PATERSON PUBLIC SCHOOLS s‘

Learning Today, Leading Tomorrow
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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:

Vendor Information Form - Required for all vendors

Form W-9 - Required for all vendors

Political Contribution Disclosure Form - Required for all vendors

Non-Collusion Affidavit - Required for all vendors

New Jersey Business Registration Requirements — Required for all vendors

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

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

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

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

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

Equipment Certification — If required

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:

| 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 | have not, nor will | 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 (v) Check (v)
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(v)
Purchasing Method : Bid[ ] State Contract] ] Coop[ ] Quotes[ ] None [ ] Exempt [ ]

Board Approval (DATE): Approved by Purchasing (DATE)

ATTACH ALL REQUIRED DOCUMENT TO THIS PAGE



- W-9 Request for Taxpayer e S i

(P, March 2024) Identification Number and Certification requester. Do not
oot b sondd Go to www.irs. gov/FormW8 for instructions and the latest information. send to the IRS.

Before you begin. For guidance related to the purpose ol Form W-8, see Purpase of Form, below

1 Name of entity/indivicusl, An eniry is rogquired. (F or a sole propaetor o disregarded entity. enter the owner's rmme on line 1, and enter tho business’ disreganded
eotity's e on fne 2)

2 Business name/dsregardoed enity nume, i diferont from above.

3a Check the sppropiate box for Tederal B clsssification of the entity/indvickal whose name is entered on fine 1. Check | @ Exemplions (codes spply only 10

only one ol the folowing seven boxes. cortan entities, not indlyickes,
[7] ndwiduaisce proprietor [ | Ceoomporstion [ | Scomorstion  [] Partneship [ Trustestate = KRS 0 e 35:
[] 1LLG. Erter the tax classification (G = C copomtion, § = 8§ coporation, P = Parnershiph . . Exempt payee code (1 anvy)

Note: Cneck the “LLE" bhox above and, in the entry space, enter the sppropdate code (0, 8, or P) foe the e
dassilication of the LLE, unless it 1s & dsrogarded entity. A disregarded entity should instead check e appropiate | Exomption from Forsign Acoount Tax

Print or type.
See Specific Instructions on page 3.

Don for the tax clessilication of Iks owner. Compliance Act FATCA) reporting
7] Omer seo instructions) code (1 any)
3b 11 o0 line 82 you checked *Partnenstip” o *Trust/estate,” or chedked "LLE" and entersd *P* s ils e cissification,
vl your are providing this form 1o a partnomship, trust, o estate In whsch you have an ownorship interest, chock wﬁ:‘::;m ",;:":M
s box if you have any forelgn partners, owners, or benefidanes. See nstnictions | O Y
§  Adcress inumber, street, and @1 or suite o). Ses instructions, Feguesters name and address (optional)
'8 City, state, and ZIP code
7 List socount rombests) here {optional)
m__Taxpaycr Identification Number (TIN) - )
Entoe your TIN in the appropriato box. The TIN provided must match the name given on line 1 1o avoid [ Social seourity rumber v |
backup withhokding, For individuals, this is generally your social security number (SSN) However, for a
resident alien, sole proprietor, or discegarded entity, see the instructions for Part |, later. For other = 2 l
entities, 1 is your employer identification number (EIN). 1| you do not have a number, see How (0 gel & or
TN, latar. Employar idontification number
Note: If the account Is in more than one name, see the nstructions for line 1. See also Whal Name and
Number To Ghe the Requestar for guldelines on whose numbaor 10 onter, -

Certification

Under penaties of perjury, | certify that

1. Tha number shown on this form s my comect taxpayer identification number (or | am waiting for a number (o be issued 16 me); and

2. | am not subject to backup withholding because (a) | am exempl from backup withbolding, or () | have not bean notibed by the intemal Revenue
Sorvice (IRS) that | am subject 10 backup withholding as a result of o laleo 16 roport all interest or dividonds, of (c) the IRS has notified me that | am
no longer subject 1o backup withholding; and

