Purchasing Vendor Registration Checklist

[ ] Vendor Registration Form

[ ] Minority and Women-Owned Business Declaration Form

[ ] Disclosure of investment activities in Iran and Russia or Belarus
[ ]wW9

[ ] Affirmative Action Compliance Notice

[ ] Employee Information Report (Form AA-302)

Vendors can contact the purchasing department:
purchasing@essex.edu
973-877-3037
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VENDOR REGISTRATION FORM
MAILING ADDRESS FOR PURCHASE ORDERS:

Company Name (as recorded with IRS): DBA:

Mailing Name:

Street Address: Suite: POBox:__
City: State: Zip:

MAILING ADDRESS FOR PAYMENTS (if different from above):

Company Name (as recorded with IRS):

Mailing Name:
Street Address: Suite: PO Box:
City: State: Zip:

SALES CONTACT INFORMATION:

Name: Title:
Phone: Fax:
E-mail:

Taxpayer Identification Number (TIN):

|:| Taxpayer Identification Number (TIN) for Profit Organizations
|:| Taxpayer Identification Number (TIN) for Non-Profit Organization

NOTE: W-9 FORM MUST BE INCLUDED
NON-PROFIT ORGANIZATIONS - LETTER OF THE 501(C)(3) IS REQUIRED

ACCOUNTS RECEIVABLE CONTACT INFORMATION:

Name: Title:
Phone: Fax:
E-mail:

THIS SECTION MUST BE FILLED

Check those that apply: Ethnicity:

o SBE Small Business Enterprise o African American

0 MBE Minority Business Enterprise o Asian American

0 WBE Woman Business Enterprise o Caucasian American
o MWBE Minority Woman Business Enterprise O Hispanic American
o0 SMBE Small Minority Business Enterprise O Multiple Ethnicities
0 SMWBE Small Minority Women Business Enterprise o Native American

o SWBE Small Woman Business Enterprise O Unspecified

o Non-SBE/MBE/WBE/MWBE/SMBE/SMWBE/SWBE

Rev. 3/23



MINORITY AND WOMEN-OWNED BUSINESS DECLARATION FORM

Essex County College is attempting to identify vendors who qualify as a minority or women business in accordance with
New Jersey Executive Order #34. If your business falls into one of the categories below and you would like to answer the
following questions voluntarily, please do so. If your business does not fall into one of these categories, please leave this
form blank.

Please be advised that Essex County College will continue to award all bid and purchase orders in accordance with the
established New Jersey Statutes for Bidding and Contracts N.J.S.A.18A:64A-25.1 et seq.

The decision to complete this form will be done strictly on a voluntary basis. Essex County College guarantees that your
company will not be penalized in any way if you choose not to participate.

COMPANY NAME:

Are you a Minority-Owned business? Yes No

If yes, please check the item that best describes your business

African American
Asian American
Hispanic American
Native American
Caucasian American
Other Minority

Are you a Women-Owned business? Yes No

If yes, please check the item that best describes your business

Caucasian Woman

Minority Woman

Signature of Vendor

NOTE: All vendors are required to submit a New Jersey Business Registration Certification (P.L. 200, ¢.134 & P.L. 2004,
¢.57). Vendors conducting business with any State/County agency will be required to be registered with the New Jersey
Division of Revenue. The vendor will be required to submit, as part of a public bid or prior to issuing a purchase order, a
Business Registration Certificate issued by the Department of Treasury, Division of Revenue, with the State of New Jersey.
If your business is not registered, you can go to the following website,
http://www.state.nj.us/treasury/revenue/busregcert.shtml, or contact the New Jersey Division of Revenue to obtain
information regarding how to register your business.
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STANDARD BID DOCUMENT REFERENCE

Name of COMBINED CERTIFICATION: PROHIBITED ACTIVITIES IN RUSSIA AND
Form BELARUS & INVESTMENT ACTIVITIES IN IRAN
P.L.2022,c. 3
Statutory )
[ N.J.S.A. 52:32-55 et seq.
N.J.S.A. 40A:11-2.1
N.J.S.A. 18A:18A-49.4
Y/N Mandatory Optional N/A
Goods and
Applicability | LPCL Y| services X
PSCL Y Construction X
Instructions
Reference
Description P.L. 2022, c. 3 prohibits the award, renewal, amendment, or extension of State and

local public contracts for goods or services with persons or entities engaging in
prohibited activities in Russia or Belarus. P.L. 2012, c.25 prohibits the award or
renewal of State and local public contracts for goods and services with persons or
entities engaged in certain investment activities in the energy or finance sectors of Iran.

Before a goods and services contract can be entered into, vendors and contractors must
certify that neither they nor any parent entity, subsidiary, or affiliate is listed on the
New Jersey Department of the Treasury’s list of entities determined to be engaged in
prohibited activities in Russia or Belarus pursuant to P.L. 2022, c¢. 3 (“Russia-Belarus
list”) or in Iran pursuant to P.L. 2012, c. 25 ("'Chapter 25 list™).

