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Division of Central Purchasing 

828-830 Broad Street, 3rd Floor 

Newark, New Jersey 07102 

973/733-3776 

Fax 973/733-3760 

TO THE VENDOR: 

This guide is designed to inform prospective bidders of the procedures for selling to the City of Newark. It describes what we buy, and how you can participate in our purchasing program. 

Whether yours is a large or small firm, you will have an equal opportunity to share in selling your goods or services to the City of Newark to fulfill our needs. Therefore, this guide is presented to assist you in doing business with the City. 

Prospective bidders should especially note the step-by-step procedures for submitting a bid and complying with bid requirements. These procedures include those required by State law and rules and regulations adopted by the Municipal Council of the City of Newark. We encourage the bidders to follow these guidelines. 

If you have any questions concerning procedures, please contact the Division of Central 

Purchasing by calling (973) 733-3776 or visiting our office at 828 Broad Street, 3rd floor, Finance Building, between the hours of 9:00am and 4:00pm. 

We hope you find this guide useful and we cordially welcome your interest. 

  Adam E. Cruz
Adam E. Cruz, Director of Purchasing
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OUR PURCHASING PRINCIPLES 

The City of Newark has developed principles to guide its personnel so that their relationship with you will be an equitable one. These principles are administered by the City Purchasing Director and have been developed to assure uniformity of practices, to promote competition among potential suppliers and to award contracts on a competitive basis to the fullest degree possible. 

1. 

Our purchasing activities are governed by the procedures established by the governing body and the State statutory law known as the “Local Public Contracts Law”. The bidding statute purposes are to guard against favoritism, improvidence, extravagance and corruption. The goal of the bid laws is to secure for the public the benefits of unfettered competition. 

2. 

Our objective is to procure for the using agencies of the City all materials, supplies, 

equipment and services, at the lowest possible cost, consistent with quality and delivery 

requirements. 

3. 

Central Purchasing, in determining which companies are the lowest responsible bidders, will consider such factors as price, quality, business reputation, financial stability and whether the company is an equal opportunity employer. 

4. 

Central Purchasing will not purchase materials, supplies, equipment and services from any officer or employee of the City, elected or appointed. 

5. 

Central Purchasing employees will not accept, from vendors or their representatives, any gift of gratuity, or other benefit or favor of any nature. Violation of this policy can be cause for severe disciplinary action. 

6. 

The Central Purchasing Division receives sales representatives regularly; calls can be made between 9am and 4pm Monday through Friday inclusive. When requested to do so, Central Purchasing will arrange for personnel of other using agencies to interview sales 

representatives. 
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HOW TO DO BUSINESS WITH THE CITY OF NEWARK: THE STEPS 

STEP 1:BIDDER’S LIST AND BID SOLICITATIONS 

BIDDER’S LIST 

Your first step is to make sure your company’s name is placed on our bidder’s list. 

REQUEST A BIDDER’S APPLICATION 

Complete the application and return it to the Central Purchasing Office. The information stated on the application will determine which goods and/or services you can supply to the City. 

The application will indicate to the Central Purchasing Office which goods or service bidder’s list your name will be placed. 

Once your name is placed on our bidder’s list, you then will have an opportunity to bid on upcoming solicitations. You will start to receive informal bid solicitations and/or IFB (Invitation For Bid) post cards to bid on formal competitive bids, when we are in the market for your goods or services to meet the needs of the City’s departments and agencies. 

BID SOLICITATIONS 

In the competitive acquisition of goods and services, there are two basic methods used for 

solicitation of bids: 

1. Informal competitive bidding, non-advertised. 

2. Formal competitive bidding that is advertised. 

Whether the bid solicitation is formal or informal the request will describe what we need and will include the forms on which you should submit your bid. 
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STEP 2: 

HOW TO SELL TO THE CITY OF NEWARK FOR PURCHASES OF GOODS AND 

SERVICES UNDER $21,000.
INFORMAL COMPETITIVE BIDDING 

When requirements arise for the acquisition of goods or services, prospective suppliers appearing on the bidder’s list are mailed a “Price Quotation” and are asked by Central Purchasing to submit quotations or proposals. 

The supplier submits their offer so that it will reach Central Purchasing by the hour and date set for the bid opening. Don’t forget bidding is competitive so quote your best price! 

All offers are compared to determine which offer represents the best value to the City of Newark. An agreement is then awarded to the lowest responsible bidder able to supply our requirements on the basis most advantageous to the City. 

