
Number: AB190025 

Date Issued: March 31, 2019 

Purchasing Contact: Roselle Horodeski 

Phone: (609) 771-2894 

Email: horodesk@tcnj.edu 

Requesting Department: Building Services 

Fiscal Year: 2019 

_______________________________________________ 
Proposals will be due on Thursday, April 25, 2019 at 2 p.m.  

__________________________________________________________ 

Important: This proposal must be received at or before the opening time and date stated 

above. Late proposals will not be accepted.  Return proposal to: 

The College of New Jersey 

Office of Finance & Business Services, Purchasing Dept. 

Administrative Services Building, Room 201 

2000 Pennington Road 

P.O. Box 7718 

Ewing, New Jersey 08628-0718   
609-771-2495

_______________________________________________________________________________________________________________ 

PURPOSE AND INTENT OF PROPOSAL: 

Solicit proposals for a firm to provide summer cleaning service for Eickhoff, New Residence, Phelps 

and Hausdoerffer residence halls at the The College of New Jersey. 

    INSTRUCTIONS TO BIDDERS FOR COMPLETING THIS PROPOSAL 

1. Read the entire proposal, including all terms and conditions and specifications.

2. All prices must be typed or written in ink.  Any corrections, erasures or other forms of alteration to unit and/or total prices must be

initialed by the bidder.

3. THIS PROPOSAL IS TO BE SIGNED BELOW (LINE 18).

4. Proposal prices shall include delivery of all items F.O.B. destination or as otherwise provided.

5. Address all inquiries and correspondence to the buyer at the email, phone or address shown above.

6. All communication during the bidding process shall be directed to the Purchasing department only.

7. All instructions must be followed and signatures must be provided for proposal to be accepted.

MANDATORY TO BE COMPLETED BY VENDOR 

8. Payment discount terms:________________________________________

9. Prices quoted are firm through issuance of contract until the following date________________

10. Your Federal I.D. Number (FEIN):________________________________

11. Company Name:_______________________________________________

12. Vendor telephone number:_______________________________________

13. Vendor fax number: ____________________________________________

14. Print Name:___________________________________________________

15. Email Address:________________________________________________

16. Title:________________________________________________________

17. Date:________________________________________________________

_________________________________________________________________________________________________________ 

18. ORIGINAL SIGNATURE OF BIDDER (MUST BE SIGNED)

Signature of the bidder attests that the bidder has read, understands, and agrees to all terms, conditions, and specifications set forth in the

request for proposal unless otherwise stated in writing and submitted with the proposal.

________________________________________________________________________________________________________

PRE-BID CONFERENCE / ON-SITE INSPECTION IS REQUIRED 



         AB190025 

 

         March 28, 2019 

  

 

Please place the following advertisement in the Legal Section of Classified Advertising.  

Please ensure that the invoice and Affidavit for this advertisement is prepared and 

forwarded to The College of New Jersey, Office of Purchasing, Administrative Services 

Building, Room 201, P.O. Box 7718, Ewing, NJ  08628-0718. 

 

To be published on March 31, 2019.  Contact person regarding placement of ad is Anup 

Kapur (609) 771-2859. 

 

ADVERTISEMENT FOR BIDS 

 

Under the provisions of the State College Contracts Law, Chapter 64 of Title 18-A, The 

College of New Jersey is soliciting proposals for a firm to provide summer cleaning 

service for Eickhoff, New Residence, Phelps and Hausdoerffer residence halls 

(AB190025). 

 

The College will accept sealed bids until 2:00 p.m., April 25, 2019 at the Office of 

Finance & Business Services, The College of New Jersey, 2000 Pennington Road, 

Administrative Services Building, Room 201, Ewing, NJ 08628-0718, at which time the 

proposals will be publicly opened and read.  Copies of the bid documents may be 

obtained via our website (http://bids.pages.tcnj.edu/) 

 

Vendors are required to attend the mandatory pre-bid site inspection scheduled on April 4 

at 10 a.m. in room 203 of the Administrative Services Building, located on the College’s 

Ewing Township, New Jersey campus on route 31 (Pennington Road). 

 

Mandatory language for Advertisement or Solicitation of Bids for Public Contract. 

 

BIDDERS REQUIRED TO COMPLY WITH THE REQUIREMENTS OF P.L. 

1975 (N.J.S.A.  10:5-31 et seq. and N.J.A.C. 17:27) 

 

 

http://bids.pages.tcnj.edu/


 
    

 

        BID PROPOSAL # AB190025 

  

The College of New Jersey 

The Office of Finance & Business Services, Department of Purchasing 

Administrative Services Building, Room 201 

2000 Pennington Road 

P.O. Box 7718 

Ewing, New Jersey 08628-0718 
 

 

1) PURPOSE AND INTENT: 
 

a) The purpose of this Request for Proposal (RFP) is to secure a firm to provide cleaning services for residence halls. 

  

b) The College will award the contract within sixty (60) days from the date of the proposal opening.  The College, pursuant to 

State College Contract Law, reserves the right to reject any and all proposals.  In the event that proposals are rejected, the 

College may elect to re-bid this contract, if it is deemed to be in the best interest of the College. 

 

c) The College retains the right to award contracts to two or more vendors in the event it is determined to be in the best interest 

of the College. 

 

d) The College retains the rights to waive minor informalities or non-material exceptions in a bid in accordance with applicable 

laws.      

 

2) DEFINITIONS:   
 

a) Addendum – Written clarification or revision to this RFP issued by The College of New Jersey Purchasing 

Department. 
  

b) Bidder – An individual or business entity submitting a bid proposal in response to this RFP. 
 

c) The College or College or TCNJ – The College of New Jersey 
 

d) Contract – This RFP, any addendum to this RFP, and the bidder’s proposal submitted in response to this RFP, as 

accepted by the institution. 
 

e) Contractor – The bidder awarded a contract resulting from this RFP. 
 

f) The Institution(s) – Any of higher education institution within the State of New Jersey. 

 

g) May – Denotes that which is permissible but not mandatory. 
 

h) Shall or Must – Denotes that which is a mandatory requirement.  Failure to meet a mandatory requirement may result 

in the rejection of a bid proposal as materially non-responsive. 
 

i) Should – Denotes that which is recommended but not mandatory.  
 

j) State – State of New Jersey 

 

k) Bid – Response submitted by bidder in response to a publicly issued solicitation. 

 

l) RFP or Request for Proposal – Document outlining a scope of work, specifications, etc. inviting potential bidders to 

submit a proposal to provide such products and/or services. 
 

 



3) PROPOSAL/BID PREPARATION AND SUBMISSION 

 

Questions: 

All questions must be submitted in writing via email (horodesk@tcnj.edu) or fax (609-637-5140) to Roselle Horodeski, Finance & 

Business Services, The College of New Jersey, no later than April 10, 2019 by 4 p.m.  

Should any questions be received, an addendum will be posted on the Office of Finance & Business Services website 

(www.tcnj.edu/~budfin/) no later than April 17, 2019.  If an addendum is posted, it MUST be attached to each 

vendors proposal prior to submission. 

 
PRE-BID MEETING AND SITE INSPECTION: Vendors are required to attend the mandatory pre-bid site inspection 

scheduled on April 4, 2019 at 10 a.m. in room 203 of the Administrative Services Building, located on the College’s Ewing 

Township, New Jersey campus on route 31 (Pennington Road). 

 

The purpose of this meeting or inspection is to provide the interested bidder the opportunity to present questions and see the 

institution’s facilities where the services are to be performed. The institutions may not accept a proposal from a bidder that failed 

to attend a mandatory pre-bid meeting or a mandatory site inspection. 

 

Submission: 

Each bidder submitting a proposal will deliver or cause to be delivered the required elements of the proposal package, sealed in 

an envelope and clearly marked as a proposal with its bid number affixed thereto, to: 

 

THE COLLEGE OF NEW JERSEY 

The Office of Finance & Business Services, Department of Purchasing 

Administrative Services Building, Room 201 

2000 Pennington Road 

P.O. Box 7718 

Ewing, New Jersey 08628-0718 

 

Bid Opening:  Thursday, April 25, 2019 at 2:00 p.m. 

 

Signature: 

The cover page of the RFP, with lines 8 through 18 completed, and must be signed by an authorized officer of the bidding firm and 

returned with the proposal.  Failure to comply with this requirement or failure to provide all requested data, price schedules, signatures, 

etc. will result in rejection of the proposal. 

 

Vendors should submit two (2) complete hard copies, one (1) digital copy 

(flash drive) of the proposal. 
 

Addenda: 

All addenda to this RFP will become part of the RFP and part of any contract awarded as a result of this RFP.   

 

Cost Liability: 

The College assumes no responsibility and bears no liability for costs incurred by a bidder in the preparation and 

submittal of a bid proposal in response to this RFP. 

 
Contents of Bid Proposal: 

Subsequent to bid opening, all information submitted by bidders is response to the RFP is considered public information, except 

as may be exempted from public disclosure by the Open Public Records Act, N.J.S.A. 47:1A-1 et seq., and common law. 

 

A bidder may designate specific information as not subject to disclosure when the bidder has a good faith legal/factual basis for 

such assertion.  The institutions reserve the right to make the determination and will advise the bidder accordingly.  The location 

in the bid proposal of any such designation should be clearly stated in a cover letter.  The institutions will not honor any attempt 

by a bidder either to designate its entire bid proposal as proprietary and/or to claim copyright protection for its entire proposal. 

 

By signing this RFP response, the bidder waives any claims of copyright protection set forth within the manufacturer’s price list 

and/or catalogs.  The price lists and/or catalogs must be accessible to the institutions and cooperative purchasing partners and 

thus have to be made public to allow eligible purchasing entities access to the pricing information. 

 

http://www.tcnj.edu/~budfin/


All bid proposals, with the exception of information determined by the institutions or the Court to be proprietary, are available 

for public inspection after the Letter of Intent to Award is issued.  At such time, interested parties can contact The College of 

New Jersey Purchasing Department to inspect bid proposals received in response to this RFP. 

 

Pricing: 

All pricing should be indicated on the cost sheet as provided.  

 

Energy Star energy efficient products:  On April 22, 2006, Governor Jon Corzine signed Executive Order #11 stating that The 

New Jersey State government should assume a leadership role in promoting the efficient use of energy and natural resources in 

the interest of long-term protection and enhancement of our State's natural beauty.  To meet this requirement, vendors, including 

designs by architects and engineers, shall provide pricing for Energy Star energy efficient products when applicable.  For 

products that do not have ENERGY STAR labels, vendors shall follow guidelines established by the New Jersey Clean Energy 

Program and/or requirements set forth in Executive Order #11. 

 

Substitutions 

The bidder may include in their bid substitute materials or equipment or methods in lieu of those specified in the bidding 

documents, but they do so at their own risk.  Any substitution must be equal in type, function and quality to the item required in 

the specifications. 

 

No bidder is allowed to offer more than one price on each item even though he/she may feel that he/she has two or more types or styles 

that will meet specifications.  Bidders must determine for themselves which to offer.  This may be cause for automatic rejection of bid. 

 

Multiple Bids Not Allowed 

No bidder is allowed to submit more than one bid from an individual, firm, partnership, corporation or association under the 

same or different name.  This may be cause for automatic rejection of each bid. 

 

Bid Withdrawal: 

A bidder may request that its bid be withdrawn prior to bid opening.  Such request must be made in writing to The College 

Executive Director of Procurement Services.  If the request is granted, the bidder may submit a revised bid as long as the bid is 

received prior to the announced date and time for bid opening and at the place designated.   Once bids have been opened, the 

bidder runs the risk of forfeiting their bid bond. 

 

Submitted bids shall be valid for at least a period of (60) days to allow for sufficient time for bid evaluation and contract award. 

 

Mandatory Submittals: 

Documents/submissions that must be provided WITH the bid submission: 

 

 Non-Collusion Statement 

 Statement of Ownership Disclosure 

 Macbride Principles 

 Disclosure of Investment in Iran 

 Source Disclosure Certification: For all procurements that are “primarily” for services, the vendors must comply 

with N.J.S.A 52:34-13.2 (also known as Executive Order 129) and file a source disclosure certification with the 

agency. It is the agency’s responsibility to determine if the vendor complies with N.J.S.A. 52:34-13.2. In order to 

be in compliance, all services provided to the College, must be performed within the United States.  

