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PROJECT NAME:              ______GRANT WRITING SERVICES_________________________ 
 
              
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



NOTICE POSTED: January 30, 2015 
DUE DATE: February 18, 2015 @ 9:00 a.m. prevailing time 
PUBLIC READING:  All responses/proposals will be opened at the Borough Municipal Building, 42 
Shore Drive Highlands NJ @ 9:00 a.m. 
 
TAKE NOTICE: The Borough of Highlands, 42 Shore Drive, Highlands New Jersey 07724 
(hereinafter referred to in this notice and the various submission documents as the “Client/Owner,” 
“Borough of Highlands” and/or “Borough”) is seeking Qualifications and/or Proposals for Professional 
Services Providers (hereinafter referred to in this notice and the various submission documents as 
the “respondent,” “provider,” “contractor,” “submitting party,” “applicant,” “vendor,” “service provider,” 
and/or “professional service provider”) for the following professional services in accordance with a 
“fair and open” contracting process as defined in the New Jersey Local Unit Pay to Play Law 
(N.J.S.A. 19:44-20.4 et seq.):  
 
The Borough of Highlands is soliciting responses/proposals to the Borough's RFQ/RFP for the 
provision of the following professional services: 

 
PROFESSIONAL SERVICE/TITLE SOUGHT: 
 
GRANT WRITER AND MANAGEMENT CONSULTING 
 
The Borough of Highlands desires to hire a consultant to assist in the application, processing, 
reporting, auditing, and exercising federal, state, and local grants. Duties would include working with 
administration to clean-up previous grants which are in various levels of completion, i.e. tail from 
previous grants; collection of grant money already awarded; application for current grants at federal, 
state, and local levels; coordinate spending of grant money from various sources; and administration 
and record keeping of such grants, both required reporting and internal.   
 
CONTRACT TERM: 
 
The contract time period will be for one (1) year commencing from the contract date. 
 
GENERAL REQUIREMENTS: 
 
Must have at least five (5) years experience in the profession, including exposure to issues likely to 
be of assistance in serving as Grant Writer; must be have the ability to attend meetings of the 
Borough; must have sufficient support staff to provide all services required by the Borough. Must list 
past and present public entities represented as Grant Writer, including at least four public entities 
within a 100 mile radius of the Borough serviced by your firm. Must provide other factors if 
demonstrated to be in the best interest of the Borough. 
 
INSURANCE AND INDEMNIFICATION: 
 
The Contractor shall be required to have the following insurance coverage.   Said coverage or 
certification of ability to obtain said coverage immediately upon contract award, shall be applicable to 
this proposal and be made a part of the proposal documents: 
 
 
 
 
 
 



INSURANCE REQUIREMENTS: 
 
Worker’s Compensation Insurance 
 
Workers Compensation Insurance shall be maintained in full force during the life of the contract, 
covering all employees engaged in performance of the contract pursuant to N.J.S.A. 34:15-12(a) and 
N.J.A.C. 12:235-1.6 
 
General Liability Insurance 
 
The contractor shall furnish evidence to the Borough prior to commencement of the work that he/she 
or any of his/her subcontractors perform and will provide Standard Liability for any operations to be 
performed by contractor or subcontractors as follows: 
 
General liability insurance shall be provided with limits of not less than $1,000,000 for any occurrence 
and $1,000,000 aggregate for bodily injury and property damage.  Coverage shall be maintained in 
full force during the life of the contract. 
 
Automotive Liability Insurance 
 
Automotive liability insurance covering the contractor for claims arising from owned, hired and non-
owned vehicles with limits of not less than $1,000,000 for any one occurrence and $1,000,000 
aggregate for bodily injury and property damage.  Coverage shall be maintained in full force during 
the life of the contract. 
 
Professional Liability Insurance 
 
Professional liability insurance covering contractor for claims arising from its representation of the 
municipality with limits of not less than $1,000,000 for any one occurrence, which shall be claim 
based, and coverage shall be maintained in full force and effect during the life of the contract. 
 
The preceding insurance requirements maybe amended before the issuance of the final 
contract at the sole and absolute discretion of the Borough on a case-by-case basis.   
 
 
 
CERTIFICATES OF THE REQUIRED INSURANCE 
 
Certificates of Insurance for those policies required shall be with an insurance company authorized to 
do business in the State of New Jersey and shall name the Borough as an additional insured. 
 
