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NOTICE IS HEREBY GIVEN, for all applications in positions set forth more fully in a notice of 
publication authorized by the Governing Body of the Borough of Matawan, for submission of 
qualifications that shall take into consideration the following factors which will be weighed by the 
governing body of the Borough of Matawan or by the Unified Planning and Zoning Board of 
Adjustments in the case of the Planning/Zoning Professionals, as the basis of an award for 
professional services most advantageous to the Borough of Matawan: 
 

Each interested firm shall submit a proposal containing the following information: 
 
1. Name of Firm; 
2. Address of principal place of business and all attorneys or firm’s offices and corresponding 

telephone and fax numbers.  Please note specifically which attorney(s) will be assigned to 
work with the Borough; 

3. Rate Schedule for all Personnel (Secretarial, Clerical and the like are not reimbursable); 
4. Areas of Practice; 
5. Description of firm’s attorneys’ education, experience, qualifications, number of years with 

the firm or other firms and a description of their experience with projects similar to those 
described above; 

6. Experience related to representation of public entities and knowledge and experience with 
the Borough of Matawan; 

7. The firm’s ability to provide the services in a timely fashion (including staffing, familiarity 
and location of key staff); 

8. Any other information that the interested firm deems relevant; 
9. A copy of the firm’s New Jersey Business Registration Certificate; 
10. A completed Statement of Ownership form; 
11. A completed Public Disclosure Statement; 
12. A certificate of insurance issued by a producer or insurer, showing professional liability 

coverage for at least $500,000/$1,000,000.  The certificate should show the Borough of 
Matawan as the certificate holder.  The certificate should provide that the insurer will 
endeavor to send a notice to the certificate holder if coverage is cancelled prior to the policy 
expiration date.  (If the firm’s proposal is accepted by the Borough and coverage expires 
during the term of the contract, the firm will be required to provide a renewal certificate of 
insurance, showing a retroactive date no later than the inception date of the contract, thereby 
evidencing continuous coverage during the term of the contract.); and, 

13. A clear and concise statement of hourly fees for all legal work to be undertaken, and where is 
applicable, the amount of same and what services are included in retainer. 

  

Criteria for Submission of Qualifications for Professional Contracts 
Under the Fair and Open Process 



 
Selection Criteria 
 
The selection criteria used in awarding a contract or agreement for professional services as described 
herein shall include: 
 

1. Qualifications of the firm and the individual(s) who will perform the tasks; 
2. Experience of the firm and the individual(s) who will perform the tasks; 
3. References for the firm and the individual(s) who will perform the tasks; and 
4. The firm’s ability to perform the tasks in a timely fashion, including staffing and familiarity 

with the municipality. 
 
Selection of professionals shall be solely on the governing body’s evaluation of the submitted 
material in the criteria ser forth in this document. 

 
Applicants must submit all materials (including one (1) hard copy plus one (1) CD copy) in a sealed 
envelope addressed to the Municipal Clerk of the Borough of Matawan, 201 Broad Street, Matawan, 
NJ 07747, and shall be received on or before Thursday, December 10, 2015 at or before 10:00 AM. 
  



Borough of Matawan 
 

Public Notice 
 

SOLICITATION OF RESPONSES TO REQUEST FOR QUALIFICATIONS 
 
 

NOTICE IS HEREBY GIVEN that the Borough of Matawan is accepting response to 
request for qualifications for the Borough of Matawan during the year 2016: 
 
Borough Animal Control & Impoundment Services 
Borough Attorney 
Borough Conflict Attorney 
Borough Auditor (includes LOSAP Audit) 
Borough Bond Attorney  
Borough Concession Services for 2016 Matawan Day 
Borough Engineer/Planner 
Borough Conflict Engineer 
Borough Grant Consultant 
Borough Grass Cutting & Lawn Maintenance 
Borough Labor Attorney 
Borough Physician 
Borough Redevelopment Attorney 
Borough Redevelopment Planner 
Planning/Zoning Board Attorney 
Planning/Zoning Board Engineer/Planner 
 
All responses shall be submitted to Karen Wynne, Borough Clerk, Borough of Matawan, 
201 Broad Street, Matawan, NJ 07747 no later than 10:00 AM, Thursday, December 10, 
2015. 
 