The certification form requires the insertion of contracting unit identification information which should
be filled in (in italics on the form) prior to its use.
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https://www.nj.gov/treasury/administration/pdf/RussiaBelarusEntityList.pdf
https://www.nj.gov/treasury/administration/pdf/RussiaBelarusEntityList.pdf
http://www.state.nj.us/treasury/purchase/pdf/Chapter25List.pdf

Prohibited Russia-Belarus Activities & Iran Investment
Activities

|Person or Entity

Part 1: Certification

COMPLETE PART 1 BY CHECKING ONE OF THE THREE BOXES BELOW
Pursuant to law, any person or entity that is a successful bidder or proposer, or otherwise
proposes to enter into or renew a contract, for goods or services must complete the
certification below prior to contract award to attest, under penalty of perjury, that neither the
person or entity, nor any parent entity, subsidiary, or affiliate, is identified on the Department
of Treasury's Russia-Belarus list or Chapter 25 list as a person or entity engaging in
prohibited activities in Russia, Belarus or Iran. Before a contract for goods or services can be
amended or extended, a person or entity must certify that neither the person or entity, nor any|
parent entity, subsidiary, or affiliate, is identified on the Department of Treasury's Russia-
[Belarus list. Both lists are found on Treasury’s website at the following web addresses:
https://www.nj.gov/treasury/administration/pdf/RussiaBelarusEntityL ist.pdf
www.state.nj.us/treasury/purchase/pdf/Chapter25L ist.pdf.

As applicable to the type of contract, the above-referenced lists must be reviewed prior to
completing the below certification.

A person or entity unable to make the certification must provide a detailed, accurate, and
precise description of the activities of the person or entity, or of a parent entity, subsidiary, or
affiliate, engaging in prohibited activities in Russia or Belarus and/or investment activities in
Iran. The person or entity must cease engaging in any prohibited activities and provide an
updated certification before the contract can be entered into.

If a vendor or contractor is found to be in violation of law, action may be taken as appropriate
and as may be provided by law, rule, or contract, including but not limited to imposing
sanctions, seeking compliance, recovering damages, declaring the party in default, and
seeking debarment or suspension of the party.

CONTRACT AWARDS AND RENEWALS

D' | certify, pursuant to law, that neither the person or entity listed

above, nor any parent entity, subsidiary, or affiliate appears on the
N.J. Department of Treasury’s lists of entities engaged in prohibited
activities in Russia or Belarus pursuant to P.L. 2022, c. 3 or in
investment activities in Iran pursuant to P.L. 2012, c. 25 ("Chapter 25
List"). I further certify that I am the person listed above, or | am an
officer or representative of the entity listed above and am authorized
to make this certification on its behalf. (Skip Part 2 and sign and
complete the Certification below.)

CONTRACT AMENDMENTS AND EXTENSIONS
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D' | certify, pursuant to law, that neither the person or entity listed

above, nor any parent entity, subsidiary, or affiliate is listed on the
N.J. Department of the Treasury’s lists of entities determined to be
engaged in prohibited activities in Russia or Belarus pursuant to P.L.
2022, c. 3. | further certify that | am the person listed above, or I am
an officer or representative of the entity listed above and am
authorized to make this certification on its behalf. (Skip Part 2 and
sign and complete the Certification below.)

IF UNABLE TO CERTIFY

D . | am unable to certify as above because the person or entity and/or a

parent entity, subsidiary, or affiliate is listed on the Department's
Russia-Belarus list and/or Chapter 25 Iran list. 1 will provide a
detailed, accurate, and precise description of the activities as directed
in Part 2 below, and sign and complete the Certification below.
Failure to provide such will prevent the award of the contract to the
person or entity, and appropriate penalties, fines, and/or sanctions
will be assessed as provided by law.

Part 2: Additional Information
PLEASE PROVIDE FURTHER INFORMATION RELATED TO PROHIBITED

ACTIVITIES IN RUSSIA OR BELARUS AND/OR INVESTMENT ACTIVITIES IN

IRAN.

You must provide a detailed, accurate, and precise description of the activities of the person
or entity, or of a parent entity, subsidiary, or affiliate, engaging in prohibited activities in
Russia or Belarus and/or investment activities in Iran in the space below and, if needed, on
additional sheets provided by you.

Part 3: Certification of True and Complete Information

I, being duly sworn upon my oath, hereby represent and state that the foregoing
information and any attachments there, to the best of my knowledge, are true and
complete. | attest that | am authorized to execute this certification on behalf of the above-
referenced person or entity.

| acknowledge that Essex County College is relying on the information contained
herein and hereby acknowledge that | am under a continuing obligation from the date of
this certification through the completion of any contracts with Essex County College to
notify Essex County College in writing of any changes to the answers of information
contained herein.

I acknowledge that | am aware that it is a criminal offense to make a false statement
or misrepresentation in this certification. If I do so, | recognize that I am subject to
criminal prosecution under the law and that it will also constitute a material breach of my
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agreement(s) with Essex County College and that Essex County College at its option may
declare any contract(s) resulting from this certification void and unenforceable.
Title

Full Name
(Print)

Signature Date
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Request for Taxpayer

Give Form to the
m October 2018) Identification Number and Certification requester. Do not
Dapariment of e Treasury send to the IRS.
Intamat Revence Senice » Go to www.irs.gov/FormW3 for Instroctions and the lotest information.

1 Name (as shown on your income tox relum). Name is required on this lne; da not leave this ine blank.

2 Business nama/dsregarded entty name, ¢ difiesent from above

Toliowing seven hoxes.

[ inchiduationks propriteror L) CComporstion [ SComonstien [ partnersne [ Trustrestase
snpla-munber LLC

3 Chack appropriata hox for feceml tax chasfioation of the person whase narne is antered on na 1, Check only one of tha | 4 FxempSions {codes apply only 1o

oorlon wnlities, not mcdvduss; soo
rSlructions on page 33

Enempt parpoo code (il any)

[} Limitect tabiity company. Entar the tax =G comp

=5 corpor

another LLG that &s not diaregardod from the owner for US. federal tie
Is dismgarded from the owner shoukd check the

[ Othar {see insinuctions) >

Note: Check the appropdate box in the ine above for the tax classification of the single-member owrer. Do not check | E;
LLC If the LLC is classiod as a single-mambar LLC that is disregardad Srom the ownar unkias the owner of the LLC s

approgwiate box for the tax clissification of its owrer.

