
Request 
for Bids

Marshall University 
Office of Purchasing 

One John Marshall Drive 
Huntington, WV 25755-4100 

Direct all inquiries regarding this order to: (304) 696-2599 

Bid# 

R2002167
Vendor:    For information call: 

Purchasing Contact:  Angela Negley 
Phone:  (304) 696-2599 
Email: negley4@marshall.edu & 
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 AND UPLOADED INTO THE MU BONFIRE PORTAL 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 

6/11/20 

MANDATORY PRE-BID 
MEETING: 6/25/20 at 10:00 a.m., 
LPT, via Zoom at the following 
link:  
https://marshall.zoom.us/j/953684
89017 

DEPARTMENT 
REQUISITION NO. 

R2002167 

BIDS OPEN: 
7/8/20 at 3:00 p.m., LPT.  
Broadcast via Zoom at the 
following link:  
https://marshall.zoom.us/j/9536
8489017 

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: 

School of Medicine 
Byrd Biotechnology Center Animal Research Facility Expansion 

MARSHALL UNIVERSITY – 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 

A $400.00 deposit is required for each set. Bidders are limited  to two (2) sets each. 
Deposits will be refunded to Bidders who submit a bona fide Bid and return the Bidding 
Documents, in good condition, to the Architect within ten (10) days following the Bid 
opening. Bidders and material suppliers may procure additional sets of Bidding 
Documents at actual cost. Only complete sets will be issued. 

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 

Email  

Street Address 

City/State/Zip  

Date Phone 
BOG 43 Fein 
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Invitation to 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 the expansion of the University’s 
existing Animal Research Facility through the renovation of two existing teaching laboratories and a portion 
of a public corridor on the Ground Floor of the Robert C. Byrd Biotech Center, at Marshall University,
Huntington, WV.

A mandatory pre-bid conference will be held at 10:00 a.m., LPT on Thursday, June 25, 2020 via Zoom at 
the following link:  https://marshall.zoom.us/j/95368489017.. Attendance is mandatory for the following 
contractors: General Contractors. Bidders must attend the pre-bid meeting to familiarize themselves 
with the project location, site conditions, and other relevant information. Should any Bidder fail to attend 
their Bid will be disqualified.

All technical questions must be submitted in writing to Angela White Negley via email at 
negley4@marshall.edu by 9:00 a.m., LPT on Wednesday, July 1, 2020.

Sealed bids shall be accepted until 3:00 p.m., LPT, on Wednesday, July 8, 2020. The bid opening will 
be broadcast via Zoom at the following link: https://marshall.zoom.us/j/99302123954. At that time bids 
will be opened, read aloud, and recorded in the Office of Purchasing, Room 125, Old Main Building, 
Marshall University Campus.

Request for Bid Documents may be obtained by contacting:

Angela White Negley, Marshall University, Office of Purchasing,125 Old Main Building, Huntington, WV 
25755 via telephone at 304.696.2599; or accessed online at: 
http://www.marshaII.edu/purchasing/resources/bids-and-proposaIs/

Complete plans and specifications may be obtained by contacting, C&B Blueprint 824 Sixth Street, 
Huntington, West Virginia 25701 at 304.525.2175. A $500.00 deposit is required on each set.

Marshall University reserves the right to reject any/all bids.
Any work performed or any materials contracted for prior to the receipt of the Owner’s written Notice to 
Proceed, shall be at the Bidder’s risk.
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SCOPE OF WORK:

The Project consists of the expansion of the existing Animal Research Facility 
through the renovation of two existing teaching laboratories and a portion of a 
public corridor on the Ground Floor of the Robert C. Byrd Biotech Center at 
Marshall University. The Facility is a critical and integral part of the various 
medical and other research endeavors of the University. The approximate 
interior Project area is 3,900 square feet. A new service walkway with access 
from the existing interstitial service floor (above the Ground Floor) is also a 
part of the Project.