 BID SECURITY AND STATEMENT OF SURETY:  If requested in the RFP, the bidder must provide a bid bond 

and a statement of surety with the bid proposal.   

 THE PUBLIC WORKS CONTRACTOR REGISTRATION ACT CERTIFICATE - If the RFP is for a public 

works project, the Bidder shall submit with the proposal the bidder’s Public Work Contractor Registration Act 

Certificate.  Failure to submit a copy of the certificate may be cause for rejection of the proposal.   

 Vendor Qualifications form 

 

Documents/Submissions that must be provided before contract award: 

 

 BUSINESS REGISTRATION  

  Pursuant to N.J.S.A. 52:32-44, The College of New Jersey (“Contracting Agency”) is prohibited from entering into a 

  contract with an entity unless the bidder/proposer/contractor, and each subcontractor that is required by law to be named in 

  a bid/proposal/contract has a valid Business Registration Certificate on file with the Division of Revenue and Enterprise 

  Services within the Department of the Treasury.  

 



  Prior to contract award or authorization, the contractor shall provide the Contracting Agency with its proof of business 

  registration and that of any named subcontractor(s). 

 

  Subcontractors named in a bid or other proposal shall provide proof of business registration to the bidder, who in turn, shall 

  provide it to the Contracting Agency prior to the time a contract, purchase order, or other contracting document is awarded 

  or authorized.  

 

  During the course of contract performance: 

(1) the contractor shall not enter into a contract with a subcontractor unless the subcontractor first provides the contractor with a 

valid proof of business registration.  

(2) the contractor shall maintain and submit to the Contracting Agency a list of subcontractors and their addresses that may be 

updated from time to time.   

(3) the contractor and any subcontractor providing goods or performing services under the contract, and each of their affiliates, 

shall collect and remit to the Director of the Division of Taxation in the Department of the Treasury, the use tax due 

pursuant to the Sales and Use Tax Act, (N.J.S.A. 54:32B-1 et seq.) on all sales of tangible personal property delivered into 

the State. Any questions in this regard can be directed to the Division of Taxation at (609)292-6400. Form NJ-REG can be 

filed online at http://www.state.nj.us/treasury/revenue/busregcert.shtml. 

 

  Before final payment is made under the contract, the contractor shall submit to the Contracting Agency a complete and 

  accurate list of all subcontractors used and their addresses.    

 

  Pursuant to N.J.S.A. 54:49-4.1, a business organization that fails to provide a copy of a business registration as required, or that 

  provides false business registration information, shall be liable for a penalty of $25 for each day of violation, not to exceed  

  $50,000, for each proof of business registration not properly provided under a contract with a contracting agency. 

 

 AFFIRMATIVE ACTION: The bidder is required to submit a copy of Employee Information or a copy of Federal Letter of 

Approval verifying that the bidder is operating under a federally approved or sanctioned Affirmative Action program.  If 

the bidder has neither document of Affirmative Action evidence, then the bidder must complete the attached Affirmative 

Action Employee Information Report (AA-302).  See the RFP attachment titled Affirmative Action. 

 

 Vendor W-9. 

 

 

 CERTIFICATE OF INSURANCE: The bidder is required to submit proof of liability insurance in accordance with The 

College’s Terms and Conditions.  See attachment titled Terms and Conditions. 

 

 P.L. 2005, Chapter 51 / Executive Order 117 - Contractor Certification and Disclosure of Political Contributions: 

 

o In order for your proposal to be accepted and deemed valid, your company/firm will be required to comply with 

the requirements of Chapter 51 and Executive Order 117.  Enclosed are the requirements of Ch. 51 and EO 117, 

the forms for Certification and Disclosure. The contract that will be generated based on this RFP cannot be 

awarded without approval of the Certification and Disclosure forms by the State of New Jersey, Department of 

Treasury.  

 

 All applicable licenses, certificates, and requirements specified in the scope of work, contract documents and 

specifications. 

 

4) CONTRACTUAL TERMS 
 

a) Contract administration:  The vendor will coordinate all work schedules or deliveries with Patricia Smith at (609) 771-

2083, once the contract is awarded. 

 

b) Term of contract shall commence with the formal date of award. 

 

c) Proposals will include shipping F.O.B. Destination. 

 

d) The College obligation hereunder is contingent upon the availability of appropriated funds from which payment for contract 

purposes can be made. 

 



e) The vendor must comply with the delivery date as specified in the contract.  Failure to comply may result in the termination 

of the contract. 

 

f) All deliveries will be made during regular working hours, 8:30 a.m. to 4:30 p.m. Monday through Friday.  Changes thereto 

must be granted with written approval by the College. 

 

g) The vendor will be responsible for the delivery of products in first-class condition at the point of delivery and in accordance 

with good commercial practices. 

 

h) Order of Precedence:  The contract awarded as a result of this RFP shall consist of this RFP, addendum to this RFP, the 

contractor’s bid proposal and the Notice of Award.  Unless specifically stated in this RFP, the Special Contractual Terms 

and Conditions of the RFP and addenda take precedence over the College’s Standard Terms and Conditions. 

 

i) CONTRACT TRANSITION:  In the event that a new contract has not been awarded prior to the contract expiration date, as 

may be extended herein, it shall be incumbent upon the contractor to continue the contract under the same terms and 

conditions until a new contract can be completely operational.  At no time shall this transition period extend more than 

ninety (90) days beyond the expiration of the contract. 

 

j) If awarded a contract your company/firm will be required to comply with the requirements of P.L. 1975 C.127. (NJAC 

17:27).  

 

k) Record Retention: Pursuant to N.J.A.C. 17:44-2.2, the vendor shall maintain all documentation related to products, 

transactions or services under this contract for a period of five years from the date of final payment.  Such records shall be 

made available to the New Jersey Office of the State Comptroller upon request. 

 

 

 

5) PROPOSAL EVALUATION: 
 

Evaluation committee - Bid proposals may be evaluated by a committee composed of members of the institution Unit/Department 

responsible for managing the service, the institution’s Purchasing Department and other institution employees. 
 

Proposals will be judged including, but not limited to, the following criteria: 

 

a) Experience of the vendor in the commodity being bid. 

 

b) The ability of the vendor to efficiently, accurately, and successfully perform the required services essential to this contract. The 

vendors performance history with regards to these services will be used in the evaluating whether or not to award the contract to that 

vendor. 

 

c) A vendors response to all specification requirements in sufficient detail for the evaluator(s) to analyze the proposal and make sound 

judgments about it. 

 

d) Price.  The College of New Jersey reserves the right to evaluate price(s) and award contracts, based on the present worth analysis 

when it is determined to be in the best interest of the College.  Vendors should submit prices exactly as instructed. The College 

reserves the right to request all vendors to explain the method used to arrive at any or all prices.  The College reserves the right to 

require bidders to provide a schedule of values of their bid price upon request.  If it is discovered that there is an arithmetic disparity 

between the unit price and the total extended price, the unit price shall prevail.  If there is any other ambiguity in the pricing other 

than a disparity between unit price and extended price and the bidder’s intention is not readily discernible from other parts of the bid 

proposal, the Executive Director of Procurement Services may seek clarification from the bidder to ascertain the true intent of the 

bid.  The College reserves the right to waive any technical or formal defects found in the RFP submission. 

 

e) Oral presentation and/or Clarification.  A bidder may be required to give an oral presentation to the institution concerning its bid 

proposal.  The institution may also require a bidder submit written responses to questions regarding the bid proposal.  The purpose of 

such communication with bidder, either through an oral presentation or a letter of clarification, is to provide an opportunity for the 

bidder to clarify its bid.  Original bid proposals submitted, however, cannot be supplemented, changed, or corrected in any way. 

 
 

 



TCNJ Cleaning Specifications  
 

2019 
 

General Work Description: Comprehensive summer cleaning of single rooms/apartments. 

Scope: Comprehensive cleaning (one time) will be required in the following residence hall rooms as 

specified in the building schedule.  .  Please note that the campus has a steam shut down beginning on 

Monday, May 27, 2019 and hot water will not be available until Saturday, June 1, 2019. 

1. New Residence Hall (131 rooms, 255 beds)-double occupancy including bathroom.  Work will 

commence on Saturday, May 25, 2019 and be completed by Monday, June 3, 2019. 

2. Eickhoff Hall (114 rooms, 214 beds) - double occupancy including bathroom. Work will 

commence on Saturday, May 25, 2019 and be completed by Monday, June 3, 2019. 

3. Hausdoerffer Hall (40 apartments, 196 beds) - individual apartment includes multiple bedrooms, 

common living space, bathroom and kitchen.  Work will commence on Tuesday, May 28, 2019 

and completed by Friday, June 14, 2019. 

4. Phelps Hall (40 apartments, 196 beds) – individual apartment includes multiple bedrooms, 

common living space, bathroom and kitchen.  Work will commence on Saturday, July 20, 2019 

and completed by Friday, August 9, 2019. 

Specifications:  

General Specifications:  

 Working days will be Monday – Sunday.  Hours will be 7 am to 7 pm, Monday – Friday.  

Working hours on Saturday and Sunday will be 8 am – 4 pm. 

 Contractor is to supply all materials and must provide a list of cleaning chemicals to be approved 

by the College  

 Contractor is to supply all equipment and usage specifications (specialized equipment).  

 Time frame for completion will be building specific.   Other provisions for completion can be 

arranged before the dates as listed with limits of summer occupancy during the time period 

prior to the dates provided.  

 Prefer a minimum of 3 years commercial experience in an educational setting with references.  

Building: New Residence Hall and Eickhoff 

1. Bathrooms: 

a) Use disinfectant to wipe down all fixtures 
b) Use disinfectant to wipe down showers 
c) Wipe down inside and outside of medicine cabinet 
d) Use grout and tile cleaners to clean floors 
e) Use disinfectant to wipe down walls 
f) Clean vents 
g) Clean glass mirror and surround 
h) Remove and replace shower curtain and hooks (supplied by the College) 
i) Clean towel bar 
j) Wipe down outside of light fixtures and door 



TCNJ Cleaning Specifications  
 

2019 
 

Note: Power washing system preferred for cleaning of tile surfaces and showers.  

2. Bedroom: 

a) Remove and discard loose material within drawers and wardrobe closet 
b) Vacuum carpet and spot treat as required 
c) Rooms with tile, scrub and wax 
d) Remove materials on walls and wipe down 
e) Remove mattress and use mild soapy water to clean frame of bed and mattress 
f) Clean baseboards with approved cleaning agent 
g) Use disinfectant to wipe down furniture including inside of drawers and wardrobe 
h) Wipe down blinds with approved cleaning agent 
i) Clean and disinfect trash and recycling containers 

 

Building: Hausdoerffer and Phelps Halls 

1. Bathrooms: 

a) Use disinfectant to wipe down all fixtures 
b) Use disinfectant to wipe down showers 
c) Wipe down inside and outside of medicine cabinet 
d) Use grout and tile cleaners to clean floors 
e) Use disinfectant to wipe down walls 
f) Clean vents 
g) Clean glass mirror and surround 
k) Remove and replace shower curtain and hooks (supplied by the College) 
h) Clean towel bar 
i) Wipe down outside of light fixtures and door 
Note: Power washing system preferred for cleaning of tile surfaces and showers.  

