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lowa Adult Literacy Leadership Committee 2009-2010

Mission

The mission of the statewide ABE staff development [leadership] committee is “to meet the
professional needs of ABE staff, individually and collectively, which, in turn; will directly and
positively affect the delivery of services.” (lowa Department of Education 1999)

Vision

The literacy rates for lowa’s adult populations will be benchmarked through the National Adult
Literacy Survey (NALS) and the lowa State Adult Literacy Survey (IASALYS);

The concept of distance learning will be an accepted instructional strategy for adult and
continuing education through the use of technology and fiber optics communication (lowa
Communication Network: ICN);

All basic skills instruction, curriculum, assessment strategies and methodologies will be
competency-based and evidence-based;

Learning gains will be measured in terms of student outcomes and specific quantifiable
competencies;

Basic literacy skill certificates will be awarded to adult learners for attainment of
predetermined levels of performance in selected subject areas (i.e. reading, mathematics,
writing and listening);

A total articulation system, utilizing a common data base (TOPSpro), has been developed and
utilized across all agencies and other entities involving students’ learning needs and goals;
The existing community college consortium based delivery system for adult literacy programs
will continue to serve the literacy needs of lowa’s adult target populations;

The GED pass rate for lowa’s GED candidates will be 92%-96% [94% PY09];

All instructional strategies, curriculum, and methodologies will be aligned to content standards;
A community college-based family literacy model will be developed;

The adult literacy program will achieve 90%-100% of negotiated benchmark levels for the
local program providers and the lowa Department of Education. (lowa Department of
Education 2004)

Overview

Peer Support/Orientation Visits: Adult Literacy staff members accompany the state
consultant to other community colleges to observe, learn and give feedback through
prearranged monitoring visits. This includes orientation for new ABE Coordinators.

ABE Institute: A two-day conference with keynote speakers and concurrent sessions for adult
literacy practitioners. lowa adult literacy personnel will present the majority of the small group
sessions.

State and National Conferences: Attendance to the CASAS Summer Institute by State
trainers is critical. Funding for trainers every other year is provided.



- Writing: The lowa Adult Literacy Leadership Committee supports the CASAS Writing
Cadre and lowa’s Certification initiative and encourages activities that benefit adult literacy
staff.

- CAELA and Other Professional Development Activities: The lowa Adult Literacy
Leadership Committee supports professional development for ESL instruction, ABE/GED
instruction and data collection for achievement.

Guidelines for Approval for State Sponsored Staff Development Activities

The listed guidelines are to be followed in approval and reimbursement of state sponsored staff
development activities:

1. Reimbursement requests of the expenditures must be submitted within 30 business days
after the conclusion of the activity. Forms may vary based upon contracts/meeting expense
activities. State guidelines for meals, lodging, and mileage will apply.

2. The lowa Adult Literacy Leadership project will reimburse expenses incurred by CASAS
certified national and state level trainers for expenses incurred for required activities to
maintain or enhance trainer certification requirements.

3. The lowa Adult Literacy Leadership project will reimburse expenses incurred by CAELA
ESL Regional Specialist trainers for expenses incurred for required activities to maintain or
enhance trainer requirements.



Peer Support/Orientation Visits

Adult literacy ABE Coordinators/staff members may accompany the state consultant to other
community colleges to observe, learn and give feedback through prearranged visits. The purpose is
to enhance local adult literacy programming by sharing with peers. The visit may also provide
orientation for new ABE Coordinators.

The visiting college and the host college will both benefit from the exchange. ABE Coordinators
have a chance to learn new skills, develop new professional contacts, and gain knowledge through
an interchange of ideas. It also offers the opportunity to interact with new student populations,
observe varied administrative settings, and experience different programs, educational
philosophies and services.

The visiting coordinator and host coordinator will each submit a report following the site visit to
the lowa Department of Education, and the host community college will receive a written review
from the state consultant and visiting ABE Coordinator (form provided) within 30 days of visit.

Mail to: Phyllis Hinton, Adult Literacy Consultant
Department of Education
Bureau of Community Colleges
Grimes State Office Building
Des Moines, lowa 50319-0146



Report from the Visiting ABE Coordinator

Evaluation by the Visiting College to Department of Education
PY 2009
Due: No later than 30 days following site visit.
1.Describe your activities and observations during the visit. If you need more space, please use the
back side of this paper.
2.Describe your reactions to the exchange experience.
3. Would you participate in a similar exchange program again? Why or why not?
4. Please give any suggestions which would improve the exchange program.