P=Partnership} »
from FATCA

Othaorwise, & singlo-mambor LLG that| ©00¢ ¥ 30y}

ponm— U

5 Address {number, strect, and apt. or sulte no.| See instructions.

Print or type.
See Specific Instructions on page 3.

Recuestar's rame and acdress (optional)

6 Gity, stata, wd 21 coca

7l {3} ham fo

Taxpayer Identification Number (TIN)

Entar your TIN in the approprate box. The TIN provided must match the name given on line 1 to avoid

wlmcherm his is generally your social security number (SSN). However, for &

or disregarded antity, see the instructions for Part |, later. For other - -

munommmmmmmummmvmnm see How lo get &
TIN, later

icdent alien, solo pr

anmkhrmuunam'm ses the nstructions for line 1. Also ses Wt Name and

Number To Give the Regquester for guidelines on whose number to enter.

0 Certification

Under penaities of perjury, | cantily that:

1. The number shown on this form is my correct taxpayer dentification number {or | am waiting for & number to be kssued to me), and

2. | am not subject to

because: {a) | am exampt from backup withholding, or () | have not been notified by the Internal Ravenue

backup withhoking
Servica (IRS) that | am subject to backup withholding as a result of a fallure 1o report all interest or dividends, or {c) the IRS has notified me that | am

no longer subject to backup withholding: and
3. 1ama U.S. citizen or other LS. parson (defined below); and

4. The FATCA code{s) entered on this form § any) mdicating that | am exempt from FATCA reporting is comect.

Certification instructions. You must cross out itam 2 above f you have baen notifled by the IRS that you are currently subjact to backup withhalding becsuse
you have {ailad 10 report all interest and dwvidends on your tax retum. For real estate transactions, itam 2 doas not spply. For mortgage inerest pasd,
acquisition or sbandonment of secured property, canceliation of debt, contributions to an individual retirement arangement IRA), and generally, payments
other than mterest and dmdends, you are not required 10 sign the cestification, but you must pravida your cormact TIN, See the instnactions for Part B, later,

Sign | signature of
Here U.S, person >

Dale »

General Instructions

Soction references are to the Internal Revenue Code uréess otharwise
noted.

Future devolopmants. For the Lates! i on about developmant:
mwanw-SlmhsMnxtbm,Mqum

after they were published, go to www.irs. gov/FormWs.
Purpose of Form

An individual or entity Form W-8 requester) who is requined to file an
idomation return with the 1RS must oblain your cormact taxpayer
identification number (TIN) which may be your soclal security number
(SSN), Individual taxpayer identdficaton number (ITIN), adoption
taxpayer identification number {ATIN), or employer Identification number
(EIN), 1o report on an information return the amount pald to you, or othar
amount reportable oa an information return, Examples of information
refums nclude, but are not limited 10, the following.

* Form 1099-INT {ierest sarned or paid)

* Form 1089-DIV (dividends, including those from stocks or mutual
funds)

* Form 1088-MISC (vanous types of income, prizes, awards, or gross
proceeds)
» Form 1089-B (stock or mutual fund sales and certain other
transactions by brokers)
* Form 1099-S {proceeds from real estate tranzactions)
* Form 10968-K (marchant card and third party network transactions)
* Form 1098 (home mortgaps interast), 1088-E (student loan interest),
1096-T (ruition)
* Form 1099-C {canceled dabl)
* Form 1099-A facauisition or abandonment of secured propety)
Use Form W-9 only if you are & U.S. person {inchuding a resident
alien), to provide your comrect TIN.
If you dao not refurn Form W-8 fo the requester with a TIN, you migh!
:wnmm.mmammm.
.

Cat. No. 10221X
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By signing the filled-out farm, you:

1. Certify that the TIN you are giving is correct (or you are waiting for a
number to be iasued),

2. Certify that you are not subject to backup withholding, or

3. Claim exemption from backup withholding if you are a U.S. exempt
payee. If applicable, you are also certifying that as a U.S. person, your
allocable share of any partnership income from a U.S. trade or business
is not subject 1o the withhelding iax on foreign partners' share of
effectively connected income, and

4, Certify that FATCA code(s) entered on this form {if any} indicating
that you are exempt from the FATCA reporting, is correct. See What is
FATCA reporting, later, for further information.

Note: If you are a UJ.8. person and a requaester gives you a form other
than Form W-8 to reguest your TiN, you must use the requester's form if
it Is substantially simitar to this Form W-9.

Definition of a U.S. person. For federal iax purposes, you ars
considered a U.S. person if you are:

« An individual who is a U.S. citizen or U.S. resident alien;

+ A partnership, corporation, company, or association created or
organized in the United States or under the laws of the United States;

* An estate (other than a forelgn estate); or
« A domestic trust (as defined in Regulations section 301.7701-7).

Special rules for parinerships. Partnerships that conduct a trade or
business in the United States are generally required to pay a withholding
tax under section 1446 on any foreign partners’ share of effectively
connected taxable income from such business. Further, in certain cases
where a Form W-9 has not been received, the rules under section 1446
require a partnership to presume that 2 partner is a foreign person, and
pay the section 1446 withholding tax. Therefore, if you are a U.S. person
that is a pariner in a partnership conducting a trade or business in the
United States, provide Form W-8 to the partnership to establish your
U.S. status and avoid section 1448 withholding on your share of
partnership income.

in the cases below, the following person must give Form W-3 to the
partnership for purposes of establishing its U.S. status and avoiding
withholding on its allocable share of net income from the partnership
conducting a trade or business in the Uniled States.

