
Please review the checklist below for submitting each required section. Once all forms 
are complete, please return alongside the required documents to the City contact below.

IRS W-9 Form 

Vendor Information Sheet 

Please note that the packet must be typed. Handwritten submissions will not be accepted

City of Chula Vista Business License

Business Name: 

To become a vendor and sell to the City of Chula Vista, we will need to collect 
several forms and information about your business. 

Each section of this packet may not apply to your business, please enter N/A in this case. 

City Contact Name:

City Contact E-mail:

City Contact Phone Number:

California Contractors License, DIR Registration Information, and SAM.Gov

CalPERS Post-Retirement Employment Acknowledgment 

Qualification Packet

Certificate of Insurance



What deliverable is provided to the City?             Goods         Services

The City’s preferred payment method is J.P. Morgan’s Single-Use Accounts (SUA) virtual credit card 

payment program **(see below for SUA benefits), or EFT/ACH.  Please confirm whether your company 

accepts credit card payments for invoices. 

Credit Card: Yes   No If yes, do you charge a credit card processing fee? 

** Benefits of SUA Virtual Credit Card Payment Program 

There are many benefits when accepting SUA payments, including: 

 Net 15 day Payment Terms
 Accelerated payments that will help reduce days sales outstanding (DSO)

 A simplified process that eliminates the cost of processing checks

 The ability to reduce administration expenses, account collections and follow-ups

Enrolling in this initiative can help strengthen our business relationship, and we are strongly committed to

achieving 100% participation from our valued suppliers.

For questions regarding payment options employed by The City, you may contact Niki Kotselas at (619) 407-3571. 

Please scan and email this completed form along with an updated W-9 to the City Representative you are working with.

The City of Chula Vista requires the following information to process payments to vendors

Accounts Receivable Email Address (Generic Preferred):

Email to send Purchase Orders (Generic Preferred):  

Bank ABA # Bank Account #

Bank Name:

Bank Address:

Checking or Savings Account: 

Remittance Address:

Signature: _____________________________ 

Name:         Date:

If your company is new to the City a Vendor Qualification Packet must be returned before a PO can be issued. 

Qualification Packet 

Vendor Information Sheet 
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*To ensure accurate processing of payments via EFT/ACH, a scanned voided 
check is required with the submission of this document

If (SUA)Credit Card is not accepted, the City will make payments through electronic 
funds Transfer (EFT or ACH) and will need the information below:



IRS W-9 

The City is required to obtain a Form W-9 from all vendors. This helps the City comply with 

information return and back-up withholding requirements from the Internal Revenue Service. 

If your company is incorporated, please indicate state of incorporation: 

Ensure to complete and submit using latest W-9 form located at  https://www.irs.gov/forms-
pubs/about-form-w-9. 

City of Chula Vista Business License 

A business license is required in the City of Chula Vista for any person who transacts, engages in, 
or carries on any business within the corporate limits of the city (CVMC 5.02.020). This includes 
all businesses in Chula Vista, Residents working from home, out-of-city businesses and all 
professionals. Chula Vista Municipal Code sections referenced below. 

Chula Vista Municipal Code Section 5.02.020:  It is unlawful for any person, or for any person as 
agent, clerk or employee, either for himself or for any other person, within the corporate limits of 
the City, to transact, engage in, or carry on any business, show, exhibition or game hereinafter 
specified without first having procured a license. 

Chula Vista Municipal Code Section 5.02.030: A separate license shall be obtained for each 
separate business, or each branch establishment or separate place of business in which a 
business, show, exhibition or game is transacted, conducted or carried on, and shall authorize the 
licensee to transact, conduct or carry on only that business, show, exhibition or game described in 
such license. 

If you don’t already have a Chula Vista business license and plan to do business with the City, 
please apply at:  https://www.chulavistaca.gov/departments/finance/businesslicenses. 

