has represented, and by entering into this contract now represents, that all personnel 
assigned to the work required under this contract are fully qualified to perform the service to which they will be 
assigned in a skilled and worker-like manner and, if required to be registered, licensed or bonded by the State of 
Oregon, are so registered, licensed and bonded. 

4. Completion Date:  Consultant shall start performing the service under this contract by the beginning date indicated 
above and complete the service by the completion date indicated above. 

5. Compensation: City shall pay Consultant for service performed, including costs and expenses, the sum specified 
above. Payments shall be made within 30 days of the date of the invoice. Should the contract be prematurely 
terminated, payments will be made for work completed and accepted to date of termination.   

6. Ownership of Documents: All documents prepared by Consultant pursuant to this contract shall be the property of 
City. 

7. Statutory Requirements: ORS 279C.505, 279C.515, 279C.520 and 279C.530 are made part of this contract. 
8. Living Wage Requirements:  If the amount of this contract is $18,890 or more, Consultant is required to comply with 

chapter 3.12 of the Ashland Municipal Code by paying a living wage, as defined in this chapter, to all employees 
performing work under this contract and to any Subcontractor who performs 50% or more of the service work under 
this contract. Consultant is also required to post the notice attached hereto as Exhibit B predominantly in areas where 
it will be seen by all employees.  

9. Indemnification: Consultant agrees to defend, indemnify and save City, its officers, employees and agents harmless 
from any and all losses, claims, actions, costs, expenses, judgments, subrogations, or other damages resulting from 
injury to any person (including injury resulting in death), or damage (including loss or destruction) to property, of 
whatsoever nature arising out of or incident to the performance of this contract by Consultant (including but not 
limited to, Consultant's employees, agents, and others designated by Consultant to perform work or services 
attendant to this contract).  Consultant shall not be held responsible for any losses, expenses, claims, subrogations, 
actions, costs, judgments, or other damages, directly, solely, and proximately caused by the negligence of City. 

10. Termination:   
a. Mutual Consent.  This contract may be terminated at any time by mutual consent of both parties. 
b. City's Convenience.  This contract may be terminated at any time by City upon 30 days’ notice in writing 

and delivered by certified mail or in person.   
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c. For Cause.  City may terminate or modify this contract, in whole or in part, effective upon delivery of 
written notice to Consultant, or at such later date as may be established by City under any of the following 
conditions: 

i. If City funding from federal, state, county or other sources is not obtained and continued at levels 
sufficient to allow for the purchase of the indicated quantity of services;  

ii. If federal or state regulations or guidelines are modified, changed, or interpreted in such a way 
that the services are no longer allowable or appropriate for purchase under this contract or are 
no longer eligible for the funding proposed for payments authorized by this contract; or 

iii. If any license or certificate required by law or regulation to be held by Consultant to provide the 
services required by this contract is for any reason denied, revoked, suspended, or not renewed. 

d. For Default or Breach.  
i. Either City or Consultant may terminate this contract in the event of a breach of the contract by 

the other.  Prior to such termination the party seeking termination shall give to the other party 
written notice of the breach and intent to terminate.  If the party committing the breach has not 
entirely cured the breach within 15 days of the date of the notice, or within such other period as 
the party giving the notice may authorize or require, then the contract may be terminated at any 
time thereafter by a written notice of termination by the party giving notice.  

ii. Time is of the essence for Consultant’s performance of each and every obligation and duty under 
this contract.  City by written notice to Consultant of default or breach may at any time terminate 
the whole or any part of this contract if Consultant fails to provide services called for by this 
contract within the time specified herein or in any extension thereof. 

iii. The rights and remedies of City provided in this subsection (d) are not exclusive and are in 
addition to any other rights and remedies provided by law or under this contract. 

e. Obligation/Liability of Parties.  Termination or modification of this contract pursuant to subsections a, b, or 
c above shall be without prejudice to any obligations or liabilities of either party already accrued prior to such 
termination or modification.  However, upon receiving a notice of termination (regardless whether such notice is 
given pursuant to subsections a, b, c or d of this section, Consultant shall immediately cease all activities under 
this contract, unless expressly directed otherwise by City in the notice of termination. Further, upon termination, 
Consultant shall deliver to City all contract documents, information, works-in-progress and other property that are 
or would be deliverables had the contract been completed.  City shall pay Consultant for work performed prior to 
the termination date if such work was performed in accordance with the Contract.  