* In the case of a disregarded entity with a U.S. owner, the U.S. owner
of the disregarded entity and not the entity;

* In the case of a grantor trust with a U.S. grantor or other U.S. owner,
generally, the U.S. grantor or cther U.S. owner of the grantor trust and
not the trust; and

« in the case of a U.S. trust (other than a grantor trust, the U.S. trust
{other than a grantor trust) and not the beneficiaries of the trust.

Foreign person. If you are a foreign persen or the U.S. branch of a
foreign bank that has elected to be treated as a U.S. person, do not use
Form W-9. Instead, use the appropriate Form W-8 or Form 8233 (see
Pub. 515, Withhclding of Tax on Nonresident Aliens and Foreign
Entities).

:

Nonr t alien who b a t alien. Generally, only a
nonresident alien individual may use the terms of a tax treaty to reduce
or gliminate U.S. tax on certain types of income. However, most tax
treaties contain a provision known as a “saving clause.” Exceptions
specified in the saving clause may permit an exemption from tax to
continue for certain types of income even after the payee has otherwise
become a U.S. resident alien for tax purposes.

If you are a U.S. resident alien who is relying on an exception
contained in the saving clause of a tax treaty to claim an exemption
from U.S. tax on certain types of income, you must attach a statement
to Form W-9 that specifies the following five items.

1. The treaty country. Generally, this must be the same treaty under
which you clamed exemption from tax as a nonresident afien.

2. The treaty article addressing the incoms.

3. The article number (or focation} in the tax treaty that contains the
saving clause and Its exceptions.

4. The type and amount of income that qualifies for the exemption
from tax.

5. Sufficient facts to justify the exemption from tax under the terms of
the treaty article.

Rev. 2/23

Example. Article 20 of the U.S.-China income tax treaty allows an
exemption from tax for scholarship income received by a Chinese
student temporarily present in the United States. Under U.S. law, this
student will become a resident alien for tax purposes if his or her stay in
the United States exceeds 5 calendar years. However, paragraph 2 of
the first Protocal fo the U.S.-China treaty {dated April 30, 1984) allows
the provisions of Article 20 to continue to apply even after the Chinese
student becomes a resident alien of the United States. A Chinese
student who qualifies for this exception {under paragraph 2 of the first
protacol) and is relying on this exception to claim an exemption from tax
on his or her schofarship or fellowship income would attach to Form
W-9 a statement that includes the information described above to
support that exemption.

If you are a nonresident alier or a foreign entity, give the requester the
appropriate completed Form W-8 or Form 8233.

Backup Withholding

What is backup withholding? Persons making certain payments to you
must under cartain conditions withhold and pay to the IRS 24% of such
payments. This is called “backup withholding.” Payments that may be
subject to backup withholding include interest, tax-exempt interest,
dividends, broker and barter exchange transactions, rents, royalties,
nonemployee pay, payments made in settlement of payment card and
third party network transactions, and certain payments from fishing boat
operators. Real estate transactions are not subject to backup
withholding.

You will not be subject to backup withholding on payments you
receive if you give the requester your correct TIN, make the proper
certifications, and report all your taxable interest and dividends on your
tax retumn.

Payments you receive will be subject to backup withholding if:
1. You do not furnish your TIN to the requester,

2. You do not certify your TIN when required (see the instructions for
Part 1l for details),

3. The IRS tells the requester that you fumnished an incorrect TIN,

4. The IRS tells you that you are subject to backup withholding
because you did not report all your interest and dividends on your tax
return (for reportable interest and dividends only}, or

5. You do not certify to the requester that you are not subject to
backup withholding under 4 abave (for reportable interest and dividend
accounts opened affer 1983 only).

Certain payees and payments are exempt from backup withholding.
See Exemnpt payee code, later, and the separate Instructions for the
Requester of Form W-9 for more information.

Also see Special rules for partnerships, earlier.

What is FATCA Reporting?

The Foreign Account Tax Compliance Act (FATCA) requires a
participating foreign financial institulion to report alt United States
account holders that are specified United States persons. Certain
payees are exempt from FATCA reporting. See Exemption from FATCA
reporting code, later, and the Instructions for the Requester of Form
W-8 for more information,

Updating Your Information

You must provide updated information to any perscn to whom you
claimed to be an exempt payee if you are no longer an exempt payee
and anticipate receiving reportable payments in the future from this
persaon. For example, you may need to provide updated information if
you are a C corporation that elects to be an S corporation, or if you no
lenger are tax exempt. In addition, you must furnish a new Form W-8 i
the name or TIN changes for the account; for example, if the grantor of a
grantor trust dies.

Penalties

Failure to furnish TIN. if you fail to furnish your correct TIN to a
requester, you are subject to a penalty of $50 for each such failure
unless your failure is due to reasonable cause and not to willful neglect.
Civil penalty for false information with respect to withholding. If you
make a false statement with nc reasonable basis that results in no
backup withhelding, you are subject to a $500 penalty.
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Criminal penalty for falsifying information. Wikfully falsifying
certifications or affirmations may subject you to eriminal panalties
including fines and/or imprisonment.

Misuse of TINs. If the requester discloses or uses TiNs in violation of
federal law, the requaster may be subject to civil and criminal penalties.

Specific Instructions
Line 1

You must enter one of the following on this line; da not leave this line
blank. The name should match the name on your tax return.

