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STATE OF NEW JERSEY 
DEPARTMENT OF HUMAN SERVICES 

 
 
 
TO:   Manual Holders 
 
DATE:  November 21, 2007 
 
SUBJECT:  Affirmative Action Requirements 
 
SUPERCEDES: Information Memorandum P91-2, dated December 6, 1991 
 
 
The purpose of this information memorandum is to inform Provider 
Agency, Individual Providers and Departmental Component staff of 
Affirmative Action legislation requirements that must be met by 
organizations that contract with the Department of Human Services.  In 
accordance with N.J.S.A. 10:5-31 et seq., N.J.A.C. 17:27, the 
Department of Human Services, as a public agency that awards social 
service and training contracts and Individual Provider agreements, 
must ensure that all contracting entities comply with the Affirmative 
Action requirements of P.L. 1975, C. 127.  The Department, as directed 
by the State of New Jersey Department of the Treasury, Division of 
Contract Compliance and Equal Employment Opportunities in Public 
Contracts will include specific Affirmative Action language in the 
Standard Language Document (SLD) for social services and training and 
Individual Provider’s Contracts and provide Affirmative Action forms 
to Provider Agencies and Individual Provider’s to obtain the necessary 
State certification.  The Departmental Components shall be responsible 
for distributing the required State Affirmative Action initial 
certification application (Attachment 3)to eligible Providers. 
 
After the initial application process, the Division of Contract 
Compliance will forward the renewal application to the Provider Agency 
and/or Individual Provider.  It is the Provider’s responsibility to 
submit the forms to the Division of Contract Compliance and forward a 
copy to the contracting Departmental Component.  Upon receiving the 
Certification of Employee Information Report the Provider 
Agency/Individual Provider shall issue the Certificate to the 
contracting Departmental Component. 
 
The Department upon awarding any social services or training Contract 
and Individual Provider Agreements must determine if either of the 
following documents is on file at the Provider Agency: 
 
1. A FEDERAL AFFIRMATIVE ACTION PLAN APPROVAL which is a valid 

letter from the Office of Federal Contract Compliance Programs 
(see Attachment 1).  A photocopy of the Letter of Approval shall 
be submitted to the Departmental Component with the completed 
contract proposal package, but no later than seven Days after the 
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actual signing and dating of the Contract by the Provider Agency 
and/or Individual Provider. 

 
OR 

 
2. A CERTIFICATE OF EMPLOYEE INFORMATION REPORT which is a 

certificate from the State Treasurer's Office (see Attachment 2).  
A photocopy of a current certificate shall be submitted to the 
Departmental Component with the completed contract proposal 
package, but no later than seven Days after the actual signing 
and dating of the Contract by the Provider Agency and/or 
Individual Provider.  If neither of the above documents is 
available, then: 

 
An AFFIRMATIVE ACTION EMPLOYEE INFORMATION REPORT (Form AA-302) (see 
Attachment 3) enclosed with the contract proposal package shall be 
completed.  The AA-302 is a carbonized form consisting of four copies 
which shall only be given to Providers that have been or will be 
awarded a Contract. 
 
The Provider Agency shall forward the completed copies as follows: 
1) The white and canary copies shall be submitted to the State 

Department of the Treasury's Division of Contract Compliance 
address shown below. 

 
State of New Jersey 
Department of the Treasury 

   Division of Contract Compliance & Equal Employment  
   Opportunities in Public Contracts 

P.O. Box 209 
Trenton, NJ 08625-0209 

 
2) The pink copy shall be sent to the contracting Departmental 

Component as part of the completed contract proposal package. 
 
3) The gold copy shall be retained and filed by the Provider Agency 

in the Contract file. 
 
If the Provider Agency does not submit either the Federal Affirmative 
Action Plan Approval letter or a current Certificate of Employee 
Information Report within the required time frame, the Departmental 
Component may extend the compliance time period to fourteen total Days 
after the actual signing and dating of the Contract by the Provider 
Agency.  If the appropriate documentation cannot be produced within 
the seven Day extension, the Departmental Component must declare the 
Provider Agency as being non-responsive and stop all Contract 
proceedings. 
 
The Departmental Component may award a Contract in an emergency 
situation without following the Affirmative Action procedures outlined 
above.  This may occur only if the Departmental Component documents 
that an actual or imminent emergency exists which requires the 
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Departmental Component to immediately award a Contract for service(s) 
because a delay would endanger the health, safety or welfare of the 
Department's clients. 
 
The Departmental Component shall maintain a copy of the appropriate 
Affirmative Action document on file for review by the State Treasury 
Department's Division of Contract Compliance until expiration.  The 
Federal Affirmative Action Plan Approval letter expires one year from 
the date on the letter.  The Certificate of Employee Information 
Report has an expiration date on the certificate. 
 
Any questions or comments concerning the Affirmative Action 
requirements should be referred to the State Treasury Department's 
Division of Contract Compliance at (609)-292-5475. 
 
 
Issued by: 
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