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Proposal Due Thursday March 1, 2018

10:00 AM EST



RFP Timetable 

Description Date 

RFP released January 31, 2018 

Deadline for proposal questions February 21, 2018, at 5:00 PM EST 

Submittal deadline Thursday March 1, 2018, at 10:00 AM EST 

Tentative award date March 13, 2018 

Submittal Requirements 

Each bidder must submit their proposal, enclosed in a sealed envelope or box, and marked with 

the bidders’ name, address and labeled: “Revaluation and Equalization Consultant Services” 

and addressed to: 

Habersham County  

Purchasing, Finance Department 

555 Monroe Street, Unit, 20 

Clarkesville, GA 30523 

Proposals shall be received no later than 10:00 AM, Thursday, March 1, 2018 at Habersham 

County’s Administration Building at 555 Monroe Street, Unit, 20 Clarkesville, GA 30523, at 

which time and place all proposals will be publicly opened and acknowledged. 

Scope of Work 

Habersham County Board of Assessors (The Board) is seeking proposals from qualified firms for 

the revaluation and equalization consulting services for the industrial tax digest. 

Specifically, the tasks involved include: 

Industrial Equalization: the project includes an appraisal of assessments for industrial 

properties using market value, income method and construction cost methods of 

assessment or equalization. This will require site visits to complete revaluation of 

Industrial properties, of which there are twenty (20) parcels. 

Habersham County is located in the northeast corner of Georgia, approximately 90 miles north of 

Atlanta. The County Seat is Clarkesville, GA. Population is estimated at approximately 44,500 

and encompasses 279 square miles. The tax digest contains 20 industrial parcels. 

Period of Performance 

The Contractor’s performance of its obligation will begin on or about May 1, 2018, with the 

commencement of planning and other preparatory work, and the Contractor must be prepared to 

make delivery to The Board as hereinafter provided for on December 15, 2018 (this is a goal date 

and is subject to change). 
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Project Plan 

 

The Contractor will provide a project plan, acceptable to The Board, reflecting the Contractor’s 

management approach in completing the work called for in the RFP. At a minimum, this plan will 

show when major tasks will start and finish, planned reviews of work associated with each major 

task, project completion date, and any other information that will assist in planning and tracking 

this project successfully. 

 

Project Status Report 

 

The Contractor will submit a monthly status report to the Board of Assessors indicating work 

activities completed, milestones achieved, problems encountered, assistance requested, and 

projections of work activities for the next month. These project status reports will be due and 

presented to the Board of Assessors by the Contractor’s Project Manager at their regular meeting 

on the Second Monday of the month following the month being reported. 

 

Current Technical Environment 

 

The Tax Assessors Office is using ARCGIS and Bi-Tek, a computer assisted mass appraisal 

(CAMA) system. Contractor must demonstrate competency with the use of the County’s CAMA 

software in use prior to the project’s start date. 

 

Governing Directives and Guidelines 

 

In completing the work on this contract, the Contractor will be guided by the Georgia Constitution, 

the Official Code of Georgia, the Administrative Rules as promulgated by the Georgia legislature, 

the standards developed by the International Association of Assessing Officers (IAAO), and 

USPAP Standard 6 for mass appraisal of real property, including the application of the three 

approaches to value (cost, market and income), as well as generally accepted mass appraisal 

procedures and techniques. 

 

Qualifications and Experience 

 

Contractors: 

The proposal must provide the following: 

• Length of time the Contractor has been providing appraisal services to local 

governments. 

• Demonstrate the Contractor’s experience working with jurisdictions comparable to 

Habersham County. 

• Describe and document the Contractor’s experience in working with BI-Tek or 

similar CAMA systems and ARGIS. 

• Description of the Contractor’s organization, financial resources, staffing levels, 

and any other evidence of its ability to successfully complete the project. 

• Firms submitting a proposal shall submit with their proposal the latest 

comprehensive annual financial statement including the Auditor’s Opinion letter. 

• References applicable to this RFP. 
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Contractor Personnel: 

The Contractor shall use competent employees of good character in performing work on the 

contract. All employees will have sufficient aptitude training, experience and familiarity with the 

Georgia real property reappraisal procedures, and indicate a familiarity with the County’s CAMA 

system. 

