
 
 

 

 

REQUEST FOR PROPOSAL 

GLASS REPLACEMENT AND REPAIR SERVICES 

Bid No. K24-1-31-2 

 

 
Event Date Time 

Questions and Inquiries Deadline 11/22/2024 12:00 p.m. 

Proposal Submission/Bid Opening Date 12/18/2024 2:00 p.m. 

 
Dates are subject to change.  All changes will be reflected in Addenda to the RFP. 

 

 
 

Small Business  
Set-Aside 

Status 
 

X  Not Applicable 
 Entire Contract 
 Partial Contract 
 Subcontracting Only 

 

Category 
 
 I 
 II 
 III 

 
 

 

RFP Issued By: 
 
University Procurement and Business Services 
1000 Morris Avenue 
Union, NJ  07083 
Tel. No. (908) 737-5050 

 
Date: November 13, 2024 



1 

 

KEAN UNIVERSITY 
 

GLASS REPLACEMENT AND REPAIR SERVICES  

Bid No. K24-1-31-2 

 
TABLE OF CONTENTS 

 
 

  1.0 Purpose and Intent      2 

  2.0 Key Dates       2 

  3.0 Contract and Proposal Information   3 

  4.0  University Requirements     9 

  5.0 Legal Provisions      14 

  6.0  Proposal Evaluation      20 

  7.0 Scope of Services – Glass Replacement and  
Repair Services      23 

  8.0  Proposal Format and Content    42 

  9.0 Vendor Data Sheet       44 

 
  
 
  Attachment A – Fee Proposal Form     

Attachment B – Evaluation Criteria Forms   
  Attachment C – Document Checklist and Forms 
  



2 

 

1.0 PURPOSE AND INTENT 
 

The purpose of this Request for Proposal (“RFP”) is to solicit proposals from 
qualified Vendors, experienced in all phases of glass replacement and repair 
services.  The contract resulting from this RFP will provide that the successful 
Vendor shall have the right(s) to provide, as an independent contractor, Kean 
University (“the University”) glass replacement and repair services. 

2.0 KEY DATES 
 
2.1 Pre-Proposal Conference: There will be no Pre-Proposal Conference for 
 this RFP. 
 
2.2 Questions and Inquiries: 
 

2.2.1 It is the policy of Kean University to accept questions and inquiries in 
writing from any and all potential Vendors. All written questions must 
be submitted via email to University Procurement and Business 
Services at procurementbids@kean.edu and cc: to 
alwhitmo@kean.edu  by 12:00 p.m. on November 22, 2024.  No 
written questions will be accepted after this time.   
 

2.2.2 Questions will be answered, in writing, by an addendum, which will 
be made available to all potential vendors on our website at 
https://www.kean.edu/offices/university-procurement-and-business-
services/bid-opportunities and advertised in accordance with 
applicable law. 

 
2.2.3 Telephone inquiries will not be accepted. 

 
2.3 Submission of Proposal:  
 

In order to be considered for award your proposal must be submitted via 
email to procurementbids@kean.edu as an attachment in PDF format 
and must be received by University Procurement and Business Services by 
the required time.  This RFP submission is due by 2:00 p.m. on 
December 18, 2024. 
 
Proposals will be publicly opened via teleconference.  Any person(s) 
wishing to participate in the public bid opening process may do so by using 
the following dial-in information on the date and time specified above: 
 

LINK: https://kean-edu.zoom.us/j/96183422874  

DIAL-IN: (US) +1 646-931-3860  

MEETING ID: 961 8342 2874 

 

https://www.kean.edu/offices/university-procurement-and-business-services/bid-opportunities
https://www.kean.edu/offices/university-procurement-and-business-services/bid-opportunities
https://kean-edu.zoom.us/j/96183422874
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3.0 CONTRACT AND PROPOSAL INFORMATION 
 

3.1 Issuing Office 
 

This RFP is issued by University Procurement and Business Services of 
Kean University. That issuing office is the sole point of contact for 
purposes of this RFP. 

 
3.2 Proposal Preparation 

 
Proposals shall be submitted via email to procurementbids@kean.edu 
as an attachment in PDF format. The subject line of your email must read 
“BID SUBMISSION – Bid No. K24-1-31-2.” 
 
The Vendor must include in the proposal submission all items required 
by the proposal specifications and Document Checklist. 
 
Except in case of emergency, Vendors have the right to challenge award 
of Contract to the awarded Vendor on specific and valid grounds.  See 
Section 4.7. 
 
Proposals shall remain open for acceptance and may not be withdrawn 
for a period of sixty (60) days after Bid Opening Date. 
 
Proposals not submitted and filed in accordance with instructions 
contained herein and in the Advertisement will be considered informal 
and rejected as non-responsive in accordance with applicable law. 
 

3.3 Rejection of Proposals 
 

Kean University reserves the right to reject any or all proposals, waive 
any minor technicalities, or award a contract in whole or in part, if deemed 
most advantageous to the University, price and other factors considered. 

 
3.4 Cost Liability 

 
Kean University assumes no responsibility and no liability for costs 
incurred by Vendors prior to issuance of an agreement, contract, or 
purchase order. The Vendors will be responsible for all costs associated 
with the preparation and submission of the proposals. 

 
3.5 Addendum/Revisions for Proposal  

 
There are no designated dates for release of an addendum.  In the event 
it becomes necessary to revise any part of this RFP, such revisions will 
be provided as an addendum to all Vendors who received the initial RFP, 
which will be advertised in accordance with N.J.S.A. 18A:64-65(b).   
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It is the sole responsibility of the Vendor to be knowledgeable of any 
addenda issued related to the RFP. 

 
3.6 Response Date 

 
In order to be considered for selection, proposals must arrive at the 
issuing office in accordance with the instructions set forth in this RFP on 
or before the date and time specified. 

 
3.7 Vendor’s Proposals 

 
3.7.1. Price Alterations.  A Vendor may modify in writing the proposal 

received by University Procurement and Business Services at any 
time prior to the scheduled time for receipt of proposals.  Any price 
modification must be signed by the Vendor and must be 
accompanied by a similarly modified bond.  

 
3.7.2 Withdrawal.  A Vendor may request to withdraw its proposal prior to 

opening. Such request must be made in writing to the Associate Vice 
President of University Procurement and Business Services. If the 
request is granted, the Vendor may submit a revised proposal as 
long as the revised proposal is received prior to the announced date, 
time, and place specified for the opening of proposals, as detailed 
above in Section 2.3.  

 
3.8 Acceptance of Proposal Content 

 
The contents of the proposal of the successful Vendor will become a part 
of any contract awarded pursuant to these specifications unless the 
University takes specific exception.  Any specific exception taken by the 
University shall be noted and incorporated into the formal contract 
resulting from this RFP.  In the event of an inconsistency between the 
terms of this RFP and a Vendor’s response, the terms of this RFP shall 
govern. 

  
3.9 Contents of Proposal 
 

Subsequent to bid opening, all information submitted by a Vendor in the 
proposal 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 Vendor may designate specific information in its proposal as not 
subject to disclosure when the Vendor has a good faith legal/factual basis 
for such assertion.  The University reserves the right to make the 
determination and will advise the Vendor accordingly.  The location in the 



5 

 

proposal of any such designation should be clearly stated in a cover 
letter. The University will not honor any attempt by a Vendor, either to 
designate its entire proposal as proprietary, and/or to claim copyright 
protection for its entire proposal.  
 
By signing the signature page of the proposal, the Vendor waives any 
claims of copyright protection set forth within the manufacturer price list 
and/or catalog, if applicable.  

 
3.10 Economy of Preparation 

 
Proposals should be clear and to the point, providing a straightforward, 
concise description of Vendor’s capabilities to satisfy the requirements of 
the RFP.  Emphasis should be on completeness and clarity of content. 

 
3.11 Oral Presentation 

 
Vendors who submit proposals in response to this RFP may be required 
to give an oral presentation of the proposal to the issuing office.  This will 
provide an opportunity for the Vendor to clarify or elaborate on its 
proposal but will not in any way change the Vendor’s original proposal.  
The issuing office will schedule the time and location of any oral 
presentations, if applicable.  This presentation may also include an 
inspection of Vendor’s facilities or similar operations if deemed to be 
necessary. The University shall have sole discretion in determining if oral 
presentations are required for this RFP. 

 
3.12 Prime Vendor’s Responsibilities 

 
The successful Vendor will be required to assume sole responsibility for 
the complete effort as required by this RFP.  The University will consider 
the selected Vendor to be the sole point of contact regarding contractual 
matters. 

 
3.13 Subcontracting 

 
The successful Vendor who is awarded a contract under this RFP shall 
not subcontract the contract, in whole or in part, without the prior written 
consent of the University’s Chief Financial Officer (“CFO”).  Such 
consent, if granted, shall not relieve the Vendor of any of its 
responsibilities under the contract. 

 
3.14 Assignment 

 
The successful Vendor is prohibited from assigning, transferring, 
conveying, subletting or otherwise disposing of an awarded contract or 
its rights, title or interest therein or its power to execute such contract to 
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any other person, company or corporation without the previous written 
consent and approval of the University’s Chief Financial Officer. Money 
due or to become due to the successful Vendor hereunder shall not be 
assigned for any purposes whatsoever.  

 
3.15 Price Changes 

 
All pricing charged to Kean University shall be firm and not change 
without the University’s written approval.  This provision is applicable to 
any contract extensions granted to the successful Vendor. 

 
3.16 Accounting Records 

 
3.16.1 The successful Vendor is required to maintain accounting records 

and other evidence pertaining to costs incurred on the contract and 
to make the records available to the University at all reasonable 
times during the contract period and for five (5) full years from the 
date of the final payment. 

 
3.16.2  The successful Vendor is required to maintain all documentation 

and other evidence related to products, transactions or services 
under this contract for a period of five (5) years from the date of final 
payment. Such records shall be made available to the New Jersey 
Office of the State Comptroller upon request. 

 
3.16.3 Kean University, its authorized agents, and/or state auditors shall 

have full access to and the right to examine any of the successful 
Vendor’s records during the contract period and for five (5) full years 
from the time of the final contract payment. 

 
3.17 Ownership of Materials 

 
Ownership of all data, materials and documentation originated and 
prepared for the University pursuant to this contract shall belong 
exclusively to Kean University. 

 
3.18 Award of Contract and Contract Period 

 
3.18.1 In executing a contract, the successful Vendor agrees to perform the 

work to the satisfaction of Kean University and to complete the work 
in a timely manner as required by the University. 
 

3.18.2 The contract will be for a two (2) year term commencing with the 
formal date of award.  This contract may be extended for up to three 
(3) additional one (1) year renewals as deemed permissible under 
the standing operating rules and procedures adopted by the Kean 
University Board of Trustees, and upon the written agreement of both 
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parties.  The approximate starting date of this contract shall be 
February 2025.  Should the University decide to renew this contract, 
notice will be given to the Vendor no later than ninety (90) days prior 
to the termination of the current term. The Vendor shall indicate 
acceptance in writing within thirty (30) days after the notice of the 
proposed renewal.  In the event the contract term is renewed, all the 
original terms shall remain in effect for the new term. In such case, a 
new performance and payment security for the new term shall be 
provided by the Vendor, if applicable.  
 

3.18.3 The successful Vendor shall enter into a written contract with Kean 
University.  Kean University will provide the contract in accordance 
with the laws of the State of New Jersey. 

 
3.18.4 The successful Vendor shall comply with all federal, state and local 

laws and/or regulations.  In addition, the successful Vendor shall be 
required to comply with all Kean University policies and procedures.  

 
3.18.5 Cancellation of Award: Kean University reserves the right to cancel 

the award of any contract before execution by the University, even if 
the successful Vendor has executed it, if the University determines 
such cancellation to be in its best interests. In no event will Kean 
University have any liability for the cancellation of such award.  The 
successful Vendor assumes sole risk and responsibility for expenses 
prior to execution of the contract by the University. 

 
3.19 Contract Initiation 

  
There may be a meeting or meetings with the successful Vendor and 
Kean University prior to the start of contract. At this time, the Vendor may 
be asked to submit, in accordance with the terms of its proposal, a final 
plan of operation to the University. 

 
3.20 Compliance of Laws 

 
The Vendor shall comply with all federal, state, or local laws, now in effect 
or hereafter promulgated, in the performance of its services under this 
RFP and the contract. 

 
3.21 Vendor Contract Obligations 

 
By submitting a proposal, each Vendor agrees it has been satisfied from 
its own investigation of the conditions to be met and fully understands 
and agrees to the conditions, obligations, and requirements set forth  in 
the RFP. No Vendor will make any claim for cancellation or relief of the 
contract without penalty because of any misunderstanding or lack of 
information presented in the RFP. 
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3.22 Method of Inspection of Work and Liquidated Damages for Non-

Performance 
  

3.22.1 In the event the successful Vendor shall fail to comply with any of the 
conditions herein provided and as covered by the contract, the 
University’s Chief Financial Officer shall notify the Vendor of such 
failure or default and demand that the same be remedied within ten 
(10) business days.  In the event the Vendor fails to remedy the same 
within said cure period, the Chief Financial Officer may take steps to 
terminate the contract.  In this event, the Chief Financial Officer will 
authorize the service to be performed by any available means, the 
difference between the actual cost paid and the proposal of the 
defaulting Vendor to be deducted from the performance security in 
effect.  It shall also be incumbent upon the Vendor to continue 
operations until relieved by a newly selected Vendor. 

 
3.22.2 If circumstances beyond the control of the Vendor result in non-

performance, it is the responsibility and obligation of the Vendor to 
make the details known immediately to the Chief Financial Officer, 
Kean University, 1000 Morris Avenue, Union, New Jersey 07083. 

 
3.22.3 The University reserves the right to terminate any contract awarded 

as a result of this proposal for a non-performance of the Terms and 
Conditions of the proposal by written notice.  Liquidated damages, if 
such action is taken, will be in accordance with [Section 3.22.1] 
above. 

 
3.22.4 Should the result of any investigation or inspection made by the 

University indicate the services supplied are not satisfactory; the 
Vendor shall immediately rectify the situation, at no additional cost to 
the University, to meet the requirements of the University. 
 

3.23 Proposal Security and Performance Security 
 

 
3.23.1 The successful Vendor is required to submit a performance security 

annually, in the amount of $25,000, and shall be issued by an 
insurance or surety company authorized to do business in the State 
of New Jersey. The amounts of the performance security and 
payment security shall be in substance the same as the State 
College Contracts Law, N.J.S.A. 18A:64-67 and 68. 
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3.24 Procedural Requirements and Amendments to the Contract 

3.24.1 Vendor shall comply with all procedural instructions that may be 
issued from time to time by University Procurement and Business 
Services. 

3.24.2 During the period of the contract, no changes are permitted in any of 
its conditions, specifications, or pricing unless the Vendor receives 
written approval from University’s CFO or designee. 

3.24.3 Modifications in the contract specifications can only be authorized by 
Kean University, University Procurement and Business Services. 

3.24.4 During the period of the contract or any extension thereof, the 
University reserves the right to add or delete specific services and/or 
locations at the prevailing contract prices.  Vendor will be given ten 
(10) days’ notice to effect the requested change(s). 

3.24.5 The Vendor, or authorized representatives, may be required to meet 
periodically with the Office of Facilities and Campus Planning and 
University Procurement and Business Services to discuss all 
services. 

4.0 UNIVERSITY REQUIREMENTS 
 

4.1 Termination of Contract 
 

In addition to the University’s rights to terminate any contract entered into 
as a result of this RFP for mandatory or discretionary events of default, the 
University may, in whole or in part, terminate the Vendor’s performance 
whenever the University determines that such termination is in the best 
interest of the University.  Any such termination shall be effected upon sixty 
(60) days prior written notice delivered to the Vendor specifying the extent 
to which performance of work is terminated, and the date upon which such 
termination becomes effective. 
 
 

4.2 Transitional Period 

 

In the event the services are terminated by contract expiration or by 
voluntary termination by Kean University, it shall be incumbent upon the 
Vendor to continue the service until new services can be completely 
operational.  At no time shall this service be extended more than ninety (90) 
days beyond the expiration date of the existing contract.  The Vendor will 
be reimbursed for this service during any transitional period at terms 
consistent with the current contract. 
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4.3 Contract Changes 
 

During the contract term, no change is permitted to any of its terms and 
conditions unless the Vendor receives prior written consent from the 
University’s Chief Financial Officer or their designee.  In addition, the 
successful Vendor cannot modify any provisions of its proposal, including 
but not limited to the terms of the Fee Proposal Form. 
 
The Vendor agrees the prices set forth in its proposal are firm for the 
duration of the contract and thereafter may be changed only with the prior 
written approval of the University’s CFO or their designee, and in 
accordance with the Consumer Price Index.  In the event there should be 
any reduction in the cost of any of the units, such units will be invoiced 
based on the reduced prices. 
 

4.4 Vendor Insurance Requirements 
 

4.4.1 The successful Vendor shall, at its own expense, secure and 
maintain in force for the term of the contract, including contract 
renewal terms and transition periods, insurance coverage provided 
herein. All insurance coverage is subject to the approval of the 
University and shall be issued by an insurance company authorized 
to do business in the State of New Jersey and which maintain an 
A.M. Best rating of A- (VII) or better.  All insurance required herein, 
except Worker’s Compensation and Owners and Contractors 
Protective, shall name Kean University, the State of New Jersey, the 
New Jersey Economic Development Authority, and the New Jersey 
Educational Facilities Authority as additional insureds. The Vendor 
expressly agrees that any insurance protection required by this 
contract shall in no way limit the Vendor’s obligations under this 
contract and shall not be construed to relieve the Vendor from liability 
in excess of such coverage, nor shall it preclude the University from 
taking such actions as are available to it under any other provisions 
of this contract or law. 

 
4.4.2 Commercial General Liability Insurance written on an occurrence 

form including independent contractor liability, products/completed 
operations liability, contractual liability, covering but not limited to the 
liability assumed under the indemnification provisions of this 
contract. Coverage for bodily injury and property damage claims 
arising out of the professional acts of the Vendor and Subcontractors 
shall also be included. The policy shall not include any endorsement 
that restricts or reduces coverage as provided by the ISO CG 00 01 
form without the approval of the University. The minimum limits of 
liability shall not be less than a combined single limit of one million 
dollars ($1,000,000) per occurrence, two million dollars ($2,000,000) 
general aggregate.  A “per project endorsement” shall be included, 
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so that the general aggregate limit applies separately to the Project 
that is the subject of this Contract. 

 
4.4.3 General Automobile Liability Insurance covering owned, non-owned, 

and hired vehicles. The limits of liability shall not be less than a 
combined single limit of one million dollars ($1,000,000) per 
occurrence. 

 
4.4.4 Workers’ Compensation Insurance applicable to the laws of the State 

of New Jersey and other State or Federal jurisdictions required to 
protect the employees of the Vendor and any Subcontractor who will 
be engaged in the performance of this Contract. The certificate must 
indicate that no proprietor, partner, executive officer, or member is 
excluded.   

 
4.4.5 Employers’ Liability Insurance with a limit of liability not less than one 

million dollars ($1,000,000) each accident, one million dollars 
($1,000,000) each employee for injury by disease, and one million 
dollars ($1,000,000) injury by disease. 
 

4.4.6 Excess Liability insurance, umbrella insurance form, applying excess 
of primary to the commercial general liability, general automobile 
liability and employer’s liability insurance shall be provided with 
minimum limits of five million dollars ($5,000,000) per occurrence, 
five million dollars ($5,000,000) general aggregate, and five million 
dollars ($5,000,000) products/completed operations. 

 
4.4.7 Property Insurance shall be maintained by the Vendor to keep its 

property insured against loss or damage by fire, explosion or other 
cause normally covered by standard broad form property insurance.  
The coverage shall also insure against business interruption and 
extra expense losses.  The Vendor agrees to waive its rights and the 
rights of its subsidiaries and affiliates, to recover from Kean 
University, the State of New Jersey and/or the New Jersey Education 
Facilities Authority for damages intended to be covered by a 
standard broad form property insurance policy including business 
interruption and extra expense coverage. 

 
4.4.8 All required insurance coverage must be in effect no later than 12:01 

AM at the start of the day of the contract and remain in effect for the 
duration of the contract, including any extensions. The Vendor shall 
require all Subcontractors to comply with all of the insurance 
requirements described above. The Vendor is responsible for 
determining the amount of excess liability it will require its 
Subcontractors to carry. The Vendor shall be responsible for 
obtaining certificates of insurance for all coverage and renewals 
thereof for each Subcontractor prior to the Subcontractor’s beginning 
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work on the Project. The Vendor shall provide copies of all 
Subcontractor certificates of insurance to the University upon 
request. 

 
4.4.9 The Vendor shall provide the University with current Certificates of 

Insurance for all coverage and renewals thereof which must contain 
the provision that the insurance provided in the certificate shall not 
be canceled for any reason except after thirty (30) days written notice 
to the University. All insurance required herein shall contain a waiver 
of subrogation in favor of the University. 

 
4.4.10 All insurance coverage must remain in effect for the duration of the 

contract, including any extensions, and for ninety (90) days following 
termination of all work. 

 
4.4.11 Vendor should list name of insurance company from which Vendor 

intends to purchase the above insurance and a person to contact at 
this firm.  This information should be listed in Section 9.0 of the 
attached Vendor Data Sheets. 

 
4.4.12 The Vendor may include, with the proposal, the applicable certificate 

of insurance.  This will expedite the contract award process for the 
successful Vendor. 

 
4.4.13 The certificate of insurance should include the Bid No. and Name.  

Certificates should be forwarded to University Procurement and 
Business Services, Kean University, 1000 Morris Avenue, Union, 
New Jersey 07083. 

 
4.4.14 Each policy of insurance should contain an endorsement as follows: 
 

 “It is understood and agreed 
______________________________ Insurance Company shall 
notify in writing, University Procurement and Business Services, 
Kean University, thirty (30) days in advance of the effective date of 
any reduction in or cancellation of this policy.” 

