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NOTICE TO BIDDERS 
PROJECT #ACCVA 07-09 

 
MEDIA RELATIONS CONSULTING SERVICES 

 
 
The Atlantic City Convention and Visitors Authority is seeking proposals from a 
firm/agency to provide Media Relation Consulting Services.  
 
Sealed proposals will be received at the offices of the Atlantic City Convention & 
Visitors Authority, located at 2314 Pacific Avenue, Atlantic City, NJ 08401 on 
Thursday  July 9, 2009 at 2:00 PM prevailing time. 
 
Proposals shall be sealed and mailed, delivered or presented to the Atlantic City 
Convention & Visitors Authority, Attn:  Theresa Thompson 2314 Pacific Avenue, 
Atlantic City, NJ  08401.   The Authority accepts no responsibility for the 
timeliness of any mail, delivery, or courier service. 
 
No proposals may be withdrawn for a period of 60 days after the date set for 
opening. 
 
Bidders are required to comply with the requirements of P.L. 1975, C127 and 
Chapter 33 of the Public Laws of 1977.   
 
Packages may be obtained from the Atlantic City Convention & Visitors Authority, 
2314 Pacific Avenue, Atlantic City, New Jersey 08401, telephone (609) 449-
7113, Monday through Friday between the hours of 9:00 a.m. and 4:30 p.m. 
beginning  Wednesday, June 24, 2009. 
 
Theresa Thompson 
Purchasing Agent 
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REQUEST FOR PROPOSALS  
 

MEDIA RELATIONS CONSULTATION SERVICES 
 
The Atlantic City Convention & Visitors Authority (ACCVA) is the city's principal 
marketing arm, stimulating economic growth through convention, business and 
leisure tourism development. 
 
The ACCVA is  seek media relations proposals to provide public relations, 
communications, and media support for the destination.  This Request for 
Proposals (RFP) presents a corporate background and scope of work, as well as 
describing the tasks to be accomplished by contracted agency. 
 
 
HISTORICAL PERSPECTIVE 
 
Since 2008, there has been more than $1.5 billion in investments to the 
infrastructure of Atlantic City.   Diversifying the entertainment options for the 33 
million visitors each year has been a major goal for Atlantic City tourism.  The 
multi-billion dollar investment includes the opening of two new non-casino hotels, 
the addition of two hotel towers to casino properties, new spas, restaurants, 
shopping districts and more.   With the addition of gaming competition in 
surrounding states, emphasizing Atlantic City’s full destination potential has been 
a priority. Judging by the feedback received, it’s a concept that is working. 
Atlantic City’s new entertainment options have resulted in positive media 
attention and have drawn a different and younger demographic to the region.   
 
Evidence of that was shown in the results of the 2008 Visitor Profile Study.  
Instrumental in providing valuable research for those marketing the city, the 
results showed that highlighting the city’s non-gaming aspects are key and 
should play an integral part in the future success of the city as a whole.  The 
study showed that while the majority of visitors still come primarily to gamble, 
Atlantic City remains attractive in the face of other emerging gambling 
destinations because of its other attributes, most notably new attractions. In fact, 
of those who expressed satisfaction with their overall experience in Atlantic City, 
28% of those cited “more things to do” and 20% cited “new/better attractions,” 
including shopping, gaming and dining opportunities, as the primary reason for 
their visitation.  
 
In 2008, Atlantic City was not immune to the ups and downs of the global 
economy.  The year proved to be one of the most challenging years in recent 
memory. And the challenges faced in 2008 intensified in the first quarter of 2009. 
However, thanks to its diversity and location, Atlantic City has fared much better 
than other gaming destinations.  This is demonstrated through the results of First 
Quarter, 2009’s hotel occupancy report, generated by the New Jersey Casino 
Control Commission.  The occupancy rate in the city’s casino hotels declined to 
87.4 percent last year from 91.6 percent in 2007.  However, the casino properties 
added 2,485 more hotel rooms in that time, which may account for the drop. 
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 The Atlantic City Convention Center contributes greatly to the city and generates 
significant business and room nights.  Atlantic City’s group markets continue to 
perform above the nation’s average.  Room night production for future bookings 
grew by 8% in 2008. Additionally, over the past 3 years all meetings, 
conventions, and tradeshows handled by the ACCVA grew in the market by over 
100%.  Not only are those levels being maintained but the pace, of future 
business on the books, from 2010 through 2012 is up between 5% and 10% 
each year.   

The primary goal of the Atlantic City Convention & Visitors Authority’s media 
relations program is to promote a revitalized Atlantic City to our principal 
audience of adults over 35 living within driving distance (300 miles).  In addition, 
the media relations campaign communicates to convention and meeting 
professionals that Atlantic City's facilities and services can provide an ideal 
location for their events. There are places for improvement and growth within 
these areas.  
 
At this time, major developments in Atlantic City are uncertain, with the exception 
of Revel casino, with a target opening date of 2010 or 2011. However, during 
today’s economic uncertainty for both individuals and businesses, stay-cations, 
or vacations close to home, have become the way to “get away.” Atlantic City’s 
close proximity to 1/3 of the Nation’s population, gives Atlantic City an advantage 
like no other destination in the country.   
 
The addition of transportation like ACES direct rail service from New York to 
Atlantic City adds to the convenience of visiting Atlantic City for New Yorkers, 
and should be capitalized on.  With Spirit Airlines adding service between Atlantic 
City and Boston, and the addition of AirTran Airways, with service to Atlanta, GA 
and Orlando, FL, Atlantic City can continue to expand its marketing reach into 
these target areas.   
 
International marketing efforts have taken a back seat in order to focus on our 
location and drive in market. However, with the ease of travel between New York 
and Atlantic City, that market is in need of development.  
 
Along with the International market, other markets or segments that need to be 
explored further include: the GLBT segment, Asian and Spanish segment, and 
niche marketing of dining, spas, entertainment, and golf. 
 
THE PARTNERSHIP 
 
The ACCVA has in place a highly skilled and capable communications team.  
The agency would work in concert with that team to develop and execute a 
multifaceted media relations and communications program to generate 
awareness of, and promote Atlantic City tourism and convention development.  
The program should maximize internet opportunities; include extensive print and 
electronic media support; create and maintain marketing partnerships; and 
support development of convention and trade shows. These goals should be 
achieved within the framework of a disciplined, campaign-based strategy. 
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The ACCVA is committed to a collaborative culture in which we discover and 
investigate innovative capabilities as well as time-tested methods. 
 
