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TOWNSHIP OF LAKEWOOD 

 
COUNTY OF OCEAN 

STATE OF NEW JERSEY 
 
 

PROFESSIONAL SERVICES SOLICITATION 

FAIR & OPEN PUBLIC SOLICITATION PROCESS 

REQUEST FOR PROPOSAL & QUALIFICATIONS FOR PROFESSIONAL SERVICES: 

 
PROFESSIONAL SERVICE:  Township Attorney, Municipal Prosecutor, Bond Counsel, 

Township Engineer, Township Planner, Township Auditor, Special Counsel Tax 
Appeals/Exemptions, Real Estate Appraiser, Labor Attorney, or Special Counsel 

(Please Circle One) 
 

 
SUBMISSION DATE:  December 23, 2010 at 12:00 p.m. 

 
 
 
 
 
 
 

 
Township of Lakewood 

Steven Langert 
Menashe Miller 
Robert Singer 
Raymond G. Coles 
Meir Lichtenstein 
Michael Muscillo 
Mary Ann Del Mastro 

   Lawrence E. Bathgate, II 
 
 

Mayor 
Deputy Mayor 
Committeeman 
Committeeman 
Committeeman 
Township Manager 
Township Clerk 
Township Attorney 
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TOWNSHIP OF LAKEWOOD 
PUBLIC NOTICE FOR THE SOLICITATION 

OF A PROFESSIONAL SERVICES CONTRACT 
 

PLEASE TAKE NOTICE that the Township of Lakewood hereby solicits proposals for 
the below listed legal and professional services. 
 

Sealed proposals must be submitted to the Township Manager on December 23, 2010 at 
or before 12:00 p.m.  Proposals may be submitted in person at the Municipal Building, 231 Third 
Avenue, Lakewood, New Jersey, or sealed proposals may be mailed in advance to the attention 
of the Township Manager, Township of Lakewood, 231 Third Street, Lakewood, NJ, 08701. 
 

All proposals must be contained in a sealed envelope with the name and address of the 
party submitting the proposal and marked “sealed proposal” and the position sought. 

 
Any persons having questions or to obtain further information should contact Michael 

Muscillo, Township Manager, at (732) 364-2500 x 5200, 231 Third Street, Lakewood, New 
Jersey. 

 
The criteria and appropriate proposal documents are available on the Township’s web-

site.  
 
Proposals for the below listed services are being solicited through a fair and open process 

in accordance with N.J.S.A. 19:44A-20.5 et seq

 

. The following criteria are being utilized as the 
basis for the award of services:  

A.  Experience and reputation in the field.  
B.  Knowledge of the Township of Lakewood and the subject matter to be addressed 

under the contract. 
C.  Availability to accommodate any required meetings of the Township and, in the case 

of the Municipal Public Defender and Municipal Prosecutor, any required regular or 
special court sessions of the Township.  

D. Compensation proposal. 
E. Such other factors demonstrated to be in the best interest of the Township of 

Lakewood, as contained in the detailed specifications for each position listed below. 
 
In addition, the Township of Lakewood reserves the right to consider the following other 

factors: 
 
A. Past performance;  
B. Whether the vendor’s proposal demonstrates a clear understanding of the scope of 

work and related objectives;  
C. Whether the vendor’s proposal is complete and responsive to the public notice and 

specifications;  
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D. Whether the vendor’s past performance of the same or similar services has been 

documented;  
E. History and experience of the vendor in performing the work, including whether the 

vendor is able to document a record of reliability;  
F. Whether the vendor has a record of honesty and moral integrity;  
G. Availability of the vendor’s personnel, facilities and other resources, including 

proximity to the Township of Lakewood;  
H. The qualification and experience of the vendor’s staff;  
I. Whether the vendor provides a full explanation of it’s billing for goods and services, 

including a breakdown of specific tasks; 
J. The vendor’s financial stability and strength. 

 
Applicants shall comply with the requirements of L.1975, c. 127, as amended 

(N.J.S.A.10:5-31 et seq.) and N.J.A.C. 17:27-1.1 et seq. 
 
The following are specifications for each position: 

 
Township Attorney 
  

The Attorney should be an Attorney in good standing of the bar of the State of New Jersey 
with at least five (5) years experience representing municipal corporations, local government boards, 
or authorities, including, for example, planning boards or boards of adjustment, or municipal 
governing bodies.  The Attorney should have knowledge of municipal law and transactions as well as 
have experience in litigation involving municipalities including actions in lieu of prerogative writs, 
actions under New Jersey Tort Claims Act, civil rights claims against municipalities under state and 
federal law, employment practices claims against municipalities under state and federal law, 
municipal management labor experience including contract negotiations, arbitrations, and grievance 
hearings. In addition, the Attorney should be competent and skilled in the preparation of ordinances, 
resolutions and legal opinions.  The Attorney should also have experience in appellate practice. Law 
firms having members who are certified by the Supreme Court of New Jersey, the Board on Attorney 
Certification, as certified trial attorneys are encouraged to apply.  
 
Municipal Prosecutor  
 

The Attorney should be an Attorney in good standing of the bar of the State of New Jersey 
and have a minimum of two (2) years experience as either a municipal prosecutor, assistant county 
prosecutor, deputy attorney general, or attorney in private practice who regularly has appeared in 
municipal courts, have knowledge of the New Jersey Court Rules regarding criminal and municipal 
court practice.  The Attorney should be available to appear in regular and special sessions of the 
Municipal Court and provide advice to the records department of the Lakewood Township Police 
Department concerning compliance with discovery requests, provide legal advice to the members of 
the Lakewood Township Police Department concerning law enforcement related matters, and should 
be thoroughly familiar with the New Jersey Supreme Court Guidelines on plea bargains in municipal 
court. 
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Township Bond Counsel 
 

The Attorney should be an Attorney in good standing of the bar of the State of New 
Jersey with a minimum of ten (10) years experience, concentrating in the area of public finance 
and listed in the “The Bond Buyer’s Municipal Market Place” book also known as the “Red 
Book” as a member concentrating in Public Finance as a Bond Counsel.  The Attorney should 
have knowledge of municipal finance law and be competent and skilled in the preparation of 
ordinance, resolutions and legal opinions as they relate to municipal financing.  The Attorney 
should be able to provide advice, legal assistance, and approving legal opinions acceptable to the 
market in connection with the sale of public securities.  
 