If this Form W-9 is for a joint account (other than an account
maintained by a foreign financial institution (FFI)), list first, and then
circle, the name of the person or entity whose number you entered in
Part | of Form W-9. If you: are providing Form W-9 to an FFI to document
a joint account, each holder of the account that is a U.S. person must
provide a Form W-8,

a. Individual. Generally, snter the name shown on your tax retumn. If
you have changed your last name without informing the Social Security
Administration (SSA) of the name change, enter your first name, the last
name as shown on your social security card, and your new last name.

Note: ITIN appiicant: Enter your individual name as it was entered on
your Form W-7 application, line 1a. This should also be the same as the
name you entered on the Form 1040/1040A/1040EZ you filed with your
application.

b. Sole proprietor or single-member LLC. Enter your individual
name as shown cn your 1040/1040A/1040EZ on line 1. You may enter
your business, trade, or “doing business as” (DBA) name on fine 2.

¢. Partnership, LLC that is not a single-member LLC, C
corporation, or S corporation. Enter the entity's name as shown on the
entity's tax return on fina 1 and any business, trade, or DBA name con
line 2.

d. Other entities. Enter your name as shown on required U.S. federal
tax documents on line 1. This name should match the name shown on the
charter ar other lagal documant craating the entity. You may enter any
business, trade, or DBA name on line 2.

e. Disregarded entity. For U.S. federal tax purposes, an entity that is
disregarded as an entity separate from its owner is treated as a
“disregarded entity ” See Regulations section 301.7701-2(c){2)(iii}. Enter
the owner's name on line 1. The name of the entity entered on line 1
should never be a disregarded entity. The name on line 1 should be the
name shown on the income tax return on which the income should be
reported. For exampie, if a foreign LLC that is treated as a disregarded
entity for U.S. federal tax purposes has a single owner that is a U.S.
person, the U.S. owner's name is required to be provided on fine 1. If
the direct owner of the entity is alsc a disregarded entity, enter the first
owner that is not disregarded for federal tax purposes. Enter the
disregarded entity's name on line 2, "Business name/disregarded entity
name.” If the owner of the disregarded entity is a foreign person, the
owner must complete an appropriate Form W-8 instead of a Form W-9.
This is the case even if the foreign person has a U.S. TiN,

tine2

If you have a business name, trade name, DBA name, or disregarded
entity name, you may enter it on fine 2.

Line3

Check the appropriate box an line 3 for the U.S. federal tax
classification of the person whose name is entered on line 1. Chack only
one box on line 3.

Rev. 2/23

IF the entity/person on line 1is | THEN check the box for . ..
afn)...
+ Corporation Corporation

* Individual

« Sola proprietorship, or

* Single-member limited liabifity
company (LLC) owned by an
individual and disregarded for U.S.
federal tax purposes.

individual/sole proprietor or single-
member LLC

* LLC treated as a partnership for
U.S. federal tax purposes,

= LLC that has fited Form 8832 or
2553 to be taxed as a corporation,
or

» LLC that is disregarded as an
entity separate from its owner but
the owner is another LLC that is
not disregarded for U.S. federal tax
purposes.

Limited fiability company and enter
the appropriate tax classification.
{P= Partnership; C= C corporation;
or 8= 8 corporation}

* Partnership

Partnership

« Trust/estate

Trust/estate

Line 4, Exemptions

if you are exempt from backup withholding and/or FATCA reporting,
enter in the appropriate space on line 4 any code(s) that may apply to

you.
Exempt payee code.

* Generally, individuals {including sole proprietors) are not exempt from

backup withhelding.

» Except as provided below, corparations are exempt from backup
withholding for certain payments, including interest and dividends.

+ Corporations are not exempt from backup withholding for payments
made in settlement of payment card or third party netwark transactions.

» Corporations are not exempt from backup withholding with respect to
attorneys’ fees or gross proceeds paid to attorneys, and corporations
that provide medical or health care services are not exempt with respect
to payments reportable on Form 1099-MISC.

The following codes identify payees that are exempt fram backup
withholding. Enter the appropriate code in the space in line 4.

1—An organization exempt from tax under section 501(a), any IRA, or
a custodial account under section 403(b){7) if the account satisfies the
requiremnents of section 401{f)(2)

2—The United States or any of its agencies or instrumentalities

3-—A state, the District of Columbia, a U.8. commonweaith or
possession, or any of their political subdivisions or instrumentalities

4—A foreign government or any of its political subdivisions, agencies,
or instrumentalities

5—A corporation

B6—A dealer in securities or commodities required to register in the
United States, the District of Columbia, or a 13.8. commonwealth or
possession

7~—A futures commission merchant registered with the Commodity
Futures Trading Commission

8—A real estate investment trust

9—An entity registered at alf imes during the tax year under the
Investment Company Act of 1940

10—A common trust fund operated by a bank under section 584(a)
11—A financial institution

12— A middleman known in the investment community as a nominee or
custodian

13—A trust exempt from tax under section 664 or described in section
4947
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The following chart shows types of payments that may be exempt
from backup withholding. The chart applies to the exempt payees listed
above, 1 through 13,

IF the paymentisfor... THEN the payment is exempt
for...
Interest and dividend payments All exempt payees except
. for7
Broker transactions Exempt payees 1 through 4 and 6

through 11 and all C corporations.
S corporations must not enter an
exempt payee code because they
are exempt only for sales of
nancovered securities acquired
priorto 2012,

Barter exchangs transactions and
patronage dividends

Exempt paysas 1 through 4

Payments over $600 required to be | Generally, exempt payess
reported and direct sales over 1 through 52

$5,000°

Payments made in settlement of
payment card or third party network
transactions

Exempt payees 1 through 4

* See Form 1009-MISC, Miscellaneous Incame, and its instructions.