PROPOSAL SUBMISSION REQUIREMENTS 
 

• Proposal shall include a brief history of the agency, biographies of key 
personnel, client references and evidence of financial stability.  

 
• The agency should provide evidence of its media contacts in specific 

markets including New York, Philadelphia, New Jersey, Baltimore and 
Washington, DC. 

 
• The agency should demonstrate a successful track record of work in 

tourism and hospitality media relations.  The agency should provide case 
studies to demonstrate how it maximized capabilities; flexibility and 
creativity in solving a similar client’s like problems. 

 
• The agency should describe its account management process and 

procedures for ensuring quality and performance among the different 
individuals that may be assigned to this account. 

 
• The agency should describe its measurement protocols.  We are strong 

proponents of the adage “you can’t manage what you can’t measure”. 
 

• The agency shall describe how they bill for staff time and other costs. 
  
SCOPE OF WORK 
 
Atlantic City Convention & Visitors Authority is seeking a media relations agency 
partner with a proven track record for creative excellence in strategic program 
development and execution. The agency’s overall goal will be to drive and 
enhance the overall awareness of the Atlantic City brand as a destination among 
current and prospective customers, competitors, trade and business media, 
industry analysts and other key constituents. Core activities may include, but not 
be limited to the following: 
 

• Media distribution list and development 
• Press release development and distribution. 
• General media relations. 
• Bylined article development and placement. 
• Identification, pitching and leverage of speaking opportunities for key 

executive management leaders (desksides, etc). 
• Marketing and event support. 
• Press materials. 
• PR results measurement and reporting. 
• Coordinate FAM trips. 
• Identify broadcast partnerships for onsite events (National tv shows, metro 

radio, etc). 
• PR stunt planning and execution. 
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• Editorial calendars and strategic planning around such. 
• Media training, where/when needed. 

 
The relationship should be collaborative; leveraging the respective strategic and 
tactical strengths and resources of the agency and client. Certain core functions 
should be mutually agreed upon by both parties in advance that will help form the 
foundation of the relationship. Other secondary functions will remain the primary 
oversight of the ACCVA In-House Media Relations team, and be delegated to the 
agency on a case-by-case basis. Prioritization of both core and secondary 
functions will be ongoing on a bi-weekly basis at the discretion of the client. The 
AOR will work at the direction of the Vice President, Marketing and in-house 
media relations team.   
 
Consistent Media Coverage in the following: 

• Upscale Lifestyle Publications 
• Entertainment/Gossip Columns 
• Newspapers, magazines, other 
• Social Media Blogs 
• Increased awareness on industry and non-traditional websites (nightlife, 

etc) 
• Broadcast (Radio/Internet/TV) 
• Food, Spa (Beauty) Pubs 
• Industry Trade Publications (journals, guides) 

 
 
PROPOSAL PREPARATION 
 
By submitting a proposal, the vendor covenants and agrees that he has satisfied 
himself, from his own investigation of the conditions to be met, that he fully 
understands his obligations and that he will not make any claim for or have right 
to cancellation or relief because of any misunderstanding or lack of information. 
 
In order to be considered for selection, vendor must submit a complete written 
response to this proposal.  The response shall include one (1) original and six (6) 
copies to be considered and evaluated by the Authority.  Ownership of all data, 
material and documentation originated and prepared for the Authority pursuant to 
this proposal shall belong exclusively to the Authority.  The Authority shall not 
incur any costs for the development of the proposal or any associated materials.  
The Authority agrees not to use any material provided through this process for 
other than evaluation purposes, without a formal contract 
 
The contents of the proposal of the successful vendor will become a part of any 
contract awarded as a result of the proposal. 
 
 
Proposals should be prepared simply and economically, providing a 
straightforward, concise description of vendor’s capabilities to meet and satisfy 
the requirements of the proposal.  Emphasis should be on completeness and 
clarity of content 
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QUESTIONS 
 
All questions shall be submitted in writing via facsimile (609-348-3426), and 
directed to the attention of Theresa Thompson, Purchasing Agent or via e-mail 
(tthompson@accva.com) no later than 12:00 noon Thursday, July 2, 2009.  
Any questions received after the due date will not be considered; any questions 
submitted to anyone other than the Authority's Purchasing Agent will not be 
considered. Any resulting addendum will be forwarded to all potential contractors.  
All addenda become a part of the specifications, and any resulting proposal and 
contract. 
 
ORAL PRESENTATION 
 
Firms/Agencies submitting proposals should be prepared to give an oral 
presentation (not to exceed two hours including Q&A) of their proposal to a 
committee responsible for the evaluation and award of the contract.  The oral 
presentation will provide an opportunity for the firm/agency to clarify or elaborate 
on their proposal. 
 
Up to four firms/agencies will be requested to give oral presentations after 
evaluations of the written submissions.     
 
PROPOSED TIME TABLE 
 
Notification:   Wednesday, June 24, 2009 
Questions due:  12:00 noon Thursday, July 2, 2009 
Proposals due:   2:00 PM Thursday, July 9, 2009 
Oral Presentations:  Tentatively scheduled for the week of July 27, 2009  
 
TERM 
 
Two (2) years from Atlantic City Convention & Visitors Authority Board of 
Directors approval, and signing of contract, with an option for two one-year 
extensions.  Contract awards for additional years will be solely at the discretion of 
the Authority, and approval from the Board of Directors.  Contract extensions will 
be contingent upon the availability of funds. 
 
CONTRACT TERMINATION 
 
The Authority may terminate the contract at any time for "cause".  "Cause" shall 
include without limitation, breach by Contractor of the provisions of any contract 
entered into by Contractor and the Authority, the Contractor's failure to perform 
all services in the manner required under this RFP, or Contractor's otherwise 
unsatisfactory performance of the required services.  In the event that the 
Authority terminates the Contractor for "cause", the Authority will do so upon ten  
(10) days prior written notice, or such shorter time period if, in the Authority's 
discretion is so required.  In addition, the Authority may in its sole discretion 
terminate the contract without cause by giving the Contractor thirty - (30) days 
prior written notice.   
 

mailto:tthompson@accva.com
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NON-COMPETE 
 
The agency shall agree not to represent or provide services of any nature to any 
competitor of the Authority without the prior written approval from the ACCVA.  
Competitors shall include other destination marketing organizations, convention 
centers, entertainment arenas, gaming companies, casinos or other gaming 
businesses within 500 miles of Atlantic City. 
 