 

Therefore, the proposal must describe Contractor personnel resources in detail. 

• Describe the number of employees available or anticipated to be relocated to the 

Habersham County project site by position, classification, and experience levels. 

• Include the resumes of all appraisal personnel to be assigned to the project. 

• Describe by position which personnel will be permanently assigned and those 

assigned on a temporary basis. 

• Describe the degree and areas in which “new hires” will be used on the project and 

detail the training plan for “new hires”. 

 

The Contractor shall submit resumes of each person working on this contract. The resumes shall 

indicate the person’s name, present address, education, relevant training, courses completed during 

past five (5) years, and previous work experience related to real estate mass appraisal in Georgia. 

 

The following are minimum requirements for employees who will be working on this project: 

 

The Board requires that the assigned project manager has at least five (5) years of practical 

appraisal experience involving project management on projects comparable to Habersham County. 

The project manager shall demonstrate competency and familiarity with the CAMA system, 

appraisal process, property photo system, and geographic information system. The project 

manager will be assigned to Habersham County for the duration of the project. 

 

All personnel assigned to the project will be subject to the approval of Habersham County Board 

of Assessors and will be removed from this project by the Contractor upon written 

recommendation of the Chief Appraiser. Additionally, the Contractor shall notify the Chief 

Appraiser in writing of all changes in supervision or key personnel. The notice shall include the 

reason for the change and provide a plan for immediate replacement. 

 

Identification of Contractor’s Personnel 

The Contractor’s employees shall wear proper identification for all employees working in 

Habersham County on the contract. At a minimum, photo identification badges will be required 

for each person along with employee’s personal data and Contractor name. Such identification 

must be clearly displayed in the outside clothing of all Contractor employees during field work 

and readily visible at all times when working on the Habersham County project. 

 

Quality Control and Project Inspection 

 

To maintain public support for the appraisal, Habersham County must be able to demonstrate to 

property owners that the project is being conducted in a highly professional manner. The 

 
 

3



Contractor will provide a quality control plan specifying the quality control procedures to be 

implemented by the Contractor. 

 

The Habersham County Board of Assessors reserves the right to inspect the work being done by 

the Contractor at frequent intervals during the contract. The Board may assign one (1) or more 

personnel to work with the Contractor and provide any needed assistance to assure that the 

appraisal objectives are achieved efficiently and effectively. At the Chief Appraiser’s discretion, 

formal or informal meetings may be called to discuss the monthly progress reports and to ensure 

ongoing communication between the Board and Contractor. 

 

Data Verification/Collection – Industrial Properties 

The improvements of industrial real property will be on-site field inspected by the Contractor’s 

data collectors and Habersham County staff. The Contractor and Habersham County staff will 

make an interior and exterior inspection of each principal structure, except when a parcel is 

vacant or permission is denied, so as to assure the correctness of the information on the property 

record card and the fair and equitable application of valuation principles. 

 

The field data verification/collection will consist of the verification of the physical property 

characteristics, a review of the land break out and classification, construction quality grade, and 

applied physical/function rating with associated depreciation expressed in year/life table form 

along with economic life for each type of structure. The Contractor and/or Habersham County 

staff will update all physical and subjective data fields on the field document. Sketch dimensions 

applied physical/function rating with associated depreciation expressed in year/life table form 

along with economic life for each type of structure. The Contractor will update all physical and 

subjective data fields on the field document. Sketch dimensions will be verified when needed 

and the Contractor will update all sketch labels and measurements to reflect any changes. 

 

Habersham County staff will maintain a computerized sketch of the principal structure(s) for 

each industrial property as required. During the industrial data verification field effort, exterior 

dimensions will be reviewed for accuracy, and the attached components will be identified. 

Sketches too detailed for electronic rendering will be drawn by hand.   

 

Analysis to be Performed 

 

General 

The Contractor will collect, record, and analyze general supporting data to serve as a basis for 

the development of guidelines for cost, market, and economic coefficients needed when applying 

the three (3) approaches to value. 

 

The general supporting data to be analyzed will include cost data, lease data, economic data, and 

sales data. 

