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within the chat.

RFQ WAIVE-CONF-2628:



WELCOME & 
INTRODUCTIONS

 Please identify yourself and the property/ 
properties you represent within the chat so that 
you are properly logged for attending the 
conference.
 Please mute your microphone throughout this 

meeting, except when speaking. 
 You may ask questions by using the chat feature 

or by raising your hand within Microsoft Teams.
 Please identify yourself and the property you represent 

prior to asking a question.

 Please note that this meeting is being recorded. 
 A copy of this presentation will be provided to all 

attendees. 



PURPOSE & 
GENERAL 

INFORMATION

 The purpose of this conference is to address 
procedural questions only, regarding the bid 
solicitation and quotation submission 
requirements. 
 Questions relating to the Scope of Work or 

the services and products required in the bid 
solicitation will not be addressed. 
 Bidders should utilize the Q&A period, as 

outlined on the RFQ cover page.



REQUIRED 
REGISTRATIONS

 Please make sure you are registered in NJSTART
and that your contact information remains current. 
 NJSTART Vendor email support: njstart@treas.nj.gov
 NJSTART Vendor phone support – (609) 341-3500 
 NJSTART Vendor email support: njstart@treas.nj.gov

 NJSTART Vendor Quick Reference Guides: 
 https://www.nj.gov/treasury/purchase/vendor.shtml ‐

 Please make sure that you have a valid Affirmative 
Action/ Equal Opportunity Certificate or Federal 
Letter of Approval verifying it is operating under a 
federally approved or sanctioned Affirmative 
Action program.
 NJ Department of the Treasury Contract Compliance
 AA/EEO Online Registration

https://www.njstart.gov/bso/view/login/login.xhtml
https://www.nj.gov/treasury/contract_compliance/index.shtml
https://wwwdnet-tre.nj.gov/TYR_CentralFormsRepository/


What and why is the process changing? 

• Historically, conference facilities and related services were contracted through NJ Treasury Division of Purchase and 
Property under contract T0364, which expired April 2024; DPP is not reprocuring it. The Judiciary was the main user and has 
since been procuring via Delegated Purchase Authority.

• Since expiration, the Judiciary has posted solicitations for each event separately, allowing any interested bidders to submit
a quotation. This process required bidders to submit documentation and complete administrative requirements with each 
submission, resulting in repetitive work and inefficiencies for both the Judiciary and the bidders.

• Moving forward, this process is being replaced with the establishment of a preferred contractor list through this RFQ; 
awarded contractors will have completed documentation in advance allowing for a more efficient and streamlined process. 
For future events, event‐specific pricing will be requested from contractors on the preferred list.

• Contractors on the preferred list will be prioritized for event‐specific opportunities; those not awarded may not be 
considered during the contract term. 

Please Note:  It is the contractor’s responsibility to ensure that all expiring documentation—such as Affirmative Action and Equal Employment Opportunity (AA/EEO) certificates, Business Registration 
Certificates (BRC), Certificates of Insurance (COI), and similar registrations—remains valid and up to date for the duration of the contract. The Judiciary will notify contractors if any revisions to contractual 
documents (e.g., New Jersey Terms and Conditions) during the term to ensure their records are updated accordingly.



www.njcourts.gov/public/public‐bidding‐opportunities



BID 
SOLICITATION 
AT A GLANCE

 Cover page: Submission dates and Q&A dates
 Section 1: Purpose and background
 Section 2: Pre-Quotation submission information
 Section 3: Quotation submission requirements –

requirements of the bidder, including forms, 
technical approach, and price sheet instructions.
 4: Scope of Work – Detailed description of the 

requirements of the Contractor, including 
banquet, food, lodging, AV, parking, safety and 
security requirements.. 
 Section 5: General contract terms.
 Section 6: Evaluation criteria, clarifications, best 

and final offer, contract award, as well as the 
process for finalizing the event details.
 Section 7: Glossary



To  be considered for event-specific 
opportunities, your venue must submit

all required documentation in 
response to this RFQ.

Only contractors awarded through 
this process will be placed 

on the preferred list.

All specific event details shall be per this 
RFQ as well as any details conveyed 

during the 4.8 ENGAGEMENT 
(MINI-BID) PROCESS.

RFQ WAIVE‐CONF‐2628

 The awarded Contractors shall be 
eligible to participate in the 4.8 
Engagement (Mini‐Bid) Process 
throughout the duration of this 
contract.

 It is the intent to award multiple 
responsive Bidder(s) to 
accommodate Judiciary events.