Township Planner 
 

The Planner shall be a licensed Professional Planner of the State of New Jersey. The Planner 
shall attend and participate in day and/or evening meetings as directed by the Township. The Planner 
shall provide planning services to the Township. The Planner shall also review and respond to 
correspondence and review all projects to be considered by the Township.  
 
Township Engineer  
 

The Township Engineer shall be a licensed Professional Engineer of the State of New Jersey, 
to be present at the Municipal Building five (5) days per week, a minimum of six (6) hours per day. 
The Engineer’s office shall also provide a Planning Board Administrative Officer to be present at the 
Municipal Building five (5) Days per week, eight (8) hours per day. The Administrative Officer shall 
act as Planning Board Secretary during evening board meetings; an Administrative Assistant to be 
present at the Municipal Building five (5) days per week, eight (8) hours per day.  

 
The engineer shall attend and participate in any day/evening meetings as directed by the 

Mayor, Committee or Manager; supervise the technical aspects of operations of the Engineering 
Department; Answer general questions as posed by the Mayor, Committee, Manager, employees or 
the general public; provide assistance to the Public Works Director and Department for various 
minor projects, problem resolutions, etc. as requested; review and respond to routine correspondence 
received by the Department of Engineering; review invoices from vendors providing goods and 
services to the Department of Engineering and verify reasonableness of the bill; participate in the 
planning and preparation of the Capital Budget, including but not limited to recommendations and 
project cost estimates.  

 
Services not listed above may be billed at the rates set forth in the 2008 Fee Schedule 

established by the Township of Lakewood.  
 
Township Auditor  
 

The Auditor shall be a public accountant of the State of New Jersey and have the designation 
of Registered Municipal Accountant (RMA).  The Auditor shall audit the books, accounts and 
financial transactions in accordance with generally accepted auditing standards. A synopsis shall be 
prepared for the Mayor, Governing Body, and other Township officials. The Auditor shall assist with 
the preparation of the municipal budget, to include attendance at committee, staff meetings and 
public hearings if requested.  The Auditor shall assist with the preparation of the Annual Financial 
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Statement and Annual Debt Statement.  
 
Real Estate Appraiser  
 

The Appraiser shall have five years of experience in representing municipalities or other 
governmental entities in State Tax Court and County Board tax appeals, in preparing appraisals 
for residential properties for defense of tax appeals, in preparing appraisals for commercial and 
industrial properties for defense of tax appeals, testifying in State Tax Court and County Board 
hearings, in valuation of contaminated and/or properties with environmental issues, with the 
Marshall & Swift Commercial Estimator, in mass appraisal, and be familiar with valuation of 
farmland assessment and appraisals, as well as open space and right-of-way and green acres. The 
Appraiser shall supervise a minimum of five appraisers and office staff and manage certified or 
licensed appraisers and trainees for commercial, industrial and residential properties.  The 
Appraiser shall have a Certified Tax Assessor’s Certificate, be a MAI, be a general certified real 
estate appraiser, and be in full compliance with all applicable affirmative action requirements. 
The Appraiser shall have completed Income Approach to Value, Real Property Tax 
Administration I, Basic and/or Advanced Income Capitalization, USPAP, and Defending Tax 
Appeals educational courses.  
 
Special Counsel Tax Appeals/Exemptions  
 

The Attorney should be an Attorney in good standing of the bar of the State of New Jersey 
with at least five (5) years experience representing municipal corporations, local government boards, 
or authorities, including, for example, planning boards or boards of adjustment, or municipal 
governing bodies on tax appeals and/or exemptions.  The Attorney should have knowledge of 
municipal law and transactions as well as have experience in litigation involving municipalities.  Law 
firms having members who are certified by the Supreme Court of New Jersey, the Board on Attorney 
Certification, as certified trial attorneys are encouraged to apply.  
 
Labor Attorney  
 

The Attorney should be an Attorney in good standing of the bar of the State of New Jersey 
with at least ten (10) years of experience representing public entities in management side legal and 
labor relations issues including, negotiation of collective bargaining agreements and individual 
contracts, grievances, preparation and filing of disciplinary charges, trial of contested disciplinary 
matters and rendering of advice to department heads and personnel/human resource officials 
concerning employment related matters.  
 
Special Counsel  
 

The Attorney should be an Attorney in good standing of the bar of the State of New 
Jersey with at least ten (10) years of experience representing municipalities, public entities, 
public officials and employees, in a variety of special litigation, administrative and general legal 
matters including defense work arising under the New Jersey Tort Claims Act, New Jersey Law 
Against Discrimination, State and Federal Civil Rights statutes, general municipal legal matters 
and municipal land use and zoning matters.  The qualified attorney will have a demonstrable 
record of experience handling litigated and administrative matters on behalf of municipal 
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corporations, public entities, public officials and employees, and be available to attend court 
proceedings, depositions, meetings with municipal officials and/or employees and other such 
matters necessary to perform the position of special counsel. 
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GENERAL INFORMATION FOR APPLICANTS 
 
RECEIPT OF PROPOSAL 
 

1. Qualifications shall be received in accordance with public advertisement as required 
by law, a copy of said notice attached hereto and made part of these specifications. 

 
2 Each proposal shall be submitted on the proposal forms attached, in a sealed envelope 

addressed to the Township Manager bearing the name and address of the applicant on 
the outside, and clearly marked “REQUEST FOR QUALIFICATIONS” with the 
name of the item(s) and contract number being proposed. 

 
3. It is the Applicant’s responsibility to see that qualification proposals are presented to 

the Township Manager at he time and place designated.  Proposals may be hand 
delivered or mailed; however, it is the applicant’s responsibility for the delivery of the 
proposal. 

 
4. The Applicant is required to submit 10 copies of their proposal and résumé at 

the time of submission. 
 
PROPOSAL FORM 
 

Proposals must be submitted on the forms included in the qualification package.  All 
blank spaces must be filled in.  All proposals shall be typewritten in ink on the forms.  Unit 
prices and totals must be inserted in the space provided.  Insert “N/A” in the blanks if “not 
applicable.”  Proposals showing any erasure, alteration or interlineations must be initialed by the 
applicant in ink.  Failure to comply may be cause for rejection of the proposal.  Where 
discrepancies occur between the unit price and the extension, the unit price will prevail. 
 