3 lam aUS citzen or other US person (defined below); and

4. The FATCA codels) ertered on this lorm (i any) indicating that | am exempt from FATCA reporting is correct

Certification instructions, You must cross out item 2 above I you have boeen notified by the IBS that you aro currently sutyoct 10 backup withholding

Decase you have lailod 1o report all interest and dvidends on your tax retum. For red estate transactions. item 2 does not apply, For mongage inlerest paid,

acqusition or abandonment of secured property, cancellation of debl, contrbutions 1o an indvidua retirement arangement (IRA), and, generdly, pavments

other than Interest and dvidends, you ato not roguerod 1o sign the centification, but you must provide your correct TIN, Soo the instructions for Part 11, later,

Sign | signature of

Here US. person Date
New hine 3b has been added to this form. A llow-through entity is
Genera' lmumlons required o complete this line to iIndicate that it has direct or ndirect
Saction relerances are to the intema Revenue Code unless otherwise foreign pariners, owners, or beneficaries when it provides the Form W-9
noted. 1o another fow-through entity in whech it has an ownership intarest, This
Future developments. For th latost information about davelopmonts changs s intanded 1o provids a flow-thmugh entlty with information
rolatod to Form W-8 and its instructions, such as logislation enactod regarding the stalus of its indirect foreign partnees, owners, or
altor thay wora publishod, go 1o www.irs.goviFormwve benaliciarios, so that It can satisly any applicable reporting
roguiromonts. Foe oxample, a partnorship thal has any mdirec! Toreign
What's New partners may be required 10 complete Schodules K-2 and K-3 See the
: Partinership Instructions for Schedules K-2 and K-3 (Form 1065).
Line 3a has been modified to claily how a disregarded entity completes
this line. An LLC that is a disregarded entity should check the Purpose of Form
appropnate box for the tax classification of its owner. Otherwise, il , . ’
should check the *LLC" box and enter it ialo tax classificati Anindividual or entity (Form W-9 requester) who is required to file an
A " R R BPPRORT e T Capmmasoan. information retum with the IRS is giving you thes form because they
Cat, No, 10231 Form W=9 Rev. 3-2004)

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).

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.

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.

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.

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.

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:
e any continuing political committee (a.k.a., political action committee)
e 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:
e 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
o all principals, partners, officers, or directors of the business entity or their spouses
e any subsidiaries directly or indirectly controlled by the business entity
o 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, ¢.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

REQUIRED DOCUMENT]



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

REQUIRED DOCUMENT]




NON-COLLUSION AFFIDAVIT

L, 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 | 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.

| 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



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:

e 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.

e 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

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 (26251230

BID SOLICITATION # AND TITLE:

VENDOR NAME:

Pursuant 1o N.J.S.A. 52:32.57, et seq (PL. 2012, c.25and PL 2021, c.4) any person or enfity that submils a bid or propesal or olherwise proposes 10 enfer into of renew
& contract must certify that neither the person nor entity, nor any of its parents, subsidarnies, or afiliates, is identified on the New Jersey Department of the Treasury’s Chapter

25Us1&sapelsworenitya\gagedlnlnvesmmacMamlan The Chapler 25 list & found on te Divisons website at
Jhww state; ! Vendors/Bidders must review this ist pricr fo completing the below cerlification. if the Director of the

[ﬁvlsmofPudmemdepertyMapasmuwﬁybbeandﬂmdhehw s/he shall 1ake action as may be appropriate and provided by law, nie or contract,
nduding but not limited 1o, Impesing sanctions, seeking compliance, recovering damages, declaring the party in default and seeking debament or suspension of the party.

CHECK THE APPROPRIATE BOX

D | cerfdy, pursuant o N.J S A 5232.57, & seq. (PL. 2012, c.26 and PL 2021, c 4), that neither the VendcoBidder Isted above nor any of its parents, subsidiaries.
ov affifates is ksted on the New Jersey Deparment of the Treasury’s Chapier 25 List of entifes determined o be engaged in prohibiéed acthites in iran.