11. Independent Contractor Status:  Consultant is an independent contractor and not an employee of the City.  
Consultant shall have the complete responsibility for the performance of this contract.  Consultant shall provide 
workers' compensation coverage as required in ORS Ch 656 for all persons employed to perform work pursuant to 
this contract.  Consultant is a subject employer that will comply with ORS 656.017. 

12. Assignment and Subcontracts:  Consultant shall not assign this contract or subcontract any portion of the work 
without the written consent of City.  Any attempted assignment or subcontract without written consent of City shall be 
void.  Consultant shall be fully responsible for the acts or omissions of any assigns or Subcontractors and of all 
persons employed by them, and the approval by City of any assignment or subcontract shall not create any 
contractual relation between the assignee or subcontractor and City. 

13. Default.  The Consultant shall be in default of this agreement if Consultant:  commits any material breach or default 
of any covenant, warranty, certification, or obligation it owes under the Contract;  its QRF status pursuant to the QRF 
Rules or loses any license, certificate or certification that is required to perform the Services or to qualify as a QRF if 
consultant has qualified as a QRF for this agreement; institutes an action for relief in bankruptcy or has instituted 
against it an action for insolvency; makes a general assignment for the benefit of creditors; or ceases doing business 
on a regular basis of the type identified in its obligations under the Contract; or attempts to assign rights in, or 
delegate duties under, the Contract. 

14. Insurance.  Consultant shall at its own expense provide the following insurance: 
a. Worker’s Compensation insurance in compliance with ORS 656.017, which requires subject employers to 
provide Oregon workers’ compensation coverage for all their subject workers 
b. Professional Liability insurance with a combined single limit, or the equivalent, of not less than Enter one: 
$200,000, $500,000, $1,000,000, $2,000,000 or Not Applicable for each claim, incident or occurrence.  This is to 
cover damages caused by error, omission or negligent acts related to the professional services to be provided 
under this contract. 
c. General Liability insurance with a combined single limit, or the equivalent, of not less than Enter one:  
$200,000, $500,000, $1,000,000, $2,000,000 or Not Applicable for each occurrence for Bodily Injury and Property 
Damage.  It shall include contractual liability coverage for the indemnity provided under this contract. 
d. Automobile Liability insurance with a combined single limit, or the equivalent, of not less than Enter one:  
$200,000, $500,000, $1,000,000, or Not Applicable for each accident for Bodily Injury and Property Damage, 
including coverage for owned, hired or non-owned vehicles, as applicable. 
e. Notice of cancellation or change.  There shall be no cancellation, material change, reduction of limits or 
intent not to renew the insurance coverage(s) without 30 days’ written notice from the Consultant or its insurer(s) to 
the City.   
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f. Additional Insured/Certificates of Insurance.  Consultant shall name The City of Ashland, Oregon, and its 
elected officials, officers and employees as Additional Insureds on any insurance policies required herein but only 
with respect to Consultant’s services to be provided under this Contract. The consultant’s insurance is primary and 
non-contributory. As evidence of the insurance coverages required by this Contract, the Consultant shall furnish 
acceptable insurance certificates prior to commencing work under this contract.  The certificate will specify all of 
the parties who are Additional Insureds.  Insuring companies or entities are subject to the City’s acceptance.  If 
requested, complete copies of insurance policies; trust agreements, etc. shall be provided to the City.  The 
Consultant shall be financially responsible for all pertinent deductibles, self-insured retentions and/or self-
insurance. 

