
Request 

for Bids

Marshall University 
Office of Purchasing 

One John Marshall Drive 
Huntington, WV 25755-4100 

Direct all inquiries regarding this order to: (304) 696-2899 

Bid #

R2001202 

Vendor:    For information contact: 
Purchasing Contact: Angela White Negley 
Phone: (304) 696-2899 
Email: negley4@marshall.edu & cc: 
Purchasing@marshall.edu  

Sealed requests to bid for furnishing the supplies, equipment or services described below will be received by the Institution.  TO RECEIVE CONSIDERATION FOR 
AWARD, UNLESS OTHERWISE NOTED, THE BID WILL BE SUBMITTED ON THIS FORM IN ORIGINAL AND (1) COPY, SIGNED IN FULL IN INK, AND RECEIVED IN THE 
OFFICE OF PURCHASING TO HAVE A DATE/TIME STAMP AFFIXED, ON OR BEFORE THE DATE AND TIME SHOWN FOR THE BID OPENING.  When applicable, 
prices will be based on units specified; and Bidders will enter the delivery date or time for items contained herein.  The Institution reserves the right to accept 
or reject bids on each item separately or as a whole, to reject any or all bids, to waive informalities or irregularities and to contract as the best interests of the 
Institution may require.  BIDS ARE SUBJECT TO THE GENERAL TERMS AND CONDITIONS AS SET FORTH HEREIN.

 DATE 
11/19/2019 

MANDATORY PRE-BID MEETING  
10:00 a.m., LPT on 12/3/19  
Marshall University Student 

Center, Room 2W22, 1680 5th 
Avenue, Huntington, WV 25755 

DEPARTMENT 
REQUISITION NO. 

R2001202 

BIDS OPEN: 
3:00 p.m. on 12/19/19 

BIDDER MUST ENTER 
DELIVERY 
DATE FOR 

EACH ITEM BID

Item # Quantity Description Unit Price Extended Price 

REQUEST FOR BID 
Marshall University, on behalf of the Board of Governors, invites sealed 
Bids to provide all Work, including but not limited to labor, material, 
equipment, supplies, and transportation for: 

Marshall University Baseball Stadium, Huntington, WV 

All bids must be submitted in accordance with the Bidding Documents 
issued by the Architect and the Request for Bids issued by Marshall 
University’s Office of Purchasing. 

Bidding Documents may be obtained from: 
C&B Blueprint 
824 Sixth Street 
Huntington, WV 25701 
Phone: 304-525-2175 

Total 

To the Office of Purchasing, 
In compliance with the above, the undersigned offers and agrees, if this offer is accepted within   calendar days (30 calendar days unless 
a different period is inserted by the purchaser) from the bid open date, specified above, to furnish any or all items upon which prices are 
offered, at the price set opposite each item, delivered at the designated point(s), within the time specified. 
Bidder guarantees shipment from Bidder’s name Vendor 

within days Signed By 

FOB 
After receipt of order at address shown 

Typed Name 

Terms Title 

Street Address 

City/State/Zip 
Date Phone 

BOG 43 
MU Rev. 05/15/14 

   Fein 
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                                                                                             Finance Division 

City Hall, P.O. Box 1659 

Huntington, WV  25717-1659 

Telephone:  304-696-5969 

Fax:  304-781-8350 

 

Contractor and Subcontractor Requirements 

 

 

1) All General Contractors and Subcontractors will need to obtain a Huntington Business License before conducting 

business in the city limits.   

a. The Business License is $90.00 per fiscal year (July 1 to June 30).  

b. Forms can be found on the City of Huntington website at www.cityofhuntington.com. 

 

2) You will need to provide the following documentation when applying for a business license: 

a. A copy of your West Virginia Contractor’s License from WV Division of Labor. 

i. Website:  www.wvlabor.com 

b. A copy of your Certificate of Liability Insurance. 

i. Provide documentation showing the General Liability is at least $300,000/$600,000. 

ii. The City needs to be listed as the Certificate Holder.  Please include our mailing address:  P.O. Box 

1659 Huntington, WV  25717.    

c. A copy of your WV Business Registration Certificate from the WV State Tax Department. 

