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Regional Sublet Engineer 
 

For all NJDOT contracts, the Regional Sublet Engineer (RSE) shall receive from the 
Contractor, the "Request for Approval to Sublet," Form DC-18A, completed with all required 
information, and the identification and certification of the actual dollar amount of the 
subcontract (See Attachment "A").  The Contractor shall attach to that form a certified copy 
of the executed subcontract between the Contractor and the Subcontractor.  Purchase 
Orders are not an acceptable form of a Subcontract Agreement. 

 

Before the Subcontractor is allowed to do any work on the project, the RSE shall: 
 

• Review the Form DC-18A and the executed copy of the Subcontract Agreement to 
make sure that all required information is included and that all required certifications 
are properly signed and sealed by Notary. 

 

• For all Third tier, a letter from Subcontractor permitting subcontracting to third tier 
should be submitted (See Attachment “B”). 

 

• Make sure that the Subcontractor is not debarred at NJ Department of Labor’s 
website http://lwd.dol.state.nj.us/labor/forms_pdfs/lsse/debar.pdf. 

 

• Check the validity of business registration with Department of Treasury, Division of 
Revenue https://www1.state.nj.us/TYTR_BRC/jsp/BRCLoginJsp.jsp. 

 

• Check Public Works Registration with Department of Labor, Division of Wage and 
Hour Compliance 
https://newjersey.mylicense.com/verification/Search.aspx?facility=Y. 

 

• Check Subcontractor’s permits/licensing/certifications registry required by law as 
listed in special provisions. 

 

• Particular note should be taken to insure that the actual dollar amount of the 
subcontract is clearly identified.  The actual dollar amount of the subcontract to be 
shown on Parts Ill (DBE/ESBE for Federal projects and SBE for State Subcontracts 
Only) and Part IV of Form DC-18A is the amount to be paid to the Subcontractor for 
the sublet work to be performed. 

http://njdotintranet.njdot.lan/forms/library/doc/dc18.doc
http://njdotintranet.njdot.lan/forms/library/doc/dc18.doc
http://lwd.dol.state.nj.us/labor/forms_pdfs/lsse/debar.pdf
https://www1.state.nj.us/TYTR_BRC/jsp/BRCLoginJsp.jsp
https://newjersey.mylicense.com/verification/Search.aspx?facility=Y
http://njdotintranet.njdot.lan/forms/library/doc/dc18.doc
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• Compare the proposed items, disadvantaged business enterprises firm, and amount 

of the subcontract against the Contractor's approved D/WBE Utilization 
memorandum from the Division of Civil Rights/Affirmative Action, to verify 
compliance.  If D/WBE is not being utilized as per memorandum by the Division of 
Civil Rights/Affirmative Action, Form DC-18A will be disapproved unless a letter from 
the Division of Civil Rights/Affirmative Action is attached approving the change.  The 
D/WBE Utilization memorandum must agree with the actual dollar amount.  If a 
disagreement between the actual amount of subcontract and the amount on the DBE 
forms exists, resolution of these amounts must occur before forwarding to 
Construction Services.  The Form CR 266(s) (Form "A" Recommendation of Award) 
amount should equal the actual amount. 

 

• Using contract bid prices, make sure that the Contractor is performing with its own 
organization the dollar amount of work as specified in Subsection 108.02 of the 
Project's Specifications. 

 

The RSE will verify Form DC-18A as mentioned above and enters it in Site Manager (Please 
refer to Site Manager Guide at 
http://www.state.nj.us/transportation/eng/pdf/SMCManualRE.pdf).  For a DBE/ESBE/SBE 
Form DC-18A, make sure to use the Subcontract Agreement values (Unit price and 
Quantity) in Site Manager. 

 

Once all the items are entered in Site Manager, Print Subcontractor Status Report from 
Crystal Report and get it signed by RCE or Delegate.  Original Form DC-18A along with 
Subcontractor Status report is filed in Region project file and an approved electronic copy 
of Form DC-18A is uploaded in the PMRS project documents. 

 

When the Contractor intends to assign additional work to a Subcontractor for which there is 
already an approved subcontract on file, the processing of Form DC-18A "Request for 
Approval to Sublet" remains unchanged.  This applies to additional items of work not 
previously assigned, or Extra Work Items, not minor quantity changes due to field conditions. 

 

The submittal shall include: 

• Properly executed Form DC-18A. 
 

• Certified copy of the executed contract agreement indicating the additional work to 
be performed and the actual dollar amount to be paid to the Subcontractor. 

 

• Subcontractor’s valid business registration issued by the Division of Revenue in the 
NJ Department of Treasury. 

 

• Subcontractor’s current Public Work’s Registration issued by the NJ Department of 
Labor, Division of Labor & Wage Compliance. 

http://njdotintranet.njdot.lan/forms/library/doc/dc18.doc
http://njdotintranet.njdot.lan/forms/library/doc/dc18.doc
http://www.state.nj.us/transportation/eng/pdf/SMCManualRE.pdf
http://njdotintranet.njdot.lan/forms/library/doc/dc18.doc
http://njdotintranet.njdot.lan/forms/library/doc/dc18.doc
http://njdotintranet.njdot.lan/forms/library/doc/dc18.doc
http://njdotintranet.njdot.lan/forms/library/doc/dc18.doc
http://njdotintranet.njdot.lan/forms/library/doc/dc18.doc
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The certified copy of the executed contract agreement for renewals will not be required to 
include the required contract provisions.  Only the information that amends the original 
executed subcontract will be required.  Purchase Orders are not an acceptable form of a 
Subcontract Agreement. 

 

If Form DC-18A does not conform to these requirements, the RSE will notify Contractor and 
the RE via email 

 
When the RSE is satisfied that the Form DC-18A sublet request conforms to the specification 
requirements, RCE or Delegate shall sign for regional approval. 

 

NOTE # 1- An approved Form DC-18A is required for all Trucking companies on site. 
 

NOTE #2 - The subcontractor shall not be allowed to start work on the project without 
approved Form DC-18A. 

 

In case of Emergency, a completed Form DC 18A may be emailed to RSE for review in 
lieu of hard copy.  “Emergency" approvals will only be considered for emergencies and 
are to be verified by the Regional Construction Office through the RE. 

 

The required number of copies of Forms DC-18A must be in the Regional Construction 
Office and reviewed and found in compliance with contract documents. 

 

All approved, Form DC-18A’s are posted in spreadsheet format on the web 
Page at 
http://www.state.nj.us/transportation/business/procurement/ConstrServ/subcontracting.shtm 
by Bureau of Procurement and Construction Services. 

http://njdotintranet.njdot.lan/forms/library/doc/dc18.doc
http://njdotintranet.njdot.lan/forms/library/doc/dc18.doc
http://njdotintranet.njdot.lan/forms/library/doc/dc18.doc
http://njdotintranet.njdot.lan/forms/library/doc/dc18.doc
http://njdotintranet.njdot.lan/forms/library/doc/dc18.doc
http://njdotintranet.njdot.lan/forms/library/doc/dc18.doc
http://njdotintranet.njdot.lan/forms/library/doc/dc18.doc
http://www.state.nj.us/transportation/business/procurement/ConstrServ/subcontracting.shtm
http://www.state.nj.us/transportation/business/procurement/ConstrServ/subcontracting.shtm
http://www.state.nj.us/transportation/business/procurement/ConstrServ/subcontracting.shtm
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