
 

County of Leon Auditor’s 

Office  

Vendor Qualification Packet 
 

All interested parties seeking consideration for qualified vendor status with the County of Leon 

should complete and return only the following forms to: 

 

Leon County Auditor’s Office  

113 W. Main, P.O. Box 898 

Centerville, Texas 75833 

Or by email to: 

auditor@co.leon.tx.us and 

courtney.spence@co.leon.tx.us  

PEID Form: Person /Entity Information Data 

W -9 Form: Request for Taxpayer Identification Number and Certification 
(please note that the included form may not be the latest revised form issued by the Internal 

Revenue Service. Please check the IRS website at https://www.irs.gov/pub/irs-pdf/fw9.pdf for 

the latest revision of this form.) 

CIQ Form: Conflict of Interest Questionnaire 
(please note that the included form may not be the latest revised form issued by the State of 

Texas Ethics Commission. Please check the Texas Ethics Commission website at 

https://www.ethics.state.tx.us/data/forms/conflict/CIQ.pdf  for the latest revision of this form. 

Please note that Leon County Purchasing Agent is not responsible for the filing of this form 

with the Leon County Clerk per instructions of the State of Texas Ethics Commission. 

Debarment: CERTIFICATION REGARDING DEBARMENT, SUSPENSION, PROPOSED 

DEBARMENT, AND OTHER RESPONSIBILITY MATTERS & 

REQUIREMENT TO REGISTER IN SAM 
Vendors/contractor certifies that neither it, nor any of its Principals, are presently debarred, 

suspended, proposed for debarment, disqualified, excluded, or in any way declared ineligible 

for the award of contracts by any Federal agency. Vendor agrees that it shall refund Leon 

County for any payments made to Contractor while ineligible. Vendor acknowledges that 

Contractor's uncured failure to perform under any agreement with the County of Leon, if such 

should occur, may result in Contractor being debarred from performing additional work for the 

County, the respecting State Agency administering the grant funding the contract, if applicable, 

the State, FEMA or HUD (as applicable), and other Federal and State entities. 

Further, Vendor has executed the Certification Regarding Debarment, Suspension, Proposed 

Debarment, and Other Responsibility Matters and returned the fully completed and executed 

original certification with the submission of this Vendor Qualification Packet. The truthful and 

fully completed and executed original of the Certification Regarding Debarment, Suspension, 

Proposed Debarment, and Other Responsibility Matters must be included with the submission 

of this Vendor Qualification Packet and is a mandatory requirement to become a vendor of 

Leon County. Vendor's failure to include the fully completed and executed original of this 

Certification shall be considered non-compliant with the requirements of this vendor 

qualification request and grounds for the rejection of vendor's request. Vendor shall 

immediately notify the County Purchasing Agent if it becomes debarred or suspended, placed on 
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the Consolidated List of Debarred Contractors, or in any other way becomes ineligible for 

award of contract by any Federal agency. This Certification is a material fact relied upon by 

Leon County; if it is later determined that the vendor did not comply with 2 C.F.R. Part 180 

and 2 C.F.R. Part 3000, in additional to the remedies available to Leon County and the State 

agency administering a grant, the Federal Government may pursue available remedies, 

including but not limited to suspension and/or debarment of contractor. If the contract to be 

awarded pursuant to a Leon County procurement effort involves the use of Federal funds, then 

vendor must also be registered in the Federal Contractor Registry through the System for 

Award Management (SAM) to be eligible for award of contract pursuant to the procurement. 

Information regarding the SAM is available at: 

http://www.federalcontractorregistry.com/?gclid=CIG1hf2rr8wCFYkCaQoducANZw or at 

https://www.sam.gov/portal/SAM/#1. 

No contract involving the use of Federal funds may be awarded to any vendor unless and until 

such registration is current and in good standing under SAM. Successful vendors must maintain 

SAM registration throughout the entire term of any contractual agreement with the County. If a 

contract involves the use of Federal funds, then vendor must enclose proof of such SAM 

registration within its response, which is also a mandatory requirement of County procurement 

policy; failure to enclose such proof shall be considered non-compliant with the requirements of 

any procurement effort and grounds for the rejection of vendor's response to any procurement 

efforts (i.e., bid, proposal, or qualifications statement, as applicable). 