There shall be no competitive client conflicts including destinations in the tri-state 
area without prior written approval and/or knowledge of client.  The agency 
cannot represent competing casino/gaming destinations or individual properties 
without prior written approval of client.  
 
PROPOSAL INFORMATION 
 
The Atlantic City Convention & Visitors Authority assumes no responsibility 
and/or liability for costs incurred by any vendor prior to the issuance of an 
agreement, contract, or purchase order. 
 
QUALIFICATION STATEMENT 

 
Each bidder shall submit a Statement of Qualification with their proposal, which 
shall include the following: 
 

1. Firm's name, address, and telephone number 

2. Parent firm name (if applicable) 

3. Year of establishment 

4. Type of ownership (corporation, partnership, etc.) 

5. Names and titles of principles 

6. Name and titles of staff to be dedicated to the ACCVA contract 

7. Estimated hours assigned staff will dedicate to the ACCVA contract 

 
CONTENT OF PROPOSALS 
 

• List any known potential conflict(s) of interest. 
• Submit references, letters of recommendation, or a client list for which 

your firm/agency have performed advertising services (minimum of 5 
firms, not including the Authority).  References shall include contact name 
and telephone number. 

• Include other information of interest. e.g. MBE/WBE 
• Include Qualification Statement 

 
 

• Include proof of Professional Liability naming The Atlantic City Convention 
& Visitors Authority as additional insured with a minimum limit of 
$1,000,000.  The Atlantic City Convention & Visitors Authority shall be 
held harmless for any activities covered under the scope of this contract. 
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• Include resume(s), licenses, and/or certifications of key personnel. 
• In order to ensure acceptable service, the Authority requires the 

Contractor to specify a contact person assigned to the Authority's account.  
Should the contact person change, for any reason, the Authority must be 
notified in writing. 

• Upon contract award, the successful bidder shall submit to the Authority a 
current copy of Certificate of Employee Information Report issued by the 
State of New Jersey pursuant to N.J.A.C. 17:27-1.1 et seq. 

 
 
FEE SCHEDULE - BILLABLE RATES 
 
The firm/agency shall charge the Atlantic City Convention & Visitors Authority on 
any and all charges for subcontracted services incurred by the agency, a 
commission of __________%. 
 
Complete the chart of billable rates of firm/agency personnel, who may perform 
services as called for in this contract.  Chart is included as part of this RFP. 
 
Bidders shall include a monthly retainer fee for services to be performed under 
this contract.  Proposal shall also include an estimate of the number of hours 
assigned staff will dedicate to the contract. 
 
That agency shall describe how they bill for staff time and other costs. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
   

 
 
 



 
 

Project #ACCVA 07-09 
Evaluation Criteria 

 
In selecting a firm/agency, each proposal will be independently evaluated.  
Selection will be made based on the following criteria: 

 
• History of the agency, biographies of key personnel, client references and 

evidence of financial stability.  
• Proven ability to elevate brand awareness. 
• Knowledge of, and experience in, the travel, tourism and hospitality. 
• An excellent reputation and strong relationships with industry influencers 

including relevant trend and business press, conference/meeting planners and 
organizers, etc. 

• Successful editorial coverage in leading business, news, broadcast, and industry-
specific media (i.e., nightlife, social media, luxury/lifestyle media, spa and 
beauty). 

• Strong writing and communications skills across multiple media. 
• Team credentials. 
• Provide client and press references. 
• Evidence of media contacts in specific markets including New York, Philadelphia, 

New Jersey, Baltimore and Washington, DC, Boston, Atlanta and other markets 
as needed. 

• A demonstrated successful track record of work in tourism and hospitality 
media relations.  The agency should provide case studies to demonstrate how it 
maximized capabilities; flexibility and creativity in solving a similar client’s like 
problems. 

• Proven efficiency of the agency’s account management process and established 
procedures for ensuring quality and performance among the different individuals 
that may work on our account. 

• The agency should describe its measurement protocols.  We are strong 
proponents of the adage “you can’t manage what you can’t measure”. 
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PROPOSAL PAGE 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
 

SERVICE TEAM BILLABLE RATES 
 
 

POSITION DIRECT COST MULTIPLIER BILLABLE 
HOURLY RATE 

President 
 

   

Managing Partner 
 

   

Management 
Supervisor 
 

   

Account Supervisor 
 

   

Account Executive 
 

   

Creative Director 
 

   

Writer 
 

   

Production Manager 
 

   

Media Director 
 

   

Media Planner 
 

   

Proof Reader 
 

   

Secretarial Support 
 

   

Other 
 

   

  
Monthly Retainer Fee   $ 
 
 
Signature:  ____________________ Date:  _________________ 
 
Title: _________________________ 
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TERMS AND CONDITIONS 
 
The following terms and conditions apply to all contract or purchase agreements 
made with the Atlantic City Convention Center Authority (Authority), unless 
specifically deleted on the Authority’s proposal form.   
 
Bidders are notified by this statement that all terms and conditions shall become 
a part of any contract(s) or order(s) awarded as a result of this solicitation, 
whether stated in part, in summary or by reference.  In the event a vendor’s 
terms and conditions conflict with the state’s, the state’s terms and conditions 
shall prevail. 
 
 
I.  STATE LAW REQUIRING MANDATORY COMPLIANCE BY ALL VENDORS 
 
1.1. Corporate Authority – It is required that all corporations be authorized to 

do business in the state of New Jersey.  Corporations incorporated out of 
the state must file a Certificate of Authority with the Secretary of State, 
Department of State, State House, Trenton, New Jersey.  Refer to N.J.S.A 
12A: 13-3 Chapter 13-3. 

  
1.2 Anti-Discrimination – All parties to any contract with the Atlantic City 

Convention Center Authority agree not to discriminate in employment and 
agree to abide by all anti-discrimination law including those contained 
within N.J.S.A. 10:2-1 through 10:2-4, N.J.S.A. 10:5-31 through 10:5-38, 
and all rules and regulations issued hereunder. 

 
1.3 Ownership Disclosures – Contract’s for any work, goods or services 

cannot be issued to any firm unless prior to or at the time of bid 
submission, the firm has disclosed the names and addresses of all of its 
owners holding 10% or more of the firm’s stock or interest.  Refer to 
N.J.S.A. 52:25-24.2 1977 Chapter 33. 