SIGNATURE ON PROPOSAL FORM 
 

If the applicant is an individual, the proposal must be signed by the individual.  If the 
applicant is not an individual, the proposal must be signed by a person authorized to sign on 
behalf of the applicant. 
 
 
INTERPRETATIONS AND ADDENDA 
 

1. The applicant is responsible for understanding all of the proposal documents that have 
been provided by the Township. 

 
2. Applicants are expected to examine the specifications and related documents with 

care and observe all their requirements.  Ambiguities, errors or omissions noted by 
applicants should be promptly reported in writing to the Purchasing Agent.  If the 
applicant fails to notify the Township of such ambiguities, errors or omissions, the 
applicant shall be bound by the proposal. 
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3. No oral interpretation of the meaning of the Request for Qualifications will be made 

to any applicant.  Every request for an interpretation shall be in writing, addressed to 
the Purchasing Agent.  In order to be given consideration, written requests for 
interpretation must be received at least three (3) days prior to the date fixed for the 
opening of the proposals.  Any and all such interpretations and any supplemental 
instructions will be in the form of written addenda to the specifications, and will be 
distributed to all prospective applicants in accordance with the statute.  All addenda 
so issued shall become part of the contract documents, and shall be acknowledged by 
the applicant in the proposal.  The Township’s interpretations or corrections thereof 
shall be final. 

 
REJECTION OF PROPOSAL 
 

The Township reserves the right to reject any or all proposals and to waive any minor 
informality in any proposal should it be deemed in the best interest of the Township to do so.  
Proposals shall be rejected for any of the following reasons: 
 

1. Failure to complete the Affirmative Action Certification. 
 

2. Failure to comply with the American Disabilities Act of 1990. 
 
3. Failure to complete the Disclosure of Ownership Statement. 

 
4. Failure to provide New Jersey State Business Registration Certificate. 

(including subcontractors) 
 
Proposals may be rejected for any of the following reasons:  
 

1. Failure to complete the Affidavit of Non-Collusion. 
 

2. Failure to properly complete the Proposal form. 
 

3. Failure to complete the Checklist of Required Documents. 
 

4. Failure to complete the Insurance Requirement Acknowledgement Form. 
 

5. Insertion of additional conditions, provisions or stipulations 
 
PROCEDURES ON AWARD OF CONTRACT 
 

The Township of Lakewood awards contracts or rejects all proposals within 60 days, 
unless in accordance with N.J.S.A. 40A:11-24, which provides in part that “any applicant who 
consents thereto may, at the request of the contracting unit, have their proposal held for 
consideration for such longer periods as may be agreed.”  All prospective applicants are advised 
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of this schedule since all proposals must be firm when proposed, and must remain so for 60 days 
or such longer period as the Township and the applicant may agree. 
 
NOTIFICATION OF AWARD 
 

1. Upon passage of a Township Committee Resolution awarding the contract, Township 
Attorney will forward two (2) sets of contract documents to the successful applicant 
for execution and delivery.  The successful applicant shall return two (2) sets of 
contract documents to the Township Attorney. 

 
2. If approved as to form and execution, the contract documents will then be submitted 

to the Mayor and Township Clerk for execution on behalf of the Township.  A fully 
executed copy will be returned to the successful applicant by the Township.  No 
Resolution of Award will become binding on the Township before the contract 
documents have been executed by the Mayor and Township Clerk. 

 
 
ASSIGNING THE CONTRACT 
 

The Contract shall not be sublet, assigned, pledged, hypothecated or sold, in whole or in 
part, without the written permission of the Township. 
 
TERMINATION OF CONTRACT 
 

1. DEFAULT: Non-performance of the applicant in terms of the Request for 
Qualifications shall be a basis for termination of the contract by the Township.  The 
Township may terminate the contract upon 30 days written notice to the applicant.  
The Township shall not pay for any services and/or materials, which are 
unsatisfactory.  The contractor may be given a reasonable opportunity before 
termination to correct the deficiencies.  This, however, shall in no way be construed 
as negating the basis for termination of nonperformance. 

 
2. UNCONDITIONAL TERMINATION FOR CONVENIENCE:  The Township 

may terminate the resultant contract for convenience by providing sixty (60) calendar 
days advance notice to the contractor. 

 
3. TERMINATION FOR DEFAULT:  If the applicant fails to meet deadlines or fails 

to provide the agreed upon services, and/or material altogether, a termination for 
default will be issued, but only after the Township has determined the applicant has 
failed to remedy the problem after being forewarned. 

 
4. TERMINATION BY THE TOWNSHIP:  If the contractor should be adjudged 

bankrupt or should make a general assignment for the benefit of its creditors, or if a 
receiver should be appointed on account of its insolvency, the Township may 
terminate this contract.  If the Contractor should persistently or repeatedly refuse or 
should fail, except in cases for which extension of time is provided, to provide 
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enough properly skilled workers or proper materials, or persistently disregard laws 
and ordinances, or not proceed with work or of this contract, the Township shall give 
the Contractor fifteen (15) calendar days written notice.  Upon receipt of such 
termination notice, the Contractor shall be allowed seven (7) calendar days to cure 
such deficiencies.  

 
INVOICES 
 

The Township of Lakewood will not honor any invoices submitted for work performed 
other than that stipulated by these specifications unless previously authorized by a written 
change order from the Township. 
 
THE CONTRACT 
 

The following shall be deemed to be part of the contract: 
 

• Notice to Applicants 
• Information to Applicants 
• Specifications (General, Special & Detail) 
• Proposal 
• All addenda issued by the Township prior to the receipt of proposals 

 
CONFLICTING INFORMATION OR ERRORS 
 

The Township reserves the right to correct any errors or omissions in said Request for 
Qualifications wherever such corrections are necessary for the proper fulfillment of the 
intentions of the plans and specifications.  Should there be any conflicting information given in 
the plans and specifications, the Township shall be notified of same and the Township will 
determine the final decision. 