15. Governing Law; Jurisdiction; Venue:  This contract shall be governed and construed in accordance with the laws 
of the State of Oregon without resort to any jurisdiction’s conflict of laws, rules or doctrines.  Any claim, action, suit or 
proceeding (collectively, "the claim") between the City (and/or any other or department of the State of Oregon) and 
the Consultant that arises from or relates to this contract shall be brought and conducted solely and exclusively within 
the Circuit Court of Jackson County for the State of Oregon.  If, however, the claim must be brought in a federal 
forum, then it shall be brought and conducted solely and exclusively within the United States District Court for the 
District of Oregon filed in Jackson County, Oregon.  Consultant, by the signature herein of its authorized 
representative, hereby consents to the in personam jurisdiction of said courts.  In no event shall this section be 
construed as a waiver by City of any form of defense or immunity, based on the Eleventh Amendment to the United 
States Constitution, or otherwise, from any claim or from the jurisdiction.  

16. THIS CONTRACT AND ATTACHED EXHIBITS CONSTITUTE THE ENTIRE AGREEMENT BETWEEN THE 
PARTIES.  NO WAIVER, CONSENT, MODIFICATION OR CHANGE OF TERMS OF THIS CONTRACT SHALL 
BIND EITHER PARTY UNLESS IN WRITING AND SIGNED BY BOTH PARTIES.  SUCH WAIVER, CONSENT, 
MODIFICATION OR CHANGE, IF MADE, SHALL BE EFFECTIVE ONLY IN THE SPECIFIC INSTANCE AND FOR 
THE SPECIFIC PURPOSE GIVEN.  THERE ARE NO UNDERSTANDINGS, AGREEMENTS, OR 
REPRESENTATIONS, ORAL OR WRITTEN, NOT SPECIFIED HEREIN REGARDING THIS CONTRACT.  
CONSULTANT, BY SIGNATURE OF ITS AUTHORIZED REPRESENTATIVE, HEREBY ACKNOWLEDGES THAT 
HE/SHE HAS READ THIS CONTRACT, UNDERSTANDS IT, AND AGREES TO BE BOUND BY ITS TERMS AND 
CONDITIONS. 

17. Nonappropriations Clause.  Funds Available and Authorized: City has sufficient funds currently available and 
authorized for expenditure to finance the costs of this contract within the City’s fiscal year budget.  Consultant 
understands and agrees that City’s payment of amounts under this contract attributable to work performed after the 
last day of the current fiscal year is contingent on City appropriations, or other expenditure authority sufficient to allow 
City in the exercise of its reasonable administrative discretion, to continue to make payments under this contract.  In 
the event City has insufficient appropriations, limitations or other expenditure authority, City may terminate this 
contract without penalty or liability to City, effective upon the delivery of written notice to Consultant, with no further 
liability to Consultant. 

Certification.  Consultant shall sign the certification attached hereto as Exhibit A and herein incorporated by reference. 
Consultant: 

By  _______________________________ 
                            Signature 

    ________________________________ 
                          Print Name 

   ________________________________ 
                               Title 

    W-9    One copy of a W-9 is to be submitted with  
               the signed contract.       

City of Ashland 
 
By  ____________________________________ 
                             Department Head 
 
       ____________________________________ 
                              Print Name 
 
        ____________________________________ 
                                Date 
 
 
  Purchase Order No. ________________________ 
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EXHIBIT A  
 
CERTIFICATIONS/REPRESENTATIONS: Contractor, under penalty of perjury, certifies that (a) the 
number shown on the attached W-9 form is its correct taxpayer ID (or is waiting for the number to be 
issued to it and (b) Contractor is not subject to backup withholding because (i) it is exempt from 
backup withholding or (ii) it has not been notified by the Internal Revenue Service (IRS) that it is 
subject to backup withholding as a result of a failure to report all interest or dividends, or (iii) the IRS 
has notified it that it is no longer subject to backup withholding.  Contractor further represents and 
warrants to City that (a) it has the power and authority to enter into and perform the work, (b) the 
Contract, when executed and delivered, shall be a valid and binding obligation of Contractor 
enforceable in accordance with its terms, (c) the work under the Contract shall be performed in 
accordance with the highest professional standards, and (d) Contractor is qualified, professionally 
competent and duly licensed to perform the work.  Contractor also certifies under penalty of perjury 
that its business is not in violation of any Oregon tax laws, and it is a corporation authorized to act on 
behalf of the entity designated above and authorized to do business in Oregon or is an independent 
Contractor as defined in the contract documents, and has checked four or more of the following 
criteria:  
 