Work includes selected demolition, under-slab piping rerouting, concrete slab-
on-grade patching, interior concrete masonry partitions, light-gage metal floor 
framing, metal walkway grating and pipe railing, stainless steel door frames, 
fiberglass doors, resin epoxy flooring, gypsum board ceilings, epoxy painting, 
wall protection, HVAC modifications including control systems, plumbing, 
laboratory gas piping, lighting, electrical and telecommunications.
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FORM OF PROPOSAL: 
Bids shall be submitted on the Form of Proposal bound in the Bidding Documents. Each Bidder is 
required to obtain a Request for Bids from the appropriate buyer, Marshall University's Office of 
Purchasing, and to follow all instructions contained therein. The Request for Bids should be stapled 
to the front of the Form of Proposal and submitted with the Bid. 

Bidders must acknowledge receipt of each addendum in the space provided on the Form of 
Proposal or their Bid may be rejected. 
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FORM OF PROPOSAL 

TO THE OWNER: Marshall University Joan C. Edwards School of Medicine 
1600 Medical Center Drive 
Huntington, West Virginia 25701-3655 

PROJECT: BYRD BIOTECH CENTER (BBC) 
ANIMAL RESEARCH FACILITY EXPANSION 
Huntington, WV 25701 

The undersigned, hereinafter called the Bidder, being familiar with and understanding the Bidding 
Documents and also having examined the site and being familiar with conditions affecting the Project 
hereby proposes to furnish all labor, material, equipment, supplies and transportation, and to perform all 
Work in accordance with the Bidding Documents within the time set forth in the Invitation to Bid for the 
sum of:  

BASE BID:  ___________________________________________________  $ ___________________ 
(Amount to be shown in both words and numbers.  In the event of a difference between the 
written amount and the number amount, the written amount shall prevail.) 

ADD ALTERNATE 1:  ___________________________________________  $ ___________________ 
(Amount to be shown in both words and numbers.  In the event of a difference between the 
written amount and the number amount, the written amount shall prevail.) 

ADD ALTERNATE 2:  ___________________________________________  $ ___________________ 
(Amount to be shown in both words and numbers.  In the event of a difference between the 
written amount and the number amount, the written amount shall prevail.) 

RESPECTFULLY SUBMITTED: 

SIGNATURE: ____________________________________________  Date:  ______________ 
Signature in Ink 

NAME: ____________________________________________  
Please Type or Print 

TITLE: ____________________________________________         Corporate Seal

if Applicable 

FIRM NAME: ____________________________________________  

FIRM ADDRESS:____________________________________________  

____________________________________________  

TELPHONE: ____________________________________________ 

CONTRACTOR’S: 
LICENSE NO.: ____________________________________________  
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WEST VIRGINIA FAIRNESS IN COMPETITIVE BIDDING ACT 

Found in Chapter 5 Article 22 (§5-22-1) of the WV Code is the requirement for the apparent low bidder 
on projects exceeding $250,000 to provide a list of all subcontractors who will perform more than 
$25,000 of work on the project, including labor and materials, (provisions apply and may be found in the 
complete article).  If no subcontractors are to be used to complete the project it will be so noted on the 
subcontractor list.  

This information shall be provided to the Owner within one business day of the opening of bids for 
review prior to the award of a construction contract. 

Failure to submit the subcontractor list within one business day after the deadline for submitting bids may 
result in disqualification of the bid. 

CONTRACTORS LICENSE 

West Virginia State Code §21-11-2 requires that all persons desiring to perform contractual work in this 
State must be duly licensed.  The West Virginia Contractor Licensing Board is empowered to issue the 
Contractor License.  Application for a Contractor License may be made by contacting the West Virginia 
Division of Labor, 1900 Kanawha Boulevard East, State Capital Complex-Building 3, Room 200, 
Charleston, West Virginia 25305, telephone:  (304)558-7890. 

