ATTACHMENT #10
SAMPLE FORMS

The NJDEP uses specific forms to record daily costs incurred during the engagement.  These forms include:
A. [bookmark: _GoBack]The Daily Scheduled Labor Report (Form DEP-024A);
B. The Daily Scheduled Equipment, Materials and Services Report (Form DEP-24B); and 
C. The Daily Non-Scheduled Equipment, Materials and Services Report (Form DEP-024C).  
For each of the forms listed, the term “scheduled” refers to costs for which a line item is included in the Price Schedule.  Conversely, the term “non-scheduled” refers to costs for which no line item exists in the Price Schedule.  Examples of these forms are included below. 
When the invoice includes labor costs, the Vendor {Contractor} shall certify and attach to the invoice the Daily Scheduled Labor Report (Form DEP-024A), which itemizes the employee name and personnel classification for each labor charge. Only this form or an NJDEP approved electronic equivalent may be used by the Vendor {Contractor} for calculating labor costs. Invoices for labor shall correspond to the labor classification and Blanket P.O. unit prices as bid.  Note: The daily labor report is used for labor only. This Blanket P.O. includes some services that combine both labor and equipment, such as grass cutting.  These combined services should not be reported on the Daily Labor Report.  These services should be reported on the Daily Scheduled Equipment and Services Report.
When the invoice includes billings for scheduled equipment, materials or services, the Vendor {Contractor} shall certify and attach to the invoice the Daily Scheduled Equipment, Materials and Services Report (Form DEP-24B) itemizing the charges.  Only this form or an NJDEP approved electronic equivalent may be used by the Vendor {Contractor} for calculating scheduled equipment, materials and services costs. The prices noted on the DEP-024B shall correspond to the Blanket P.O. prices as bid.
When the invoice includes billings for equipment, materials or services that are not specified on the Price Schedules, the Vendor {Contractor} shall certify and attach to the invoice the Daily Non-Scheduled Equipment, Materials and Services Report (Form DEP-024C) itemizing the charges.  This form shall also be used by the Vendor {Contractor} when credits are due to the State, such as when the Vendor {Contractor} receives payment for recycled materials like metal.  Only this form or an NJDEP-approved electronic equivalent may be used by the Vendor {Contractor}.  Supporting documentation for the costs, such as Vendor {Contractor} invoices, weigh tickets, Solid Waste Origin and Disposal Forms, and signed Purchase Approval Memorandums, shall be attached to the DEP-024C. An example of a Purchase Approval Memorandum is included below. Nonscheduled items shall be procured in accordance with the procedures identified in Section 3.10.6
Payment shall be made upon presentation to the NJDEP and acceptance by the NJDEP of itemized billings certified by the NJDEP Representative.  Payments will not be made for any work that is not acceptable to the NJDEP.





Sample Form DEP-024A
	CONTRACT NO.: 
	A12345
	

	CONTRACTOR:    
	Sample Environmental Company
	Page 1 of 1

	PROJECT:        
	Standard Waste Site
	

	JOB #:
	A1234567
	

	PI#:  
	999999
	

	
	
	STRAIGHT TIME (< 8 Hours)
	OVERTIME (> 8 Hours)
	

	EMPLOYEE NAME
 AND 
PERSONNEL CLASIFICATION
	LEVEL
	RATE
	DAYS
	TOTAL
	RATE
	OT HRS
	TOTAL
	DAILY 
TOTAL

	Jack Smith
Foreman
	D
	
	
	
	
	
	
	

	Bob Jones
Heavy Equipment Operator
	D
	
	
	
	
	
	
	

	Mike Doe
Truck Driver
	D
	
	
	
	
	
	
	

	Jane Doe
Laborer
	D
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	* or portion thereof
	
	
	
	DAILY TOTAL
	


I certify that this is an accurate statement of the labor performed by the above employees for the date(s) indicated. 