 
Prior to the execution of the work, the contractor shall check the plans and specifications 

and immediately report to the Township all errors and omissions discovered therein.  Thereafter, 
during the prosecution of the work, the contractor shall immediately report all further errors or 
omissions to the Township.  Any adjustments made by the contractor without prior approval 
shall be had at their own risk and the settlement of any complications arising from such 
settlement shall be made by the contractor at their own expense.  
 
COMPLIANCE WITH LAWS 
 

The applicant must keep himself fully informed of, and observe and comply with, all 
state, national and municipal laws in any manner affecting those engaged or employed in the 
work or the materials used in the work and of all such orders and decrees for bodies having any 
jurisdiction or authority over the same. 
 

If any discrepancy is discovered in the Request for Qualifications in relation to any such 
law, ordinance, regulation, order or decree, the applicant notify the Township in writing.  The 



 11 

Contractor shall protect and indemnify the Township, its officers and agents against any claim or 
liability arising from a violation of any law, regulation, ordinance, order or decree whether by 
himself or his employees or sub-contractors. 
 
BUSINESS REGISTRATION CERTIFICATE 
 

N.J.S.A. 52:32-44 requires that each applicant (contractor and subcontractor) provide 
proof of business registration in response to a request for proposals at the time a Request for 
Qualifications is submitted

 

.  On June 29, 2004, Governor McGreevey signed P.L. 2004, c. 57, 
Business Registration of Contractors with Government Agencies, into law.  Effective September 
1, 2004, all business organizations that do business with a local contracting agency (i.e. 
Township of Lakewood) are required to be registered with the State of New Jersey, Department 
of Treasury, Division of Revenue, and provide proof of that registration to the contracting 
agency before the contracting agency may enter into a contract with the business.  

A “Business Organization” means an individual, partnership, association, joint stock 
company, trust, corporation or other legal business entity or successor thereof.  

 
The law provides that: A copy of the Business Registration Certificate issued by the New 

Jersey Department of Treasury, Division of Revenue, shall be provided at the time any 
submission is received; failure to do so is a fatal defect that cannot be cured. This law covers 
construction as well as non-construction submissions.  Further information may be obtained by 
visiting the following web site at the State of New Jersey: 

 
www.nj.gov/treasury/revenue/busregcert.htm.  

N.J.S.A. 52:32-44 imposes the following requirements on contractors and all subcontractors that 
knowingly provide goods or perform services for a contractor fulfilling this contract: 
 

1. The contractor shall provide written notice to its subcontractors and suppliers to 
submit proof of business registration to the contractor; 

 
2. Prior to receipt of final payment from a contracting agency, a contractor must submit 

to the contacting agency an accurate list of all subcontractors or attest that none was 
used; 

 
3. During the term of this contract, the contractor and its affiliates shall collect and 

remit, and shall notify all subcontractors and their affiliates that they must collect and 
remit to the Director, New Jersey Division of Taxation, the use tax due pursuant to 
the Sales and Use Tax Act, (N.J.S.A.54:32B-1 et seq.) on all sales of tangible 
personal property delivered into this State. 

 
A contractor, subcontractor or supplier who fails to provide proof of business registration 

or provides false business registration information shall be liable to a penalty of $25 for each day 
of violation, not to exceed $50,000 for each business registration not properly provided or 
maintained under a contract with a contracting agency.  Information on the law and its 
requirements are available by calling (609) 292-9292. 

http://www.nj.gov/treasury/revenue/busregcert.htm�
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AFFIDAVIT OF NON-COLLUSION 
 

The Non-collusion Affidavit, which is part of these specifications, shall be properly 
executed and submitted intact with the proposal. 
 
NON-DISCRIMINATION 
 

There shall be no discrimination against any employee engaged in the work required to 
produce the commodities covered by any contract resulting from this proposal, or against any 
applicant to such employment because of race, religion, sex, national origin, creed, color, 
ancestry, age, marital status, affectional or sexual orientation, familial status, liability for service 
in the Armed Forces of the United States, or nationality.  This provision shall include, but not be 
limited to the following:  Employment upgrading, demotion, transfer, recruitment or recruitment 
advertising, layoff or termination, rates of pay or other forms of compensation, and selection for 
training including apprenticeship.  The contractor shall insert a similar provision in all 
subcontracts for services to be covered by any contract resulting from this proposal. 
 
REQUIRED AFFIRMATIVE ACTION EVIDENCE 
 

Each contractor shall submit to the public agency, after notification of award but prior to 
execution of a goods and services contract, one of the following three documents: 
 

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

  
2. A photocopy of a Certificate of Employee Information Report approval, issued in 

accordance with N.J.A.C. 17:27-4; or 
 
3. A photocopy of an Employee Information Report (Form AA302) provided by the 

Division and distributed to the public agency to be completed by the contractor in 
accordance with N.J.A.C. 17:27-4. 

 
STATEMENT OF OWNERSHIP 
 

Chapter 33 of the Public Laws of 1977 provides that no corporation or partnership shall 
be awarded any county contract for the performance of any work or the furnishing of any 
materials or supplies, unless prior to the receipt of the proposal or accompanying the proposal of 
said corporation or partnership, there is submitted a statement setting forth the names and 
addresses of all stockholders in the corporation or partnership who own ten percent or more of its 
stock or any class, or of all individual partners in the partnership who own a ten percent or 
greater interest therein.  Form of Statement shall be completed and attached to the proposal. 
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ACQUISITIONS, MERGER, SALE AND/OR TRANSFER OF BUSINESS, ETC. 
 

If during the life of the contract, the contractor disposes of his/her business concern by 
acquisition, merger, sale and/or transfer or by any means convey his/her interest(s) to another 
party, all obligations are transferred to that new party.  In this event, the new owner(s) will be 
required to submit, when required a performance bond in the amount of the open balance of the 
contract. 
 