West Virginia Code 21-11-11 requires any prospective Bidder to include the contractor’s license number 
on their Bid.  The successful Bidder will be required to furnish a copy of their contractor’s license prior to 
issuance of a Purchase Order/Contract.  Please complete and attach EXHIBIT A to Bid. 

ADDENDA ACKNOWLEDGEMENT 

The undersigned hereby acknowledge receipt of the following Addenda and has taken the information 
contained therein into full consideration in the formulation of this Bid. 

Addenda No. 1  ____________ 

Addenda No. 2  ____________ 

Addenda No. 3  ____________ 

Addenda No. 4  ____________ 

Addenda No. 5  ____________ 

Failure to acknowledge receipt of each Addendum may be cause for rejection of the Bid. 

SIGNATURE: ____________________________________________  DATE:  ___________________  
Signature in Ink 
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LIST OF PROPOSED SUBCONTRACTORS, EQUIPMENT / MATERIAL SUPPLIERS: 

List as designated below each subcontractor / supplier for this proposal who will perform more than $25,000 of 
work on the project.  Also provide contractor’s license number for each subcontractor as required by “West 

Virginia Contractor Licensing Act” and FEIN number as required by “West Virginia Fairness in Competitive 
Bidding Act”.

If the branch of work is to be completed solely by Contractor, so indicate.  If acceptance of an alternate 
proposal changes a subcontractor or equipment/material supplier, indicate by notation below.  Contractor is 
responsible for selecting or changing subcontractors and/or equipment/material suppliers.  Owner and 
Architect/Engineer may indicate their concerns about any entity listed which they have reason to believe past 
experience indicates poor performance may be expected.  Bidder may be requested to change and 
unsatisfactory subcontractor or equipment/material supplier.  Contractor has full responsibility for satisfactory 
execution of all work in accordance with Contract Documents.  Any change of proposed subcontractors or 
material suppliers shall be at no additional cost to Owner, as Contractor has full responsibility for execution of 
the work. 

Subcontractor / Supplier Name Contractor License #  FEIN # 
1. ___________________________ _________________ ______________ 
2. ___________________________ _________________ ______________ 
3. ___________________________ _________________ ______________ 
4. ___________________________ _________________ ______________ 
5. ___________________________ _________________ ______________ 
6. ___________________________ _________________ ______________ 
7. ___________________________ _________________ ______________ 
8. ___________________________ _________________ ______________ 
9. ___________________________ _________________ ______________ 
10. ___________________________ _________________ ______________ 
11. ___________________________ _________________ ______________ 
12. ___________________________ _________________ ______________ 
13. ___________________________ _________________ ______________ 
14. ___________________________ _________________ ______________ 
15. ___________________________ _________________ ______________ 
16. ___________________________ _________________ ______________ 
17. ___________________________ _________________ ______________ 
18. ___________________________ _________________ ______________ 

(Use Additional Pages as Required) 

R2002167 Page 7 of 72



Marshall University

INSTRUCTIONS TO VENDORS

1. REVIEW DOCUMENTS THOROUGHLY:

2. MANDATORY TERMS:

3. PREBID MEETING:

NON-MANDATORY

MANDATORY

Failure to complete the 
attendance sheet as required may result in disqualification of Vendor’s bid.

✔
June 25, 2020, at 10:00 a.m., LPT for General Contractors

Via Zoom Meeting: https://marshall.zoom.us/j/95368489017

Meeting ID: 953 6848 9017
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Marshall University

INSTRUCTIONS TO VENDORS

4. VENDOR QUESTION DEADLINE:

VERBAL COMMUNICATION:

BID SUBMISSION:

Angela White Negey, Director of Purchasing

July 1, 2020, by 9:00 a.m., LPT

 negley4@marshall.edu 
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Marshall University