 
4.5 Indemnification and Hold Harmless 

 
The successful Vendor shall assume all risk and responsibility for, and 
agrees to indemnify, defend, and save harmless Kean University, the State 
of New Jersey, the New Jersey Economic Development Authority, the New 
Jersey Educational Facilities Authority, and their trustees, directors, 
officers, agents, servants, and employees from and against any and all 
claims, demands, suits, actions, recoveries, judgments and costs, and 
expenses in connection therewith on account of the loss of life, illness, 
injury, damage to or loss of property of any person or persons, whatsoever, 
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which shall arise from or result directly or indirectly from: (1) the work, 
service or materials provided by the Vendor to operate and/or manage the 
contract; or (2) any failure to perform the Vendor’s obligations under the 
contract.  The Vendor’s obligations under this indemnification clause or any 
improper or deficient performance of the Vendor’s obligations are not limited 
by, but are in addition to, the insurance obligations contained in the contract.  
Further, the provisions of this indemnification shall in no way limit the 
obligations assumed by the Vendor under the contract, nor shall they be 
construed to neither relieve the Vendor from any liability nor preclude the 
University from taking any other actions available to it under any other 
provisions of the contract or at law.  The indemnification obligations 
hereunder shall survive the completion or termination of the contract 
between the successful Vendor and Kean University. 
 

4.6 Availability of Funds 
 

Any contract award of this RFP will be subject to the availability of sufficient 
funds. 
 

4.7 Bid Protest 
 

A vendor who submits a proposal in response to an advertised RFP and is 
not ultimately awarded a contract relating to the advertised RFP may submit 
a written protest setting forth in detail the specific grounds for challenging 
the award. Written protests shall be sent to the Associate Vice President, 
University Procurement and Business Services, Maintenance Building, 
Room 134, 1000 Morris Avenue, Union, NJ 07083, or via email to 
procurement@kean.edu. The protest shall be filed within ten (10) business 
days following the vendor's receipt of written notification of the decision to 
award the contract. Any protest filed after the 10-day period may be 
disregarded. If the contract award is protested, the University may proceed 
to award the contract if the failure to award will result in substantial cost to 
the University or if public exigency so requires. The Office of University 
Counsel and/or its designee will render the final decision on all matters that 
address disqualification of any Vendor. 
 

4.8 Internship Program 
 

Kean University sometimes partners with awarded Vendors to provide 
opportunities to our students that will allow them to participate in 
meaningful, work-based experiences that are paid, available for credit, and 
connect them to a company to enhance their skill set and increase their 
competitiveness. In your submission, please state whether you provide 
internships for our students. Please identify the types of internships you 
offer, the steps involved, and the criteria used in the application process.  In 
addition, please describe your experience and success in this area along 
with any other pertinent information relative to this initiative.   

mailto:procurement@kean.edu
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5.0 LEGAL PROVISIONS 
 
5.1 EEO/Affirmative Action 
 

Vendor agrees it does not discriminate in the hiring or promotion of any 
minorities, as designated by the Equal Employment Opportunity 
Commission of the United States of America, or the Department of Civil 
Rights of the State of New Jersey, and it does not discriminate against any 
person or persons on the bases of race, creed, age, color, sex, national 
origin or handicap. 

 
In addition, Vendor agrees to complete and be bound by a Mandatory 
Language for Goods, Services and Professional Service Contracts form, 
and a State of New Jersey Affirmative Action Employee Information Report 
(AA-302 form).  However, if Vendor maintains a current Letter of Federal 
Approval, or a current Certificate of Employee Information Report approval 
as issued by the New Jersey Department of Treasury, it may be submitted 
in lieu of the AA-302 form indicated above. 

 
5.2 Open Public Records Act 

 
Pursuant to the New Jersey Open Public Records Act (OPRA), N.J.S.A. 
47:1A-1.1 et seq., if the University receives a valid request for documents 
relating to this bid, the University is obligated to provide responsive 
documents, which may include Vendor's submission in response to this 
bid.   Any portion of the Vendor's bid submission that it believes is exempt 
from disclosure must be identified to the University at the time of bid 
submission.  In requesting such an exemption, Vendor must state the 
specific statutory or legal justification justifying the exemption from 
disclosure.  
 

5.3 New Jersey Business Registration Certificate 
 

Pursuant to N.J.S.A. 52:32-44, the University is prohibited from entering into 
a contract with the successful Vendor unless the successful Vendor has a 
valid Business Registration Certificate on file with the Division of Revenue 
and Enterprise Services within the Department of Treasury.   
 
Prior to contract award or authorization, the successful Vendor shall provide 
the University with its proof of business registration. If, at the time of the 
opening of the proposals, the Vendor is a corporation not organized under 
the laws of the State of New Jersey, or is not authorized to do business in 
this State, the Award of the Contract cannot be made until such time as the 
Vendor provides proof of business registration. 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 provides false business registration information, 
shall be liable for a penalty of $25 for each day of violation, not to exceed 
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$50,000, for each proof of business registration not properly provided. For 
purchases of an emergent nature, the Vendor shall provide its business 
registration within two (2) weeks from the date of execution of the Contract 
or prior to payment for goods or services, whichever is earlier.  
 
Any questions in this regard can be directed to the Division of Revenue and 
Enterprise Services at (609) 292-9292. Form NJ-REG. can be filed online 
at https://www.njportal.com/DOR/BusinessRegistration/. 
 

5.4 Performance of Contract Services/Buy American 
 

Each Vendor agrees to comply with the provisions of (i) N.J.S.A 52:34-13.2, 
which requires that all services under the contract or any subcontract 
awarded thereto be performed within the United States of America and (ii) 
N.J.S.A. 52:32-1, which requires that manufactured items or farm products 
provided under this contract to be used in a public work shall be 
manufactured or produced in the United States. 

  
5.5 Ownership Disclosure 

 
Any contract for work, goods or services cannot be awarded by the 
University to any corporation, limited liability company or partnership unless 
prior to or at the time of proposal submission, the Vendor has disclosed the 
names and addresses of all owners holding ten percent (10%) or more of 
the corporation, limited liability company or partnership’s stock or interest.  
N.J.S.A. 52:25-24.2. 

 
5.6 Standards Prohibiting Conflicts of Interest 

 
The successful Vendor shall comply with the provisions of the Conflicts of 
Interest Law, N.J.S.A. 52:13D-12 to -28 and all other ethics laws, 
regulations, and Executive Orders, including but not limited to N.J.S.A. 
18A:64-6.1 and Executive Order #189 
(https://nj.gov/infobank/circular/eok189.htm).  In addition, each Vendor 
agrees to be bound by the provisions of the Vendor’s Code of Ethics and 
Business Ethics Guide and execute a Certification evidencing compliance 
with same. Copies of these documents are collectively attached in the 
Document Checklist and Forms section of the RFP as Attachment C hereto. 
 
5.6.1 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 any partnership, 

https://www.njportal.com/DOR/BusinessRegistration/
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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. 
 

5.6.2 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. 

 
5.6.3 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 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. 52:13D-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. 

 
5.6.4 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. 

 
5.6.5 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. 

 
5.6.6 The provisions cited above in paragraph 5.5.1 through 5.5.5 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 5.5. 
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5.7 Chapter 271 
 

5.7.1 If a contract is in excess of $17,500, the Vendor must comply with 
P.L. 2005 c. 271, by completing and submitting the required Chapter 
271 Political Contribution Disclosure Forms, at the time of Notice of 
Award but prior to execution of the contract.  Failure to comply with 
this political contribution disclosure requirement may result in the 
cancellation of the contract award and/or the imposition of financial 
penalties by the New Jersey Election Law Enforcement Commission 
(“ELEC”). Additional information about this requirement is available 
from ELEC at 888-313-3532 or at http://elec.state.nj.us. 

 
5.7.2 The Vendor is further advised of its responsibility to file annual 

disclosure statements on political contributions with ELEC pursuant 
to N.J.S.A. 19:44A-20.27, P.L. 2005, c. 271, section 3 if the Vendor 
receives contracts in excess of $50,000 from public entities in a 
calendar year.  It is the Vendor’s responsibility to determine if this 
filing is necessary.  Failure to 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 
http://elec.state.nj.us. 

 
5.8 Americans with Disabilities Act 

 
The Vendor 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.  

 
5.9 Compliance  
 

The Vendor must comply with all local, State and federal laws, rules and 
regulations applicable to the contract and to the goods delivered and/or 
services performed under the contract.  
 

5.10 Non-Collusion Statement 
 

Kean University requires as a condition precedent to acceptance of a 
proposal that the Vendor certify that it has 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 
such contract. The form for this sworn statement is included in Attachment 
C hereto and must be properly executed to have the proposal considered.  
 
 
 
 

http://elec.state.nj.us/
http://elec.state.nj.us/
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5.11 Warranty of No Solicitation on Commission or Contingent Fee Basis 
 
The Vendor warrants that no person or selling agency has been employed 
or retained to solicit or secure the contract upon an agreement or 
understanding for a commission, percentage, brokerage, or contingent fee, 
except bona fide employees or bona fide established commercial or selling 
agencies maintained by the Vendor for the purpose of securing business. If 
a breach or violation of this section occurs, Kean University shall have the 
right to terminate the contract without liability or in its discretion to deduct 
from the contract price or consideration the full amount of such commission, 
percentage, brokerage, or contingent fee. The Vendor’s Warranty of No 
Solicitation is included in Attachment C hereto and must be properly 
executed to have the proposal considered. 
 

5.12 Prevailing Wage and Benefits 
 

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 by the University, except 
those contracts which are not within the scope of the Act.  The Vendor’s 
acceptance of the award of the contract is a guarantee that neither Vendor 
nor any Subcontractor employed to perform the work has been suspended 
or debarred by the Commissioner of the Department of Labor & Workforce 
Development for violation of the Prevailing Wage Act.  
 

5.13 Small Business Set Aside Program 
 
In accordance with the revised regulations for the State’s statutorily-
mandated small business set-aside contracting program (N.J.S.A. 52:32-17 
et seq.) and Executive Order 71, Kean University will make a good faith 
effort to award a total of 25% of the dollar value of State contracts for goods 
and services to eligible small businesses. To be eligible for the program, 
small businesses must have no more than 100 permanent employees, have 
their principal place of business in New Jersey and register on or before the 
bid opening date with the Division of Revenue, Small Business Enterprise 
Unit. These goals will be reached through the use of set-aside and/or 
subcontracting contracts. Additional information may be obtained at: 
https://www.nj.gov/treasury/purchase/smallbusiness.shtml. 
 

5.14 Compliance with MacBride Principles and Northern Ireland Act of 1989 
 

Each Vendor shall certify, in accordance with N.J.S.A. 52:34-12.2, that it 
has no business operations in Northern Ireland or 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 
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. 

https://www.nj.gov/treasury/purchase/smallbusiness.shtml


19 

 

5.15 Disclosure of Investment Activities in Iran 
 

Each Vendor shall certify, in accordance with N.J.S.A. 52:32-57 and The 
Comprehensive Iran Sanctions, Accountability, and Divestment Act of 2010, 
that it is not identified on the list created by the Department of the Treasury 
pursuant to N.J.S.A. 52:32-57(b) as a person or entity that has been 
determined to engage investment activities in Iran, as described in N.J.S.A. 
52:32-56(f).  If a Vendor fails to certify or is listed on such list, such Vendor 
shall be ineligible to bid on, submit a proposal for, or enter into a contract 
with Kean University for goods or services.  If a Vendor is unable to make 
such certification because it or one of its parents, subsidiaries or affiliates 
has engaged in one or more of the activities specified in the Act, such 
Vendor shall provide to Kean University prior to the deadline for delivery of 
such certification, a detailed and precise description of such activities, such 
description to be provided under penalty of perjury.  Any such certifications 
or disclosures shall be disclosed to the public in accordance with the 
requirements of N.J.S.A. 52:32-58(d). 
 

5.16 Non-Involvement in Prohibited Activities in Russia or Belarus 
 
Each Vendor shall certify, in accordance with N.J.S.A. 52:32-60.1 et seq., 
that it is not identified on the Office of Foreign Assets Control (OFAC) 
Specially Designated Nationals and Blocked Persons list, available here: 
https://sanctionssearch.ofac.treas.gov/. If the Vendor fails to certify or is 
listed on such list, the Vendor shall be ineligible to enter into a contract with 
Kean University for goods or services. If the Vendor is unable to make such 
certification because it is currently engaged in activity related to Russia 
and/or Belarus, but is doing so consistent with federal law, regulation, 
license or exemption, the Vendor shall provide to Kean University prior to 
the deadline for delivery of such certification, a detailed and precise 
description of such activities, such description to be provided under penalty 
of perjury. Any such certifications or disclosures shall be disclosed to the 
public in accordance with the requirements of N.J.S.A. 52:32-60.1(c). If a 
vendor makes a certification in violation of N.J.S.A. 52:32-60.1 et seq., the 
Department of Treasury shall take any 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. 
 

5.17 Diane B. Allen Equal Pay Act 
 
Pursuant to N.J.S.A. 34:11-56.14(b), any employer, regardless of the 
location of the employer, who enters into a contract with a public body to 
perform any qualifying services or public work for the public body shall 
provide to the Commissioner of the New Jersey Department of Labor and 
Workforce Development, through certified payroll records required pursuant 
to P.L.1963, c.150 (N.J.S.A. 34:11-56.25 et seq.), information regarding the 

https://sanctionssearch.ofac.treas.gov/
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gender, race, job title, occupational category, and rate of total compensation 
of every employee of the employer employed in the State in connection with 
the Contract. The employer shall provide the Commissioner, throughout the 
duration of the Contract or contracts, with an update to the information 
whenever payroll records are required to be submitted pursuant to 
P.L.1963, c.150 (N.J.S.A. 34:11-56.25 et seq.). 
 
Information regarding the Diane B. Allen Equal Pay Act and its requirements 
may be obtained from the New Jersey Department of Labor and Workforce 
Development (LWD) website at: 
https://www.nj.gov/labor/wageandhour/tools-resources/equal-pay/. 
 
LWD forms may be obtained from the online website at: 
https://nj.gov/labor/forms_pdfs/equalpayact/MW-562withoutfein.pdf. 

 
5.18 Set-Off for State Tax Notice 

 
Pursuant to N.J.S.A. 54:49-19, 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. 
 

6.0 PROPOSAL EVALUATION 
 

Proposals will be evaluated for conformance with the requirements of this RFP by 
a committee comprised of employees of Kean University. Please see Attachment 
B for evaluation criteria and scoring metrics. 
 
To be considered for award, the Vendor must meet the following: 
 

• The qualifications and experience of corporate level and unit management 
personnel to be assigned as shown on the required Vendor Data Sheets. 

https://nj.gov/labor/forms_pdfs/equalpayact/MW-562withoutfein.pdf
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• Vendor’s past performance of similar scope and size (references) as 
provided on Vendor Data Sheets. 

 

• Cost-savings suggestions and operational plan. 
 

• Financial Statement:  The University reserves the right to evaluate the 
financial capability of any or all Vendors to satisfactorily complete the 
requirements of this document. Each Vendor submitting a proposal shall 
provide Kean University with a copy of its financial statements for the 
previous 3 years, including its most recent annual statement.  The 
submission of this information is for the purpose of determining whether the 
company is financially capable of performing the services required by Kean 
University. 

 
 
Proposals shall be judged on the following criteria:  
 

1. Pricing and Payment Terms: Kean will evaluate the submittals based on 
price and other factors considered, including discounts offered and cost-
savings suggestions to the University. 

2. Qualification and Experience: The experience and qualifications of the 
Vendor in providing efficient glass replacement and repair services 
based on the information submitted in their written presentation, including 
key personnel on projects of a similar nature. 

3. Prior History and References: The Vendor’s prior history regarding these 
services will be considered in determining whether the Vendor is 
responsible and whether the award of the contract to that Vendor is in the 
best interest of the University. 

4. Responsiveness and Compliance: Submissions will be evaluated to 
determine if the Vendor has responded to all requirements in sufficient detail 
for the evaluator(s) to analyze the proposal. 

5. Financial Stability: Financial stability and strength of the Vendor as 
evidenced by the financial statements, longevity of current ownership, and 
insurances held. 

6. Equipment and services offered.  

7. Overall support for the University’s needs and operational requirements and 
value of new and existing products and services. 

8. Internship opportunities for Kean University students. 
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Awards will be made to Vendors providing the proposals most advantageous 
to the University, including price and other factors considered in accordance 
with N.J.S.A. 18A:64O-1, et seq. 

 
6.1 Qualification of Vendors 
 

Vendors shall be of known reputation and shall have sufficient qualified 
personnel and equipment to perform adequately the prescribed services as 
per specifications. Vendors must have a minimum of five (5) years’ 
experience in the area identified in this RFP. Vendors shall submit evidence 
of qualifications as required by the Associate Vice President of University 
Procurement and Business Services, including the Vendor Data Sheet(s) in 
Section 9.0 hereof.  
 
As evidence of Vendor's qualification, the Vendor should submit the 
following information with their proposal: 

 
6.1.1. The number of years the firm has been in the business of Glass 

Replacement and Repair Services. 
 
6.1.2. Location of the Vendor’s office that will be responsible for managing 

this contract, which will include identification of a contact person and 
their phone number and email address. 

 
6.1.3. Name(s), email(s), and phone number(s) of management personnel to 

be contacted if problems or emergencies occur. 
 

6.1.4. Name, email, and phone number of individual that can be contacted at 
all times if the University requests service or information, if different 
than the contact person(s) identified in Sections 6.1.2 and 6.1.3. 

 
6.1.5. A list of New Jersey State Agencies, U.S. Governmental Agencies, 

public and private colleges and universities now under contract with 
the bidding Vendor. 

 
6.1.6. A list of contracts the Vendor has lost during the last three (3) years 

with the reason the contract was terminated for each job. 
 

6.1.7. Name of insurance firm from which Vendor intends to purchase 
insurance and name, phone number, and email address of a contact 
at this firm. 

 
6.1.8. The Vendor shall provide a detailed description of any investigation, 

litigation, including administrative complaints or other administrative 
proceedings, involving any public sector clients during the past five (5) 
years including the nature and status of the investigation, and, for any 



23 

 

litigation, the caption of the action, a brief description of the action, the 
date of inception, current status, and, if applicable, disposition. 

 
6.1.9. Vendors shall be licensed to do business in the State of New Jersey. 
 
6.1.10. Vendor should produce copies of all applicable certifications, licenses 

and/or permits with its bid package. 
 
6.1.11. Vendor must produce “Financial Statements” as described in Section 

6.0. 
 
6.1.12. Vendor must provide an implementation plan with proposed timelines. 

 
7.0 SCOPE OF SERVICES 
 

7.1 General Description of Kean University 

 
Kean University is a public, State-supported coeducational institution of 

higher education and is an “urban public research university” under New 

Jersey statute. It is located in Union Township and Hillside Township in the 

north central part of the State of New Jersey (the “State”), only minutes from 

the Garden State Parkway and New Jersey Turnpike, and close to public 

transportation. The main campus, located in Union Township (the “Main 

Campus”), is situated on a 121-acre tract, which includes a six-acre 

woodland preserve. The University traces its history to 1855 when it was 

founded by the Newark Board of Education and located in the City of 

Newark. In 1913, the University became a State institution, and in 1958 

moved to the Main Campus on property which had been part of the Kean 

family estate. In November 1981, the University acquired the 28-acre Pingry 

School campus (the “East Campus”) located in Hillside Township and within 

walking distance of the Main Campus. In March 2007, the University 

acquired the 26-acre Liberty Hall campus, located in Union Township (the 

“Liberty Hall Campus”), which includes several historical buildings. It 

connects the Main Campus and East Campus and includes fourteen (14) 

acres of developable land. Kean University also purchased nine (9) acres 

adjacent to the Liberty Hall Campus from Schering-Plough Corporation 

upon which the New Jersey Center for Science, Technology and 

Mathematics Education building is currently situated. Kean College of New 

Jersey officially became Kean University in 1997.  In 2014, Kean University 

leased approximately forty-one (41) acres of property in the New Jersey 

Highlands from the New Jersey Department of Environmental Protection for 

the creation of a new learning center to support science and sustainability 

initiatives for its graduate students (the “Skylands Campus”).  The Skylands 

Campus is located in Jefferson Township, Morris County and Sparta 

Township, Sussex County.  Existing structures on the property include a 
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dormitory with 35 private and semi-private sleeping rooms, a garage, 

storage barn and a manager’s residence.  In 2016, Kean University 

purchased The Warehouse, the former home of architect Michael Graves, 

and two other properties of Graves, located at 40, 44 and 48 Patton Avenue, 

Princeton, New Jersey for the development of an education research center 

for architecture and design students (the “Princeton Campus” and together 

with the Main Campus, the East Campus, the Liberty Hall Campus and the 

Skylands Campus, the “Campuses”). In 2021, Kean University was 

designated New Jersey’s first urban public research university.   

VENDORS MAY VISIT THE MAIN CAMPUS TO INSPECT THE JOB SITE 

PRIOR TO SUBMITTING A PROPOSAL. VENDORS MUST CONTACT 

ALANN WHITMORE AT ALWHITMO@KEAN.EDU TO SCHEDULE AN 

APPOINTMENT BEFORE VISITING THE JOB SITE.  

7.2 Technical Specifications – Kean University Glass Replacement and 
Repair Services 

7.2.1 Description of Work: Unless otherwise stated herein, the 
Vendor shall provide all incidentals, tools, equipment, labor, 
scaffolding, ladders, lifts, materials, vehicles and transportation 
for deliveries and pickups for the repair and/or replacement of 
broken glass in windows, glass doors, and curtain wall systems 
in all University properties. The Vendor shall also provide, as 
required, glazing and related materials for direct purchase by 
the University for use and installation by University personnel. 
All measurements for repairs and replacement units provided 
and installed by the Vendor shall be field verified by the Vendor, 
prior to installation. 
 

