
  

NOTICE OF RFP 
 

BOROUGH OF HIGHLANDS 
COUNTY OF MONMOUTH 
STATE OF NEW JERSEY 

REQUESTS FOR PROPOSAL & QUALIFICATIONS 
BOROUGH PLANNER 

 
 

Sealed proposals will be received by the Borough Clerk for the Borough QPA of the 

Borough of Highlands, New Jersey and opened and read in public in the Municipal Annex at 

 42 Shore Drive Highlands, New Jersey, on Thursday August 3rd, 2017 11:00 a.m. 

Request for Proposal/Qualifications for Borough Planner to the Borough of Highlands 

Successful applicants will be required to comply with requirements of N.J.S.A. 30:5-33, et seq. (N.J.A.C. 37:27) 

NJSA 10:5-31 et seq. and NJAC 17:27 et seq, Equal Employment Opportunity, N.J.S.A. 52:32-44, et. seq., New 

Jersey Business Registration, N.J.S.A. 10:5-31; Affirmative Action. The Borough will refer to Prompt Payment Act 

NJSA 2A:30A-1 et seq with regards to disputes. The Borough of Highlands reserves the right to reject 

bids/proposals and waive informalities in accordance with NJSA 40A:11-13.2 and applicable case law. If it is 

deemed to be in the best interest of the Borough of Highlands to do so. The Borough of Highlands also reserves the 

right to conduct interviews of any and or all applicants, as it deems necessary. 

All Addenda will be issued in the website www.highlandsborough.org. Therefore, all interested 

respondents should check the website from now through the date due. It is the sole responsibility of the 

respondent to be knowledgeable of all addenda related to the procurement. 

Respondents shall comply with the said requirements. 
 

By order of the Mayor and Council of the Borough of Highlands 

 

 

 

 

 
 

 
 

 
 
 
 
 



  

REQUEST FOR PROPOSAL 
                                     Borough Planner for Business District Modifications 
 
 
The Borough of Highlands is currently seeking proposals for Borough Planner for Business District 
Modifications for 2017.  Proposals will be accepted by email or US Mail and must be received by Thursday 
August 3rd, 2017.  Proposals transmitted by email must be sent to the following address: 
Bbrookes@highlandsborough.org and kgonzales@highlandsborough.org Proposals sent via US Mail must be 
addressed to: 

 
Borough Clerk Office 
Borough of Highlands Planner for Business District 
Modifications RFP 2017 
42 Shore Drive Highlands, 
NJ 07732 

 
 
SCOPE OF WORK: 

 
Borough Planner for Business District Modifications  
The Borough Planner shall be a New Jersey licensed professional planner and certificate holder from the American 
Institute of Certified Planners (AICP). The Borough Planner shall attend meetings of the Borough as requested. The 
Borough Planner shall provide services necessary to review and make recommendations concerning modifications to 
the existing Zoning in the Business District as well as the creation of a form based code in the Business District. 
When requested, the Borough Planner for Business District Modifications shall provide technical advice to other 
Borough officials and agents concerning their review of such proposals. 
The Borough Planner for Business District Modifications shall prepare reports, presentations and research matters 
listed that are in the existing masterplan: 
-Creation of a new Central Business District 
-Implement a form based code throughout the downtown district 
-Allow parking as a permitted conditional use in all business districts with the exception of waterfront commercial 
districts 
-Remove the B-1 and B-2 overlay zones 
-In mixed use buildings, allow residential on all floors above the first floor 
-In mixed use buildings, allow residential on all floors above the first floor 
 

METHOD OF AWARD: 
 

The Borough of Highlands may award the work based on the terms stated. The successful applicant will not 
assign any interest in this contract and shall not transfer and interest in the contract without the prior written 
consent by the Borough. This contract will be awarded pursuant to a fair and open process as prescribed in 
N.J.S.A. 40A: 11-1 et seq. 
 

 
INSURANCE REQUIREMENTS: 

 
The Borough Planner for Business District Modifications will not be allowed to begin work under this contract until 
he/she has all insurance required under the contract documents and the insurance has been approved by the Borough. 
The Borough Planner shall not allow any sub-contractor to begin work on his subcontract until the insurance required 
of the subcontractor has been obtained and approved. The insurance required shall be maintained in full force and 
effect throughout the contract term. 
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A. Compensation Insurance - The Contractor shall procure and maintain during the life of the contract 
Worker's Compensation Insurance for all of his employees to be engaged in work on the project, and in the case of 
any sublet, the Contractor shall require the subcontractor similarly to provide Worker's Compensation Insurance 
f o r  all of the latter's employees unless such employees are covered by the Contractor's Insurance. In case any 
class of employees engaged in hazardous work on the project under this contract are not protected under the 
Worker's Compensation Statute, the Contractor shall provide and cause each sub-contractor to provide adequate 
employer's general liability insurance for the protection of such of his employees as are otherwise protected. 