INSTRUCTIONS TO VENDORS

T   

T  

7. BID OPENING

8. ADDENDUM ACKNOWLEDGEMENT:

9. BID FORMATTING:

   R2002167

Angela White Negley

Biotech Center Animal Research Facility Expansion

July 8, 2020

3:00 p.m., LPT

July 8, 2020, at 3:00 p.m., LPT
Via Zoom Meeting: https://marshall.zoom.us/j/99302123954 Meeting ID: 993 0212 3954
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Marshall University

INSTRUCTIONS TO VENDORS

10. ALTERNATES:

11. EXCEPTIONS AND CLARIFICATIONS:

12. COMMUNICATION LIMITATIONS:

13. REGISTRATION: 

14. UNIT PRICE: 

15. PREFERENCE:           

  NOT APPLICABLE TO CONSTRUCTION PROJECTS 

15A. RECIPROCAL PREFERENCE
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Marshall University

INSTRUCTIONS TO VENDORS

16. SMALL, WOMEN-OWNED, OR MINORITY-OWNED BUSINESSES:  

17. WAIVER OF MINOR IRREGULARITIES

18. ELECTRONIC FILE ACCESS RESTRICTIONS:

19. NON-RESPONSIBLE:

20. NON-RESPONSIVE:

21. ACCEPTANCE/REJECTION:
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Marshall University

INSTRUCTIONS TO VENDORS

22. YOUR SUBMISSION IS A PUBLIC DOCUMENT:

DO NOT SUBMIT MATERIAL YOU CONSIDER TO BE
CONFIDENTIAL, A TRADE SECRET (S), OR OTHERWISE NOT
SUBJECT TO PUBLIC DISCLOSURE.

23. PURCHASING AFFIDAVIT:

24. INTERESTED PARTY DISCLOSURE

25. WITH THE BID REQUIREMENTS:
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December 2, 2019

Marshall University General Terms and Conditions

Any language that seeks to automatically renew, modify, or extend the Contract beyond the initial 
term or automatically continue the Contract period fr m term to term is deleted.  The Contract may be 
renewed or continued only upon mutual written agreement of the Parties. 

Alternate Renewal Term – This contract may be renewed for _______________________ 
successive ______________ year periods or shorter periods provided that they do not 
exceed the total number of months contained in all available renewals. Automatic renewal 
of this Contract is prohibited. Renewals must be approved by the Vendor and Agency. 

Fixed Period Contract: The Contract becomes effective upon Vendor’s receipt of the notice to proceed
and must be completed within ___________________________________________________________. 

Fixed Period Contract with Renewals: The Contract becomes effective upon Vendor’s receipt of the 
notice to proceed and part of the Contract must be completed within___________ days. Upon 
completion, the Vendor agrees that maintenance, monitoring, or warranty services will be provided for 
____________________ successive one-year periods or multiple periods of less than one year provided 
that the multiple renewal periods do not exceed  months in total.

One-Time Purchase: The term of the Contract shall run from the issuance of the Award Document 
until all the goods contracted for have been delivered, but in no event, will the Contract extend for 
more than one fiscal year. 

Other: See attached. 

4. NOTICE TO PROCEED: Vendor shall begin performance of the Contract immediately upon receiving
notice to proceed unless otherwise instructed by the University. Unless otherwise specified, the fully executed
Award Document will be considered notice to proceed.

5. QUANTITIES:  The quantities required under the Contract shall be determined in accordance with the
category that has been identified as applicable to the Contract below.

Open End Contract: Quantities stated in the solicitation are approximations only, based on estimates 
supplied by the University. It is understood and agreed that the Contract shall cover the quantities 
ordered for delivery during the term of the Contract, whether more or less than the quantities shown. 

Service: The scope of the service to be provided will be more clearly defined in the specifications 
included herewith. 

Substantial Completion by 12/15/20; Final Completion by 1/15/21
✔
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December 2, 2019

Marshall University General Terms and Conditions

INSERT ADDITIONAL CONDITIONS BELOW:

The apparent successful Vendor shall also furnish proof of any additional licenses or certifications prior to 
Contract award regardless whether that requirement is listed above. 