Responses shall be submitted in the following manner:  one (1) printed copy and one (1) 
copy submitted in electronic format (CD).  All responses are to be clearly labeled which 
shall include the following information:  Borough of Matawan, Name and Address of 
Respondent, Year and Position (or Appointment Respondent is applying for), and Date of 
Response. 
 
Responses are being solicited in accordance with fair and open process as set forth by PL 
2004, Chapter 19 (as amended by PL 2005, c 51) NJSA 19:44-20.4 et seq.   
 
A copy of the request for qualifications document may be obtained at the Office of the 
Borough Clerk, Borough of Matawan, 201 Broad Street, Matawan, NJ during normal 
business hours, by contacting the Clerk at karen.wynne@matawanborough.com or on the 
Borough’s website www.matawanborough.com.   
 
Karen Wynne, RMC 
Municipal Clerk 

mailto:karen.wynne@matawanborough.com
http://www.matawanborough.com/


PROPOSAL CHECKLIST 
 
Items required      Items submitted with proposal 
(Owner’s checkmarks)     (Respondent’s INITIALS) 
 

A. FAILURE TO SUBMIT ANY OF THESE ITEMS WITH PROPOSAL IS 
MANDATORY CAUSE FOR REJECTION OF PROPOSAL 

 
_____ Respondent’s Proposal (including one (1) hard copy plus one (1) CD copy) _____ 
 
_____ Rate Schedule for all Personnel (Secretarial, Clerical and the like are not 

reimbursable);         _____ 
  
_____ Copy of NJ Business Registration Certificate - Respondent   _____ 
 
_____ Statement of Ownership       _____ 
 
_____ Acknowledgement of receipt of addenda or revisions   _____ 
 
_____ Pay to Play Certification       _____ 
 

B. PREFERRED AT TIME OF PROPOSAL SUBMISSION, BUT MANDATORY 
WHEN INDICATED 

 
_____ Public Disclosure Statement (At least 10 days prior to award of contract) _____ 
 
 

C. FAILURE TO SUBMIT THESE ITEMS AT TIME OF PROPOSAL MAY BE 
CAUSE FOR REJECTION OF PROPOSAL 

 
_____ Non-Collusion Affidavit       _____ 
 
_____ Certificate of Professional Liability Insurance    _____ 
 
 

THE UNDERSIGNED RESPONDENT HEREWITH 
SUBMITS THE DOCUMENTS INDICATED ABOVE 

 
 
PRINT NAME OF RESPONDENT:  _________________________________________ 
 
ADDRESS:    _________________________________________ 
 
PRINT NAME AND TITLE:  _________________________________________ 
 
DATE:     _________________________________________ 
 
 

THIS CHECKLIST SHOULD BE INITIALED AND SIGNED WHERE INDICATED AND 
RETURNED WITH ALL ITEMS 

  



 
STATEMENT OF OWNERSHIP 

(NJSA 52:25-24.2) 
 
The VENDOR is (check one): 
 

  Individual    Partnership    PA       PC      LLC       LLP 
 

  Corporation   Joint Venture   Other (specify): _______________ 
 
 
I certify that: 
 

  No individual person or entity owns a 10% or greater interest in the Vendor. 
 

OR 
 

  The names and addresses of all persons of entities who own a 10% or greater interest in 
the Vendor or any listed entities are as follows: 
 
   NAMES:    ADDRESSES: 
 

1. ______________________________  ______________________________ 

2. ______________________________  ______________________________ 

3. ______________________________  ______________________________ 

4. ______________________________  ______________________________ 

5. ______________________________  ______________________________ 

 

  Check here if additional sheets are attached. 
 
  Check here to certify that no person or entity, except for those already listed above or 
on any attached sheets, owns a 10% or greater interest in the Vendor or any listed entities. 
 
