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                   IFB:   # 11-9071-5RB 

 
 
 

COMMONWEALTH OF VIRGINIA 

  COUNTY OF HENRICO 

                DEPARTMENT OF GENERAL 
SERVICES 

PAUL N. PROTO 
 
 

May 22, 2011 
Invitation for Bid 

Automotive Accessories, Parts and Supplies  
 

Subject:       Annual contract to furnish and provide inside delivery of automotive accessories, parts and supplies as 
needed and requested by Henrico County, Central Automotive Maintenance in accordance with the 
enclosed general terms, conditions and specifications.   

 
Sealed bids in accordance with the conditions, specifications, and instructions below and on the attached sheets 
or drawings hereto, if any, will be received no later than 11:00 AM, local prevailing time, June 14, 2011 and will 
be opened and publicly read aloud.  
 
IN PERSON OR SPECIAL COURIER U.S. POSTAL SERVICE 
County of Henrico County of Henrico 
Department of General Services Department of General Services 
Purchasing Office                               OR P.O. Box 90775 
1590 E. Parham Road Henrico, Virginia 23273-0775 
Henrico, Virginia 23228 
This IFB and any addenda are available on the County of Henrico website at: www.co.henrico.va.us/departments/genserv.purchasing/.  
To download the IFB, click the link and save the document to your hard drive. To receive a printed copy of this document please call (804) 
501-5660 or bla04@co.henrico.va.us To receive an email copy of this document or any technical assistance please contact 
edw@co.henrico.va.us 
Time is of the essence, and all bids received after the appointed hour for submission, whether by mail or 
otherwise, will be returned unopened.  The time clock stamp in the Purchasing Office shall determine the time of 
receipt.  Bidders are responsible for ensuring that Purchasing Office personnel stamp their bids by the deadline 
indicated.  
 
Envelopes containing bids shall be sealed and marked in the lower left-hand corner with the bid request number, 
goods or services sought, hour and due date of the bid. All bidders shall use the enclosed Bid Form in submitting 
their bid prices. The Purchasing Office reserves the right to waive any informality in bids and to award in part or in 
whole or to reject any or all bids. 
 
Nothing herein is intended to exclude any responsible bidder, its product or service or in any way restrain or restrict 
competition.  On the contrary, all responsible bidders are encouraged to bid and their bid is solicited. Comments as 
to how bid documents, specifications or drawings can be improved are welcome. 

 
Should you have any questions concerning this Invitation to Bid, please contact Ray Buchton at the email address below 
no later than June 1, 2011.       
                                                                                            Very truly yours, 
      Paul N. Proto 
      Director of General Services 
 
      Ray Buchton 
      Purchasing Officer     
      buc31@co.henrico.va.us 
 
 
 
 
 
 
 
2/07/AC                                 1590 E. PARHAM ROAD / P.O. BOX 90775 / HENRICO, VIRGINIA 23273-0775 

 

(804) 501-5649 FAX (804) 501-5693 
                          

http://www.co.henrico.va.us/
mailto:bla04@co.henrico.va.us
mailto:edw@co.henrico.va.us
mailto:edw@co.henrico.va.us
mailto:buc31@co.henrico.va.us
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I. Scope of Work/Service 

 
The intent and purpose of this Invitation for Bid is to establish an annual contract with qualified 
vendors to furnish all labor, material and equipment necessary to provide inside delivery of five 
different categories of automotive accessories, parts and supplies as needed and requested by 
Henrico County, Central Automotive Maintenance; in accordance with the enclosed general terms, 
conditions and specifications.  
 
A. Delivery: 

 
1. All parts and supplies shall be delivered to the following locations during the following 

business hours.  Failure to provide this delivery schedule may result in your bid being 
declared non-responsive. 
      
Central Automotive Maintenance - West, 8:00 a.m. – 4:30 p.m. 
10301 Woodman Road 
Glen Allen, VA  23060 
     
Central Automotive Maintenance - East, 8:00 a.m. – 3:30 p.m. 
440 Dabbs House Road 
Henrico, VA  23223 

 
2. The Successful Bidder must maintain stock to ensure immediate and adequate 

delivery of requested automotive accessories, parts and supplies. For the 
replenishment of County stock, 48 hours for delivery is acceptable.  For the 
emergency repair of non-operational equipment, the County may request two (2) 
hours for delivery of parts.  