Date of Visit: Site of Visit (Community College)

Report Written By:

Name and Title

Institutional Affiliation

Please complete the requested information and return within 30 days of the visit to:

Phyllis Hinton, Adult Literacy Consultant
Department of Education

Bureau of Community Colleges

Grimes State Office Building

Des Moines, lowa 50319-0146

W: 515-281-4723 or Sandy 515-281-7308
F: 515-281-6544

E: phyllis.hinton@iowa.gov



Report from the Visited College

Please provide a brief but thorough feedback report regarding your recent site visit. Please consider
the following questions when preparing your report:

How did the visit from the state consultant and ABE Coordinator help to support your
program(s)?

- How will the visit help you in future planning?

- What recommendations would you make to other community colleges as they prepare
for a site visit?

- How could the site visits be more helpful or effective?

(Name of your Community College)

Date of Visit:

Name and Community College of Visiting ABE Coordinator:

Feedback Report Written By:

(Name and Title)

Please complete the requested information and return within 30 days of the visit to:

Phyllis Hinton, Adult Literacy Consultant
Department of Education

Bureau of Community Colleges

Grimes State Office Building

Des Moines, lowa 50319-0146

W: 515-281-4723 or Sandy 515-281-7308
F: 515-281-6544

E: phyllis.hinton@iowa.gov



ABE/ADULT LITERACY INSTITUTE

lowa’s adult literacy personnel are invited to participate in the ABE Institute, a unique 2-day
conference held annually in July. Diverse topics are presented as concurrent sessions by lowa adult
literacy staff. In addition, keynote speakers are carefully chosen for their knowledge and
experience in adult learning and education. Between sessions, participants may browse through or
even borrow from among a sample of the lowa Literacy Resource Center collection. Finally, the
institute is a wonderful opportunity to share and exchange ideas with peers from across the state.

Hotel room and conference meals are provided through lowa Adult Literacy Leadership funds.
Dress is casual and participants should be prepared to listen, share, and learn. In addition,
participants will meet new people and come away with new ideas as well as a deeper
understanding of lowa’s adult literacy program.

Adult literacy personnel are encouraged to contribute to the institute. They may share knowledge
and experience with peers by presenting a concurrent session and/or by becoming involved with
the planning of the institute. The quality of the institute depends upon the willingness of adult
literacy personnel to become involved and share talents and gifts with others around the state.

For more information contact

Phyllis Hinton, Adult Literacy Consultant
Department of Education

Bureau of Community Colleges

Grimes State Office Building

Des Moines, lowa 50319-0146

W: 515-281-4723 or Sandy 515-281-7308
F: 515-281-6544

E: phyllis.hinton@iowa.gov.



Use for Reimbursement to the College: Invoice, proof of payment, original signature.

proof of payment:
Check

Copy/Register

Original Signature

Use for Individual Reimbursement: Non-Employee Travel Log, receipts (taped on
white Paper), W-9 on file, original signature.

!

Non-Employee Travel
391.xIsx

Receipts:
(ex., hotel receipt)

6.2 Federal W9
form. pdf

Original Signature




STATE OF IOWA - NON-EMPLOYEE TRAVEL LOG

(Attach supporting documentation to the back of this form)

Document Number Vendor Line

Name and Home Address Official Domicile Purpose of Travel

Normal Job Duties Staff Development
Meeting Required by Federal Government

Training Other (Specify Below)
Conference/Seminar

MEALS LODGING TRANSPORTATION
YEAR TIME TRAVEL STATEVEHICLE

AND OTHER
PERSONAL EXPENSES

MM/ DD LEFT RETURNED FROM TO MILES |RATE| CHARGE |BREAKFAST LUNCH DINNER TOTAL REIMB TOTAL ACTUAL RE\MBTOTALI TOTAL

.39

.39

.39

.39

.39
.39

.39
.39

.39

.39

.39

.39

.39

.39

.39

.39

.39
.39

.39

.39

.39

.39

.39

.39

.39

.39

TOTALS

Transportation And Other Expense Codes must be completed. DOCUMENT TOTAL

ROUTINE USES OF THIS FORM ARE TO FULFILL IRS REQUIREMENTS, IDENTIFY
INDIVIDUAL CLAIMS FOR PUBLIC INSPECTION, PROVIDE THE STATE VEHICLE
DISPATCHER INFORMATION,AND TO PREPARE ANNUAL SALARY BOOK

