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Thank you for your interest in partnering with Greater Fox Cities Area Habitat for Humanity, Inc. (Habitat).

Habitat welcomes Gift-in-Kind (GIK) contributions as part of or in place of a traditional bid. When including GIK, please show
your standard fair-market price and the donated or discounted portion to accurately record and recognize your
contribution. Upon request, Habitat will provide an annual charitable contribution statement summarizing recorded GIK.

Below you’ll find a summary of our ongoing RFQ process, and the onboarding materials required to become part of our
preferred contractor network.

RFQ & Bid Opportunities
e Home Repair Services projects are on Habitat non-owned properties (existing homeowners) in greater
Northeastern Wisconsin.
e Habitat accepts contractor qualifications at any time and encourages you to submit outside of project requests.
e  Project bids are ongoing, as projects are identified and funding becomes available.
e Qualified partners may be invited to bid up to 40 projects annually serving existing homeowners.

How to Submit Onboarding Information or Bids

Contractors may submit onboarding documents and/or project bids using any of the following methods:
e  Mail: 921 Midway Road, Menasha, W1 54952
e  Email: constructionbids@foxcitieshabitat.org
e In person: During office hours (Mon—Thu 8:30 a.m.—4:00 p.m.; Fri 8:30 a.m.—3:00 p.m.)

Project Specifications
Bidders shall base all labor and material bids on Habitat-provided scopes of work, plans, and specifications for each Home
Repair Program (HRP) project.

e Inthe event of conflict, permitted plans (where applicable) and Habitat specifications shall govern.

e  Product substitutions of equal or better quality may be considered only with prior written approval from Habitat.

Important Note:

You may submit a project bid without completing this entire onboarding packet; however, onboarding must be completed
or confirmed before any contract is awarded. These materials are provided so all potential partners understand Habitat and
applicable funding requirements.

If you wish to submit a bid with an incomplete onboarding packet, or if you are unsure whether your prior-year documents
are current, please contact constructionbids@foxcitieshabitat.org.

We are happy to review your proposed bid at any time and support questions.
Thank you,

Heather Fraid

Administrative Coordinator
HeatherF@foxcitieshabitat.org
Office Phone: 920-968-7345
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ONBOARDING INFORMATION:

For purposes of this packet, the term “Contractor” is used in a general sense to include companies that provide
construction labor or trade services as well as those that supply materials, products, or related services; when a
requirement applies only to a particular type of work, that limitation will be stated explicitly in the packet.

Habitat’s Role: Habitat’s Home Repair Program (HRP) supports critical repairs that improve health, safety,
accessibility, and long-term housing stability. Habitat acts as a funder and program administrator (not a general
contractor) and may:

e Acts as a funder and agent, not as a general contractor.

e Advises homeowners during project planning.

e Refers qualified contractors from the Preferred Contractor Network.

e  Collects bids, facilitates communication, and tracks project documentation.

e Conduct site visits and final inspections.

e Disburse payment after verified project completion and receipt of required closeout documentation

Contractor’s Role: The construction contract is between the homeowner and the contractor; Habitat is not a party to
that contract. Contractors are expected to:

e  Contractors must complete the project scope within 180 days of loan origination.
e  Contractors are expected to comply with OSHA safety requirements.

o Demonstrate professionalism, timeliness, and clear communication.

e Obtain and close all required permits.

e Schedule and pass all required inspections.

e  Submit final lien waivers and proof of permit closure before payment.

e Coordinate directly with the homeowner for scheduling.

e Keep Habitat informed of project milestones, delays, or concerns.

e Include Habitat on all written updates (e.g., change requests).

e Maintain respectful communication, homeowner privacy, and a safe worksite.
e Avoid offensive language, smoking, or inappropriate behavior on site

Preferred Contractor Network: Contractors demonstrating reliability, communication, and mission alignment will
remain in the Preferred Contractor Network and be eligible for future referrals. Contractors who fail to meet these
expectations or fail to submit required forms below will be removed from the Preferred Contractor Network.

HRP SOW & Change Order: All work must follow the final signed Scope of Work. Any changes must be submitted in
writing, approved in advance by both the homeowner and Habitat and documented through a signed change order.
Unapproved changes are not eligible for reimbursement

Document Renewals: Only insurance coverage and Certificates of Insurance (COI) must be renewed and updated
based on their expiration dates. All other onboarding documents are maintained by Habitat once signed and generally
do not require resubmission; if updates are needed in the future, Habitat will contact you.