2. Living spaces (including bedrooms and living room): 

a) Remove and discard loose material within drawers and wardrobe closet 
b) Vacuum carpet, treat spots, and extract.  Preferred use of Cimex machine, utilizing 

encapsulates 
c) Remove materials on walls and wipe down 
d) Remove mattress and use mild soapy water to clean frame of bed and mattress 
e) Vacuum under all beds, wardrobes, chests, and desks 
f) Clean baseboards with approved cleaning agent 
g) Use disinfectant to wipe down furniture including inside of drawers and wardrobe 
h) Wipe down blinds with approved cleaning agent 
i) Vacuum all vents 
j) Clean and disinfect trash and recycling containers 

 

 

3. Kitchen:  



TCNJ Cleaning Specifications  
 

2019 
 

a) Remove all loose items from cabinet and refrigerators and discard 
b) Use disinfectant to wipe down all appliances, countertops and cabinets 
c) Use disinfectant to clean sink and fixtures  
d) Use appropriate cleaning agents to clean inside of stove, refrigerator and microwave 
e) Scrub and wax floor, including under the refrigerator 
f) Wipe down walls within kitchen area 
a) Clean vents and lighting fixtures 

The drawings attached are not to scale and is for illustrative purpose only. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



TCNJ Cleaning Specifications 

2019 

2019 Summer Cleaning 

Cost Sheet 

Bid price for priority one: ____________________________ (New Residence Hall) 

(New Residence Hall (131 rooms, 255 beds)-double occupancy including bathroom) 

Bid price for priority two: ____________________________ (Eickhoff Hall) 

(Eickhoff Hall (114 rooms, 214 beds)- double occupancy including bathroom) 

Bid price for priority three:  ___________________________ (Hausdoerffer) 

(Hausdoerffer Hall (40 apartments, 196 beds) - individual apartment includes multiple bedrooms, 

common living space, bathroom and kitchen 

Bid price for priority four: ____________________________ (Phelps Hall)* 

(Phelps Hall (40 apartments, 196 beds) – individual apartment includes multiple bedrooms, common 

living space, bathroom and kitchen 

Total bid price: _____________________________________ 

(Project will be awarded in total or if funding is not enough, it will be awarded in order by priority) 

*Unit pricing: Please provide unit cost per apartment with a minimum order of 2 apartments 

 Unit Price: ___________ per Phelps/Hausdoerffer apartment 

All shipping and handling charges must be included in the total cost.  The College is F.O.B. Destination 

and Tax Exempt. 

Please provide Year 2 and Year 3 pricing for the following: 

New Residence Hall: 2020 $_________________  2021 $______________________ 

Eickhoff Hall: 2020 $__________________ 2021 $______________________ 

Hausdoerffer: 2020 $__________________ 2021 $______________________ 

Phelps Hall: 2020 $__________________ 2021 $______________________ 



TCNJ Cleaning Specifications  
 

2019 
 

The College of New Jersey reserves the privilege to contract with multiple vendors if it determines 

that it is in the best interest of the College. Vendor proposal will not be disqualified if pricing is not 

provided for all residence halls. 

Will pricing be extended to other NJ State Colleges and Universities?               (     ) Yes          (     ) No 

Price quotes are firm through issuance of contract until the following date: _________________  

Company Name: ______________________________ 

Bidder’s Signature: ______________________________  











  

 

 
              

    
    
    
    

              
               
GOODS, PROFESSIONAL SERVICES AND GENERAL SERVICE CONTRACTS  

 
 
 

During the performance of this contract, the contractor agrees as follows: 
 
    The contractor or subcontractor, where applicable, will not discriminate against any employee or applicant 
for employment because of age, race, creed, color, national origin, ancestry, marital status, affectional or sex-
ual orientation, gender identity or expression, disability, nationality or sex. Except with respect to affectional 
or sexual orientation and gender identity or expression, the contractor will ensure that equal employment op-
portunity is afforded to such applicants in recruitment and employment, and that employees are treated during 
employment, without regard to their age, race, creed, color, national origin, ancestry, marital status, affectional 
or sexual orientation, gender identity or expression, disability, nationality or sex. Such equal employment op-
portunity shall include, but not limited to the following: employment, upgrading, demotion, or transfer; re-
cruitment or recruitment advertising; layoff or termination; rates of pay or other forms of compensation; and 
selection for training, including apprenticeship. The contractor agrees to post in conspicuous places, available 
to employees and applicants for employment, notices to be provided by the Public Agency Compliance Offi-
cer setting forth provisions of this nondiscrimination clause. 
 
    The contractor or subcontractor, where applicable will, in all solicitations or advertisements for employees 
placed by or on behalf of the contractor, state that all qualified applicants will receive consideration for em-
ployment without regard to age, race, creed, color, national origin, ancestry, marital status, affectional or sex-
ual orientation, gender identity or expression, disability, nationality  or sex. 
 
    The contractor or subcontractor, where applicable, will send to  each labor union or representative or work-
ers with which it has a collective bargaining agreement or other contract or understanding, a notice, to be pro-
vided by the agency contracting officer advising the labor union or workers’ representative of the contractor's 
commitments under this act and shall post copies of the notice in conspicuous places available to employees 
and applicants for employment. 
 
    The contractor or subcontractor where applicable, agrees to comply with any regulations promulgated by 
the Treasurer pursuant to N.J.S.A. 10:5-31 et seq. as amended and supplemented from time to time and the 
Americans with Disabilities Act. 
 
    The contractor or subcontractor agrees to make good faith efforts to afford equal employment opportunities 
to minority and women workers consistent with Good faith efforts to meet targeted county employment goals 
established in accordance with N.J.A.C. 17:27-5.2, or Good faith efforts to meet targeted county employment 
goals determined by the Division, pursuant to N.J.A.C. 17:27-5.2. 
 
 

 

AA302

MANDATORY EQUAL EMPLOYMENT OPPORTUNITY LANGUAGE 
N.J.S.A. 10:5-31 et seq.,  N.J.A.C. 17:27 



  

 

 
The contractor or subcontractor agrees to inform in writing its appropriate recruitment agencies including, but 
not limited to, employment agencies, placement bureaus, colleges, universities, labor unions, that it does not 
discriminate on the basis of age, creed, color, national origin, ancestry, marital status, affectional or sexual ori-
entation, gender identity or expression, disability, nationality  or sex, and that it will discontinue the use of any 
recruitment agency which engages in direct or indirect discriminatory practices. 
 
The contractor or subcontractor agrees to revise any of its testing procedures, if necessary, to assure that all 
personal testing conforms with the principles of job-related testing, as established by the statutes and court de-
cisions of the State of New Jersey and as established by applicable Federal law and applicable Federal court 
decisions. 
 
In conforming with the targeted employment goals, the contractor or subcontractor agrees to review all proce-
dures relating to transfer, upgrading, downgrading and layoff to ensure that all such actions are taken without 
regard to age, creed, color, national origin, ancestry, marital status, affectional or sexual orientation, gender 
identity or expression, disability, nationality or sex, consistent with the statutes and court decisions of the State 
of New Jersey, and applicable Federal law and applicable Federal court decisions. 
 
The contractor shall submit to the public agency, after notification of award but prior to execution of a goods 
and services contract, one of the following three documents: 
 
 Letter of Federal Affirmative Action Plan Approval 
 Certificate of Employee Information Report 
 Employee Information Report Form AA302 
 
The contractor and its subcontractor shall furnish such reports or other documents to the Division of Public 
Contracts Equal Employment Opportunity Compliance as may be requested by the Division from time to time 
in order to carry out the purposes of these regulations, and public agencies shall furnish such information as 
may be requested by the Division of Public Contracts Equal Employment Opportunity Compliance for 
conducting a compliance investigation pursuant to Subchapter 10 of the Administrative Code at 
N.J.A.C.17:27. 
 
 
IF AWARDED A CONTRACT YOUR COMPANY/FIRM WILL BE REQUIRED TO COMPLY WITH
THE AFFIRMATIVE ACTION REQUIREMENTS LISTED ABOVE.
 
 
Firm Name:____________________________________________________________________
 
Signature:______________________________________________________________________
 
Title:__________________________________________________________________________ 
 
Date:__________________________________________________________________________ 

 

 

 

 

 

 



 
 

STATEMENT OF OWNERSHIP DISCLOSURE 

N.J.S.A. 52:25-24.2 (P.L. 1977, c.33, as amended by P.L. 2016, c.43) 
 

This statement shall be completed, certified to, and included with all bid and proposal submissions.  Failure to 

submit the required information is cause for automatic rejection of the bid or proposal. 

 

Name of Organization:_________________________________________________________________ 
 
Organization Address:_________________________________________________________________ 
 

Part I  Check the box that represents the type of business organization: 

Sole Proprietorship (skip Parts II and III, execute certification in Part IV) 

Non-Profit Corporation (skip Parts II and III, execute certification in Part IV) 

For-Profit Corporation (any type)   Limited Liability Company (LLC)   

Partnership Limited Partnership Limited Liability Partnership (LLP) 

Other (be specific): ______________________________________________ 

 

Part II 
 

The list below contains the names and addresses of all stockholders in the corporation who 

own 10 percent or more of its stock, of any class, or of all individual partners in the partnership 
who own a 10 percent or greater interest therein, or of all members in the limited liability 
company who own a 10 percent or greater interest therein, as the case may be. (COMPLETE 
THE LIST BELOW IN THIS SECTION) 

  
     OR 

No one stockholder in the corporation owns 10 percent or more of its stock, of any class, or no 

individual partner in the partnership owns a 10 percent or greater interest therein, or no 
member in the limited liability company owns a 10 percent or greater interest therein, as the 
case may be.  (SKIP TO PART IV) 

 

(Please attach additional sheets if more space is needed): 

  

Name of Individual or Business Entity Home Address (for Individuals) or Business Address 

  

  

  



  

 

 

Part III  DISCLOSURE OF 10% OR GREATER OWNERSHIP IN THE STOCKHOLDERS, PARTNERS 

OR LLC MEMBERS LISTED IN PART II 
 

If a bidder has a direct or indirect parent entity which is publicly traded, and any person holds a 10 
percent or greater beneficial interest in the publicly traded parent entity as of the last annual 
federal Security and Exchange Commission (SEC) or foreign equivalent filing, ownership disclosure 
can be met by providing links to the website(s) containing the last annual filing(s) with the federal 
Securities and Exchange Commission (or foreign equivalent) that contain the name and address of each 
person holding a 10% or greater beneficial interest in the publicly traded parent entity, along with the 
relevant page numbers of the filing(s) that contain the information on each such person.  Attach 
additional sheets if more space is needed. 
 

Website (URL) containing the last annual SEC (or foreign equivalent) filing Page #’s 
  

  

  
 

Please list the names and addresses of each stockholder, partner or member owning a 10 percent or 
greater interest in any corresponding corporation, partnership and/or limited liability company (LLC) listed 
in Part II other than for any publicly traded parent entities referenced above.  The disclosure shall be 
continued until names and addresses of every noncorporate stockholder, and individual partner, and 
member exceeding the 10 percent ownership criteria established pursuant to N.J.S.A. 52:25-24.2 has 
been listed. Attach additional sheets if more space is needed. 
 

Stockholder/Partner/Member and 
Corresponding Entity Listed in Part II  

Home Address (for Individuals) or Business Address 

  

  

  

 
 

Part  IV    Certification 
 

I, being duly sworn upon my oath, hereby represent that the foregoing information and any attachments thereto to the best of 
my knowledge are true and complete. I acknowledge: that I am authorized to execute this certification on behalf of the 
bidder/proposer; that the The College of New Jersey is relying on the information contained herein and that I am under a 
continuing obligation from the date of this certification through the completion of any contracts with The College of New 
Jersey to notify the The College of New Jersey in writing of any changes to the information contained herein; that I am 
aware that it is a criminal offense to make a false statement or misrepresentation in this certification, and if I do so, I am 
subject to criminal prosecution under the law and that it will constitute a material breach of my agreement(s) with the, 
permitting the The College of New Jersey to declare any contract(s) resulting from this certification void and unenforceable. 
 
 

Full Name (Print):  Title:  

Signature:   Date:  

 



 

 
 
 
 
 

NON-COLLUSION STATEMENT 
 

Date:   
 

 
The College of New Jersey 

The Office of Finance & Business Services, Purchasing Department 

Administrative Services Building, Room 201 

P.O. Box 7718 

Ewing, New Jersey 08628-0718 
 

 
 

To Whom It May Concern: 
 

This is to certify that the undersigned bidder as 

not, either directly or indirectly, entered into any agreement, participated in any 

collusion, or otherwise taken any action in restraint of free competitive bidding in 

connection  with  the  proposal  submitted  to  The  College  of  New  Jersey  on 

the                            day of                          , 20         . 
 

 
 
 

Signature:                                                                                                               
 

 
 
 

Corporate Seal: 
 

 
 

Attest by:    
 

 
Sworn to and subscribed before me this  day of    , 20  . 