 
 

B.  Contractor's Automobile Liability and Property Damage Insurance - The Borough Planner/Firm shall 
procure and shall maintain during the life of the contract Automobile Bodily Injury Liability Insurance in an 
amount not less than $1,000,000 for injuries, including accidental death, to any one person and subject to the 
same limit for each person in an amount not less than $3,000,000 on account of one accident and Automobile 
Property Damage Insurance in an amount not less than $500,000. The Borough Planner/Firm shall also carry 
insurance in the same amounts stipulated above on all vehicles not owned by him, but which are used in 
connection with the work being performed under this contract. 

 
C. Borough's Contingent Policy - The Borough Planner/Firm shall pay, indemnify and hold harmless the 
Borough, its employees, agents or servants from all suits, actions, demands, claims, losses, damages, expenses 
and/or costs of every kind and description of which the Borough may be subjected or put by reason of injury, 
including death, to persons or property resulting from the manner or method employed by the Borough 
Planner/Firm, his employees, agents or servants or sub-contractors. And whether such suits, actions, demands, 
claims, losses, damages, expenses and/or costs be against, sustained, or suffered by the Borough, its employee, 
agents, servants, or be against, suffered, by other corporations and persons to whom the Borough, its employees, 
agents, or servants may become liable therefore, and the whole or so much of the moneys due or to become due 
the Borough Planner/Firm under the contract as may be considered necessary may be retained by the Borough 
until suits or claims for damages or injuries shall have been settled or otherwise disposed of and satisfactory 
evidence to that effect furnished to the Borough. 

 
 

D. Proof of Insurance - The Contractor shall furnish the Borough with satisfactory proof of coverage of the 
insurance required by submitting the original insurance policies and endorsements or properly executed conformed 
copies. Each insurance policy and endorsement shall contain undertaking by the insurance carrier not to cancel the 
policy except upon thirty (30) days notice to the Borough. The policies and endorsements shall be specifically 
referred to the Borough as an insured party of this contract and shall state that the insurance as provided conforms to 
the requirements of these contract documents. All insurance required by this contract shall be placed with responsible 
insurance companies authorized to do business in the State of New Jersey, which are satisfactory to the Borough. 

 
 

REFERENCES: 
A minimum of two references from public entities for which you/your firm has served as Borough Planner 
within the past five (5) years shall be submitted with the proposal. The references shall include contact 
names, addresses and telephone numbers. 

 
FEES: 
The work is to be billed on a not to exceed maximum. 

 
TAX EXEMPTION: 
The Borough of Highlands is exempt from any state or federal sales, use or excise tax per N.J.S.A. 54:32B-9(a)(1) 

 
 
 
 
 
 



  

MANDATORY REQUIREMENTS: 
 

Business Registration Certificate: 
In accordance with N.J.S.A. 52:32-44 (P.L. 2004, c.57), a Business Registration Certificate will be 
required to be submitted to the Borough of Highlands for award. Detailed information on this requirement 
is found on the Division web site at www.nj.gov/dca/lgs/lpcl. 
 
 

Affirmative Action Compliance Notice and Equal Employment Opportunity:  
Vendor must sign the acknowledgement notice within this packet and comply with the mandatory requirements. 
 
 
American with Disabilities Act Form: 
Vendor must sign the acknowledgement notice within this packet and initial and date the. 
 
 
Statement of Ownership Disclosure: 
Per N.J.S.A. 52:25-24.2 (P.L. 1977, c.33, as amended by P.L. 2016, c.43, is required to be completed and 
submitted with this proposal. 
 
 
Non Collusion Affidavit: 
Per N.J.S.A. 52:34-15 Vendor must complete and return. 
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AFFIRMATIVE ACTION COMPLIANCE NOTICE 
N.J.S.A. 10:5-31 and N.J.A.C. 17:27 

 
GOODS AND SERVICES CONTRACTS 

(INCLUDING PROFESSIONAL SERVICES) 
 
 
This form is a summary of the successful bidder’s requirement to comply with the requirements of N.J.S.A. 10:5-31 
and N.J.A.C. 17:27-1 et seq. 
 
The successful bidder 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)  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 
(b)  A photocopy of a Certificate of Employee Information Report approval, issued in accordance with N.J.A.C. 
17:27-4; 
 OR 
(c)  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. 
 
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 bid 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. 
  