CLAIMANT'S CERTIFICATION Transportation And Other Expense Codes (REQUIRED ABOVE)

| CERTIFY THAT THE ITEM S FOR WHICH PAYMENT/REIMBURSEMENT IS CLAIM ED WERE FURNISHED A - Air F-Local Phone R - Registration

FOR STATE BUSINESS UNDER THE AUTHORITY OF THE LAW AND THAT THE CHARGES ARE B -Bus/Cab L - Laundry S - Supplies

REASONABLE, PROPER, AND CORRECT, AND NO PART OF THIS CLAIM HAS BEEN REIMBURSED OR D-LD Phone P - Parking T-Tolls

PAID BY THE STATE, EXCEPT ADVANCES SHOWN, AND i UNDERSTAND THE ROUTINE USES OF THIS ]

EQRN Other (Specify)
Commuting Miles Yes Travel Includes Yes K .
Excluded? No Vicinity Miles? No Travel Advance Information (If Applicable)
TITLE Document Number Amount
Vendor Number

CLAIMANT'S SIGNATURE DATE AGENCY AUTHORIZED SIGNATURE

Vendor Inwoice Number

Account Coding Information For I3 Data Entry

Fund| Org | Prog 2423 2427 2450 2469 2499

Total - - - - - - B . . . N N _ -




STATE AND NATIONAL CONFERENCES
lowa’s CASAS state trainers will attend the CASAS Summer Institute every other year to receive

training and remain current with best practices. lowa Adult Literacy Leadership will reimburse
transportation, lodging and meals using the previous forms. (*State rates and regulations apply).
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IOWA ADULT LITERACY LEADERSHIP

Chair

Phyllis Hinton

Adult Literacy Consultant
Department of Education
Bureau of Community Colleges
Grimes State Office Building
Des Moines, lowa 50319-0146
W: 515-281-4723 or

Sandy 515-281-7308

F: 515-281-6544

E: phyllis.hinton@iowa.gov

Recorder

Ruth Hansen
(712) 274-8733 Ext. 3242

11




lowa Adult Literacy Leadership Committee

Area |

Amy Esterhuizen

Northeast lowa Community College
Dubuque Center

700 Main Street

Dubuque, 1A 52001

P: 563-557-8271 x 108

F: 563-557-8353

E: esterhuizena@portal.nicc.edu

Area Il

Jessica Putnam

North lowa Area Community College
500 College Drive

Mason City, lowa 50401

W: (641) 422-4103

F:641-423-1711

E: putnajes@niacc.edu

Area lll

Barb Grandstaff

lowa Lakes Community College
3200 College Drive
Emmetsburg, lowa 50536

W: 712-852-5232

H: 712-852-2152

E: bgrandstaff@ilcc.cc.ia.us

Area IV

Barb Rolston

Northwest lowa Community College
603 W Park Street

Sheldon, 1A 51201

W: 712-324-5066 X 151

E: brolston@nwicc.edu

Cheryl Sandholm

Northwest lowa Community College
603 W Park Street

Sheldon, IA 51201

W: 712-324-4873 X 5240

E: cheryls@villagenorthwest.org

AreaVv

Ann Waynar

lowa Central Comm. College
One Triton Circle

Fort Dodge, IA 50501

W: 515-576-0099, #2319

F: 515-576-5656

E: waynar@iowacentral.edu

12



mailto:cheryls@villagenorthwest.org

Area Vi

Laura Schinnow

lowa Valley Comm. College District
3702 S Center

Marshalltown, IA 50158

@: 641-844-05603

F: 641-752-1692

800-284-4823
Laura.schinnow@iavalley.edu

Area Vil
Sandy Jensen Eunice Riesberg
Hawkeye Comm. College ILRC
844 W 4™ st W: 319-233-1200, 800-772-2023