 
1.4 Compliance – State Laws- It is agreed and understood that any contracts 

and/or orders placed as a result of this proposal shall be governed and 
construed and the rights and obligations of the parties hereto shall be 
determined in accordance with the laws of the State of New Jersey. 

II.  LIABILITIES 
 
2.1 Liability- Copyright – The vendor shall hold and save the Atlantic City 

Convention Center Authority, The New Jersey Sports and Exposition 
Authority, the Atlantic County Improvement Authority, and Spectacor 
Management Group, Inc., its officers, agents, servants, and employees, 
harmless from liability of any nature or kind for or on account of the use of 
any copyrighted or non-copyrighted composition, secret process, patented 
or non-patented invention, article or appliance furnished or used in the 
performance of his/her contract. 
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2.2 Liability – Physical – If it becomes necessary for the vendor, either as 

principle or by agency or employee, to enter the premises or property of the 
state for any reason, the vendor hereby covenants and agrees to take use, 
provide and make proper, all necessary and sufficient precautions, 
safeguards and protection against the occurrence of happenings of any 
accidents, injuries, damages or hurt to any person or property during the 
progress of work herein covered on the premises or property of the 
Authority and to be responsible for, and indemnify and save harmless the 
Atlantic City Convention Center Authority, New Jersey Sports and 
Exposition Authority, the Atlantic County Improvement Authority, and SMG, 
along with their officers and employees, from the payment of all sums of 
money by reason of all or any, such accidents, injuries, damages or hurt 
that may arise or occur during such work, and all fines, penalties and loss 
incurred for or by reason of violation of any city ordinance, regulation or the 
laws of the State of New Jersey or the United States while said work is in 
progress.  Contractor shall carry insurance to indemnify the Atlantic City 
Convention Center Authority, New Jersey Sport and Exposition Authority, 
the Atlantic County Improvement Authority, and SMG, and their officers and 
employees against any claim for loss, damage or injury to property or 
persons arising out of the performance by the contractor or his employees 
and agents of the services covered by the contract and the use, misuse or 
failure of any equipment used by the contractor or his employees or agents, 
and shall provide certificates of such insurance to the Authority upon 
request.  Amounts to be in accordance with the attached sample Certificate 
of Insurance. 

 
III. TERMS GOVERNING ALL PROPOSALS WITH THE ATLANTIC CITY  
            CONVENTION AUTHORITY                                                             
 
3.1 Subcontracting or Assignment - The contract may not be subcontracted 

or assigned by the contractor, in whole or in part, without the written 
consent of the Authority.  Such consent, if granted, shall not relieve the 
contractor of any of his/her responsibilities under the contract. 

 
In the event that the bidder proposes to subcontract for the services to be 
performed under the terms of the contract award, he shall state son in his 
bid and attaché for approval a list of the subcontractors and an itemization 
of the services to be supplied by the subcontractor. 
 
Nothing contained in the specifications shall be construed as creating any 
contractual relationship between any subcontractor and the Authority. 

 
3.2 Delivery Guarantee – Deliveries shall be made as such time and in such 

quantities as ordered in strict accordance with conditions contained within 
the specifications.  Delivery shall be made to the Atlantic City Convention 
Center Authority by the success bidder at the places specified by the 
Purchasing Agent or duly authorized representative, by in no event, before 
the issuance of a purchase order to the successful bidder under the terms 
of the contract so awarded. 
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The vendor shall deliver all material to the Authority in first class condition, 
and in accordance with good commercial practice. 
 
Items delivered shall be strictly in accordance with the bid specifications. 
 
In the event delivery of goods or services is not made within the number of 
days stipulated, or within the schedule defined in the specifications, the 
Authority may be authorized to obtain the equipment, material or service 
from any available source; the difference in price, if any, to be paid by the 
contractor failing to meet the commitments.  In addition, if the successful 
bidder fails to complete delivery within the time stated, said successful 
bidder shall pay the Atlantic City Convention Center Authority, the sum of 
one hundred dollars ($100.00) for each day consumed in the completion 
of the contract awarded hereunder, which may exceed the time allowed 
for such purpose.  Such amounts or sums shall be deemed and taken in 
all courts to be liquidated damages for nonperformance of the aforesaid 
contract within the time frame allotted, and not as penalty.   The 
Purchasing Agent of the Atlantic City Convention Center Authority shall 
determine and certify the amount and sums thus claimed by the Atlantic 
City Convention Center Authority, as such liquidated damages to the 
Authority’s auditor, who shall deduct and retain the same from the monies 
due or which shall become due under the contract. 

 
3.3 Authority’s Right of Final Bid Acceptance – The Authority reserves the 

right to reject any and all bids (in accordance with Title 40A: 11-13.2), or to 
award in whole or in part, if deemed to be in the best interest of the 
Authority to do so.  In the case of tie bids, the Authority shall have the 
authority to award orders or contracts to the vendor or vendors best 
meeting all specifications and conditions. 

 
3.4 Bid Acceptance and Rejections – Pursuant to N.J.A.C. Title 17, Chapter 

12, Subchapter 2.4 through 2.5, the terms and conditions defined therein 
relating to informalities in bidding and automatic rejection of bids shall 
apply to all proposals and bids. 

 
3.5 Maintenance and Records – The contractor shall maintain records for 

products and/or services delivered against the contract for a period of 
three (3) years from the date of final payment.  Such records shall be 
made available to the Authority upon request. 

IV.  TERMS RELATING TO PRICE QUOTATION 
  
4.1 Price Fluctuation During Contract – All prices quoted shall be firm and 

not subject to increase during the period of the contract. 
 
4.2 Delivery Costs – Unless noted otherwise in the specifications, all prices 

for items in bid proposals are to be submitted F.O.B. Destination.  
Proposals submitted other than F.O.B. Destination shall not be 
considered.  Regardless of the method of quoting shipments, the vendors 
shall assume all liability and responsibility for the delivery of merchandise 
in good condition to the Authority 
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4.3 Discounts – Cash discounts for periods of less than 15 days shall not be 

considered as factors in the award of contracts.  Any discount period shall 
commence on the date the Authority certifies the acceptance of the goods 
and/or services. 

 
4.4 Tax Charges – The Authority is exempt from state sales or use taxes and 

federal excise taxes.  These taxes shall not be included in the vendor’s 
price quotations. 