7.2.2 Emergency Repair Services: Vendor shall be available and 
must respond to emergency calls 24 hours a day, 365 days a 
year. Vendor shall provide the University with 24 hours a 
day/365 days a year telephone number for the specified 
services.  Emergency repair services performed between the 
hours of 7:00 a.m. and 5:00 p.m., Monday through Friday, shall 
be billed at regular (straight time) labor rates. 

 
7.2.3 Vendor Qualifications: The Vendor shall be a firm regularly 

doing business in the installation and repair of broken glazing, 
windows, glass doors, and curtain wall systems in commercial 
and institutional buildings. The Vendor shall have been in 
business at least five (5) years prior to the date of this Invitation 
for Bid. The Vendor shall have at least three (3) years’ 
experience providing similar services as those specified herein 
and maintain a facility for glazing installations and repairs and 
for purposes of purchasing of miscellaneous related materials 
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by University personnel on an as-needed basis during regular 
business hours. The Vendor must maintain a 24-hour per day, 
365 days a year emergency response service, and provide all 
necessary (24 hour/365 days per year) contact information to 
the University for contact purposes. 

 
7.2.4 Personnel Qualifications: The Vendor shall, upon request by the 

University, provide evidence of qualifications for Vendor 
personnel performing work under the contract. Kean University 
reserves the right, in its sole discretion to reject Vendor 
personnel determined to be unqualified or otherwise unable to 
perform the work specified herein. All personnel used by the 
Vendor in the performance of the work included in the contract 
shall be experienced and trained in the replacement of broken 
glass, repair of windows, glass doors and curtain wall systems. 

 
7.2.5 The Vendor shall use only skilled, competent, trained personnel 

having the minimum experience specified hereunder. The 
Vendor must ensure all on- site staff have the ability to 
communicate thoroughly, written and verbally.  If in the opinion 
of Kean University, Vendor employees are not qualified to 
perform the work, Kean University may request that such 
employees be replaced at no additional cost to Kean University. 
If, due to the fault or neglect of the Vendor, his agents, or 
employees, any Kean University property, equipment, stock or 
supplies are lost or damaged during performance of the 
contract, the Vendor shall be responsible for such loss or 
damage and the University, at its sole option, may either 
require the Vendor to replace all property or to reimburse the 
University for the full value of the lost or damaged property. 

 

7.2.6 Crew Configurations: All work performed under the contract 
shall be performed by, or under the direct supervision of a 
qualified Supervisor/Foreman. Services shall be performed 
using crew configurations as determined by the Vendor, per 
applicable provisions of this specification. The crew 
configuration proposed to be used by the Vendor shall be 
submitted for approval no later than ten (10) calendar days after 
award of the contract. 

 

7.2.7 Transportation of Vendor Personnel: The Vendor shall provide 
transportation for all personnel to and from work site locations. 
Kean University will not provide any transportation for Vendor 
personnel. 

 

7.2.8 Guarantee: All work performed by the Vendor under the 
contract shall be guaranteed against defects resulting from the 
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use of substandard materials, equipment, or workmanship. All 
work which has to be corrected due to the Vendor’s faulty 
workmanship, equipment, tools, or materials shall be performed 
by the Vendor at no additional cost to Kean University. This 
guarantee is automatically voided when the subject piece of 
equipment or part is worked on or repaired (not including 
inspections) by personnel other than the Vendor during the 
guarantee period. 
 

7.3 Equipment and Materials 

 

7.3.1 Equipment Provided by Kean University: Kean University will not 
provide any equipment to the Vendor during the performance of the 
contract. Kean University will provide access to all facilities required 
by the Vendor during the performance of the work described herein. 
The Vendor will provide sufficient notice to Kean University 
representative prior to shutdown of any utilities impacting Vendor 
work. 

 

7.3.2 Materials Provided by Kean University: Kean University will not 
provide any materials to the Vendor during the performance of the 
contract. 

 

7.3.3 Equipment Provided by Vendor: The Vendor shall provide all 
equipment and tools required by the Vendor during the performance 
of the contract. All costs associated with Vendor provided services 
shall be included in Vendor’s proposal. 

 

7.3.4 Materials Provided by Vendor: 

 

a. The Vendor shall provide all materials required and specified in 
the technical specifications, including but not limited to glass, 
window frames and replacement frame material, glazing 
materials, mounting hardware, appropriate sealants, etc. 
required by the Vendor during the performance of glass repair 
and replacement services described in the technical 
specifications and as required/specified in other sections of 
these specifications. The Vendor shall also provide 1/2" thick, 
exterior grade plywood to board up damaged glazing units to 
secure buildings temporarily. 

 

Replacement and/or repaired window and door glazing, and 
curtain wall systems shall match existing. 

 

b. Materials, system components and parts provided by the Vendor 
shall be new and of equivalent material, strength and design as 
the specified materials, parts or system components. All 
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replacement parts, materials and system components shall be 
specifically designed and intended for the equipment on which 
they are to be installed and/or used. Materials shall be 
manufactured or recommended by the same manufacturer of the 
equipment and/or system. Damaged parts shall not be repaired 
by welding. 

 

7.3.5 Transportation of Equipment and Materials: Vendor crews shall be 
equipped with materials and vehicles to transport equipment and 
materials to and from work site locations. All costs associated with 
transportation activities and the use of the Vendor’s vehicles shall 
be included in the Vendor’s proposal. Vendor shall adhere to and 
observe the University's on-site vehicular traffic rules and 
regulations. 

 

7.3.6 Disposal of Materials: The Vendor shall collect all waste materials 
including but not limited to waste oil, lubricants, etc. and debris from 
each work site at the end of each day and place them in a designated 
construction debris container. All hazardous materials generated by 
the performance of the contract will be disposed of properly by the 
Vendor. 

 
7.3.7 Product Conditions: 

 

a. Environmental Limitations: Do not install sealers if substrate is 
wet, damp, or covered in snow, ice, or frost. Make substrate ready 
to receive sealant. 

 

b. Dimensional Limitations: Do not install sealers if joint dimensions 
are less than or greater than that recommended by sealer 
manufacturer. 

 
7.3.8 Materials – General: 

 

a. General: Provide only products which are recommended and 
approved by their manufacturer for the specific application and 
which comply with all requirements of the specifications manual. 

 

i. For each generic product, use only materials from one 
manufacturer. 

 

ii. Provide only materials which are compatible with each 
other and with joint substrates. 

 

iii. Colors of exposed sealers: As selected by the 
University from manufacturer's custom colors. 
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b. Products: Provide one of the products listed for each generic type 
provided they comply with requirements of the contract documents. 

 
7.3.9 Glass Types: 

 

a. Fabricate glass with bite and edge clearance dimensions, 
including tolerances, as recommended by manufacturer and 
GANA "Glazing Manual". 

 
7.3.10 Installation Materials: 

 

a. General: Select products which have appropriate performance 
characteristics as recommended by glass and glazing materials 
manufacturers and which are compatible with all materials with 
which they will come in contact. 

 

b. Glazing Sealant: Non-acid curing silicone complying with ASTM 
C 920, Grade NS, Type S or M, Class 25, Uses NT, A, and G. 
Provide exposed sealants in colors as selected by the University 
from manufacturer's standard colors. Match existing sealant for 
repair and replacement. 

 

c. Heel and Toe Bead Sealant: Non-curing, non-skinning, 
minimum 75 percent solids, butyl or polyisobutylene rubber, 
complying with 802.3- 85, Type II ductile back bedding 
compound, as described in AAMA 800-86. 

 

d. Sealant Tape: Pre-cured, 100 percent solids butyl or 
polyisobutylene rubber with internal spacer rod or of 
composition limiting compression to a maximum of 50 percent, 
complying with 806.1-85 or 807.1-85, as described in AAMA 
800-86. 

 

(1) Size tape so that it is under compression when 
glazing is fully installed. 

 

e. Dense Compression Gaskets: Preformed neoprene, complying 
with ASTM C 864. 

 

(1) Select style and size so that gasket will be 
compressed at least 25 percent when glazing is fully 
installed. 

 

f. Soft Compression Gaskets: Black, preformed closed-cell neoprene, 
complying with ASTM C 509, Type II; shape and density to maintain 
seal. 



29 

 

(1) Sealant tape may be used in lieu of soft gaskets, at 
Contractor's option. 

 

g. Glazing Blocks: Neoprene, EPDM, or silicone. 

 

(1) Setting blocks: 80 to 90 Shore A hardness. 

 

(2) Spacers: As required to provide face and edge 
clearances recommended by FGMA "Glazing 
Manual". 

 
7.4 Execution of Work 

 

7.4.1 Repair of Glass Doors, Windows, Glass and Curtain Walls: Vendor 
shall supply all labor, tools, scaffolds, ladders, and material to 
replace broken glass at all University-owned buildings. All glazing 
on windows, doors and curtain walls shall be done in accordance 
with manufacturers' specifications and industry standards. All 
measurements shall be taken and field verified by Vendor prior to 
fabrication and installation. The University shall not be responsible 
for measuring or providing measurements to the Vendor. The 
University shall not permit any trip charges for measuring of 
windows, doors or curtain wall components being repaired or 
replaced. All work shall result in watertight, weather tight 
installations. 

 

All glass and glazing materials shall be replaced with materials to 
match existing and in accordance with the technical specifications 
and the manufacturers' specifications. Glass shall be of the same 
type and have the same thickness, tint, color and finish as the unit 
to be replaced or repaired. 

 

In all cases, where the Vendor is notified between the hours of 7:00 
a.m. and 3:00 p.m., Monday to Friday, of the need to repair or 
replace glazing on windows, doors or curtain walls, and the 
damaged glazing unit poses imminent danger to life safety or to 
security, replacement shall occur the same day during regular 
business hours. In the event that the Vendor must supply special 
glass units that are not readily available, the Vendor shall be 
responsible for temporarily securing the unit and eliminate the life 
safety or security danger. No additional charge shall be allowed for 
temporary work. The Vendor shall price special units accordingly to 
compensate for all required temporary measures. 

 

7.4.2 Emergency Repair Services: The Vendor shall provide twenty-four 
(24) hour emergency service, 365 days a year, with a one (1) hour 
response time from the time of the call. Qualified personnel shall be 
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ready to perform inspections, measure, evaluate, and repair/replace 
any window, glass door, or curtain wall damage which suddenly and 
unexpectedly occurs, requiring immediate action, and which must be 
restored to satisfactory operating condition so as to ensure that life  
safety  and  building  security  are  not compromised.  If the window 
or door cannot be permanently repaired at the initial response, 
Vendor shall implement appropriate temporary measures to secure 
the building and protect the occupants from harm or injury. Vendor 
shall install plywood boards as required for temporary protection 
whenever permanent glazing cannot be performed at the time of the 
initial response. Permanent replacement of broken glass and repairs 
shall be completed within twenty- four (24) hours of initial response, 
unless otherwise restricted by unavailability of special order 
materials. 

 

7.4.3 Reporting Work Performed: A written report shall be submitted to the 
University designee for each incident serviced. The report shall 
contain the exact location where the work was performed, a 
description of the work accomplished, parts and quantity and type of 
material(s) used, and total work hours, including date and time of 
services. The report shall be legible and all information contained 
therein shall match invoices. All work order (services authorization) 
numbers shall be referenced on all invoices. Written emergency 
response reports shall include signature of University designee 
indicating time of arrival to and departure from the site. During off 
hours (between 5:00 p.m. and 7:00 a.m., Monday to Friday), 
weekends and holidays, Vendor shall secure arrival and departure 
verification from personnel at the Central Power Plant. Failure to 
furnish emergency response reports in the format specified shall 
result in non-processing of invoices. 

 

Vendor shall be called in for emergency service by the University 
designee only. 

 

If Vendor fails to respond within the specified time frames, the University 
reserves the right to call in the services of other contractors and back-
charge the Vendor under contract with the University for any difference 
in the cost of emergency services. 

 
7.4.4 Examination: 

 

a. Examine substrates for conditions relating to glass installations. 

 

b. Do not begin work until conditions favorable to successful 
completion have been corrected. 
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7.4.5 Preparation: 

 

a. Clean surfaces to receive glass just before installation of glass. 

 

b. Apply primer to joint surfaces where required for adhesion of 
sealants, as recommended by sealant manufacturer. 

 
7.5 Performance Requirements  

7.5.1 General Requirements: The specifications of the contract are 
intended to require the Vendor to provide for everything reasonably 
necessary to accomplish the proper and complete finishing of the 
work. Any incidental material, and/or work not specified in the 
specifications which is, nevertheless, necessary for the true 
development thereof and reasonably inferable therefrom, shall be 
incorporated by the Vendor in the bid proposal, and the Vendor shall 
understand the same to be implied and required, and the Vendor 
shall perform all such work and furnish all such material as if 
particularly delineated or described therein. Should there be an 
obvious error or omission in the specifications, and if such error or 
omission was not requested, in writing, to be clarified via a 
bulletin/addendum, at least five (5) business days prior to Bid 
Opening date, then it shall be the Vendor’s responsibility to complete 
the work as reasonably required, consistent with the intent of such 
specification and as may be interpreted by the Director, should there 
be a need for interpretation after Bid Opening date. 

 

The Vendor shall abide by and comply with the true intent and 
meaning of the specifications and other Contract Documents taken 
as a whole, and shall not avail him/herself of any unintentional error 
or omission, should any exist. The Vendor shall make no claim 
against the University for expenses incurred or damages sustained 
on account of any error, discrepancy, omission or conflict in the 
Contract Documents unless, and only to the extent that, the Vendor  
has submitted a written request for interpretation, clarification, or 
correction to the University representative and such written request 
has been received by the University representative at least five (5) 
business days prior to the date fixed for the opening of bids, provided 
further that such claim shall only be recognized by the University if 
the matter raised by the written request has not been addressed by 
the University through the issuance of a bulletin interpreting, 
clarifying, and/or correcting such error, discrepancy, omission, or 
conflict. Vendor's written requests for interpretation, clarification, or 
correction shall not be recognized by the University if such request 
is received by the University representative later than five (5) 
business days prior to Bid Opening date. Reliance on the U.S. mail 
service or any other carrier service shall be at the Vendor's risk. In 
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case of dispute, the matter shall be referred to the Director of 
Purchasing for decision. 

 
7.5.2 Clarification of Terms: If any prospective Vendor has questions about 

the specifications or other solicitation documents, the prospective 
Vendor shall contact, in writing, the designated University 
representative whose name appears on this specification no later 
than five (5) working days before the due date. Any revisions to the 
solicitation will be made only by addendum issued by the University. 
 

7.5.3 Payment: The University will authorize payment to the Vendor after 
providing satisfactory service and receipt of the Vendor's correct 
invoice for services rendered. Payment for work included in the 
contract will be made upon completion of the services and 
submission of the Vendor's invoice, based on the rates as bid. 
Payment for services will be made for each separate occurrence 
upon completion of the work and submission of the Vendor's invoice. 

 

Invoices shall be submitted within one (1) week after performance of 
work, and shall show the bid number, contract number, purchase 
order number, and work order number. Invoices shall be broken 
down by contract personnel classifications and must correspond 
with contract prices. Invoices shall be submitted as specified. 

 
7.5.4 Qualifications of Vendors: Vendors must be qualified by and under 

the provisions of the New Jersey State Construction Code. The 
University may make such reasonable investigations as deemed 
proper and necessary to determine the ability of the Vendor to 
perform the work/furnish the item(s) and the Vendor shall furnish to 
the University all such information and data for this purpose as may 
be requested. The University reserves the right to inspect Vendor's 
physical facilities prior to award of contract to satisfy questions 
regarding the Vendor's capabilities to successfully perform the work. 
The University further reserves the right to reject any bid if the 
evidence submitted by, or investigations thereof, such Vendor fails 
to satisfy the University that such Vendor is properly qualified to carry 
out the obligations of the contract and to complete the work/furnish 
the item(s) contemplated therein. 

 
7.5.5 Testing and Inspection: The University reserves the right to conduct 

any test/inspection it may deem advisable to assure supplies and 
services conform to the specification. 

 
7.5.6 Default: In case of failure to deliver goods or services in accordance 

with the contract terms and conditions, the University, after due oral 
or written notice, may procure them from other sources and hold the 
Vendor responsible for any additional purchase expenses and/or 
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administrative costs. This remedy shall be in addition to any other 
remedies which the University may have, as afforded by State Law. 

 
7.5.7 Use of Brand Names: Unless otherwise provided in this solicitation, 

the name of a certain brand, make or manufacturer does not restrict 
Vendors to the specific brand, make or manufacturer named, but 
conveys the general style, type, character, and quality of the article 
desired. Any article which the University, in its sole discretion, 
determines to be equal of that specified, considering quality, 
workmanship, economy of operation, and suitability for the purpose 
intended, shall be accepted. The Vendor is responsible to clearly and 
specifically indicate the product being offered meets or exceeds the 
requirements of the solicitation specification. This is required even if 
offering the exact brand, make or manufacturer specified. Only the 
information furnished with the bid will be considered in the 
evaluation. Failure to furnish adequate data for evaluation purposes 
may result in declaring a bid non- responsive. Unless the Vendor 
clearly indicates in its bid that the product offered is an "equal" or 
better product, such bid will be considered to offer the brand name 
product referenced in the solicitation/specification. 

 
7.5.8 Transportation and Packaging: By submitting the bid, the Vendor 

certifies and warrants that the price offered for FOB destination 
includes only the actual freight rate costs at the lowest and best rate 
and is based upon the actual weight of the goods to be shipped. 
Except as otherwise specified herein, standard commercial 
packaging, packing and shipping containers shall be used. All 
shipping containers shall be legibly marked or labeled on the outside 
with purchase order number, commodity description, and quantity. 

 

 
7.5.9 Responsibility for the Work: The Vendor shall be responsible to the 

University, and to other contractors that may be under contract with 
the University, for the acts and omissions of his/her employees, 
subcontractors and their agents and employees, which injure, 
damage, or delay such other contractors in the performance of their 
work. This responsibility is not limited by applicable provisions stated 
elsewhere herein, but is in conjunction with, and related thereto. 

 

The Vendor shall defend, protect, indemnify and save harmless the 
University from all claims, suits, actions, damages and costs of every 
name and description arising out of, or resulting from, the 
performance of his/her work 

under the contract. This responsibility is not limited by the provisions 
of other indemnification provisions included elsewhere herein. 
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In order to protect the lives and health of his/her employees, the 
Vendor shall comply with all applicable statutes and pertinent 
provisions of the "Manual of Accident Prevention in Construction" 
issued by the Associated General Contractors of America, Inc., and 
shall maintain an accurate record of all cases of death, occupational 
disease, and injury requiring medical attention or causing loss of 
time from work, arising under the contract. The Vendor alone shall 
be responsible for the safety, efficiency and adequacy of his/her 
plant, appliances and methods, and for any construction, 
maintenance or operation. 

 
7.5.10 Rules-Laws-Regulations: All work to be performed under the 

contract shall be done in accordance with the New Jersey Uniform 
Construction Code. No work requiring inspections and approval of 
construction code officials is to be covered or enclosed prior to 
inspection and approval by appropriate code enforcement officials. 

 

The work under the contract is exempt from local (municipal) 
ordinances, codes and regulations as related to buildings and the 
site on which buildings are located, except where the Vendor's work 
could adversely affect adjacent property, public sidewalks and/or 
streets. The Vendor shall coordinate his/her activities with municipal 
and/or highway authorities having appropriate jurisdiction. 

 

It is the Vendor's responsibility to request, in a timely manner, 
inspections by all regulatory agencies having jurisdiction over the 
project. The Vendor shall notify the University representative at least 
five (5) days prior to inspection dates. 

 

The Vendor shall hold harmless the University from all fines, 
penalties or losses incurred for, or by reason of, the violation of any 
regulation or law of the State or Federal Government while the 
Vendor is in process of performing his/her work. 

 

The Vendor shall comply with the Federal Occupational Safety and 
Health Act of 1970, and of all the rules and regulations promulgated 
there under and the New Jersey Worker and Community Right To 
Know Act (PL 1983 C.315 NJSA 34:5A-l, et seq.). 

 

If as a result of a finding, by an appropriate Finder of Fact, it is 
established that the Vendor caused a substantial violation of a 
Federal, State or local statute or regulation while under contract with 
the University, the University may declare the Vendor to be in 
default. 
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7.5.11 Superintendence by Vendor: 

 

a. The Vendor shall be responsible for all construction means, 
methods, techniques, sequences, and procedures and for 
coordinating all portions of the work under the contract except 
where otherwise specified in the Contract Documents. 

 

b. The Vendor shall, at all times, enforce strict discipline and good 
order among the workers on the project, and shall not employ on 
the work any unfit person or anyone not skilled in the work 
assigned to him/her. 

 
7.5.12 Warranty of Materials and Workmanship: 

 

a. The Vendor warrants that, unless otherwise specified, all 
materials and equipment incorporated in the work under the 
contract shall be new, first class, and in accordance with 
applicable UCC requirements. The Vendor further warrants that 
all workmanship shall be first class and in accordance with the 
Contract Documents and shall be performed by persons qualified 
at their respective trades. Work not conforming to these 
warranties shall be considered defective. 

 

b. Neither the Final Certificate of Payment, nor any provision in the 
Contract Documents, nor partial or entire occupancy of the 
premises by the University shall constitute an acceptance of work 
not done in accordance with the Contract Documents. Nor shall 
it relieve the Vendor of liability with respect to any expressed or 
implied warranties or responsibilities for faulty materials or 
workmanship. The University will give notice of observed defects 
with reasonable promptness. 

 

c. This warranty of materials and workmanship is separate, 
independent from, and in addition to manufacturer's standard 
warranties and any other guarantees in the contract. 

 

d. Vendor shall provide guaranties for all labor and materials 
furnished under the contract, for a period of one (1) year from 
date of final acceptance of the materials by the University, unless 
more restrictive requirements are specified elsewhere in the 
specifications section. The Vendor shall, within a reasonable 
time, after written notice thereof, repair, replace, and make good, 
at Vendor's expense, all defects in workmanship and materials. 

 
7.5.13 Use of Premises and Removal of Debris: The Vendor expressly 

undertakes, either directly or through its Subcontractor(s): 
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a. To perform the contract in such a manner as not to interrupt or 
interfere with the operation of existing University activities and 
functions on the premises or at the location of the work. 