8. INSURANCE: The Vendor shall furnish proof of the insurance identified by a checkmark below prior 
to Contract award. Subsequent to contract award, and prior to the insurance expiration date, Vendor shall 
provide the University with proof that the insurance mandated herein has been continued. Vendor must also 
provide with immediate notice of any changes in its insurance policies mandated herein, including but not 
limited to, policy cancelation, policy reduction, or change in insurers. The insurance coverages identified 
below must be maintained throughout the life of the contract. The Vendor shall also furnish proof of any 
additional insurance requirements prior to the Contract award regardless of whether that insurance 
requirement is listed in this section.
Any provisions requiring the University to maintain any type if insurance for either of its or the Vendors 
benefit is deleted.

Vendor must maintain: (Additional Insurance details found on the sample ACORD Certificates herein)
Commercial General Liability Insurance in at least an amount of:___________________ per
occurrence and an aggregate of ___________________.

Automobile Liability Insurance in at least an amount of:  _________________________ per
occurrence

Professional/Malpractice/Errors and Omission Insurance in at least an amount of:
____________ per occurrence and an aggregate of ________________________. 

Commercial Crime and Third-Party Fidelity Insurance in an amount of:
________________ per occurrence and an aggregate of _____________________________.

Cyber Liability Insurance in an amount of: __________ per occurrence and an aggregate of 
______________________. Coverage shall be sufficiently broad to respond to the duties and 
obligations as is undertaken by Vendor in performance of the Contract and shall include, but not 
limited to, claims involving infringement of intellectual property, including but not limited to 
infringement of copyright, trademark, trade dress, invasion of privacy violations, information theft, 
damage to or destruction of electronic information, release of private information, alteration of 
electronic information, extortion and network security. The policy shall provide coverage for breach 
response costs as well as regulatory fines and penalties as well as credit monitoring expenses with 
limits sufficient to respond to these obligations.

$1,000,000

$2,000,000

$1,000,000

✔

✔
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December 2, 2019

Marshall University General Terms and Conditions

Builders Risk Insurance in an amount equal to 100% of the amount of the
Contract.

9. WORKERS’ COMPENSATION INSURANCE: The apparent successful Vendor shall comply with
laws relating to workers compensation, shall maintain workers’ compensation insurance when required, and
shall furnish proof of workers’ compensation insurance upon request.

10. LIQUIDATED DAMAGES: This clause shall in no way be considered exclusive and shall not limit
the University’s right to pursue any other available remedy. Vendor shall pay liquidated damages in the
amount specified below or as described in the specifications:

______________________ for ______________________ 

Liquidated Damages Contained in the Specifications

11. ACCEPTANCE: Vendor’s signature on the certification and signature page, constitutes an offer to the
University that cannot be unilaterally withdrawn, signifies that the product or service proposed by Vendor
meets the mandatory requirements for that product or service, unless otherwise indicated, and signifies
acceptance of the terms and conditions unless otherwise indicated.

12. STATUTE OF LIMITATIONS - Any clauses limiting the time in which the State may bring suit
against the Vendor or any other third party are deleted.

13. PRICING/BEST PRICE GUARANTEE: The pricing set forth herein is firm for the life of the
Contract, unless specified elsewhere within this Solicitation by the University. A Vendor’s inclusion of price
adjustment provisions in its bid, without an express authorization in the Solicitation to do so, may result in
bid disqualification. Notwithstanding the foregoing, Vendor must extend any publicly advertised sale price
to the University and invoice at the lower of the contract price or the publicly advertised sale price.

14. PAYMENT IN ARREARS: Payments for goods/services will be made in arrears only upon receipt of
a proper invoice, detailing the goods/services provided or receipt of the goods/services, whichever is later.
Notwithstanding the foregoing, payments for software licenses, subscriptions, or maintenance may be paid
annually in advance.