 
My commission Expires:   

 

 
 
 

Notary Public 
 
 
 
 
 

 
THIS STATEMENT  MUST BE COMPLETED AND SIGNED 

















SOURCE DISCLOSURE CERTIFICATION FORM 
 

Contractor: _____________________________     Waiver Number: _______________________________ 
 
I hereby certify and say: 
 
I have personal knowledge of the facts set forth herein and am authorized to make this Certification on behalf of 
the Contractor. 
 
The Contractor submits this Certification in response to the referenced contract issued by the Division of 
Purchase and Property, Department of the Treasury, State of New Jersey (the “Division”), in accordance with the 
requirements of N.J.S.A. 52:34-13.2. 
 
Instructions: 
List every location where services will be performed by the Contractor and all Subcontractors. 
If any of the services cannot be performed within the United States, the Contractor shall state, with specificity the 
reasons why the services cannot be so performed.  Attach additional pages if necessary. 

 
Contractor and/or 

Subcontractor  Description of Services  Performance Location[s] 
by  COUNTRY 

Reasons why services 
cannot be performed in USA 

 
 
 
 
 
 
 
 
 
 
Any changes to the information set forth in this Certification during the term of any contract awarded under the 
referenced solicitation or extension thereof will be immediately reported by the Contractor to the Director, Division of 
Purchase and Property (the “Director”). 
 
The Director shall determine whether sufficient justification has been provided by the Contractor to form the basis 
of his certification that the services cannot be performed in the United States and whether to seek the approval of 
the Treasurer.   
 
I understand that, after award of a contract to the Contractor, it is determined that the Contractor has shifted 
services declared above to be provided within the United States to sources outside the United States, prior to a 
written determination by the Director that extraordinary circumstances require the shift of services or that the 
failure to shift the services would result in economic hardship to the State of New Jersey, the Contractor shall be 
deemed in breach of contract, which contract will be subject to termination for cause pursuant to Section 3.5b.1 of 
the Standard Terms and Conditions. 
 
I further understand that this Certification is submitted on behalf of the Contractor in order to induce the Division to 
accept a bid proposal, with knowledge that the Division is relying upon the truth of the statements contained 
herein. 
 

 
I certify that, to the best of my knowledge and belief, the foregoing statements by me are true.  I am aware that if 
any of the statements are willfully false, I am subject to punishment. 
 
Contractor:___________________________________________________ 
   [Name of Organization or Entity] 
 
By:_____________________________________  Title: _______________________________ 
 
Print Name:______________________________  Date:_______________________________ 

     "N.J.S.A. 52:34-13.2 CERTIFICATION"
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MACBRIDE PRINCIPLES FORM

BIDDER'S REQUIREMENT: TO PROVIDE A CERTIFICATION  
IN COMPLIANCE WITH MACBRIDE PRINCIPLES 

AND NORTHERN IRELAND ACT OF 1989  

Pursuant to Public Law 1995, c. 134, a responsible bidder selected, after public bidding, by the Director of the 
Division of Purchase and Property, pursuant to N.J.S.A. 52:34-12, or the Director of the Division of Building and 
Construction, pursuant to N.J.S.A. 52:32-2, must complete the certification below by checking one of the two 
representations listed and signing where indicated.  If a bidder who would otherwise be awarded a purchase, contract or  
agreement does not complete the certification, then the Directors may determine, in accordance with applicable law and  
rules, that it is in the best interest of the State to award the purchase, contract or agreement to another bidder who has 
completed the certification and has submitted a bid within five (5) percent of the most advantageous bid.  If the Directors  
find contractors to be in violation of the principles which are the subject of this law, they shall take such action as may be  
appropriate and provided by law, rule or contract, including but not limited to, imposing sanctions, seeking compliance, 
recovering damages, declaring the party in default and seeking debarment or suspension of the party. 

I certify, pursuant to N.J.S.A. 52:34-12.2 that the entity for which I am authorized to bid: 

____    has no ongoing business activities in Northern Ireland and does not maintain a physical presence therein through the 
operation of offices, plants, factories, or similar facilities, either directly or indirectly, through intermediaries,  
subsidiaries or affiliated companies over which it maintains effective control; or 

____    will take lawful steps in good faith to conduct any business operations it has in Northern Ireland in accordance with 
the MacBride principles of nondiscrimination in employment as set forth in N.J.S.A. 52:18A-89.5 and in 
conformance with the United Kingdom's Fair Employment (Northern Ireland) Act of 1989, and permit independent  
monitoring of their compliance with those principles. 

I certify that the foregoing statements made by me are true.  I am aware that if any of the foregoing statements made 
by me are willfully false, I am subject to punishment. 

PB-MP.1 R10/2011

Signature:

Print Name:

Firm Name:

Date:

Title:



DPP Standard Forms Packet 6/2012

State of New Jersey 
  

DISCLOSURE OF INVESTMENT ACTIVITIES IN IRAN

Solicitation Number: Bidder/Offeror:

Pursuant to Public Law 2012, c. 25, any person or entity that submits a bid or proposal or otherwise proposes to enter into or 
renew a contract must complete the certification below to attest, under penalty of perjury, that the person or entity, or one of 
the person or entity's parents, subsidiaries, or affiliates, is not identified on a list created and maintained by the Department of 
the Treasury as a person or entity engaging in investment activities in Iran. If the Director finds a person or entity to be in 
violation of the principles which are the subject of this law, s/he shall take action as may be appropriate and provided by law, 
rule or contract, including but not limited to, imposing sanctions, seeking compliance, recovering damages, declaring the 
party in default and seeking debarment or suspension of the person or entity.

I certify, pursuant to Public Law 2012, c. 25, that the person or entity listed above for which I am authorized to bid/renew:
is not providing goods or services of $20,000,000 or more in the energy sector of Iran, including a person or entity that 
provides oil or liquefied natural gas tankers, or products used to construct or maintain pipelines used to transport oil or 
liquefied natural gas, for the energy sector of Iran, AND

is not a financial institution that extends $20,000,000 or more in credit to another person or entity, for 45 days or more, 
if that person or entity will use the credit to provide goods or services in the energy sector in Iran.

In the event that a person or entity is unable to make the above certification because it or one of its parents, 
subsidiaries, or affiliates has engaged in the above-referenced activities, a detailed, accurate and precise 
description of the activities must be provided in part 2 below to the Division of Purchase and Property under penalty 
of perjury. Failure to provide such will result in the proposal being rendered as non-responsive and appropriate 
penalties, fines and/or sanctions will be assessed as provided by law.

PART 2: PLEASE PROVIDE FURTHER INFORMATION RELATED TO INVESTMENT ACTIVITIES IN IRAN 
You must provide a detailed, accurate and precise description of the activities of the bidding person/entity, or one of its parents, 

subsidiaries or affiliates, engaging in the investment activities in Iran outlined above by completing the boxes below. 
  

EACH BOX WILL PROMPT YOU TO PROVIDE INFORMATION RELATIVE TO THE ABOVE QUESTIONS. PLEASE PROVIDE 
THOROUGH  ANSWERS TO EACH QUESTION. IF YOU NEED TO MAKE ADDITIONAL ENTRIES, PLEASE ADD AN ADDITIONAL 

SHEET.

Name

Description of Activities

Relationship to Bidder/Offeror

Duration of Engagement Anticipated Cessation Date

Bidder/Offeror Contact Name Contact Phone Number

Certification: I, being duly sworn upon my oath, hereby represent and state that the foregoing information and any attachments thereto to the 
best of my knowledge are true and complete. I attest that I am authorized to execute this certification on behalf of the above- referenced 
person or entity. I acknowledge that the State of New Jersey is relying on the information contained herein and thereby acknowl edge that I 
am under a continuing obligation from the date of this certification through the completion of any contracts with the State to notify the State 
in writing of any changes to the answers of information contained herein. I acknowledge that I am aware that it is a criminal o ffense to make a 
false statement or misrepresentation in this certification, and if I do so, I recognize that I am subject to criminal prosecuti on under the law 
and that it will also constitute a material breach of my agreement(s) with the State of New Jersey and that the State at its op tion may declare 
any contract(s) resulting from this certification void and unenforceable.

Full Name (Print): Signature:

Title: Date:



 
 

VENDOR QUALIFICATION SHEETS 
 

Vendors are requested to submit evidence of qualifications to meet all requirements as required by the 

Office of Finance & Business Services at The College of New Jersey by providing the information listed 

below. 

 
If this information is being requested as part of an RFP or RFQ, vendors may be requested to furnish additional 

information for clarification purposes. This will in no way change the vendor's original proposal. 

 
TO BE COMPLETED BY VENDOR 

 
1. Please list the types of commodities that your company can provide. 

 
A. 

B. 

C. 
 

2. The number of years your firm has been providing these services.    Year(s) 

 

3. Location of vendor's office that will be responsible for managing contract/service: 

 
Name:    

 

Telephone:    Fax:   

 

Email Address:    
 

Street Address:    
 

City/State/Zip:    
 

Federal Identification Number:    
 

4. Address where all purchase orders and payment are to be mailed by users of any contract(s) resulting from 

this proposal (if different from above). 

 
Purchase Orders: 

 
Firm Name:    

 

Street Address:    
 

City/State/Zip:    
 
 

Remittances: 

 
Firm Name:    

 

Street Address:    
 

City/State/Zip:    



 

VENDOR QUALIFICATIONS- continued 
 

5. Name of insurance company: 

 
Street Address:    

 

City/State/Zip:    
 

Types of Insurance:    
 

6. Name of individual to contact for sales/services information: 

 
Name:    

 

Telephone:    
 

Email Address:    
 

Street Address:    
 

City/State/Zip:    
 

7. List the names and titles of personnel who will service this contract: 
 
 
 
 
 
 
 

 
 
8. 

 
 

Is your firm registered with the Secretary of State of New Jersey? 

 
 

Yes   No   

 

9. 
 

Is your firm incorporated? 
 

Yes   No   

 

A) In What State?    
 

10.  Is your firm considered a small business in the State of New Jersey? If yes, please attach a certificate or 

certification statement from the New Jersey Commerce and Economic Growth Commission.  If no 

and  you  would  like  to  register,  please  contact  the  New  Jersey  Commerce  and  Economic  Growth 

Commission at 609-777-0885. 

 
Small Business: Yes   No   

 

A) What category does your firm fall under? 

 
Gross Revenues do not exceed $500,000 

 

Gross Revenues do not exceed $5 million 
 

Gross Revenues do not exceed $12 million 



Under Executive Order 34, TCNJ is responsible for soliciting demographic information from its vendors. 

TCNJ is required to seek the following information from each firm under contract with us: 

 
1.  Is more than fifty percent (50%) of your company minority owned? (circle one) YES NO 

(African-American, Hispanic, Asian, and/or Native American) 

 
2.  Is more than fifty percent (50%) of your company woman owned? (circle one) YES NO 

 
3. What is the ethnicity of the owner of your company:  (check applicable according to 51% ownership) 

 

�  Asian American 

�  Multiple Ethnicities 

�  Non-Minority 

�   Hispanic American 

�   African American 

�   Caucasian American Female 

�   Native American 

�   Unspecified 

 
TCNJ is required to solicit the foregoing information. Your response, however, is strictly voluntary. 

Please be advised that any contracting decisions made by TCNJ will not be influenced in any way by your 

decision to provide the above information. 

 
EXECUTIVE ORDER #34: MINORITY AND WOMEN BUSINESS ENTERPRISES 

 
On September 15, 2006, Governor Corzine signed Executive Order 34 establishing a Division of Minority 

and Women Business Development.  The Division is charged with administering and monitoring policies, 

practices, and programs to ensure that New Jersey owned minority and women business enterprises 

(MWBE) are afforded an equal opportunity to participate in New Jersey’s purchasing and procurement 

processes. 

 
State entities are required to report to the Division the ethnic and gender composition of the vendors with 

which we do business. 

 
VENDOR QUALIFICATIONS- 

 
11.  Please provide a list of former or present clients. Also, indicate the name of a contact person and telephone 

number for reference purposes. Any personnel from The College of New Jersey listed as a reference 

will not be considered a valid reference. 