 
3. In the event the Successful Bidder fails to meet the response times, the   County of 

Henrico reserves the right to secure the services required from another source using 
the small purchase procedure. Repeated failure to comply with the response time 
listed may result in termination of the contract. 

 
B. Specifications: 

 
            All parts furnished under this contract shall meet or exceed OEM specifications. No 

exceptions. 
 

  C. Pricing: 
 

1. Bidders shall provide discounts offered from Manufacturer’s Suggested Retail Price 
List for each category bid.   

 
2. Upon award, the Successful Bidder shall submit 2 copies of the current 

Manufacturer’s Suggested Retail Price List or provide access to the electronic 
Manufacturer’s Suggested Retail Price list.  

 
3. The Successful Bidder shall provide all revisions of the Manufacturer’s Suggested 

Retail Price List to Central Automotive Maintenance semi-annually during the 
contract period. 

 
4. Specific part numbers have been supplied for bid purposes only.  Discount off 

Manufacturer’s Price List shall apply to all bidders part numbers within the particular 
Lot. 
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D.        Invoicing and Payment: 
 
           Payment shall require the submittal of a monthly-itemized invoice to be mailed to 

Central Automotive Maintenance, 10301 Woodman Road, Glen Allen, VA 23060 which 
shall include, but not be limited to the following information.  This information may be 
provided as attachment(s) to the invoice.   

 
1.         Purchase Order Number must appear on all invoices. 
 
2.         List of supplied materials, part numbers, number of parts, discount off 

manufactures retail price list, price, and total cost of materials purchased. 
         
3. Unauthorized invoice charges will not be accepted. Any invoice submitted for 

payment with questionable charges will be returned to the successful bidder for 
review and resubmitted with an explanation as to the reason for the 
unauthorized invoice charges.   

         
E. Warranty 

 
The Successful Bidder warrants that all parts provided shall be consistent with the 
manufacturer’s specifications and will be free from defects.  Goods which are not as 
warranted may be returned at the successful bidder’s expense within thirty (30) days after 
delivery, for either credit or replacement, without an additional charge to the County. 
 

F.        Historical Data:  
 

July 2009 through June 2010, the County spent approximately $122,237.00 on 
automotive accessories, parts and supplies for Henrico County owned vehicles; from July 
2010 through May 2011 the County of Henrico spent approximately $66,476.00. 
However, nothing shall bind the County of Henrico to any specified amount of work 
during the contract period.  
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II. GENERAL TERMS AND CONDITIONS: 

 
A. Addenda: 

 
1. Comments as to how the bid documents, specifications or drawings can be 

improved are welcome.  Bidders requesting clarification or interpretation of or 
improvements to the bid general terms, conditions, specifications or drawings shall 
make a written request which shall reach the Purchasing Office, Department of 
General Services, at least eight (8) calendar days prior to the date set for the 
receipt of bids. 

 
2. Any changes to the bid general terms, conditions, specifications or drawings shall 

be in the form of a written addendum from the Purchasing Office and it shall be 
signed by the Director of General Services or a duly authorized representative. 

 
3. An addendum shall be issued no later than six (6) calendar days prior to the date 

set for the receipt of bids.  An addendum extending the date for the receipt of bids 
or an addendum withdrawing the Invitation to Bid may be issued anytime prior to 
the date set for the receipt of bids. 

 
4. Each bidder shall be responsible for determining that all addenda issued by the 

Purchasing Office for the Invitation to Bid have been received before submitting a 
bid for the work. 

 
5. Each bidder shall acknowledge the receipt of each addendum on the Bid Form. 

 
B. Annual Appropriations: 
 

It is understood and agreed that this contract shall be subject to annual appropriations 
by the Board of County Supervisors (the "Board").  Should the Board fail to appropriate 
funds for this contract, the contract shall be terminated when existing funding is 
exhausted.  There shall be no penalty should the Board fail to make annual 
appropriations for this contract. 

 
C. Authorization to transact business in the Commonwealth: 

 
1.         Any business entity that enters into a written contract with Henrico County that is 

organized as a stock or nonstock corporation, limited liability company, business 
trust, or limited partnership or registered as a registered limited liability 
partnership must be authorized to transact business in the Commonwealth of 
Virginia as a domestic or foreign business entity if so required by Title 13.1 or 
Title 50 of the Code of Virginia, or as otherwise required by law. 
 