V.  PAYMENT 
 
5.1 Payment for the specified item or items, furnished, delivered and 

accepted, shall be made by the Atlantic City Convention Center Authority 
to the successful bidder within thirty (30) days after submission of an 
invoice based on the total delivered price, as set forth in this (its, their) 
proposal, with a properly executed affidavit to the Purchasing Department. 

VI.  PROPOSAL FORM 
 
6.1 All proposals must be submitted on the Proposal Form of the Atlantic City 

Convention Center Authority.  The form may be obtained from the office of 
the Purchasing Agent, or an exact replica as to wording and punctuation.  
No alterations in the wording of the Proposal Form or interpolations will be 
permitted and any proposal submitted in disregard of this requirement may 
be regarded as informal and need not be considered by the Authority in 
making the award. 

 
6.2 Proposals shall be submitted in Bid Envelope supplied.  Bidder’s name 

and address, name of project and project number must appear on the 
outside of envelope containing the bid. 

 
6.3 The certified or cashier’s check, or bid bond, if required by these 

Instructions to Bidders shall be attached to the outside of the bid 
envelope.  The outside mailing envelope shall bear the same 
endorsement as required in the base of the bid envelope and may be 
mailed or delivered to the Purchasing Agent of the Atlantic City 
Convention Center Authority (Authority), or presented to the Authority at 
its offices located at 2314 Pacific Avenue, Atlantic City, New Jersey 08401 
at the time of calling for said proposals.  The Atlantic City Convention 
Center Authority will not assume responsibility for bids forwarded through 
the mail if lost in transit at any time before bid opening. 

 
6.4 Preference for Domestic Products – Only products manufactured in the 

United States, wherever available, shall be used in connection wit this 
undertaking, pursuant to 40A: 11-18 of the revised statutes of the state of 
New Jersey. 
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STATE OF NEW JERSEY 
BUSINESS 

REGISTRATION 
CERTIFICATE 

 
 

The Following is a “Sample” of the 
“Required” 

State of New Jersey Business Registration Certificate 
That MUST Be Included in the Submitted Proposal 
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NEW JERSEY BUSINESS REGISTRATION 
  
All prospective contractors shall comply with P.L. 2004, c. 57(Chapter 57) 
requiring all businesses to submit proof of business registration in the state of 
New Jersey.  A copy of the company’s Business Registration Certificate, issued 
by the Department of the Treasury shall be submitted with their proposal.   
 
Proposals submitted without the Business Registration Certification will be 
rejected, and not considered for contract award.  
 

“New Jersey Business Registration Requirements” 
 
The contractor shall provide written notice to its subcontractors of the 
responsibility to submit proof of business registration to the contractor. 
 
Before final payment on the contract is made by the contracting agency, the 
contractor shall submit an accurate list and the proof of business registration of 
each subcontractor or supplier used in the fulfillment to the contract, or shall 
attest that no subcontractors were used. 
 
For the term of the contract, the contractor and each of its affiliates and a 
subcontractor and each of its affiliates [N.J.S.A. 52:32-44(g)(3)] shall collect and 
remit to the Director, New Jersey Division of Taxation, the use tax due pursuant 
to the Sales and Use Tax Act on all sales of tangible personal property delivered 
into this State, regardless of whether the tangible personal property is intended 
for a contract with a contracting agency. 
 
A business organization that fails to provide a copy of a business registration as 
required pursuant to section 1 of P.L. 2001, c.134 (C.52: 32-44 et.al.) or 
subsection e. or f. of section 92 of P.L. 19767, c.110 (C.5: 12-92), or that 
provides false business registration information under the requirements of either 
of those sections, shall be liable for a penalty of $25 for each day of violation, not 
to exceed $50,000 for each business registration copy not properly provided 
under a contract with a contracting agency.” 
 
Registration can be completed online at www.nj.gov/treasury/revenue/taxreg.htm. 
If additional information is required, contact the New Jersey Department of 
Treasury at 609.292.1730. 
 

 
 
 
 
 
 
 
 
 
 
 
 

 



 
 
 
 
 
 
 
 
 
 
 
 

 
Sample of a Valid State of New Jersey Business 

Registration Certificate 
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Background Information 
 
On September 22, 2004, then-Governor James E. McGreevey issued Executive Order 134, the purpose of which was to 
insulate the negotiation and award of State contracts from political contributions that posed a risk of improper influence, 
purchase of access or the appearance thereof.  To this end, Executive Order 134 prohibited State departments, agencies 
and authorities from entering into contracts exceeding $17,500 with individuals or entities that made certain political 
contributions.  Executive Order 134 was superseded by Public Law 2005, c. 51, signed into law on March 22, 2005 
(“Chapter 51”).  
  
On September 24, 2008, Governor Jon S. Corzine issued Executive Order No. 117 (“E.O. 117”), which is designed to 
enhance New Jersey’s efforts to protect the integrity of procurement decisions and increase the public’s confidence in 
government.  The Executive Order builds upon the provisions of Chapter 51.   

 
Two-Year Certification Process 

 
Upon approval by the State, the Certification and Disclosure of Political Contributions form (CH51.1R1/21/2009) is valid 
for a two (2) year period.  Thus, if a vendor receives approval on Jan 1, 2009, the certification expiration date would be 
Dec 31, 2011.  Any change in the vendor’s ownership status and/or political contributions during the two-year period will 
require the submission of new Chapter 51/EO117 forms to the State Review Unit.  Please note that it is the vendor’s 
responsibility to file new forms with the State should these changes occur.   
 
Prior to the awarding of a contract, the agency should first send an e-mail to CD134@treas.state.nj.us to verify the 
certification status of the vendor.  If the response is that the vendor is NOT within an approved two-year period, then 
forms must be obtained from the vendor and forwarded for review.  If the response is that the vendor is within an 
approved two-year period, then the response so stating should be placed with the bid/contract documentation for the 
subject project. 

 
Instructions for Completing the Forms 

 
NOTE:  Please refer to the next section, “Useful Definitions for Purposes of Ch. 51 and E.O. 117,” for guidance when 
completing the forms. 
 
Part 1: VENDOR INFORMATION 
 
Business Name – Enter the full name of the Vendor, including trade name if applicable. 
 
Business Type -- Select the vendor’s business organization from the list provided.   
 
Address, City, State, Zip and Phone Number -- Enter the vendor’s street address, city, state, zip code and telephone 
number.      
 
Vendor Email – Enter the vendor’s primary email address.   
 