Chula Vista Business License #

December 2025 
v004

Qualification Packet

An active business license number and copy of the business license must be provided with vendor packet 

https://www.irs.gov/forms-pubs/about-form-w-9
https://www.irs.gov/forms-pubs/about-form-w-9
https://chulavista.municipal.codes/CVMC/5.02.020
https://chulavista.municipal.codes/CVMC/5.02.030
https://www.chulavistaca.gov/departments/finance/businesslicenses


California Contractors License, 

 DIR Registration, SAM.Gov Information 
The Contractors State License Board protects consumers by regulating the construction industry through 
policies that promote the health, safety, and general welfare of the public in matters relating to 
construction. If DIR registration does not apply to the rendered service, please input “N/A” on this page. 

California Contractor License/s (D49 Landscaping Contractor): 

Under the Labor Code, public work is defined as: Construction, alteration, demolition, installation, 
maintenance, or repair work, done under contract, and paid for in whole or in part out of public funds.  It 
can include preconstruction and post-construction activities related to a public works project. 

All workers employed on public works projects must be paid the prevailing wage determined by the 
Director of the DIR according to the type of work and location of the project. The prevailing wage rates are 
usually, but not always, based on rates specified in collective bargaining agreements. 

Contractor and its subcontractors of every tier are required by the Contract Documents and Labor Code 
sections 1771 and 1774 to pay no less than the prevailing wages ("Prevailing Wage Rates") to persons 
employed by them to provide work under this Agreement. In accordance with the provisions of Section 
1773 of the Labor Code, the City has ascertained the general prevailing wage scales are applicable to the 
work to be done under this Agreement.  

The prevailing wage scales are those determined by the DIR and can be found online 
at https://www.dir.ca.gov/oprl/dprewagedetermination.htm. 

Anyone working on a public works project must be paid prevailing wages as determined by DIR. Projects of 
$30,000 or more must meet DIR's apprenticeship requirements. Failure to comply with public works 
requirements can result in civil penalties, criminal prosecution, or both. 

If Contractor intends to use a craft or classification not shown on the general prevailing wage rates, 
determinations may be required to pay the wage rate of that craft or classification most closely related to 
it as shown in the general wage rates determinations effective at the time of the call for bids. 

DIR License Number: 

The City uses Federal Grant Funding from time to time and is required to verify company’s status through 
the SAM.Gov portal.  

SAM Unique ID Number: 
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Qualification Packet

https://www.dir.ca.gov/oprl/dprewagedetermination.htm
https://sam.gov/content/home


I, __________________________________,  understand and acknowledge that if I am a 
California Public Employees’ Retirement System (CalPERS) retiree, it is my responsibility 
to confirm with CalPERS that becoming a vendor or independent contractor with the City 
of Chula Vista in the capacity stated in this Qualification Packet complies with post-
retirement employment laws pursuant to Public Employees’ Retirement Law (PERL). I also 
understand and acknowledge that examples of the consequences of unlawful post-
retirement employment include termination of my monthly CalPERS retirement 
allowance, reinstatement from retirement, repayment of retirement benefits I have 
already received, and/or payment of retroactive retirement contributions and interest.  

_____________________________________ 
(Vendor / Contractor’s Signature) 

CalPERS Post-Retirement Employment 
Acknowledgment
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Qualification Packet

City of Chula Vista 

Certificate of Insurance Requirements 

Below are Vendor/Service Provider Insurance Requirements, a check-mark will indicate the 
corresponding coverage requirements.  In preparation, click the corresponding coverage name 

(link) to insurance memo that defines the City's requirements.

Contractors including IT Services 

Contractor/Service Provider 

Construction Contracts 

Consultant/Professional Services 

Environmental Contractors and/or Consultants 

Lessees

Suppliers

Use of Unmanned Aerial Vehicle (UAVs)

https://www.chulavistaca.gov/home/showpublisheddocument/6588/635470803529600000
https://www.chulavistaca.gov/home/showpublisheddocument/6584/635470803521300000
https://www.chulavistaca.gov/home/showpublisheddocument/6594/635470803542030000
https://www.chulavistaca.gov/home/showpublisheddocument/6590/635470803533900000
https://www.chulavistaca.gov/home/showpublisheddocument/6592/635470803537630000
https://www.chulavistaca.gov/home/showpublisheddocument/6586/635470803525470000
https://www.chulavistaca.gov/home/showdocument?id=30135&t=638972517882000000
https://www.chulavistaca.gov/home/showdocument?id=30133&t=638972517876800000
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