 

3) A copy of the official contract between the General Contractor and the person initiating the project must be provided 

with your building permit application. 

 

4) General Contractors will need to provide a list of Subcontractors with their contact information when applying for a 

permit. 

a. General Contractors are liable for Business and Occupation Taxes that have not been filed by their 

Subcontractors. 

 

5) All Contractors will need to file a Business and Occupation (B & O) Tax Return. 

a. Business and Occupation Tax is 2% of the gross receipts on labor and materials. 

b. You will need to list your Project Name, Location, and Gross Income on the back of the return (Schedule C).   

i. Completing the form will ensure the General Contractor will receive the B&O Tax Releases in a 

timely fashion. 

ii. Make sure to indicate on the form if there is no reportable activity during the filing period and return 

by the due date to avoid unnecessary delinquent notices.  

 

6) City Service Fee (CSF) will need to be withheld from employees’ paychecks. 

a. The fee is $5.00 per week for every week worked inside city limits. 

b. CSF is required to be collected for each employee for every week that the employee has worked inside city 

limits regardless of the amount of time worked each week.  

 

7) Effective January 1, 2012, WV Sales and Use Tax increased from 6% to 7% inside city limits. 

a. For more information contact the WV State Tax Department at 1-800-982-8297. 

 

8) General Contractors must submit a Request for Release for each Subcontractor once the project has been completed.   

 

 

For additional information please contact:   

City of Huntington: 

Business and Licensing:  (304) 696-5969 

Inspections and Permits:  (304) 696-5905 

Zoning:  (304) 696-4438 

State Agencies: 

WV State Tax Department:  1-800-982-8297 

WV Division of Labor:  (304) 558-7890 
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BUSINESS LICENSE INFORMATION 

City of Huntington 

P.O. Box 1659 

Huntington, WV 25717-1659 

Phone: (304) 696-5969  Fax: (304) 781-8350 

www.cityofhuntington.com 
 

 

 

 

In order to conduct business in the City of Huntington you must obtain a Municipal Business License.  Any 

entity that requires a West Virginia Business Registration Certificate must get a Municipal Business License.  

The application may be obtained online at www.cityofhuntington.com, contact the Finance Division at the 

address listed above, or in person at City Hall, Room 20, 800 Fifth Avenue. 

 

A business license is valid for one year starting from July 1 and ending June 30.  A business license renewal 

will be sent out around the first of June each year.  All business licenses expire on June 30th of each 

year.  Business license fees are not prorated.   

 

Below is a list of general information regarding the application process: 

 All applicants must have a valid West Virginia Business Registration Certificate prior to obtaining a 

City of Huntington Business License.  

o The WV State Tax Department is located at 1124 Smith Street, Charleston, WV 25301, phone 

(304) 558-3333, or online at www.business4wv.com. 

 The fee for the General Business License is $20.00. 

o Exceptions include contractors, real estate, and businesses selling alcohol or have video lottery. 

 If you occupy a physical location within the city, you will need a Certificate of Occupancy to ensure 

the location is approved for the particular activity being licensed.   

 If you are working from your residence, a Home Occupation Permit is required.  To begin this process, 

you may contact the Planning Technician at 304.696.4438. 

 Contractors:  All contractors, sub-contractors, and electrical contractors must provide a copy of their 

WV State Contractor’s License and a Certificate of General Liability Insurance with the City of 

Huntington as the certificate holder. 

 Rental:  Any person(s) who furnishes a real property for lease or rent for any purpose, which includes 

Class 4 properties, is required to obtain a Business License.   

 Third Party Payroll Servicers need to obtain a license for the payroll company as well as obtain a 

license for their client. 

