
Purchasing Vendor Registration Checklist 

 Vendor Registration Form  

 Disclosure of investment activities in Iran  

 Certification of Non-Involvement in Prohibited Activities in Russia or 

Belarus 

 W9  

 Affirmative Action Compliance Notice 
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purchasing@essex.edu  
973-877-3037
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By state law, vendors are required to submit the following compliance documents 

prior to entering into contracts with a public entity (Compliance Documents): 

• Disclosure of ownership interests required by N.J.S.A. 52:25-24.2;

• Political contribution disclosure required by N.J.S.A. 19:44A-20.26;

• Certification regarding investment activities in Iran required by N.J.S.A.

52:32-55;

• Certification regarding prohibited activities in Russia or Belarus required by

N.J.S.A. 52:32-60.1;

• Evidence of compliance with New Jersey’s affirmative action and equal

employment laws required by N.J.S.A. 10:5-31 et seq. and N.J.A.C. 17:27;

and

• Possession of a business registration certificate required by N.J.S.A. 52:32-44.

To get a better understanding on why we are requesting the Employee 
Information Report (AA302), please watch the video and submit the 
documentation: 

• Public Contracts Equal Employment Opportunity Compliance

(youtube.com)

• File online: Central Forms Repository & Payment Collection System -

Login (nj.gov)

https://www.youtube.com/watch?v=Oc_bU35jXRo
https://www.youtube.com/watch?v=Oc_bU35jXRo
https://cform.mwg.nj.gov/
https://cform.mwg.nj.gov/
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VENDOR REGISTRATION FORM 

MAILING ADDRESS FOR PURCHASE ORDERS:  

Company Name (as recorded with IRS):_______________________________ DBA: _________________ 

Mailing Name:__________________________________________________________________________  

Street Address: ______________________________________ Suite: _______________ PO Box: _______ 

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: ___________________________________________Website:_______________________________

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: _______________________________________________________________________________
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DISCLOSURE OF INVESTMENT ACTIVITIES IN IRAN 

Part 1: Certification 

BIDDERS ARE TO COMPLETE PART 1 BY CHECKING EITHER BOX. 

Pursuant to Public Law 2012, c. 25, any person or entity that submits a bid or proposal or otherwise proposes to enter into or renew a 
contract must complete the certification below to attest, under penalty of perjury, that neither the person or entity, nor any of its parents, 
subsidiaries, or affiliates, is identified on the Department of Treasury's Chapter 25 list as a person or entity engaging in investment 
activities in Iran. The Chapter 25 list is found on the Division's website at 
https://www.state.nj.us/treasury/purchase/pdf/Chapter25List.pdf must review this list prior to completing the below certification. Failure 
to complete the certification may render a bidder's proposal non- responsive. If the Director finds a person or entity to be in violation of 
law, s/he shall take action as may be appropriate and 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 

CHECK THE APPROPRIATE BOX: 

I certify, pursuant to Public Law 2012, c. 25, that neither the bidder listed above nor any of the bidder's parents, 
subsidiaries, or affiliates is listed on the N.J. Department of the Treasury’s list of entities determined to be engaged in 
prohibited activities in Iran pursuant to P.L. 2012, c. 25 ("Chapter 25 List"). I further certify that I 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. I will skip Part 2 and sign and complete the Certification below. 
OR 

I am unable to certify as above because the bidder and/or one or more of its parents, subsidiaries, or affiliates is listed on 
the Department's Chapter 25 list. I will provide a detailed, accurate and precise description of the activities in Part 2 below 
sign and complete the Certification below. Failure to provide such will result in the proposal being rendered as 
nonresponsive and appropriate penalties, fines and/or sanctions will be assessed as provided by law. 

Part 2 – Additional Information 

PLEASE PROVIDE FURTHER INFORMATION RELATED TO INVESTMENT ACTIVITIES IN IRAN. You must provide a detailed, 
accurate and precise description of the activities of the bidding person/entity, or one of its parents, subsidiaries or affil iates, 
engaging in the investment activates in Iran on additional sheets provided by you. 

Part 3: Certification 

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. I attest that I am authorized to execute this certification on behalf of the above-
referenced person or entity. I acknowledge that the Essex County College is relying on the information contained herein and 
thereby acknowledge that I am under a continuing obligation from the date of this certification through the completion of any 
contracts with Essex County College to notify the College in writing of any changes to the answers of information contained herein. 
I acknowledge that I am aware that it is  a criminal offense to make  a false statement or misrepresentation in this certification, and 
if I do so, I recognize that I am subject to criminal prosecution under the law and that it will also  constitute a material breach  of my  
agreement(s) with  the College and that the College at its option may declare any  contract(s) resulting from this certification void 
and unenforceable. 