Also, telephone quotes are solicited as an option when necessary for expediency of requirements. 
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STEP 3: 

HOW TO SELL TO THE CITY OF NEWARK FOR PURCHASES OF GOODS AND SERVICES OVER $21,000 

FORMAL COMPETITIVE BIDDING 

The law provides that we advertise for bids whenever we purchase a service or goods that will cost more than * $21,000. 

Our advertisements generally appear in the Newark Star Ledger newspaper on Tuesday of every week. They can be found in the section under the title “BIDS WANTED”, business section or varied sections in the body of the paper. Bids are also posted on the City of Newark’s website, www.ci.newark.nj.us , under the Vendor’s Opportunities section. 

Once a notice of formal bid proposals are advertised in the Star Ledger newspaper on Tuesdays, you may request a bid package by calling (973) 733-3776 or you may pick up a bid package in person at the Central Purchasing Office, 828-830 Broad Street, 3rd floor. 

If you are on our bidder’s list for the requested goods or services, you will most likely be notified by an IFB post card. However, once the bid has been advertised the City has met the legal requirement for notification. The prospective bidder is responsible for obtaining the advertised bid proposal. 

All formal bid openings are scheduled at 10:15 AM on the date specified. Mailed bid proposals must be received before 10:15 AM on the date specified; no late bids will be accepted. 

On the specified hour and date, the sealed bids received are publicly opened and read. 

You may be present at these public bid openings and summaries of the bids are available for your examination. 

After analysis of the bids received, contracts are awarded, provided that the prices are reasonable, to the lowest responsible bidders who can complete them in accordance with the terms of the specifications and instructions. 
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STEP 4: THE CONTRACT 

THE CONTRACT: 

Formal competitively bid contracts are submitted to the Municipal Council by resolution for an award. Once the resolution is approved the Central Purchasing Office prepares contracts to be executed. The contracts are mailed to the contractor for signatures and for appropriate documents as required for execution. On receipt of the contracts from the vendor, contracts are expedited and an official signed copy will be mailed back to the vendor. 

Your contract sets forth your obligations and your rights. It mutually protects both you and the City of Newark. 

One of the differences between a government contract and a private contract is the government’s absolute right to terminate a contract. 

In some cases, contracts are cancelled because the contractor failed to comply with certain important requirements of the contract. In such cases, the City is liable only for the items, if any, which have been already delivered and accepted. However, the City has the right to buy the goods or services from another source, that it could not buy from the original contractor. The City can charge that contractor the difference, if any, between his contract price and the price that the City has to pay the new supplier. 

The specifications describe what the City requires and wants. Your failure to follow all specifications will result in a rejection of your shipment. The City does not pay for rejected merchandise. In the case of a dispute involving the performance of a service, procedures to settle the dispute will be utilized. 

CONSTRUCTION CONTRACTS
The Engineering Department oversees construction project contracts. 

Construction project contracts are defined as the process of building, altering, repairing, improving or demolishing any public structure or building, or other public improvements of any kind to any public real property. It does not include the routine operation, routine repair or routine maintenance of existing structures, building or real property. 

You may contact the Engineering Department for further information at (973) 733-8520. 
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STEP 5: HOW YOU GET PAID 

Deliver Your Goods 

The authorization for you to deliver goods or services to the City is a properly signed purchase order. The Purchasing Director or his/her authorized representative must sign the purchase order. 

Know the Payment Procedure 

The payment procedures to be followed are spelled out on the “Vendor Copy” of the purchase order. 

Follow them carefully. 

Any question regarding the purchase order should be directed to the authorized city official that signed the order or Central Purchasing’s Buying unit (973) 733-3777. 

Any questions regarding payment on completed orders should be directed to the City’s Agency to which the order was delivered. Please refer to your purchase order number when inquiring. 

Bill Us Accurately 

Errors in billing cause delays in payment. Make certain that you mail your voucher to the office specified on the purchase order. 

Get Paid Promptly 

Deliver your goods or provide your service – know and follow the payment procedure – bill us accurately – and you will be paid within 30 (thirty) days. 
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SECTION 4: BONDING REQUIREMENTS 

BONDING REQUIREMENT 

If required, all bidders are requested to submit with their bids, a bid bond, certified check, money order or cashier’s check in the amount of 10% of the bid, but in no case more than $20,000.00. If the total amount of your bid is under $21,000.00 then the bid bond is not required. 

