
 

 

 
 

 

VENDOR APPLICATION PACKAGE 
 

2026-2027 SCHOOL YEAR 
 
INSTRUCTIONS:  
 
In order to receive a purchase order issued by the Paterson Public Schools, this form must be completed by the 
recipient or company. To determine what requirement(s) are necessary for your specific transaction, please refer to 
the spreadsheet below (Type of Vendor) to identify your required paperwork. Next, find and complete the 
appropriate form(s) included in the “Vendor Application Package”. Once completed have all required forms sent in 
to Purchasing by the Using Department or School Location.  
 

IMPORTANT: 
THIS FORM MUST BE SIGNED AND SUBMITTED BY THE USING 
DEPARTMENT OR SCHOOL ONLY. FORMS SUBMITTED DIRECTLY FROM 
VENDORS WILL NOT BE PROCESSED. 
 

 

REQUIREMENTS: 
 

The following forms are included with this package: 
 

1 Vendor Information Form - Required for all vendors    ✓ 

2 Form W-9 - Required for all vendors     ✓ 

3 Political Contribution Disclosure Form - Required for all vendors   ✓ 

4 Non-Collusion Affidavit - Required for all vendors   ✓ 

5 New Jersey Business Registration Requirements – Required for all vendors     ✓ 

6              Disclosure Of Investment Activities In Iran/Belarus - Required for all vendors        ✓ 

7 Affirmative Action: Form AA302 - $17,500.00 and over      

8 Affirmative Action: Equal Employment Opportunity Language - $17,500.00 and over      

9 NJ Prevailing Wage, NJ Public Works Contractor Registration Certificate - $ 20,000.00 and over  

10 Notice of Classification, Total Amount of Uncompleted Contracts - $ 20,000.00 and over  

11 Equipment Certification – If required  

12 Exemption Requirements: Charitable Organizations - Only for Non-profit organizations  

 

 
 



VENDOR INFORMATION FORM 
 

SECTION 1: TO BE COMPLETED BY VENDOR: E-MAIL & TAX ID  ARE REQUIRED  

Vendor Name:                                             

Vendor Address:                                                                                              (No PO  Box Accepted) 

City:   State:  Zip: 

Contact Name:  E-mail: 

Phone #:    

1099   Yes/No (circle one)  Tax ID Number # NJ Business Registration Certificate # 

Vendor Secondary/Payment Address (If any) 

Vendor Address: 

City: State: Zip: 

 
 

 

I declare that no member of Paterson Public School District, nor any office or employee or person whose salary is payable in whole or in party by said District is directly or 
indirectly interested in this transaction or in the supplies, material, equipment, work or services to which it relates, or in any portion of profits thereof. If a situation so exists where 
a District member, employee, officer of the District has an interest as stated above, then please attach a letter of explanation to this document, duly signed by the president of the 
firm or company. Additionally I have not, nor will I make a contribution to any board members of the Paterson Public School district. 
 

Further, it is understood that this vendor understands that no employee of the District has the authority to make commitments or place an obligation on behalf of the District The 
District commits and obligates only through an approved Purchase Order signed by the School Business Administrator. The vendor understands that they will not provide any 
goods or services to the District without a Purchase Order.  

 
 
 

 Name & Last Name (Please Print)  Signature  
 

 

THE REQUEST WILL NOT BE PROCESSED IF THIS SECTION IS NOT 
COMPLETED  BY THE SCHOOL OR DEPARTMENT. 

 
 

SECTION 2: TO BE COMPLETED BY THE INITIATOR  
 Check ()  Check ()  

Add Vendor:  Change Vendor:   

Requested by:                                                          (Director/Principal/Supervisor) Date:   

Department/School:  Tel./Ext.:   

 
Maximum Contract Amount :                  $  __________________________________________        School Yr.  ___________________________ 
 

Describe goods/services being purchased:   ___________________________________________________________________________________ 
 

                                                                       ___________________________________________________________________________________ 
Check()  
Purchasing Method :  Bid [      ]   State Contract [      ]   Coop [      ]  Quotes [     ]  None  [      ]  Exempt   [     ]  _______________________________ 
 
Board Approval (DATE): ______________________                                Approved by Purchasing (DATE) ______________________________ 
 

 

 
 
 
 
 
 

ATTACH ALL REQUIRED DOCUMENT TO THIS PAGE 



 
 

REQUIRED DOCUMENT 



 

C. 271 POLITICAL CONTRIBUTION DISCLOSURE FORM 

Public Agency Instructions 

This page provides guidance to public agencies entering into contracts with business entities that are required to 

file Political Contribution Disclosure forms with the agency.  It is not intended to be provided to contractors. 