OR

D | am unable 1o certify as above because the VerdeoSidder andior cne or moee of its parents, subsidlaries, or affifates ks ksted on the New Jeesey Depariment of
the Treasury's Chapler 25 List. | will provide & detailed, acourate and precise descripticn of the activifes of the Yendor/Bidder, or one of its parents,
subsidiaries or affliales, has engaged in regarding investment acfivifies in Iran by complefing the information requesied below

Entity Engaged in Invesiment Activities
Relationship % Vendor! Sidder
Descripfion of Activities

Duration ot Engagement
Anfidpated Cessation Date

‘Atach Additione! Sheets /f Necessary.

CERTIFICATION
|, the undersigned, cerify that | am authenzed to execute this cerfication on behalf of the Vender, that the foregoing information and any atiachments heveto, %o the best of my
knowledge are frue and complede. | acknowdedge that the State of New Jersey s relying on e information contained herein, and fhat the Veendor is under a confinuing cbligation
frem the date of fhis cerification through the completion of any confracs) with the State to nofify e State in wrifing of any changes o fie infermation contained herein; that | am
aware that It is a criminal cfferse 1o make a fatse staterment or misrepresentation in tis cerdificaion. If | do so, | may be subject o aiminal prosecution under the law, and it vl
constitule a matenal breach of my confracl(s) with the State, permitling the State fo declare any contrack(s) resuling from this cerfification void and unenforceabie.

Sigature Date

Print Name and Title

DFP Rgv. 12132001

10



Include With Bid Submission Page 4 of 25

CERTIFICATION OF NON-INVOLVEMENT IN PROHIBITED ACTIVITIES
IN RUSSIA OR BELARUS PURSUANT TO P.L.2022, ¢.3

CONTRACT / BID SOLICITATION TITLE

CONTRACT / BID SOLICITATION No.

CHECK THE APPROPRIATE BOX

|, the undersigned , am authorized by the person or entity seeking to enter into or renew the contract identified
D above, to certify that the Vendor/Bidder is not engaged in prohibited activities in Russia or Belarus as such
term is defined in P.L.2022, ¢.3," section 1.e, except as permitted by federal law.

| understand that i this statement is willfully faise, | may be subject to penalty, as set forth in P.L.2022, ¢.3,
section 1.4.

OR

I, the undersigned am unable to certify above because the person or entity seeking to enter into or renew the
D contract identified above, or one of its parents, subsidiaries, or affiliates may have engaged in prohibited
activities in Russia or Belarus. A detailed, accurate and precise description of the activities is provided below.

Failure to provide such description will result in the Quote bseing rendared as non-responsive, and the
Department/Division will not be permitted to contract with such person or entity, and if a Quote is accepted or
contract is entered into without delivery cf the certification, appropriate penalties, fines and/or sanctions will be
assessed as provided by law.

Description of Prohibited Activity

Aftach Addional Sheets If Necessary.

If you certify that the bidder is engaged in activities prohibited by P.L. 2022, ¢. 3, the bidder shall have 90 days to cease
engaging in any prohibited activities and on cor before the 90™ day after this certification, shall provide an updated
certification. if the bidder does not provide the updated certification or at that time cannot certify on behalf of the entity that
itis not engaged in prohibited activities, the State shall not award the business entity any confracts, renew any contracts,
and shall be required to terminate any conlract(s) the business entity holds with the State that were issued on or after the
effective date of P.L. 2022, c. 3.

Signature of Authorized Representative Date

Print Name and Title of Authorized Representative

Vendor Name

! Engaged In prohibiled activities in Russia or Belarus” maans (1) companies in which the Governmenl of Russia or Belarus has any direct equity share,
(2) having any business operations commencing after the effective date of this act that involve cantracts wath or the prowision of goods or senvices to the
Govemment of Russia or Belarus: (3) belng headeuanered in Russia or having ils principal place of business in Russia or Belarus, or (4) supporting,
assisling or faciitating the Govemmaent of Russia or Belarus in their campaigns to invade the sovereign country of Ukraine, eithar through in-kind support
or for profit.