Waterloo, IA 50704

W: 319-234-5745

F: 319-234-5748

E: sjensen@hawkeyecollege.edu

E: riesberg@neilsa.org

Area IX

Debby Gosnell

Clinton Community College
1000 Lincoln Boulevard
Clinton, 1A 50704

W: 563-244-7187

F: 563-244-1107

E: dgosnell@eicc.edu

Peggy Garrison

Eastern lowa Community College
306 W River Drive

Davenport, IA 52801

E: pgarrison@eicc.edu

Area X

Barbara Curtin

Kirkwood Community College
Lincoln Learning Center

912 18™ Avenue SW

Cedar Rapids, IA 52404

W: 319-887-3646
E:bcurtin@kirkwood.edu

Christine Thompson

Kirkwood Community College
Kirkwood Learning Center

1810 Lower Muscatine

lowa City, IA 52240

W: 319-882-3652

E: christine.thompson@kirkwood.edu
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Area Xl

Nancy Coursen

Des Moines Area Community College
Bldg 19, Room 2

2006 South Ankeny Blvd

Des Moines, 1A 50021

W: 515-287-8723

E: nacoursen@dmacc.edu

Sarah Thao

Des Moines Area Community College
Bldg 19, Room 2

2006 South Ankeny Blvd

Des Moines, 1A 50021

W: 515-287-8702

E: sethao@dmacc.edu

LaShell Staley, IPTV
W: 515-242-3144
E: lashell@iptv.org

Area XII

Ruth Hansen

Western lowa Tech Comm. College
3111 S Olive St

Sioux City, IA 51106-4232

W: 712-274-8733 X 3242

E: ruanhan@aol.com

Area XII1

Terri Amaral

lowa Western Comm. College
Adult Learning Center

300 W Broadway, Suite 12
Council Bluffs, IA 51503

W: 712-325-3267

F: 712-325-3708

E: tamaral@iwcc.edu

Pam Southworth

lowa Western Comm. College
2700 College Road

Council Bluffs, IA 51503

W: 712-325-3441

F. 712-325-3721

E: psouthworth@iwcc.cc.ia.us

Area X1V

Darla Helm

Southwestern Comm. College
1501 W Townline St

Creston, 1A 50801

W: 641-782-1497

H: 641-782-9693

F: 641-782-1334

E: dhelm@swcciowa.edu

14
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Area XV

Raeann Wyngarden

Indian Hills Community College
603 Indian Hills Dr, Bldg 15
Ottumwa, 1A 52501

W: 641-683-5181,

F: 641-683-5263

E: rwyngard@indianhills.edu

Joanna Bartos

22420 Ridge Rd
Blakesburg, IA 52536
W: 641-938-2707

F: 641-682-3557

E: jfbartos@msn.com

Area XVI

Jennifer Crull

Southeastern Community College
127 N Main Street

W: 319-208-532

F: 319-385-7062

Sally Barrett

Southeastern Community College
W: 319-385-8012 X 1933

E: sbarrett@scciowa.edu

Larisa Conner

Southeastern Community College
W: 319-752-2731 X 5244

E: Iconner@secc.cc.ia.us

Mona Engebretson

E: jcrull@scciowa.edu
Southeastern Community College
W:

E: mengebretson@scciowa.edu

Cindy Burnside
H: 20725 Highway J5T
Moravia, I1A 52571
W: 641-895-5902
E: buckcreek@iowatelecom.net

DE: Helene Grossman
400 East 14™ St, Grimes Bldg
Des Moines, IA 50319-0146
W: 515-281-3640
E: helene.grossman@iowa.gov

DE: Amy Vybiral
400 East 14™ St, Grimes Bldg
Des Moines, IA 50319-0146
W: 515-281-4704
E: amy.vybiral@iowa.gov

DE: Phyllis Hinton
400 East 14™ St, Grimes Bldg
Des Moines, IA 50319-0146
W: 515-281-4723
E: phyllis.hinton@iowa.gov
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Key Contact Information — 2009-2010

lowa Literacy Resource Center

Eunice Riesberg

lowa Literacy Resource Center
415 Commercial

Waterloo, |IA 50701

W: 319-233-1200, 800-722-2023
F: 319-233-1964

E: riesberg@neilsa.org

TOPSpro:
Filling out CASAS’ TOPSpro entry, update and test records according to the TOPSpro Data
Dictionary; one-on-one training for TOPSpro record specialists