 

b. To store its apparatus, materials, supplies, and equipment in 
such orderly fashion at the site of the work as will not duly 
interfere with the progress of its work or the activities, functions, 
and work of the University or any other contractor. 

 

c. To place upon the work or any part thereof only such loads as 
are consistent with the safety of that portion of the work. 

 

d. To effect all cutting, filling, or patching of its work required to 
make the same conform to the work order requirements and/or 
the plans and specifications, and except with the consent of the 
University representative, not to cut or otherwise alter the work 
of any other contractor. The Vendor shall not damage or 
endanger any portion of the work by cutting, patching, or 
otherwise altering any work, or by excavation. No structural 
member shall be cut without approval from the University 
architect. 

 

e. To clean up frequently all refuse, rubbish, scrap materials, and 
debris caused by its operations, to the end that at all times the 
site of the work shall present a neat, orderly, and workmanlike 
appearance. 

 

7.5.14 Protection of Persons and Property: 

 

a. The Vendor is expressly responsible for, both directly and 
through its Subcontractor(s), taking every precaution at all times 
for the protection of persons and property, including University 
students, employees, and property, as well as its own employees 
and Subcontractor(s). 

 

b. The Vendor shall be responsible for initiating, maintaining, and 
supervising all safety precautions and programs in connection 
with the work. 

 

c. The Vendor shall continuously maintain adequate protection of 
all work from damage and shall protect the University's property 
from damage or loss arising in connection with the contract. The 
Vendor shall make good any such damage, injury, or loss. The 
Vendor shall adequately protect adjacent property as provided 
by law and as required by site-specific conditions and the 
Contract Documents, and shall provide and maintain all 
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passageways, barricades, guard fences, lights, and other 
facilities for protection required by the University and public 
authority having jurisdiction over the work, and local conditions. 

 

d. In an emergency affecting the safety or life of building occupants 
and individuals, or of the work, or of adjoining property, the 
Vendor, without special instruction or authorization from the 
University, is hereby permitted to act, at its discretion, to prevent 
such threatened loss or injury. Also, should the Vendor, in order 
to prevent threatened loss or injury, be instructed or authorized 
to act by the University, he/she shall so act, without appeal. Any 
additional compensation or extension of time claimed by the 
Vendor on account of any emergency work shall be determined 
as provided in the contract. 

 
7.6 Special Terms and Conditions 

 
7.6.1 Asbestos: Whenever and wherever during the course of performing 

any work under the contract, the Vendor discovers the presence of 
asbestos or suspects the presence of asbestos, he/she shall stop the 
work immediately, secure the area, notify the University and await 
positive identification of the suspect material. During the downtime in 
such a case, the Vendor shall not disturb any surrounding surfaces 
but shall protect the area with suitable dust covers. In the event the 
Vendor is delayed due to the discovery of asbestos or suspected 
asbestos, then a mutually agreed extension of time to perform the 
work shall be allowed the Vendor but without additional 
compensation  due to the time extension. 

 
7.6.2 Drug Free Workplace: The Vendor acknowledges and certifies that 

it understands that the following acts by the Vendor, its employees, 
and/or agents performing services on State property are prohibited: 

 

a. The unlawful manufacture, distribution, dispensing, possession 
or use of alcohol or other drugs; and 

 

b. Any impairment or incapacitation from the use of alcohol or 
other drugs (except the use of drugs for legitimate medical 
purposes). 

 

The Vendor further acknowledges and certifies that it understands 
that a violation of these prohibitions constitutes a breach of contract 
and may result in default action being taken by the University in 
addition to any criminal penalties that may result from such conduct. 
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7.6.3 Independent Contractor: The Vendor shall not be an employee of the 
University, but shall be an independent contractor. 

 

Nothing in the contract shall be construed as authority for the Vendor 
to make commitments which shall bind the University or to otherwise 
act on behalf of the University, except as the University may 
expressly authorize in writing. 

 
7.6.4 Inspection of Job Sites: By submitting his/her bid, the Vendor certifies 

that he/she has inspected the job sites and has become fully aware 
of all pre- existing conditions pertaining to the contract and is aware 
of the conditions under which the work must be accomplished. 
Claims, as a result of a failure to inspect the job sites, will not be 
considered by the University. 

 

Bid proposals based upon the contract, Specifications, General 
Terms and Conditions, Special Terms and Conditions and 
Supplementary Conditions and Bulletins, shall be deemed as having 
been made by the Vendor with full knowledge of the conditions 
therein. 

 

Vendors are required to visit the site prior to submitting proposals for 
the work herein described, and to have thoroughly examined the 
conditions under which the contract is to be executed including those 
reasonably observable conditions of the premises which would 
hinder, delay, or otherwise affect the performance of the Vendor 
required under the terms of the contract. The University will not allow 
claims for additional costs as a result of the Vendor's failure to 
become aware of the reasonably observable conditions affecting 
his/her required performance. The Vendor is required to make 
appropriate allowances in the preparation of his/her bid for the 
accommodation of such conditions. By submitting a bid proposal, 
Vendor warrants that the Vendor is familiar with conditions existing 
at the site at the time the bid is submitted. Vendors are advised that 
no claim for expenses incurred, or damages sustained on account 
of any error, discrepancy, omissions, or conflict in the Contract 
Documents shall be recognized by the University, unless written 
request for interpretation, clarification, or correction has been 
submitted by the Vendor prior to bid due date. 

 
7.6.5 Materials Containing Asbestos: The Vendor shall not incorporate any 

materials into the work containing asbestos or any material known 
by the Vendor to contain a substance known to be hazardous to 
health when the building is occupied. If the Vendor becomes aware 
that a material required by the specifications contains asbestos, it 
shall notify the University immediately and shall take no further steps 



39 

 

to acquire or install any such material without first obtaining the 
University's approval. 

 
7.6.6 Quantities: Quantities set forth in this solicitation are estimates only, 

and the Vendor shall supply at bid prices actual quantities as 
ordered, regardless of whether such total quantities are more or less 
than those shown. 

 
7.6.7 Safety and Security: 

 

a. Safety: All Vendors working on the Kean University campus 
must maintain an adequate safety program to insure the safety 
of Vendor employees, Subcontractor employees, and all other 
individuals working under the contract. The State and Federal 
Occupational Safety and Health Act provides for safety and 
health protection for employees on the job. The Vendor is 
required to comply with all applicable Occupational Safety and 
Health Act standards. In addition, the Vendor must also provide 
the University with a written safety program that he/she intends 
to follow in pursuing work under the contract. No work under the 
contract will be permitted until the University is assured that the 
Vendor has an adequate safety program in effect. 

 

The Vendor shall be responsible for initiating, maintaining, and 
supervising all safety precautions and programs in connection 
with the work. He/she shall designate a responsible member of 
his/her organization whose duty shall be the prevention of 
accidents. 

 

The Vendor shall take all reasonable precautions for the safety 
of, and shall provide all reasonable protection to prevent 
damage, injury, or loss to: 

 

(1) Every employee on the work and all other persons who 
may be affected thereby; 

 

(2) All the work and all materials and equipment to be 
incorporated therein, whether in storage on University 
property, or off the site, under the care, custody, or control 
of the Vendor or any of his/her Subcontractors or Sub-
subcontractors; and 

 

(3) Other property at the site or adjacent thereto, including but 
not necessarily limited to structures, utilities, equipment, 
furnishings, etc. 
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The Vendor shall give all notices and comply with all applicable 
laws, ordinances, rules, regulations, and lawful order of any 
public authority bearing on the safety of persons or property or 
their protection from damage, injury, or loss. 

 

The Vendor shall erect and maintain, whenever directed by the 
University and as required by existing conditions and progress 
of the work, all reasonable safeguards for safety and protection 
of public life and health, including rails, barricades, night lights, 
the posting of danger signs, and other warnings against 
hazards. The Vendor shall be responsible for promulgating 
safety regulations, notifying the University and other users of 
adjacent facilities, and implementing other means of protection 
against accidental injury or damage to persons and property. 
Adequate safeguards for safety and protection of visually-
impaired persons shall be provided by the Vendor. 

 

b. Security: In view of heightened security concerns, the University 
has a campus security procedure applicable to all contractors 
and Vendors supervised by the Office of Facilities. Contractors 
and Vendors are required to register all employees working on 
campus, including employees of Subcontractors and suppliers. 
Employees shall be required to wear identification badges 
issued by the Vendor at all times while on University premises. 
As new or additional employees are assigned to work on 
University premises, Contractors/Vendors shall be required to 
provide ID badged for each employee prior to start of work on 
campus. 

 

Individuals making deliveries for Contractors/Vendors shall be 
required to check in at the Office of Facilities, Room M-122, 
Facilities Building. The Vendor will advise all suppliers and 
Subcontractors accordingly, as no one shall be allowed on 
campus without adherence to the established security protocols. 

 

The Office of Facilities reserves the right to deny access to the 
campus to any individual who fails to present the required 
documentation. Again, individuals/employees not wearing 
identification badges will not be allowed to work on campus. 

 
7.6.8 Use of Premises: The Vendor shall perform his/her work so as not to 

interfere with other activities and work being performed in the area. 
Any interruptions of any type of service shall be coordinated with the 
University representative ahead of time. The Vendor shall, however, 
remain fully liable and responsible for the work to be done by his/her 
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subcontractor(s) and shall assure compliance with all requirements 
of the contract. 

 
7.6.9 Work Site Damages: Any damage to existing utilities, equipment or 

finished surfaces resulting from the performance of this contract shall 
be repaired to the University's satisfaction at the Vendor's expense. 

 
7.6.10 Estimates for Work: 

 

1. Upon request by the University, the Vendor shall prepare and 
submit a written estimate required to perform repair/replacement 
services specified under the contract. This work may then be 
performed only with the University's written authorization. 
Invoices submitted by the Vendor for work performed shall be 
itemized by each billable contract unit and the total dollar 
amount(s) of the invoice(s) submitted shall not exceed the 
Vendor's written estimate. 

 

2. The University reserves the right to make or obtain other 
estimates prior to authorizing the Vendor to proceed in order to 
comply with the requirements of State regulations to determine 
price reasonableness. If the estimate is considered not to be 
reasonable, the Vendor will be asked to review his/her estimate 
and resubmit. If the revised estimate is still considered to be 
unreasonable, the University reserves the right to obtain the work 
from another source. 

 
7.7 Pricing Schedule 

 

The Vendor agrees to provide the services described herein for the prices 
listed on the Pricing Schedule attached hereto as Attachment A. Material 
unit prices shall include glass and all glazing materials and components 
delivered to job site for installation. 

 

Labor and installation unit prices shall reflect work in place satisfactorily 
installed, including all required tools, equipment and all labor costs. Unit 
pricing shall include temporary board-up work, field verification, and 
supervision work; overhead and profit; all direct and indirect costs; 
transportation and delivery and all other associated and incidental costs. 
Tinted glass shall match existing being replaced, including but not limited 
to, bronze, gray, green, and blue in shades/tints to match existing glass. 

 
7.8 Personnel Qualifications 

7.8.1 The Vendor shall use only skilled, competent, trained personnel 
having the minimum experience specified hereunder.  The Vendor 
shall, upon request by Kean University, provide evidence of 
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qualifications for Vendor personnel performing work under the 
contract.  Kean University reserves the right, in its sole discretion, to 
reject Vendor personnel determined to be unqualified or otherwise 
unable to perform the work specified herein.  In addition, all 
personnel that operate equipment that require driving on campus 
shall possess a valid New Jersey Driver’s License and CDL license, 
if required.  Upon request, Vendor shall provide documentation to 
Kean University evidencing that Vendor’s employees possess the 
required drivers’ licenses.  All personnel or agents of the Vendor 
must observe all regulations in effect at the University regarding 
vehicle speed limits, parking, and restricted areas. 

7.8.2 If, due to the fault or neglect of the Vendor, his agents, or employees, 
any Kean University property, equipment, stock, or supplies are lost 
or damaged during performance of the contract, the Vendor shall be 
responsible for such loss or damage and Kean University, at its sole 
option, may either require the Vendor to repair or replace all 
damaged property. 

7.8.3 All personnel shall observe all rules and regulations in effect at Kean 
University governing safety and personal conduct.  Vendor 
employees shall be subject to control of the University, but under no 
circumstances, shall such persons be deemed employees of the 
University.  Vendor personnel shall not represent themselves or be 
considered as employees of Kean University or the State of New 
Jersey. 

8.0 PROPOSAL FORMAT AND CONTENT 

8.1 General 

The information required to be submitted in response to this Request for 

Proposal has been determined by Kean University to be essential for use by the 

University in the proposal evaluation and contract award process.  Vendors shall 

ensure that all information required herein is submitted with the proposal. All 

information provided should be verifiable by documentation requested by the 

University. Failure to provide all information, inaccuracy, or misstatement may be 

sufficient cause for rejection of the proposal or rescission of an award in 

accordance with applicable law. Vendors are encouraged to provide any 

additional information describing operational abilities. 

Vendor must indicate on Attachment A, the Fee Proposal Form, the amount as 

per the terms and conditions and specifications of the RFP.  The University 

reserves the right to request all Vendors explain the method used to arrive at any 

or all figures. 

Vendors are cautioned that their failure to submit the information as required 
may result in a determination that the Vendor’s proposal is non-responsive 
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to Request for Proposal requirements.  Any qualifying statements by the 
Vendor which effect change(s) to the Request for Proposal, including but not 
limited to, special terms and conditions, specifications or other Request for 
Proposal requirements shall be regarded as non-responsive.  Consequently, 
the Vendor’s eligibility for contract award may be jeopardized.  Therefore, 
Vendors are advised not to take exception to the terms, conditions, or 
specifications.  In the event a Vendor wishes to take exception to any of the 
terms, conditions or specifications, such exceptions should be detailed in a cover 
letter to the proposal and must cross-reference the applicable Request for 
Proposal page and section reference number. 
 

8.2 The Fee Proposal Form, the Request for Proposal specifications, and any 
attachments submitted by the Vendor constitute the entire proposal. 

8.3 All instructions, terms, and conditions contained in the specifications must 
be met to qualify for consideration of award. 

8.4 Proposals must adhere to the format and specifications set forth in this 
document.  Responses to each requirement should be in order and clearly 
marked with the section number to which they respond. 

8.5 Pages in proposals should be numbered. 

8.6 All proposal prices shall be typed or written in ink and executed by the 
potential Vendor. 

8.7 The Vendor’s signature certifies that the Vendor can and will provide 
services as specified. 
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9.0 VENDOR DATA SHEET(S) – MUST BE COMPLETED BY VENDOR 
  

9.1 Vendor must provide information requested below, preferably using this 
format.  If additional space is needed, Vendor should use identical format. 

 
9.2 References will be contacted by Kean University. 
 
9.3 The number of years of experience the firm has provided Glass 

Replacement and Repair Services. _______ 
 
9.4 Indicate the number of calendar days required, after notification of intent to 

award, to assume all contractual duties and responsibilities.  
______________________ 

 
9.5 List on the following sheets the names and other required information on 

the following corporate level management and support personnel required 
to be assigned to this contract.  If the firm does not use these designations, 
indicate equivalent: 

 
Vice President in Charge of this Account. 

 
Regional Manager in Charge of this Account. 

 
District Manager in Charge of this Account. 

 
9.5.1 VICE PRESIDENT IN CHARGE OF ACCOUNT 

 
NAME: _____________________________________________________ 

 
EMAIL & PHONE NO.:  ________________________________________ 
 
YEARS EMPLOYED BY YOUR FIRM: ____________________________ 

 
CURRENT POSITION: ________________________________________ 

EMPLOYMENT DATA (HIGHER EDUCATIONAL INSTITUTION ONLY): 

___________________________________________________________ 
___________________________________________________________ 
___________________________________________________________ 
___________________________________________________________ 
 
OTHER EMPLOYMENT DATA: _________________________________ 
___________________________________________________________ 
___________________________________________________________ 
___________________________________________________________ 
___________________________________________________________ 
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BRIEF DESCRIPTION OF PROPOSED DUTIES AND 
RESPONSIBILITIES AT KEAN UNIVERSITY: 
___________________________________________________________ 
___________________________________________________________ 
___________________________________________________________ 
___________________________________________________________ 
 
EDUCATION AND TRAINING: __________________________________ 
___________________________________________________________ 
___________________________________________________________ 
___________________________________________________________ 
___________________________________________________________ 
 
REFERENCES WITH PHONE NUMBERS / EMAIL ADDRESSES: 
___________________________________________________________ 
___________________________________________________________ 
___________________________________________________________ 
___________________________________________________________ 

 
9.5.2 REGIONAL MANAGER IN CHARGE OF ACCOUNT 

 
NAME: _____________________________________________________ 

 
EMAIL & PHONE NO.:  ________________________________________ 
 
YEARS EMPLOYED BY YOUR FIRM: ____________________________ 

 
CURRENT POSITION: ________________________________________ 

EMPLOYMENT DATA (HIGHER EDUCATIONAL INSTITUTION ONLY): 
___________________________________________________________ 
___________________________________________________________ 
___________________________________________________________ 
___________________________________________________________ 
 
OTHER EMPLOYMENT DATA: _________________________________ 
___________________________________________________________ 
___________________________________________________________ 
___________________________________________________________ 
___________________________________________________________ 
 
BRIEF DESCRIPTION OF PROPOSED DUTIES AND 
RESPONSIBILITIES AT KEAN UNIVERSITY: 
___________________________________________________________ 
___________________________________________________________ 
___________________________________________________________ 
___________________________________________________________ 
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EDUCATION AND TRAINING: __________________________________ 
___________________________________________________________ 
___________________________________________________________ 
___________________________________________________________ 
___________________________________________________________ 
 
REFERENCES WITH PHONE NUMBERS / EMAIL ADDRESSES: 
___________________________________________________________ 
___________________________________________________________ 
___________________________________________________________ 
___________________________________________________________ 

 
9.5.3 DISTRICT MANAGER IN CHARGE OF ACCOUNT 

 
NAME: _____________________________________________________ 

 
EMAIL & PHONE NO.:  ________________________________________ 
 
YEARS EMPLOYED BY YOUR FIRM: ____________________________ 

 
CURRENT POSITION: ________________________________________ 

EMPLOYMENT DATA (HIGHER EDUCATIONAL INSTITUTION ONLY): 
___________________________________________________________ 
___________________________________________________________ 
___________________________________________________________ 
___________________________________________________________ 
 
OTHER EMPLOYMENT DATA: _________________________________ 
___________________________________________________________ 
___________________________________________________________ 
___________________________________________________________ 
___________________________________________________________ 
 
BRIEF DESCRIPTION OF PROPOSED DUTIES AND 
RESPONSIBILITIES AT KEAN UNIVERSITY: 
___________________________________________________________ 
___________________________________________________________ 
___________________________________________________________ 
___________________________________________________________ 
 
EDUCATION AND TRAINING: __________________________________ 
___________________________________________________________ 
___________________________________________________________ 
___________________________________________________________ 
___________________________________________________________ 
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REFERENCES WITH PHONE NUMBERS / EMAIL ADDRESSES: 
___________________________________________________________ 
___________________________________________________________ 
___________________________________________________________ 
___________________________________________________________ 
___________________________________________________________ 

 
9.6 Provide below a comprehensive list of three (3) college/university accounts, 

which your firm now services along with the required information of each 
account. 

 
9.6.1 (1) Name of Account: _________________________________ 

 
  (2) Address: ________________________________________ 
 

(3) How long has your agency provided glass replacement and 
repair services to the above account? 
________________________________________________ 

 
(4) List name, email, and phone number of individual at 

college/university we can contact for a reference check. 
 

Contact Name: ____________________________________ 
 
 Title: ____________________________________________ 
 
 Phone Number: ___________________________________ 
 
 E-mail: __________________________________________ 
 

 
9.6.2 (1) Name of Account: _________________________________ 

 
  (2) Address: ________________________________________ 
 

(3) How long has your agency provided glass replacement and 
repair services to the above account? 
________________________________________________ 

 
(4) List name, email, and phone number of individual at 

college/university we can contact for a reference check. 
 

Contact Name: ____________________________________ 
 
 Title: ____________________________________________ 
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 Phone Number: ___________________________________ 
 
 E-mail: __________________________________________ 

 
9.6.3 (1) Name of Account: _________________________________ 

 
  (2) Address: ________________________________________ 
 

(3) How long has your agency provided glass replacement and 
repair services to the above account? 
________________________________________________ 

 
(4) List name, email, and phone number of individual at 

college/university we can contact for a reference check. 
 

Contact Name: ____________________________________ 
 
 Title: ____________________________________________ 
 
 Phone Number: ___________________________________ 
 
 E-mail: __________________________________________ 
  

9.7 Provide below a comprehensive list of all accounts you have lost during the 
last three (3) years along with the required information. 

 
9.7.1 (1) Name of Account: ________________________________ 

 
   (2) Address:  ________________________________ 
 
       ________________________________ 
 
       ________________________________ 
    

(3) Brief explanation as to why account was lost or not renewed: 
 
    ________________________________________________ 
 
    ________________________________________________ 
 
    ________________________________________________ 
 

(4) Name, email, and phone number of individual we can 
contact for a reference check. 

 
  Name: __________________________________________ 

 



49 

 

  Email:   ________________________________ 
 
    Phone Number: ___________________________________ 
 

9.7.2 (1) Name of Account: ________________________________ 
 
   (2) Address:  ________________________________ 
 
       ________________________________ 
 
       ________________________________ 
    

(3) Brief explanation as to why account was lost or not renewed: 
 
    ________________________________________________ 
 
    ________________________________________________ 
 
    ________________________________________________ 
 

(4) Name, email, and phone number of individual we can 
contact for a reference check. 