 

The guidelines that will be developed from this analyzed data will include replacement cost 

schedules, depreciation schedules, economic rent schedules, income capitalization rates, 

comparative property sales, unit land values, and gross rent multipliers. 
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The Contractor shall prepare a comprehensive report and deliver it to the Board for approval 

showing the results of this comprehensive analysis. This shall contain a set of recommendations 

including a proposed pricing schedule prepared by the Contractor and encoded by the Contractor 

based upon existing tables in the CAMA system and in a format compatible with the County’s 

CAMA system. 

 

The pricing schedule will be based on a tax lien date of January 1, 2019 and must be approved by 

the Board of Assessors prior to any data entry within the County’s CAMA system. 

 

Cost Data 

The Contractor and Habersham County staff shall be responsible for the analysis, development, 

and recommendation of preliminary and final pricing schedules for industrial real property in 

Habersham County. These pricing schedules will be approved by the Board of Assessors prior to 

establishing final values. The development of this pricing schedule shall involve a careful 

investigation of industrial property in Habersham County. 

 

If recommended and after a careful investigation and analysis of the data, the Contractor shall 

develop an analyzed unit cost manual which shall be the basis upon which all Industrial real 

property in Habersham County shall be priced. These unit costs are to include building 

contractor’s overhead and profit, architects and engineer’s fees for all of the various classes of 

property requiring such services. The Contractor shall be required to furnish Habersham County 

with the basis of the cost structure and it will be included in the final report submitted by the 

Contractor. 

 

The Contractor will obtain recent construction costs in Habersham County and compile, classify, 

and document cost data to support the formulation of any replacement cost schedules. 

 

The work to be performed by the Contractor in conjunction with the development and validation 

of the replacement cost schedules will include the following procedures, with the understanding 

that all are subject to approval by the Board of Assessors:  

 

The Contractor will compile a report on actual building-in-place construction costs occurring in 

Habersham County for the year preceding the tax lien date. The data required by analysts will be 

recorded on forms and will include the following. 

 

• Parcel Identification 

• Description; i.e. construction type, etc. 

• Date of Construction 

• Reported actual cost and source information 

• Memoranda footnotes, remarks, etc. 

• Average for various property class groupings, construction types, etc. 

• A copy of a completed property record card showing the detailed description of the item, 

the replacement cost computations, and detailed cost data available. 
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Once the cost schedule level has been selected and individual price components have been 

determined, a final check for validity will be done against actual sales. Final adjustments to 

depreciation will be applied if required. The end result will be market supported cost schedules. 

 

Lease Data 

The Contractor will investigate current leases in Habersham County and compile, classify, and 

document lease data to support the development of guidelines for estimating net income potential 

of properties on the open market. 

 

With the consent and assistance of the Chief Appraiser’s staff, the Contractor will request and 

attempt to collect specific lease data on leased properties, if applicable to be appraised under the 

Agreement. 

 

The data will be collected and recorded on income and expense disclosure forms designed to 

accommodate different property classification groupings. The income and expense disclosure 

form information will serve as a database from which to select comparable rents and from which 

to extract, classify, and analyze general data required to develop income and expense guidelines 

for various property types. 

 

In developing income and expense guidelines, the data obtained through specific income and 

expense disclosures and recorded leases will be supplemented with general data obtained through 

the study and analysis of actual experience reported in national publications, as well as through 

interviews with local investors, property managers, real estate brokers, and appraisers. All data 

compiled will be referenced to source and documented in support of the guidelines developed. 

 

Economic Data 

The Contractor will make an investigation of prevailing economic determinates and practices 

underlying local property transactions. The Contractor will compile, classify, and document data 

sufficient to support the development and validation of income capitalization rates. 

 

The source of the data will be the local marketplace, supplemented by trade publication, and 

augmented by the experience and knowledge of the Contractor and Habersham County staff. 

 

Sales Data 

The Contractor and/or Habersham County staff will examine recent sales involving the 

properties to be appraised and will field verify as appropriate. Habersham County will 

continuously and currently provide copies of all sales information available to it with respect to 

transfers of parcels occurring through the duration of the project. 