What follows are instructions on the use of forms local units can provide to contractors that are required to 

disclose political contributions pursuant to N.J.S.A. 19:44A-20.26 (P.L. 2005, c. 271, s.2).  .   

1. The disclosure is required for all contracts in excess of $17,500 that are not awarded pursuant to a “fair and 

open” process (N.J.S.A. 19:44A-20.7). 

2. Due to the potential length of some contractor submissions, the public agency should consider allowing data to be 

submitted in electronic form (i.e., spreadsheet, pdf file, etc.).  Submissions must be kept with the contract 

documents or in an appropriate computer file and be available for public access.  The form is worded to accept 

this alternate submission.  The text should be amended if electronic submission will not be allowed. 

3. The submission must be received from the contractor and on file at least 10 days prior to award of the contract.  

Resolutions of award should reflect that the disclosure has been received and is on file. 

4. The contractor must disclose contributions made to continuing political committees (PACs) and candidate 

committees covering a wide range of public agencies, including all public agencies that have elected officials in 

the county of the public agency, state legislative positions, and various state entities.  The Division of Local 

Government Services recommends that contractors be provided a list of the affected agencies.  This will assist 

contractors in determining the campaign committees and continuing political committees of the officials and 

candidates affected by the disclosure. 

a. The Division has prepared model disclosure forms for each county which can be downloaded from the 

“County PCD Forms” link on the Pay-to-Play web site at 
https://www.nj.gov/dca/divisions/dlgs/programs/pay_2_play.html.  These forms will be updated from 

time-to-time as necessary. 

b. A public agency using these forms should edit them to properly reflect the correct legislative 

district(s).  As the forms are county-based, they list all legislative districts in each county.  Districts 

that do not represent the public agency should be removed from the lists. 

c. Some contractors may find it easier to provide a single list that covers all contributions, regardless of the 

county.  These submissions are appropriate and should be accepted. 

d. The form may be used “as-is”, subject to edits as described herein. 

e. The “Contractor Instructions” sheet is intended to be provided with the form.  It is recommended that the 

Instructions and the form be printed on the same piece of paper.  The form notes that the Instructions are 

printed on the back of the form; where that is not the case, the text should be edited accordingly. 

f. The form is a Word document and can be edited to meet local needs, and posted for download on web 

sites, used as an e-mail attachment, or provided as a printed document. 

5. It is recommended that the contractor also complete a “Ownership Disclosure Certification.”  This will assist the 

local unit in its obligation to ensure that contractor did not make any prohibited contributions to the committees 

listed on the Business Entity Disclosure Certification in the 12 months prior to the contract.  A sample 

Certification form is part of this package and the instruction to complete it is included in the Contractor 

Instructions.  NOTE:  This section is not applicable to Boards of Education. 

 

 

 

Revised July 20, 2023 per P.L. 2023, c.60 

 



C. 271 POLITICAL CONTRIBUTION DISCLOSURE FORM 

Contractor Instructions 
 

Business entities (contractors) receiving contracts from a public agency that are NOT awarded pursuant to a “fair and 

open” process (defined at N.J.S.A. 19:44A-20.7) are subject to the provisions of N.J.S.A. 19:44A-20.26.  This law 

provides that 10 days prior to the award of such a contract, the contractor shall disclose contributions to:  

• any continuing political committee (a.k.a., political action committee) 

• any candidate committee of a candidate for, or holder of, an elective office: 

o of the public entity awarding the contract 

o of that county in which that public entity is located 

o of another public entity within that county 

o or of a legislative district in which that public entity is located or, when the public entity is a 

county, of any legislative district which includes all or part of the county 

The disclosure must list reportable contributions to any of the committees that exceed $200 per election cycle that were 

made during the 12 months prior to award of the contract.  See N.J.S.A. 19:44A-8 and 19:44A-16 for more details on 

reportable contributions. 
 

N.J.S.A. 19:44A-20.26 itemizes the parties from whom contributions must be disclosed when a business entity is not a 

natural person.  This includes the following: 

• individuals with an “interest” ownership or control of more than 10% of the profits or assets of a business 

entity or 10% of the stock in the case of a business entity that is a corporation for profit 

• all principals, partners, officers, or directors of the business entity or their spouses 

• any subsidiaries directly or indirectly controlled by the business entity 

• IRS Code Section 527 New Jersey based organizations, directly or indirectly controlled by the business entity 

and filing as continuing political committees, (PACs). 

When the business entity is a natural person, “a contribution by that person’s spouse or child, residing therewith, shall be 

deemed to be a contribution by the business entity.” [N.J.S.A. 19:44A-20.26(b)]  The contributor must be listed on the 

disclosure. 

Any business entity that fails to comply with the disclosure provisions shall be subject to a fine imposed by ELEC in an 

amount to be determined by the Commission which may be based upon the amount that the business entity failed to 

report. 

