
  

 

City of Charleston, WV 

2025 Garages Repairs 

Project No. E9 12/24-156 

INSTRUCTIONS TO VENDORS SUBMITTING BIDS 

1. REVIEW DOCUMENTS THOROUGHLY: The attached documents contain a solicitation 
for bids. Please read these instructions and all documents attached in their entirety. These 
instructions provide critical information about requirements that if overlooked could lead 
to disqualification of a Vendor’s bid. All bids must be submitted in accordance with the 
provisions contained in these instructions and the Solicitation. Failure to do so may result 
in disqualification of Vendor’s bid.  

2. MANDATORY TERMS: The Solicitation may contain mandatory provisions identified by 
the use of the words “must,” “will,” and “shall.” Failure to comply with a mandatory term in 
the Solicitation will result in bid disqualification.  

2A. PREBID MEETING: The item identified below shall apply to this Solicitation.  

[    ] A pre-bid meeting will not be held prior to bid opening 

[  x  ] A MANDATORY PRE-BID meeting will be held at the following place and time:  

Address: City Service Center 
915 Quarrier Street 
Charleston, WV 
Suite 6 – Conference Room 
 

Date:   Wednesday, July 30, 2025 

Time:   10:00 AM EST 

 

All Vendors submitting a bid must attend the mandatory pre-bid meeting. Failure to 
attend the mandatory pre-bid meeting shall result in disqualification of the Vendor’s 
bid. No one individual is permitted to represent more than one vendor at the pre-bid 
meeting. Any individual that does attempt to represent two or more vendors will be 
required to select one vendor to which the individual’s attendance will be attributed. 
The vendors not selected will be deemed to have not attended the pre-bid meeting 
unless another individual attended on their behalf. The required attribution of 

Note:  A copy of the
Instruction to
Vendors Submitting
Bids is also included
in the Project
Specifications.



  

attendance to a single vendor should be addressed during the pre-bid but may occur 
at any time deemed appropriate by the City of Charleston, WV. 

An attendance sheet provided at the pre-bid meeting shall serve as the official 
document verifying attendance. Any person attending the pre-bid meeting on behalf of 
a Vendor must list on the attendance sheet his or her name and the name of the 
Vendor he or she is representing. 

Additionally, the person attending the pre-bid meeting should include the Vendor’s E-
Mail address, phone number, and Fax number on the attendance sheet. It is the 
Vendor’s responsibility to locate the attendance sheet and provide the required 
information. Failure to complete the attendance sheet as required may result in 
disqualification of Vendor’s bid.  

All Vendors should arrive prior to the starting time for the pre-bid. Vendors who arrive 
after the starting time but prior to the end of the pre-bid will be permitted to sign in but 
are charged with knowing all matters discussed at the pre-bid.  

Questions submitted at least five business days prior to a scheduled pre-bid will be 
discussed at the pre-bid meeting if possible. Any discussions or answers to questions 
at the pre-bid meeting are preliminary in nature and are non-binding. Official and 
binding answers to questions will be published in a written addendum to the 
Solicitation prior to bid opening. 

3. VENDOR QUESTION DEADLINE: Vendors may submit questions relating to this 
Solicitation to the City of Charleston’s Purchasing Director. Questions must be 
submitted in writing. All questions must be submitted on or before the date listed 
below and to the address listed below to be considered. A written response will be 
published in a Solicitation addendum if a response is possible and appropriate. Non-
written discussions, conversations, or questions and answers regarding this 
Solicitation are preliminary in nature and are nonbinding.  

Submitted emails should have the solicitation number and name in the subject line. 

QUESTION SUBMISSION DEADLINE:  Friday, August 8, 2025 by 10:00 AM EST 

 

 

 

 



  

Submit Questions to: 

Purchasing Director 

City of Charleston, WV 
501 Virginia Street East, Room 101 
Charleston, WV 25301 

Email: bids@cityofcharleston.org 
 

 

4. BID SUBMISSION: Electronic bid submission through BidExpress is preferred, however, 
paper bids will be accepted either by hand delivery or mail. Emailed bids will not be 
accepted.  Regardless of delivery method, bids must be received by the City on or before 
the date and time of the bid opening. Any bid received by City staff is considered to be in 
the possession of the City and will not be returned for any reason.  

 

BID OPENING DATE:  Tuesday, August 26, 2025 

BID OPENING TIME: 2:00pm 

 

Submit bids to: 

Electronic Bids to BidExpress: https://www.bidexpress.com 
 

Paper Bids Submitted to: Purchasing Director 
City of Charleston 
501 Virginia Street East, Room 101 
Charleston, WV 25301 
 

 

5. PAPER BID DOCUMENTS: Each paper bid must be submitted in a sealed envelope with 
the following information marked on the outside: 

5.1 Marked on the outside of the Envelope: 

1. Vendor Name 
2. Vendor Address 
3. Solicitation Number and Name 
4. BID OPENING DATE 
5. BID OPENING TIME 

mailto:bids@cityofcharleston.org
https://www.bidexpress.com/


  

5.2 Completed Signed forms to include with the Bid: 
1. Bid Form – 004100  
2. Substitution Request Form – 004325 
3. Non-Collusion Affidavit – 004519 
4. Material Supplier List – 004550 
5. City of Charleston Addendum Acknowledgement Form 
6. City of Charleston Purchasing Affidavit 
7. Subcontractor List Submission 
8. State of West Virginia Drug Free Workplace Conformance Affidavit 
9. City of Charleston Required Licenses 
10. Optional – City of Charleston Local Vendor Affidavit 
11. Contractor to provide a list of all stockholders by name and address owning 5% or 

more of the bidder’s current stock must be submitted with the bid. In the case of 
partnerships or sole proprietorships, those receiving a 5% or more share of the 
company’s net profit must be listed. 
 