Procurement Procedure and Evaluation Criteria
Greater Fox Cities Habitat for Humanity (Habitat) solicits bids for construction-related supplies and subcontracted
services, making a good faith effort to include all interested vendors, with strong encouragement for women-owned
and minority-owned businesses to participate. Habitat maintains a vendor list and advertises bid opportunities
through various channels and partnerships. Bids are evaluated using criteria including:

e Cost

e Relevant experience

e Proposed technical approach
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e Compliance with bid requirements
e Overall quality and clarity of the proposal
e  References and past performance

For HRP projects, Habitat’s evaluation supports the process; however:
e Homeowner selection: The homeowner makes the final contractor selection and enters into the construction
contract directly with the selected contractor.

HRP Payment: Habitat pays contractors directly (not the homeowner). Final payment requires signed homeowner
approval, final Habitat site inspection, Lien waiver and proof of permit closure (if applicable). Payments may be tied to
verified milestones. Invoices must be itemized, including homeowner name/address, and match the approved bid unless
a signed change order is in place.

Billing & Payment: Invoices must be submitted by email to ap@foxcitieshabitat.org or mailed to Accounts
Payable at 921 Midway Road in Menasha, Wisconsin. All invoices must include a unique invoice number, the
project address (which serves as the purchase order number), an itemized description of goods, services, delivery,
or installation, and confirmation that all work or materials have been completed, delivered, installed, or accepted
by Habitat. Properly documented invoices will be paid within thirty days of receipt.

Availability: The contractor must be available at the times specified on the building schedule to complete work in a
timely manner, as communicated by Greater Fox Cities Area Habitat for Humanity (Habitat). Any delays or back orders
need to be communicated promptly.

Warranties: The contractor agrees to provide and support all applicable manufacturer and product warranties.
Contractors must offer applicable warranties to be eligible. All warranties are subject to review and approval on a
case-by-case basis. For new construction homes, Habitat for Humanity provides a one-year warranty to the
homebuyer; however, contractors are required to support and honor this warranty for the portions of work under
their responsibility.

Volunteers: The contractor should be aware that volunteers may be present on the job site at various times. Habitat
aims to schedule only a limited number of volunteers to minimize interference.

Licensing: The contractor must hold and provide proof of all required licenses from the State of Wisconsin and any
applicable trade licenses.

Safety & Regulatory Compliance: The Contractor must comply with all applicable federal, state, and local safety and
regulatory requirements. This includes following all Habitat jobsite safety policies, meeting the standards established
under OSHA for construction and general workplace safety, and adhering to any additional federal or state safety
requirements that may apply when projects are supported by public funding. This comprehensive requirement
summarizes and reinforces the safety-related provisions contained in this packet.

Federal & State Funding Requirements: Some projects may be funded in whole or in part with federal or state
dollars. As a condition of submitting a bid or entering into a contract with Habitat, the Contractor agrees to comply
with all mandatory federal contract provisions included in this packet. These provisions may include requirements
related to:

e Nondiscrimination and equal employment opportunity
e  Contract Work Hours and Safety Standards
e Environmental regulations, including the Clean Air Act and the Clean Water Act

The Contractor must comply with affirmative action requirements under Executive Order 11246 (1965), Executive
Order 13672 (2014), and all associated regulations, or must provide certification of exemption when permitted.
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By submitting a bid or quote, the Contractor affirms compliance with federal suspension and debarment rules in 2
CFR Part 180 and confirms that neither the Contractor, its principals, nor its subcontractors are suspended, debarred,
proposed for debarment, declared ineligible, or voluntarily excluded from participation in federal programs. Habitat
will require a signed Suspension and Debarment Certification prior to contract award and will verify the Contractor’s
status through SAM.gov.

For contracts at or above the applicable federal threshold, currently one hundred thousand dollars, the Contractor
must complete a Certification Regarding Lobbying and comply with all related federal lobbying restrictions.

Ethics & Conduct: By submitting a bid, the Contractor agrees to comply with the Habitat for Humanity Ethics
Covenant. This covenant is included in the bid packet and becomes a binding part of any contract awarded.