            2. Any business entity described in paragraph A above that enters into a contract 
with the County shall not allow its existence to lapse or its certificate of authority 
or registration to transact business in the Commonwealth of Virginia, if so 
required under Title 13.1 or Title 50 of the Code of Virginia, to be revoked or 
cancelled at any time during the term of the contract. (See attachment A) 

 
            3. The County may, in its sole discretion, void any contract with a business entity if 

the business entity fails to remain in compliance with the provisions of this 
section, entitled “Authorization to Transact Business in the Commonwealth.” 
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D. Award of Contract: 
 
 1. The Purchasing Office reserves the right to waive any informality in bids and to 

award in part or in whole or to reject any or all bids.  The reasons for the rejection 
shall be made a part of the contract file. 

  
2. In case of a tie bid, preference shall be given to goods, services, and construction 

produced in the County of Henrico or the State of Virginia or provided by persons, 
firms or corporations having principal places of business in the County of Henrico 
or the State of Virginia, if such a choice is available; otherwise the tie shall be 
decided by lot.  A County of Henrico business shall be given preference over a 
State of Virginia business, if such a choice is available. 

 
3. The Purchasing Office shall have the right, before awarding the contract, to require 

a bidder to submit such evidence of its qualifications as it may deem necessary 
and may consider any evidence available to it concerning the financial, technical, 
and other qualifications and abilities of a bidder.  (See Attachment B) 

 
4. It is the intent of the County of Henrico to award a contract to the lowest 

responsive and responsible bidder provided the bid does not exceed the funds 
available for the contract.  This bid will be awarded to the bidder(s) with the lowest 
total cost per Lot . (See the Bid Form) 

 
5. Upon making an award, or giving notice of intent to award, the County will place 

appropriate notice on the public bulletin board located at the following locations: 
 

Purchasing Office   Eastern Government Center 
1590 East Parham Road  3820 Nine Mile Road 
Henrico VA 23228   Henrico VA 23223 
 
Henrico Government Center 
4301 East Parham Road 
Henrico VA 23228 
 
Notice of award or intent to award may appear on the Purchasing Office 
website: http://www.co.henrico.va.us/genserv/purchasing/ 

   
 6. The bidder to whom the contract is awarded shall, within fifteen (15) days after 

prescribed documents are presented for signature, execute and deliver to the 
Purchasing Office the contract forms and any other forms required by the bid.   

  
7. This contract is made, entered into, and shall be performed in the County of 

Henrico, Virginia and shall be governed by the applicable laws of the 
Commonwealth of Virginia. Any dispute arising out of any contract resulting from 
this Invitation to Bid, its interpretations or its performance shall be litigated only 
in either the General District Court or in the Circuit Court of the County of 
Henrico, Virginia. 
 

E. Bid Security: 
 

The Purchasing Office does not require the bidder to furnish a bid security with this bid. 
 

http://www.co.henrico.va.us/genserv/purchasing/
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F. Bidder's Performance: 

 
  1. Goods and services must be delivered and rendered strictly in accordance with this 

bid and shall not deviate in any way from the terms, conditions, prices, quality, 
quantity, delivery instructions, and specifications of this bid. 

  
  2. All goods and/or services delivered and/or rendered shall comply with all applicable 

federal, state, and local laws, and shall not infringe any valid patent or trademark.  
The successful bidder shall indemnify, keep, save, and hold the County, its officers 
and employees, harmless from any liability for infringement and from any and all 
claims or allegations of infringement by the bidder or the County, its officers and 
employees, arising from, growing out of, or in any way involved with the goods 
delivered or services rendered pursuant to this purchase. 

 
  3. In the event that suit is brought against the County, its officers and/or its 

employees, either independently or jointly with the bidder, the bidder shall defend 
the County, its officers and employees, in any such suit at no cost to them.  In the 
event that final judgment is obtained against the County, its officers, and/or its 
employees, either independently or jointly with the bidder, then the bidder shall pay 
such judgment, including costs and attorneys fees, if any, and hold the County, its 
officers and employees, harmless there from. 

 
4. The successful bidder shall ensure that its employees shall observe and exercise 

all necessary caution and discretion so as to avoid injury to person or damage to 
property of any and all kinds. 

 
5. The successful bidder shall not, in its product literature or advertising, refer to this 

purchase or the use of the bidder's goods or services by the County of Henrico, 
Virginia. 

