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TO:  Business Organizations or Individuals Doing Business with the Closter Board of Education 

Thank you for your interest in doing business with the Closter Board of Education. To ensure compliance with the 
New Jersey Public Contracts Law and the district’s procurement policies, all vendors must complete and submit the 
necessary documentation before engaging in business transactions. 

Enclosed is the New Vendor Packet, which includes important forms and requirements that must be completed and 
returned to our Business Office. Please review the checklist below to ensure that all required documents are 
submitted in a timely manner. 

ü Completed W-9 Form (Required for tax reporting purposes)
ü New Jersey Business Registration Certificate (Required for any payments to be processed)
ü Political Contribution Disclosure Form (Pay-to-Play Compliance) - for aggregate contract of $17,500
ü Affirmative Action Compliance Questionnaire (Submit ONE of the following):

o Certificate of Employee Information Report (CEIR)
o Completed Form AA-302 (Employee Information Report)
o Federal Affirmative Action Plan Approval Letter

This is required for any contract in aggregate above $53,000. However, we encourage our vendors to submit a 
response to the questionnaire in the event that the aggregate contract during the year reaches $53,000. 

ü Iran Investment Disclosure Form (In compliance with N.J.S.A. 18A:18A-49.4) – for aggregate contract of $1,000
ü Insurance Certificate (Liability coverage as required by district policy) – for construction work
ü Statement of Assurance – for anyone entering the premises with students present

All completed forms must be submitted to the requestor or the Closter Public Schools Business Office. 

If you have any questions regarding the forms or need assistance, please feel free to contact our office at 201-768-
3001 ext. 41112. We appreciate your cooperation and look forward to working with you. 

Sincerely, 

Floro M. Villanueva Jr. 
School Business Administrator 

Updated: 8/25/2025 
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