Contractor Status: The Contractor and any individuals employed by the Contractor are not employees of Greater
Fox Cities Area Habitat for Humanity. Contractors are treated as independent entities and are solely responsible for
any and all subjects related to their organization’s operations. Habitat will not withhold income taxes, social
security taxes, or other statutory deductions. Contractors are not eligible for employee benefits such as sick leave,
vacation, pension contributions, medical insurance, life insurance, or unemployment compensation.

Cause or Convenience: If the Contractor fails to deliver goods or services in accordance with the specifications
contained in the bid documents or fails to meet required deadlines, Habitat reserves the right to cancel the
contract for cause and award the work to the next most qualified bidder. The Contractor in default may be held
liable for any additional costs incurred by Habitat because of the cancellation. Habitat also reserves the right to
cancel the contract at its convenience without cause.

Indemnity: If awarded the bid, the Contractor agrees to defend, indemnify, and hold harmless Greater Fox Cities
Area Habitat for Humanity from any liabilities, claims, judgments, damages, costs, losses, fees, or expenses
arising out of or resulting from work performed under the contract. This includes claims related to bodily injury,
sickness, disease, death, or damage to or destruction of property, regardless of cause, except where such claims
arise solely from the gross negligence or willful misconduct of Habitat.

IRS Form W-9: A valid IRS Form W-9 must be completed and on file before any payments are made to the
Contractor.

Sales Tax Exemption: Greater Fox Cities Area Habitat for Humanity is exempt from Wisconsin state sales tax.
Contractors who require a Wisconsin Sales and Use Tax Exemption Certificate (Form S-211) may request one from
Habitat.

Insurance Requirements: The Contractor must submit current Certificate of Insurance (COI) with its proposal and
must maintain all required coverage for the full term of the contract.

The Contractor must carry commercial general liability insurance with a minimum limit of $250,000 per occurrence,
maintain automobile liability insurance with proof of active coverage, and carry workers’ compensation insurance if
the Contractor has three or more employees.

All insurance policies and the COI must include an endorsement requiring at least ten (10) days’ written notice to
Greater Fox Cities Area Habitat for Humanity (Habitat) in the event of cancellation, non-renewal, or material
reduction of coverage. Upon receiving such notice, the Contractor must immediately suspend operations and may
not resume work until compliant coverage is reinstated and updated proof of insurance is provided. Questions
related to insurance should be directed to constructionbids@foxcitieshabitat.org.

Page 4 of 12


mailto:constructionbids@foxcitieshabitat.org

Greater Fox Cities Area

‘m‘ Habitat HABITAT REPAIR PARTNERS
\ for Humanity®
BIDDING & ONBOARDING PACKET

Required Forms: The following pages contain the required forms we ask to be completed and submitted. These forms
are mandatory prior to any contract award. Our intent is to ensure partners are fully informed of the requirements
associated with working with Greater Fox Cities Area Habitat for Humanity (Habitat).

Because Habitat projects often use a mix of private, state, and federal funding, all contractors must complete the
federal compliance forms in this packet as part of onboarding. This ensures you are already eligible if a project
includes public funds. When additional federal or state requirements apply, Habitat will provide written information
about those obligations in advance and will not retroactively apply new requirements to completed work.

Most of the information requested in these forms—such as insurance, licensure, and basic business details—is
already part of your standard documentation. Some federal compliance forms may ask for additional certifications
(for example, debarment, lobbying, or affirmative action status), and we are always happy to answer questions about
these requirements or why they are needed.

Greater Fox Cities Habitat for Humanity Forms:

Contractor Checklist & Disclosure Form

Proof of valid licensure from the State of Wisconsin
Certificate of Insurance (COl) meeting all requirements
Form W-9

OooOoono

Federal Compliance Forms:

Federal Compliance Acknowledgement & Agreement

Affirmative Action Plan Contract Compliance

Subcontractor Debarment Certification

Subcontractor Lobbying Certification (Only if >5100,000 Contract)

Ooooao
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Contractor Checklist & Disclosure Form

Company Name:

Company Address:

City: State: Zip:

EIN (Corporate ID #):

WI Business License #:

Primary Contact Name(s):

Primary Contact Phone(s):

Primary Contact Email(s):