INDEMNIFICATION 
 

The Contractor agrees to indemnify and save the Township, its officers, agents and 
employees, hereinafter referred to as indemnities, from all suits, including attorneys fees and 
costs of litigation, actions, loss damage, expense, cost of claims, of any character or on account 
of any act, claim or amount arising or recovered under Workers Compensation law, or arising 
out of failure of the Contractor or those acting under Contractor to conform to any statutes, 
ordinances, regulations, law or court decree.  It is the intent of the parties to this contract that the 
indemnities shall, in all instances, except for loss or damage resulting from the sole negligence of 
the indemnitee, be indemnified against all liability, loss or damage of any nature whatever. 
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STANDARDIZED SUBMISSION REQUIREMENTS & SELECTION CRITERIA 
 
The Township of Lakewood is seeking sealed submissions in response to a request for proposal 
for legal and professional services. Successful candidates shall be appointed to the positions and 
placed on a pre-approved list for future services.  
 
The standardized submission requirements shall include:  
 

(I)  Names and roles of the individuals who will perform the services and descriptions of 
their education and experience with projects similar to the services contained herein. 
 
(II)  Documented past performance of same or similar service.  
 
(III)  References and record of success of same or similar service.  
 
(IV)  Description of ability to provide the services in a timely fashion (including staffing, 
familiarity and location of key staff)  
 
(V)  Cost details, including the hourly rates of each of the individuals who will perform 
services and all expenses.  
 
(VI)  Description of technical process and equipment used in performing the services.  
 
(VII)  Knowledge of the Township of Lakewood and the subject matter to be 
addressed under the contract  
 
(VIII)  Availability to accommodate attendance at any requested meetings of the 
Township and in the case of the Municipal Public Defender and Municipal Prosecutor, 
any required regular or special court sessions of the Township.  
 

The selection criteria to be used in awarding contracts shall include:  
 
(I)  Qualifications of the individuals who will perform the services and the amounts of 
their respective participation.  
 
(II)  Experience and references.  
 
(III)  Ability to perform the services in a timely fashion, including staffing and familiarity 
with the subject matter.  
 
(IV)  Cost consideration including, but not limited to, historical costs for similar 
contracts, expertise involved and comparable costs for comparable public entities.  
 
(V)  Whether the vendor’s proposal demonstrates a clear understanding of the scope of 
work and related objectives.  
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(VI)  Whether the vendor’s proposal is complete and responsive to the public notice and 
specifications.  
 
(VII) Whether the vendor has a record of honesty and moral integrity.  
 

Contract Term: 
 
Pursuant to N.J.S.A. 40A:11-3(b), “...contracts for professional services pursuant to subparagraph (I) 
of paragraph (a) subsection (1) of section 5 of P.L. 1971, c. 198 (N.J.S.A. 40A:11-5) may be awarded 
for a period not exceeding twelve (12) consecutive months.”  
 
Additional Requirement: 
 
Professional service entities shall submit ten (10) sets of their sealed submission. 
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TOWNSHIP OF LAKEWOOD 
CHECKLIST OF REQUIRED DOCUMENTS 

 
Professional Service:  ________________________________________ 
 
Submission Date: December 23, 2010 at 12:00 p.m.  
 
The following items, as indicated by initialing, shall be provided with the receipt of sealed 
submissions:  
 
1.  Non-Collusion Affidavit................................................................................................
 

______ 

2.  Disclosure of Ownership Form......................................................................................
 

______ 

3.  Insurance Requirement Acknowledgment Form...........................................................
 

______ 

4.  Mandatory Equal Employment Opportunity Notice Acknowledgment 
(Contracts over $17,500.00)...................................................................................

 
______ 

5.  Copy of Business Registration Certificate as issued by the State of New Jersey, 
Department of Treasury, Division of Revenue.......................................................

 
______ 

6.  Professional Service Entity Information Form..............................................................
 

______ 

7.  Qualifications Submission Form...................................................................................
 

______ 

8.  Acknowledgment of Corrections, Additions or Deletions Form...................................
 

______ 

9.  Compensation/Fee Proposal.  Detailing all charges to be billed to the Township........
 

______ 

EACH REQUIRED ITEM MUST BE INITIALED ON THIS FORM IN THE SPACE 
PROVIDED.  THIS CHECKLIST MUST BE SIGNED AND SUBMITTED WITH THE 
QUALIFICATION PROPOSAL PACKAGE. 
 
 
________________________________  ___________________________ 
COMPANY/APPLICANT NAME                          AUTHORIZED SIGNATURE 
 
 
________________________________  ___________________________         
NAME (PRINT)                      TITLE   DATE 
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TOWNSHIP OF LAKEWOOD 
NON-COLLUSION AFFIDAVIT 

 
 
STATE OF NEW JERSEY  :  

: ss 
COUNTY OF OCEAN  
 :  
 
I, ___________________________, of the __________ of  _____________________________ 
 
in the County of  ________________________ and the State of New Jersey, of full age, being  
 
duly sworn according to law on my oath depose and say that:  

 
I am _____________________________________________________  
 
of the firm of ____________________________  

 
the Professional Service Entity making the submission for the above named Service, and that I 
executed the said submission with full authority to do so; that said Professional Service Entity 
has not, directly or indirectly, entered into any agreements, participated in any collusion, or 
otherwise taken any action in restraint of fair and open competition in connection with the above 
named Service; and that all statements contained in said submission and in this affidavit are true 
and correct, and made with full knowledge that the Township of Lakewood relies upon the truth 
of the statements contained in said submission and in the statements contained in this affidavit in 
awarding the contract for said Service.  
 
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 bonafide employees or bonafide establish, commercial or 
selling agencies maintained by:  
 
_______________________________                          __________________________ 
Name of Professional Service Entity                                Signature of Professional 

 
    ______________________________ 
   Type or print name of affiant and title 

 
Subscribed and sworn to before me  
this _________ day of ____________________, 2010  
 
 
_______________________________ 
Notary Public, State of New Jersey 
My commission expires _______________ 
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TOWNSHIP OF LAKEWOOD 
PROPOSAL SHEET 

 
Position: _________________________________________________  
 
Company Name: ___________________________________________  
 
Authorized Representative: _____________________________________________________  
 
Signature: ________________________________ Date: _____________________________  
 
Title: ___________________________  
 
Telephone No.: ________________________ Facsimile No.: __________________________  
 
 
Attach a schedule of hourly rates for all positions including attorney(s), engineer(s), auditor(s), 
paralegal(s) and secretary(s) hours applicable for each position. The schedule must also include 
any costs for all particular kinds of work, such as secretarial, photocopying, telephone, facsimile, 
messenger and any other necessary expenses.  
 