______ (1) I carry out the labor or services at a location separate from my residence or is in a 

specific portion of my residence, set aside as the location of the business. 
______ (2) Commercial advertising or business cards or a trade association membership are 

purchased for the business. 
______ (3) Telephone listing is used for the business separate from the personal residence listing. 
______ (4) Labor or services are performed only pursuant to written contracts. 
______ (5) Labor or services are performed for two or more different persons within a period of one 

year. 
______ (6)  I assume financial responsibility for defective workmanship or for service not provided 

as evidenced by the ownership of performance bonds, warranties, errors and omission 
insurance or liability insurance relating to the labor or services to be provided. 

 
 
 
__________________________________________________________ 
Contractor       (Date) 
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$13.53 per hour effective June 30, 2011 
 
(Increases annually every June 30 by the 
Consumer Price Index) 

 
EXHIBIT B 

 
City of Ashland 

       LIVING  
              WAGE 

 
 
 
 

 
 
 
 
 
 
 
 

 For all hours worked under a 
service contract between their 
employer and the City of 
Ashland if the contract 
exceeds $18,890 or more.  

 
 For all hours worked in a 

month if the employee spends 
50% or more of the 
employee’s time in that month 
working on a project or 

portion of business of their 
employer, if the employer has 
ten or more employees, and 
has received financial 
assistance for the project or 
business from the City of 
Ashland in excess of $18,890. 

 
 If their employer is the City of 

Ashland including the Parks 
and Recreation Department. 

 
 In calculating the living wage, 

employers may add the value 
of health care, retirement, 
401K and IRS eligible 

cafeteria plans (including 
childcare) benefits to the 
amount of wages received by 
the employee.  

 
 Note:  “Employee” does not 

include temporary or part-time 
employees hired for less than 
1040 hours in any twelve-
month period.  For more 
details on applicability of this 
policy, please see Ashland 
Municipal Code Section 
3.12.020. 

  
 
 
 

Call the Ashland City Administrator’s office at 541-488-6002 or write to the City Administrator, City Hall,  
20 East Main Street, Ashland, OR 97520 or visit the city’s website at www.ashland.or.us. 
 
Notice to Employers: This notice must be posted predominantly in areas where it can be seen by all 
employees.  

 

C I T Y   O F   A S H L A N D ,   O R E G O N 

ALL employers described 
below must comply with City 
of Ashland laws regulating 
payment of a living wage. 

For additional information: 

Employees must be paid a 
living wage: 



Form    W-9
(Rev. December 2011)
Department of the Treasury  
Internal Revenue Service 

Request for Taxpayer 
Identification Number and Certification

Give Form to the  
requester. Do not 
send to the IRS.
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2.

Name (as shown on your income tax return)

Business name/disregarded entity name, if different from above

Check appropriate box for federal tax classification: 

Individual/sole proprietor  C Corporation S Corporation Partnership Trust/estate

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

Other (see instructions) ▶ 

Exempt payee

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

City, state, and ZIP code

Requester’s name and address (optional)

List account number(s) here (optional)

Part I Taxpayer Identification Number (TIN)
Enter your TIN in the appropriate box. The TIN provided must match the name given on the “Name” line 
to avoid backup withholding. For individuals, this is your social security number (SSN). However, for a 
resident alien, sole proprietor, or disregarded entity, see the Part I instructions on page 3. For other 
entities, it is your employer identification number (EIN). If you do not have a number, see How to get a 
TIN on page 3.

Note. If the account is in more than one name, see the chart on page 4 for guidelines on whose 
number to enter.