 A Business and Occupation Tax Return and City Service Fee Form will be mailed quarterly once the 

business license has been obtained. 
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Business License Category 

Check applicable license category:  Liquor Retail Outlet (Includes General Business License) 

 1 General Business License $   20.00   62 Class A Store—Liquor License $1,120.00 

 75 Rental General Business LLC $   20.00   63 Class B Store—Liquor License $1,120.00 

* If you own any rental property please complete the 

   Real Estate Rental section on second page. 

 Private Club (Includes General Business License)  

  3 Less than 1,000 Members $   620.00 

 11 Hawker/Peddler                   $   20.00   4 More than 1,000 Members $1,370.00 

 27 Itinerant Vendor  $ 500.00   5 Fraternal, Veterans, or Non-Profit Social Club $   495.00 

 28 Real Estate Broker $   25.00  Beer (Includes General Business License) 

 29 Real Estate Sales Agent $   10.00   65 Brewery $   520.00   

 64 Contractor License                    $   90.00   6 Distributor $   270.00 

 66 
Electrical Contractor 

(Sole Proprietor) 
$   20.00 

 
 7 Dispenser or Club $   120.00 

* Contractors must attach a copy of West Virginia 

   Contractor’s License and Certificate of General  

   Liability Insurance with City of Huntington as the  

   Certificate Holder. 

  8 Cold Package Carry-Out $   120.00 

  9 Warm Pack Carry-Out $     35.00 

 **ATTACH A COPY OF WV ABC LICENSE** 

  BUSINESS LICENSE APPLICATION 
 

City of Huntington 

P.O. Box 1659 

Huntington, WV 25717-1659 

Phone: (304) 696-5969  Fax: (304) 781-8350 

www.cityofhuntington.com 

ATTENTION:  In order to conduct business in the City of Huntington you must 

obtain a Municipal Business License.  Please complete all sections to expedite the 

application process.  All applicants must submit a valid West Virginia Business 

Registration Certificate with the business license application.   

 
 
 

 

 

Office Use Only 

Account Number:  _______________ 

Business Data 

 

Business Name: 

 

     

 

Business Federal Tax ID No.:  SS No. (If no Federal Tax ID No):   

 
Business Owner’s Name:   Beginning Date of Business in Huntington:   

 
Business Phone No.:  WV State Tax Department Business Registration Acct. No:  

Business Location:   

 
Mailing Address (if different than business location):   

 

Inside City Limits:     Yes       No  Contact Person for Tax & License Purposes:  

 

Alternate Phone No.:  Contact Phone No./Ext.:  

 

Payroll Provider:  Yes    No       Contact Email:  

 

No. of Employees working inside city limits (include business owner):                                 

 
Give a brief description of your business activity within city limits:  
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Type of Business Ownership 

  Sole Proprietor    Partnership  LLC       Corporation  Trust 

 
 

Business Activity Classification (Check all that apply) 

Proper classification of your business functions determines the correct license fees as well as Business and Occupation tax rate(s). 

 Amusement  Contracting  Manufacturing  Small Loans   Utilities 

 Banking  Rental  Service  Retail, Restaurant  Wholesale 

 

*Real Estate Rental Business Only* 

(Attach additional sheet, if necessary) 

Property Address 
No. of 

Units 

Tenant Check One That Applies 

Business Residential City Refuse Dumpster* 

Example:  800 Fifth Avenue 4     

      

      

      

*Article 951 – Refuse collection services for all dwelling units within the limits of the City, exclusive of multifamily dwellings containing 5 or     

  more units, shall be provided by the City.  