 
 
Schedule Attached: Yes ___ No ____ (Check One)  
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TOWNSHIP OF LAKEWOOD 
DISCLOSURE OF OWNERSHIP FORM 

 
 
N.J.S.A. 52:25-24.2 reads in part that “no corporation or partnership shall be awarded any contract by the 
State, County, Municipality or School District, or any subsidiary or agency thereof, unless prior tot he 
receipt of the submission of the corporation or partnership, there is provided to the public contracting unit 
a statement setting forth the names and addresses of all individuals who own 10% or more of the stock or 
interest in the corporation or partnership.”  
 
1 If the professional service entity is a partnership, then the statement shall set forth the names and 

addresses of all partners who own a 10% or greater interest in the partnership.  
 

2 If the professional service entity is a corporation, then the statement shall set forth the names and 
addresses of all stockholders in the corporation who own 10% or more of its stock of any class.  

 
3 If a corporation owns all or part of the stock of the corporation or partnership providing the 

submission, then the statement shall include a list of the stockholders who own 10% or more of 
the stock of any class of that corporation.  

4 If the professional service entity is other than a corporation or partnership, the contractor shall 
indicate the form of corporate ownership as listed below.  

 
COMPLETE ONE OF THE FOLLOWING STATEMENTS:  
I. Stockholders or Partners owning 10% or more of the company providing the submission:  
      Name:                            

_______________________________________________________________________
_______________________________________________________________________
_______________________________________________________________________
_______________________________________________________________________ 

Address: 

 
  Signature: _________________________________ Date:___________________ 
 
II. No Stockholder or Partner owns 10% or more of the company providing this submission:  
 

Signature: _________________________________ Date: ________________________  
 
III. Submission is being provided by an individual who operates as a sole proprietorship:  
 

Signature: _________________________________ Date: ________________________  
 
IV. Submission is being provided by a corporation or partnership that operates as a (check 

one of the following):  
____ Limited Partnership   _______ Limited Liability Corporation  

 
____ Limited Liability Partnership  _______ Subchapter S Corporation  
 
Signature: ________________________________ Date: _________________________  
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TOWNSHIP OF LAKEWOOD 
INSURANCE REQUIREMENTS AND ACKNOWLEDGMENT FORM 

 
Certificate(s) of Insurance for Professional Liability Insurance, satisfactory to the Township of 
Lakewood, shall be filed with the Township Purchasing Division upon award of contract by the 
Township Committee.  
 
The minimum amounts of insurance to be carried by the Professional Service Entity shall be as 
follows:  
 
1. Professional Liability Insurance  
 
Limits shall be a minimum of $1,000,000.00 for each claim and $1,000,000.00 aggregate each 
policy period.  
 
Acknowledgment of Insurance Requirement:  
 
 
___________________________   _____________ 
Signature       Date 
 
 
____________________________________________  
(Print Name and Title)  
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TOWNSHIP OF LAKEWOOD 
Mandatory Equal Employment Opportunity Notice 

N.J.S.A. 10:5-31 et seq. and N.J.A.C 17:27 et seq. 
GOODS, PROFESSIONAL SERVICES AND GENERAL SERVICE CONTRACTS 

 
This form is a summary of the successful professional service entity’s requirement to comply with 
the requirements of N.J.S.A. 10:5-31 et seq. and N.J.A.C. 17:27 et seq.  

 
The successful professional service entity shall submit tot he Township of Lakewood, after 
notification of award but prior to execution of this contract, one of the following three documents as 
forms of evidence:  
 

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

 
(B) A photocopy of a Certificate of Employee Information Report approval, issued in 
accordance with N.J.A.C. 17:27-1.1 et seq.; or  
 
(C) A photocopy of an Employee Information Report (Form AA302) provided by the 
Division of Contract Compliance and distributed to the Township of Lakewood to be 
completed by the vendor in accordance with N.J.A.C. 17:27-1.1 et seq.  

 
The successful professional service entity may obtain the Employee Information Report (AA302) 
from the Township of Lakewood during normal business hours and distributed in accordance with 
the requirements on the Employee Information Report.  

 
The undersigned professional service entity certifies that he/she is aware of the commitment to 
comply with the requirements of N.J.S.A. 10:5-31 et seq. and N.J.A.C. 17:27 et seq. and agrees to 
furnish the required forms of evidence.  

 
The undersigned professional service entity further understands that his/her submission shall be 
rejected as non-responsive if said professional service entity fails to comply with the requirements of 
N.J.S.A.10:5-31 et seq. and N.J.A.C. 17:27 et seq.  
 
 
Company: __________________________________________________________________  
 
Signature: ________________________________ Print Name: _______________________  
 
Title: ___________________________________ Date: ______________________________  
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EXHIBIT A 
N.J.S.A. 10:5-31 and N.J.A.C. 17:27 

MANDATORY EQUAL EMPLOYMENT OPPORTUNITY LANGUAGE 
Goods, Professional Services and General Service Contracts 

(Mandatory Affirmative Action Language) 
 

During the performance of this contract, the contractor agrees as follows: 
 

The contractor or subcontractor, where applicable, will not discriminate against any 
employee or applicant for employment because of age, race, creed, color, national origin, 
ancestry, marital status, affectional or sexual orientation or sex.  Except with respect to 
affectional or sexual orientation, the contractor will take affirmative action to ensure that such 
applicants are recruited and employed, and the employees are treated during employment, 
without regard to their age, race, creed, color, national origin, ancestry, marital status, affectional 
or sexual orientation or sex.  Such action shall include, but not be limited to the following:  
employment, upgrading, demotion, or transfer; recruitment or recruitment advertising; layoff or 
termination; rates of pay or other forms of compensation; and selection for training, including 
apprenticeship.  The contractor agrees to post in conspicuous places, available to employees and 
applicants for employment, notices to be provided by the Public Agency Compliance Officer 
setting for the provisions of this nondiscrimination clause. 
 

The contractor or subcontractor, where applicable, will, in all solicitations or 
advertisements for employees placed by or on behalf of the contractor, state that all qualified 
applicants will receive consideration for employment without regard to age, race, creed, color, 
national origin, ancestry, marital status, affectional or sexual orientation or sex. 
 