15. PAYMENT METHODS:  The Vendor must accept payment by electronic funds transfer or P-Card for
payment of all orders under this Contract unless the box below is checked.

Vendor is not required to accept the State of West Virginia’s P-Card or by electronic funds 
transfer as payment for all goods and services for the reason(s) stated below:

__________________________________________________________________________

_______________________________________________________________________

$1,000 each day

Construction Project

✔

✔

✔

✔
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ADDITIONAL TERMS AND CONDITIONS (Construction Contracts Only) 

1. CONTRACTOR'S LICENSE: W. Va. Code § 21-11-2 requires that all persons desiring to
perform contracting work in the State of West Virginia be licensed. The West Virginia Contractors
Licensing Board is empowered to issue the contractor's license. Applications for a contractor's
license may be made by contacting the West Virginia Division of Labor. W. Va. Code§ 21-11-11
requires any prospective Vendor to include the contractor's license number on its bid. If an apparent
low bidder fails to submit a license number in accordance with this section, the Marshall University
Office of Purchasing will promptly request by telephone and electronic mail that the low bidder and
the second low bidder provide the license number within one business day of the request. Failure
of the bidder to provide the license number within one business day of receiving the request shall
result in disqualification of the bid. Vendors should include a contractor's license number in the
space provided below.

Contractor's Name: 
-------------------------

Contractor's License No.: WV-
---------------------

The apparent successful Vendor must furnish a copy of its contractor's license prior to the issuance 
of a contract award document. 

2. DRUG-FREE WORKPLACE AFFIDAVIT: W. Va. Code § 21-1D-5 provides that any
solicitation for a public improvement contract requires each Vendor that submits a bid for the work
to submit an affidavit that the Vendor has a written plan for a drug-free workplace policy. If the
affidavit is not submitted with the bid submission, the Marshall University Office of Purchasing
shall promptly request by telephone and electronic mail that the low bidder and second low bidder
provide the affidavit within one business day of the request. Failure to submit the affidavit within
one business day ofreceiving the request shall result in disqualification of the bid. To comply with
this law, Vendor should complete the enclosed drug-free workplace affidavit and submit the same
with its bid. Failure to submit the signed and notarized drugfree workplace affidavit or a similar
affidavit that fully complies with the requirements of the applicable code, within one business day
of being requested to do so shall result in disqualification of Vendor's bid. Pursuant to W. Va. Code

§ 21-1 D-2(b) and (k), this provision does not apply to public improvement contracts the value of
which is $100,000 or less or temporary or emergency repairs.

2.1. DRUG-FREE WORKPLACE POLICY: Pursuant to W. Va. Code§ 21-1D-4, Vendor and 
its subcontractors must implement and maintain a written drug-free workplace policy that 
complies with said article. The awarding public authority shall cancel this contract if: (1) 
Vendor fails to implement and maintain a written drug-free workplace policy described in the 
preceding paragraph, (2) Vendor fails to provide information regarding implementation of its 
drug-free workplace policy at the request of the public authority; or (3) Vendor provides to the 
public authority false information regarding the contractor's drug-free workplace policy. 
Pursuant to W. Va. Code §21-1 D-2(b) and (k), this provision does not apply to public 
improvement contracts the value of which is $100,000 or less or temporary or emergency 
repairs. 

December 2, 2019 

Marshall University General Terms and Conditions 
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Subcontractor List Submission (Construction Contracts Only)

Bidder’s Name:

Check this box if no subcontractors will perform more than $25,000.00 of work to complete the 
project.

Subcontractor Name License Number if Requiredby
W. Va. Code § 21-11-1 et. seq.

