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ISSUANCE OF CERTIFICATE OF
EMPLOYEE INFORMATION REPORT

Enclosed is your Certificate of Employee Information Report (hereinafter referred to as
the “State Certificate” and issued in accordance with the Employee Information Report (AA-302)
form completed by a representative of your firm. Copies of this certificate should be distributed
to all facilities of your company or firm using the same federal identification number and
company name and who engage in bidding on public contracts in New Jersey. The original
certificate should be retained by you for the duration of its effectiveness.

On future successful bids, you must present a photocopy of this certificate to the public
agency awarding the contract after notification of the award but prior to execution of a goods and
service or professional service contract. Failure to do so within the time limits prescribed may
result in the awarded contract being rescinded in accordance with N.J.A.C. 17:27-4.3b.

Please be advised that this certificate has been approved only for the time periods stated
on the certificate. As early as ninety (90) days prior to its expiration, this Division will forward a
renewal notification. Upon receipt of a properly completed renewal application, the renewal
certificate will be issuéd. In addition, representatives of this Division may conduct periodic visits
and/or request additional information to monitor and evaluate the continued equal employment
status of your organization. Moreover, this Division may provide your organization with
technical assistance, as required. Please be sure to notify this Division immediately if your
company’s federal identification number, name or address changes.

If you have any questions, please call (609) 292-5473 and a representative will be
available to assist you.
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