Social security number

– –

Employer identification number 

–

Part II Certification
Under penalties of perjury, I certify that:

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

2.  I am not subject to backup withholding because: (a) I am exempt from backup withholding, or (b) I have not been notified by the Internal Revenue 
Service (IRS) that I am subject to backup withholding as a result of a failure to report all interest or dividends, or (c) the IRS has notified me that I am 
no longer subject to backup withholding, and

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

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 on page 4.

Sign 
Here

Signature of 
U.S. person ▶ Date ▶

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

Purpose of Form
A person who is required to file an information return with the IRS must 
obtain your correct taxpayer identification number (TIN) to report, for 
example, income paid to you, real estate transactions, mortgage interest 
you paid, acquisition or abandonment of secured property, cancellation 
of debt, or contributions you made to an IRA.

Use Form W-9 only if you are a U.S. person (including a resident 
alien), to provide your correct TIN to the person requesting it (the 
requester) and, when applicable, to:

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

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

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

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

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

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

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

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

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

Special rules for partnerships. Partnerships that conduct a trade or 
business in the United States are generally required to pay a withholding 
tax on any foreign partners’ share of income from such business. 
Further, in certain cases where a Form W-9 has not been received, a 
partnership is required to presume that a partner is a foreign person, 
and pay the withholding tax. Therefore, if you are a U.S. person that is a 
partner in a partnership conducting a trade or business in the United 
States, provide Form W-9 to the partnership to establish your U.S. 
status and avoid withholding on your share of partnership income.
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The person who gives Form W-9 to the partnership for purposes of 
establishing its U.S. status and avoiding withholding on its allocable 
share of net income from the partnership conducting a trade or business 
in the United States is in the following cases:

• The U.S. owner of a disregarded entity and not the entity,

• The U.S. grantor or other owner of a grantor trust and not the trust, 
and

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

Foreign person. If you are a foreign person, do not use Form W-9. 
Instead, use the appropriate Form W-8 (see Publication 515, 
Withholding of Tax on Nonresident Aliens and Foreign Entities).

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

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

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

2. The treaty article addressing the income.

3. The article number (or location) in the tax treaty that contains the 
saving clause and its exceptions.

4. The type and amount of income that qualifies for the exemption 
from tax.

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

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

If you are a nonresident alien or a foreign entity not subject to backup 
withholding, give the requester the appropriate completed Form W-8.

What is backup withholding? Persons making certain payments to you 
must under certain conditions withhold and pay to the IRS a percentage 
of such payments. This is called “backup withholding.”  Payments that 
may be subject to backup withholding include interest, tax-exempt 
interest, dividends, broker and barter exchange transactions, rents, 
royalties, nonemployee pay, 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 Part II 
instructions on page 3 for details),

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

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

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

Certain payees and payments are exempt from backup withholding. 
See the instructions below and the separate Instructions for the 
Requester of Form W-9.

Also see Special rules for partnerships on page 1.

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

Penalties
Failure to furnish TIN. If you fail to furnish your correct TIN to a 
requester, you are subject to a penalty of $50 for each such failure 
unless your failure is due to reasonable cause and not to willful neglect.

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

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
Name
If you are an individual, you must generally enter the name shown on 
your income tax return. However, if you have changed your last name, 
for instance, due to marriage without informing the Social Security 
Administration of the name change, enter your first name, the last name 
shown on your social security card, and your new last name.

If the account is in joint names, list first, and then circle, the name of 
the person or entity whose number you entered in Part I of the form.

Sole proprietor. Enter your individual name as shown on your income 
tax return on the “Name” line. You may enter your business, trade, or 
“doing business as (DBA)” name on the “Business name/disregarded 
entity name” line.

Partnership, C Corporation, or S Corporation. Enter the entity's name 
on the “Name” line and any business, trade, or “doing business as 
(DBA) name” on the “Business name/disregarded entity name” line.