 

Certificate(s) of Insurance: If the person or entity seeking qualified vendor status with the 

County will be performing work at or on any County owned facility and/or property, Certificate(s) 

of Insurance are required to be submitted prior to performing any work. 

Insurance requirements are as follows: 

 

Public Liability and Property Damage Insurance: 

Successful vendor agrees to keep in full force and effect a policy of public liability and property damage 

insurance issued by a company authorized to do business in the State of Texas and approved by the Texas 

Department of Insurance. Coverage shall protect the public from any loss or damage that may arise to any 

person or property by reason of services rendered by the vendor. Vendor shall, at its own expense, 

maintain the following minimum insurance coverage: 

1. Commercial General Liability Insurance in the amount of $1,000,000 per occurrence (combined 

single limit for bodily injury and property damage), including coverage for premises and 

operations, independent contractors, personal injury, products and completed operations, and 

contractual liability, sufficient to support the Contractor’s obligations under applicable Texas law 

including Texas Local Government Code §§262.027 and 271.003 and Texas Government Code 

Chapter 2269. 

2. Comprehensive Automobile Liability Insurance covering owned, non-owned, and hired vehicles 

in the minimum amount of $1,000,000 combined single limit for bodily injury and property 

damage arising from project operations. 

Insurance coverage may be written on either an occurrence basis or a claims-made basis. If coverage is 

written on a claims-made basis, the vendor shall be required to purchase extended reporting period ("tail") 

coverage upon termination of the agreement for the duration of the County’s relationship with the vendor 

under this contract, in amounts equal to the coverage limits required herein. 
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Worker's Compensation Insurance: 

Successful vendor shall also carry in full force Workers' Compensation Insurance policy(ies), if there is 

more than one employee, for all employees, including but not limited to full time, part time, and 

emergency employees employed by the vendor. Current insurance certificates certifying that such policies 

as specified above are in full force and effect shall be furnished by the vendor to the County. 

The County of Leon shall be named as additional insured on policies listed in subparagraphs above 

and shall be notified of any changes to the policy(ies) during the contractual period. 

Insurance is to be placed with insurers having a Best rating of no less than A. The vendor shall furnish the 

County with certificates of insurance and original endorsements affecting coverage required by these 

insurance clauses. The certificates and endorsements for each insurance policy are to be signed by a 

person authorized by the insurer to bind coverage on its behalf. The vendor shall be required to submit 

annual renewals for the term of any contractual agreement, purchase order or term contract, with Leon 

County prior to expiration of any policy. 

In addition to the remedies stated herein, the County has the right to pursue other remedies permitted by 

law or in equity. 

The County agrees to provide vendor with reasonable and timely notice of any claim, demand, or cause of 

action made or brought against the County arising out of or related to utilization of the property. Vendor 

shall have the right to defend any such claim, demand, or cause of action at its sole cost and expense and 

within its sole and exclusive discretion. The County agrees not to compromise or settle any claim or cause 

of action arising out of or related to the utilization of the property without the prior written consent of the 

vendor. 

In no event shall the County be liable for any damage to or destruction of any property belonging to the 

vendor unless specified in writing and agreed upon by both parties. 

 

Procurement Policy - Special Note: 

Understand that it is, according to Texas Local Government Code, Section 262.011, Purchasing Agents, 

subsections (a), the board may appoint a suitable person to act as the county purchasing agent. In 2006, the 

board appointed the County Auditor to act as the county purchasing agent. Local Government Code, 

Section 262.011, Purchasing Agents, subsections (d), (e), and (f), the sole responsibility of the Purchasing 

Agent (or appointee) to supervise all procurement transactions. 

Therefore, be advised that all procurement transactions require proper authorization in the form of a Leon 

County purchase order from the Auditor's office prior to commitment to deliver supplies, materials, 

equipment, including contracts for repair, service, and maintenance agreements. Any commitments made 

without proper authorization from the Auditor's office, pending Commissioners' Court approval, may 

become the sole responsibility of the individual making the commitment, including the obligation of 

payment. 