Full Name (Print): Title: 

Signature: Date: 

Bidder Name: 

https://www.state.nj.us/treasury/purchase/pdf/Chapter25List.pdf


Rev. 4/25 

AFFIRMATIVE ACTION COMPLIANCE NOTICE 
N.J.S.A. 10:5-31 and N.J.A.C. 17:27 

This form is a summary of the successful vendor’s requirement to comply with the requirements of N.J.S.A. 5-31 and 

N.J.A.C. 17:27-1 et seq. 

The successful vendor 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 COPY 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; 

OR 

[  ] A COPY 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 

[  ] A COPY OF A CERTIFICATE OF EMPLOYEE INFORMATION REPORT (CEIR) APPROVAL, ISSUED 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. 17:27.1 et seq. and agrees to furnish the required forms of evidence. 

The undersigned vendor further understands that his/her Bi/Proposal 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. 17:27-1 et seq. 

I CERTIFY THAT THE ABOVE INFORMATION IS CORRECT AND AUTHORIZED BY THE FOLLOWING 

SIGNATURE FOR COMPLIANCE AS SPECIFIED IF AWARDED THIS CONTRACT. 

COMPANY NAME: 

PRINT NAME: 

TITLE: 

SIGNATURE: 

DATE: 



CERTIFICATION OF NON‐INVOLVEMENT IN  
PROHIBITED ACTIVITIES IN RUSSIA OR BELARUS 

NJ Rev. 1.22.2024 

Pursuant to N.J.S.A. 52:32-60.1, et seq. (L. 2022, c. 3) any person or entity (hereinafter “Vendori”) that seeks to enter into 
or renew a contract with a State agency for the provision of goods or services, or the purchase of bonds or other obligations, 
must complete the certification below indicating whether or not the Vendor is identified on the Office of Foreign Assets 
Control (OFAC) Specially Designated Nationals and Blocked Persons list, available here: 
https://sanctionssearch.ofac.treas.gov/.  If the Department of the Treasury finds that a Vendor has made a certification in 
violation of the law, it shall take any action as may be appropriate and 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.   

I, the undersigned, certify that I have read the definition of “Vendor” below, and have reviewed the Office of Foreign Assets 
Control (OFAC) Specially Designated Nationals and Blocked Persons list, and having done so certify: 

(Check the Appropriate Box) 

A. That the Vendor is not identified on the OFAC Specially Designated Nationals and Blocked Persons list on
account of activity related to Russia and/or Belarus.

OR 

B. That I am unable to certify as to “A” above, because the Vendor is identified on the OFAC Specially
Designated Nationals and Blocked Persons list on account of activity related to Russia and/or Belarus.

OR 

C. 

That I am unable to certify as to “A” above, because the Vendor is identified on the OFAC Specially 
Designated Nationals and Blocked Persons list. However, the Vendor is engaged in activity related to Russia 
and/or Belarus consistent with federal law, regulation, license or exemption.  A detailed description of how 
the Vendor’s activity related to Russia and/or Belarus is consistent with federal law is set forth below. 

(Attach Additional Sheets If Necessary.) 

Signature of Vendor’s Authorized Representative Date 

Print Name and Title of Vendor’s Authorized Representative Vendor’s FEIN 

Vendor’s Name Vendor’s Phone Number 

Vendor’s Address (Street Address) Vendor’s Fax Number 

Vendor’s Address (City/State/Zip Code) Vendor’s Email Address 

i Vendor means: (1) A natural person, corporation, company, limited partnership, limited liability partnership, limited liability company, 
business association, sole proprietorship, joint venture, partnership, society, trust, or any other nongovernmental entity, organization, or 
group; (2) Any governmental entity or instrumentality of a government, including a multilateral development institution, as defined in Section 
1701(c)(3) of the International Financial Institutions Act, 22 U.S.C. 262r(c)(3); or (3) Any parent, successor, subunit, direct or indirect 
subsidiary, or any entity under common ownership or control with, any entity described in paragraph (1) or (2). 

https://pub.njleg.state.nj.us/Bills/2022/PL22/3_.PDF
https://sanctionssearch.ofac.treas.gov/
https://sanctionssearch.ofac.treas.gov/
https://sanctionssearch.ofac.treas.gov/
https://sanctionssearch.ofac.treas.gov/
https://sanctionssearch.ofac.treas.gov/
https://sanctionssearch.ofac.treas.gov/
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