Vendor FEIN – Please enter the vendor’s Federal Employment Identification Number.  
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Part 2: PUBLIC LAW 2005, Chapter 51 / EXECUTIVE ORDER 117 (2008) DUAL 
CERTIFICATION  
 
Read the following statements and verify that from the period beginning on or after October 15, 2004, no contributions as 
set forth at subsections 1(a)-(c) have been made by either the vendor or any individual whose contributions are 
attributable to the vendor pursuant to Executive Order 117 (2008). 
 
NOTE: Contributions made prior to November 15, 2008 are applicable to Chapter 51 only. 
 
Part 3: DISCLOSURE OF CONTRIBUTIONS MADE 
 
Check the box at top of page 2 if no reportable contributions have been made by the vendor.  If the 
vendor has no contributions to report, this box must be checked.  
 
Name of Recipient Entity – Enter the full name of the recipient entity.   
 
Address of Recipient Entity – Enter the recipient entity’s street address.  
 
Date of Contribution – Indicate the date of the contribution.  
 
Amount of Contribution – Enter the amount of the reportable contribution.   
 
Type of Contribution – Select the type of contribution from the list provided.   
 
Contributor Name – Enter the full name of the contributor.  
 
Relationship of Contributor to the Vendor -- Indicate relationship of the contributor to the vendor, e.g. officer or partner 
of the company, spouse of officer or partner, resident child of officer or partner, parent company of the vendor, subsidiary 
of the vendor, etc. 
 
NOTE: If form is being completed electronically, click “Add a Contribution” to enter additional contributions.  Otherwise, 
please attach additional pages as necessary.     
 
Part 4: CERTIFICATION  
 
Check box A if the person completing the certification and disclosure is doing so on behalf of the vendor and all 
individuals and/or entities whose contributions are attributable to the vendor.   
 
Check box B if the person completing the certification and disclosure is doing so on behalf of the vendor only.   
 
Check box C if the person completing the certification and disclosure is doing so on behalf of an individual and/or entity 
whose contributions are attributable to the vendor.   
  
Enter the full name of the person authorized to complete the certification and disclosure, the person’s title or position, date 
and telephone number. 
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• “Vendor” means the contracting entity.   

USEFUL DEFINITIONS FOR THE PURPOSES OF Ch. 51 and E.O. 117 
 

 
• “Business Entity” means any natural or legal person, business corporation, professional services corporation, 

limited liability company, partnership, limited partnership, business trust, association or any other legal 
commercial entity organized under the laws of New Jersey or any other state or foreign jurisdiction.  The definition 
also includes (i) if a business entity is a for-profit corporation, any officer of the corporation and any other person 
or business entity that owns or controls 10% or more of the stock of the corporation; (ii) if a business entity is a 
professional corporation, any shareholder or officer; (iii) if a business entity is a general partnership, limited 
partnership or limited liability partnership, any partner; (iv) if a business entity is a sole proprietorship, the 
proprietor; (v) if the business entity is any other form of entity organized under the laws of New Jersey or any 
other state or foreign jurisdiction, any principal, officer or partner thereof; (vi) any subsidiaries directly or indirectly 
controlled by the business entity; (vii) any political organization organized under 26 U.S.C.A. § 527 that is directly 
or indirectly controlled by the business entity, other than a candidate committee, election fund, or political party 
committee; and (viii) with respect to an individual who is included within the definition of “business entity,” that 
individual’s spouse or civil union partner and any child residing with that person.1

 
  

• “Officer” means a president, vice-president with senior management responsibility, secretary, treasurer, chief 
executive officer, or chief financial officer of a corporation or any person routinely performing such functions for a 
corporation.  Please note that officers of non-profit entities are excluded from this definition.  

 
• “Partner” means one of two or more natural persons or other entities, including a corporation, who or which are 

joint owners of and carry on a business for profit, and which business is organized under the laws of this State or 
any other state or foreign jurisdiction, as a general partnership, limited partnership, limited liability partnership, 
limited liability company, limited partnership association, or other such form of business organization.  

 
• “Reportable Contributions” are those contributions, including in-kind contributions, in excess of $300.00 in the 

aggregate per election made to or received by a candidate committee, joint candidates committee, or political 
committee; or per calendar year made to or received by a political party committee, legislative leadership 
committee, or continuing political committee.   

 
• “In-kind Contribution” means a contribution of goods or services received by a candidate committee, joint 

candidates committee, political committee, continuing political committee, political party committee, or legislative 
leadership committee, which contribution is paid for by a person or entity other than the recipient committee, but 
does not include services provided without compensation by an individual volunteering a part of or all of his or her 
time on behalf of a candidate or committee.   

 
• “Continuing Political Committee” includes any group of two or more persons acting jointly, or any corporation, 

partnership, or any other incorporated or unincorporated association, including a political club, political action 
committee, civic association or other organization, which in any calendar year contributes or expects to contribute 
at least $4,300 to aid or promote the candidacy of an individual, or the candidacies of individuals, for elective 
public office, or the passage or defeat of a public questions, and which may be expected to make contributions 
toward such aid or promotion or passage or defeat during a subsequent election, provided that the group, 
corporation, partnership, association or other organization has been determined by the Commission to be a 
continuing political committee in accordance with N.J.S.A

                                                
1 Contributions made by a spouse, civil union partner or resident child to a candidate for whom the 
contributor is eligible to vote or to a political party committee within whose jurisdiction the contributor 
resides are permitted.    

. 19:44A-8(b).    
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• “Candidate Committee” means a committee established by a candidate pursuant to N.J.S.A.

 

 19:44A-9(a), for 
the purpose of receiving contributions and making expenditures.   

• “State Political Party Committee” means a committee organized pursuant to N.J.S.A
 

. 19:5-4.  

• “County Political Party Committee” means a committee organized pursuant to N.J.S.A.
 

 19:5-3.   

• “Municipal Political Party Committee” means a committee organized pursuant to N.J.S.A
 

. 19:5-2.   

• “Legislative Leadership Committee” means a committee established, authorized to be established, or 
designated by the President of the Senate, the Minority Leader of the Senate, the Speaker of the General 
Assembly, or the Minority Leader of the General Assembly pursuant to N.J.S.A. 19:44A-10.1 for the purpose of 
receiving contributions and making expenditures.   