 

 

Code of Ethics - Statement of Purchasing Policy: 

Public employment is a public trust. It is the policy of Leon County to promote and balance the objective 

of protecting the County's integrity and the objective of facilitating the recruitment and retention of 

personnel needed by Leon County. Such policy is implemented by prescribing essential standards of 

ethical conduct without creating unnecessary obstacles to entering public office. 

Public employees must discharge their duties impartially so as to assure fair competitive access to 

governmental procurement by responsible contractors. Moreover, they should conduct themselves in such 

a manner as to foster public confidence in the integrity of the Leon County procurement organization. 

To achieve the purpose of these instructions, it is essential that those doing business with Leon County 

also observe the ethical standards prescribed here. 



General Ethical Standards: It shall be a breach of ethics to attempt to achieve personal gain through 

public employment with Leon County by any conduct inconsistent with the proper discharge of the 

employee's duties. 

It shall be a breach of ethics to attempt to influence any public employee of Leon County to breach the 

standards of ethical conduct set forth in this code. 

It shall be a breach of ethics for any employee of Leon County to participate directly or indirectly in 

procurement when the employee knows that: 

• The employee or any member of the employee's immediate family has a financial interest 

pertaining to the procurement. 

• A business or organization in which the employee, or any member of the employee's immediate 

family, has a financial interest pertaining to the procurement. 

• Any other person, business or organization with which the employee or any member of the 

employee's immediate family is negotiating or has an arrangement concerning prospective 

employment is involved in the procurement. 

Gratuities: It shall be a breach of ethics to offer, give or agree to give any employee of Leon County, or 

for any employee or former employee of Leon County to solicit, demand, accept or agree to accept from 

another person, a gratuity or an offer of employment in connection with any decision, approval, 

disapproval, recommendation, preparation of any part of a program requirement or purchase request, 

influencing the content of any specification or procurement standard, rendering of advice, investigation, 

auditing, or in any other advisory capacity in any program requirement or a contract or subcontract, or to 

any solicitation or proposal therefore pending before this government. 

 

Kickbacks: It shall be a breach of ethics for any payment, gratuity, or offer of employment to be made 

by or on behalf of a subcontractor under a contract to the prime contractor or higher-tier subcontractor 

for any contract for Leon County, or any person associated therewith, as an inducement for the award of a 

subcontract or order. 

 

Contract Clause: The prohibition against gratuities and kickbacks prescribed above shall be 

conspicuously set forth in every contract and solicitation by Leon County. 

Confidential Information: It shall be a breach of ethics for any employee or former employee of Leon 

County to knowingly use confidential information for actual or anticipated personal gain, or for the actual 

or anticipated gain of any person. 

 
Questions/Concerns: 

If you have any questions or concerns regarding the information or instructions contained within this 

packet, please contact the Leon County Auditor’s Office at (903) 536-2709. 

 

CONFLICT OF INTEREST DISCLOSURE REPORTING 

Proposer may be required under Chapter 176 of the Texas Local Government Code to complete and file a 

conflict-of-interest questionnaire (CIQ Form). If so, the completed CIQ Form must be filed with the 

County Clerk of Leon County, Texas. 

If Proposer has an employment or other business relationship with an officer of Leon County or with a 

family member of an officer of Leon County that results in the officer or family member of the officer 

receiving taxable income that exceeds $2,500.00 during the preceding 12-month period, then Proposer 

MUST complete a CIQ Form and file the original of the CIQ Form with the County Clerk of Leon 

County. 

 



If Proposer has given an officer of Leon County or a family member of an officer of Leon County one or 

more gifts with an aggregate value of more than $250.00 during the preceding 12-months, then Proposer 

MUST complete a CIQ Form and file the original of the CIQ Form with the County Clerk of Leon 

County. 

The Leon County Clerk is located at: 

 

 County Clerk 

 155 N. Cass Street, 1st Floor 

 Centerville, TX 75833 

Again, if Proposer is required to file a CIQ Form, the original completed form is filed with the Leon 

County Clerk (not the Purchasing Agent). 

For Proposer's convenience, a blank CIQ Forms may be obtained by visiting the Texas Ethics 

Commission website, specifically at https://www.ethics.state.tx.us/data/forms/conflict/CIQ.pdf 

Chapter 176 specifies deadlines for the filing of CIQ Forms (both initial filings and updated filings). 