Billing Contact Name(s):

Billing Contact Phone(s):

Billing Contact Email(s):

[QUESTION |[vEs|no]
‘Do you have your own tools and equipment to do this job? HE”E‘
‘Do you have employees? HE”E‘
‘Do you have Workers’ Compensation insurance? HE”E‘
‘Are your employees on our job sites covered by your Workers” Compensation insurance? HE“@
‘Do you send invoices? HE'@
‘Do you send monthly statements? HE'@
‘Does your business assume financial responsibility for defective workmanship? HE'@
‘Are you a minority-owned or women-owned business? Hil@
Do you have a relationship with any Habitat staff or Board member that may create a conflict of interest? If BB
yes, please describe below.

Conflict of Interest Disclosure (if applicable):

Printed Name: Title:

Signature: Date:

Business Name:
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Vendor Federal Compliance Acknowledgement & Agreement

This Vendor Federal Compliance Acknowledgment & Agreement (“Agreement”) is between Greater Fox Cities Area
Habitat for Humanity, Inc. (“Habitat”) and the vendor named above (“Contractor”).

This Agreement applies to all current and future work Contractor performs for Habitat (including New & Existing Home
Construction, Home Repair Services, Facilities, and supply-only work) whenever the work is financed in whole or in part
with federal or state funds. By signing below, Contractor acknowledges and agrees as follows:

Applicability of Federal Requirements

e Contractor understands some Habitat projects, contracts, work authorizations, and purchase orders may be
funded in whole or in part with federal or state funds (including, but not limited to, HUD/SHOP, CDBG, HOME,
or other government programs).

e  For any Habitat work or materials funded in whole or in part with federal or state funds, Contractor agrees that
the federal requirements in this Agreement apply to that work to the extent required by law or by Habitat’s
funders.

e  Contractor will “flow down” applicable federal requirements from this Agreement to any lower-tier
subcontractors performing work on federally funded Habitat projects.

Suspension & Debarment

e  Contractor certifies that neither it, its principals, nor any known subcontractors are presently debarred,
suspended, proposed for debarment, declared ineligible, or voluntarily excluded from participation in federal
programs.

e  Contractor agrees to complete and sign Habitat’s Subcontractor Debarment Certification form when requested
and to promptly notify Habitat if its status changes during any contract, work authorization, or purchase order
with Habitat.

e  Contractor understands that Habitat may verify debarment status through SAM.gov or other federal systems.

Equal Employment Opportunity / Nondiscrimination

e Contractor agrees to comply with all applicable Equal Employment Opportunity (EEQO) and affirmative action
requirements, including, as applicable, Executive Order 11246, Executive Order 13672, and implementing
regulations (e.g., 41 CFR Part 60).

e  Contractor will not discriminate in hiring, promotion, compensation, termination, or any other employment
practice on the basis of race, color, religion, sex, sexual orientation, gender identity, national origin, disability,
veteran status, age, or any other status protected under federal, state, or local law.

e  Contractor agrees to complete Habitat’s Affirmative Action Plan Contract Compliance form and comply with
any required federal or state nondiscrimination posting requirements, when applicable.

Minority- and Women-Owned Business Participation

Contractor will use its best efforts, consistent with sound business judgment and the nature of the work, to provide
opportunities to minority-owned and women-owned businesses (MBE/WBE) in connection with work performed for
Habitat, when practicable and appropriate for the scope of work.

Drug-Free Workplace
Contractor certifies that it will maintain a drug-free workplace consistent with the Drug-Free Workplace Act of 1988 and
applicable state law, including:
e  Prohibiting the unlawful manufacture, distribution, dispensation, possession, or use of controlled substances at
the job site; and
e Taking reasonable steps to ensure a safe, drug-free work environment for employees and subcontractors on
Habitat projects.
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Anti-Lobbying (Contracts = $100,000)
For any contract, work authorization, or purchase order with Habitat at or above $100,000 that is funded in whole or in
part with federal funds:
e  Contractor agrees to complete and sign Habitat’s Subcontractor Lobbying Certification form when requested.
e Contractor will not use federal funds to lobby or attempt to influence the award, extension, renewal,
amendment, or modification of any federal contract, grant, loan, or cooperative agreement.
e If Contractor uses non-federal funds for lobbying related to a federally funded project, Contractor agrees to
provide any required disclosures upon request from Habitat or the funder.