 
• “Political Party Committee” means:  

 
1. The State committee of a political party, as organized pursuant to N.J.S.A
2. Any county committee of a political party, as organized pursuant to 

. 19:5-4;  
N.J.S.A

3. Any municipal committee of a political party, as organized pursuant to 
. 19:5-3; or  

N.J.S.A
 

. 19:5-2.     

The agency should submit the completed and signed Two-Year Vendor Certification and Disclosure forms, together with a 
completed Ownership Disclosure form, either electronically to 

Agency Submission of Forms 

cd134@treas.state.nj.us or regular mail at Chapter 51 
Review Unit, P.O. Box 039, 33 West State Street, 9th Floor, Trenton, NJ 08625.  Original forms should remain with the 
Agency and copies should be sent to the Chapter 51 Review Unit.   
 

Questions regarding the interpretation or application of Public Law 2005, Chapter 51 (N.J.S.A. 19:44A-20.13) or Executive 
Order 117 (2008) may be submitted electronically through the Division of Purchase and Property website at 

Questions & Answers 

http://www.state.nj.us/treasury/purchase/execorder134.htm.  Responses to previous questions are posted on the website, 
as well as additional reference materials and forms.   
 
NOTE: The Chapter 51 Q&A on the website DOES NOT address the expanded pay-to-play requirements imposed by 
Executive Order 117.  The Chapter 51 Q&A are only applicable to contributions made prior to November 15, 2008.  There 
is a separate, combined Chapter 51/E.O. 117 Q&A section dealing specifically with issues pertaining to contributions 
made after November 15, 2008, available at http://www.state.nj.us/treasury/purchase/execorder134.htm#state.     
 

mailto:cd134@treas.state.nj.us�
http://www.state.nj.us/treasury/purchase/execorder134.htm�
http://www.state.nj.us/treasury/purchase/execorder134.htm#state�
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Non-Collusion Affidavit 

 
ATTENTION:  THIS FORM MUST BE NOTARIZED 

 
COMPLETE, SIGN, NOTARIZE AND RETURN THIS FORM WITH YOUR BID 

PROPOSAL.  FAILURE TO DO SO WILL ELIMINATE YOUR PROPOSAL 
FROM CONSIDERATION. 

 
STATE OF NEW JERSEY: 
    :ss 
COUNTY OF: 
 
I,____________________  of ___________________________________in the  
 
County of __________________and the State of________________________ 
 
of full age, being duly sworn according to law on my oath, depose and say, that: 
 
I am, ____________________of the Firm of ___________________________, 
 (INSERT TITLE)    (INSERT NAME OF FIRM) 
 
The Bidder making the Proposal for  the herein project, and that I executed the 
said Proposal 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 Proposal and in 
this affidavit are true and correct, and made with full knowledge that the Atlantic 
City Convention Center Authority, New Jersey Sports & Exposition Authority, 
Atlantic County Improvement Authority and SMG, Inc., rely 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 project. 
 
I warrant that no requirement or commitment was made in reference to any 
political contribution to any party, person, or elected official and that no 
undisclosed benefits of any kind were promised to anyone connected with 
Atlantic City Convention Center Authority, New Jersey Sports & Exposition 
Authority, Atlantic County Improvement Authority, SMG, Inc., or any political 
party in reference hereto. 
 
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 Bidder. 
 
I further warrant and represent that I have never admitted, acknowledged or been 
convicted of payment of kickbacks or unlawful gifts to any government official or 
employee for which conduct the State of New Jersey deems me disqualified from 
doing business with the Atlantic City Convention Center Authority under such 
circumstances. 
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I also understand that the above disqualification does not apply to any vendor 
who cooperates with the prosecution and give supporting testimony on behalf of 
the prosecution in the course of a judicial inquiry. 
 

 ___________________________________ 
 Signature of Affiant  (Bidder) 
 
  
 _____________________________________ 
 Print or Type Name of Affiant (Bidder) 

 
 
 
Sworn to and subscribed before me___________________________________ 
      NOTARY PUBLIC SIGNATURE 
 
 
This ___________day of ________________20____. 
 
NOTARY SEAL   My Commission expires___________ 
  
The BIDDER understands that the Owner reserves the right to reject any or all 
bids, or to award in whole or in part, and to waive any informalities in the bidding.   
 
The BIDDER agrees that this bid shall be good and may not be withdrawn for a 
period of 60 calendar days after the scheduled closing time for receiving bids. 
 
The BIDDER certifies that it will comply with all applicable provisions of Chapter 
127 (Affirmative Action ) of the Laws of 1975, as amended, and will furnish any 
certifications or proofs required by the State Treasurer or other appropriate 
official. 
 
I further certify that no officer or employee of the Atlantic City Convention Center 
Authority, The New Jersey Sports and Exposition Authority, The Atlantic County 
Improvement Authority and Spectacor Management Group, Inc., has any 
interest, direct or indirect, in this corporation or Partnership, or in this contract. 
 
I further certify that the foregoing statements made by me are true.  I am aware 
that if any of the foregoing statements made by me are willfully false, I am 
subject to punishment. 
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PROPOSAL FORMS WILL NOT BE ACCEPTED UNLESS SIGNED. 
 
Upon receipt of notice of the acceptance of this bid, BIDDER will execute a 

formal contract. 

DATE:__________ (Seal if bid is by a corporation)  

 

NAME OF BIDDER: 
  PERSON, FIRM OR CORPORATION 

BY:__________________________________________________ 
 
SIGNATURE and TITLE 

 
PRINT OR TYPE NAME  
STREET ADDRESS: 
MAILING ADDRESS: 
 
CITY   STATE AND ZIP 
CODE 
 
AREA CODE AND TELEPHONE # 
(                ) 
AREA CODE AND FAX # 
(               ) 
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MANDATORY EQUAL EMPLOYMENT OPPORTUNITY LANGUAGE 

N.J.S.A. 10:5-31 et seq. N.J.A.C. 17:27 
 

GOODS, PROFESSIONAL SERVICE 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 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 be 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 to 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 each 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.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 where applicable agrees to make good faith efforts to 
afford equal employment opportunities to minority and women workers consistent with 
the Good faith efforts to meet targeted county employment goals established in 
accordance with N.J.A.C. l7: 27-5.2, or Good faith efforts to meet targeted county 
employment goals determined by the Division, pursuant to N.J.A.C. 17:27-5.2. 
 
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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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 identity or expression, 
disability, nationality or sex, consistent with the statutes and court decisions of the State 
of New Jersey, and applicable Federal law and applicable Federal court decisions. 
 