EXCEPTIONS: 

WHEN BONDING IS NOT REQUIRED 

The Business Administrator may, in the best interest of the City of Newark, authorize the Purchasing Director to eliminate or reduce the requirement of a bid bond, certified check or cashier’s check or money order on some bids, as well as eliminate the requirement of a performance bond, or require a bond in less than the full amount of the contract. These actions must be approved in writing prior to the advertising for bids, proposals or estimates. 
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SECTION 5: SET-ASIDE AWARD 

SET-ASIDE AWARD 

Certified vendors who have registered under the current approved New Jersey Set-Aside Program will be eligible for special public bids, quotes and miscellaneous awards as solicited in accordance with the thresholds established for these awards. It is recommended that all vendors inquire with Central Purchasing to determine if their New Jersey company is eligible for certification under the current guidelines established with this program for small business firms employing less than 100 employees and operating within the State. 

The Mayor’s Office of Affirmative Action/Set-Aside Program welcomes your participation in the City’s Minority Business Enterprises (MBE’s) and Women Business Enterprises (WBE’s). 

The following requirements are necessary in order for your business to participate: 

1. 

Obtain a MBE and WBE Registration Form from: 

The Mayor’s Office of Affirmative Action/Set-Aside Program 

920 Broad Street, Room B-25 

Newark, New Jersey 07102 

Attn: Darline Noble, Manager 

2. 

Certification 

Your company must be certified as a MBE or WBE by a governmental agency: 

We accept certifications from: 

• 

NJ Transit 

• 

The State of New Jersey 

Department of Commerce and Economic Development 

• 

NJ Department of Transportation 

• 

Port Authority of New York and New Jersey 

3. 

Registration 

Attach a copy of your certification to the Registration Form and mail or bring it to the above address. Once our requirements are met your company will be invited to bid on construction, equipment, goods and service contracts open to qualified MBE/WBE’s. 

If additional information is needed you may contact the Affirmative Action Office by calling (973) 733-6394. 
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SECTION 6: HELPFUL HINTS TO BIDDERS 

Read the Invitation Carefully 

It means exactly what it says! You are expected to follow all instructions and specifications set forth in the proposal to bid. Don’t assume anything. In case of doubt as to the meaning of any part of the specifications contact the Central Purchasing Office immediately before you submit your bid. Any questions for clarification must be put in writing and forwarded to the Central Purchasing Office no less than three (3) days before the bid opening. If you cannot meet the specifications, you should not submit a bid. 

Complete all document requirements and do not forget to sign your bid proposal. Non-

compliance in completing document requirements can result in the rejection of your bid. 

Include all Costs 

Be certain that all costs are included. Don’t forget packing and delivery. Remember that many things can upset your cost estimates. It is important to take all cost factors into consideration when preparing your bid. 

Prepare Your Bid Accurately 

Your bid is your formal offer to supply the required items at the price you indicated and on the terms we specify. Don’t promise deliveries you cannot fulfill. If you bid is accepted, the City will hold you to all of its terms. If you make an error, the City of Newark may not legally be able to grant relief. 

Submit Your Bid on Time 

The Central Purchasing Office must receive your bid on the specified hour and date set for the opening of  bids. Be sure to comply with the required bid bond of 10% whenever your bid is over $21,000.00 if applicable. 

GOOD LUCK! 
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CENTRAL PURCHASING 973-733-3776
Adam E. Cruz, Purchasing Director 

Bridget J. Perez, A. P. A.
Contracting Unit Supervisor 

State Contracts 

Competitive Contracting 

Contracting Unit: 



 973-733-3811 

Goods Contracts 


973-733-3821  

Services Contracts 



973-733-8910 

Rental Contracts 

Revenue Contracts 

Maintenance Service Agreements 

On Delivery Contracts 



973-733-8030

Maintenance and Repair Contracts


 973-733-3776 
 Main Number   Hours 8:30 AM – 4:30 PM Monday - Friday
Bidder’s List Applications  

Bidder’s List Management 

SECTION 8: BIDDER’S MAILING LIST APPLICATION 

Department of Administration 

Division of Central Purchasing 

828 – 830 Broad Street, 3rd Floor 

Newark, New Jersey 07102 

973-733-3776 

Fax 973-733-3760 

To be placed on the bidder’s list with the City of Newark just follow these steps: 

1. 

Obtain a Bidder’s Mailing List Application from the Division of Central Purchasing by calling (973) 733-3776, or print a copy by visiting the City of Newark’s website, www.ci.newark.nj.us  under the Vendor’s Opportunities section. 

2. 

Fill out the Bidder’s Mailing List Application attached hereto (all pages) 

Review the Commodity List and Contract Listing for coding for goods and services provided by your firm. 

3. 

Mail the Bidder’s Mailing List Application form to: 

Department of Administration 

Division of Central Purchasing 

828 Broad Street – 3rd floor 

Newark, NJ 07102 
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