 

Values 

 

All values assigned shall result in statistics that comply with all requirements of Georgia 

Department of Revenue Substantive Regulations 560-11-2-.56. 
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Valuation of Industrial Property 

 

Each parcel of industrial property will receive a physical inspection. In appraising industrial 

property, special consideration will be given to the use of the property by the occupant and the 

areas that are used at the time of the physical inspection will be recorded. 

 

The Contractor and Habersham County staff will conduct a comprehensive analysis and 

determine any deviation from the norm for industrial structures located in Habersham County. 

The Contractor and Habersham County staff will appraise all smaller industrial plants in a 

manner similar to commercial properties. For large structures, when necessary in the 

Contractor’s and/or Habersham County staff’s opinion, a building by building report will be 

submitted. This report will include a component part description of fixed equipment taxable as 

real estate, as well as the building construction description. 

 

Habersham County’s Responsibilities 

 

Office Space 

While Habersham County can furnish limited office space, utilities, and office furnishings 

necessary for the operation of the project office for the duration of the project, the Contractor 

will be responsible for office space, utilities and office furnishings that is over and above the 

ability for the County to supply. Additional telephones, fax machines, internet access, and 

telephone lines – as well as any resulting charges for installation and operations will be the 

responsibility of the Contractor. Proposals shall include the number of people the contractor shall 

provide and the estimated office space needed. 

 

Staff 

The Habersham County Board of Tax Assessors office will provide appraisal and administrative 

assistance with and in all aspects of the reappraisal/equalization project to the extent that it has 

been determined by the Contractor that Habersham County staff can be used.  

 

Hardware 

Habersham County will provide connectivity to the County’s CAMA system, access to the real 

estate file and GIS mapping system to allow for research, electronic transmission of 

correspondence, etc., as is necessary for the completion of the reappraisal project. The 

Contractor shall be responsible for any repairs or replacement of damaged Habersham County 

property. Such equipment shall remain the property of Habersham County. 

 

Ownership Updates 

All transfers of real estate will be recorded and encoded by Habersham County’s Board of 

Assessor’s staff so as to provide for the most current up to date ownership. 

 

County Tax Maps 

Habersham County will provide access to the Habersham County GIS system for tax map 

viewing. 
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Record Availability 

The records of previous appraisals will be available for review on the County’s CAMA system. 

The Contractor will only use these records in the reappraisal project of Habersham County. Sales 

analysis and sales data are available on this system for up to three (3) years. Property record 

cards will be utilized for field inspection, updates, deletion and encoding to Habersham County’s 

automated mass appraisal system. 

 

Property Splits and Sales 

Habersham County Appraiser’s Office will provide copies of any property splits, combinations, 

annexations, transfers or divisions relating to Industrial properties. The Contractor on a monthly 

basis shall update the reappraisal data base. 

 

Notice of New Assessment 

Habersham County will be responsible for the Printing, Mailing and Postage of new assessments 

notices to all property owners. 

 

Defense of Values 

 

Habersham County requires the Contractor to detail in their RFP response how they propose to 

complete this requirement on the reappraisal. For the informal hearing, this should include the 

number of days and personnel to schedule appointments, conduct informal hearings with 

property owners, and provide recommendations to the Board of Assessors. For formal hearing, a 

qualified appraiser, preferably the project supervisor for the Contractor will be present at the 

Board of Equalization hearings conducted by the Clerk of Courts following the completion of the 

work by the Contractor. This individual will assist in the settlement of any appeals by defending 

values determined by the Contractor’s appraisal. 

 

In the event of an appeal to the Board of Equalization or the Superior Court of assessment based 

on the Contractor’s appraisal and at the request of the Board of Assessors, the Contractor will 

furnish a qualified representative familiar with the project and experienced in court testimony to 

be present at the hearing to testify as an expert witness. 

 

Assistance to the Board of Assessors 

 

The Contractor recognizes and agrees that work done on the reappraisal/equalization program 

constitutes assistance to the Board of Assessors in arriving at proper and fair valuations of 

industrial real property in Habersham County. Furthermore, all decisions regarding final assessed 

valuations of properties will be made by the Board of Assessors. 

