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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 set 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 Friday, January 27, 2017 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 2017: 
 

Borough Engineer 
Borough Planner 
Borough Redevelopment Engineer 
Borough Redevelopment Planner 
Special Projects Engineering Pool  
Borough Architect 
Borough Appraiser 
Borough Financial Advisor 
Borough COAH Attorney 
Special Counsel Pool 
Borough Property & Casualty Insurance Broker 

 
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, Friday, January 27, 2017. 
 
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 19:44A-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       _____ 
 
_____ 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: 
 
 
 



 
   

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) 
 
  



 
  



 

 
  



 

 
  



 
  



 

 
 
  



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 form 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).  Additional information on the process is available in 
Local Finance Notice 2006-1 (www.nj.gov/dca/lgs/lfns/lfnmenu.shtml).   

1. The disclosure is required for all contracts in excess of $17,500 that are not awarded pursuant to 
a “fair and open” process (N.J.S.A. 19:44A-20.7). 

2. Due to the potential length of some contractor submissions, the public agency should consider 
allowing data to be submitted in electronic form (i.e., spreadsheet, pdf file, etc.).  Submissions 
must be kept with the contract documents or in an appropriate computer file and be available for 
public access.  The form is worded to accept this alternate submission.  The text should be 
amended if electronic submission will not be allowed. 

3. The submission must be received from the contractor and on file at least 10 days prior to award 
of the contract.  Resolutions of award should reflect that the disclosure has been received and is 
on file. 

4. The contractor must disclose contributions made to candidate and party 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 and political committees of the 
officials and candidates affected by the disclosure. 

a. The Division has prepared model disclosure forms for each county.  They can be 
downloaded from the “County PCD Forms” link on the Pay-to-Play web site at 
www.nj.gov/dca/lgs/p2p.   They will be updated from time-to-time as necessary. 

b. A public agency using these forms should edit them to properly reflect the correct 
legislative district(s).  As the forms are county-based, they list all legislative districts in 
each county.  Districts that do not represent the public agency should be removed 
from the lists. 

c. Some contractors may find it easier to provide a single list that covers all contributions, 
regardless of the county.  These submissions are appropriate and should be accepted. 

d. The form may be used “as-is”, subject to edits as described herein. 
e. The “Contractor Instructions” sheet is intended to be provided with the form.  It is 

recommended that the Instructions and the form be printed on the same piece of paper.  
The form notes that the Instructions are printed on the back of the form; where that is not 
the case, the text should be edited accordingly. 

f. The form is a Word document and can be edited to meet local needs, and posted for 
download on web sites, used as an e-mail attachment, or provided as a printed document. 

5. It is recommended that the contractor also complete a “Stockholder 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.  (See Local Finance Notice 2006-7 for additional 
information on this obligation)  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. 

http://www.nj.gov/dca/lgs/lfns/lfnmenu.shtml
http://www.nj.gov/dca/lgs/p2p


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 P.L. 2005, c. 271, s.2 (N.J.S.A. 19:44A-20.26).  This law provides that 10 days prior to the award 
of such a contract, the contractor shall disclose contributions to:  

• any State, county, or municipal committee of a political party 
• any legislative leadership committee* 
• any continuing political committee (a.k.a., political action committee) 
• any candidate committee of a candidate for, or holder of, an elective office: 

o of the public entity awarding the contract 
o of that county in which that public entity is located 
o of another public entity within that county 
o or of a legislative district in which that public entity is located or, when 

the public entity is a county, of any legislative district which includes all 
or part of the county 

The disclosure must list reportable contributions to any of the committees that exceed $300 per 
election cycle that were made during the 12 months prior to award of the contract.  See N.J.S.A. 
19:44A-8 and 19:44A-16 for more details on reportable contributions. 
 

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

• individuals with an “interest” ownership or control of more than 10% of the profits or 
assets of a business entity or 10% of the stock in the case of a business entity that is a 
corporation for profit 

• all principals, partners, officers, or directors of the business entity or their spouses 
• any subsidiaries directly or indirectly controlled by the business entity 
• IRS Code Section 527 New Jersey based organizations, directly or indirectly controlled 

by the business entity and filing as continuing political committees, (PACs). 

When the business entity is a natural person, “a contribution by that person’s spouse or child, 
residing therewith, shall be deemed to be a contribution by the business entity.” [N.J.S.A. 19:44A-
20.26(b)]  The contributor must be listed on the disclosure. 

Any business entity that fails to comply with the disclosure provisions shall be subject to a fine 
imposed by ELEC in an amount to be determined by the Commission which may be based upon the 
amount that the business entity failed to report. 

The enclosed list of agencies is provided to assist the contractor in identifying those public agencies 
whose elected official and/or candidate campaign committees are affected by the disclosure 
requirement.  It is the contractor’s responsibility to identify the specific committees to which 
contributions may have been made and need to be disclosed.  The disclosed information may exceed 
the minimum requirement. 

The enclosed form, a content-consistent facsimile, or an electronic data file containing the required 
details (along with a signed cover sheet) may be used as the contractor’s submission and is 
disclosable to the public under the Open Public Records Act. 

The contractor must also complete the attached Stockholder 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. 
1 N.J.S.A. 19:44A-3(s):  “The term "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 section 16 of 
P.L.1993, c.65 (C.19:44A-10.1) for the purpose of receiving contributions and making expenditures.” 



 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 $300 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) 



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) 



List of Agencies with Elected Officials Required for Political Contribution Disclosure 
N.J.S.A. 19:44A-20.26 

County Name:   
State: Governor, and Legislative Leadership Committees 
Legislative District #s:  

State Senator and two members of the General Assembly per district. 
 
County:  
 Freeholders   County Clerk  Sheriff 
 {County Executive}  Surrogate   
 
Municipalities (Mayor and members of governing body, regardless of title): 
 
 
 
 
 

USERS SHOULD CREATE THEIR OWN FORM, OR DOWNLOAD 
FROM WWW.NJ.GOV/DCA/LGS/P2P A COUNTY-BASED, 

CUSTOMIZABLE FORM. 
 

http://www.nj.gov/DCA/LGS/P2P


STOCKHOLDER DISCLOSURE CERTIFICATION  
 

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) 

 
 
G:\MUNICIPAL CLERK\Fair & Open Bidding\2017 Fair & Open\2017 Fair & Open RFP Reso170125.doc 
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