INDEMNIFICATION 
 
The contractor shall indemnify, defend, and save harmless the Borough, at the contractor’s own cost 
and expense, from and against all losses and all claims, demands, payments, suits, actions, 
recoveries and judgments of every nature and description brought or recovered against him, by 
reason of any act or omission of the said contractor, his agents or employees, in the delivery of goods 
or services, execution of the work, or in the guarding of it. 
 
 
 
 



WORK PRODUCT/DELIVERABLES: 
 
All documents and writings necessary and incidental to grant writing and management consulting. 
 
FEE SCHEDULE: 
 
Provide a cost proposal consisting of information on your fee structure(s) based on the scope of 
services indicated herein, including anticipated reimbursable costs.   
 
EVALUATION PROCESS: 
 
An evaluation team will review all responses/proposals.  The team will determine if the 
responses/proposals satisfy the Requirements, determine if a response/proposal should be rejected 
and then evaluate the responses/proposals based upon the Evaluation Criteria.  The highest-ranking 
respondent will then be recommended to the governing body for award of contract, based on price 
and other factors. In specific areas, multiple contracts may be awarded.  Listed below are the 
criteria that the Borough of Highlands will consider in the evaluation of each response/proposal.  The 
arrangement of the criteria does not imply order of importance in the selection process. All criteria will 
be used to select the successful respondent. 
 
 
 
 
1.     Requirements 
 
Possess the general requirements stated herein. 
  
2.    Understanding of the Requested Work 
 
The responses/proposals will be evaluated for general compliance with instructions and requests 
issued in the RFQ-RFP.  Non-compliance with significant instructions shall be grounds for 
disqualification of responses/proposals. 
 
3.     Knowledge and Technical Competence 
 
This includes the ability of the respondent to perform all of the tasks and fulfill adequately the stated 
requirements. 

   
4.     Management, Experience and Personnel Qualifications 
 
Expertise of the respondent shall be demonstrated by past contract successes providing government 
agencies with similar services.  The respondent will be evaluated on knowledge, experience, prior 
collaboration and successful completion of projects/services similar to those requested in this RFQ-
RFP.  In additional to relevant experience, respondents shall provide personnel qualifications in the 
Response/Proposal. 
 
5.      Ability to Complete the Services in a Timely Manner 
 
This is based on the estimated duration of the tasks and the respondent’s ability to accomplish these 
tasks as stated.   
 
 



 
 
6.      Cost 
 
Price shall be based on rates set forth in the RFQ or where a cost proposal is required (RFP), as 
submitted in the cost proposal.  Prices are firm for twelve (12) months.  Any services not included as 
part of any resulting contract scope of services or cost proposal must be approved and authorized by 
the Borough of Highlands before such work is initiated.  The Borough shall pay for such approved 
services, at the rate or cost agreed upon between the Borough and contractor. 
 

BASIS OF AWARD 
EVALUATION CRITERIA 

 
Grant Writer and Management Consultant - CY2015 

Term:  One Year Commencing from the Contract Date 
 
The following is the criteria for evaluation of the response/proposal.  Points shall be awarded based 
on the information contained in each response/proposal for each category as listed below on a scale 
of 1-10, with 10 meeting all required criteria and 1 not meeting the required criteria.  The highest total 
score shall be the basis for the contract award. 
 
 
                  
                                   EVALUATION CRITERIA 

SCORE/ 
POINTS 
 

                                    TECHNICAL CRITERIA  
Vendor’s response/proposal demonstrates a clear understanding of 
the scope of work and related objectives 

 

Vendor’s response/proposal is complete and responsive to the 
technical RFQ/RFP requirements 

 

Vendor evidences successful past performance of like projects  
                                   MANAGEMENT CRITERIA  
History and experience in performing similar work  
Availability of personnel, facilities, equipment, etc.  
Qualification and experience of support personnel  
Comprehensive work plan and schedule  
Significant experience in application, processing, reporting, 
auditing, and exercising federal, state, and local grant matters 

 

Proof of licensure  
                                       COST CRITERIA  
Cost of goods/services to be provided  
Quality and quantity of vendor’s services to previous clientele  
Vendor’s financial ability to meet obligations  
POINT TOTALS  
 
 
 
 
 
 



BE ADVISED THAT absent an express written notice to the contrary in the detailed requirements, all 
responses/proposals: 
 
 
 
1. Are to be submitted on “The Standardized Profession Service RFQ-RFP SUBMISSION FORMS” 
AND  
2. Are Subject to the Standardized “General Instructions, Submission and Selection Criteria for 
Professional Service Contracts”. 
 