DE: Amy Vyobiral Other:
400 E 14" St, Grimes Building
Des Moines, IA 50319 Eunice Riesberg, riesberg@neilsa.org

W: 515-281-4704
E: amy.vybiral@iowa.gov

NRS:
National Reporting System information about federal guidelines including filling out federal tables,
end of year reporting and bi-annual training for ABE Coordinators

DE: Amy Vybiral Other:
400 E 14" St, Grimes Building
Des Moines, 1A 50319 Eunice Riesberg, riesberg@neilsa.org

W: 515-281-4704
E: amy.vybiral@iowa.gov

CASAS:
Staff development or questions, including Implementation Training
Cindy Burnside Debby Gosnell
Home: 20787 Highway J5T Clinton Community College
Moravia, 1A 52571 1000 Lincoln Boulevard
W: 641-724-9588 Clinton, 1A 52732-8299
E: jcburns66@yahoo.com W: 563-244-7187

F: 563-244-1107
E: dgosnell@eicc.edu

POWER:
Providing Options for the Workplace, Education and Rehabilitation, POWER is a performance-based
assessment and training system for adults who have developmental disabilities.

Cheryl Sandholm Other:
Village Northwest Unlimited
330 Village Circle Ginny Posey, gposey@casas.org

Sheldon, 1A 51201
W: 712-324-4873 X 5240
E: cheryls@villagenorthwest.org
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ESL:

English as a Second Language including assessment, citizenship and methods of instruction.

Phyllis Hinton, Adult Literacy Consultant
Department of Education

Bureau of Community Colleges

Grimes State Office Building

Des Moines, lowa 50319-0146

W: 515-281-4723

E: phyllis.hinton@iowa.gov

Other: ESL Regional Specialists:

Barbara Oakland (712)732-5371

Gloria DeBower (641) 754-1348

Rita Waggoner (319) 291-6260

Sarah Thao (515) 287-8702

Janice Carlton (402) 681-7878

Julie Elsbecker (712) 346-8482

Sharon Speckhard (563) 557-8271 Ext. 132

Writing Skills:

Many teachers have had instruction in CASAS Functional Writing and
are Certified as Local Examiners. There are 3 State Examiners/Trainers in lowa.

Cindy Burnside

Home: 20787 Highway J5T
Moravia, 1A 52571

W: 641-724-9588

E: jcburns66@yahoo.com

Nancy Coursen
H: 2904 Sylvania Drive
West Des Moines, 1A 50266
W: 515-287-8723
E: nacoursen@dmacc.edu

Joanna Bartos

22420 Ridge Road
Blakesburg, 1A 52536
W: 641-682-3069

H: 641-938-2707

F: 641-682-3557

E: jfbartos@msn.com

Content Standards:
Support in presenting workshops on content standards to teachers.

Phyllis Hinton, Adult Literacy Consultant
Department of Education

Bureau of Community Colleges

Grimes State Office Building

Des Moines, lowa 50319-0146

W: 515-281-4723

E: phyllis.hinton@iowa.gov

17
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ABE Accommodations:

Cheryl Sandholm

Village Northwest Unlimited
330 Village Circle

Sheldon, 1A 51201

W: 712-324-4873 X 5240

E: cheryls@villagenorthwest.org

Kathy Green

2829 Tranquil Court NE
Swisher, 1A 52338

W: 319-588-1557

F: 319-398-2117

E: greenmeyer@msn.com

Policy:
Helene Grossman, helene.grossman@iowa.gov

Records:
Sandy Jones, sandy.jones@iowa.gov

Distance Learning:
Online staff development will be designed including: orientation to ABE, adult learning and
methods.

Helene Grossman

lowa Department of Education
400 E 14" Street, Grimes Building
Des Moines, IA 50319

W: 515-281-3640

E: helene.grossman@iowa.gov

Family Literacy:

Helene Grossman

lowa Department of Education
400 E 14" Street, Grimes Building
Des Moines, IA 50319

W: 515-281-3640

E: helene.grossman@iowa.gov

State Level Staff Development

Phyllis Hinton, Adult Literacy Consultant
Department of Education

Bureau of Community Colleges

Grimes State Office Building

Des Moines, lowa 50319-0146

W: 515-281-4723

E: phyllis.hinton@iowa.gov
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lowa Literacy Council