Attach additional pages if necessary
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ADDITIONAL LICENSING 
REQUIREMENTS
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ADDITIONAL LICENSING REQUIREMENTS: 

l. The prime contractor who is awarded this contract is required to submit a list of all
subcontractors on this project to:

West Virginia Division of Labor
Building 6, Room 749B, Capitol Complex
Charleston WV 25305

2. The prime contractor must further notify all subs of their responsibility to register with:

West Virginia State Tax Department (304) 558-3333
Workforce West Virginia (304) 558-2677
Office of Insurance Commissioner Workers' Compensation (304) 558-6279 x1202
Secretary of State (304) 558-8000
West Virginia Division of Labor (304) 558-7890
West Virginia Small Business Development Center (304) 558-2960

A Contractor License to work in West Virginia will be issued to subs only after they 
have registered with each of the above agencies. 

Every contractor who has been in business in West Virginia less than five years is required to 
furnish a bond to cover wages and fringe benefits for its employees. For further information, please 
contact the Wage and Hour Division 
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MARSHALL UNIVERSITY 
CRITERIA FOR SELECTION OF 
LOWEST QUALIFIED BIDDERS 
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INSURANCE REQUIREMENTS
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BONDING REQUIREMENTS 
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REQUIRED FORMS  
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CITY OF HUNTINGTON 
REQUIRED FORMS  

R2002167 Page 61 of 72



R2002167 Page 62 of 72



R2002167 Page 63 of 72



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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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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Submission Instructions for Suppliers 
 
Please follow these instructions to submit via our Public Portal. 
 
1. Prepare your submission materials: 
 
Requested Information 
 

Name Type # Files Requirement Instructions 

RFB File Type: PDF 
(.pdf) Multiple Required  

R2002167 
BidTable (BT-
24DL) 

BidTable: Excel 
(.xlsx) 1 Required 

You will need to 
fill out the 
provided 
Response 
Template for this 
BidTable. The 
Response 
Template can be 
downloaded from 
the project listing 
on the Bonfire 
portal. 

 
 
Commodity Codes 
 

Commodity Set Commodity Code Title Description 

UNSPSC 72 
Building and Facility 
Construction and 
Maintenance Services 

This segment includes 
services associated 
with the construction 
and maintenance of 
facilities, buildings, 
structures, roads and 
infrastructure.This 
segment also includes 
trades such as general 
contractors, 
electricians, plumbers, 
carpenters, painters, 
and roofing, 
landscaping, 
gardening and pest 
control. 

 
 
Requested Documents: 
 
Please note the type and number of files allowed. The maximum upload file size is 1000 MB. 
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Please do not embed any documents within your uploaded files, as they will not be 
accessible or evaluated. 
 
Requested BidTables: 
 
The BidTable Response Templates can be obtained at 
https://marshall.bonfirehub.com/opportunities/28436. 
 
Please note that BidTables may take a significant amount of time to prepare. 
 
2. Upload your submission at:  
 
https://marshall.bonfirehub.com/opportunities/28436 
 
Your submission must be uploaded, submitted, and finalized prior to the Closing Time of Jul 
08, 2020 3:00 PM EDT. We strongly recommend that you give yourself sufficient time and at 
least ONE (1) day before Closing Time to begin the uploading process and to finalize your 
submission. 
 
Important Notes: 
 
Each item of Requested Information will only be visible after the Closing Time. 
 
Uploading large documents may take significant time, depending on the size of the file(s) 
and your Internet connection speed. 
 
You will receive an email confirmation receipt with a unique confirmation number once you 
finalize your submission. 
 
Minimum system requirements: Internet Explorer 11, Microsoft Edge, Google Chrome, or 
Mozilla Firefox. Javascript must be enabled. Browser cookies must be enabled. 
 
Need Help? 
 
Marshall University uses a Bonfire portal for accepting and evaluating proposals digitally. 
Please contact Bonfire at Support@GoBonfire.com for technical questions related to your 
submission. You can also visit their help forum at https://bonfirehub.zendesk.com/hc 
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