SEALED RESPONSES/PROPOSALS SHOULD INCLUDE: 
1. The above noted Standardized Profession Service RFQ-RFP SUBMISSION FORMS which 
include:  
a. The “Proposal, Qualifications and Costs Submission Form” signed and dated by the provider and 
clearly referencing any additional sheets or attachments (such as a submission letter, provider 
service or experience description, and/or fee schedule). 
b. A signed and notarized “Non-Collusion Affidavit.” 
c. A signed Disclosure of Ownership form. 
2. A copy of the vendor's current "NJ Business Registration Certificate." Information on this certificate 
can be obtained on the web at "http://www.state.nj.us/treasury/revenue/busregcert.htm".  
3. Such other documents and materials as may be appropriate to show the qualifications and 
experience of the provider or to meet the requirements of this RFQ-RFP. 
4. Affirmative Action Language and Disclosure of Investment Activities with Iran Form 
 
SUBMISSION DEADLINE AND PUBLIC READING: 
Sealed proposals/responses must be received in the Borough of Highlands Municipal Building, 42 
Shore Drive, Highlands New Jersey 07724, Clerks office on or before the date and time (“due date” 
set forth in this notice (also referred to as the “submission deadline”). The Borough Clerk and/or her 
designated representative will receive submissions up to the submission deadline. 
 
The Borough reserves the right to extend the submission deadline at any time prior to opening of the 
sealed submissions, to reject all submissions without the need for cause or prior notice, to reject 
particular submissions due to defects in mandatory items, to waive non-mandatory items and to 
accept any submissions that in its judgment is in the best interest of the Borough. 
 
NOTICE POSTED: January 30, 2015 
DUE DATE: February 18, 2015 @ 9:00 a.m. prevailing time 
PUBLIC READING:  All responses/proposals will be opened at the Borough Municipal Building 42 
Shore Drive, Highlands NJ, February 18, 2015 @ 9:00 a.m. 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
 
Proposal/Qualification/Cost  Form (please attach additional pages as needed) 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
                                     
 
 
 



 
 
                                                      NON-COLLUSION AFFIDAVIT 
 
State of New Jersey ________________   §: 
 
County of ________________________ 
 
I, _________________________ of the City of_______________________ in 
 
The County of ____________________ and the State of ___________________ of full age, being duly sworn 
to law on my oath depose and say that I am 
______________________________________________________of the firm 
of____________________________________________, the bidder making 
the proposal for the above named project, and that I executed the said proposal with full authority to do so and 
that said bidder has not, directly or indirectly, entered into any agreement, participated in any collusion, or 
otherwise taken any action in restraint of free, competitive bidding in connection with the above named project, 
and that all statements contained in said bid and in this affidavit are true and 
correct and made with full knowledge that The Borough of Highlands relies upon the truth of the statements 
contained in said bid and in the statements contained in this affidavit in awarding the contract for said project. 
I further warrant that no person or selling agency has been employed or retained to solicit or secure such 
contract upon an agreement or understanding for a commission, percentage, brokerage or contingent fee, except 
bona fide established commercial or selling agencies maintained by 
 
__________________________________________ (N.J.S.A 52:3415). 
(Name of bidder) 
 
By: ________________________________ 
 
_________________________________ 
(Typed Name and Title) 
Subscribed and sworn to before me 
this _______ day of ______________ 2015 
__________________________________ 
(Notary Public of ______________) 
LIST OF STOCKHOLDERS 
Percentage of Ownership 
Name and Address _____(10% or more)_____ 
___________________________________ ______________________ 
___________________________________ ______________________ 
___________________________________ ______________________ 
 
 
 
 

 
 
 
 
 
 
 



 
DISCLOSURE OF OWNERSHIP 
(If bidder is a Sole Proprietorship check 

here (___) and do not complete this statement) 
 
The UNDERSIGNED, as bidder, in accordance with N.J.S.A. 52:25-24.2 (P.L. 1977, Chapter 33), declares and submits 
this Statement of Ownership.   
 