 
A. Client Name: 

Contact Name: 

Telephone Number: 

Fax Number: 

Email Address: 
 
 

 
B. Client Name: 

Contact Name: 



Telephone Number: 

Fax Number: 

Email Address: 
 
 

C. Client Name: 

Contact Name: 

Telephone Number: 

Fax Number: 

Email Address: 
 
 

D. Client Name: 

Contact Name: 

Telephone Number: 

Fax Number: 

Email Address: 



VENDOR QUALIFICATIONS- continued 
 

12. Please answer the following questions related to your prior experience: 
 

a.  Has the bidder been found, though either court adjudication, arbitration, mediation, or 

other contractually stipulated alternate dispute resolution mechanism, to have: failed to 

provide or perform goods or services; or failed to complete the contract in a timely manner; 

or otherwise performed unsatisfactorily under a prior contract with the contracting unit?  If 

yes, attach summary of details on a separate sheet. 
 

Yes_   No   

 
b.   Has the bidder defaulted on a contract, thereby requiring the local unit to utilize the services 

of another contractor to provide the goods or perform the services or to correct or 

complete the contract?  If yes, attach summary of details on a separate sheet. 
 

 

Yes_   No   

 

 

c. Has the bidder defaulted on a contract, thereby requiring the local unit to look to the 

bidder’s surety for completion of the contract or tender of the costs of completion?  If yes, 

attach summary of details on a separate sheet. 
 

 

Yes_   No   

 

 

d.   Has the bidder been debarred or suspended from contracting with any of the agencies or 

departments of the executive branch of the State of New Jersey at the time of contract 

award, whether or not the action was based on experience with the contracting unit.  If yes, 

attach summary of details on a separate sheet. 
 

 

Yes_   No   

 

 
 
 

Firm Name:   
 

 
 
 

Signature:   
 

 
 
 

Title:   
 

 
 
 

Date:   



INSTRUCTIONS FOR COMPLETING THE 
EMPLOYEE INFORMATION REPORT (FORM AA302) 

 
IMPORTANT: READ THE FOLLOWING INSTRUCTIONS CAREFULLY BEFORE COMPLETING THE FORM. 
PRINT OR TYPE ALL INFORMATION. FAILURE TO PROPERLY COMPLETE THE ENTIRE FORM AND TO 
SUBMIT THE REQUIRED $150.00 NON-REFUNDABLE FEE MAY DELAY ISSUANCE OF YOUR CERTIFICATE. IF 
YOU HAVE A CURRENT CERTIFICATE OF EMPLOYEE INFORMATION REPORT, DO NOT COMPLETE THIS 
FORM UNLESS YOUR ARE RENEWING A CERTIFICATE THAT IS DUE FOR EXPIRATION. DO NOT COMPLETE 
THIS FORM FOR CONSTRUCTION CONTRACT AWARDS. 

 
ITEM 1 - Enter the Federal Identification Number assigned by 
the Internal Revenue Service, or if a Federal Employer 
Identification Number has been applied for, or if  your 
business is such that you have not or will not receive a 
Federal Employer Identification Number, enter the Social 
Security Number of the owner or of one partner, in the case 
of a partnership. 
 
ITEM 2 - Check the box appropriate to your TYPE OF 
BUSINESS. If you are engaged in more than one type of 
business check the predominate one. If you are a 
manufacturer deriving more than 50% of your receipts from 
your own retail outlets, check “Retail”. 
 
ITEM 3 - Enter the total “number” of employees in the entire 
company, including part-time employees. This number shall 
include all facilities in the entire firm or corporation. 
 
ITEM 4 - Enter the name by which the company is identified. 
If there is more than one company name, enter the 
predominate one. 
 
ITEM 5 - Enter the physical location of the company. Include 
City, County, State and Zip Code. 
 
ITEM 6 - Enter the name of any parent or affiliated company 
including the City, County, State and Zip Code. If there is 
none, so indicate by entering “None” or N/A. 
 
ITEM 7 - Check the box appropriate to your type of company 
establishment. “Single-establishment Employer” shall include 
an employer whose business is conducted at only one 
physical location. “Multi-establishment Employer” shall 
include an employer whose business is conducted at more 
than one location. 
 
ITEM 8 - If  “Multi-establishment” was entered in item 8, enter 
the number of establishments within the State of New Jersey. 
 
ITEM 9 - Enter the total number of employees at the 
establishment being awarded the contract. 
 
ITEM 10 - Enter the name of the Public Agency awarding the 
contract. Include City, County, State and Zip Code. This is 
not applicable if you are renewing a current Certificate. 
 

ITEM 11 - Enter the appropriate figures on all lines and in all 
columns. THIS SHALL ONLY INCLUDE EMPLOYMENT 
DATA FROM THE FACILITY THAT IS BEING AWARDED 
THE CONTRACT. DO NOT list the same employee in more 
than one job category. DO NOT attach an EEO-1 Report. 
 
Racial/Ethnic Groups will be defined: 
Black: Not of Hispanic origin. Persons having origin in any of 
the Black racial groups of Africa. 
Hispanic: Persons of Mexican, Puerto Rican, Cuban, or 
Central or South American or other Spanish culture or origin, 
regardless of race. 
American Indian or Alaskan Native: Persons having origins 
in any of the original peoples of North America, and who 
maintain cultural identification through tribal affiliation or 
community recognition. 
Asian or Pacific Islander: Persons having origin in any of 
the original peoples of the Far East, Southeast Asia, the 
Indian Sub-continent or the Pacific Islands. This area 
includes for example, China, Japan, Korea, the Phillippine 
Islands and Samoa. 
Non-Minority: Any Persons not identified in any of the 
aforementioned Racial/Ethnic Groups. 
 
ITEM 12 - Check the appropriate box. If the race or ethnic 
group information was not obtained by 1 or 2, specify by what 
other means this was done in 3. 
 
ITEM 13 - Enter the dates of the payroll period used to 
prepare the employment data presented in Item 12. 
 
ITEM 14 - If this is the first time an Employee Information 
Report has been submitted for this company, check block 
“Yes”. 
 
ITEM 15 - If the answer to Item 15 is “No”, enter the date 
when the last Employee Information Report was submitted by 
this company. 
 
ITEM 16 - Print or type the name of the person completing 
the form. Include the signature, title and date. 
 
ITEM 17 - Enter the physical location where the form is being 
completed. Include City, State, Zip Code and Phone Number.

TYPE OR PRINT IN SHARP BALL POINT PEN 
THE VENDOR IS TO COMPLETE THE EMPLOYEE INFORMATION REPORT FORM (AA302) AND RETAIN A COPY FOR THE 
VENDOR’S OWN FILES. THE VENDOR SHOULD ALSO SUBMIT A COPY TO THE PUBLIC AGENCY AWARDING THE CONTRACT 
IF THIS IS YOUR  FIRST REPORT;  AND FORWARD ONE COPY WITH A CHECK IN THE AMOUNT OF $150.00 PAYABLE TO 
THE TREASURER, STATE OF NEW JERSEY(FEE IS NON-REFUNDABLE)  TO: 

NJ Department of the Treasury 
Division of Public Contracts 

Equal Employment Opportunity Compliance 
P.O. Box 206 

Trenton, New Jersey 08625-0206   Telephone No. (609) 292-5473 



 
 

 
 

GENERAL TERMS AND CONDITIONS 
 

Unless the vendor is specifically instructed otherwise or specifically deleted on this form, the following terms and conditions 
apply to all contracts or purchase agreements made with The College of New Jersey.  These terms are in addition to any 
terms and conditions set forth in a solicitation and should be read in conjunction with same unless specifically indicated 
otherwise. In the event that the vendor would like to present terms and conditions that are in conflict with these terms and 
conditions or proposes changes or modifications or takes exception to any of The College’s terms and conditions, the vendor 
must present those conflicts in writing prior to the submission of their proposal/bid for the required goods/services.  Any 
conflicting terms and conditions that the College is willing to accept will be reflected in writing.  Any cross out or change in 
the College's terms and conditions at time of proposal/bid submission may be a factor in determining an award of contract or 
purchase agreement. 

 
Vendors are notified by this statement that all terms and conditions will become a part of any contract or order awarded as a 
result of a request for proposal whether stated in part, in summary, or by reference.  In the event a vendor's terms or 
conditions conflict with a State law and/or the College's terms and conditions, the State law or College's terms and conditions 
will prevail. 

 
The vendor’s status pursuant to all contracts or purchase agreements shall be that of an independent contractor and not of an 
employee of The College or the State of New Jersey. 

 
1.   STATE LAW REQUIRING MANDATORY COMPLIANCE BY ALL VENDORS 

 

1.1 CORPORATE AUTHORITY-N.J.S.A. 14A:13-3 requires that all corporations be authorized to do business in the State 
of New Jersey. Corporations incorporated out of the State must file a Certificate of Authority with the Secretary of State, 
Department of State, State House, Trenton, New Jersey. 

 
1.2 ANTI-DISCRIMINATION-All parties to any contract with The College of New Jersey agree not to discriminate in 
employment and agree to abide by all anti-discrimination laws including those contained in N.J.S.A 10:2-1 through 10:2-4, 
N.J.S.A. 10:5-1 et seq. and N.J.S.A. 10:5-31 through 10:5-38, and all rules and regulations issued thereunder. 

 
1.3 PREVAILING WAGE ACT-The New Jersey Prevailing Wage Act N.J.S.A. 34:11-56.26 et seq. is hereby made a part 
of every contract entered into on behalf of The College of New Jersey except those contracts which are not within the 
contemplation of the Act. The vendor's signature on his proposal guarantees that neither the firm nor any subcontractors 
employed to perform the work covered by his proposal has been suspended or debarred by  the Commissioner of the 
Department of Labor and Workforce Development for violation of the provisions of the Prevailing Wage Act and/or the 
Public Works Contractor Registration Acts; the vendor’s signature on the proposal is also his guarantee that he and any 
subcontractors he might employ to perform the work covered by his proposal will comply with the provisions of the 
Prevailing Wage and Public Works Contractor Registration Acts, where required. 

 
1.4 WORKER AND COMMUNITY RIGHT TO KNOW ACT-The provisions of N.J.S.A. 34:5A-1 et seq which require 
the labeling of all containers of hazardous substances are applicable to this contract.  Therefore, all goods offered for 
purchase to The College must be labeled by the vendor in compliance with the provisions of the Act. 

 
1.5 OWNERSHIP DISCLOSURE-Contracts for any work, goods, or services exceeding $17,500 cannot be issued to any 
firm unless the firm has disclosed the names and addresses of all its owners holding 10% or more of the firm's stock or 
interest.  Refer to N.J.S.A. 52:25-24.2. 



1.6 COMPLIANCE-STATE LAWS-It is agreed and understood that any contracts and/or orders placed as a result of this 
proposal shall be governed by and construed in accordance with the laws of the State of New Jersey. The laws of the State of 
New Jersey shall determine the rights and obligations of the parties hereto. 
 

A.  Business Registration – As a condition to entering into a State contract, effective January 18, 2010, 
pursuant to an amendment to N.J.S.A. 52:32-44, State and local entities are prohibited from entering into a 
contract exceeding $4,950 with an entity unless the vendor and subcontractor as applicable each has a valid 
Business Registration Certificate on file with the Division of Revenue. 

 
The contractor and any subcontractor providing goods or performing services under the contract, and each 
of their affiliates, shall, during the term of the contract, collect and remit to the Director of the Division of 
Taxation in the Department of the Treasury the use tax due pursuant to the “Sales and Use Tax Act, P.L. 
1966, c. 30 (N.J.S.A. 54:32B-1 et seq.) on all their sales of tangible personal property delivered into the 
State.  Any questions in this regard can be directed to the Division of Revenue at (609) 292-1730. Form NJ- 
REG can be filed online at http://www.state.nj.us/treasury/revenue/busregcert.htm. 

 

B.  Public Works Contractor Registration Act - The New Jersey Public Works Contractor Registration Act 
requires all contractors, subcontractors and lower tier subcontractors who bid on or engage in any contract 
for public work as defined in N.J.S.A. 34:11-56.26 be first registered with the New Jersey Department of 
Labor and Workforce Development. Any questions regarding the registration process should be directed to 
the Division of Wage and Hour Compliance at (609) 292-9464 or 
http://www.nj.gov/labor/lsse/lspubcon.html. 