 

Owner Contact Information 

Home Address:    

Phone: (Mobile)  (Home)    

 

Print Name: Applicant Signature:  Date: 

 

Payments 

  Cash   Check No. __________________   Credit Card 

Credit Card Payments (Circle One):     Discover     /     MasterCard     /     Visa 

CARD NUMBER: EXP. DATE: 

SIGNATURE: BILLING ZIP CODE: 

Make checks payable to City of Huntington SHOW AMOUNT PAID HERE: $ 

 

 

 

 

OFFICE USE ONLY 

(Business Setup Checklist) 

Certificate of Occupancy 

Home Occupation 

B&O  

CSF  

Hotel/Motel 

Amusement  

 
Completed By:   

Date Issued:   
REV. 12/16 

P.O. Box 1659 | Huntington, WV 25717 | phone:  (304) 696-5969 | fax: (304) 781-8350 

 

Please note: A Business and Occupation Tax Return and City Service Fee Form will be mailed 

quarterly once the business license has been obtained. 
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SUBCONTRACTOR LIST 

City Hall 

800 Fifth Avenue 

P.O. Box 1659 

Huntington, WV 25717 

 

Instructions:  Please complete and submit the subcontractor list with the building permit application.  

Please Note:  Verification of subcontractors, business name, address, phone number, and contracts must be submitted prior to receiving a permit or final 

inspection.  Any subcontractor not on the list is subject to a STOP ORDER and/or fine of up to $500 (Codified ordinances of the City of Huntington 752.08, 

752.10, and 752.99). 

General Contractor:  Site Location:  

Phone Number:  Improvement Sq. Ft.:  

Email:  Total Job Cost:  

Project Name:  
Permit #:  

(office use only)  

    

Trade Business name: Address: Phone:  

WV Contractor 

Number: 

City of Huntington 

License Number: 

Amount of 

contract: 

Foundation/

Footer      $ 

Masonry/ 

block/brick      $ 

Framing      $ 

Roofing      $ 

Drywall      $ 

Cabinetry/ 

Doors      $ 

Windows      $ 

Electrical      $ 

Page 1 of 2 
 

P.O. Box 1659 | Huntington, WV 25717 | phone: 304.696.5905 | email: mburnside@cityofhuntington.com 
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SUBCONTRACTOR LIST 

Huntington City Hall 

800 Fifth Avenue 

P.O. Box 1659 

Huntington, WV 25717 

Please Note:  Verification of subcontractors, business name, address, phone number, and contracts must be submitted prior to receiving a permit or final 

inspection.  Any subcontractor not on the list is subject to a STOP ORDER and/or fine of up to $500 (Codified ordinances of the City of Huntington 752.08, 

752.10, and 752.99). 

Trade Business Name: Address: Phone:  

WV Contractor 

Number: 

City of Huntington 

License Number: 

Amount of 

contract: 

Plumbing      $ 

HVAC      $ 

Painting/ 

Stucco      $ 

Flooring 

tile/Carpet      $ 

Landscaping      $ 

Signage      $ 

Alarm / 

Security      $ 

Sprinkler 

system      $ 

Glass 

storefront      $ 

Concrete / 

Driveway      $ 

Site      $ 

Paving      $ 

Siding      $ 

Page 2 of 2 
REV. 5/17 

P.O. Box 1659 | Huntington, WV 25717 | phone: 304.696.5905 | email:  mburnside@cityofhuntington.com  
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Request for Release

Business and Occupation (Gross Sales) Tax  
  

Date:

Project Info
Name:
Address:
Owner (who is this being built for):
Project Start Date:
Project End Date (expected):
Brief Project Description:

General Contractor Info
Name:
Address:
Phone #:
WV State Contractor Lic Number:

Request Release for
Name of Subcontractor: 
WV State Contractor Lic Number:
Federal Tax ID:
Address:
Work Start Date:
Work Finish Date(expected):
Amount of Contract:
Amount Paid:
Amount Due:

Instructions:  Please send Request for Release(s)  to the City of Huntington Finance Division before final 

payment has been made to the subcontractor(s).  If Business and Occupation Taxes have been paid by the 

subcontractor to the City of Huntington a signed copy of the Request for Release will be sent back to the General 

Contractor indicating the requested subcontractor can be paid their final payment.
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