The contractor or subcontractor, where applicable, will send to each labor union or 
representative or workers with which it has a collective bargaining agreement or other contract or 
understanding, a notice, to be provided by the agency contracting officer, advising the labor 
union or worker’s representative of the contractor’s commitments under this act and shall post 
copies of the notice in conspicuous places available to employees and applicants for 
employment. 
 

The contractor or subcontractor, where applicable, agrees to comply with any regulations 
promulgated by the Treasurer pursuant to N.J.S.A.10:5-31 et. seq., as amended and 
supplemented from time to time and the Americans with Disabilities Act. 
 

The contractor or subcontractor agrees to make good faith efforts to employ minority and 
women workers consistent with the applicable county employment goals established in 
accordance with N.J.A.C. 17:27-5.2 or a binding determination of the applicable county 
employment goals determined by the Division, pursuant to N.J.A.C. 17:27-5-2. 
 

The contractor or subcontractor agrees to inform in writing its appropriate recruitment 
agencies including, but no limited to, employment agencies, placement bureaus, colleges, 
universities, labor unions, that it does not discriminate on the basis of age, creed, color, national 
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ancestry, marital status, affectional or sexual orientation or sex, and that it will discontinue the 
use of any recruitment agency which engages in direct or indirect discriminatory practices. 
 

The contractor or subcontractor agrees to revise any of its testing procedures, if 
necessary, to assure that all personnel testing conforms with the principles of job-related testing, 
as established by the statutes and court decisions of the State of New Jersey and as established by 
applicable Federal law and applicable Federal court decisions. 
 

In conforming with the applicable employment goals, the contractor or subcontractor 
agrees to review all procedures relating to transfer, upgrading, downgrading, and layoff to ensure 
that all such actions are taken without regard to age, creed, color, national origin, ancestry, 
marital status, affectional or sexual orientation or sex, consistent with the statutes and court 
decisions of the State of New Jersey, and applicable Federal law and applicable Federal court 
decisions. 
 

The contractor shall submit to the public agency, after notification of award but prior to 
execution of a goods and services contract, one of the following three documents: 
 

Letter of Federal Affirmative Action Plan Approval 
                               Certificate of Employee Information Report  
                               Employee Information Report Form AA302 
 

The contractor and its subcontractors shall furnish such reports or other documents to the 
Division of Contract Compliance and EEO as may be requested by the Division from time to 
time in order to carry out the purposes of these regulations, and public agencies shall furnish 
such information as may be requested by the Division of Contract Compliance & EEO for 
conducting a compliance investigation pursuant to Subchapter 10 of the Administrative Code at 
N.J.A.C. 17:27. 
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TOWNSHIP OF LAKEWOOD 
AFFIDAVIT FOR AFFIRMATIVE ACTION 

 
 
STATE OF _____________________   :  

: SS 
COUNTY OF _____________________  :  
 
___________________________________ being duly sworn, deposes and says that he/she  
 
resides at: ________________________________________________ and that he/she is the  
 
____________________________ of          
(Title)      (Partnership/Corporation)  
 
who signed the above Proposal or Bid, that during the course of this contract, he will agree to the 
Plan for Affirmative Action as outlined in the NOTICE TO BIDDERS, and more particularly 
detailed in the contract documents.  
 

        
(Signature of Affiant)  
 

 
Subscribed and sworn to before me this _____________ day  
 
of ____________________________, 2010. 
 
 
___________________________________ 
(Notary Public)  
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TOWNSHIP OF LAKEWOOD 
AMERICANS WITH DISABILITIES ACT, ENVIRONMENTAL COMPLIANCE 

AND CONFLICT OF INTEREST CERTIFICATION 
 
The Contractor and the Township of Lakewood do hereby agree that the provisions of Title 11 of the 
Americans with Disabilities Act of 1990 (the “Act”) (42 U.S.C. § 12101 et seq.) which prohibits 
discrimination on the basis of disability by public entities in all services, programs and activities 
provided or made available by public entities, and the rules and regulations promulgated thereunto, 
are made a part of this contract.  In providing any aid, benefit, or service on behalf of the Township 
of Lakewood pursuant to this contract, the Contractor agrees that the performance shall be in strict 
compliance with the Act.  In the event that the Contractor, its agents, servants, employees, or 
subcontractors violate or are alleged to have violated the Act during the performance of this contract, 
the Contractor shall defend the Township of Lakewood in any action or administrative proceeding 
commenced pursuant to this Act.  The Contractor shall indemnify, protect and save harmless the 
Township of Lakewood, its agents, servants and employees from and against any and all suits, 
claims, losses, demands, or damages of whatever kind or nature arising out of or claimed to arise out 
of the alleged violation.  The Contractor shall, at its own expense, appear, defend and pay and all 
charges for legal services and any and all costs and other expenses arising from such action or 
administrative proceeding or incurred in connection therewith.  

 
The Township of Lakewood shall, as soon as practicable after a claim has been made against it, give 
written notice thereof to the Contractor along with full and complete particulars of the claim.  If any 
action or administrative proceeding is brought against the Township of Lakewood or any of its 
agents, servants and employees, the Township of Lakewood shall expeditiously forward or have 
forwarded to the Contractor every demand, complaint, notice, summons, pleading or other process 
received by the Township of Lakewood or its representatives.  

 
It is expressly agreed and understood that any approval by the Township of Lakewood of the services 
provided by the Contractor pursuant to this contract will not relieve the Contractor of the obligation 
to comply with the Act and to defend, indemnify, protect and save harmless the Township of 
Lakewood pursuant to this paragraph.  

 
It is further agreed and understood that the Township of Lakewood assumes no obligation to 
indemnify or save harmless the Contractor, its agents, servants, employees and subcontractors for 
any claim which may arise out of their performance of this agreement. Furthermore, the Contractor 
expressly understands and agrees that the provision of this indemnification clause shall in no way 
limit the Contractor’s obligations assumed in this Agreement, nor shall they be construed to relieve 
the Contractor from any liability, nor prelude the Township of Lakewood from taking any other 
actions available to it under any other provisions of this Agreement or otherwise at law.  

 
The Township of Lakewood does not discriminate on the basis of handicapped status in the 

admission or access to, or treatment, or employment in its programs or activities.  
 