Disregarded entity. Enter the owner's name on the “Name” line. The 
name of the entity entered on the “Name” line should never be a 
disregarded entity. The name on the “Name” line must be the name 
shown on the income tax return on which the income will be reported. 
For example, if a foreign LLC that is treated as a disregarded entity for 
U.S. federal tax purposes has a domestic owner, the domestic owner's 
name is required to be provided on the “Name” line. 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 the “Business name/disregarded entity name” line. If the owner 
of the disregarded entity is a foreign person, you must complete an 
appropriate Form W-8. 

Note. Check the appropriate box for the federal tax classification of the 
person whose name is entered on the “Name” line (Individual/sole 
proprietor, Partnership, C Corporation, S Corporation, Trust/estate).

Limited Liability Company (LLC). If the person identified on the 
“Name” line is an LLC, check the “Limited liability company” box only 
and enter the appropriate code for the tax classification in the space 
provided. If you are an LLC that is treated as a partnership for federal 
tax purposes, enter “P” for partnership. If you are an LLC that has filed a 
Form 8832 or a Form 2553 to be taxed as a corporation, enter “C” for   
C corporation or “S” for S corporation. If you are an LLC that is 
disregarded as an entity separate from its owner under Regulation 
section 301.7701-3 (except for employment and excise tax), do not 
check the LLC box unless the owner of the LLC (required to be 
identified on the “Name” line) is another LLC that is not disregarded for 
federal tax purposes. If the LLC is disregarded as an entity separate 
from its owner, enter the appropriate tax classification of the owner 
identified on the “Name” line.
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Other entities. Enter your business name as shown on required federal 
tax documents on the “Name” line. This name should match the name 
shown on the charter or other legal document creating the entity. You 
may enter any business, trade, or DBA name on the “Business name/
disregarded entity name” line.

Exempt Payee 
If you are exempt from backup withholding, enter your name as 
described above and check the appropriate box for your status, then 
check the “Exempt payee” box in the line following the “Business name/
disregarded entity name,” sign and date the form.

Generally, individuals (including sole proprietors) are not exempt from 
backup withholding. Corporations are exempt from backup withholding 
for certain payments, such as interest and dividends.

Note. If you are exempt from backup withholding, you should still 
complete this form to avoid possible erroneous backup withholding.

The following payees are exempt from backup withholding:

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

2. The United States or any of its agencies or instrumentalities,

3. A state, the District of Columbia, a possession of the United States, 
or any of their political subdivisions or instrumentalities,

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

5. An international organization or any of its agencies or 
instrumentalities.

Other payees that may be exempt from backup withholding include:

6. A corporation,

7. A foreign central bank of issue,

8. A dealer in securities or commodities required to register in the 
United States, the District of Columbia, or a possession of the United 
States,

9. A futures commission merchant registered with the Commodity 
Futures Trading Commission,

10. A real estate investment trust,

11. An entity registered at all times during the tax year under the 
Investment Company Act of 1940,

12. A common trust fund operated by a bank under section 584(a),

13. A financial institution,

14. A middleman known in the investment community as a nominee or 
custodian, or

15. 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 15.

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

Interest and dividend payments All exempt payees except 
for 9

Broker transactions Exempt payees 1 through 5 and 7 
through 13. Also, C corporations.

Barter exchange transactions and 
patronage dividends

Exempt payees 1 through 5

Payments over $600 required to be 
reported and direct sales over 
$5,000 1

Generally, exempt payees 
1 through 7 2

1 See Form 1099-MISC, Miscellaneous Income, and its instructions.
2 However, the following payments made to a corporation and reportable on Form 

1099-MISC are not exempt from backup withholding: medical and health care 
payments, attorneys' fees, gross proceeds paid to an attorney, and payments for 
services paid by a federal executive agency.

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

If you are a sole proprietor and you have an EIN, you may enter either 
your SSN or EIN. However, the IRS prefers that you use your SSN.

If you are a single-member LLC that is disregarded as an entity 
separate from its owner (see Limited Liability Company (LLC) on page 2), 
enter the owner’s SSN (or EIN, if the owner has one). Do not enter the 
disregarded entity’s EIN. If the LLC is classified as a corporation or 
partnership, enter the entity’s EIN.