Chair: Karen Randleman
E: karen.randleman@lib.state.ia.us

Secretary:  LaShell Staley
E: lashell@iptv.org

Dale A Amunson
E: daleaa@butler-bremer.com

Barbara Bobb
E: Barbara.Bobb@iwd.iowa.gov

Mari Culver
E: mari.culver@iowa.gov

Brenda Hampton
E: brenda.hampton@kirkwood.edu

Tony P Harris
E: tony.harris@jbsswift.com

Doug Kapp
E: kapp52@msn.com

Jan Keese
E: jan.keese@ankenyschools.org

Sam Mcllrath
E: mcilrathsamuels@johndeere.com

Anne Murr
E: anne.murr@drake.edu

Vice-Chair:  Robert A Wiederholt
E: wiederholdroberta@john.deere.com

Rondelle Reed
E: rondelle.reed@wellsfargo.com

Eunice Riesberg
E: riesberg@neilsa.org

Carolyn Smith
1000 School, Apt 30, Des Moines, IA 50309
P: 515-280-7750

Tony Timm
E: TonyTimm@questoffice.net

Ann Waynar
E: Waynar@iowacentral.edu

Archie Willard
E: millard@goldfieldaccess.net

Helene Grossman
E: helene.grossman@iowa.gov

Phyllis Hinton
E: phyllis.hinton@iowa.gov

Amy Vybiral
E: amy.vybiral@iowa.gov
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lowa ESL Regional Specialists

Name and Address

Other Address

E-Mail and Phone/Fax

Barbara Oakland
821 Angier Drive
Storm Lake, 1A 50588

lowa Central Comm. College
One Triton Circle
Fort Dodge, IA 50501

E: bloakland@iw.net
P 712-732-5371

Gloria DeBower
2614 Ridge Road
Marshalltown, |A 50158

lowa Valley Comm. College
Continuing Education Center
3702 South Center St
Marshalltown, 1A 50158

E: Gloria.debower@iavalley.edu
P: 641-754-1348

Rita Waggoner
390 Sheridan Road
Waterloo, |A 50701

Hawkeye Comm. College
Success Center, Metro Campus
844 West 4™ Street

Waterloo, 1A 50702

E: mrwaggoner2mchsi.com
P: 319-291-6260

Sarah Thao
P O Box 147
Pleasantville, 1A 50225

DMACC

E: sethao@dmacc.edu
P: 515-287-8702

Janice Carlton
343 North 48" St
Omaha, NE 68132

lowa Western CC

E: Janice.carlton@gmail.com
P: 402-681-7878

Julie Elsbecker lowa Lakes CC E: jelsbecker@iowavlakes.edu
924 E 4™ Street P: 712-346-8482

Spencer, |A 51301

Sharon Speckhard NICC E: speckhas@nicc.edu

7683 Echo Valley Drive
Bellevue, IA 52031

P: 563-557-8271 X 132
PH or F: 888-642-2338 X 132
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W-9
Form

(Rev. November 2005)

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.

Name (as shown on your income tax return)

Business name, if different from above

Individual/

Check appropriate box: D Sole proprietor D Corporation

|:| Partnership |:| Other » ...

D Exempt from backup
withholding

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

Print or type

Requester’s name and address (optional)

City, state, and ZIP code

List account number(s) here (optional)
Phone number

See Specific Instructions on page 2.

E-mail address

mn 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 your social security number (SSN). However, for a resident |
alien, sole proprietor, or disregarded entity, see the Part | 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 chart on page 4 for guidelines on whose

number to enter.

Social security number

I I

Employer identification number

S O O

Part Il Certification

Under penalties of perjury, | certify that:

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

2. | am not subject to backup withholding because: (a) | am exempt from backup withholding, or (b) | have not been notified by the Internal
Revenue Service (IRS) that | 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 | am no longer subject to backup withholding, and

3. lam a U.S. person (including a U.S. resident alien).

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

provide your correct TIN. (See the instructions on page 4.)

Sign Signature of
Here U.S. person >

Date >

Purpose of Form

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

U.S. person. 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.

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

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

For federal tax purposes, you are considered a person if you
are:

® An individual who is a citizen or resident of the United
States,

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

® Any estate (other than a foreign estate) or trust. See
Regulations sections 301.7701-6(a) and 7(a) for additional
information.