2 However, the following payments mads to a corporation and
reportable on Form 1098-MISC are not exempt from backup
withholding: medical and health care payments, attorneys’ fees, gross
proceeds paid to an attorney reportable under section 6045(f), and
payments for services paid by a federal executive agency.

Exemption from FATCA reporting code. The following codas identify
payees that are exempt from reporting under FATCA. These codes
apply to parsons submitting this form for accounts maintained outside
of the United States by certain foreign financial institutions. Therefore, if
you are only submitting this form for an account you hold in the United
States, you may leave this field blank. Consuit with the person
requesting this form if you are uncertain if the financial institution is
subject to these requirements. A requester may indicate that a code is
not required by providing you with a Form W-9 with “Not Applicable” (or
any similar indication) written or printed on the line for a FATCA
exemption code.

A~—An organization exempt from tax under section 501(a) or any
individual retirement plan as defined in section 7701(g)(37)

B—The United States or any of its agencies or instrumentalities

G—A state, the District of Columbia, a U.5. commonwealth or
possession, or any of their political subdivisions or instrumentalities

D—A corporation the stock of which is regularly traded on one or
more established securities markets, as described in Regulations
section 1.1472-1(c)(1)()

E--A corporation that is a member of the same expanded affiliated
group as a corperation described in Reguiations seclion 1.1472-1(c){1)()

F—A deater in securities, commaodities, or derivative financial
instruments (including notional principal contracts, futures, forwards,
and options}) that is registered as such under the laws of the United
States or any state

G—A real estate investment trust

H—A regulated invesimeni company as defined in secticn 851 or an
entity registered at alf times during the tax year under the Investment
Company Act of 1840

|—A common trust fund as defined in section 584(a)

J--A bank as defined in section 581

K--A broker

L—A trust exempt from tax under section 864 or described in section
4947(x)(1}
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M—A tax exempt trust under a section 403(b) plan or section 457(g)
plan

Note: You may wish to consuit with the financial institution requesting
this form to determine whether the FATCA code and/or exempt payee
code should be completed.

Line 5

Enter your address {number, street, and apartment or suite number),
This is where the requester of this Form W-9 will mail your information
returns. If this address differs from the one the requester already has on
file, write NEW at the top. If a new address is provided, there is still a
chance the old address will be used until the payor changes your
address in their records.

Line 6
Enter your city, state, and ZIP code.

Part |. Taxpayer identification Number (TIN)

Enter your TIN in the appropriate box. If you are a resident alien and
you do not have and are not eligible to get an SSN, your TIN is your IRS
individual taxpayer identification number (ITIN). Enter it in the social
security number box. if you do not have an [TIN, see How fo get a TIN
below.

If you are a sole proprietor and you have an EIN, you may enter either
your SSN or EIN.

if you are a single-member LLC that is disregarded as an entity
separate from its owner, enter the owner's SSN (or EIN, if the owner has
one}. Do not enter the disregarded entity’s EIN. If the LLC is classified as
a corporation or partnership, enter the entity’s EIN.

Note: See What Narne and Number To Give the Requester, later, for
farther clarification of name and TiN combinations.

How to get a TIN. If you do not have a TIN, apply for one immediately.
To apply for an SSN, get Form SS-5, Application for a Social Security
Card, from your local SSA office or get this form online at
wiww.SSA.gov. You may also get this form by calling 1-800-772-1213.
Use Form W-7, Application for IRS Individual Taxpayer Identification
Numbet, to apply for an ITIN, or Form $3-4, Application for Employer
Identification Number, to apply for an EIN. You can apply for an EiN
online by accessing the IRS website at www.irs.gov/Businesses and
clicking on Employer Identification Number {EiN} under Starling a
Business. Go to www.irs.gov/Forms to view, download, or print Form
W-7 and/or Form $5-4. Or, you can go to www.irs.gov/OrderForms to
place an order and have Form W-7 and/or $53-4 mailed to you within 10
business days.

If you are asked to complete Form W-9 but do not have a TIN, apply
for a TIN and write “Applied For” in the space for the TIN, sign and date
the form, and give it to the requester. For interest and dividend
payments, and certain payments made with respect to readily tradable
instruments, generally you wilt have 80 days to get a TIN and give it tc
the requester hafare you are subject to backup withholding on
payments. The 60-day rule does not apply to other types of payments.
You will be subject to backup withholding on all such payments until
you provide your TIN to the requester.

Note: Entering “Applied For” means that you have already applied for a
TIN or that you intend to apply for one soon.

Caution: A disregarded U.S. entity that has a foreign owner must use
the appropriate Form W-8.

Part Il. Certification

To establish to the withholding agent that you are a U.S. person, or
resident alien, sign Form W-9. You may be requested to sign by the
withholding agent even if item 1, 4, or 5 below indicates otherwise.

Far a joint account, only the person whose TIN is shown in Part |
should sign (when required). In the case of a disregarded entity, the
persen identified on line 1 must sign. Exempt payees, see Exempt payes
code, earlier.

Signature requirements. Complete the certification as indicated in
items 1 through 5 below.
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1. Interest, dividend, and barter exchange accounts opened
before 1984 and broker accounts considered active during 1983,
You must give your correct TIN, but you do not have to sign the
certification.

2. interest, dividend, broker, and barter exchange accounts
opened after 1983 and broker accounts considered inactive during
1883. You must sign the certification or backup withholding will apply. If
you are subject to backup withholding and you are merely providing
your correct TIN to the requester, you must cross out item 2 in the
certification before signing the form.