Bidder is a Corporation (  )       Partnership (  )       Joint Venture (  ) 
 
These are all shareholders or partners owning 10% or more of the stock or interest in the bidding corporation or 
partnership. 
 
Full Name of Individual   Address of Individual   Share(%) 
(Stockholder)(Partner)   (Stockholder)(Partner)   Owned    
 
1.             
           
 
2.             
           
 
3.             
           
 
4.             
           
 
Portion owned by minority owners (less than 10%) not listed       
  
TOTAL          100% 
 
 _____________________________ 
         Print or Type Name and Title of Affiant 
         Authorized Representative of Bidder 
 

Subscribed and Sworn Before Me this ______ day of  ______________,2015    
 

                               __________________________________ 
                                    Signature of Affiant 

                                                                                                                                  (Corporate Seal) 
                                                                                    If Applicable 

 
________________________________     
(Notary Public)     
My Commission Expires:       
     
Notes: 
1.  Attach additional sheets in this format, if necessary. 
2.  The terms Corporation and Partnership encompass all forms, including, but not limited to Limited 
     Partnerships, Limited Liability Corporations or Partnerships and Subchapter S Corporations. 
3.  If a corporation or partnership is shown as a greater than 10% owner, attach similar breakdown of 
    (“its”) individual owners. 
4.  For a Joint Venture, provide a Disclosure in this format for each participant. 



 

 
 



 
 
Procurement and Service Contract - Mandatory Language 
 
 P.L. 1975, C. 127 (N.J.A.C. 17:27) 
 MANDATORY AFFIRMATIVE ACTION LANGUAGE 
 
 PROCUREMENT, PROFESSIONAL AND SERVICE CONTRACTS 
 
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, sex, affectional or sexual orientation.  The contractor will take 
affirmative action to ensure that such applicants are recruited and employed, and that employees are treated during employment, without 
regard to their age, race, creed, color, national origin, ancestry, marital status, sex, affectional or sexual orientation.  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 forth 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, sex, affectional or sexual orientation; 
 
 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 workers' 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 the regulations promulgated by the Treasurer pursuant 
to P.L. 1975, c. 127, as amended and supplemented from time to time and the Americans with Disabilities Act. 
 
 The contractor or subcontractor agrees to attempt in good faith to employ minority and female workers consistent with the 
applicable county employment goals prescribed by N.J.A.C. 17:27-5.2 promulgated by the Treasurer pursuant to P.L. 1975, c. 127, as 
amended and supplemented from time to time or in accordance with a binding determination of the applicable county employment goals 
determined by the Affirmative Action Office pursuant to N.J.A.C. 17:27-5.2 promulgated by the Treasurer pursuant to P.L. 1975, c. 127, 
as amended and supplemented from time to time. 
 
 The contractor or subcontractor agrees to inform in writing appropriate recruitment agencies in the area, including employment 
agencies, placement bureaus, colleges, universities, labor unions, that it does not discriminate on the basis of age, creed, color, national 
origin, ancestry, marital status, sex, affectional or sexual orientation, 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. 
 
 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, sex, affectional or sexual 
orientation, and conform with the applicable employment goals, consistent with the statutes and court decisions of the State of New 
Jersey, and applicable Federal law and applicable Federal court decisions. 
 
 The contractor and its subcontractors shall furnish such reports or other documents to the Affirmative Action Office as may be 
requested by the office 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 Affirmative Action Office for conducting a compliance investigation pursuant to Subchapter 10 
of the Administrative Code (N.J.A.C. 17:27). 



 
Mandatory Check List: 

 
_____1. The Standardized Professional Service RFQ-RFP SUBMISSION FORMS which include:  
a. The “Proposal, Qualifications and Costs Submission Form” signed and dated by the provider and 
clearly referencing any additional sheets or attachments (such as a submission letter, provider 
service or experience description, and/or fee schedule). 
b. A signed and notarized “Non-Collusion Affidavit.” 
c. A signed Disclosure of Ownership form. 
 
_____2. A copy of the vendor's current "NJ Business Registration Certificate." Information on this 
certificate can be obtained on the web at "http://www.state.nj.us/treasury/revenue/busregcert.htm".  
 
_____3. Such other documents and materials as may be appropriate to show the qualifications and 
experience of the provider or to meet the requirements of this RFQ-RFP. 
 
_____4. Affirmative Action Language 
 
_____5. Investment Activities with Iran Disclosure Form 
 
 
 
 


