SAMPLE TRANSMITTAL LANGUAGE TO SEND AGREEMENT TO CONSULTANT FOR SIGNATURE

Dear Consultant:
Attached for your approval, signature, and stamped or raised seal is Agreement agreement # here and the Standard Terms and Conditions for INSERT PROJECT NAME, between your firm and the State of New Jersey. 
Instructions:

· Print out 2 copies of the agreement and 2 standard terms and conditions, single sided.
· Complete the Certification of Consultant Eligibility (Part VII) on both agreements, insert in the word “NONE” if there are no exceptions, or provide exceptions.  The word “NONE” can be handwritten or typed in the agreement.  This section cannot be left blank.  
· Sign and provide a stamped or raised seal on both copies of the signature page.  A corporate seal or notary seal is required.
· Include the necessary corporate resolution (with stamped or raised seal), authorizing the company to enter into this agreement, and the name and title of the individual empowered or designated to sign the agreement on behalf of the firm. This designated person on the corporate resolution must be the same person that signs the agreement.  A corporate seal or notary seal is required.
· Include a copy of the company’s Certificate of Liability Insurance naming the State of New Jersey and/or the New Jersey Department of Transportation as additional insured for General Liability in the description section of the certificate.
· Include Business Registration Certificates for your firm and all subconsultants.  
· Include certified payroll for your firm and all subconsultants.

· Article 59 in the Standard Articles must be completed and signed, if not already on file with Bureau of External Audit.
· For Construction Inspection projects only – include a copy of your firm’s holiday and overtime policies.

Please return all documents within ten days of this email date. Once the agreement is fully executed, an original agreement with the standard terms and conditions will be returned to you.
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