The enclosed list of agencies is provided to assist the contractor in identifying those public agencies whose elected official 

and/or candidate campaign committees are affected by the disclosure requirement.  It is the contractor’s responsibility to 

identify the specific committees to which contributions may have been made and need to be disclosed.  The disclosed 

information may exceed the minimum requirement. 

The enclosed form, a content-consistent facsimile, or an electronic data file containing the required details (along with a 

signed cover sheet) may be used as the contractor’s submission and is disclosable to the public under the Open Public 

Records Act. 

The contractor must also complete the attached Ownership Disclosure Certification.  This will assist the agency in meeting 

its obligations under the law. NOTE:  This section does not apply to Board of Education contracts. 

 

 

 

Revised July 20, 2023 per P.L. 2023, c.60 

 



 C. 271 POLITICAL CONTRIBUTION DISCLOSURE FORM 

Required Pursuant To N.J.S.A. 19:44A-20.26 

 

This form or its permitted facsimile must be submitted to the local unit  

no later than 10 days prior to the award of the contract. 

 

Part I – Vendor Information 

Vendor Name:  

Address:  

City:  State: Zip: 

 

The undersigned being authorized to certify, hereby certifies that the submission provided herein represents compliance with 

the provisions of N.J.S.A. 19:44A-20.26 and as represented by the Instructions accompanying this form. 

 

 

_________________________      ____________________________ _________________________ 

Signature    Printed Name    Title 

Part II – Contribution Disclosure 

 

Disclosure requirement: Pursuant to N.J.S.A. 19:44A-20.26 this disclosure must include all reportable political 

contributions (more than $200 per election cycle) over the 12 months prior to submission to the committees of 

the government entities listed on the form provided by the local unit. 

 

 Check here if disclosure is provided in electronic form. 

 
Contributor Name Recipient Name Date Dollar Amount 

   $ 

    

    

    

    

    

    

    

    

    

    

    

    

    

    

    

    

 

 Check here if the information is continued on subsequent page(s) 

 
Revised July 20, 2023 per P.L. 2023, c.60 
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Continuation Page 

C. 271 POLITICAL CONTRIBUTION DISCLOSURE FORM 

Required Pursuant To N.J.S.A. 19:44A-20.26 

 

Page ___ of ______ 

 

Vendor Name:  

 
Contributor Name Recipient Name Date Dollar Amount 

   $ 

    

    

    

    

    

    

    

    

    

    

    

    

    

    

    

    

    

    

    

    

    

    

    

    

    

    

    

    

    

    

    

    

 

 Check here if the information is continued on subsequent page(s) 

 

 
 Revised July 20, 2023 per P.L. 2023, c.60 
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NON-COLLUSION AFFIDAVIT 

 
 

I, ______________________________ of the City of ________________________________________ 

in the County of __________________ and the State of _______________________________________ 

of full age, being duly sworn according to law on my oath depose say that: 

I am ____________________________of the Firm of ________________________________________ 

and the bidder making the proposal for the above named contract and that I executed the said proposal with 
full authority so to do 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 bid, and that all statements contained in said proposal and in this affidavit are true and correct, 
and made with full knowledge that the Public School District of the City of Paterson relies upon the truth of the 
statements contained in said proposal and in the statements contained in this affidavit in awarding the contract 
for the said bid. 

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 of bona fide established commercial or selling agencies maintained by 

 

 

Print Name of Contractor or Vendor 

 

Subscribed and sworn to: ________________________________________________________ 

                                                                   Signature of contractor or vendor 

Before me this ___________ day of _____________________, ___________________. 

      Month   Year 

 

________________________________________ 

                   Print name of Notary Public 

 

________________________________________ 

                      Notary Public Signature 

 

My commission expires   ________________     ______________   _______________    Seal 

    Month            Day                 Year 

 
 
 
 
 
 
 
 

 

 

REQUIRED DOCUMENT 
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NEW JERSEY BUSINESS REGISTRATION 
 

Effective September 1, 2004, pursuant to an amendment to N.J.S.A. 52:32-44, State and local entities (including the 
Division of Purchase and Property) are prohibited from entering into a contract with an entity unless the contractor 
has provided a copy of its business registration certificate (or interim registration) as part of its bid submission. 
Failure to submit a copy of the Business Registration Certificate within the bid proposal may be cause for rejection of 
the bid proposal.   