 

C.  The contractor must comply with all provisions of the Americans With Disabilities Act (ADA), P.L 
101-336, in accordance with 42 U.S.C. 12101 et seq. 

 
D.  Certification and Disclosure of Political Contributions – Pursuant to N.J.S.A. 19:44A-20.14 et seq 
(P.L. 2005. C 51 and EO no. 117), The College is prohibited from entering into contracts exceeding 
$17,500 with individuals or entities that made certain political contributions.   Prior to awarding any 
contract or agreement, the vendor shall submit the Certification and Disclosure form to The College, for 
review and approval by the State Treasurer or his designee, certifying that no contributions prohibited by 
either Chapter 51 or Executive Order 117 have been made by the vendor and reporting all contributions the 
vendor made during the preceding four years to any political organization organized under 26 U.S.C.527 of 
the Internal Revenue Code that also meets the definition of a “continuing political committee” within the 
mean of N.J.S.A. 19:44A-3(n) and N.J.A.C. 19:25-1.7. 

 
E.  Political Contribution Disclosure – For any contract exceeding $17,500, with the exception of contracts 
awarded as a result of the public advertising for bids, the vendor must comply with the requirements of P.L. 
2005, c.271. 

 
F.  Annual ELEC Disclosure - Contractor is advised of its responsibility to file an annual disclosure 
statement on political contributions with the New Jersey Election Law Enforcement Commission (ELEC), 
pursuant to N.J.S.A 19:44A-20.27 (P.L. 2005, c. 271, section 3 as amended) if the contractor receives 
contracts in excess of $50,000 from a public entity in a calendar year. It is the contractor’s responsibility to 
determine if filing is necessary. Failure to so file can result in the imposition of financial penalties by 
ELEC. Additional information about this requirement is available from ELEC at 888-313-3532 or at 
www.elec.state.nj.us. 

 

G.  Compliance Codes - The contractor must comply with NJUCC and the latest NEC70, B.O.C.A. Basic 
Building code, OSHA and all applicable codes for this requirement. The contractor will be responsible for 
securing and paying all necessary permits, where applicable. 

 
H.  Buy American Act - Pursuant to N.J.S.A 52:32-1 and 52:33-1 et. seq., if manufactured items or farm 
products will be provided under this contract to be used in public work or a public contract, they shall be 
manufactured or produced in the United States and the vendor shall be required to so certify provided this 



requirement is not inconsistent with the public interest, the cost not unreasonable, nor the requirement 
impractical. 

 
I. MacBride Principles –  The vendor must comply with the requirements of N.J.S.A. 52:34-12.2 that it 
either has no ongoing business activities in Northern Ireland and does not maintain a physical presence 
therein or that it will take lawful steps in good faith to conduct any business operations it has in Northern 
Ireland in accordance with the MacBride Principles of nondiscrimination in employments as set forth in 
N.J.S.A. 52:18A:89.5 and in conformance with the United kingdom’s Fair Employment (northern Ireland) 
Act of 1989, and permit independent monitoring of their compliance with those principles. 

 
J.  Service Performed in the U.S. – Under N.J.S.A. 52:34-13.2, all contracts primarily for shall be 
performed with the United States, except when the Contracting Officer certifies in writing a finding that a 
required service cannot be provided by a contractor or subcontractor within the United States. 

 
1.7 COMPLIANCE-LAWS-The vendor must comply with all local, state, and federal laws, rules, and regulations applicable 
to this contract and to the goods delivered and/or services performed hereunder. 

 
 
2.   LIABILITIES 

 

2.1 LIABILITY-COPYRIGHT-The vendor shall hold and save The College of New Jersey and its officers, agents, 
students, and employees harmless from liability of any nature or kind for or on account of the use of any copyrighted or 
uncopyrighted composition, secret process, patented or unpatented invention, article or appliance furnished or used in the 
performance of any contract awarded pursuant to this proposal. 
 
2.2 INDEMNIFICATION-The vendor shall assume all risk of and responsibility for any and all claims, demands, suits, 
actions, recoveries, judgments, and costs and expenses in connection therewith on account of the loss of life, property, or 
injury or damage to the person, body or property of any person or persons whatsoever which shall arise from or result directly 
or indirectly from the work and/or materials supplied under this contract; and additionally agrees to indemnify, defend, and 
save harmless The College of New Jersey and its officers, agents, students, and employees from and against such 
proceedings. This indemnification obligation is not limited by, but is in addition to, the insurance obligations contained in 
this agreement. 
 
2.3 INSURANCE BY THE CONTRACTOR: The insurance shall be of the kinds and in the amounts required in 
this paragraph, and shall be issued by insurance companies approved to do business in New Jersey. The College of 
New Jersey, the State of NJ, and the NJ Educational Facilities Authority shall be named as an additional insured on 
the policies.  The Contractor expressly agrees that any insurance protection required by this contract shall in no way 
limit the Contractor’s obligations under this contract, and shall not be construed to relieve the Contractor from 
liability in excess of such coverage.  Nor shall it preclude the College from taking such actions as are available to it 
under any other provisions of this contract or law.  The successful vendor shall secure and maintain in force, for the 
term of the contract, liability insurance as provided herein.  The certificate shall not be cancelled for any reason 
except after 30 days written notification to the Purchasing Department for The College of New Jersey. 
 

A. The insurance to be provided by the successful bidder shall be as follows: 
 

1. Commercial General Liability policy as broad as the standard coverage form currently in use in the 
State of New Jersey, which shall not be circumscribed by any endorsements limiting the breadth of 
coverage. The policy shall include an endorsement (broad form) for contractual liability and products 
liability (completed operations).  Limits of liability shall not be less than $1,000,000 per occurrence for 
bodily injury liability and $1,000,000 per occurrence for property damage liability. 

 
2. Comprehensive General Automobile Liability policy covering owned, non-owned, and hired vehicles 
with minimum limits of $1,000,000 combined single limits. 

 
3. Worker's Compensation Insurance applicable to laws of the State of New Jersey and Employers 
Liability Insurance with a limit of not less than $500,000. 



 

4. Professional Liability Insurance (consultants) Consultant must maintain Professional Liability 
Insurance with minimum limits of liability that shall not be less than a combined single limit of two million 
dollars ($2,000,000) per claim. The professional liability insurance shall be maintained for a period of not 
less than two years following the actual completion and acceptance of the Project by The College’s 
Contracting Officer.  Should the Consultant change carriers during the term of this contract, it shall obtain 
from its new carrier an endorsement for retroactive coverage. 

 
B. Upon request, the successful vendor will provide certificates of such insurance to the Purchasing Department 

prior to the start of the contract and periodically during the course of a multi-year contract. 
 

C.  EVIDENCE  OF  INSURANCE.    The  Contractor  shall  when  this  contract  is  signed  and  before 
beginning  the  work  required  under  this  contract,  provide  the  College  with  valid  certificates  of 
insurance signed by an insurance provider or authorized agent or underwriter to evidence the 
Contractor’s insurance coverage as required in this paragraph, and also copies of the policies 
themselves.  The certificates of insurance shall specify that the insurance provided is of the types and 
in the amounts required in this paragraph, and that the policies cannot be canceled except after 30 days 
written notice to the College. 

 
D. CANCELLATION.   The certificates of insurance shall provide for 30 days written notice to the 

College before any cancellation, expiration or non-renewal during the term the insurance is required by 
this contract. The Contractor shall also be required to provide the College with valid certificates of 
renewal when policies expire. The Contractor shall also, when requested, provide the College with 
additional copies of each policy required under this contract, which are certified by an agent or 
underwriter to be true copies of the policies issued to the Contractor. 

 
E. REMEDIES FOR LACK OF INSURANCE.  If the Contractor fails to renew any of its required 

insurance policies, or any policy is canceled, terminated or modified, the College may refuse to pay 
monies due under this contract.    The College, in its sole discretion and for its sole benefit, may use 
monies retained under this paragraph to attempt to renew the Contractor’s insurance or obtain substitute 
coverage if possible for the College's sole benefit, and may invoke other applicable remedies under the 
contract including claims against the Contractor and its surety.  During any period when the required 
insurance is not in effect, the College may also, in its sole discretion, either suspend the work under the 
contract or terminate the contract. 

 

 
3.   TERMS GOVERNING ALL PROPOSALS TO THE COLLEGE OF NEW JERSEY 

 

3.1 CONTRACT AMOUNT-The amount of any contract negotiated, as a result of this proposal shall not be construed as 
either the maximum or the minimum amount, which the College shall be obligated to order. 
 
3.2 CONTRACT PERIOD AND EXTENSION OPTION-If, in the opinion of the Contracting Officer it is in the best 
interest of the College to extend any contract awarded as a result for a period of all or any part of a year, the vendor will be so 
notified of the intent at least 30 days prior to the expiration date of the existing contract.  If the extension is acceptable to the 
vendor, at the original prices and on the original terms, notice will be given to the vendor by the College’s Contracting 
Officer in writing. Unless otherwise specified in such cases, a new Performance Bond may be required of the vendor on a 
pro rata basis of the original Performance Bond to cover the period of the extension. 

 

 
3.3 VENDOR RIGHT TO PROTEST INTENT TO AWARD 
A. Except in cases of emergency, vendors have the right to protest the Contracting Officer’s award of the contract as 
announced in the notice of intent to award.  Unless otherwise stated, a vendor's protest must be received no later than seven 
business days after the date on the notice of intent to award.  In the public interest, the Contracting Officer may shorten the 
protest period, but shall provide at least 48 hours for vendors to respond to a proposed award. 



B. A protest must be in writing and delivered to the Contracting Officer. It must include the specific grounds for challenging 
the award. 
 
C. The Contracting Officer shall render the College's decision within 10 days to the protesting vendor. 

 

 
3.4 TERMINATION OF CONTRACT 
A. Change of Circumstances: 

1. Where the circumstances or needs of the College significantly change or the contract is otherwise deemed no 
longer to be in the public interest, the Contracting Officer may terminate the contract. 

 
2. The vendor must, where practicable, be given 30 days written notice and an opportunity to respond. 

 
B.  For Cause: 

1. Where a vendor fails to perform or comply with a contract and fails to comply with the College's complaints 
procedure in N.J.A.C. 17:12-4.2 et seq., the Contracting Officer may terminate the contract subsequent to ten days 
written notification to the vendor and an appropriate opportunity for the vendor to respond. 

 
2. When a vendor executes a contract poorly as evidenced by formal complaint, late delivery, and poor performance 
of service, short-shipping etc., the Contracting Officer  may terminate the contract subsequent to ten days written 
notification to the vendor and an appropriate opportunity for response. In exceptional situations the Contracting 
Officer may reduce the period of notification and discretional dispense with an opportunity to respond. 

 
C.  For Convenience: 

1.  Notwithstanding any provision or language in this contract to the contrary, the Contracting Officer may terminate 
at any time, in whole or in part, any contract for the convenience of The College, upon no less than 30 days written 
notice to the vendor. 

 
D.  In the event of termination under this section, the vendor will be compensated for work performed in accordance with the 
contract, up to the date of termination.  Such compensation may be subject to adjustments. 

 
 
3.5 COMPLAINTS-Where a vendor has a history of performance problems as evidenced by formal complaints and/or 
contract cancellation for cause pursuant to 3.4.B, that vendor may be bypassed for any future contract awards unless the 
vendor submits with proposal documentation (See N.J.A.C. 17:12-2.8): 
 
A. An explanation of the past performance difficulties and the reasons for such occurrences. 
 
B. An outline of corrective action taken by the vendor to preclude future recurrences of the same or similar problems in the 
event the vendor is awarded the contract. 
 
3.6 SUBCONTRACTING OR ASSIGNMENT-The contract may not be subcontracted or assigned by the vendor, in whole 
or in part, without the prior written consent of the Contracting Officer.  Such consent, if granted, shall not relieve the vendor 
of any of his responsibilities under the contract.  In the event that a vendor proposes to subcontract for the services to be 
performed under the terms of the contract award, it shall be stated in the proposal and a list of subcontractors and an 
itemization of the subcontract services to be supplied will be attached, for approval prior to award of the contract.  Nothing 
contained in the specifications shall be construed as creating any contractual relationship between a subcontractor and the 
College. 
 