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

The person who gives Form W-9 to the partnership for
purposes of establishing its U.S. status and avoiding
withholding on its allocable share of net income from the
partnership conducting a trade or business in the United
States is in the following cases:

® The U.S. owner of a disregarded entity and not the entity,
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® The U.S. grantor or other owner of a grantor trust and not
the trust, and

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

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

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

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

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

2. The treaty article addressing the income.

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

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

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

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

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

What is backup withholding? Persons making certain
payments to you must under certain conditions withhold and
pay to the IRS 28% of such payments (after December 31,
2002). This is called “backup withholding.” Payments that
may be subject to backup withholding include interest,
dividends, broker and barter exchange transactions, rents,
royalties, nonemployee pay, and certain payments from
fishing boat operators. Real estate transactions are not
subject to backup withholding.

You will not be subject to backup withholding on payments
you receive if you give the requester your correct TIN, make
the proper certifications, and report all your taxable interest
and dividends on your tax return.

Payments you receive will be subject to backup
withholding if:

1. You do not furnish your TIN to the requester,

2. You do not certify your TIN when required (see the Part
Il instructions on page 4 for details),

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

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

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

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

Also see Special rules regarding partnerships on page 1.

Penalties

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

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

Criminal penalty for falsifying information. Willfully
falsifying certifications or affirmations may subject you to
criminal penalties including fines and/or imprisonment.

Misuse of TINs. If the requester discloses or uses TINs in
violation of federal law, the requester may be subject to civil
and criminal penalties.

Specific Instructions

Name

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

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

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

Limited liability company (LLC). If you are a single-member
LLC (including a foreign LLC with a domestic owner) that is
disregarded as an entity separate from its owner under
Treasury regulations section 301.7701-3, enter the owner’s
name on the “Name” line. Enter the LLC’s name on the
“Business name” line. Check the appropriate box for your
filing status (sole proprietor, corporation, etc.), then check
the box for “Other” and enter “LLC” in the space provided.

Other entities. Enter your business name as shown on
required federal tax documents on the “Name” line. This
name should match the name shown on the charter or other
legal document creating the entity. You may enter any
business, trade, or DBA name on the “Business name” line.

Note. You are requested to check the appropriate box for
your status (individual/sole proprietor, corporation, etc.).

Exempt From Backup Withholding

If you are exempt, enter your name as described above and
check the appropriate box for your status, then check the
“Exempt from backup withholding” box in the line following
the business name, sign and date the form.
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Generally, individuals (including sole proprietors) are not
exempt from backup withholding. Corporations are exempt
from backup withholding for certain payments, such as
interest and dividends.

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

Exempt payees. Backup withholding is not required on any
payments made to the following payees:

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

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

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

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

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

Other payees that may be exempt from backup
withholding include:

6. A corporation,

7. A foreign central bank of issue,

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

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

10. A real estate investment trust,

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

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

13. A financial institution,

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

15. A trust exempt from tax under section 664 or
described in section 4947.

The chart below shows types of payments that may be
exempt from backup withholding. The chart applies to the
exempt recipients listed above, 1 through 15.

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

for...

Interest and dividend payments All exempt recipients except

for 9

Broker transactions Exempt recipients 1 through 13.
Also, a person registered under
the Investment Advisers Act of
1940 who regularly acts as a

broker

Barter exchange transactions
and patronage dividends

Exempt recipients 1 through 5

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

Generally, exempt recipients
1 through 7

'See Form 1099-MISC, Miscellaneous Income, and its instructions.

2However, the following payments made to a corporation (including gross
proceeds paid to an attorney under section 6045(f), even if the attorney is a
corporation) and reportable on Form 1099-MISC are not exempt from
backup withholding: medical and health care payments, attorneys’ fees; and
payments for services paid by a federal executive agency.

Part I. Taxpayer Identification
Number (TIN)

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

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

If you are a single-owner LLC that is disregarded as an
entity separate from its owner (see Limited liability company
(LLC) on page 2), enter your SSN (or EIN, if you have one). If
the LLC is a corporation, partnership, etc., enter the entity’s
EIN.

Note. See the chart on page 4 for further clarification of
name and TIN combinations.