 

Confidentiality of Appraisal Data 
 

The Contractor will assure that no individual on the Contractor’s staff will disclose any appraisal 

information to any individual, firm, organization or Contractor other than the Habersham County 

Board of Assessors. 

 

 
 

8



Any data intended for public or private release must be approved by The Habersham County 

Board of Tax Assessors. 

 

Training of Assessors’ Staff 

 

The Contractor will be responsible for providing training throughout the duration of the 

reappraisal project. This training must be adequate to ensure that the Chief Appraiser’s staff will 

be knowledgeable in the operation of all phases of the reappraisal project. This shall include but 

not limited to, the Chief Appraiser’s staff accompanying the Contractor’s staff on field visits to 

the extent feasible. The Contractor will also be responsible for training their personnel to 

appraise the industrial real estate and maximize their usefulness and effectiveness on this project. 

 

Public Information/Public Relations 

 

Public information and public relations are an important part of the reappraisal. The Board 

recognizes that adequate public understanding is essential to its successful completion and 

acceptance by the public. These programs will be conducted at no additional cost in cooperation 

with Habersham County. 

 

Payment to the Contractor 

 

The Contractor will submit monthly invoices to the Board requesting payment for services 

rendered during the month covered by the invoice. These invoices shall be received by the Board 

prior to their scheduled monthly meeting. Contractors will be provided an annual Board of 

Assessors meeting schedule before project start date. Invoices will reflect resources expended 

and cost incurred. The invoices must be itemized and provide sufficient data to permit the Board 

to correlate, as shown on the invoice, with progress and results achieved, as reflected in the 

project status report. If, after proper determination, the Board feels that the invoice and status 

report are not reflective of the work accomplished, the Board may refuse to approve payment 

until discrepancy is corrected. 

 

Any Contractor invoices approved for payment will be based upon completed work reports. 

 

If the Contractor fails to complete the reappraisal program as described in the Project Plan. That 

failure shall be cause for a penalty payment by the Contractor in the amount of $500.00 per day, 

Saturdays, Sundays, and Holidays will not be subject to this penalty. 

 

Also excluded from penalty payment by the Contractor are days lost due to Acts of God resulting 

in conditions that are beyond the Contractor’s control. 

 

Work Project Requirements 

 

The Contractor will deliver the following products to the Board of Assessors at the completion of 

the reappraisal project: 

 

• Documentation of procedures used throughout the reappraisal; 
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• Any and all training materials and training manuals used to train the Chief 

Appraiser’s staff; 

• Two (2) copies of the data collection manuals used by the Contractor and an 

electronic copy; 

• Two (2) copies of the detailed cost manual, including all supporting data used in the 

development of the manual and an electronic copy; 

• One (1) copy of updated, detailed reports for each large industrial property in the 

County and an electronic copy; 

• Comparable sales information data; 

• Commercial property analysis sheets and income sheets; 

•    Copy of Contractor’s quality assurance plan; 

 

Where practical electronic copies of documents can be substituted for hard copies. 

 

Questions Regarding Request for Proposals 

 

Questions will be accepted from firms receiving RFP documents as long as they are in writing 

and addressed through our Purchasing Department.  Any and all questions regarding the proposal 

should be directed in writing the Habersham County Purchasing email 

purchasing@habershamga.com, no later than 5:00pm, February 14, 2018.  Answers will be 

posted on the Habersham County website at http://www.habershamga.com and on the Georgia 

Procurement Registry website. 

 

Content and Format of Proposals 

All responses must be in writing with six (6) copies submitted; one (1) marked ‘Original’ and 

five (5) marked ‘Copy’.  Verbal responses or additions to responses will not be considered.  All 

responses become the property of the Habersham County Board of Commissioners and will not 

be returned.  The proposals shall contain the following information and shall be submitted in the 

following format: 

 

A. Introductory Letter 

1. Firm Name 

2. Business Address 

3. Contact Name 

4. Former Firm Names, Joint Venture Information, Out of State Offices, if applicable. 

5. Statement of which office will handle the service, if multiple offices. 

6. A clear and concise response as to why Habersham County should select your firm for 

this service. 