12. ADDENDUM ACKNOWLEDGEMENT: Changes or revisions to this Solicitation will be 
made by an official addendum issued by the City. Vendor should acknowledge receipt 
of all addenda issued with this Solicitation by completing an Addendum 
Acknowledgment Form, a copy of which is included herewith. Failure to acknowledge 
addenda may result in bid disqualification. The addendum acknowledgement should 
be submitted with the bid to expedite document processing.  
 
13. BID FORMATTING: Vendor should type or electronically enter the information onto 

its bid to prevent errors in the evaluation. Failure to type or electronically enter the 
information may result in bid disqualification. 

 
14. ALTERNATE MODEL OR BRAND: Any model, brand, or specification listed in this 

Solicitation establishes the acceptable level of quality only and is not intended to 
reflect a preference for, or in any way favor, a particular brand or vendor. Vendors 
may bid alternates to a listed model or brand provided that the alternate is at least 
equal to the model or brand and complies with the required specifications. The 
equality of any alternate being bid shall be determined by the City at its sole 
discretion. Any Vendor bidding an alternate model or brand should clearly identify 
the alternate items in its bid and should include manufacturer’s specifications, 
industry literature, and/or any other relevant documentation demonstrating the 
equality of the alternate items. Failure to provide information for alternate items 
may be grounds for rejection of a Vendor’s bid. 



  

 
15. EXCEPTIONS AND CLARIFICATIONS: The Solicitation contains the specifications 

that shall form the basis of a contractual agreement. Vendor shall clearly mark any 
exceptions, clarifications, or other proposed modifications in its bid. Exceptions to,  
clarifications of, or modifications of a requirement or term and condition of the 
Solicitation may result in bid disqualification. 
 

16. LOCAL VENDOR PREFEREENCE: A local vendor may qualify for a competitive 
advantage applied to its bid when certain conditions are met. The vendor has 
marked on its bid submission that it is requesting to be considered a local vendor for 
bid evaluation purposes; the vendor provides documentation evidencing that it has 
the right to conduct business in the State of West Virginia; and the vendor submits 
an affidavit confirming that it has paid all applicable business taxes to the City or 
has a non-delinquent payment plan with the City and has had an active and current 
business  
 
 

and occupation tax account with the City Collector during the entire preceding one-year 
period.  

 
Competitive advantages shall be applied in the following manner:  
 

1. A competitive advantage of 4% shall be applied to the local vendor’s 
bid when, prior to applying the competitive advantage, the lowest 
responsible bidder submits a bid that is greater than $25,000 but does 
not exceed $125,000.  

2. The competitive advantage of $5,000 shall be applied to the local 
vendor’s bid when, prior to applying the competitive advantage, the  
lowest responsible bidder submits a bid that is greater than $125,000. 

 

11. UNIT PRICE: Unit prices shall prevail in cases of a discrepancy in the Vendor’s bid.  

12. BUSINESS & OCCUPATION TAX: The City of Charleston broadly imposes a Business & 
Occupation Privilege Tax for the act or privilege of engaging in business activities within the 
City of Charleston. Business & Occupation Tax is measured by the application of rates 
against gross receipts or gross income of the business. All business activities are 
classified, and the classifications are significant inasmuch as the tax liability varies based 
on the different rates established for the specific types of business activities. Individuals or 



  

businesses who do not have a physical location or office located in the City of Charleston 
are also subject to Business & Occupation Tax if they: 

1. Lease tangible personal property to lessees in Charleston 

2. Perform construction or installation contracts in Charleston 

3. Render services in Charleston. 

4. Business & Occupation Tax should be considered when preparing your bid. 
If you are uncertain as to your business activity or how your business should 
properly calculate the tax when preparing your bid, please contact us at 
botax@cityofcharleston.org.  

NOTE: No contract or purchase of materials or equipment will be awarded to a 
company whose Business & Occupation Tax status is delinquent. 

13. NON-RESPONSIBLE: The City reserves the right to reject the bid of any vendor as Non-
Responsible in accordance with W. Va. Code of State Rules § 148- 1-5.3, when the City 
determines that the vendor submitting the bid does not have the capability to fully perform, 
or lacks the integrity and reliability to assure good-faith performance.”  

14. ACCEPTANCE/REJECTION: The City may accept or reject any bid in whole, or in part, 
and may make partial awards if appropriate and necessary based on unit price.  

15. YOUR SUBMISSION IS A PUBLIC DOCUMENT: Vendor’s entire response to the 
Solicitation and the resulting Contract are public documents. As public documents, they 
will be disclosed to the public following the bid/proposal opening or award of the contract, 
as required by the competitive bidding laws of West Virginia Code §§5-22-1 et seq., 5G-1- 1 
et seq. and the Freedom of Information Act in West Virginia Code §§ 29B-1-1 et seq. DO 
NOT SUBMIT MATERIAL YOU CONSIDER TO BE CONFIDENTIAL, A TRADE SECRET, OR 
OTHERWISE NOT SUBJECT TO PUBLIC DISCLOSURE. Submission of any bid, proposal, or 
other document to the City constitutes your explicit consent to the subsequent public 
disclosure of the bid, proposal, or document. The City will disclose any document labeled 
“confidential,” “proprietary,” “trade secret,” “private,” or labeled with any other claim 
against public disclosure of the documents, to include any “trade secrets” as defined by 
West Virginia Code § 47-22-1 et seq. All submissions are subject to public disclosure 
without notice. 

  

 