 
COMPANY: ____________________________   SIGNATURE: ____________________________ 
 
PRINT NAME:_____________________________ TITLE:  _______________________________   
 
DATE: __________________ 



  

 
 



   



  

 
 

NON-COLLUSION AFFIDAVIT 
 
State of New Jersey  
County of _________________                                           ss: 
 
 
I, ________________________________ residing in ___________________________________                                                       
(name of affiant)                                                                                                (name of municipality) 
in the County of _______________________________ and State of _____________________of full age, 
being duly sworn according to law on my oath depose and say that: 
 
I am _____________________________________ of the firm of _________________________ 
                                        (title or position)                (name of firm) 
 
_____________________________________ the bidder making this Proposal for the bid  
 
entitled ______________________________, and that I executed the said proposal with  
                               (title of bid proposal) 
full authority to do so 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 proposal and in this affidavit are true and correct, 
and made with full knowledge that the ______________ _________________________relies upon the truth of 
the statements contained in said Proposal  
           (name of contracting unit) 
and in the statements contained in this affidavit in awarding the contract for the 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 employees or bona fide established commercial or selling agencies maintained by 
_________________________________________________. 
 
Subscribed and sworn to 
 
before me this day     _____________________________ 
      Signature 
 
________________, 2____    ___________________________________  
       (Type or print name of affiant under signature) 
_____________________________ 
Notary public of 
 
My Commission expires _______________ 
 
(Seal) 
 

 
 
 

 



  

 
APPENDIX B 

AMERICANS WITH DISABILITIES ACT OF 1990 
Equal Opportunity for Individuals with Disability 

 
The Vendor and the Borough of Carteret, (hereafter “Borough”) do hereby agree that the provisions of Title 11 
of the Americans With Disabilities Act of 1990 (the "Act") (42 U.S.C. S121 01 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 pursuant there unto, are made a 
part of this contract. In providing any aid, benefit, or service on behalf of the Borough pursuant to this contract, 
the Vendor agrees that the performance shall be in strict compliance with the Act. In the event that the 
Vendor, its agents, servants, employees, or subcontractors violate or are alleged to have violated the Act during 
the performance of this contract, the Vendor shall defend the Borough in any action or administrative 
proceeding commenced pursuant to this Act. The Vendor shall indemnify, protect, and save harmless the 
Borough, 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 Vendor 
shall, at its own expense, appear, defend, and pay any 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. In any and all complaints brought pursuant to the Borough’s grievance procedure, the Vendor 
agrees to abide by any decision of the Borough which is rendered pursuant to said grievance procedure. If any 
action or administrative proceeding results in an award of damages against the Borough, or if the Borough 
incurs any expense to cure a violation of the ADA which has been brought pursuant to its grievance 
procedure, the Vendor shall satisfy and discharge the same at its own expense. 
 
The Borough shall, as soon as practicable after a claim has been made against it, give written notice thereof 
to the Vendor along with full and complete particulars of the claim. If any action or administrative proceeding 
is brought against the Borough or any of its agents, servants, and employees, the Borough shall expeditiously 
forward or have forwarded to the Vendor every demand, complaint, notice, summons, pleading, or other 
process received by the Borough or its representatives. 
 
It is expressly agreed and understood that any approval by the Borough of the services provided by the Vendor 
pursuant to this contract will not relieve the Vendor of the obligation to comply with the Act and to defend, 
indemnify, protect, and save harmless the Borough pursuant to this paragraph. 
 
It is further agreed and understood that the Borough assumes no obligation to indemnify or save harmless the 
Vendor, its agents, servants, employees and subcontractors for any claim which may arise out of their 
performance of this Agreement. Furthermore, the Vendor expressly understands and agrees that the 
provisions of this indemnification clause shall in no way limit the Vendor’s obligations assumed in this 
Agreement, nor shall they be construed to relieve the Vendor from any liability, nor preclude the Borough 
from taking any other actions available to it under any other provisions of the Agreement or otherwise at law. 

 
 
 
 
 
 
 
 
 
 
___________ 
 
Initial and Date



  

LIST OF SUBCONTRACTORS 
 
In accordance with NJSA 40A:11-16, the bidder will set forth below the names, addresses and, if applicable, license numbers 
of the subcontractors to whom the bidder will subcontract work in the categories listed in connection with the erection, 
alteration or repair of any public building and the related site work. 
 
 
WORK      SUBCONTRACTOR 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

 

 

 

 

 

 

 



  

STATEMENT OF OWNERSHIP DISCLOSURE 
N.J.S.A. 52:25-24.2 (P.L. 1977, c.33, as amended by P.L. 2016, c.43) 

 
This statement shall be completed, certified to, and included with all bid and proposal submissions.  Failure 
to submit the required information is cause for automatic rejection of the bid or proposal. 