7. A listing of any litigations, arbitrations, or mediations in which the firm has been 

involved in the past five (5) years involving claims for more than $50,000.00 made by an 

owner against the firm or by the firm against the owner, and indicate the disposition of each 

claim, the name of the owner, and the nature of the claim. 

8.   Statement that the proposal will remain in effect for and not be withdrawn for sixty (60) 

days after the date due to Habersham County. 

9.   Statement acknowledging and the receipt of each and every Addendum that Habersham 

County may issue to the RFP.  
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10. Statement that, if selected, bidder shall negotiate in good faith with Habersham County. 

Note:  Failure to meet this requirement will be considered “non-responsive”, and the 

entire submittal will be rejected. 

 

B. Experience and Workload  

1. Firm Experience and Workload 

a. A detailed description of similar contracts successfully completed by the firm in the 

past five (5) years and a detailed description of results of that work.  A minimum of 

three (3) similar contracts is required.  Include the name and telephone number of a 

contact person for each client who can verify and act as references for the information 

provided. 

b. Listing of all contracts completed for Habersham County within the last five (5) 

years. 

c. Listing of current contracts, percent complete, and total possible workload. 

d. Copy of latest audited balance sheet and income sheet, including details of current 

fixed assets, liabilities, and annual sales for the last five (5) years. 

e. The contractor or parent company shall have been in business for at least five (5) 

years and shall not have been judged in default on a service contract within that time. 

Note:  Failure to meet this requirement will be considered “non-responsive”, and the 

entire submittal will be rejected. 

 

2. Firm Personnel Experience 

a. A listing of team personnel who will actually be assigned to perform substantial 

amount of the work on this contract. 

b. A resume and experience record for team members, including years of experience, 

education, and anticipated amount of time each will actually work on this project and 

location of each person.  The resumes shall include references for job personnel. 

Note:  Failure to meet this requirement will be considered “non-responsive”, and 

the entire submittal will be rejected. 

 

C. Contract Approach: Provide a detailed description of how the firm proposes to approach this 

contract.  Include sufficient discussion of proposed value services, methodologies, techniques, 

and procedures for each work item.   

Note:  Failure to meet this requirement will be considered “non-responsive”, and the entire 

submittal will be rejected.   

 

D. Price Proposal: A complete service price proposal is requested in a separate sealed envelope 

for the purpose of reviewing costs after the selection committee has reviewed all proposals. 

Note:  Failure to meet this requirement will be considered “non-responsive”, and the entire 

submittal will be rejected. 

 

Habersham County Board of Assessors reserves the right to reject any and all proposals. 
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Selection Process 

The selection process shall include a Selection Committee that will be made up of the Board of 

Tax Assessors and the Chairman of the Board of County Commissioners. A list of the selection 

process is as follows:  

 

• The committee shall evaluate all proposals and qualifications presented by the interested 

consultants and a “short-list” of the top firms will be created; 

• The committee shall schedule interviews of the “short-listed” firms;  

• After the committee narrows the field to the most qualified candidates, price proposals of 

the “short-listed” candidates shall be reviewed and evaluated; 

• The selection committee shall make a final recommendation to the Board of 

Commissioners for award; 

Note: Any selection made as a result of this notice will be made without regard to 

race, color, religion, sex, or national origin. 

 

Receipt and Content of Proposals 

Sealed proposals will be received until 10:00 A.M. March 1, 2018.  To be accepted, all proposals 

are to be submitted in sealed packages marked “Revaluation and Equalization Consultant 

Services”.  Proposals may be sent U.S. Mail, courier services such Federal Express or United 

Parcel Services, or hand delivered.   

 

No proposals shall be accepted via fax transmission regardless of time of delivery.   

 

Interested consultants shall submit six (6) copies, one (1) marked ‘Original’ and five (5) marked 

‘Copy’, of qualifications and a fee proposal in a separate sealed envelope to the following 

address: 

 

Mailing Address: 

Habersham County 

Purchasing, Finance Department 

“Revaluation and Equalization Consultant Services” 

555 Monroe Street 

Unit, 20 

Clarkesville, GA 30523 

purchasing@habershamga.com 

706-839-0200 

 

 

RFP Preparation Expenses 

Habersham County accepts no responsibility for any expense incurred by bidders responding to 

this RFP; such expenses to be borne exclusively by the bidder. 
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BIDDERS DECLARATION 

The bidder understands, agrees and warrants: 

That the bidder has carefully read and fully understands the full scope of the requirements. 

