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ISSUANCE CERTIFICATE OF
EMPLOYEE INFORMATION REPORT

Enclosed is your Certificate of Employee information ReporF (hereinafter referred to as thev |

" “Certificate” and issued based on the Employee Information Report mmmd—byr—*w
representative of your company or firm. Immediately upon re;ceipt, this certificate should be forwar(cil/ed
to the person in your company or firm responsible for ensuring equal gnploymgnt opportunity and/or
overseeing the company or firm’s contracts with public agencies. Typically, tlps person may be your
company or firm’s Human Resources Manager. Equal Employment Opportumty Officer or C.lontract
Administrator. If you do not know to whom the certificate should be forvs{ard, kindly for\.;v'ar'd it to the
head of your company or firm. Copies of the certificate should also be distributed to all facilities of your
company or firm who engage in bidding on public contracts in New Jersey and who use the same federal
identification number and company name. The certificate should be retained in your records }lntll the (_late
it expires. This is very important since a request for a duplicate/replacement certificate will result in a

$75.00 fes.

On future successful bids on public contracts, your company or firm must present a photocopy of
the certificate to the public agency awarding the contract after notification of the award but prior to
execution of a goods and services or professional services contract. Failure to present the certificate within
the time limits prescribed may result in the awarded contract being rescinded in accordance with N.J.A.C.
17:27-4.3b.

Pleasc be advised that this certificate has been approved only for the time periods stated on the
certificate. As early as ninety (90) days prior to its expiration, the Division will forward a renewal
notification.  Upon the Division’s receipt of a properly completed renewal application and $150.00
application fee, it will issue a renewal certificate. In addition, representatives from the Division may
conduct periodic visits and or request additional information to monitor and evaluate the continued equal
employment opportunity compliance of your company or firm. Moreover, the Division may provide your
company or firm with technical assistance. as required. Please be sure to notify the Division immediately
if your company’s federal identification n umber, name or address changes.

‘ If you have any questions, please call (609) 292-5473 and a representative will be available to
assist you.
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