The contractor shall submit to the public agency, after notification of award but prior to 
execution of a goods and services contract, one of the following three documents: 
 
 Letter of Federal Affirmative Action Plan Approval 
 
 Certificate of Employee Information Report 
 
 Employee Information Report Form AA302 
 
The contractor and its subcontractors shall furnish such reports or other documents to 
the Division of Public Contracts Equal Opportunity Compliance as may be requested by 
the Division from time to time in order to carry out the purposes of these regulations, and 
public agencies shall furnish such information as may be requested by the Division of 
Public Contracts Equal Employment Opportunity Compliance for conducting a 
compliance investigation pursuant to Subchapter 10 of the Administrative Code at 
N.J.A.C. 17:27. 
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AFFIRMATIVE ACTION COMPLIANCE NOTICE 

N.J.S.A. 10:5-31 and N.J.A.C. 17:27 
 

GOODS AND SERVICES CONTRACTS 
(INCLUDING PROFESSIONAL SERVICES) 

 
 
This form is a summary of the successful bidder’s requirement to comply with the 
requirements of N.J.S.A. 10:5-31 and N.J.A.C. 17:27. 
 
The successful bidder shall submit to the public agency, after notification of award but 
prior to execution of this contract, one of the following three documents as forms of 
evidence: 

 
(a)  A photocopy of a valid letter that the contractor is operating 
under an existing Federally approved or sanctioned affirmative 
action program (good for one year from the date of the letter); 

 OR 
(b)  A photocopy of a Certificate of Employee Information Report 
approval, issued in accordance with N.J.A.C. 17:27-4; 

 OR 
(c)  A photocopy of an Employee Information Report (Form AA302) 
provided by the Division and distributed to the public agency to be 
completed by the contractor in accordance with N.J.A.C. 17:27-4. 

 
The successful vendor may obtain the Affirmative Action Employee Information Report 
(AA302) from the contracting unit during normal business hours. 

 
The successful vendor(s) must submit the copies of the AA302 Report to the Division of 
Contract Compliance and Equal Employment Opportunity in Public Contracts (Division).  
The Public Agency copy is submitted to the public agency, and the vendor copy is 
retained by the vendor. 
 
 
The undersigned vendor certifies that he/she is aware of the commitment to comply with 
the requirements of N.J.S.A. 10:5-31 and N.J.A.C. 17:27 and agrees to furnish the 
required forms of evidence. 
 
The undersigned vendor further understands that his/her bid shall be rejected as non-
responsive if said contractor fails to comply with the requirements of N.J.S.A. 10:5-31 
and N.J.A.C. 17:27. 
  
 
COMPANY: ___________________________ 
SIGNATURE: __________________________ 
 
PRINT NAME: __________________________ 
TITLE:  _______________________________   
 
DATE: __________________ 
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STOCKHOLDER DISCLOSURE CERTIFICATION 
This Statement Shall Be Included with Submission 

 
 

Name of 
Business______________________________________________________ 
 
� I certify that the list below contains the names and home addresses of all 

stockholders holding 10% or more of the issued and outstanding stock of 
the undersigned. 

     OR 
� I certify that no one stockholder owns 10% or more of the issued and 

outstanding stock of the undersigned. 
 
Check the box that represents the type of business organization: 
 
�Partnership    �Corporation  �Sole Proprietorship 
�Limited Partnership  �Limited Liability Corporation  
�Limited Liability Partnership 
�Subchapter S Corporation 
 
Sign and notarize the form below, and, if necessary, complete the 
stockholder list below.  
 
Stockholders: 
 

Name: ______________________________ Name: ______________________________ 
 

Home Address: _______________________ 
____________________________________ 
 

Home Address: _______________________ 
____________________________________ 

Name: ______________________________ Name: ______________________________ 
 

Home Address: _______________________ 
____________________________________ 
 

Home Address: _______________________ 
____________________________________ 

Name: ______________________________ 
 

Name: ______________________________ 
 

Home Address: _______________________ 
____________________________________ 

Home Address: _______________________ 
____________________________________ 
____________________________________ 

 
Subscribed and sworn before me this ___ day 
of ___________ , 2 __. 
 
(Notary Public) 
 
My Commission expires: 
 

 
_________________________________ 

(Affiant) 
 
________________________________ 

(Print name & title of affiant) 
 

(Corporate Seal) 
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ADDENDUM 
ACKNOWLEDGEMENT 

 
 
 

 
 
   
 

 
 
 
 
 
 
 
 
 
 
 
 
 



 
 

 
 

Project #ACCVA 07-09 
Media Relations Consulting Services 

 
The undersigned Bidder hereby acknowledges receipt of the following Addenda: 
 
 
 
Addendum Number   Dated   Acknowledge Receipt 
                  (initial)   
 
 
___________________  _________________  ___________________ 
 
___________________  _________________  ___________________ 
 
___________________  _________________  ___________________ 
  
___________________  _________________  ___________________ 
 
 
 
 No Addendum were received 
 
 
Acknowledge for: _____________________________________________________ 
                                                           (Name of Bidder) 
 
 
 
By: __________________________________________________ 
         (Signature of Authorized Representative 
 
 
Name: ________________________________________________ 
                              (Print or Type) 
 
Title: _________________________________________________ 
 
Date: _________________________________________________ 
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BIDDER’S 
CHECKLIST 

 
 
 

 
 
   
 

 
 
 
 
 
 
 
 
 



 
 

 
CHECKLIST 

    

Required by 
owner Submission Requirement 

Initial each required 
entry and if required 

submit the item 

� Stockholder Disclosure Certification  

� Non-Collusion Affidavit  

� Bid Proposal Form 
 

� References  

� Status of Present Contracts 
Not applicable to this   
solicitation  

� Equipment Certification 
Not applicable to this 
solicitation  

� 
Bid Guarantee 
(with Power of Attorney for full amount of Bid 
Bond) 

Not applicable to this 
solicitation 

� Public Works Contractor Certificate 
Not applicable to this 
solicitation 

� 
Consent of Surety 
(with Power of Attorney for full amount of Bid 
Price) 

Not applicable to this 
solicitation 

� Mandatory Affirmative Action Language  

� Prevailing Wage 
Not applicable to this 
solicitation 

� Americans with Disabilities Act of 1990 
Language  

 

� New Jersey Business Registration Certificate  

� Executive Order 117 Disclosure & Certifications  
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