 
  Name:   ________________________________ 
 
  Email:   ________________________________ 
 

    Phone Number: ________________________________ 
 

9.7.3  (1) Name of Account: ________________________________ 
 
   (2) Address:  ________________________________ 
 
       ________________________________ 
 
       ________________________________ 
 

(3) Brief explanation as to why account was lost or not renewed: 
 
    ________________________________________________ 
 
    ________________________________________________ 
 
    ________________________________________________ 
 

(4) Name, email, and phone number of individual we can 
contact for a reference check. 



50 

 

 
  Name:   ________________________________ 
 
  Email:   ________________________________ 

 
    Phone Number: ________________________________ 
  

9.8 Provide location of Vendor’s office that will be responsible for managing this 
contract. 

 
 NAME: __________________________________________________ 
 ADDRESS: _______________________________________________ 
 MANAGEMENT CONTACT: _________________________________ 
 EMAIL/PHONE NUMBER: ___________________________________ 
 INDIVIDUAL CONTACT: ____________________________________ 
 EMAIL/PHONE NUMBER: ___________________________________ 
 
9.9 Organizational Chart 
 

Vendor must furnish an organizational chart of the firm’s management 
organization structure.   

 
9.10 Provide name of the insurance company from which Vendor intends to 

purchase the insurance set forth in Section 4.4 of the RFP, including a 
person to contact at this firm: 

 
 NAME OF INSURANCE COMPANY: _____________________________ 
 ADDRESS: _________________________________________________ 

CONTACT NAME: ___________________________________________ 
 CONTACT TITLE: ____________________________________________ 
 PHONE NUMBER: ___________________________________________ 
 
9.11 Ongoing Litigation 
 

Vendor shall provide a detailed description of any investigations or 
litigation involving any public sector clients during the past five (5) years, 
including administrative complaints or other administrative proceedings.  
Please include a description of the nature and status of each investigation.  
For any litigation, provide the caption and a brief description of the action, 
the date of inception, status, and, if applicable, disposition. 
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9.12 Technical Proposal 
 
Vendor must indicate on the following page(s) the Vendor’s service plan for 
Kean University glass replacement and repair services.  Use more sheets 
if necessary. 
 
___________________________________________________________ 
___________________________________________________________ 
___________________________________________________________ 
___________________________________________________________ 
___________________________________________________________ 
___________________________________________________________ 
___________________________________________________________ 
___________________________________________________________ 
___________________________________________________________ 
___________________________________________________________ 
___________________________________________________________ 
___________________________________________________________ 
___________________________________________________________ 
___________________________________________________________ 
___________________________________________________________ 
___________________________________________________________ 
___________________________________________________________ 
___________________________________________________________ 
___________________________________________________________ 
___________________________________________________________ 
___________________________________________________________ 
___________________________________________________________ 
___________________________________________________________ 
___________________________________________________________ 
___________________________________________________________ 
___________________________________________________________ 
___________________________________________________________ 
___________________________________________________________ 
___________________________________________________________ 
___________________________________________________________ 
___________________________________________________________ 
___________________________________________________________ 
___________________________________________________________ 
___________________________________________________________ 
___________________________________________________________ 
___________________________________________________________ 
___________________________________________________________ 
___________________________________________________________ 
___________________________________________________________ 
___________________________________________________________ 
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9.13 Equipment Owned/Leased 
 
Vendor's must include on the following page(s) an inventory of equipment 
owned and leased (i.e. bucket trucks, lifts, vehicles, etc.). Use more sheets 
if necessary. 
___________________________________________________________ 
___________________________________________________________ 
___________________________________________________________ 
___________________________________________________________ 
___________________________________________________________ 
___________________________________________________________ 
___________________________________________________________ 
___________________________________________________________ 
___________________________________________________________ 
___________________________________________________________ 
___________________________________________________________ 
___________________________________________________________ 
___________________________________________________________ 
___________________________________________________________ 
___________________________________________________________ 
___________________________________________________________ 
___________________________________________________________ 
___________________________________________________________ 
___________________________________________________________ 
___________________________________________________________ 
___________________________________________________________ 
___________________________________________________________ 
___________________________________________________________ 
___________________________________________________________ 
___________________________________________________________ 
___________________________________________________________ 
___________________________________________________________ 
___________________________________________________________ 
___________________________________________________________ 
___________________________________________________________ 
___________________________________________________________ 
___________________________________________________________ 
___________________________________________________________ 
___________________________________________________________ 
___________________________________________________________ 
___________________________________________________________ 
___________________________________________________________ 
___________________________________________________________ 
___________________________________________________________ 
___________________________________________________________ 
___________________________________________________________ 
___________________________________________________________ 
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Attachment A 
Kean University 

Glass Replacement and Repair Services 
Bid No. K24-1-31-2 

 
FEE PROPOSAL FORM 

 
            

(Company Name) 
I. Material 

 
Percent markup over cost: 
 

Original Contact First Extension Second Extension Third Extension 

 

______________ % 

 

______________ % 

 

______________ % 

 

______________ % 

 
 

II. Labor 
 

Percent markup over prevailing wage: 
 

 
Original 
Contract 

First 
Extension 

Second 
Extension 

Third 
Extension 

Journeyman 
 

___________ % 

 

___________ % 

 

___________ % 

 

___________ % 

Apprentice 
 

___________ % 

 

___________ % 

 

___________ % 

 

___________ % 

Foremen 
 

___________ % 

 

___________ % 

 

___________ % 

 

___________ % 

 
 

Straight Time shall be Monday through Friday (except Holidays), from 7:00 a.m. to 5:00 p.m. 
Overtime shall be from 5:00 p.m. to 7:00 a.m. Monday through Friday, Saturdays, Sundays, 
and Holidays. 
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Price Extension 

Will you extend contract prices to other State Colleges and Universities?  

 ☐ YES ☐ NO 

Kean University is a member of the New Jersey Higher Education Purchasing Association 

(NJHEPA), whose members include the 4-year Public Colleges and Universities, as well as 

private institutions.  The private Universities include Princeton University, Seton Hall University, 

Rider University, and Monmouth University. 

Will you extend pricing to members of NJHEPA?      

 ☐ YES ☐ NO 

The Vendor agrees that this proposal shall be good and may not be withdrawn for 
a period of sixty (60) calendar days after the scheduled closing time for 
proposals. Upon receipt of written notice of the acceptance of the proposal, 
Vendor will execute the formal contract within ten (10) business days and deliver 
insurance certificates as per contract terms and conditions. 
 
Pursuant to P.L. 2017, c. 95, please indicate whether the Vendor identifies as any 
of the following as defined in N.J.S.A. 52:32-19: 
 

Minority-Owned Business  Women-Owned Business   Small Business   Not Applicable 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 

55 

 

By signing and submitting this Fee Proposal Form, Vendor certifies and confirms 
that: 
 
1. Vendor has read, understands, and agrees to all terms, conditions, and 
specifications set forth in Bid No. K24-1-31-2, including all terms and conditions 
for doing business with the State of New Jersey; 
2. Vendor’s failure to meet any terms and conditions of the proposal documents 
shall constitute a breach and may result in suspension or debarment from further 
State bidding; 
3. A defaulting Vendor may also be liable, at the option of Kean, for the difference 
between the contract price and the price bid by an alternate vendor of the goods 
or services in addition to other remedies available; and 
4. By signing and submitting this Fee Proposal Form, Vendor consents to receipt 
of any and all documents related to this proposal solicitation and the resulting 
contract by electronic medium or facsimile. 
 
Respectfully submitted,   (Seal required if Proposal is by corporation) 
 
 
 
______________________________________________________________________ 

(Name of Company) 
______________________________________________________________________ 

(Print Name & Title) 
 
______________________________________________________________________ 

(Authorized Signature) 
______________________________________________________________________ 

(Address) 
______________________________________________________________________ 

(City, State, Zip) 

Telephone Number: ____________________  Email Address: __________________ 

Date: _______________________________ 

Note:  This Fee Proposal Form must be signed. Not signing this proposal form 
will be grounds to disqualify. 
 

**END OF FEE PROPOSAL FORM**  
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Attachment B 

Kean University 
Glass Replacement and Repair Services 

Bid No. K24-1-31-2 
 

EVALUATION CRITERIA 
INSTRUCTIONS FOR USE 

 
 
PURPOSE: The purpose of this document is to evaluate as quantitatively as possible 

the capabilities of Vendors relative to the attributes deemed important by 
Kean University, and provide a comparative view against alternative 
sources in the industry. 

 
MATHEMATICAL INFORMATION 
 
1. The “weight” is a measurement of the relative importance of the attribute 

to the customer.  Each component may vary, but the total must always be 
100 percent. 

 
2. The rating range is from 1 to 5, with 1 being the lowest and 5 the highest, 

i.e., 
 
  1 – little or no capability or advantage 
  2 – falls short of minimum requirements 
  3 – meets the requirements 
  4 – exceeds requirements 
  5 – superior capability 
 
3. The numerical total is the sum of all evaluators’ scores. 
 
4. The weighted points are the numerical total divided by the number of 

evaluators times the weighted average in percent. 
 
i.e., If the attribute is rated 20 percent, the number of evaluators is 3, and the 

scores are 4, 5, and 4, then the weighted points would be calculated as 
follows: 

 
 weighted points = .20 (4+5+4) = .87 
  3 
 
 
NOTE: Since the highest rating that a vendor can achieve by attribute is 5, 

and since the total weight is 100 percent, the highest total composite 
score per vendor is 5.  
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Attachment B (cont.) 
 

Kean University 
Glass Replacement and Repair Services 

Bid No. K24-1-31-2 
 

VENDOR RATING SHEET  
 

This “Criteria for Contract Award” will be used in conjunction with specific requirements 
detailed in the proposal. 
 
 

Vendor Weighted Rating Range 

Criteria: % 1 2 3 4 5 

1. Pricing and Payment Terms 30      

2. Qualification & Experience  10      

3. Prior History & References 10      

4. Responsiveness & Compliance 5      

5. Financial Stability 15      

6. Equipment, Products, and 
Services Offered 

20      

7. Overall support for University 5      

8. Internship 5      

Total Overall Percentage 100      
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Attachment C 
Kean University 

Glass Replacement and Repair Services 
Bid No. K24-1-31-2 

 
DOCUMENT CHECKLIST AND FORMS 

 



 
KEAN UNIVERSITY 

DOCUMENT CHECKLIST 

 

A. Failure to submit the following documents and sign this sheet may result in the Proposal being deemed non-responsive. Vendors 

are required to ensure that all compliance requirements have been met.  
  

Required with 

submission of 

Proposal 
(Owner’s “X”) 

Document 

Vendor Shall  
Initial Each Item 

Submitted with 

Proposal   

Form 
Provided 
By KU 

Form 
Provided by 

Vendor 

  

X    Signed Fee Proposal Form    

X  Offer and Acceptance Page  

X  Confidentiality and Commitment to Defend Form  

X    Vendor/Bidder Certification and Political Contribution Disclosure Form 

– Public Law 2005, Chapter 271    

X    Ownership Disclosure Form    

X    Source Disclosure Form    

X    Affirmative Action Questionnaire    

X    
Exhibit A – Mandatory Equal Employment Opportunity  
Language – Goods, General Services, and Professional Services 

Contracts  
  

X    Non-Collusion Affidavit/No Warranty of Solicitation (form must be 

Notarized)    

X    Business Ethics Guide Certification    

 X 
NJ Business Registration Certificate for Contractor and  
Subcontractor (REQUIRED TO BE SUBMITTED PRIOR TO AWARD)  

 

X    Acknowledge Receipt of Addendum Form    

  X  Include Bid Security, if applicable    

  X  Vendor Financial Qualification Statement    

X  Disclosure of Investigations and Other Actions Involving Vendor Form  

X    Disclosure of Investment Activities in Iran Form    

X    Subcontractor Utilization Form    

X    Form W-9 – Request for Taxpayer Identification Number and 

Certification    

X    MacBride Principles Form    

X    Certification of Non-Involvement in Prohibited Activities in Russia or 

Belarus    

  

B. Signature: The undersigned hereby acknowledges and has submitted the above-listed requirements.  
  

 Name of Vendor:     
  

                                Print Name & Title:     
  

                                Authorized Representative Signature:     
  

      Date:     



OFFER AND ACCEPTANCE PAGE 
STATE OF NEW JERSEY 

DEPARTMENT OF THE TREASURY - DIVISION OF PURCHASE AND PROPERTY 
33 WEST STATE STREET, P.O. BOX 230 TRENTON, NEW JERSEY 08625-0230 

BID SOLICITATION # AND TITLE: 

TO THE STATE OF NEW JERSEY: 

Name of Bidder/Contractor 
Address 

City, State, Zip Code 
Phone Number 

Fax Number 
Email Address 

FEIN 
Print Name & Title of Authorized Representative 

Signature Authorized Representative 

By submitting a Quote the Bidder certifies and confirms that: 
1. It has read, understands, and agrees to all terms, conditions, and specifications set forth in the Bid Solicitation and the State of New Jersey Standard Terms and

Conditions and agrees to furnish the goods, products, and/or services in compliance with those terms;
2. It has complied, and will continue to comply, with all applicable laws and regulations governing the provision of State goods and services, including the New Jersey

Conflicts of Interest Law, N.J.S.A. 52:13D-12 to 28;
3. The price(s) and amount of its Quote have been arrived at independently and without consultation, communication or agreement with any other Contractor/Bidder or 

any other party;
4. Neither the price(s) nor the amount of its Quote, and neither the approximate price(s) nor approximate amount of this Quote, have been disclosed to any other firm

or person who is a Bidder or potential Bidder, and they will not be disclosed before the Quote submission;
5. No attempt has been made or will be made to induce any firm or person to refrain from bidding on this Contract, or to submit a Quote higher than this Quote, or to

submit any intentionally high or noncompetitive Quote or other form of complementary Quote;
6. The Quote is made in good faith and not pursuant to any agreement or discussion with, or inducement from, any firm or person to submit a complementary or other

noncompetitive Quote;
7. The Bidder, its affiliates, subsidiaries, officers, directors, and employees are not, to Bidder’s knowledge, currently under investigation by any governmental agency

for alleged conspiracy or collusion with respect to bidding on any Contract and have not in the last five (5) years been convicted or found liable for any act prohibited 
by state or federal law in any jurisdiction involving conspiracy or collusion with respect to bidding on any Contract;

8. The Bidder's failure to meet any of the terms and conditions of the Contract shall constitute a breach and may result in suspension or debarment from further State
bidding; and

9. A defaulting Contractor may also be liable, at the option of the State, for the difference between the Blanket P.O. price and the price bid by an alternate Vendor
{Bidder} of the goods or services in addition to other remedies available.

ACCEPTANCE OF OFFER (For State Use Only) 
The Offer above is hereby accepted and now constitutes a Contract with the State of New Jersey.  The Contractor is now bound to sell the goods, products, or services in 
accordance with the terms of the Bid Solicitation and the State of New Jersey Standard Terms and Conditions.  The Contractor shall not commence any work or provide 
any good, product, or service under this Contract until the Vendor Contractor complies with all requirements set forth in the Bid Solicitation and receives written notice to 
proceed. 

Effective Date 

Contract/Master Blanket Purchase Order  Number 
Award Date

State of New Jersey Authorized Signature 
Print Name and Title 

DPP Rev. 12.13.2021 



CONFIDENTIALITY AND COMMITMENT TO DEFEND 
STATE OF NEW JERSEY 

DEPARTMENT OF THE TREASURY - DIVISION OF PURCHASE AND PROPERTY 
33 WEST STATE STREET, P.O. BOX 230 TRENTON, NEW JERSEY 08625-0230 

New Jersey Is an Equal Opportunity Employer • Printed on Recycled and Recyclable Paper 

BID SOLICITATION # & TITLE: 

The Bid Solicitation advises Bidders (hereinafter “Company”) that the submitted “Quotes can be released to the public pursuant to N.J.A.C. 17:12-1.2(b) and (c), or 
under the New Jersey Open Public Records Act (OPRA), N.J.S.A. 47:1A-1.1 et seq., or the common law right to know.”  In the event that the Division receives a request 
for documents related to above referenced Bid Solicitation, in accordance with its statutory obligations under the New Jersey Open Public Records Act and/or the 
common law right to know, it is the Division’s intent to fulfill the request for records which may include a copy of the Company’s Quote.   

If Company objects to the disclosure of any portions of the Quote, the Company must advise the Division and must attach a detailed statement clearly identifying those 
sections of the Quote that Company claims are exempt from disclosure.  In requesting any exemption, Company must identify the specific statutory or other legal 
justification for each requested exemption and the factual basis that supports said exemption.  In addition, if Company requests any exemption to disclosure of the Quote 
based upon claims of confidential/proprietary information and trade secrets (setting forth the nature of the formula, process, pattern, device or compilation), in accordance 
with Ingersoll-Rand Co. v. Ciavatta, 110 N.J. 609 (1988), Company must also indicate the following with respect to the requested exemption: 

(1) the extent to which the information is known outside the owner’s business;
(2) the extent to which it is known by employees and others involved with your business;
(3) the extent of the measures taken by your firm to guard the secrecy of the information;
(4) the value of the information to your firm and your competitors;
(5) the amount of effort or money expended by your firm in developing the information; and
(6) the ease or difficulty with which the information could be properly acquired or duplicated by others.

Further, if the Quote includes any copyright notices, within five business days, the Division will be permitted to release a copy of the Quote document(s) unless Company 
serves the Division with an order from a court of competent jurisdiction precluding such release. 

The State reserves the right to make the final determination as to what is and is not subject to public disclosure under OPRA and/or the common law right to know, 
and will advise the Company accordingly.  Please note that the State will not honor any claim of confidential, proprietary, trade secret, and/or copyright material that 
is not supported by a specific statutory or legal justification provided by the Company.  The State will not honor any attempts by the Company to designate the entire 
Quote as proprietary, confidential and/or to claim copyright protection for its entire Quote. 

Accordingly, in order to assist the Division with the fulfillment of potential document requests, please select one of the following: 

The Company’s Quote does not include any confidential, proprietary and/or trade secrets; and therefore, the Company does not request any 
redactions be made prior to the release of the documents. 
     OR 
The Company’s Quote does include confidential, proprietary and/or trade secrets; and therefore, the Company requests that certain portions of 
the Quote be redacted prior to the release of the documents.   

The requested redactions are set forth in the attached statement which specifically identifies the portions of the Quote by section, page number, 
paragraph and or line; and identifies the specific statutory or other legal reason for each requested exemption. 

In the event of any challenge to the Company’s assertion of confidential/proprietary information, the Company shall be solely responsible for defending its designation. 
Company agrees that it shall defend and cooperate in the defense of an action against the State of New Jersey arising from or related to the non-disclosure, due to 
the Company’s request, of documents submitted to the State of New Jersey, and relating to a Quote submitted by the Company in response to the above referenced 
Bid Solicitation, which was the subject of a request for government records under the New Jersey Open Public Records Act, N.J.S.A. 47:1A-1 et seq. (“OPRA”), or 
the common law right to know.  The Company further agrees to indemnify and hold harmless the State against any judgments, costs, or attorneys’ fees assessed 
against the State in connection with any action arising from, or related to, the non-disclosure, due to the Company’s request, of documents submitted to the State, 
which are the subject of a request for government records under OPRA. 

The Company makes the forgoing agreement with the understanding that the State may immediately disclose any documents withheld without further notice if the 
Company ceases to cooperate in the defense of an action against the State arising from or related to the above described non-disclosure due to the Company’s request, 
and will disclose such documents withheld if so ordered by a court of competent jurisdiction. 

The undersigned certifies that s/he is duly authorized to make this commitment on behalf of the Company. 

Company Name 

Signature Date 

Print Name and Title 

DPP Rev. 12.13.2021 Page 1 of 2



New Jersey Is an Equal Opportunity Employer • Printed on Recycled and Recyclable Paper 

DESCRIPTION OF VENDOR REQUESTED QUOTE REDACTIONS* 

Quote Section, Form or 
Document Page Number Paragraph 

and/or line Description of item to be redacted Statutory or other legal reason for each 
requested exemption 

* Home address and/or unlisted telephone/cell phone numbers must be listed on this form if they are to be redacted.

DPP Rev. 12.13.2021 Page 2 of 2



STATE OF NEW JERSEY
DEPARTMENT OF THE TREASURY
DIVISION OF PURCHASE AND PROPERTY

33 WEST STATE STREET, P.O. BOX 0230
TRENTON, NEW JERSEY 08625-0230

DPP Rev. 7.10.17 Page 1 of 1

CERTIFICATION

I, the undersigned, certify that I am authorized to execute this certification on behalf of the Vendor/Bidder, that the foregoing 
information and any attachments hereto, to the best of my knowledge are true and complete. I acknowledge that the State of New
Jersey is relying on the information contained herein, and that the Vendor/Bidder is under a continuing obligation from the date of 
this certification through the completion of any contract(s) with the State to notify the State 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. If I do so, I will be subject to criminal prosecution under the law, and it will constitute a material breach of my
agreement(s) with the State, permitting the State to declare any contract(s) resulting from this certification void and unenforceable.

Signature Date

Print Name and Title

VENDOR/BIDDER CERTIFICATION AND POLITICAL CONTRIBUTION DISCLOSURE FORM 
PUBLIC LAW 2005, CHAPTER 271

CONTRACT #: VENDOR/BIDDER:

At least ten (10) days prior to entering into the above-referenced Contract, the Vendor/Bidder must complete this Certification and 
Political Contribution Disclosure Form in accordance with the directions below and submit it to the State contact for the referenced 
Contract. 

NOTE that the disclosure requirements under Public Law 2005, Chapter 271 are separate and different from the disclosure 
requirements under Public Law 2005, Chapter 51 (formerly Executive Order 134). Although no Vendor/Bidder will be precluded 
from entering into a contract by any information submitted on this form, a Vendor’s/Bidder’s failure to fully, accurately and 
truthfully complete this form and submit it to the appropriate State agency may result in the imposition of fines by the New Jersey 
Election Law Enforcement Commission. 