Note. See the chart on page 4 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 Social Security Administration office or get this 
form online at www.ssa.gov. You may also get this form by calling 
1-800-772-1213. Use Form W-7, Application for IRS Individual Taxpayer 
Identification Number, to apply for an ITIN, or Form SS-4, Application for 
Employer Identification Number, to apply for an EIN. You can apply for 
an EIN online by accessing the IRS website at www.irs.gov/businesses 
and clicking on Employer Identification Number (EIN) under Starting a 
Business. You can get Forms W-7 and SS-4 from the IRS by visiting 
IRS.gov or by calling 1-800-TAX-FORM (1-800-829-3676).

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

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

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

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

For a joint account, only the person whose TIN is shown in Part I 
should sign (when required).  In the case of a disregarded entity, the 
person identified on the “Name” line must sign. Exempt payees, see 
Exempt Payee on page 3.

Signature requirements. Complete the certification as indicated in 
items 1 through 3, below, and items 4 and 5 on page 4.

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.
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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 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), IRA, Coverdell ESA, Archer MSA or 
HSA contributions or distributions, and pension distributions. You 
must give your correct TIN, but you do not have to sign the certification.

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

1. Individual The individual
2. Two or more individuals (joint             

account)
The actual owner of the account or, 
if combined funds, the first 
individual on the account 1

3. Custodian account of a minor 
 (Uniform Gift to Minors Act)

The minor 2

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

The grantor-trustee 1

The actual owner 1

5. Sole proprietorship or disregarded 
entity owned by an individual

The owner 3

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

The grantor*

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

7. Disregarded entity not owned by an 
individual

The owner

8. A valid trust, estate, or pension trust Legal entity 4

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

The corporation

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

The organization

11. Partnership or multi-member LLC The partnership
12. A broker or registered nominee The broker or nominee

13. 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

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

The trust

1
 List first and circle the name of the person whose number you furnish. If only one person on a 
joint account has an SSN, that person’s number must be furnished.

2
 Circle the minor’s name and furnish the minor’s SSN.

3
 You must show your individual name and you may also enter your business or “DBA”  name on 
the “Business name/disregarded entity” name line. You may use either your SSN or EIN (if you 
have one), but the IRS encourages you to use your SSN.

4
 List first and circle the name of the trust, estate, or pension trust. (Do not furnish the TIN of the 
personal representative or trustee unless the legal entity itself is not designated in the account 
title.) Also see  Special rules for partnerships on page 1.

*Note. Grantor also must provide a Form W-9 to trustee of trust.

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

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

To reduce your risk:

• Protect your SSN,

• Ensure your employer is protecting your SSN, and

• Be careful when choosing a tax preparer.

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

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

For more information, see Publication 4535, Identity Theft Prevention 
and Victim Assistance.

Victims of identity theft who are experiencing economic 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 Service (TAS) assistance. You can reach TAS by 
calling the TAS toll-free case intake line at 1-877-777-4778 or TTY/TDD 
1-800-829-4059.

Protect yourself from suspicious emails or phishing schemes.  
Phishing is the creation and use of email and websites designed to 
mimic legitimate business emails and websites. The most common act 
is sending an email to a user falsely claiming to be an established 
legitimate enterprise in an attempt to scam the user into surrendering 
private information that will be used for identity theft.

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 at 1-800-366-4484. You can forward 
suspicious emails to the Federal Trade Commission at: spam@uce.gov 
or contact them at www.ftc.gov/idtheft or 1-877-IDTHEFT 
(1-877-438-4338).

Visit IRS.gov 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. possessions for use in administering their laws. The information also may be disclosed to other countries under a treaty, to federal and state agencies 
to enforce civil and criminal laws, or to federal law enforcement and intelligence agencies to combat terrorism. You must provide your TIN whether or not you are required to 
file a tax return. Under section 3406, payers must generally withhold a percentage of taxable interest, dividend, and certain other payments to a payee who does not give a 
TIN to the payer. Certain penalties may also apply for providing false or fraudulent information.
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