 CONTRACT TERM ‐ The base term 
shall be for a period of 3 years.  
Estimated Fall 2025‐Fall 2028

 EXTENSION OPTION‐ This 
Contract may be extended up to 2 
years with no single extension 
exceeding one (1) year

Event Specific RFQ (MINI‐BID)

 The Judiciary shall solicit bids from 
the preferred contractors list. 
(Approximately a min of three) 

 The Judiciary shall provide a written 
event‐specific Scope of Work, and a 
separate itemized event‐specific 
Judiciary‐Supplied Price Sheet, 
specifying details of event. 

 Bids must conform with the terms 
and conditions of this contract as 
well as the event‐specific 4.8 
ENGAGEMENT (MINI‐BID) 
PROCESS 

New Process:



Conference 
Checklist 
(Attachment 2): 

Links within this checklist:
NJSTART Website
Waiver and DPA Contract Checklist (Attachment 1)

https://www.njstart.gov/bso/
https://www.njcourts.gov/sites/default/files/public/waiver-and-dpa-contract-checklist.pdf


Conference 
Questionnaire 
(Attachment 3): 

Links within this checklist:
NJSTART Website

https://www.njstart.gov/bso/


Conference 
Price sheet 
(Attachment 4): 
• This is a SAMPLE price sheet and MUST be completed.
• Instructions for the price sheet are provided in the RFQ 

with additional instructions within the price sheet.
• There are multiple price lines and bidders must respond to 

ALL PRICE LINES. (Blue shaded cells)
• Bidder notes may be provided in designated areas on the 

price sheet. 
• Do not use this section for questions.  Questions 

must be asked in the Q&A period.  
• Ensure the Totals and Total Event cost is completed.



Conference Price Sheet (continued): 



Waiver and DPA 
Checklist 
(Attachment 1): 

Links within this checklist:
All required DPA forms



Waiver and DPA Checklist (Attachment 1): 
Tips when completing forms:

• Bid Solicitation #: RFQ WAIVE‐CONF‐2628 (Judiciary)
• Vendor Name: Enter your official business name followed 

by your V# (Example: ABC Corporation – V12345678)
  Only fill in these fields if the form specifically asks
  If only one is requested, provide that one only
  Use the same Federal Tax ID that is associated with 
your V#

• Signature May be required: 
At the end of the form, the person signing must also include:

 Full name
 Job title
 Company name they are representing

            Date
• Check boxes/selections ‐ Make sure to save after selection.

NOTE:  Forms missing this information may be delayed or rejected.



Question and Answers:

 Questions and clarification inquiries should be directly tied to the RFQ and asked 
in consecutive order, from beginning to end, following the organization of the 
RFQ.  
 Reference Section with your question.  

 Examples:
 RFQ Section 4.2 – Is a water cooler acceptable in place of individual 

water bottles? 
 Questions must be submitted electronically. In person or by telephone questions 

will not be accepted. 
 The cut-off date for electronic questions is indicated on the RFQ cover sheet. 
 Answers to these questions will be issued by Amendment, which will be posted on 

our website. 



Quotation 
Submission
PITFALLS

What not to do:

 Signatures missing on documents and forms.
 The same Federal Tax ID is not used through out the 

process.
 Tax ID that you submit is not the same on NJ Start Vendor profile
 Tax ID used is not the same ID used on their AA/EEO certification
 Federal Tax ID is different on DPA forms and registration.

 One submission for multiple properties.
 Bidder submits proposed terms and conditions that conflict 

with the Scope of Work and/or the State of NJ Terms and 
Conditions with quotation. Section 3.3.
 Submit proposals late.  (MUST BE ON TIME)



 Appellate Division September 2025
 New Judge Orientation September 2025      

General Session
 New Judge Orientation September 2025  

Divisional Session
 Family Law Clerks September 2025
 JSMART Education October 2025    

Conference
 Probation Division September/October 2025 

Education Conference
 Recovery Court September/October 2025 

Conference

 Staff College November 2025
 Judicial College November 2025
 Children in Court & March 2026                 

Race Equity Conference 
 Family & DV Education April 2026        

Conference
 Criminal Division May 2026            

Education Conference
 Civil and General Equity May 2026            

Education Conference
 Municipal Division June 2026           

Education Conference

Upcoming Public Bidding Opportunities | NJ Courts
Conference Facility Rental and Related Services, Judiciary



Question?

Your question must pertain to the procedures 
and quotation submission requirements only

Any questions regarding the bid solicitation 
must be submitted during the Q&A period, as 
outlined on the RFQ cover page.



THANK YOU 
FOR 

ATTENDING Website:  Public Bidding Opportunities | NJ Courts

Email Address:  AOCCONF.MBX@njcourts.gov

https://www.njcourts.gov/public/public-bidding-opportunities