  NAME OF VENDOR:  ______________________________ 
 
  SIGNED BY:    X____________________________ 
 
  PRINT NAME & TITLE:  ______________________________ 
 
  DATE:     ______________________________ 
 
NOTE:  If an entity owns a 10% or greater interest in the Vendor, list all owners of 10% or 
greater interest for each such entity.  Repeat the process of disclosure as necessary for each 
tier or level of ownership until the name and address of each individual person who owns a 
10% or greater interest in each listed entity has been disclosed. 
  



 
 
THESE ARE SAMPLES OF THE ONLY ACCEPTABLE BUSINESS REGISTRATION 

CERTIFICATES.  FAILURE TO SUBMIT ONE OF THESE DOCUMENTS WITH 
THE PROPOSAL WILL CAUSE YOUR PROPOSAL TO BE REJECTED.  

REGARDLESS OF THE FACT THAT A COPY MAY ALREADY BE ON FILE WITH 
THE COUNTY OF MONMOUTH. 

 
 

STATE OF NEW JERSEY BUSINESS REGISTRATION CERTIFICATE 
 
_______________________________________________________________________ 
 
Taxpayer Name: 
 
Trade Name: 
 
Address: 
 
 
 
Certificate Number: 
 
Date of Insurance: 
_______________________________________________________________________ 
 
For Office Use Only: 
 
 
 
 
 
 

STATE OF NEW JERSEY 
BUSINESS REGISTRATION CERTIFICATE 

_______________________________________________________________________ 
 
TAXPAYER NAME:     TRADE NAME: 
 
TAXPAYER IDENTIFICATION #   SEQUENCE NUMBER: 
 
ADDRESS:      ISSUANCE DATE: 
 
EFFECTIVE DATE: 
 
 
 



 
BOROUGH OF MATAWAN 

ACKNOWLEDGEMENT OF RECEIPT OF ADDENDA OR REVISIONS 
(if any) 

(Pursuant to Public Law 1999, Chapter 39) 
 
 

 
I, ____________________________________________________________________________ 
 
of the firm _____________________________________________________________________ 
 
hereby acknowledges that receipt of the following Addenda: 
 
Notice, Revision or      Acknowledgement Receipt 
Addendum No.  Dated  Title or Description  (Initials) 
 
 
____________  _______  ________________  _______ 
 
 
____________  _______  ________________  _______ 
 
 
____________  _______  ________________  _______ 
 
 
____________  _______  ________________  _______ 
 
 
____________  _______  ________________  _______ 
 
 
____________  _______  ________________  _______ 
 
 
___ No addenda were received 
 
Acknowledged for: ________________________________________________________ 
    (Name of Bidder) 
 
By: ____________________________________________ 
                (Signature of Authorized Representative) 
 
Name: __________________________________________ 
                                    (Print or Type) 
 
Title: ___________________________________________ 
 
Date: ___________________________________________ 
  



   

NON-COLLUSION AFFIDAVIT 
 

 
STATE OF NEW JERSEY:                     : ss 
COUNTY OF                         : 
 
I,  ________________________, Residing in ____________________________________________ 
                         (name of affiant)                                                       (name of municipality) 
 

in the County of ___________________ and the State of ______________, of full age, being duly 
sworn according to law of my oath depose and say that: 
 
I am a ____________________of the firm of _____________________________________________ 
           (title or position)    (company submitting bid) 
 
The bidder making the proposal for _____________________________________________________ 
        (title of bid) 
 

the bidder making the submission for the above named bid, and that I executed the said submission 
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 
_________________, Monmouth County, relies upon the truth of the statements contained in said 
Proposal and in the statements contained in this affidavit in awarding the contract for said Project. 
 
I further warrant that no person or selling agency has been employed or retained to solicit or secure 
such contract upon an agreement or understanding for a commission, percentage, brokerage or 
contingent fee, except bona fide employees or bona fide establish, commercial or selling agencies 
maintained  
 
__________________________________________________________________________________     

(company submitting bid) 
 

 
Subscribed and sworn to before me 
 
this _________ day of ______________, 20___ 
 
 
______________________________________ 
 
Notary Public, State of _____________________ _________________________________ 
                   (Signature of Affiant) 
 
 
My Commission expires ____________________ _________________________________    

      (Type or Print name of affiant and Title under signature) 
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