It is Proposer's sole responsibility to file a true and complete CIQ Form with the Leon County Clerk if 

Proposer is required to file by the requirements of Chapter 176. Proposer is advised that it is an offense to 

fail to comply with the disclosure reporting requirements dictated under Chapter 176 of the Texas Local 

Government Code. 

If you have questions about compliance with Chapter 176, please consult your own legal counsel. 

Compliance is the individual responsibility of each person, business, and agent who is subject to Chapter 

176 of the Texas Local Government Code. 
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COUNTY of LEON 
Auditor’s Office 

 
 

FORM PEID: Request for Person-Entity Identification Data 

 

Instructions: Please type or print clearly when completing sections 1 thru 4 and return completed form to: 
 

 

Leon County Auditor’s Office 
PO Box 898, 113 W. Main Street 
Centerville, TX 75833 
(903) 536-2709 
auditor@co.leon.tx.us 

 
1. 

 
 
 

 
2. 

 
 
 

 
3. 

 
 
 

 
4. 

 
 
 
 
 
 
 
 

Areas below are for County use only. 

Requested By: Phone I Ext. # 

Department: Date: 
 

Action Requested - Check One: PEID Vendor Number: 

( ) Add New ( ) Change Data 

( ) Inactivate ( ) Employee 

 
Business Name: 

 

Attention Line: 
 

 

Physical Address: 
 

City: 
 

State: Zip 
 

Billing / Remit Address: 
 

City: 
 

State: Zip 
 

Main Contact Person: 
 

Main Phone Number: 
 

Fax Number: 
 

E-mail Address: 
 

 



Form W-9 
(Rev. December 2014) 

 
Internal Revenue Service 

Request for Taxpayer 
Identification Number and Certification 

Give Form to the 

requester. Do not 

send to the IRS. 

Name (as shown on your income tax return). Name is required on this line; do not leave this line blank. 

 
Business name/disregarded entity name, if different from above 

 

 
Check appropriate box for federal tax classification; check only one of the following seven boxes: 

Individual/sole proprietor or 
single-member LLC 

C Corporation S Corporation Partnership 

Requester’s name and address (optional) 

7 List account number(s) here (optional) 

6 City, state, and ZIP code 

Trust/estate 

Part I 

4 Exemptions (codes apply only to 
certain entities, not individuals; see 
instructions on page 3): 

Exempt payee code (if any) 

Exemption from FATCA reporting 

code (if any) 

(Applies to accounts maintained outside the U.S.) 

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

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

Note. For a single-member LLC that is disregarded, do not check LLC; check the appropriate box in the line above for 
the tax classification of the single-member owner. 

Other (see instructions) a 

Social security number 

Part II 

– 

Employer identification number 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
Taxpayer Identification Number (TIN) 

Enter your TIN in the appropriate box. The TIN provided must match the name given on line 1 to avoid 
backup withholding. For individuals, this is generally your social security number (SSN). However, for a 
resident alien, sole proprietor, or disregarded entity, see the 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. or 

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 to enter. 

 
Certification 

Under penalties of perjury, I certify that: 

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

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

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

4. The FATCA code(s) entered on this form (if any) indicating that I am exempt from FATCA reporting is correct. 

Certification instructions. You must cross out item 2 above if you have been notified by the IRS that you are currently subject to backup withholding 
because you have failed to report all interest and dividends on your tax return. For real estate transactions, item 2 does not apply. For mortgage 
interest paid, acquisition or abandonment of secured property, cancellation of debt, contributions to an individual retirement arrangement (IRA), and 
generally, payments other than interest and dividends, you are not required to sign the certification, but you must provide your correct TIN. See the 
instructions on page 3. 

 

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

Future developments. Information about developments affecting Form W-9 (such 
as legislation enacted after we release it) is at www.irs.gov/fw9. 