3. Real estate transactions. You must sign the certification. You may
cross out item 2 of the certification.

4. Other payments. You must give your correct TIN, but you do not
have to sign the certification unless you have been notified that you
have previously given an incorrect TiN. “Other payments” include
payments made in the course of the requester’s trade or business for
rents, royalties, goods (other than bills for merchandise), medical and
health care services (including payments to corporations), payments to
a nonemployee for services, payments made in setilement of payment
card and third party network transactions, paymenis to certain fishing
boat crew members and fishermen, and gross proceeds paid to
attarneys (including payments to corporations).

5. Mortgage interest paid by you, acquisition or abandonment of
secured property, cancellation of debt, qualified tuition program
payments (under section 529), ABLE accounts {under section 5294),
IRA, Coverdell ESA, Archer MSA or HSA contributions or
distributions, and pension distributions. You must give your correct
TIN, but you do not have to sign the certification.

What Name and Number To Give the Requester

For this type of account: Give name and SSN of:

Individual The individual

The aclual owner of the account or, i
combined funds, the first individual on
the account”

2. Two or more individuals {joint
account) other than an account
maintained by an FFi

3. Two or more L).S. persons Each holder of the account

(joint account maintained by an FFI)
The minor”

F

. Custodiat account of & minor
{Uniform Gift to Minors Act)

. 8. The usual revocable savings trust
(grantor is also trustes)
b. So-called trust account that is not{ The actual owner
a legat or valid trust under state law

o

The grantor-trustes’

1

B. Sole proprietorship or disregarded | The owner
eniity owned by an individual
7. Grantor trust filing under Optional The grantor”

Form 1099 Filing Method 1 {see
Regulations section 1.671-4(6)2)()
A

For this type of account: Give name and EIN of:
8. Disragarded entity not owned by an | The owner
individual
9. A valid trust, estate, or pension trust | Lagal enﬁty‘
10. Corporation or LLC electing The corporation
corporate status on Form 8832 er
Form 2553
11. Association, club, refigicus, The organizaticn
charitabie, educational, or other tax-
exempt organization
12. Partnership or muiti-member LLC The partnership

13. A broker or registered nominee The broker or nominee
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For this type of account:
14, Account with the Department of
Agricuftura in the name of a public
entity {such as a state or local
government, school district, or
prison) that receives agricultural
program paymenis

Give name and EIN of:
The public entity

15. Grantor trust filing under the Form
1041 Filing Method or the Optional
Form 1039 Filing Method 2 {see
Requlaticns section 1.671-4(b){2)(1)(B)

The trust

! List first and circle the name of the person whose number you furnish.
if only one person on a joint account has an 88N, that person’s number
must be furnished.

2 Circle the minor’s name and furnish the minor's SSN.

? You must show your individual name and you may also enter your
business or DBA name on the “Business name/disregarded entity”
name line. You may use either your SSN or EIN (if you have one), but the
IRS encourages you to use your SSN.

* List first and circle the name of the trust, estate, or pension trust, {Do
not furnish the TIN of the personal representative or trustee unless the

legal entity itself is not designated in the account title.) Alsc see Special
rules for partnerships, earlier.

*Note: The grantor also must provide a Form W-9 to trustee of trust.

Note: If na name is circled when more than one name is listed, the
number will be considered to be that of the first name listed.

Secure Your Tax Records From ldentity Theft

Identity theft occurs when someone uses your personal information
such as your name, SSN, or other identifying information, without your
permission, to commit fraud or other crimes. An identity thief may use
your SSN to get a job or may file a tax return using your SSN to receive
a refund.

To reduce your risk:
* Protect your SSN,
* Ensure your employer is protecting your SSN, and
* Be careful when choosing a tax preparer.

If your tax records are affected by identity theft and you receive a
notice from the IRS, respond right away to the name and phone number
printed on the IRS notice or letter,

If your tax records are not currently affected by identity theft but you
think you are at risk due to a lost or stolen purse or wallet, questionable
credit card activity or credit report, contact the IRS Identity Theft Hotline
at 1-B00-908-4490 or submit Form 14039,

For more information, see Pub. 5027, |dentity Theft Information for
Taxpayers.

Victims of identity theft who are experiencing economic harm cr a
systemic problem, or are seeking help in resolving tax problems that
have not been resolved through normal channels, may be eligible for
Taxpayer Advocate Service {TAS} assistance. You can reach TAS by
calling the TAS toli-free case intake line at 1-877-777-4778 or TTY/TDD
1-800-829-4059.

Protect yourse!f from suspicious emails or phishing schemes.
Phishing is the creation and use of email and websites designed to
mimic legitimate business emails and websites. The most common act
is sending an email to a user falsely claiming to be an established
legitimate enterprise in an attemnpt to scam the user inte surrendering
private information that will be used for identity theft.
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The IRS does not initiate contacts with taxpayers via emails. Also, the
IRS does not request personal detailed information through email or ask
taxpayers for the PIN numbers, passwords, or similar secret access
information for their credit card, bank, or other financial accounts.

If you receive an unsclicited email claiming to be from the IRS,
forward this message ic phishing@irs.gov. You may also report misuse
of the IRS name, logo, or other IRS property to the Treasury Inspector
General for Tax Administration (TIGTA) at 1-800-386-4484. You can
forward suspicious emails to the Federal Trade Commission at
spam@uce.gov or report them at www.flc.gov/complaint. You can

contact the FTC at www. ftc.gov/idtheft or B77-IDTHEFT (877-438-4338).

If you have been the victim of identity theft, see www.ldentityTheft.gov
and Pub. 5027.