NJ Rev. 3.28.2022

REQUIRED DOCUMENT]
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INSTRUCTIONS FOR COMPLETING THE
EMPLOYEE INFORMATION REPORT (FORM AA302)

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

ITEM 1 - Enter the Federal Identification Number assigned by
the Internal Revenue Service, or if a Federal Employer
Identification Number has been applied for, or if your
business is such that you have not or will not receive a
Federal Employer Identification Number, enter the Social
Security Number of the owner or of one partner, in the case
of a partnership.

ITEM 2 - Check the box appropriate to your TYPE OF
BUSINESS. If you are engaged in more than one type of
business check the predominate one. If you are a
manufacturer deriving more than 50% of your receipts from
your own retail outlets, check “Retail".

ITEM 3 - Enter the total “number” of employees in the entire
company, including part-time employees. This number shall
include all facilities in the entire firm or corporation.

ITEM 4 - Enter the name by which the company is identified.
If there is more than one company name, enter the
predominate one.

ITEM 5 - Enter the physical location of the company. Include
City, County, State and Zip Code.

ITEM 6 - Enter the name of any parent or affiliated company
including the City, County, State and Zip Code. If there is
none, so indicate by entering “None" or N/A.

ITEM 7 - Check the box appropriate to your type of company
establishment. “Single-establishment Employer” shall include
an employer whose business is conducted at only one
physical location. “Multi-establishment Employer” shall
include an employer whose business is conducted at more
than one location.

ITEM 8 - If “Multi-establishment” was entered in item 8, enter
the number of establishments within the State of New Jersey.

ITEM 9 - Enter the total number of employees at the
establishment being awarded the contract.

ITEM 10 - Enter the name of the Public Agency awarding the
contract. Include City, County, State and Zip Code. This is
not applicable if you are renewing a current Certificate.

ITEM 11 - Enter the appropriate figures on all lines and in all
columns. THIS SHALL ONLY INCLUDE EMPLOYMENT
DATA FROM THE FACILITY THAT IS BEING AWARDED
THE CONTRACT. DO NOT list the same employee in more
than one job category. DO NOT attach an EEO-1 Report.

Racial/Ethnic Groups will be defined:

Black: Not of Hispanic origin. Persons having origin in any of
the Black racial groups of Africa.

Hispanic: Persons of Mexican, Puerto Rican, Cuban, or
Central or South American or other Spanish culture or origin,
regardless of race.

American Indian or Alaskan Native: Persons having origins
in any of the original peoples of North America, and who
maintain cultural identification through tribal affiliation or
community recognition.

Asian or Pacific Islander: Persons having origin in any of
the original peoples of the Far East, Southeast Asia, the
Indian Sub-continent or the Pacific Islands. This area
includes for example, China, Japan, Korea, the Phillippine
Islands and Samoa.

Non-Minority: Any Persons not identified in any of the
aforementionad Racial/Ethnic Groups.

ITEM 12 - Check the appropriate box. If the race or ethnic
group information was not obtained by 1 or 2, specify by what
other means this was done in 3.

ITEM 13 - Enter the dates of the payroll period used to
prepare the employment data presented in Item 12.

ITEM 14 - If this is the first time an Employee Information
Report has been submitted for this company, check block
“Yes".

ITEM 15 - If the answer to Item 14 is “No”, enter the date
when the last Employee Information Report was submitted by
this company.

ITEM 16 - Print or type the name of the person completing
the form. Include the signature, title and date.

ITEM 17 - Enter the physical location where the form is being
completed. Include City, State, Zip Code and Phone Number.