 
Name of Organization:_________________________________________________________________ 
 
Organization Address:_________________________________________________________________ 
 
Part I  Check the box that represents the type of business organization: 

Sole Proprietorship (skip Parts II and III, execute certification in Part IV) 

Non-Profit Corporation (skip Parts II and III, execute certification in Part IV) 

For-Profit Corporation (any type)   Limited Liability Company (LLC)   

PartnershipLimited Partnership Limited Liability Partnership (LLP) 

Other (be specific): ______________________________________________ 
 
Part II 
 

 The list below contains the names and addresses of all stockholders in the corporation who own 
10 percent or more of its stock, of any class, or of all individual partners in the partnership who 
own a 10 percent or greater interest therein, or of all members in the limited liability company 
who own a 10 percent or greater interest therein, as the case may be. (COMPLETE THE LIST 
BELOW IN THIS SECTION) 

  
     OR 

 No one stockholder in the corporation owns 10 percent or more of its stock, of any class, or no 
individual partner in the partnership owns a 10 percent or greater interest therein, or no member in 
the limited liability company owns a 10 percent or greater interest therein, as the case may be.  
(SKIP TO PART IV) 

(Please attach additional sheets if more space is needed): 
  
Name of Individual or Business Entity Home Address (for Individuals) or Business Address 

  

  

  

  

 

 
 



  

Part III  DISCLOSURE OF 10% OR GREATER OWNERSHIP IN THE STOCKHOLDERS, 
PARTNERS OR LLC MEMBERS LISTED IN PART II 
 
If a bidder has a direct or indirect parent entity which is publicly traded, and any person holds a 10 
percent or greater beneficial interest in the publicly traded parent entity as of the last annual federal 
Security and Exchange Commission (SEC) or foreign equivalent filing, ownership disclosure can be met 
by providing links to the website(s) containing the last annual filing(s) with the federal Securities and 
Exchange Commission (or foreign equivalent) that contain the name and address of each person holding a 
10% or greater beneficial interest in the publicly traded parent entity, along with the relevant page numbers of 
the filing(s) that contain the information on each such person.  Attach additional sheets if more space is 
needed. 
 

Website (URL) containing the last annual SEC (or foreign equivalent) filing Page #’s 
  
  
  
 
Please list the names and addresses of each stockholder, partner or member owning a 10 percent or greater 
interest in any corresponding corporation, partnership and/or limited liability company (LLC) listed in Part II 
other than for any publicly traded parent entities referenced above.  The disclosure shall be continued 
until names and addresses of every noncorporate stockholder, and individual partner, and member exceeding 
the 10 percent ownership criteria established pursuant to N.J.S.A. 52:25-24.2 has been listed. Attach 
additional sheets if more space is needed. 
 

Stockholder/Partner/Member and 
Corresponding Entity Listed in Part II  

Home Address (for Individuals) or Business Address 

  

  

  

 

Part  IV    Certification 
 
I, being duly sworn upon my oath, hereby represent that the foregoing information and any attachments 
thereto to the best of my knowledge are true and complete. I acknowledge: that I am authorized to execute 
this certification on behalf of the bidder/proposer; that the Borough is relying on the information contained 
herein and that I am under a continuing obligation from the date of this certification through the completion 
of any contracts with Borough to notify the Borough in writing of any changes to the information 
contained herein; 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 am subject to criminal prosecution under the law and that it will 
constitute a material breach of my agreement(s) with the, permitting the Borough to declare any contract(s) 
resulting from this certification void and unenforceable. 
 
Full Name (Print):  Title:  

Signature:   Date:  
 

 



  

 
 

 

 



  

 

 
 



  

 
 
 

 
 
BOROUGH OF HIGHLANDS 
REQUEST FOR PROPOSAL 
BOROUGH PLANNER for BUSINESS DISTRICT MODIFICATIONS 

 
 

DATE: 
 

COMPANY NAME: ADDRESS: 

The undersigned declares that he/she has carefully examined and fully understands the specifications and 
requirements contained in the Request for Proposal and agrees to furnish and deliver all materials and 
work in accordance with said terms. 

 
 
 

  

Contractor Authorized Signature 
 
 

  

Print Name Title 
 
 

  

Telephone (office) Cell Phone 
 
 

 

Email Address 
 
 
 
 

  

Telephone (office) Cell Phone 
 
 

 

Email Address 
 
 

RATES: 
 

  $    
 

  $    
 

  $    
 

  $    
 

Contract not to exceed $    
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