DISCLOSURE 
The following is the required Vendor/Bidder Disclosure of all Reportable Contributions made in the twelve (12) months prior to 
and including the date of signing of this Certification and Disclosure to: (i) any State, county, or municipal committee of a political 
party, legislative leadership committee, candidate committee of a candidate for, or holder of, a State elective office, or (ii) any entity 
that is also defined as a “continuing political committee” under N.J.S.A. 19:44A-3(n) and N.J.A.C. 19:25-1.

The Vendor/Bidder is required to disclose Reportable Contributions by: the Vendor/Bidder itself; all persons or other business 
entities owning or controlling more than 10% of the profits of the Vendor/Bidder or more than 10% of the stock of the 
Vendor/Bidder, if the Vendor/Bidder is a corporation for profit; a spouse or child living with a natural person that is a 
Vendor/Bidder; all of the principals, partners, officers or directors of the Vendor/Contractor and all of their spouses; any subsidiaries 
directly or indirectly controlled by the Vendor/Bidder; and any political organization organized under section 527 of the Internal 
Revenue Code that is directly or indirectly controlled by the Vendor/Bidder, other than a candidate committee, election fund, or 
political party committee. 

“Reportable Contributions” are those contributions that are required to be reported by the recipient under the “New Jersey Campaign 
Contributions and Expenditures Reporting Act,” P.L. 1973, c.83 (C.19:44A-1 et seq.), and implementing regulations set forth at 
N.J.A.C. 19:25-10.1 et seq. As of January 1, 2005, contributions in excess of $300 during a reporting period are deemed 
“reportable.”

Name and Address of Committee to which a Reportable 
Contribution was made

Date of 
Reportable 
Contribution

Amount of 
Reportable 
Contribution

Contributor’s
Name

Indicate “NONE” if no Reportable Contribution was made.
$
$
$
$

Attach additional sheets if necessary



OWNERSHIP DISCLOSURE FORM
STATE OF NEW JERSEY

DEPARTMENT OF THE TREASURY - DIVISION OF PURCHASE AND PROPERTY
33 WEST STATE STREET, P.O. BOX 230 TRENTON, NEW JERSEY 08625-0230

DPP Rev. 9.21.2022

VENDOR NAME:

PURSUANT TO N.J.S.A. 52:25-24.2, ALL PARTIES ENTERING INTO A CONTRACT WITH THE STATE ARE REQUIRED TO PROVIDE A STATEMENT OF OWNERSHIP. 
Please answer all questions and complete the information requested.

YES NO
1. The vendor is a Non-Profit Entity; and therefore, no disclosure is necessary.

2. The vendor is a Sole Proprietor; and therefore, no other disclosure is necessary.
A Sole Proprietor is a person who owns an unincorporated business by himself or her-self.  
A limited liability company with a single member is not a Sole Proprietor.

3. The vendor is a corporation, partnership, or limited liability company with individuals, partners, members, stockholders, 
corporations, partnerships, or limited liability companies owning a 10% or greater interest; and therefore, disclosure is necessary.

If you answered YES to Question 3, you must disclose the information requested in the space below:*  
(a) the names and addresses of all stockholders in the corporation who own 10% or more of its stock, of any class; 
(b) all individual partners in the partnership who own a 10% or greater interest therein; or, 
(c) all members in the limited liability company who own a 10% or greater interest therein.

NAME
ADDRESS
ADDRESS
CITY STATE ZIP

NAME
ADDRESS
ADDRESS
CITY STATE ZIP

NAME
ADDRESS
ADDRESS
CITY STATE ZIP

NAME
ADDRESS
ADDRESS
CITY STATE ZIP

YES NO
4. For each of the corporations, partnerships, or limited liability companies identified in response to Question #3 above,

are there any individuals, partners, members, stockholders, corporations, partnerships, or limited liability companies owning 
a 10% or greater interest of those listed business entities?

If you answered YES to Question 4, you must disclose the information requested in the space below:*
(a) the names and addresses of all stockholders in the corporation who own 10% or more of its stock, of any class; 
(b) all individual partners in the partnership who own a 10% or greater interest therein; or,
(c) all members in the limited liability company who own a 10% or greater interest therein. The disclosure(s) shall be continued until the names 
     and addresses of every non-corporate stockholder, individual partner, and/or member a 10% or greater interest has been identified.

NAME
ADDRESS
ADDRESS
CITY STATE ZIP

NAME
ADDRESS
ADDRESS
CITY STATE ZIP

NAME
ADDRESS
ADDRESS
CITY STATE ZIP

NAME
ADDRESS
ADDRESS
CITY STATE ZIP

5. As an alternative to completing this form, a Vendor with any direct or indirect parent entity which is publicly traded, may submit the name and address of each publicly 
traded entity and the name and address of each person that holds a 10% or greater beneficial interest in the publicly traded entity as of the last annual filing with the 
federal Securities and Exchange Commission or the foreign equivalent, and, if there is any person that holds a 10% or greater beneficial interest, also shall submit links 
to the websites containing the last annual filings with the federal Securities and Exchange Commission or the foreign equivalent and the relevant page numbers of the 
filings that contain the information on each person that holds a 10% or greater beneficial interest.*

* Attach additional sheets if necessary



SOURCE DISCLOSURE FORM
STATE OF NEW JERSEY

DEPARTMENT OF THE TREASURY - DIVISION OF PURCHASE AND PROPERTY
33 WEST STATE STREET, P.O. BOX 230 TRENTON, NEW JERSEY 08625-0230

BID SOLICITATION # AND TITLE:

VENDOR NAME:

The Vendor/Bidder submits this Form in response to a Bid Solicitation issued by the State of New Jersey, Department of the Treasury, Division of Purchase and 
Property, in accordance with the requirements of N.J.S.A. 52:34-13.2.

PART 1

All services will be performed by the Contractor and Subcontractors in the United States.  Skip Part 2. 

Services will be performed by the Contractor and/or Subcontractors outside of the United States.  Complete Part 2.

PART 2

Where services will be performed outside of the United States, please list every country 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 performed in the United 
States.  The Director of the Division of Purchase and Property will review this justification and if deemed sufficient, the Director may seek the Treasurer’s approval.

Name of Contractor / 
Sub-contractor

Performance Location 
by Country

Description of Service(s) to be Performed Outside of 
the United States *

Reason Why the Service(s) Cannot be Performed in 
the United States *

*Attach additional sheets if necessary to describe which service(s), if any, will be performed outside of the U.S. and the reason(s) why the service(s) cannot 
be performed in the U.S.

Any changes to the information set forth in this Form during the term of any Contract awarded under the referenced Bid Solicitation or extension thereof shall be 
immediately reported by the Contractor to the Director of the Division of Purchase and Property.  If during the term of the Contract, the Contractor shifts the location of 
services outside the United States, without a prior written determination by the Director, the Contractor shall be deemed in breach of Contract, and the Contract will be 
subject to termination for cause pursuant to the State of New Jersey Standard Terms and Conditions. 

CERTIFICATION
I, the undersigned, certify that I am authorized to execute this certification on behalf of the Vendor, that the foregoing information and any attachments hereto, to the best of my 
knowledge are true and complete. I acknowledge that the State of New Jersey is relying on the information contained herein, and that the Vendor is under a continuing obligation 
from the date of this certification through the completion of any contract(s) with the State to notify the State 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. If I do so, I may be subject to criminal prosecution under the law, and it will 
constitute a material breach of my contract(s) with the State, permitting the State to declare any contract(s) resulting from this certification void and unenforceable.

Signature Date

Print Name and Title

DPP Rev. 1 . 3.202



AFFIRMATIVE ACTION

QUESTIONNAIRE

THE________________________________WILL SUPPLY THE NECESSARY FORMS

WHICH SHALL BE RETURNED BEFORE A CONTRACT CAN BE AWARDED.

1. Our Company has a federal Affirmative Action Plan approval.

_______YES ________NO

A. IF YES, SUBMIT A PHOTOSTATIC COPY OF SAID PROPOSAL.

2. Our Company has a New Jersey State Certificate of Approval.

______YES ________NO

A. IF YES, SUBMIT A COPY OF THE NEW JERSEY STATE CERTIFICATE

(Certificate of Employee Information Report)

3. If you do not have either of the above, check below:

______Please send our Company an Affirmative Action form for our

completion.  (AA302 – Affirmative Action Employee Information

Report.)

The Affirmative Action Affidavit for Suppliers having less then fifty employees is no longer

acceptable, a New Jersey Certificate of Approval or AA302 is required.

I certify that the above information is correct to the best of my knowledge.

SIGNATURE____________________________

NAME_________________________________

TITLE_________________________________

DATE_________________________________

PK/AAO – 7/02
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EXHIBIT A 
MANDATORY EQUAL EMPLOYMENT OPPORTUNITY LANGUAGE 

N.J.S.A. 10:5-31 et seq. (P.L.1975, c.127) 
N.J.A.C. 17:27-1.1 et seq. 

GOODS, GENERAL SERVICES, AND PROFESSIONAL SERVICES CONTRACTS 
 

During the performance of this contract, the contractor agrees as follows: 
 

The contractor or subcontractor, where applicable, will not discriminate against any em- 
ployee or applicant for employment because of age, race, creed, color, national origin, ancestry, 
marital status, affectional or sexual orientation, gender identity or expression, disability, nation- 
ality or sex. Except with respect to affectional or sexual orientation and gender identity or ex- 
pression, the contractor will ensure that equal employment opportunity is afforded to such ap- 
plicants in recruitment and employment, and that employees are treated during employment, 
without regard to their age, race, creed, color, national origin, ancestry, marital status, affection- 
al or sexual orientation, gender identity or expression, disability, nationality or sex. Such equal 
employment opportunity shall include, but not be limited to the following: employment, up- 
grading, demotion, or transfer; recruitment or recruitment advertising; layoff or termination; 
rates of pay or other forms of compensation; and selection for training, including apprentice- 
ship. The contractor agrees to post in conspicuous places, available to employees and appli- 
cants for employment, notices to be provided by the Public Agency Compliance Officer setting 
forth provisions of this nondiscrimination clause. 

 
The contractor or subcontractor, where applicable will, in all solicitations or advertise- 

ments for employees placed by or on behalf of the contractor, state that all qualified applicants 
will receive consideration for employment without regard to age, race, creed, color, national 
origin, ancestry, marital status, affectional or sexual orientation, gender identity or expression, 
disability, nationality or sex. 

 
The contractor or subcontractor will send to each labor union, with which it has a collec- 

tive bargaining agreement, a notice, to be provided by the agency contracting officer, advising 
the labor union of the contractor's commitments under this chapter 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 prom- 
ulgated 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 meet targeted county 

employment goals established in accordance with N.J.A.C. l7:27-5.2. 



2  

EXHIBIT A (Cont) 
 

The contractor or subcontractor agrees to inform in writing its appropriate recruitment agen- 
cies including, but not limited to, employment agencies, placement bureaus, colleges, uni- 
versities, and labor unions, that it does not discriminate on the basis of age, race, creed, col- 
or, national origin, ancestry, marital status, affectional or sexual orientation, gender identity 
or expression, disability, nationality or sex, and that it will discontinue the use of any re- 
cruitment agency which engages in direct or indirect discriminatory practices. 

 
The contractor or subcontractor agrees to revise any of its testing procedures, if nec- 

essary, to assure that all personnel testing conforms with the principles of job related test- 
ing, as established by the statutes and court decisions of the State of New Jersey and as es- 
tablished by applicable Federal law and applicable Federal court decisions. 

 
In conforming with the targeted employment goals, the contractor or subcontractor 

agrees to review all procedures relating to transfer, upgrading, downgrading and layoff to 
ensure that all such actions are taken without regard to age, race, creed, color, national 
origin, ancestry, marital status, affectional or sexual orientation, gender identity or expres- 
sion, 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; or 

Employee Information Report Form AA-302 (electronically provided by the Division 
through the Division’s website at: http://www.state.nj.us/treasury/contract_compliance. 

 
The contractor and its subcontractors shall furnish such reports or other documents to 

the Division of Purchase & Property, CCAU, EEO Monitoring Program as may be request- 
ed by the office 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 
Purchase & Property, CCAU, EEO Monitoring Program for conducting a compliance inves- 
tigation pursuant to N.J.A.C. 17:27-1.1 et seq. 

 
 

____________________________________ 
Signature 
 
____________________________________ 
Print Name & Title 
 
____________________________________ 
Company 
 
____________________________________ 
Date  



NON-COLLUSION AFFIDAVIT

State of New Jersey 
County of _________________         ss:

I, ________________________________ residing in ______________________________
(name of affiant)  (name of municipality)

in the County of _______________________________ and State of __________________
of full age, being duly sworn according to law on my oath depose and say that:

I am _________________________________ of the firm of _________________________
(title or position) (name of firm)

the  making this  for the bid entitled ________________________________,
(title of bid

and that I executed the said with full authority to do so that said bidder has not,
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 above 
named project; and that all statements contained in said and in this affidavit are
true and correct, and made with full knowledge that Kean University relies upon the truth of 
the statements contained in said  and in the statements contained in this affidavit
in awarding the contract for the said project. 

I further warrant that no person or selling agency has been employed or retained to solicit or 
secure such contract upon an agreement or understanding for a commission, percentage,
brokerage, or contingent fee, except bona fide employees or bona fide established 
commercial or selling agencies maintained by ___________________________________.

(name of firm)

Subscribed and sworn to

before me this day  ____________________________
Signature

________________, 2____ ____________________________
(Type or print name of affiant under signature) 

___________________________________
Notary public of

My Commission expires _______________

(Seal)



KU-20 Business Ethics Guide Certification 

CERTIFICATION BY THE VENDOR OF COMPLIANCE WITH 

BUSINESS ETHICS GUIDE 

 

I certify that as the vendor submitting this bid proposal and the vendor being awarded the 

contract that _______________________________________ (Name of Vendor) is in compliance 

with the Business Ethics Guide set forth on the Division of Purchase and Property website at 

https://www.nj.gov/treasury/purchase/pdf/BusinessEthicsGuide.pdf and that 

_______________________________________ (Name of Vendor) shall comply with the 

Business Ethics Guide during the term of the contract. I certify that, to the best of my knowledge 

and belief, 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. 

 

______________________________________ 
Authorized Representative of Vendor 
 
______________________________________ 
Name of Vendor 

 
Dated: _______________________ 

https://www.nj.gov/treasury/purchase/pdf/BusinessEthicsGuide.pdf


NEW JERSEY DEPARTMENT OF THE TREASURY 
DIVISION OF PURCHASE AND PROPERTY 

BUSINESS ETHICS GUIDE 

SECTION 1: INTRODUCTION 

As the standard of procurement transactions is to ensure a level playing field for all parties, this Business Ethics Guide 
("Guide") covers a wide range of practices and procedures to guide all employees, officers, and directors of companies 
transacting or seeking to transact business with the State of New Jersey. All company employees, officers, and directors 
must obey the laws, regulations, and policies of the agencies with which they seek to do business. All Bidders submitting 
proposals in response to a solicitation will be required to certify that they have complied, and will continue to comply, with 
all applicable laws and regulations governing the provision of State goods and services, including the New Jersey Conflicts 
of Interest Law, N.J.S.A. 52:13D-12 to 28. 

Although the applicable provisions of the Conflicts of Interest Law are drafted in detail, here are the basic guiding principles: 

You may not profit from a State employee’s conflict of interest.

You may not "wine and dine" State employees.

You may not pay or give a State employee anything for the performance of his or her official duties.

You may not make political contributions that contravene State Pay-to-Play laws. A condition of contract award is
Vendor compliance with the requirements of P.L.2005, c.51 (N.J.S.A. 19:44A-

You may not profit, directly or indirectly, from the use of any secret or confidential knowledge or data of the State
that a State employee has willfully disclosed.

You should report any illegal or unethical behavior or any violation of the State's ethics and business codes to the
State Ethics Commission (“Commission”), by calling the hotline at (888)223-1355 established for this purpose.

This Guide reflects current Conflicts of Interest Law. It will be supplemented appropriately to reflect subsequent legislative 
changes; however, you are responsible for knowing and understanding the current law. 

SECTION 2: DEFINITIONS 

The Division of Purchase and Property (“Division”) transitioned to NJSTART, the State’s new eProcurement solution during 
the Summer of 2016. As a result of that transition, some of the terminology used in NJSTART and the Division’s RFP 
documents may change. In Section 2, please note that items in {brackets} refer to original terminology. 

Bidder: An individual or business entity submitting a proposal in response to a RFP or other solicitation issued by the 
Division. 

Bid or Bid Solicitation {RFP or Solicitation} – In NJSTART, the series of documents, which establish the bidding and 
Blanket P.O. {Contract} requirements and solicits quotes {proposals} to meet the needs of the Using Agencies as identified 
herein, and includes the Request for Proposal, State of New Jersey Standard Terms and Conditions (SSTC), price schedule, 
attachments, and bid amendments {addenda}. 

Consultant: A State contractor engaged by a State agency to provide expert advice of a professional and technical nature in 
a subject area. 

Contractor: A Bidder awarded a contract resulting from a Request for Proposal (RFP) or other solicitation. May also be 
referred to as Vendor. 

Director: Director, Division of Purchase and Property, Department of the Treasury, who by statutory authority, is the chief 
contracting officer for the State of New Jersey. 

Division: The Division of Purchase and Property. 



Evaluation Committee: A committee established to review and evaluate quotes {proposals} submitted in response to an 
RFP and to recommend a contract award to the Director or Deputy Director. 

 
NJSTART: The State’s new eProcurement solution, which allows Bidders to submit quotes {proposals} in response to a Bid 
Solicitation as well as securely store forms and certifications in its online profile. 

 
Request for Proposal (RFP): The document which establishes the bidding and contract requirements and solicits proposals 
to meet the purchasing needs of the State using agencies. 

 
Solicitation: The method by which the Division, or an entity with contracting authority, invites bidders to submit offers in 
response to a Using Agency’s need for goods or services. These may include, but not be limited to, Requests for Proposal 
(RFP), Requests for Quotation (RFQ), and joining a cooperative procurement agreement. 

 
State Agency: Any of the principal departments in the Executive Branch of the State Government, and any division, board, 
bureau, office, commission, or other instrumentality within or created by such department. 

 
Subcontractor: An entity having an arrangement with a Vendor {Contractor}, whereby the Vendor {Contractor} uses the 
products and/or services of that entity to fulfill some of its obligations under its State Blanket P.O. {Contract}, while 
retaining full responsibility for the performance of all [the Vendor’s {Contractor's}] obligations under the Blanket P.O. 
{Contract}, including payment to the Subcontractor. The Subcontractor has no legal relationship with the State, only with 
the Vendor {Contractor}. 

 
SECTION 3: OVERVIEW AND GENERAL CONDUCT 

 
This Guide is designed to help Vendors, Bidders, Contractors, Consultants, and other entities familiarize themselves with 
some key parts of the New Jersey ethics standards as they apply to both themselves and to employees of the Executive 
Branch of State Government. If you do business with the Executive Branch, are regulated or licensed by, receive grants from, 
or lobby State agencies, or if you are considering hiring current and former State employees, this Guide is for you. 

 
This Guide is not meant to serve as formal advice or as a substitute for your own legal counsel. Rather, it provides general 
information and does not have the force and effect of law. It does not replace any laws or rules or regulations, and it does not 
address every ethical restriction contained in the laws, rules and regulations it summarizes. Further, it does not cover the 
requirements contained in any particular agency's ethics code. Ethical issues may also be addressed in procurement, 
personnel, and travel rules, as well as in open meetings, open records, and criminal laws. In addition, members of particular 
professions (e.g., lawyers and accountants) are subject to their own codes of professional responsibility. 

 
In this Guide, we use the term "State employee" to refer to State officers and employees and special State officers and 
employees who are subject to the ethics laws and rules discussed in this Guide. As a practical matter, virtually all employees 
and appointees in the Executive Branch of New Jersey State Government are "State employees." 

 
SECTION 4: GENERAL STANDARDS 

 
As a private sector entity dealing with State agencies, you must not: 

 
 induce or attempt to induce any State employee to violate the New Jersey Conflicts of Interest Law, N.J.S.A. 

52:13D-12 to 28, or any code of ethics promulgated thereunder; 
 

 influence, or attempt to influence or cause to be influenced, any State employee in his or her official capacity in any 
manner which might tend to impair his or her objectivity or independence of judgment; 

 
 cause or influence, or attempt to cause or influence, any State employee to use, or to attempt to use, his or her 

official position to secure unwarranted privileges or advantages for you or any other person or entity; or 
 

 undertake, directly or indirectly, any private business, commercial or entrepreneurial relationship with, or sell any 
interest in your business to: 

 
 a State employee who has any duties or responsibilities in connection with the purchase, acquisition, or sale 



of any property, good or service by or to any State agency; or 

any person, firm, or entity with which that State employee is employed or associated, or in which he or she
has an interest.

A State employee may apply to the Commission for a waiver of this particular restriction, and the Commission may grant the 
waiver if it finds that the business relationship does not present a potential, actual, or appearance of a conflict of interest. If 
you enter into a business relationship that contravenes this rule, you must promptly report it in writing to the Commission. 
Contact information for the Commission may be found at http://www.state.nj.us/ethics/about/contact/. 

SECTION 5: CONSULTANTS 

Consultants may be used in a variety of ways. Consultants may take on an advisory role and assist State agencies in the 
development of a scope of work that may form the basis of a Bid Solicitation/RFP. Consultants may also be asked to serve as 
non-voting technical advisors on an Evaluation Committee once an RFP has been completed and proposals have been 
received from interested Bidders. While Consultants provide valuable expertise, certain steps must be taken in each of these 
scenarios to avoid the appearance of impropriety and to protect the integrity of the procurement process. 

SECTION 5.1: Consultants and RFP Development 

Consultants can provide State agencies with expert assistance in the development of complex technical scopes of work to be 
used as the basis of an RFP or other solicitation. However, State agencies must be mindful that while consultants may assist 
in scope of work development, it is ultimately the responsibility of the State agency to develop and deliver the scope of work 
to the Division. Further, any materials developed by a Consultant during the course of its work remain the property of the 
State and cannot be distributed to any outside party. Consultants engaged by State agencies for purposes of assisting in RFP 
development may be required to execute a confidentiality agreement prior to the commencement of work. In addition, 
Consultants and any parent, subsidiary, or affiliate companies, cannot submit a response to an RFP that the Consultant was 
hired to help develop. 