Environmental, Wage, and Safety Requirements (If Applicable)

When required by the funding source and identified by Habitat for a specific project, Contractor agrees to:
e  Comply with applicable provisions of the Clean Air Act and the Federal Water Pollution Control Act, including
any implementing regulations; and
e Not knowingly use facilities that are in serious violation of these laws for performance of Habitat work.

For covered federally funded contracts that involve the employment of mechanics or laborers and meet applicable
thresholds under the Contract Work Hours and Safety Standards Act (CWHSSA), Contractor further agrees to:
e  Compute wages on the basis of a standard 40-hour work week;
e  Pay covered workers at least one and one-half times their basic rate of pay for hours worked over 40 in a work
week; and
e  Ensure that no laborer or mechanic is required to work in surroundings or under working conditions that are
unsanitary, hazardous, or dangerous.

Davis-Bacon Act & Copeland “Anti-Kickback” Act (If required)
Habitat will notify Contractor in writing if Davis-Bacon and/or Copeland requirements apply to a specific project and will
provide the applicable wage decision and required forms. When a funding program requires compliance with the Davis-
Bacon Act and the Copeland “Anti-Kickback” Act, and Habitat informs Contractor that such requirements apply,
Contractor agrees to:
e Pay laborers and mechanics not less than the prevailing wage rates and fringe benefits determined by the U.S.
Department of Labor for the project;
e  Pay covered workers on a weekly basis;
e  Comply with all required certified payroll and recordkeeping obligations; and
e  Prohibit any arrangement that induces workers to give up any part of their compensation to which they are
legally entitled.

Conditional Buy America Preference

Habitat's HUD-assisted projects are single-family (1—4 unit) private housing and not subject to the HUD Buy America
Preference under CPD Notice 2025-01. If Habitat later identifies any HUD-funded portion as covered public infrastructure,
Contractor will comply with BABAA / 2 CFR Part 184 for that portion, including U.S.-origin materials, certifications with
invoices, and flow-down to lower tiers.

Section 3 (If Applicable)
If Habitat notifies Contractor that a project is a HUD Section 3 project and that the applicable Section 3 thresholds are
met, Contractor agrees to:
e  Comply with HUD’s Section 3 regulations (24 CFR Part 75 or successor regulations), as applicable to the project
and funding source.
e  Make good-faith efforts, to the greatest extent feasible, to direct employment and other economic
opportunities generated by the project to:
o Low- and very low-income persons;
o Residents of the project area or service area; and
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o  Other Section 3 targeted workers identified by HUD or the funder.
Post required notices and provide information related to job opportunities, qualifications, and application
methods when requested by Habitat.
Include any required Section 3 clause in eligible subcontracts when instructed by Habitat and take reasonable
steps to ensure subcontractor compliance.

Records and Cooperation
Contractor agrees to maintain records sufficient to demonstrate compliance with applicable federal requirements under
this Agreement, including but not limited to:

Debarment status (as applicable);

EEO / affirmative action and nondiscrimination compliance;
Payroll and wage information for covered projects;
Subcontractor and supplier records; and

Documentation of Section 3 efforts (if applicable).

Contractor will provide reasonable access to such records to Habitat, its auditors, and relevant federal or state agencies
upon request, for the period required by applicable law or funding requirements.

Duration and Application

This Agreement applies to all contracts, work authorizations, and purchase orders between Contractor and
Habitat that are funded in whole or in part with federal or state funds, unless superseded by a later written
agreement.

This Agreement remains in effect until revoked in writing or replaced by a newer version signed by both parties.
Nothing in this Agreement limits Habitat’s ability to impose additional requirements when mandated by a
specific funding source or program; such additional requirements will be communicated to Contractor in
writing for the applicable project.

By signing below, Contractor acknowledges that:

Contractor has read and understands this Vendor Federal Compliance Acknowledgment & Agreement.
Contractor agrees to comply with the federal requirements described in this Agreement when performing work
on projects funded in whole or in part with federal or state funds.

Contractor agrees to complete required federal certifications (including Habitat’s Subcontractor Debarment
Certification and, when applicable, Subcontractor Lobbying Certification) when requested by Habitat.