Purpose of Form 

An individual or entity (Form W-9 requester) who is required to file an information 
return with the IRS must obtain your correct taxpayer identification number (TIN) 
which may be your social security number (SSN), individual taxpayer identification 
number (ITIN), adoption taxpayer identification number (ATIN), or employer 
identification number (EIN), to report on an information return the amount paid to 
you, or other amount reportable on an information return. Examples of information 
returns include, but are not limited to, the following: 

• Form 1099-INT (interest earned or paid) 

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

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

• Form 1099-B (stock or mutual fund sales and certain other transactions by 
brokers) 

• Form 1099-S (proceeds from real estate transactions) 

• Form 1099-K (merchant card and third party network transactions) 

• Form 1098 (home mortgage interest), 1098-E (student loan interest), 1098-T 
(tuition) 

• Form 1099-C (canceled debt) 

• Form 1099-A (acquisition or abandonment of secured property) 

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

If you do not return Form W-9 to the requester with a TIN, you might be subject 
to backup withholding. See What is backup withholding? on page 2. 

By signing the filled-out form, you: 

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

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

3. Claim exemption from backup withholding if you are a U.S. exempt payee. 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, and 

4. Certify that FATCA code(s) entered on this form (if any) indicating that you are 
exempt from the FATCA reporting, is correct. See What is FATCA reporting? on 
page 2 for further information. 

 
 

Cat. No. 10231X Form W-9 (Rev. 12-2014) 

Sign 
Here 

Signature of 

U.S. person a  
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CONFLICT OF INTEREST QUESTIONNAIRE FORM CIQ 
For vendor or other person doing business with local governmental entity 

This questionnaire reflects changes made to the law by H.B. 1491, 80th Leg., Regular Session. 

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

 
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 person becomes 
aware of facts that require the statement to be filed. See Section 176.006, Local Government 
Code. 

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

OFFICE USE ONLY 

Date Received 

1  Name of person 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 the originally filed questionnaire becomes incomplete or inaccurate.) 

3  
Name of local government officer with whom filer has employment or business relationship. 

 
Name of Officer 

This section (item 3 including subparts A, B, C & D) must be completed for each officer with whom the filer has an 
employment or other business relationship as defined by Section 176.001 (1-a), Local Government Code. Attach additional 
pages to this Form CIQ as necessary. 

A. Is the local government officer named in this section receiving or likely to receive taxable income, other than investment 
income, from the filer of the questionnaire? 

 
 

Yes NO 
 

B. Is the filer of the questionnaire receiving or likely to receive taxable income, other than investment income, from or at the 
direction of the local government officer named in this section AND the taxable income is not received from the local 
governmental entity? 

 
Yes NO 

 
C. Is the filer of this questionnaire employed by a corporation or other business entity with respect to which the local 
government officer serves as an officer or director, or holds an ownership of 10 percent or more? 

 
 

Yes NO 
 

D. Describe each employment or business relationship with the local government officer named in this section. 

4 

  
Signature of person doing business with the governmental entity Date 

Adopted 06/29/2007 



 

County of Leon 
ACKNOWLEDGMENT AND CERTIFICATION REGARDING DEBARMENT, 

SUSPENSION, AND OTHER INELIGIBLITY 

Executive Orders 12549 & 12689 Certification, Debarment and Suspension 

 

Solicitation Number:  

 

Solicitation Title:  

 

Contractor hereby CERTIFIES that: 

 
Contractor, and all of its principals, is not presently debarred, suspended, proposed for debarment, 

proposed for suspension, or declared ineligible under Executive Order 12549 or Executive Order 

12689, Debarment and Suspension, and is not in any other way ineligible for participation in 

Federal or State assistance programs; 

 

Contractor, and all of its principals, were not and have not been debarred, suspended, proposed 

for debarment, proposed for suspension, or declared ineligible under Executive Order 12549 or 

Executive Order 12689, Debarment and Suspension, and were not and have not been in any other 

way ineligible for participation in Federal or State assistance programs at the time its’ proposal 

was submitted in the procurement identified herein and at any time since submission of its’ 

proposal; 

 

Contractor has included, and shall continue to include, this certification in all contracts between 

itself and any sub-contractors in connection with services performed under this contract; and 

 

Contractor shall notify Leon County in writing immediately, through written notification to the 

Leon County Auditor’s Office, if Contractor is not in compliance with Executive Order 12549 or 

12689 during the term of its contract with Leon County. 

 

Contractor Represents and Warrants that the individual executing this Acknowledgment and 

Certification on its behalf has the full power and authority to do so and can legally bind the Contractor 

hereto. 

 

 

Name of Business Date 

 

By:    

Signature Printed Name & Title 