That the bidder has the capability to successfully undertake and complete the responsibilities and obligations in said 
specifications. 

That the bidder has liability insurance and a declaration of insurance form will be provided before the 
commencement of any work. 

That this bid may be withdrawn by requesting such withdrawal in writing at any time prior to March 1, 
2018 at 10:00 a.m. but may not be withdrawn after such date and time. 

That Habersham County reserves the right to reject any or all bids and to accept that bid which will, in its opinion, 
best serve the public interest. Habersham County reserves the right to waive any technicalities and formalities in the 
bidding. 

That by submission of this bid the bidder acknowledges that Habersham County has the right to make any inquiry or 
investigation it deems appropriate to substantiate or supplement information supplied by the bidder. 

If a partnership, a general partner must sign. 

If a corporation, the authorized corporate officer(s) must sign and the corporate seal must be affixed to this bid. 

BIDDER: 

__________________________ __________________________________ 
Name     Title 

__________________________ __________________________________ 
Name     Title 

AFFIX CORPORATE SEAL (If Applicable) 
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NON-COLLUSION AFFIDAVIT 

The following affidavit is to accompany the bid: 

STATE OF ________________________ 

COUNTY OF ______________________ 

Owner, Partner or Officer of Firm, _____________________________________________________________ 
Company Name, Address, City and State 

Being of lawful age, being first duly sworn, on oath says that he/she is the agent authorized by the bidder to submit 
the attached bid. Affidavit further states as bidder, that they have not been a party to any collusion among bidders in 
restraint of competition by agreement to bid at a fixed price or to refrain from bidding; or with any office of 
Habersham County or any of their employees as to quantity, quality or price in the prospective contract; or any 
discussion between bidders and any official of Habersham County or any of their employees concerning exchange 
of money or other things of value for special consideration in submitting a sealed bid for: 

FIRM NAME __________________________________________ 

SIGNATURE __________________________________________ 

TITLE __________________________________________ 

Subscribed and sworn to before me this_____ day of 20__ 

_________________________ 
NOTARY PUBLIC 
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CERTIFICATE OF NON-DISCRIMINATION 

In connection with the performance of work under this contract, the bidder agrees as follows: 

The bidder agrees not to discriminate against any employee or applicant for employment because of race, creed, 
color, sex, national origin, ancestry or disability. The vendor shall take affirmative action to insure that employees 
are treated without regard to their race, creed, color, sex, national origin, ancestry or disability. Such action shall 
include, but not be limited to the following: employment, upgrading, demotion, transfer, recruiting or recruitment, 
advertising, lay-off or termination, rates of pay or other compensation and selection for training, including 
apprenticeship.   

In the event of the bidder’s non-compliance with this non-discrimination clause, the contract may be canceled or 
terminated by Habersham County. The bidders may be declared, by Habersham County, ineligible for further 
contracts with Habersham County until satisfactory proof of intent to comply shall be made by the vendor.  The 
bidder agrees to include this non-discrimination clause in any sub-contracts connected with the performance of this 
agreement. 

________________________________________ 
BIDDER 

________________________________________ 
SIGNATURE 

________________________________________ 
TITLE 

 
 

15



CONTRACTOR’S CERTIFICATON 

DRUG- FREE WORKPLACE 

STATE OF GEORGIA 

HABERSHAM COUNTY 

PROJECT NO. Revaluation and Equalization Consultant Services 

I hereby certify that I am a principle and duly authorized representative of 

______________________________________________________________________________ 

Whose address is _______________________________________________________________ 

And that: 