TYPE OR PRINT IN SHARP BALL POINT PEN

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

NJ Department of the Treasury

Division of Purchase & Property

Contract Compliance Audit Unit

EEO Monitoring Program
P.O. Box 206

Trenton, New Jersey 08625-0206

Telephone No. (609) 292-5473

IFREQUIRED, ATTACH TO VENDOR INFORMATION FORM
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Form AA302 STATE OF NEW JERSEY
Rev. 02/22 Division of Purchase & Property
Contract Compliance Audit Unit
EEO Monitoring Program

EMPLOYEE INFORMATION REPORT

IMPORTANT-READ INSTRUCTIONS CAREFULLY BEFORE COMPLETING FORM. FAILURE TO PROPERLY COMPLETE THE ENTIRE FORM AND TO SUBMIT THE REQUIRED
$150.00 FEE MAY DELAY ISSUANCE OF YOUR CERTIFICATE. DO NOT SUBMIT EEO-1 REPORT FOR SECTION B, ITEM 11. For Instructions on completing the form. go to:
httpsthwwewenigovitreasury/contract compliance/documents/pdi/forms/aa3o2ins.pdfl

SECTION A - COMPANY IDENTIFICATION

1. FID. NO. OR SOCIAL SECURITY 2. TYPE OF BUSINESS 3. TOTAL NO. EMPLOYEES IN THE ENTIRE
[J!-MFG [ 2. SERVICE  [] 3 WHOLESALE COMPANY
[0 4. rReTAIL [] 5. OTHER

4. COMPANY NAME COMPANY E-MAIL
S.STREET CITY COUNTY STATE ZIP CODE
6. NAME OF PARENT OR AFFILIATED COMPANY (IF NONE, SO INDICATE) CITY STATE ZIP CODE
7. CHECK ONE: IS THE COMPANY: 0J  SINGLE-ESTABLISHMENT EMPLOYER O MULTILESTABLISHMENT EMPLOYER
8 IF MULTILESTABLISHMENT EMPLOYER., STATE THE NUMBER OF ESTABLISHMENTS IN NJ
9. TOTAL NUMBER OF EMPLOYEES AT ESTABLISHMENT WHICH HAS BEEN AWARDED THE CONTRACT l I
10, PUBLIC AGENCY AWARDING CONTRACT

CITY COUNTY STATE ZIP CODE
Official Use Only DATE RECEIVED INAUG.DATE ASSIGNED CERTIFICATION NUMBER

SECTION B - EMPLOYMENT DATA

I 1. Report all permanent, temporary and part-time employees ON YOUR OWN PAYROLL. Enter the appropriate figures on all lines and in all columns. Where there are

no employees in a particular category, enter a zero. Include ALL employees. not just those in minority/, i ity in col 1.2, & 3. DONOT SUBMIT
AN EEO-1 REPORT.
joB ALL
CATEGORIES EMPLOY PERMANENT MINORITY/NON-MINORITY EMPLOYEE BREAKDOWN
EES
cor.t |coL 2| coL.3 sansanens MALE*S2asansn aesaesaesFEMALE***saaenn
Total Male Female
Cols.2 AMER NON 2O AMER NON ZOR
¢ &033._ BLACK |HISPANIC INDIAN ASIAN ‘\"\‘ MORE | BLACK |HISPANIC INDIAN ASIAN Ml;l MORE
» 3 MIN | races RACES
Officials/
Managers
Professionals
Technicians
Sales Workers
Office & Clerical
Craftworkers
(Skilled)
Operatives
(Semi-skilled)
Laborers
(Unskilled)
Service Workers
TOTAL
Total employment
From previous
Report (if any)
The data below shall NOT be included in the figures for the appropriate categories above.
Temporary & Part-
Time Employees
12. HOW WAS INFORMATION AS TO RACE OR ETHNIC GROUP IN SECTION B OBTAINED?| 14. IS THIS THE FIRST I5. IF NO, DATE LAST
O Visual Survey DZ. Employment Record DS. Other (Specify) Employee Information REPORT SUBMITTED

Report Submitted?
MO. DAY YEAR

13. DATES OF PAYROLL PERIOD USED
From: To: ryes{] 2.no[]

SECTION C - SIGNATURE AND IDENTIFICATION

16. NAME OF PERSON COMPLETING FORM (Print or Type) SIGNATURE TITLE DATE
MO |DAY YEAR
17. ADDRESS NO. & STREET CITY COUNTY STATE ZIP CODE PHONE ({AREA CODE. NO_EXTENSION)