3.7 PERFORMANCE GUARANTEE OF VENDOR-The vendor hereby certifies that: 
A. The equipment offered is standard new equipment, is the manufacturer's latest model in production with parts regularly 
used for the type of equipment offered and that such parts are all in production and not likely to be discontinued; also, that no 
attachment or part has been substituted or applied contrary to manufacturer’s recommendations and standard practice. 
 
B.  All equipment operated by electrical current is UL listed where applicable. 



C.  All new machines are guaranteed as fully operational for the period stated in the RFP from time of written acceptance by 
The College. The vendor will render prompt service without charge, regardless of geographic location. 
 
D.  Sufficient quantities of parts for the proper service to equipment will be maintained at distribution points and service 
headquarters. 
 
E. Trained technicians are regularly employed in the territory to provide service and repairs to equipment within 48 hours or 
a period of time accepted as customary industry practice. 
 
F.  Any material/equipment rejected for failure to meet the specifications or requirements of the College shall be immediately 
replaced by the vendor with properly specified equipment/material.  Such replacement shall be completely at the vendor’s 
expense. 
 
G.  All services rendered to the College shall be performed in strict and full compliance with the specifications of the 
contract. 

1. A service contract shall not be considered complete until final approval by the College is rendered. 
2. Payment for services rendered may not be made until final approval is given by the College. 

 
H.  Vendor's obligations under this contract is in addition to the vendor's other expressed or implied assurances under this 
contract or New Jersey State Law and in no way diminishes any other rights that the College may have against the vendor for 
faulty material, equipment, or work. 
 
I.  Bid and Performance Security 
 

a.  Bid Security – If bid security is required, such security must be submitted with the bid in the 
amount listed in the Request for Proposal, see N.J.A.C. 17: 12- 2.4. Acceptable forms of bid 
security are as follows: 

 
1. A properly executed individual or annual bid bond issued by an insurance or security company 
authorized to do business in the State of New Jersey, a certified or cashier's check drawn to the 
order of The College of New Jersey. 

 
2. The College will hold all bid security during the evaluation process. As soon as is practicable 
after the completion of the evaluation, the College will: 

 
a. Issue an award notice for those offers accepted by the State; 

 
b. Return all bond securities to those who have not been issued an award notice. 

 
All bid security from contractors who have been issued an award notice shall be held until the 
successful execution of all required contractual documents and bonds (performance bond, 
insurance, etc. If the contractor fails to execute the required contractual documents and bonds 
within thirty (30) calendar days after receipt of award notice, the contractor may be found in 
default and the contract terminated by the College. In case of default, the College reserves all 
rights inclusive of, but not limited to, the right to purchase material and/or to complete the 
required work in accordance with the New Jersey Administrative Code and to recover any actual 
excess costs from the contractor. Collection against the bid security shall be one of the measures 
available toward the recovery of any excess costs. 

 
b. Performance Security - If performance security is required, the successful bidder shall furnish 
performance security in such amount on any award of a term contractor line item purchase, see 
N.J.A.C. 17: 12- 2.5. 
Acceptable forms of performance security are as follows: 



1. The contractor shall be required to furnish an irrevocable security in the amount listed in the bid 
or Request for Proposal payable to The College of New Jersey, binding the contractor to provide 
faithful performance of the contract. 

 
2. The performance security shall be in the form of a properly executed individual or annual 
performance bond issued by an insurance or security company authorized to do business in the 
State of New Jersey, a certified or cashier's check drawn to the order of The College of New 
New Jersey. 

 
The Performance Security must be submitted to the College within 30 days of the effective date of 
the contract award and cover the period of the contract and any extensions thereof. Failure to 
submit performance security may result in cancellation of contract for cause pursuant to provision 
3.5b,1, and nonpayment for work performed. 

 
 

 
3.8 DELIVERY GUARANTEES-Deliveries shall be made at such time and in such quantities as ordered in strict 
compliance with the conditions contained in the contract.  The vendor shall be responsible for the delivery of material in first 
class condition and in accordance with good commercial practice.  Items delivered must be strictly in accordance with bid 
specifications.  In the event delivery of goods or services is not made within the time frame specified or under the schedule 
stipulated in the specifications, the College may obtain the goods or services from any available source and the difference in 
price, if any, will be paid by the vendor failing to fulfill the commitment. 
 
3.9 RIGHT TO INSPECT VENDOR'S FACILITIES-The College reserves the right to inspect the vendor's establishment 
before making an award, for the purposes of ascertaining whether the vendor has the necessary facilities for performing the 
contract.  The College may also consult with clients of the bidder during the evaluation of bids. Such consultation is intended 
to assist the College in making a contract award which is most advantageous to the College. 
 
3.10 RIGHT TO FINAL ACCEPTANCE-The College reserves the right to reject any or all bids, or to award a contract in 
whole or in part if deemed to be in the best interest of the College, price and other factors considered. In case of tie bids, the 
contract shall be awarded at the discretion of the Contracting Officer to the vendor or vendors best meeting all of the 
specifications and conditions. 
 
3.11 MAINTENANCE OF RECORD-The vendor shall maintain records for products and/or services delivered against the 
contract for a period of three (3) years from the date of final payment.  Such records shall be made available to the College 
upon request. 
 
3.12 Extension of Contract to Other Institutions – It is understood and agreed that in addition to The College, other New 
Jersey higher education institutions may also participate in this contract at the same pricing, terms, etc. 
 
3.13 MERGERS, ACQUISITIONS - If, during the term of this  contract, the contractor shall merge with or be acquired by 
another firm, the contractor shall give notice  to the College as soon as practicable and in no event longer than thirty (30) 
days after said merger or acquisition.  The contractor shall provide such documents as may be requested, which may include 
but need not be limited to the following: 

a. Corporate resolutions prepared by the awarded contractor and new entity ratifying acceptance of the 
original contract, terms, conditions and prices. 
b. updated information including ownership disclosure and Federal Employer Identification Number 

 
3.14  Right to Request further Information-The College reserves the right to request all information which may assist in 
making a contract award, including factors necessary to evaluate the bidder’s financial capabilities to perform the contract. 
Further the College reserves the right to request a bidder to explain, in detail, how the bid prices were determined. 
 
3.15   BID ACCEPTANCES AND REJECTIONS - The provisions of N.J.A.C. 17:12-2.6 et. seq. through 17:12-2.12 
relating to the right to waive minor elements of non-compliance and defines causes for automatic bid rejection apply to all 
proposals and bids. 



4.   TERMS RELATING TO PRICE QUOTATION 
 
 
4.1 PRICE FLUCTUATIONS DURING CONTRACT-Unless otherwise noted by the College, all prices quoted shall be 
firm and not be subject to increase during the period of the contract.  In the event of a manufacturer's price decrease during 
the contract period, the College shall receive the full benefit of such price reduction on any subsequent orders for goods or 
services.  The Purchasing Department must be notified in writing of any price reduction within five (5) days of the effective 
date. 
 
Failure to report price reductions may result in cancellation of contract for cause. 
 
4.2 DELIVERY COSTS-Unless noted otherwise in the specification, all quoted prices shall include delivery F.O.B. 
Destination.  The vendor shall assume all liability and responsibility for the delivery of merchandise in good condition to The 
College of New Jersey or any other location specified by the contract.  F.O.B. Destination shall be interpreted as platform 
delivery to the Receiving Department of the College or other receiving point indicated in the contract.  In certain instances 
spot deliveries may be specified and required.  No additional freight charges will be payable for transportation costs resulting 
from partial shipments made for the vendor's convenience when a single shipment is ordered. 
 
4.3 COD TERMS-Unless otherwise stated COD terms are not acceptable and such contingency shall constitute just 
cause for automatic rejection of a bid. 
 
4.4 TAX CHARGES-The College of New Jersey is exempt from the New Jersey sales or use tax pursuant to Section 9(a)(1) 
of the New Jersey Sales and Use Tax Act N.J.S.A. 54:32B-1 et seq. Additionally, the College is exempt from Federal Excise 
Tax. An exemption certificate or number is not required for The College of New Jersey to make tax-exempt purchases. 
Official requests on College letterhead or official purchase orders signed by a qualified officer is sufficient proof for the 
vendor of exemption from paying the sales tax.  Vendors should not include tax charges in their price quotations or on 
subsequent invoices for purchased goods or services. The College's Federal Employer Identification Number is 222797398. 
 
4.5 PAYMENT TO VENDORS-Payments for goods and/or services purchased by the College will only be made after 
receipt of contracted items and approval of the invoice for payment. 
The College obligation hereunder is contingent upon the availability of appropriated funds from which payment for contract 
purposes can be made. 
 
New Jersey Prompt Payment Act –The New Jersey Prompt Payment Act N.J.S.A. 52:32-32 et seq. requires state agencies to 
pay for goods and services within sixty (60) days of the agency's receipt of a properly executed invoice or within sixty (60) 
days of receipt and acceptance of goods and services, whichever is later. Properly executed performance security, when 
required, must be received by the College prior to processing any payments for goods and services accepted by the College. 
Interest will be paid on delinquent accounts at a rate established by the State Treasurer. Interest will not be paid until it 
exceeds $5.00 per properly executed invoice. 
 
Cash discounts and other payment terms included as part of the original agreement are not affected by the 
Prompt Payment Act. 
 
4.6 CASH DISCOUNTS-Cash discounts for periods of less than 21 days will not be considered as factors in the award of 
contracts.  For purposes of determining the College's compliance with any discount offered: 
 
A. A discount period shall commence on the date of a properly executed vendor invoice for products and services that have 
been duly accepted by the College in accordance with terms, conditions and specifications of a valid Contract/Purchase 
Order. If the invoice is received prior to delivery of the goods or performance of services, the discount period begins with the 
receipt and acceptance of the goods or completion of services. 
 
B. The date of the check issued by the College in payment of an invoice shall be deemed the date of the College’s response to 
an invoice for cash discount purposes. 
 
4.7  RECIPROCITY – In accordance with N.J.S.A. 52:32-1.4 and N.J.A.C. 17:12-2.13, the College will invoke reciprocal 
action against an out-of-State bidder whose state or locality maintains a preference practice for their bidders. 



 

5. FORCE MAJEURE 
If, because of force majeure, either party hereto is unable to carry out any of its obligations under this contract, other than the 
obligations to pay money due hereunder, and if such party promptly gives to the other party hereto written notice of such 
force majeure, then the obligations of the party giving such notice shall be suspended to the extent made necessary by such 
force majeure and during its continuance, provided that the party giving such notice shall use its best efforts to remedy such 
force majeure insofar as possible with all reasonable dispatch. The term "force majeure" as used herein shall mean any causes 
beyond the control of the party affected thereby, such as, but not limited to, acts of God, act of public enemy, insurrections, 
riots, strikes, lockouts, labor disputes, fire, explosions, floods, breakdowns, or damage to plants, equipment or facilities, 
embargoes, orders, or acts of civil or military authority, or other causes of a similar nature. Upon the cessation of the force 
majeure event, the party that had given original notice shall again promptly give notice to the other party of such cessation. 
 