Signature of Contractor Representative

Sample Form DEP-024B
	EQUIPMENT, MATERIALS OR SERVICES
	QUANTITY 
OR UNITS
	NO. OF 
DAYS*
	DAILY 
OPERATING 
RATE
	WEEKLY 
OPERATING 
RATE
	RATE TOTAL(S)
	1 TIME  
MOBILIZATION 
DEMOBILIZATION
	TOTAL

	Mowing - Greater than 2 Acres
	
	
	
	
	
	
	

	Mowing - Less than 2 Acres
	
	
	
	
	
	
	

	 Wheel Loader
	
	
	
	
	
	
	

	Dump Truck
	
	
	
	
	
	
	

	Pickup Truck - 3/4 Ton w/ Snowplow
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	TOTAL
	
	
	

	* or portion thereof
	DAILY TOTAL
	


I certify that this is an accurate statement of the equipment and services provided for the date(s) indicated above.

Signature of Contractor Representative



Sample Form DEP-024C
	PROJECT:        
	Standard Waste Site

	JOB #:
	A1234567

	PI#:  
	999999

	ITEM / CAPACITY / SERVICES
	QUANTITY OR UNITS
	CONTRACTOR COST OR UNITS*
	CONTRACTOR 
MARK-UP %
	SUPPLIER OR 
SUBCONTRACTOR*
	TOTAL

	Modified I-13 (AKA 1 1/2-inch blend)
	Ton
	
	10%
	
	

	Vegetative Fill
	Ton
	
	10%
	
	

	Road Grader
	Day
	
	10%
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


I certify that this is an accurate statement of the equipment and services provided by Sample Environmental Company for the date(s) indicated above.

Signature of Contractor Representative
	
	CHANGE ORDER
	OR
	ALLOWANCE

	PO#
	
	
	X


BILLED AS:

Sample Purchase Approval Memorandum
PURCHASE APPROVAL MEMORANDUM
GROUNDS MAINTENANCE TERM CONTRACT A12345
Project Site:	Site Name; Job #A7777777; PI #000001 Purchase Date:	1/11/12
ITEMS OR SERVICES REQUIRED:
	Quantity	Item/Service
	Price 
	Totals

	10 Tons	Quarry Process Stone
	$/Unit
	$  $         

	Freight
	
	$                 

	Tax
	
	$              

	Subtotal
	
	$        

	10% Markup
	
	$          

	Total
Reason:	Repair ruts on landfill access road
Vendor Name:	The Local Quarry
Vendor Address:	100 Main St.
Anytown, NJ 08000
Vendor Phone No.	609-555-0000
	
	$        


The following documents are attached:
No price competition is required.  (Cost if $500 or less).
Telephone quotations are attached.  (Cost is more than $500 but less than $17,500).
Solicited written quotations are attached.  (Cost is between $17,501 and $27,000). Sole source letter is attached.
I certify that this is an accurate statement of the equipment, materials, and / or services provided under the General Allowance provisions of the Contract for the date above.  Cost documentation is attached.

Signature of Vendor {Contractor} Representative
Payment shall be made upon presentation to the NJDEP and acceptance by the NJDEP of itemized billings certified by the NJDEP Representative.  Payments will not be made for any work that is not acceptable to the NJDEP.
Unless the Vendor {Contractor} has a letter of credit on file with the NJDEP, retainage is withheld from all invoices.  All requests for retainage payments shall be submitted on a separate invoice via a separate PDF file.  The retainage release invoice shall include executed electronic copies of the Affidavit Concerning Subcontractor Payments (if applicable) and Certification Regarding the Release of All Claims against the State of New Jersey.  These forms are included at the end of this section.  The original forms shall be mailed with a cover letter to:  
Department of Environmental Protection
Financial Services Element
Mail Code 401-06I
P.O. Box 420
Trenton, New Jersey 08625-0420

Retainage is typically the final payment for an engagement; however, if retainage is not withheld because the Vendor {Contractor} posted a letter of credit, the Vendor {Contractor} remains obligated to provide the requisite releases identified above before final payment is made by the State.  Unless otherwise provided in the Bid Solicitation or by New Jersey law or otherwise expressly agreed to by the parties to this Blanket P.O., final payment under this engagement or settlement upon termination of this Blanket P.O. shall not constitute a waiver of the State’s claims against the Vendor {Contractor} or his sureties under this Blanket P.O. or the State’s right to continued performance of the Vendor’s {Contractor’s} obligations pursuant to the Blanket P.O.  Upon receipt of the release of all claims against the State and the affidavit of debt payment, final payment shall be made.
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