FREQUIRED, ATTACH TO VENDOR INFORMATION FORM
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EXHIBIT A

MANDATORY EQUAL EMPLOYMENT OPPORTUNITY LANGUAGE
NJS.A 105-31 et seq, NJAC 17:27

GOODS, PROFESSIONAL SERVICES AND GENERAL SERVICE CONTRACTS
During the performance of this contract, the contractor agrees as follows:

The contractor or subcontractor, where applicable, will not discriminate against any employee or applicant for
employment because of age, race. creed. color. national origin. ancestry, marital status. affectional or sexual
orientation, gender identity or expression, disability, nationality or sex. Except with respect to affectional or
sexual orientation and gender identity or expression, the contractor will ensure that equal employment
opportunity is afforded to such applicants in recruitment and employment, and that employees are treated during
employment, without regard to their age, race. creed, color, national origin, ancestry, marital status, affectional
or sexual orientation, gender identity or expression, disability. nationality or sex, Such equal employment
opportunity shall include. but not limited to the following: employment, upgrading. demotion, or transfer;
recruitment or recruitment advertising: layoff or termination: rates of pay or other forms of compensation: and
selection for training, including apprenticeship. The contractor agrees o post in conspicuous places, available to
employees and applicants 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 advertisements 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, where applicable, will send to cach labor union or representative or workers
with which it has a collective bargaining agreement or other contract or understanding, a notice, to be provided
by the agency contracting officer advising the labor union or workers’ representative of the contractor's
commitments under this act and shall post copies of the notice in conspicuous places available to employees

and applicants for employment.

The contractor or subcontractor where applicable, agrees to comply with any regulations promulgated by
the Treasurer pursuant to N.LS.AL 10:5-31 et seq. as amended and supplemented from time to time and the
Americans with Disabilities Act,

The contractor or subcontractor agrees to make good faith efforts to afford equal emplovment opportunities to
minority and women workers consistent with Good faith efforts to meet targeted county employment goals
established in accordance with N.LA.C. 17:27-5.2, or Good faith efforts to meet targeted county employment
goals determined by the Division, pursuant to N.JLA.C. 17:27-5.2.

The contractor or subcontractor agrees to inform in writing its appropriate recruitment agencies including, but
not limited to, employment agencies, placement bureaus, colleges. universities, labor unions, that it does not
discriminate on the basis of age. creed. color, national origin. ancestry. marital status, affectional or sexual
orientation, gender identity or expression, disability. nationality or sex, and that it will discontinue the use of
any recruitment agency which engages in direct or indirect discriminatory practices.
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EXHIBIT A (cont)

The contractor or subcontractor agrees to revise any of its testing procedures, if necessary, to assure that all
personal testing conforms with the principles of job-related testing. as established by the statutes and court
decisions of the State of New Jersey and as established by applicable Federal law and applicable Federal court
decisions.

In conforming with the targeted employment goals. the contractor or subcontractor agrees to review all
procedures relating to transfer. upgrading. downgrading and layoff to ensure that all such actions are taken
without regard to age. creed, color. national origin, ancestry. marital status, affectional or sexual orientation,

gender identily or expression, disability. nationality or sex, consistent with the statutes and court decisions of

the State of New Jersey. and applicable Federal law and applicable Federal court decisions.

The contractor shall submit to the public agency. afier 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
Employvee Information Report Form AA302

The contractor and its subcontractor shall furnish such reports or other documents to the Division of Public
Contracts Equal Employment Opportunity Compliance as may be requested by the Division from time to time
in order to carry out the purposes of these regulations, and public agencies shall furnish such information as
may be requested by the Division of Public Contracts Equal Employment Opportunity Compliance for
conducting a compliance investigation pursuant to Subchapter 10 of the Administrative Code at
N.JAC17:27.

Signature Date

Print Name Company Name

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
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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