1. The provisions of Section 50-24-1 of the Official Code of Georgia Annotated, relating to

the “Drug Free Workplace Act” have been complied with in full; and,

2. A drug-free workplace will be provided for the contractor’s employee’s during the

performance of the contract ; and,

3. Each subcontractor hired by the Prime Contractor shall be required to ensure that the

subcontractor’s employees are provided a drug-free workplace. The Prime Contractor

shall secure from the subcontractor the following written certification: “As a part of the

subcontracting agreement with_______________________________________________

certifies to the Prime Contractor that a drug-free workplace will be provided for the

subcontractor’s employees during the performance of this contract pursuant to paragraph

(7) of subsection (b) of the Official Code of Georgia annotated Section 50-24-3”: and

4. It is certified that the undersigned will not engage in unlawful manufacture, sale

distribution, possession, or use of an uncontrolled substance or marijuana during the

performance of the contract.

DATE:______________________ ________________________________

Signature 
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Form    W-9
(Rev. August 2013)
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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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)  

Exemptions (see instructions):

Exempt payee code (if any)

Exemption from FATCA reporting

 code (if any)

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), 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.

Sign 
Here

Signature of 

U.S. person Date 

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

Future developments. The IRS has created a page on IRS.gov for information 
about Form W-9, at www.irs.gov/w9. Information about any future developments 
affecting Form W-9 (such as legislation enacted after we release it) will be posted 
on that page.

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, payments made to you in settlement of payment card and third party network 
transactions, 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, and

4. Certify that FATCA code(s) entered on this form (if any) indicating that you are 
exempt from the FATCA reporting, is correct.

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

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

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

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

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

• 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 under section 
1446 on any foreign partners’ share of effectively connected taxable income from 
such business. Further, in certain cases where a Form W-9 has not been received, 
the rules under section 1446 require a partnership to presume that a partner is a 
foreign person, and pay the section 1446 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 section 1446 withholding on your share of partnership income.

Cat. No. 10231X Form W-9 (Rev. 8-2013) 
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STATE OF GEORGIA  PROGRAM VENDOR/CONTRACTOR 

AFFIDAVIT AND AGREEMENT 

 
COMES NOW before me, the undersigned officer duly authorized to administer oaths, the undersigned contractor, who, after 

being duly sworn, states as follows: 

 
By executing this affidavit, the undersigned contractor verifies it’s compliance with O.C.G.A 13-10-91, stating affirmatively that 

the individual, firm or corporation which is engaged in the physical performance of services on behalf of Habersham County has 

registered with, is authorized to use, and uses the federal work authorization program commonly known as E-Verify, or any 

subsequent replacement program, in accordance with the applicable provisions and deadlines established in O.C.G.A. 13-10-91. 

Furthermore, the undersigned contractor will continue to use the federal work authorization program throughout the contract 

period and the undersigned contractor will contract for the physical performance of services in satisfaction of such contract only 

with subcontractors who present an affidavit to the contractor with the information required by O.C.G.A. 13-10-91 (b). 

Contractor hereby attests that its federal work authorization user identification number and date are as follows: 
 

 
 

EEV / Basic Pilot Program User ID Number (E-Verify) 

 
FURTHER AFFIANT SAYETH NOT. 

 
 

BY: Authorized Officer or Agent Signature Contractor Address 
 
 
 

Title of Authorized Officer or Agent of Contractor Above 
 
 

Company / Contractor Name Contractor City, State, Zip Code 
 
 

Date of Contract between Contractor and Habersham County 
 

 
Sworn to and subscribed before me 

 
This day of , 20   

 

 

Notary Public 

 
My commission expires:    

 
 

* Any of the electronic verification of work authorization programs operated by the United States Department of Homeland Security or any equivalent federal work authorization 

program operated by the United States Department of Homeland Security to verify information of newly hired employees, pursuant to the Immigration Reform and Control Act of 

1986 (!RCA), P.L. 99-603. As of the effective date of O.C.G.A. § 13-10-91, the applicable federal work authorization program is the "EEV I Basic Pilot Program" operated by the 

U.S. Citizenship and Immigration Services Bureau of the U.S. Department of Homeland Security in conjunction with the Social Security Administration (SSA). 

Office of County Commissioners 
555 Monroe Street, Unit 20, Clarkesville, GA 30523 

706-839-0200 Fax: 706-839-0219 

www.habershamga.com 
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