Visit www.irs.gov/identityTheft to learn more about identity theft and
how te reduce your risk.
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Privacy Act Notice

Section 6109 of the Internal Revenue Code requires you to provide your
correct TN to persons (including federal agencies} who are required to
file information returns with the IRS to report interest, dividends, or
certain other income paid fo you; mortgage interest you paid; the
acquisition or abandonment of secured property; the canceliation of
debt; or contributions you made to an IBA, Archer MSA, or HSA. The
person collecting this form uses the information on the form to file
information returns with the IRS, reporting the above information.
Routine uses of this information include giving it to the Department of
Justice for civil and criminal litigation and to cities, states, the District of
Columbia, and U.S. commonwealths and possessions for use in
administering their laws. The information also may be disciosed to cther
countries under a treaty, to federal and state agencies to enforce civil
and criminal laws, or to federal law enforcement and intelligence
agencies to cambat lerrorism. You must provide vour TIN whether or
not you are required to file a tax return. Under secticn 3406, payers
must generally withhoid a percentage of taxable interest, dividend, and
certain other payments to a payee who does not give a TiN to the payer.
Certain penalties may also apply for providing false or fraudulent
information.
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Form AA302 Divisionof Purchase & Property
Rev. 02/22 Contract Compliance Audit Unit
EEO Monitoring Program

EMPLOYEE INFORMATION REPORT

IMPORTANT-READ INSTRUCTIONS CAREFULLYBEFORECOMPLETING FORM. FAILURETO PROPERLYCOMPLETE THE ENTIRE FORM AND TO SUBMIT THE REQUIRED
$150.00 FEE MAY DELAY ISSUANCEOF YOUR CERTIFICATE. DO NOT SUBMIT EEO-1REPORTFOR SECTION B, ITEM 11. For Instructions on completing the form, go to:

https://www.nj.gov/treasury/contract compliance/documents/pdf/forms/aa302ins.pdf

SECTION A - COMPANY IDENTIFICATION

1. FID. NO. OR SOCIAL SECURITY 2. TYPE OF BUSINESS 3. TOTAL NO. EMPLOYEES IN THE ENTIRE
LMFG [] 2 SERVICE [] 3.WHOLESALE COMPANY
[ 4.ReTAIL [ 5.0OTHER

1. COMPANY NAME COMPANY E-MAIL

2. STREET CITY COUNTY STATE ZIP CODE

3. NAME OF PARENT OR AFFILIATED COMPANY (IF NONE, SO INDICATE) CITY STATE ZIP CODE

7. CHECK ONE: IS THE COMPANY: O SiNGLE-FSTABLISHMENT FMPLOYER O MULTIESTABLISHMENT FMPLOYER

8. IFMULTI-ESTABLISHMENT EMPLOYER, STATE THE NUMBER OF ESTABLISHMENTS IN NJ
9. TOTAL NUMBER OF EMPLOYEES AT ESTABLISHMENT WHICH HASBEEN AWARDED THE CONTRACT
10. PUBLIC AGENCY AWARDING CONTRACT

CITY COUNTY STATE ZIP CODE

Official Use Only DATE RECEIVED INAUG.DATE ASSIGNED CERTIFICATION NUMBER

SECTIONB -EMPLOYMENT DATA

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

no employees in a particular category, enter a zero. Include ALL employees, not just those in minority/non-minority categories, in columns 1, 2, & 3. DONOTSUBMIT
ANEEO-1REPORT.

ALL
JOB EMPLOY| PERMANENT MINORITY/NON-MINORITY EMPLOYEE BREAKDOWN
CATEGORIES EES
COL.1| COL.2 | COL.3 MALE FEMALE
Total Male | Female
20R 20R
(Cgc:zl))s).Z BLACK | HISPANIC IQII\DAII,EAF?\I ASIAN T/IOINN MORE | BLACK|HISPANIC Iﬁ'\D/III,EARN ASIAN T\IA?S MORE
RACES RACES
Officials/
Managers
Professionals
Technicians
SalesWorkers
Office & Clerical
Craftworkers
(Skilled)
Operatives
(Semi-skilled)
Laborers
(Unskilled)
Service Workers
TOTAL
Totalemployment
From previous
Report (if any)
The data below shall NOT be included in the figures for the appropriate categories above.
Temporary & Part-
Time Employees
12. HOW WAS INFORMATION AS TO RACE OR ETHNIC GROUP IN SECTION B OBTAINED? 14. IS THIS THE FIRST 15. IF NO, DATE LAST
1. Visual Survey 2. Employment Record 3. Other (Specify) Employee Information REPORT SUBMITTED
O O O )
Report Submitted?
MO. DAY YEAR
13. DATES OF PAYROLL PERIOD USED
From: To: 1. ves[ | 2 Nd
SECTIONC - SIGNATUREAND IDENTIFICATION
16. NAME OF PERSON COMPLETING FORM (Print or Type) SIGNATURE TITLE DATE
MO PAY YEAR

17. ADDRESS NO.& STREET CiITYy COUNTY STATE  ZIP CODE PHONE (AREA CODE, NO. EXTENSION)



http://www.nj.gov/treasury/contract_compliance/documents/pdf/forms/aa302ins.pdf

SAMPLE CERTIFICATE OF EMPLOYEE INFORMATION REPORT

Certification 111XX
CERTIFICATE OF EMPLOYEE INFORMATION REPORT

INITIAL

This is to certify that the contractor listed
N.J.A.C. 17:27-1.1 el seq. and the

effectforthe periodof  15-DEC-

SAMPLE COMPANY, INC. '?_
33 WEST STATE STREET
TRENTON, NJ 08625 :

Information Report pursuant to

3 (
vum submmc?‘ap Fie
X rt. This approval will remain in

\?15 -DEC-20XX

Stale Treasurer