How to get a TIN. If you do not have a TIN, apply for one
immediately. To apply for an SSN, get Form SS-5,
Application for a Social Security Card, from your local Social
Security Administration office or get this form online at
www.socialsecurity.gov. You may also get this form by
calling 1-800-772-1213. Use Form W-7, Application for IRS
Individual Taxpayer Identification Number, to apply for an
ITIN, or Form SS-4, Application for Employer Identification
Number, to apply for an EIN. You can apply for an EIN online
by accessing the IRS website at www.irs.gov/businesses and
clicking on Employer ID Numbers under Related Topics. You
can get Forms W-7 and SS-4 from the IRS by visiting
www.irs.gov or by calling 1-800-TAX-FORM
(1-800-829-3676).

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

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

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

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

For a joint account, only the person whose TIN is shown in
Part | should sign (when required). Exempt recipients, see
Exempt From Backup Withholding on page 2.

Signature requirements. Complete the certification as
indicated in 1 through 5 below.

1. Interest, dividend, and barter exchange accounts
opened before 1984 and broker accounts considered
active during 1983. You must give your correct TIN, but you
do not have to sign the certification.

2. Interest, dividend, broker, and barter exchange
accounts opened after 1983 and broker accounts
considered inactive during 1983. You must sign the
certification or backup withholding will apply. If you are
subject to backup withholding and you are merely providing
your correct TIN to the requester, you must cross out item 2
in the certification before signing the form.

3. Real estate transactions. You must sign the
certification. You may cross out item 2 of the certification.

4. Other payments. You must give your correct TIN, but
you do not have to sign the certification unless you have
been notified that you have previously given an incorrect TIN.
“Other payments” include payments made in the course of
the requester’s trade or business for rents, royalties, goods
(other than bills for merchandise), medical and health care
services (including payments to corporations), payments to a
nonemployee for services, payments to certain fishing boat
crew members and fishermen, and gross proceeds paid to
attorneys (including payments to corporations).

5. Mortgage interest paid by you, acquisition or
abandonment of secured property, cancellation of debt,
qualified tuition program payments (under section 529),
IRA, Coverdell ESA, Archer MSA or HSA contributions or
distributions, and pension distributions. You must give
your correct TIN, but you do not have to sign the
certification.

What Name and Number To Give the

Requester

For this type of account:

Give name and SSN of:

1. Individual

2. Two or more individuals (joint
account)

3. Custodian account of a minor

(Uniform Gift to Minors Act)

4. a. The usual revocable
savings trust (grantor is
also trustee)

b. So-called trust account
that is not a legal or valid
trust under state law

5. Sole proprietorship or
single-owner LLC

The individual

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

The minor 2

The grantor-trustee '

The actual owner '

The owner 3

For this type of account:

Give name and EIN of:

6. Sole proprietorship or
single-owner LLC

7. A valid trust, estate, or
pension trust

8. Corporate or LLC electing
corporate status on Form
8832

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

10. Partnership or multi-member
LLC

11. A broker or registered
nominee

12. Account with the Department
of Agriculture in the name of
a public entity (such as a
state or local government,
school district, or prison) that
receives agricultural program
payments

The owner
Legal entity *

The corporation

The organization

The partnership
The broker or nominee

The public entity

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

be furnished.

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

3
You must show your individual name and you may also enter your business
or “DBA” name on the second name line. You may use either your SSN or
EIN (if you have one). If you are a sole proprietor, IRS encourages you to

use your SSN.

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

regarding partnerships on page 1.

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

name listed.

Privacy Act Notice

Section 6109 of the Internal Revenue Code requires you to provide your correct TIN to persons who must file information returns
with the IRS to report interest, dividends, and certain other income paid to you, mortgage interest you paid, the acquisition or
abandonment of secured property, cancellation of debt, or contributions you made to an IRA, or Archer MSA or HSA. The IRS
uses the numbers for identification purposes and to help verify the accuracy of your tax return. The IRS may also provide this
information to the Department of Justice for civil and criminal litigation, and to cities, states, the District of Columbia, and U.S.
possessions to carry out their tax laws. We may also disclose this information to other countries under a tax treaty, to federal
and state agencies to enforce federal nontax criminal laws, or to federal law enforcement and intelligence agencies to combat

terrorism.

You must provide your TIN whether or not you are required to file a tax return. Payers must generally withhold 28% of taxable
interest, dividend, and certain other payments to a payee who does not give a TIN to a payer. Certain penalties may also apply.
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