SECTION 5.2: Consultants and Evaluation Committees 

Consultants may assist State agencies in the evaluation of proposals received in response to complex and technical RFPs. In 
order for a Consultant to be approved to participate in the evaluation process, both the firm as a whole and the individual 
intending to take part in the evaluation process must complete the Consultant Personal and Business Relationships 
Disclosure Form. These forms, along with the resume of the individual(s) intending to take part in the evaluation process, 
must be forwarded to the Division’s Business Ethics Officer for review and approval. Once approved, Consultants can take 
part in the evaluation process as a non-voting technical advisor only. Further, any materials developed by a Consultant during 
the course of its work remain the property of the State and cannot be distributed to any outside party. Consultants engaged by 
State agencies for purposes of assisting in RFP development may be required to execute a confidentiality agreement prior to 
the commencement of work. 

SECTION 6: GIFTS, FAVORS, SERVICES, AND OTHER THINGS OF VALUE 

Do not pay, offer to pay, or agree to pay, either directly or indirectly, any fee, commission, compensation, gift, gratuity, 
honorarium or other thing of value of any kind to: 

any State employee or any member of his or her immediate family (i.e., a spouse, child, parent, or sibling residing in
the same household as the employee); or

any partnership, firm, or corporation with which the State employee is employed or associated, or in which he or she
has an interest. Some things of value are clear, such as money, stock, debt forgiveness, real estate, or automobiles;
but other things of value may be less obvious, including offers of employment, loans, labor, rebates, price discounts,
entertainment, or meals.

The effect of this principle is that you must not send holiday gifts, office-warming gifts, tokens of appreciation, or other 
things of value to State employees or State agencies. In addition, it is improper to invite State employees to meals, parties, 
sporting events, theatrical performances, and similar social functions. 



A State employee can accept items of nominal value from you or contract with you under the same terms and conditions that 
you offer or make available to members of the general public, provided that the item or contract does not violate any other 
Commission guideline or a particular agency's ethics code. For example, State employees can take advantage of cell phone 
rate packages offered to "all public employees" and government rates offered by hotel chains. State employees can also 
accept nonalcoholic beverages and snack items (e.g., coffee, doughnuts, and cookies) at meetings or site visits, but they 
cannot accept meals. 

If any State employee solicits you for a fee, commission, compensation, gift, gratuity, favor, or other thing of value, you are 
required to report the occurrence promptly, in writing, to the Attorney General at https://www.njoag.gov/about/divisions-and-
offices/division-of-criminal-justice-home/report-crime/and to the Commission at ethics@ethics.nj.gov. 

State employees may accept payment or reimbursement for travel expenses from a private sector entity under very limited 
circumstances. In each case, the employee must secure prior approval from his or her agency. The rules governing travel 
expenses, N.J.A.C. 19:61-6.1 et seq., are available at http://www.state.nj.us/ethics/statutes/rules/. 

SECTION 7: OFFERS OF EMPLOYMENT 

SECTION 7.1: Current State Employees 

If you offer a job to a State employee, be aware that job negotiations create a financial interest for that employee. To that end, 
the employee will no longer be able to act in the State's interest concerning your company. Please also note that State 
employees must secure prior approval through their management and Ethics Officer for secondary employment. Depending 
on your relationship with the employee's agency, your employment offer may be disapproved, and the State employee could 
be screened from taking any official action with respect to your contracts, applications, or matters in the future. 

SECTION 7.2: Former State Employees 

After leaving State service, State employees are under a lifetime ban against the use or provision of information acquired 
during their State employment that is not generally available to the public. Further, former State employees are prohibited 
from representing or assisting a person concerning a particular matter if they were substantially and directly involved in that 
particular matter while in State employment. There is also a one-year ban prohibiting certain high ranking officials from 
involvement with any matter involving the former State agency in which he/she served. 

SECTION 7.3: Casino-Related Restrictions 

The Casino Control Act and the Conflicts of Interest Law place restrictions on the employment of current State employees, 
their immediate family members, and former State employees and their immediate family members, by holders of and 
applicants for casino licenses. However, there are statutory provisions that permit waivers of some of these restrictions by the 
Commission. In addition, there are restrictions on benefits that can be passed to State employees by holders of and applicants 
for casino licenses. Questions about these restrictions should be addressed to the Commission, at P.O. Box 082, Trenton, 
New Jersey, 08625-0082, or at ethics@ethics.nj.gov. 

SECTION 8: PENALTIES 

The Commission has the authority to impose penalties on private sector entities and individuals, and it can refer such cases to 
appropriate agencies when a violation is punishable by law. Violations of some of the above-described standards can result in 
the violator's criminal prosecution, and/or suspension, disqualification or debarment from doing business with any State 
agency. 
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DISCLOSURE OF INVESTIGATIONS AND OTHER ACTIONS INVOLVING THE VENDOR FORM
STATE OF NEW JERSEY

DEPARTMENT OF THE TREASURY - DIVISION OF PURCHASE AND PROPERTY
33 WEST STATE STREET, P.O. BOX 230 TRENTON, NEW JERSEY 08625-0230

BID SOLICITATION # AND TITLE:

VENDOR NAME:

PART 1
PLEASE LIST ALL OFFICERS/DIRECTORS OF THE VENDOR BELOW. 

NAME
TITLE
ADDRESS
ADDRESS
CITY STATE ZIP

NAME
TITLE
ADDRESS
ADDRESS
CITY STATE ZIP

NAME
TITLE
ADDRESS
ADDRESS
CITY STATE ZIP

NAME
TITLE
ADDRESS
ADDRESS
CITY STATE ZIP

*Attach Additional Sheets If Necessary.
PART 2

PLEASE REFER TO THE PERSONS LISTED ABOVE AND/OR THE PERSONS AND/OR ENTITIES LISTED ON THE 
OWNERSHIP DISCLOSURE FORM WHEN ANSWERING THESE QUESTIONS. 

Has any person or entity listed on this form or its attachments ever been arrested, charged, indicted, or convicted in a criminal or disorderly persons matter by 
the State of New Jersey (or political subdivision thereof), or by any other state or the U.S. Government?

Has any person or entity listed on this form or its attachments ever been suspended, debarred or otherwise declared ineligible by any government agency from
bidding or contracting to provide services, labor, materials or supplies?

Are there currently any pending criminal matters or debarment proceedings in which the firm and/or its officers and/or managers are involved?

Has any person or entity listed on this form or its attachments been denied any license, permit or similar authorization required to engage in the work applied
for herein, or has any such license, permit or similar authorization been revoked by any agency of federal, state or local government?

Has any person or entity listed on this form or its attachments been involved as an adverse party to a public sector client in any civil litigation or administrative
proceeding in the past five (5) years?

PART 3
DESCRIPTION OF THE INVESTIGATION OR LITIGATION, ETC. 

If you answered “YES” to any of questions 1 - 5 above, you must provide a detailed description of any investigation or litigation, including, but not limited to, administrative 
complaints or other administrative proceedings involving public sector clients during the past five (5) years. The description must include the nature and status of the 
investigation, and for any litigation, the caption  a brief description of the action, the date of inception, current status, and if applicable, the disposition.  

PERSON OR ENTITY NAME
CONTACT NAME PHONE NUMBER
CASE CAPTION
INCEPTION OF THE INVESTIGATION CURRENT STATUS
SUMMARY OF INVESTIGATION

*Attach Additional Sheets If Necessary.

CERTIFICATION
I, the undersigned, certify that I am authorized to execute this certification on behalf of the Vendor, that the foregoing information and any attachments hereto, to the best of my 
knowledge are true and complete. I acknowledge that the State of New Jersey is relying on the information contained herein, and that the Vendor is under a continuing obligation 
from the date of this certification through the completion of any contract(s) with the State to notify the State 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. If I do so, I may be subject to criminal prosecution under the law, and it will 
constitute a material breach of my contract(s) with the State, permitting the State to declare any contract(s) resulting from this certification void and unenforceable.

Signature Date

Print Name and Title



DISCLOSURE OF INVESTMENT ACTIVITIES IN IRAN FORM
STATE OF NEW JERSEY

DEPARTMENT OF THE TREASURY - DIVISION OF PURCHASE AND PROPERTY
33 WEST STATE STREET, P.O. BOX 230 TRENTON, NEW JERSEY 08625-0230

DPP Rev. 1 . 3.202

BID SOLICITATION # AND TITLE:

VENDOR NAME:

Pursuant to N.J.S.A. 52:32-57, et seq. (P.L. 2012, c.25 and P.L. 2021, c.4) any person or entity that submits a bid or proposal or otherwise proposes to enter into or renew 
a contract must certify that neither the person nor entity, nor any of its parents, subsidiaries, or affiliates, is identified on the New Jersey Department of the Treasury’s Chapter 
25 List as a person or entity engaged in investment activities in Iran.  The Chapter 25 list is found on the Division’s website at
https://www.state.nj.us/treasury/purchase/pdf/Chapter25List.pdf. Vendors/Bidders must review this list prior to completing the below certification.  If the Director of the 
Division of Purchase and Property finds a person or entity to be in violation of the 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 party. 

CHECK THE APPROPRIATE BOX

I certify, pursuant to N.J.S.A. 52:32-57, et seq. (P.L. 2012, c.25 and P.L. 2021, c.4), that neither the Vendor/Bidder listed above nor any of its parents, subsidiaries, 
or affiliates is listed on the New Jersey Department of the Treasury’s Chapter 25 List of entities determined to be engaged in prohibited activities in Iran.  

OR

I am unable to certify as above because the Vendor/Bidder and/or one or more of its parents, subsidiaries, or affiliates is listed on the New Jersey Department of 
the Treasury’s Chapter 25 List. I will provide a detailed, accurate and precise description of the activities of the Vendor/Bidder, or one of its parents, 
subsidiaries or affiliates, has engaged in regarding investment activities in Iran by completing the information requested below.

Entity Engaged in Investment Activities
Relationship to Vendor/ Bidder
Description of Activities

Duration of Engagement
Anticipated Cessation Date
*Attach Additional Sheets If Necessary.

CERTIFICATION
I, the undersigned, certify that I am authorized to execute this certification on behalf of the Vendor, that the foregoing information and any attachments hereto, to the best of my 
knowledge are true and complete. I acknowledge that the State of New Jersey is relying on the information contained herein, and that the Vendor is under a continuing obligation 
from the date of this certification through the completion of any contract(s) with the State to notify the State 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. If I do so, I may be subject to criminal prosecution under the law, and it will 
constitute a material breach of my contract(s) with the State, permitting the State to declare any contract(s) resulting from this certification void and unenforceable.

Signature Date

Print Name and Title



SUBCONTRACTOR UTILIZATION FORM
STATE OF NEW JERSEY

DEPARTMENT OF THE TREASURY - DIVISION OF PURCHASE AND PROPERTY
33 WEST STATE STREET, P.O. BOX 230 TRENTON, NEW JERSEY 08625-0230

BID SOLICITATION # AND TITLE:

VENDOR NAME:

List All Businesses To Be Used As Subcontractors. Attach Additional Sheets If Necessary. 
If the Bid Solicitation has subcontracting set-aside goals, and the Vendor has not achieved the goals, 

Vendor must attach information documenting its good faith effort to achieve the goals.

SUBCONTRACTOR’S NAME:
ADDRESS:

PHONE NUMBER: FEIN:
EMAIL:
ESTIMATED VALUE OF WORK TO BE SUBCONTRACTED:
DESCRIPTION OF WORK TO 
BE SUBCONTRACTED:

IS THE SUBCONTRACTOR IS A SMALL BUSINESS?

IF YES, SMALL BUSINESS CATEGORY: 

IS THE SUBCONTRACTOR IS A DISABLED VETERAN-OWNED BUSINESS?

SUBCONTRACTOR’S NAME:
ADDRESS:

PHONE NUMBER: FEIN:
EMAIL:
ESTIMATED VALUE OF WORK TO BE SUBCONTRACTED:
DESCRIPTION OF WORK TO 
BE SUBCONTRACTED:

IS THE SUBCONTRACTOR IS A SMALL BUSINESS?
IF YES, SMALL BUSINESS CATEGORY: 

IS THE SUBCONTRACTOR IS A DISABLED VETERAN-OWNED BUSINESS?

SUBCONTRACTOR’S NAME:
ADDRESS:

PHONE NUMBER: FEIN:
EMAIL:
ESTIMATED VALUE OF WORK TO BE SUBCONTRACTED:
DESCRIPTION OF WORK TO 
BE SUBCONTRACTED:

IS THE SUBCONTRACTOR IS A SMALL BUSINESS?

IF YES, SMALL BUSINESS CATEGORY: 

IS THE SUBCONTRACTOR IS A DISABLED VETERAN-OWNED BUSINESS?

DPP Rev. 1 . 3.202



Form  W-9
(Rev. March 2024)

Request for Taxpayer 
Identification Number and Certification

Department of the Treasury  
Internal Revenue Service Go to www.irs.gov/FormW9 for instructions and the latest information.

Give form to the  

requester. Do not 

send to the IRS.

Before you begin. For guidance related to the purpose of Form W-9, see Purpose of Form, below.
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3.

1    Name of entity/individual. An entry is required. (For a sole proprietor or disregarded entity, enter the owner’s name on line 1, and enter the business/disregarded 
entity’s name on line 2.)

2    Business name/disregarded entity name, if different from above.

3a  Check the appropriate box for federal tax classification of the entity/individual whose name is entered on line 1. Check 
only one of the following seven boxes. 

Individual/sole proprietor C corporation S corporation Partnership Trust/estate

LLC. Enter the tax classification (C = C corporation, S = S corporation, P = Partnership) . . . .
Note: Check the “LLC” box above and, in the entry space, enter the appropriate code (C, S, or P) for the tax 
classification of the LLC, unless it is a disregarded entity. A disregarded entity should instead check the appropriate 
box for the tax classification of its owner.

Other (see instructions) 

3b If on line 3a you checked “Partnership” or “Trust/estate,” or checked “LLC” and entered “P” as its tax classification, 
and you are providing this form to a partnership, trust, or estate in which you have an ownership interest, check 
this box if you have any foreign partners, owners, or beneficiaries. See instructions . . . . . . . . .

4  Exemptions (codes apply only to 
certain entities, not individuals; 
see instructions on page 3):

Exempt payee code (if any)

Exemption from Foreign Account Tax 
Compliance Act (FATCA) reporting 
 code (if any)

(Applies to accounts maintained 
outside the United States.)

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

6    City, state, and ZIP code

Requester’s name and address (optional)

7    List account number(s) here (optional)

Part I Taxpayer Identification Number (TIN)

Enter your TIN in the appropriate box. The TIN provided must match the name given on line 1 to avoid 
backup withholding. For individuals, this is generally your social security number (SSN). However, for a 
resident alien, sole proprietor, or disregarded entity, see the instructions for Part I, later. For other 
entities, it is your employer identification number (EIN). If you do not have a number, see How to get a 
TIN, later.

Note: If the account is in more than one name, see the instructions for line 1. See also What Name and 
Number To Give the Requester for guidelines on whose number to enter.

Social security number

– –

or

Employer identification number 

–

Part II Certification

Under penalties of perjury, I certify that:

1. The number shown on this form is my correct taxpayer identification number (or I am waiting for a number to be issued to me); and
2. I am not subject to backup withholding because (a) I am exempt from backup withholding, or (b) I have not been notified by the Internal Revenue 

Service (IRS) that I am subject to backup withholding as a result of a failure to report all interest or dividends, or (c) the IRS has notified me that I am 
no longer subject to backup withholding; and

3. I am a U.S. citizen or other U.S. person (defined below); and

4. The FATCA code(s) entered on this form (if any) indicating that I am exempt from FATCA reporting is correct.

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

Sign 
Here

Signature of 

U.S. person Date

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

Future developments. For the latest information about developments 
related to Form W-9 and its instructions, such as legislation enacted 
after they were published, go to www.irs.gov/FormW9.

What’s New
Line 3a has been modified to clarify how a disregarded entity completes 
this line. An LLC that is a disregarded entity should check the 
appropriate box for the tax classification of its owner. Otherwise, it 
should check the “LLC” box and enter its appropriate tax classification.

New line 3b has been added to this form. A flow-through entity is 
required to complete this line to indicate that it has direct or indirect 
foreign partners, owners, or beneficiaries when it provides the Form W-9 
to another flow-through entity in which it has an ownership interest. This 
change is intended to provide a flow-through entity with information 
regarding the status of its indirect foreign partners, owners, or 
beneficiaries, so that it can satisfy any applicable reporting 
requirements. For example, a partnership that has any indirect foreign 
partners may be required to complete Schedules K-2 and K-3. See the 
Partnership Instructions for Schedules K-2 and K-3 (Form 1065).

Purpose of Form
An individual or entity (Form W-9 requester) who is required to file an 
information return with the IRS is giving you this form because they

Cat. No. 10231X Form W-9 (Rev. 3-2024)



Form W-9 (Rev. 3-2024) Page 2 

must obtain your correct taxpayer identification number (TIN), which 
may be your social security number (SSN), individual taxpayer 
identification number (ITIN), adoption taxpayer identification number 
(ATIN), or employer identification number (EIN), to report on an 
information return the amount paid to you, or other amount reportable 
on an information return. Examples of information returns include, but 
are not limited to, the following.

• Form 1099-INT (interest earned or paid).

• Form 1099-DIV (dividends, including those from stocks or mutual 
funds).

• Form 1099-MISC (various types of income, prizes, awards, or gross 
proceeds).

• Form 1099-NEC (nonemployee compensation).

• Form 1099-B (stock or mutual fund sales and certain other 
transactions by brokers).

• Form 1099-S (proceeds from real estate transactions).

• Form 1099-K (merchant card and third-party network transactions).

• Form 1098 (home mortgage interest), 1098-E (student loan interest), 
and 1098-T (tuition).

• Form 1099-C (canceled debt).

• Form 1099-A (acquisition or abandonment of secured property).

Use Form W-9 only if you are a U.S. person (including a resident 
alien), to provide your correct TIN. 

Caution: If you don’t return Form W-9 to the requester with a TIN, you 
might be subject to backup withholding. See What is backup 
withholding, later.

By signing the filled-out form, you: 

1. Certify that the TIN you are giving is correct (or you are waiting for a 
number to be issued);

2. Certify that you are not subject to backup withholding; or

3. Claim exemption from backup withholding if you are a U.S. exempt 
payee; and

4. Certify to your non-foreign status for purposes of withholding under 
chapter 3 or 4 of the Code (if applicable); and

5. Certify that FATCA code(s) entered on this form (if any) indicating 
that you are exempt from the FATCA reporting is correct. See What Is 
FATCA Reporting, later, for further information.

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

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

considered a U.S. person if you are:

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

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

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

• A domestic trust (as defined in Regulations section 301.7701-7).

Establishing U.S. status for purposes of chapter 3 and chapter 4 

withholding. Payments made to foreign persons, including certain 
distributions, allocations of income, or transfers of sales proceeds, may 
be subject to withholding under chapter 3 or chapter 4 of the Code 
(sections 1441–1474). Under those rules, if a Form W-9 or other 
certification of non-foreign status has not been received, a withholding 
agent, transferee, or partnership (payor) generally applies presumption 
rules that may require the payor to withhold applicable tax from the 
recipient, owner, transferor, or partner (payee). See Pub. 515, 
Withholding of Tax on Nonresident Aliens and Foreign Entities.

The following persons must provide Form W-9 to the payor for 
purposes of establishing its non-foreign status.

• In the case of a disregarded entity with a U.S. owner, the U.S. owner 
of the disregarded entity and not the disregarded entity.

• In the case of a grantor trust with a U.S. grantor or other U.S. owner, 
generally, the U.S. grantor or other U.S. owner of the grantor trust and 
not the grantor trust.

• In the case of a U.S. trust (other than a grantor trust), the U.S. trust 
and not the beneficiaries of the trust.

See Pub. 515 for more information on providing a Form W-9 or a 
certification of non-foreign status to avoid withholding.

Foreign person. If you are a foreign person or the U.S. branch of a 
foreign bank that has elected to be treated as a U.S. person (under 
Regulations section 1.1441-1(b)(2)(iv) or other applicable section for 
chapter 3 or 4 purposes), do not use Form W-9. Instead, use the 
appropriate Form W-8 or Form 8233 (see Pub. 515). If you are a 
qualified foreign pension fund under Regulations section 1.897(l)-1(d), or 
a partnership that is wholly owned by qualified foreign pension funds, 
that is treated as a non-foreign person for purposes of section 1445 
withholding, do not use Form W-9. Instead, use Form W-8EXP (or other 
certification of non-foreign status).

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

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

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

2. The treaty article addressing the income.

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

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

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

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

If you are a nonresident alien or a foreign entity, give the requester the 
appropriate completed Form W-8 or Form 8233.

Backup Withholding
What is backup withholding? Persons making certain payments to you 
must under certain conditions withhold and pay to the IRS 24% of such 
payments. This is called “backup withholding.” Payments that may be 
subject to backup withholding include, but are not limited to, interest, 
tax-exempt interest, dividends, broker and barter exchange 
transactions, rents, royalties, nonemployee pay, payments made in 
settlement of payment card and third-party network transactions, and 

certain payments from fishing boat operators. Real estate transactions 
are not subject to backup withholding.

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

Payments you receive will be subject to backup withholding if: 

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

2. You do not certify your TIN when required (see the instructions for 
Part II for details);

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

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

5. You do not certify to the requester that you are not subject to 
backup withholding, as described in item 4 under “By signing the filled-
out form” above (for reportable interest and dividend accounts opened 
after 1983 only).
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Certain payees and payments are exempt from backup withholding. 
See Exempt payee code, later, and the separate Instructions for the 
Requester of Form W-9 for more information.

See also Establishing U.S. status for purposes of chapter 3 and 
chapter 4 withholding, earlier.