6.  STANDARDS PROHIBITING CONFLICTS OF INTEREST - The following prohibitions on vendor activities shall 
apply to all contracts or purchase agreements made with the State of New Jersey, pursuant to Executive Order No. 189 
(1988). 
 
a. No vendor shall pay, offer to pay, or agree to pay, either directly or indirectly, any fee, commission, compensation, gift, 
gratuity, or other thing of value of any kind to any State officer or employee or special State officer or employee, as defined 
by N.J.S.A. 52:13D-13b and e., in the Department of the Treasury or any other agency with which such vendor transacts or 
offers or proposes to transact business, or to any member of the immediate family, as defined by N.J.S.A. 52:13D-13i., of any 
such officer or employee, or partnership, firm or corporation with which they are employed or associated, or in which such 
officer or employee has an interest within the meaning of N.J.S.A. 52:13D-13g. 
 
b. The solicitation of any fee, commission, compensation, gift, gratuity or other thing of value by any State officer or 
employee or special State officer or employee from any State vendor shall be reported in writing forthwith by the vendor to 
the Attorney General and the Executive Commission on Ethical Standards. 
 
c. No vendor may, directly or indirectly, undertake any private business, commercial or entrepreneurial relationship with, 
whether or not pursuant to employment, contract or other agreement, express or implied, or sell any interest in such vendor 
to, any State officer or employee or special State officer or employee or special State officer or employee having any duties 
or responsibilities in connection with the purchase, acquisition or sale of any property or services by or to any State agency or 
any instrumentality thereof, or with any person, firm or entity with which he is employed or associated or in which he has an 
interest within the meaning of N.J.S.A. 52: 130-13g. Any relationships subject to this provision shall be reported in writing 
forthwith to the Executive Commission on Ethical Standards, which may grant a waiver of this restriction upon application of 
the State officer or employee or special State officer or employee upon a finding that the present or proposed relationship 
does not present the potential, actuality or appearance of a conflict of interest. 
 
d. No vendor shall influence, or attempt to influence or cause to be influenced, any State officer or employee or special State 
officer or employee in his official capacity in any manner which might tend to impair the objectivity or independence of 
judgment of said officer or employee. 
 
e. No vendor shall cause or influence, or attempt to cause or influence, any State officer or employee or special State officer 
or employee to use, or attempt to use, his official position to secure unwarranted privileges or advantages for the vendor or 
any other person. 
 
f. The provisions cited above in paragraph 6a through 6e shall not be construed to prohibit a State officer or employee or 
Special State officer or employee from receiving gifts from or contracting with vendors under the same terms and conditions 
as are offered or made available to members of the general public subject to any guidelines the Executive Commission on 
Ethical Standards may promulgate under paragraph 6c. 
 
NOTICE TO ALL BIDDERS SET-OFF FOR STATE TAX NOTICE - Please be advised that, pursuant to P.L 1995, c. 
159, effective January 1, 1996, and notwithstanding any provision of the law to the contrary, whenever any taxpayer, 
partnership or S corporation under contract to provide goods or services or construction projects to the State of New Jersey or 
its agencies or instrumentalities, including the legislative and judicial branches of State government, is entitled to payment 
for those goods or services at the same time a taxpayer, partner or shareholder of that entity is indebted for any State tax, the 
Director of the Division of Taxation shall seek to set off that taxpayer’s or shareholder’s share of the payment due the 



taxpayer, partnership, or S corporation. The amount set off shall not allow for the deduction of any expenses or other 
deductions which might be attributable to the taxpayer, partner or shareholder subject to set-off under this act. 
 
The Director of the Division of Taxation shall give notice to the set-off to the taxpayer and provide an opportunity for a 
hearing within 30 days of such notice under the procedures for protests established under R.S. 54:49-18. No requests for 
conference, protest, or subsequent appeal to the Tax Court from any protest under this section shall stay the collection of the 
indebtedness. Interest that may be payable by the State, pursuant to P.L. 1987, c.184 (c.52:32-32 et seq.), to the taxpayer shall 
be stayed. 
 
APPLICABLE LAW - This contract is subject to New Jersey law, including but not limited to the New Jersey 
Contractual Liability Act, N.J.S.A. 59:13-1, et seq. and the New Jersey Tort Claims Act, N.J.S.A. 59:l-1, et seq. This 
Agreement and all matters or issues collateral to it, shall be governed by and construed in accordance with the law of the 
State of New Jersey, without regard to its conflict of law provisions. 
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Form AA302    
Rev. 10/08


STATE OF NEW JERSEY
Division of Public Contracts Equal Employment Opportunity Compliance


EMPLOYEE INFORMATION REPORT
IMPORTANT- READ INSTRUCTIONS ON BACK OF FORM CAREFULLY BEFORE COMPLETING FORM. TYPE OR PRINT IN SHARP BALLPOINT PEN.  
FAILURE TO PROPERLY COMPLETE THE ENTIRE FORM AND SUBMIT THE REQUIRED $150.00 NON-REFUNDABLE FEE MAY DELAY ISSUANCE OF YOUR CERTIFICATE.  
DO NOT SUBMIT EEO-1 REPORT FOR SECTION B, ITEM 11. For Instructions on completing the Form, go to: www.state.nj.us/treasury/contract_compliance/pdf/aa302ins.pdf


SECTION A - COMPANY IDENTIFICATION


1. FID. NO. OR SOCIAL SECURITY 2.  TYPE OF BUSINESS 3. TOTAL NO. EMPLOYEES IN THE ENTIRE
         1. MFG 2.  SERVICE 3. WHOLESALE     COMPANY


4. RETAIL         5. OTHER


4. COMPANY NAME


5. STREET CITY COUNTY STATE ZIP CODE


6.  NAME OF PARENT OR AFFILIATED COMPANY (IF NONE, SO INDICATE) CITY STATE ZIP CODE


7. CHECK ONE: IS THE COMPANY:         SINGLE-ESTABLISHMENT EMPLOYER MULTI-ESTABLISHMENT EMPLOYER


8.  IF MULTI-ESTABLISHMENT EMPLOYER, STATE THE NUMBER OF ESTABLISHMENTS IN NJ 
9. TOTAL NUMBER OF EMPLOYEES AT ESTABLISHMENT WHICH HAS BEEN AWARDED THE CONTRACT 
10.  PUBLIC AGENCY AWARDING CONTRACT


CITY COUNTY STATE ZIP CODE


Official Use Only DATE RECEIVED INAUG.DATE ASSIGNED CERTIFICATION NUMBER


SECTION B - EMPLOYMENT DATA


11. Report all permanent, temporary and part-time employees ON YOUR OWN PAYROLL.  Enter the appropriate figures on all lines and in all columns. Where there are 
no employees in a particular category, enter a zero. Include ALL employees, not just those in minority/non-minority categories, in columns 1, 2,  & 3.  DO NOT SUBMIT 
AN EEO-1 REPORT.


ALL EMPLOYEES PERMANENT MINORITY/NON-MINORITY  EMPLOYEE  BREAKDOWN 
JOB                 COL. 1  COL. 2       COL. 3                        ********* MALE************************************FEMALE********************** 


CATEGORIES         TOTAL        MALE       FEMALE            AMER.          NON                              AMER.                         NON
                   (Cols.2 &3)                           BLACK    HISPANIC   INDIAN   ASIAN     MIN.         BLACK     HISPANIC   INDIAN      ASIAN     MIN.


Officials/ Managers


Professionals


Technicians


Sales Workers


Office & Clerical


Craftworkers
(Skilled)


Operatives
(Semi-skilled)


Laborers
(Unskilled)


Service Workers


TOTAL


Total employment
From previous
Report (if any)
Temporary & Part-
Time Employees


12.  HOW WAS INFORMATION AS TO RACE OR ETHNIC GROUP IN SECTION B OBTAINED?      14.  IS THIS THE FIRST 15. IF NO, DATE LAST
          1. Visual Survey           2. Employment Record             3. Other (Specify)               Employee Information REPORT SUBMITTED 


                         Report Submitted?


13.  DATES OF  PAYROLL PERIOD USED
From: To:             1. YES 2. NO


     MO.   DAY  YEAR


SECTION C - SIGNATURE AND IDENTIFICATION


16. NAME OF PERSON COMPLETING FORM (Print or Type) SIGNATURE TITLE DATE
      MO   DAY   YEAR


17.  ADDRESS  NO. & STREET  CITY COUNTY STATE   ZIP CODE    PHONE (AREA CODE, NO.,EXTENSION)


The data below shall NOT be included in the figures for the appropriate categories above. 


- -
I certify that the information on this Form is true and correct.
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STATE OF NEW JERSEY

Division of Public Contracts Equal Employment Opportunity Compliance

EMPLOYEE INFORMATION REPORT

IMPORTANT- READ INSTRUCTIONS ON BACK OF FORM CAREFULLY BEFORE COMPLETING FORM. TYPE OR PRINT IN SHARP BALLPOINT PEN. 

FAILURE TO PROPERLY COMPLETE THE ENTIRE FORM AND SUBMIT THE REQUIRED $150.00 NON-REFUNDABLE FEE MAY DELAY ISSUANCE OF YOUR CERTIFICATE. 

DO NOT SUBMIT EEO-1 REPORT FOR SECTION B, ITEM 11. For Instructions on completing the Form, go to: www.state.nj.us/treasury/contract_compliance/pdf/aa302ins.pdf

SECTION A - COMPANY IDENTIFICATION

1. FID. NO. OR SOCIAL SECURITY

2.  TYPE OF BUSINESS

3. TOTAL NO. EMPLOYEES IN THE ENTIRE

         1. MFG

2.  SERVICE 

3. WHOLESALE

    COMPANY

4. RETAIL         5. OTHER

4. COMPANY NAME

5. STREET

CITY

COUNTY

STATE

ZIP CODE

6.  NAME OF PARENT OR AFFILIATED COMPANY (IF NONE, SO INDICATE)

CITY

STATE

ZIP CODE

7. CHECK ONE: IS THE COMPANY:

        SINGLE-ESTABLISHMENT EMPLOYER

MULTI-ESTABLISHMENT EMPLOYER

8.  IF MULTI-ESTABLISHMENT EMPLOYER, STATE THE NUMBER OF ESTABLISHMENTS IN NJ
9. TOTAL NUMBER OF EMPLOYEES AT ESTABLISHMENT WHICH HAS BEEN AWARDED THE CONTRACT
10.  PUBLIC AGENCY AWARDING CONTRACT

CITY

COUNTY

STATE

ZIP CODE

Official Use Only

DATE RECEIVED


         INAUG.DATE  

ASSIGNED CERTIFICATION NUMBER

SECTION B - EMPLOYMENT DATA


  11.  Report all permanent, temporary and part-time employees ON YOUR OWN PAYROLL.  Enter the appropriate figures on all lines and in all columns. Where there are
no employees in a particular category, enter a zero. Include ALL employees, not just those in minority/non-minority categories, in columns 1, 2,  & 3.  DO NOT SUBMIT  

AN EEO-1 REPORT.


       ALL EMPLOYEES  


  PERMANENT MINORITY/NON-MINORITY  EMPLOYEE  BREAKDOWN  


               JOB                 COL. 1  

 COL. 2       COL. 3                        ********* MALE************************************FEMALE********************** 


     CATEGORIES         TOTAL        MALE       FEMALE  

           AMER.

         NON

                             AMER.                         NON

                   (Cols.2 &3)

                          BLACK    HISPANIC   INDIAN   ASIAN     MIN.         BLACK     HISPANIC   INDIAN      ASIAN     MIN.

Officials/ Managers

Professionals

Technicians

Sales Workers

Office & Clerical

Craftworkers

(Skilled)

Operatives

(Semi-skilled)

Laborers

(Unskilled)

Service Workers

TOTAL

Total employment

From previous

Report (if any)

Temporary & Part-

Time Employees

12.  HOW WAS INFORMATION AS TO RACE OR ETHNIC GROUP IN SECTION B OBTAINED?      14.  IS THIS THE FIRST

15. IF NO, DATE LAST

          1. Visual Survey           2. Employment Record             3. Other (Specify)

              Employee Information


      REPORT SUBMITTED  

              Report Submitted?

13.  DATES OF  PAYROLL PERIOD USED

From:

To:

            1. YES

2. NO

     MO.   DAY  YEAR

SECTION C - SIGNATURE AND IDENTIFICATION

16. NAME OF PERSON COMPLETING FORM (Print or Type)

SIGNATURE

TITLE

DATE

      MO   DAY   YEAR

17.  ADDRESS  NO. & STREET

 CITY

COUNTY

STATE

  ZIP CODE    PHONE (AREA CODE, NO.,EXTENSION)


  The data below shall NOT be included in the figures for the appropriate categories above.  

-

-

I certify that the information on this Form is true and correct.

		TextField4: 

		TextField1: 

		CheckBox1: 0

		CheckBox1: 0

		CheckBox1: 0

		CheckBox1: 0

		CheckBox1: 0

		CheckBox2: 0

		CheckBox2: 0

		CheckBox2: 0

		CheckBox2: 0

		CheckBox2: 0

		CheckBox2: 0

		CheckBox2: 0

		TextField2: 

		TextField3: 

		TextField5: 

		TextField6: 

		TextField7: 