Printed Name: Title:

Signature: Date:

Business Name:
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AFFIRMATIVE ACTION PLAN CONTRACT COMPLIANCE

Contractors must sign off on affirmative action to meet legal obligations, ensure equal employment opportunities,
maintain compliance with government contracts, and promote workplace diversity. Contractors may qualify for an
exemption from affirmative action requirements if specific conditions are met.

O We affirm that we are in compliance with all applicable Affirmative Action Plan (AAP) requirements as
mandated by federal, state, and local laws. We understand that Habitat for Humanity may request
additional documentation to verify compliance. Upon request, we will provide any necessary
information to demonstrate our adherence to affirmative action and equal employment opportunity
obligations.

-OR-

Exemption Request
The contractor requests an exemption from affirmative action compliance requirements based on the
following conditions (Please check all that apply):

Has fewer than 50 employees.

My federal contract or subcontract is <5$50,000.

Is a foreign company with fewer than 50 employees in the United States.

Is an agency of the Federal Government or a Wisconsin municipality.

Has achieved a balanced workforce (Habitat may request proof).

Has undergone an audit of its Affirmative Action Program by the Office of Federal Contract Compliance
Programs (OFCCP) within the last year and has received a letter of compliance.

o (Attach a copy of the OFCCP compliance letter and the contractor's Affirmative Action and Equal
Employment Opportunity Policy Statement.)

Ooooooag

Affirmation of Compliance

I acknowledge that this affirmation is made in good faith and understand that compliance with all
applicable Equal Employment Opportunity (EEO) laws and non-discrimination practices remains required.

Printed Name: Title:

Signature: Date:

Business Name:
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Subcontractor Debarment Certification
These certified statements are required by law. The Applicant hereby assures and certifies that:
1) The undersigned and its principles [see 2 CFR 2424.20(a)]:

d) Are presently not debarred, suspended, proposed for debarment, declared ineligible or voluntarily excluded
from covered transaction (see 2 CFR 2424.220) by any Federal department or agency.

d) have not within a three-year period preceding this proposal been convicted of or had a civil judgment
rendered against them for commission of embezzlement, theft, forgery, bribery, falsification or destruction

of records, making false statements, or receiving stolen property.

d) are not presently indicted for or otherwise criminally or civilly charged by a governmental entity (Federal,
State, or local) with commission of any of the offenses enumerated in (b) of this certification.

d) Have not within a three-year period preceding this application/proposal had one or more public transactions
(Federal, State, or local) terminated for cause or default; and

If the applicant is unable to certify any of the statements in this certification, such applicant shall attach an
explanation behind this page.

Printed Name: Title:

Signature: Date:

Business Name:
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Subcontractor Lobbying Certification
For contracts exceeding $100,000

These certified statements are required by law. The Applicant hereby assures and certifies that:

d)

d)

d)

d)

No federally appropriated funds have been paid or will be paid, by or on behalf of the undersigned, to any
person for influencing or attempting to influence an officer or employee of any agency, a Member of Congress,
an officer or employee of Congress, or an employee of a Member of Congress in connection with the awarding
of any Federal contract, the making of any Federal grant, the making of any Federal loan, the entering into of
any cooperative agreement, and the extension, continuation, renewal, amendment, or modification of any
Federal contract, grant, loan, or cooperative agreement.

If any funds other than federally appropriated funds have been paid or will be paid to any person for influencing
or attempting to influence an officer or employee of any agency, a Member of Congress, an officer or employee
of Congress in connection with this Federal contract, grant, loan, or cooperative agreement, the undersigned
shall complete and submit Standard Form--LLL, Disclosure Form to Report Lobbying, in accordance with its
instructions.

The undersigned shall require that the language of this certification be included in the award documents for all
sub-awards at all tiers (including subcontracts, sub-grants, and contracts under grants, loans, and cooperative
agreements) and that all sub-recipients shall certify and disclose accordingly.

This certification is a material representation of fact upon which reliance was placed when this transaction was
made or entered into. Submission of this certification is a prerequisite for making or entering into this
transaction imposed by Section 1352, Title 31, U.S. Code. Any person who fails to file the required certification
shall be subject to a civil penalty of not less than $10,000 and not more than $100,000 for each such failure.

Printed Name: Title:

Signature: Date:

Business Name:
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