The contractor and any subcontractor providing goods or performing services under the contract, and each of their 
affiliates, shall, during the term of the contract, collect and remit to the Director of the Division of Taxation in the 
Department of the Treasury the use tax due pursuant to the “Sales and Use Tax Act, P.L. 1966, c. 30 (N.J.S.A. 
54:32B-1 et seq.) on all their sales of tangible personal property delivered into the State. This requirement shall apply 
to all contracts awarded on and after September 1, 2004. Any questions in this regard can be directed to the Division 
of Revenue. Form NJ-REG can be filed online at  https://www.nj.gov/treasury/revenue/busregcert.shtml 

 
A Business Registration Certificate serves two purposes: 
 

• For public contracting, as proof of valid business registration with the New Jersey Division of Revenue. All 
contractors and subcontractors must provide this documentation when seeking to do business with the State of 
New Jersey, and other public agencies in this state. Proof of registration is also required for licensure with the 
Casino Control Commission. 
   

• To comply with Chapter 85, P.L. 2006, defined under N.J.S.A. 54A:7-1.2. You must use the Business Registration 
Certificate if you are an unincorporated construction contractor performing work in NJ or you are a registered 
unincorporated contractor requesting proof of certification.  
 

If you have not registered but are required to have this certificate, you will need to complete Form NJ-REG. 
Representatives of the Division's Client Registration activity are available to assist in the registration process. 
  

If you are a registered vendor but have not received the Business Registration Certificate in the mail, you may obtain a 
certificate online. Please note that this certificate is not required by all businesses in New Jersey, but only those doing 
business with the public sector and with the casino service industry.  
 

Exceptions and additional requirements include: 
 

-Any business including an out-of-state business with a presence or nexus in New Jersey, operating as a corporation, 
limited partnership, limited liability company or limited liability partnership must first obtain legal authority to operate in this 
State prior to submitting Form NJ-REG. Generally, this is accomplished by filing a Certificate of Incorporation or Formation 
with the Division. You may wish to review information concerning getting registered to assist with this process.  
 
-Out-of-state businesses that believe they do not have state tax nexus will file a paper form NJ-REG in order to obtain a 
Business Registration Certificate. Business entities that file form NJ-REG only will be subject to a nexus review, initiated 
and conducted by the Division of Taxation. 
   

-Individuals or Unincorporated Construction Contractors with no business tax or employer obligations may register using 
Form Reg-A instead of Form NJ-REG in order to obtain the Business Registration Certificate. Individuals who have 
created and are operating as a business entity (e.g. LLC) may not use Form REG-A.  
   
-Non-profit organizations although required to register for tax purposes are not subject to the proof of registration 
requirement when contracting with public agencies in this state.  

 
 
 
 
 
 
 

REQUIRED DOCUMENT - ATTACH NJ-BRC TO VENDOR INFORMATION FORM    
 

https://www.nj.gov/treasury/revenue/busregcert.shtml
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IFREQUIRED, ATTACH TO VENDOR INFORMATION FORM 
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FREQUIRED, ATTACH TO VENDOR INFORMATION FORM 
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IF REQUIRED,  ATTACH TO VENDOR INFORMATION FORM  
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   Exemption Requirements: Charitable Organizations 

To be tax-exempt under section 501(c)(3) of the Internal Revenue Code, an organization must be 
organized and operated exclusively for exempt purposes set forth in section 501(c)(3), and none of its earnings 
may inure to any private shareholder or individual. In addition, it may not be an action organization, i.e., it may 
not attempt to influence legislation as a substantial part of its activities and it may not participate in any 
campaign activity for or against political candidates. 

Organizations described in section 501(c)(3) are commonly referred to as charitable organizations. 
Organizations described in section 501(c)(3), other than testing for public safety organizations, are eligible to 
receive tax-deductible contributions in accordance with Code section 170. 

The organization must not be organized or operated for the benefit of private interests, and no part of a section 
501(c)(3) organization's net earnings may inure to the benefit of any private shareholder or individual. If the 
organization engages in an excess benefit transaction with a person having substantial influence over the 
organization, an excise tax may be imposed on the person and any organization managers agreeing to the 
transaction. 

Section 501(c)(3) organizations are restricted in how much political and legislative (lobbying) activities they 
may conduct. For more information about charitable organization exemptions please refer to Section 501(c)(3) 
of the Internal Revenue code. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

IF REQUIRED,  ATTACH ALL RELATED DOCUMENTATION TO VENDOR INFORMATION FORM 

http://www.irs.gov/charities/charitable/article/0,,id=175419,00.html
http://www.irs.gov/charities/charitable/article/0,,id=175421,00.html
http://www.irs.gov/charities/charitable/article/0,,id=175418,00.html
http://www.irs.gov/charities/charitable/article/0,,id=123297,00.html
http://www.irs.gov/charities/charitable/article/0,,id=120703,00.html
http://www.irs.gov/charities/article/0,,id=96102,00.html
http://www.irs.gov/charities/charitable/article/0,,id=123297,00.html
http://www.irs.gov/charities/charitable/article/0,,id=123303,00.html
http://www.irs.gov/charities/charitable/article/0,,id=123298,00.html