The Township of Lakewood shall allow access to any books, documents, papers and records 

of the contractor, which are directly pertinent to that specific contract.  
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Compliance is required with all applicable standards, orders, or requirements issued under 

306 of the Clean Air Act, Section 508 of the Clean Water Act, Executive Order 11738 and 
Environmental Protection Agency Regulations (40 CRF, Part 15) which prohibits the use under non-
exempt federal contracts, grants or loans of facilities included on the EPA list of violating facilities.  

 
The Township of Lakewood considers it to be a substantial conflict of interest for any 

company desiring to do business with the Township of Lakewood to be owned, operated or managed 
by any Township of Lakewood employee, nor shall any Township of Lakewood personnel be 
employed by the vendor in conjunction with any work to be performed for or on behalf of the 
Township of Lakewood.  
 
I hereby certify compliance with the foregoing.  
 

Partnership 
Individual 

 
The undersigned is a Corporation under the law of the State of _____________________, having 
principal offices at _______________________________________________________.  
 

______________________________________ 
Name of Partnership, Corporation or Individual  
 
Signed by: ______________________________________  
 
_______________________________________________ 
Print Name and Official Title  
 
Address: ________________________________________  
 
Telephone: ______________________________________  
 
E-mail address: ___________________________________ 
  
Federal ID. No.: __________________________________  
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TOWNSHIP OF LAKEWOOD 
Professional Service Entity Information Form 

 
If the Professional Service Entity is an INDIVIDUAL, sign name and give the following information:  
 
Name: _____________________________________________________________________________  
 
Address: ___________________________________________________________________________  
 
Telephone No.: _____________________ Social Security No.: ________________________________  
 
Fax No.: ___________________________ E-Mail: __________________________________________  
 
If individual as a TRADE NAME, give such trade name:  
 
Trading As: ____________________________________ Telephone No.: ________________________  
************************************************************************************  
If the Professional Service Entity is a PARTNERSHIP, give the following information:  
 
Name of Partners: _____________________________________________________________________  
 
Firm Name: __________________________________________________________________________  
 
Address: _____________________________________________________________________________  
 
Telephone No.: ______________________ Federal I.D. No.: ___________________________________  
 
Fax No.: ____________________________ E-Mail: _________________________________________  
 
Social Security No.: ___________________________________________________________________  
 
Signature of authorized agent: ___________________________________________________________  
************************************************************************************  
If the Professional Service Entity is INCORPORATED, give the following information:  
 
State under whose laws incorporated ______________________________________________________  
 
Location of principal office: _____________________________________________________________  
 
Telephone No.: ______________________ Federal I.D. No.: __________________________________  
 
Fax No.: _____________________________ E-Mail: ________________________________________  
 
Name of agent in charge of said office upon whom notice may be legally served:  
_____________________________________________________________________________ 
 
Telephone No.: __________________ Name of Corp.: _______________________________________  
 
Signature: _________________________________ By: ______________________________________  
 
Title: __________________________ Address: _____________________________________________  
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TOWNSHIP OF LAKEWOOD 
SUBMISSION FORM 

 
1. Names and roles of the individuals who will perform the services and description of their education and 

experience with projects similar to the services contained herein: 
__________________________________________________________________________________
__________________________________________________________________________________
__________________________________________________________________________________
__________________________________________________________________________________
________________  

 
2. Documented past performance of same or similar service:  

__________________________________________________________________________________
__________________________________________________________________________________
__________________________________________________________________________________
__________________________________________________________________________________
________________ 

 
3. References and record of success of same or similar service:  

__________________________________________________________________________________
__________________________________________________________________________________
__________________________________________________________________________________
__________________________________________________________________________________
________________ 

 
4. Description of ability to provide the services in a timely fashion (including staffing, familiarity and 
    location of key staff):  

__________________________________________________________________________________
__________________________________________________________________________________
__________________________________________________________________________________
__________________________________________________________________________________
________________ 

 
5. Cost details, including the hourly rates of each of the individuals who will perform services, and all 

expenses:  
__________________________________________________________________________________
__________________________________________________________________________________
__________________________________________________________________________________
__________________________________________________________________________________
________________ 

 
6. Description of technical process and equipment used in performing task(s):  

__________________________________________________________________________________
__________________________________________________________________________________
__________________________________________________________________________________
__________________________________________________________________________________
________________ 
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7. History of Vendor’s background and history, including office location and the proximity to the 

Township of Lakewood, the number of years in business, the scope of services currently provided to 
municipal clients, and financial stability and strength.  
__________________________________________________________________________________
__________________________________________________________________________________
__________________________________________________________________________________
__________________________________________________________________________________
________________ 

 
8. Knowledge of the Township of Lakewood and the subject matter to be addressed under the contract.  

___________________________________________________________________________
___________________________________________________________________________
___________________________________________________________________________
___________________________________________________________________________
________________ 

 
Note: Attach additional sheets as necessary  
 
Firm: _______________________________________________________ Date: ________________  
 
Authorized Representative (Print): _____________________________________________________  

 
Signature: ______________________________________ Title: _____________________________  

 
Telephone No.: ________________________________ Fax No.: _____________________________  
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TOWNSHIP OF LAKEWOOD 
Acknowledgment of Receipt of Changes 

to Qualification Proposal Documents Form 
 
 

Pursuant to N.J.S.A. 40A: 11-23.1a, the undersigned hereby acknowledges receipt of the 
following notices, revisions, or addenda to the qualification proposal advertisement, 
specifications or qualification documents.  By indicating date of receipt, applicant acknowledges 
the submitted qualification proposal takes into account the provisions of the notice, revision or 
addendum.  Note that the local unit’s record of notice to applicants shall take precedence and that 
failure to include provisions of changes in a qualification proposal may be subject for rejection 
of the proposal. 
 

   How Received 
Addendum Number (mail, fax, pick-up, etc.) Date Received 
 
------------------------ ------------------------------- ------------------ 
 
------------------------- -------------------------------- ------------------ 
 
------------------------- -------------------------------- ------------------ 
 
-------------------------- --------------------------------- ------------------ 
 

 
 
 
Company/Applicant:          
 
By Authorized Representative:        
 
Signature:           
 
Printed Name and Title:         
 
Date:            
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