What Is FATCA Reporting?
The Foreign Account Tax Compliance Act (FATCA) requires a 
participating foreign financial institution to report all U.S. account 
holders that are specified U.S. persons. Certain payees are exempt from 
FATCA reporting. See Exemption from FATCA reporting code, later, and 
the Instructions for the Requester of Form W-9 for more information.

Updating Your Information
You must provide updated information to any person to whom you 
claimed to be an exempt payee if you are no longer an exempt payee 
and anticipate receiving reportable payments in the future from this 
person. For example, you may need to provide updated information if 
you are a C corporation that elects to be an S corporation, or if you are 
no longer tax exempt. In addition, you must furnish a new Form W-9 if 
the name or TIN changes for the account, for example, if the grantor of a 
grantor trust dies.

Penalties
Failure to furnish TIN. If you fail to furnish your correct TIN to a 

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

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

Criminal penalty for falsifying information. Willfully falsifying 

certifications or affirmations may subject you to criminal penalties 
including fines and/or imprisonment.

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

Specific Instructions

Line 1

You must enter one of the following on this line; do not leave this line 
blank. The name should match the name on your tax return.

If this Form W-9 is for a joint account (other than an account 
maintained by a foreign financial institution (FFI)), list first, and then 
circle, the name of the person or entity whose number you entered in 
Part I of Form W-9. If you are providing Form W-9 to an FFI to document 
a joint account, each holder of the account that is a U.S. person must 
provide a Form W-9.

• Individual. Generally, enter the name shown on your tax return. If you 
have changed your last name without informing the Social Security 
Administration (SSA) of the name change, enter your first name, the last 
name as shown on your social security card, and your new last name.  

Note for ITIN applicant: Enter your individual name as it was entered 
on your Form W-7 application, line 1a. This should also be the same as 
the name you entered on the Form 1040 you filed with your application.

• Sole proprietor. Enter your individual name as shown on your Form 
1040 on line 1. Enter your business, trade, or “doing business as” (DBA) 
name on line 2.

• Partnership, C corporation, S corporation, or LLC, other than a 

disregarded entity. Enter the entity’s name as shown on the entity’s tax 
return on line 1 and any business, trade, or DBA name on line 2.

• Other entities. Enter your name as shown on required U.S. federal tax 
documents on line 1. This name should match the name shown on the 
charter or other legal document creating the entity. Enter any business, 
trade, or DBA name on line 2.

• Disregarded entity. In general, a business entity that has a single 
owner, including an LLC, and is not a corporation, is disregarded as an 
entity separate from its owner (a disregarded entity). See Regulations 
section 301.7701-2(c)(2). A disregarded entity should check the 
appropriate box for the tax classification of its owner. Enter the owner’s 
name on line 1. The name of the owner entered on line 1 should never 
be a disregarded entity. The name on line 1 should be the name shown 
on the income tax return on which the income should be reported. For

example, if a foreign LLC that is treated as a disregarded entity for U.S. 
federal tax purposes has a single owner that is a U.S. person, the U.S. 
owner’s name is required to be provided on line 1. If the direct owner of 
the entity is also a disregarded entity, enter the first owner that is not 
disregarded for federal tax purposes. Enter the disregarded entity’s 
name on line 2. If the owner of the disregarded entity is a foreign person, 
the owner must complete an appropriate Form W-8 instead of a Form 
W-9.  This is the case even if the foreign person has a U.S. TIN. 

Line 2

If you have a business name, trade name, DBA name, or disregarded 
entity name, enter it on line 2.

Line 3a

Check the appropriate box on line 3a for the U.S. federal tax 
classification of the person whose name is entered on line 1. Check only 
one box on line 3a.

IF the entity/individual on line 1 

is a(n) . . .

THEN check the box for . . .

•  Corporation Corporation.

•  Individual or 

•  Sole proprietorship

Individual/sole proprietor.

•  LLC classified as a partnership 
for U.S. federal tax purposes or 

•  LLC that has filed Form 8832 or 
2553 electing to be taxed as a 
corporation

Limited liability company and 
enter the appropriate tax 
classification:  
P = Partnership, 
C = C corporation, or 
S = S corporation.

•  Partnership Partnership.

•  Trust/estate Trust/estate.

Line 3b

Check this box if you are a partnership (including an LLC classified as a 
partnership for U.S. federal tax purposes), trust, or estate that has any 
foreign partners, owners, or beneficiaries, and you are providing this 
form to a partnership, trust, or estate, in which you have an ownership 
interest. You must check the box on line 3b if you receive a Form W-8 
(or documentary evidence) from any partner, owner, or beneficiary 
establishing foreign status or if you receive a Form W-9 from any 
partner, owner, or beneficiary that has checked the box on line 3b.

Note: A partnership that provides a Form W-9 and checks box 3b may 
be required to complete Schedules K-2 and K-3 (Form 1065). For more 
information, see the Partnership Instructions for Schedules K-2 and K-3 
(Form 1065).

If you are required to complete line 3b but fail to do so, you may not 
receive the information necessary to file a correct information return with 
the IRS or furnish a correct payee statement to your partners or 
beneficiaries. See, for example, sections 6698, 6722, and 6724 for 
penalties that may apply.

Line 4 Exemptions

If you are exempt from backup withholding and/or FATCA reporting, 
enter in the appropriate space on line 4 any code(s) that may apply to 
you.

Exempt payee code.

•  Generally, individuals (including sole proprietors) are not exempt from 
backup withholding.

•  Except as provided below, corporations are exempt from backup 
withholding for certain payments, including interest and dividends.

•  Corporations are not exempt from backup withholding for payments 
made in settlement of payment card or third-party network transactions.

•  Corporations are not exempt from backup withholding with respect to 
attorneys’ fees or gross proceeds paid to attorneys, and corporations 
that provide medical or health care services are not exempt with respect 
to payments reportable on Form 1099-MISC.

The following codes identify payees that are exempt from backup 
withholding. Enter the appropriate code in the space on line 4.

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

3—A state, the District of Columbia, a U.S. commonwealth or territory, 
or any of their political subdivisions or instrumentalities.

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

5—A corporation.

6—A dealer in securities or commodities required to register in the 
United States, the District of Columbia, or a U.S. commonwealth or 
territory.

7—A futures commission merchant registered with the Commodity 
Futures Trading Commission.

8—A real estate investment trust.

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

10—A common trust fund operated by a bank under section 584(a).

11—A financial institution as defined under section 581.

12—A middleman known in the investment community as a nominee or 
custodian.

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

The following chart shows types of payments that may be exempt 
from backup withholding. The chart applies to the exempt payees listed 
above, 1 through 13.

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

for . . .

•  Interest and dividend payments All exempt payees except 
for 7.

•  Broker transactions Exempt payees 1 through 4 and 6 
through 11 and all C corporations. 
S corporations must not enter an 
exempt payee code because they 
are exempt only for sales of 
noncovered securities acquired 
prior to 2012.

•  Barter exchange transactions 
and patronage dividends

Exempt payees 1 through 4.

•  Payments over $600 required to 
be reported and direct sales over 
$5,0001

Generally, exempt payees 
1 through 5.2

•  Payments made in settlement of 
payment card or third-party 
network transactions

Exempt payees 1 through 4.

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

Exemption from FATCA reporting code. The following codes identify 
payees that are exempt from reporting under FATCA. These codes 
apply to persons submitting this form for accounts maintained outside 
of the United States by certain foreign financial institutions. Therefore, if 
you are only submitting this form for an account you hold in the United 
States, you may leave this field blank. Consult with the person 
requesting this form if you are uncertain if the financial institution is 
subject to these requirements. A requester may indicate that a code is 
not required by providing you with a Form W-9 with “Not Applicable” (or 
any similar indication) entered on the line for a FATCA exemption code.

A—An organization exempt from tax under section 501(a) or any 
individual retirement plan as defined in section 7701(a)(37).

B—The United States or any of its agencies or instrumentalities.

C—A state, the District of Columbia, a U.S. commonwealth or 
territory, or any of their political subdivisions or instrumentalities.

D—A corporation the stock of which is regularly traded on one or 
more established securities markets, as described in Regulations 
section 1.1472-1(c)(1)(i).

E—A corporation that is a member of the same expanded affiliated 
group as a corporation described in Regulations section 1.1472-1(c)(1)(i).

F—A dealer in securities, commodities, or derivative financial 
instruments (including notional principal contracts, futures, forwards, 
and options) that is registered as such under the laws of the United 
States or any state.

G—A real estate investment trust.

H—A regulated investment company as defined in section 851 or an 
entity registered at all times during the tax year under the Investment 
Company Act of 1940.

I—A common trust fund as defined in section 584(a).

J—A bank as defined in section 581.

K—A broker.

L—A trust exempt from tax under section 664 or described in section 
4947(a)(1).

M—A tax-exempt trust under a section 403(b) plan or section 457(g) 
plan.

Note: You may wish to consult with the financial institution requesting 
this form to determine whether the FATCA code and/or exempt payee 
code should be completed.

Line 5

Enter your address (number, street, and apartment or suite number). 
This is where the requester of this Form W-9 will mail your information 
returns. If this address differs from the one the requester already has on 
file, enter “NEW” at the top. If a new address is provided, there is still a 
chance the old address will be used until the payor changes your 
address in their records.

Line 6

Enter your city, state, and ZIP code.

Part I. Taxpayer Identification Number (TIN)
Enter your TIN in the appropriate box. If you are a resident alien and 
you do not have, and are not eligible to get, an SSN, your TIN is your 
IRS ITIN. Enter it in the entry space for the Social security number. If you 
do not have an ITIN, see How to get a TIN below.

If you are a sole proprietor and you have an EIN, you may enter either 
your SSN or EIN. 

If you are a single-member LLC that is disregarded as an entity 
separate from its owner, enter the owner’s SSN (or EIN, if the owner has 
one). If the LLC is classified as a corporation or partnership, enter the 
entity’s EIN.

Note: See What Name and Number To Give the Requester, later, for 
further clarification of name and TIN combinations.

How to get a TIN. If you do not have a TIN, apply for one immediately. 
To apply for an SSN, get Form SS-5, Application for a Social Security 
Card, from your local SSA office or get this form online at 
www.SSA.gov. You may also get this form by calling 800-772-1213. Use 
Form W-7, Application for IRS Individual Taxpayer Identification 

Number, to apply for an ITIN, or Form SS-4, Application for Employer 
Identification Number, to apply for an EIN. You can apply for an EIN 
online by accessing the IRS website at www.irs.gov/EIN. Go to 
www.irs.gov/Forms to view, download, or print Form W-7 and/or Form 
SS-4. Or, you can go to www.irs.gov/OrderForms to place an order and 
have Form W-7 and/or Form SS-4 mailed to you within 15 business 
days.

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

Note: Entering “Applied For” means that you have already applied for a 
TIN or that you intend to apply for one soon. See also Establishing U.S. 
status for purposes of chapter 3 and chapter 4 withholding, earlier, for 
when you may instead be subject to withholding under chapter 3 or 4 of 
the Code.

Caution: A disregarded U.S. entity that has a foreign owner must use 
the appropriate Form W-8.
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Part II. Certification
To establish to the withholding agent that you are a U.S. person, or 
resident alien, sign Form W-9. You may be requested to sign by the 
withholding agent even if item 1, 4, or 5 below indicates otherwise.

For a joint account, only the person whose TIN is shown in Part I 
should sign (when required). In the case of a disregarded entity, the 
person identified on line 1 must sign. Exempt payees, see Exempt payee 
code, earlier.

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

1. Interest, dividend, and barter exchange accounts opened 

before 1984 and broker accounts considered active during 1983. 

You must give your correct TIN, but you do not have to sign the 
certification.

2. Interest, dividend, broker, and barter exchange accounts 

opened after 1983 and broker accounts considered inactive during 

1983. You must sign the certification or backup withholding will apply. If 
you are subject to backup withholding and you are merely providing 
your correct TIN to the requester, you must cross out item 2 in the 
certification before signing the form.

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

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

5. Mortgage interest paid by you, acquisition or abandonment of 

secured property, cancellation of debt, qualified tuition program 

payments (under section 529), ABLE accounts (under section 529A), 

IRA, Coverdell ESA, Archer MSA or HSA contributions or 

distributions, and pension distributions. You must give your correct 
TIN, but you do not have to sign the certification.

What Name and Number To Give the Requester
For this type of account: Give name and SSN of:

1. Individual The individual

2. Two or more individuals (joint account) 
other than an account maintained by 
an FFI

The actual owner of the account or, 
if combined funds, the first individual 
on the account1

3. Two or more U.S. persons 
    (joint account maintained by an FFI)

Each holder of the account 

4. Custodial account of a minor 
(Uniform Gift to Minors Act)

The minor2

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

The grantor-trustee1

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

The actual owner1

6. Sole proprietorship or disregarded 
entity owned by an individual

The owner3

7. Grantor trust filing under Optional 
Filing Method 1 (see Regulations 
section 1.671-4(b)(2)(i)(A))**

The grantor*

For this type of account: Give name and EIN of:

8. Disregarded entity not owned by an 
individual

The owner

9. A valid trust, estate, or pension trust Legal entity4

10. Corporation or LLC electing corporate 
status on Form 8832 or Form 2553

The corporation

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

The organization

12. Partnership or multi-member LLC The partnership

13. A broker or registered nominee The broker or nominee

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

The public entity

15. Grantor trust filing Form 1041 or 
under the Optional Filing Method 2, 
requiring Form 1099 (see Regulations 
section 1.671-4(b)(2)(i)(B))**

The trust

1 List first and circle the name of the person whose number you furnish.  
If only one person on a joint account has an SSN, that person’s number 
must be furnished.
2 Circle the minor’s name and furnish the minor’s SSN.
3 You must show your individual name on line 1, and enter your business 
or DBA name, if any, on line 2. You may use either your SSN or EIN (if 
you have one), but the IRS encourages you to use your SSN.
4 List first and circle the name of the trust, estate, or pension trust. (Do  
not furnish the TIN of the personal representative or trustee unless the 
legal entity itself is not designated in the account title.) 

* Note: The grantor must also provide a Form W-9 to the trustee of the 
trust.

** For more information on optional filing methods for grantor trusts, see 
the Instructions for Form 1041.

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

Secure Your Tax Records From Identity Theft
Identity theft occurs when someone uses your personal information, 
such as your name, SSN, or other identifying information, without your 
permission to commit fraud or other crimes. An identity thief may use 
your SSN to get a job or may file a tax return using your SSN to receive 
a refund.

To reduce your risk:

• Protect your SSN,

• Ensure your employer is protecting your SSN, and

• Be careful when choosing a tax return preparer.

If your tax records are affected by identity theft and you receive a 
notice from the IRS, respond right away to the name and phone number 
printed on the IRS notice or letter.

If your tax records are not currently affected by identity theft but you 
think you are at risk due to a lost or stolen purse or wallet, questionable 
credit card activity, or a questionable credit report, contact the IRS 
Identity Theft Hotline at 800-908-4490 or submit Form 14039.

For more information, see Pub. 5027, Identity Theft Information for 
Taxpayers.
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Victims of identity theft who are experiencing economic harm or a 
systemic problem, or are seeking help in resolving tax problems that 
have not been resolved through normal channels, may be eligible for 
Taxpayer Advocate Service (TAS) assistance. You can reach TAS by 
calling the TAS toll-free case intake line at 877-777-4778 or TTY/TDD 
800-829-4059.

Protect yourself from suspicious emails or phishing schemes.  

Phishing is the creation and use of email and websites designed to 
mimic legitimate business emails and websites. The most common act 
is sending an email to a user falsely claiming to be an established 
legitimate enterprise in an attempt to scam the user into surrendering 
private information that will be used for identity theft.

The IRS does not initiate contacts with taxpayers via emails. Also, the 
IRS does not request personal detailed information through email or ask 
taxpayers for the PIN numbers, passwords, or similar secret access 
information for their credit card, bank, or other financial accounts.

If you receive an unsolicited email claiming to be from the IRS, 
forward this message to phishing@irs.gov. You may also report misuse 
of the IRS name, logo, or other IRS property to the Treasury Inspector 
General for Tax Administration (TIGTA) at 800-366-4484. You can 
forward suspicious emails to the Federal Trade Commission at 
spam@uce.gov or report them at www.ftc.gov/complaint. You can 
contact the FTC at www.ftc.gov/idtheft or 877-IDTHEFT (877-438-4338). 
If you have been the victim of identity theft, see www.IdentityTheft.gov 
and Pub. 5027.

Go to www.irs.gov/IdentityTheft to learn more about identity theft and 
how to reduce your risk.

Privacy Act Notice
Section 6109 of the Internal Revenue Code requires you to provide your 
correct TIN to persons (including federal agencies) who are required to 
file information returns with the IRS to report interest, dividends, or 
certain other income paid to you; mortgage interest you paid; the 
acquisition or abandonment of secured property; the cancellation of 
debt; or contributions you made to an IRA, Archer MSA, or HSA. The 
person collecting this form uses the information on the form to file 
information returns with the IRS, reporting the above information. 
Routine uses of this information include giving it to the Department of 
Justice for civil and criminal litigation and to cities, states, the District of 
Columbia, and U.S. commonwealths and territories for use in 
administering their laws. The information may also be disclosed to other 
countries under a treaty, to federal and state agencies to enforce civil 
and criminal laws, or to federal law enforcement and intelligence 
agencies to combat terrorism. You must provide your TIN whether or not 
you are required to file a tax return. Under section 3406, payors must 
generally withhold a percentage of taxable interest, dividends, and 
certain other payments to a payee who does not give a TIN to the payor. 
Certain penalties may also apply for providing false or fraudulent 
information.



MACBRIDE PRINCIPLES FORM
STATE OF NEW JERSEY

DEPARTMENT OF THE TREASURY - DIVISION OF PURCHASE AND PROPERTY
33 WEST STATE STREET, P.O. BOX 230 TRENTON, NEW JERSEY 08625-0230

BID SOLICITATION # AND TITLE:

VENDOR NAME:

Pursuant to Public Law 1995, c. 134, a responsible Vendor/Bidder is required to provide a certification in compliance with the MacBride Principles and Northern Ireland 
Act of 1989.  Pursuant to N.J.S.A. 52:34-12, Vendor/Bidder must complete the certification below by checking one of the two options listed below and signing where 
indicated.  If a Vendor/Bidder that would otherwise be awarded a purchase, contract or agreement does not complete the certification, then the Director 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 Vendor/Bidder that has 
completed the certification and has submitted a bid within five (5) percent of the most advantageous bid.  If the Director finds contractors to be in violation of the 
principles that are the subject of this law, he/she 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, the undersigned, on behalf the Vendor/Bidder, certify pursuant to N.J.S.A. 52:34-12.2 that: 

CHECK THE APPROPRIATE BOX

The Vendor/Bidder has no business operations in Northern Ireland; or
OR

The Vendor/Bidder 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 section 2 of P.L. 1987, c. 177 (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 its compliance with those principles.

CERTIFICATION
I, the undersigned, certify that I am authorized to execute this certification on behalf of the Vendor, that the foregoing information and any attachments hereto, to the best of my 
knowledge are true and complete. I acknowledge that the State of New Jersey is relying on the information contained herein, and that the Vendor is under a continuing obligation 
from the date of this certification through the completion of any contract(s) with the State to notify the State 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. If I do so, I may be subject to criminal prosecution under the law, and it will 
constitute a material breach of my contract(s) with the State, permitting the State to declare any contract(s) resulting from this certification void and unenforceable.

Signature Date

Print Name and Title

DPP Rev. 1 . 3.202



CERTIFICATION OF NON--INVOLVEMENT IN 
PROHIBITED ACTIVITIES IN RUSSIA OR BELARUS

NJ Rev. 1.22.2024

Pursuant to N.J.S.A. 52:32-60.1, et seq. (L. 2022, c. 3) any person or entity (hereinafter “Vendori”) that seeks to enter into 
or renew a contract with a State agency for the provision of goods or services, or the purchase of bonds or other obligations, 
must complete the certification below indicating whether or not the Vendor is identified on the Office of Foreign Assets 
Control (OFAC) Specially Designated Nationals and Blocked Persons list, available here: 
https://sanctionssearch.ofac.treas.gov/.  If the Department of the Treasury finds that a Vendor has made a certification in
violation of the law, it shall take any 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, the undersigned, certify that I have read the definition of “Vendor” below, and have reviewed the Office of Foreign Assets 
Control (OFAC) Specially Designated Nationals and Blocked Persons list, and having done so certify: 

(Check the Appropriate Box)

A. That the Vendor is not identified on the OFAC Specially Designated Nationals and Blocked Persons list on
account of activity related to Russia and/or Belarus.

OR

B. That I am unable to certify as to “A” above, because the Vendor is identified on the OFAC Specially
Designated Nationals and Blocked Persons list on account of activity related to Russia and/or Belarus.

OR

C.

That I am unable to certify as to “A” above, because the Vendor is identified on the OFAC Specially 
Designated Nationals and Blocked Persons list. However, the Vendor is engaged in activity related to Russia 
and/or Belarus consistent with federal law, regulation, license or exemption.  A detailed description of how 
the Vendor’s activity related to Russia and/or Belarus is consistent with federal law is set forth below.

(Attach Additional Sheets If Necessary.)

Signature of Vendor’s Authorized Representative Date

Print Name and Title of Vendor’s Authorized Representative Vendor’s FEIN

Vendor’s Name Vendor’s Phone Number

Vendor’s Address (Street Address) Vendor’s Fax Number

Vendor’s Address (City/State/Zip Code) Vendor’s Email Address 

i Vendor means: (1) A natural person, corporation, company, limited partnership, limited liability partnership, limited liability company, 
business association, sole proprietorship, joint venture, partnership, society, trust, or any other nongovernmental entity, organization, or 
group; (2) Any governmental entity or instrumentality of a government, including a multilateral development institution, as defined in Section 
1701(c)(3) of the International Financial Institutions Act, 22 U.S.C. 262r(c)(3); or (3) Any parent, successor, subunit, direct or indirect 
subsidiary, or any entity under common ownership or control with, any entity described in paragraph (1) or (2).
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