 
6. The successful bidder shall cooperate with County officials in performing the 

specified work so that interference with the County's activities will be held to a 
minimum. 

 
G. Bidder's Representation: 
 

1. By submitting a bid in response to this Invitation to Bid, the bidder certifies that it 
has read and understands the bid documents, specifications, and drawings, if any, 
and has familiarized itself with all federal, state and local laws, ordinances, rules 
and regulations that in any manner may affect the cost, progress or performance of 
the work. 

 
2. The failure or omission of any bidder to receive or examine any form, instrument, 

addendum or other documents, or to acquaint itself with conditions existing at the 
site(s), shall in no way relieve any bidder from any obligations with respect to its bid 
or to the contract. 

 
H. Bonds: 

 
The Purchasing Office does not require the successful bidder to furnish Performance Bond 
and a Payment Bond for this contract. 
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I. Collusion: 
 

By submitting a bid in response to this Invitation for Bid, the Bidder represents that in 
the preparation and submission of this bid, said Bidder did not, either directly or 
indirectly, enter into any combination or arrangement with any person, Bidder or 
corporation or enter into any agreement, participate in any collusion, or otherwise take 
any action in the restraint of free, competitive bidding in violation of the Sherman Act 
(15 U.S.C. Section 1) or Section 59.1-9.1 through 59.1-9.17 or Sections 59.1-68.6 
through 59.1-68.8 of the Code of Virginia. 

 
J. Compensation: 

 
1. It is the County's policy not to pay for any goods or services until the same have 

been actually received. 
 

2. Individual contractors shall provide the Purchasing Office their social security 
numbers and proprietorships, partnerships and corporations shall provide their 
federal employer identification numbers (Code of Virginia, Section 2.2-4354.2). 
This information shall be provided in the space indicated on the Bid Form. 

 
3. The successful bidder shall submit a complete itemized invoice on each item or 

service, which is delivered under the contract.  The successful bidder shall indicate 
the purchase order number on the front of each invoice and on the outside of each 
package or shipping container. 

 
4. Cash discounts shall be deducted in accordance with the terms of the bid. 

 
5. Payment shall be rendered to the successful bidder for satisfactory compliance 

with the general terms, conditions and specifications of this bid.  The required 
payment date shall be either:  (i) the date on which payment is due under the terms 
of the contract for the provision of such goods or services; or (ii) if such date is not 
established by contract, not more than forty-five days after goods or services are 
received or not more than forty-five days after the invoice is rendered, whichever is 
later (Code of Virginia, Section 2.2-4352). 

 
6. Unless otherwise provided under the terms of the contract for the provisions of 

goods and services, if the County fails to pay by the payment date, the County 
agrees to pay the financial charge assessed by the successful bidder, which does 
not exceed one percent per month (Code of Virginia, Section 2.2-4354.4). 

 
K. Contract Period: 

 
1. The contract period shall be from August 1, 2011 through July 31, 2012.  

Contract prices shall remain firm for the contract period. 
 

2. The contract may be renewed for 4 additional one-year periods upon the sole 
discretion of the County at a price not to exceed 3% above the previous year's 
prices.   

 
3.   The successful bidder should submit any proposed price changes and a report 

on the annual volume of business resulting from this contract to the Purchasing 
Office at least ninety (90) days prior to the contract renewal date.  If accepted by 
the Purchasing Office, the prices shall remain firm for each renewal year. 
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4. The contract shall not exceed a maximum of five (5) years. 
 

L. Controlling Law; Venue 
 

This contract is made, entered into, and shall be performed in the County of Henrico, 
Virginia, and shall be governed by the applicable laws of the Commonwealth of Virginia.  
Any dispute arising out of the contract resulting from this IFB, its interpretations, or its 
performance shall be litigated only in the Henrico County General District Court or the 
Circuit Court of the County of Henrico, Virginia. 

 
M. County License Requirement: 
 

If a business is located in the County, it is unlawful to conduct or engage in that business 
without obtaining a business license.  If your business is located in the County, include a 
copy of your current business license with your bid.  If you have any questions, contact the 
Business Section, Department of Finance, County of Henrico, telephone (804) 501-4310. 

 
N. Default: 

 
If the Successful Bidder is wholly responsible for failure to make delivery or complete 
implementation and installation, or if the system fails in any way to perform as specified 
herein, the County may consider the Successful Bidder to be in default.  In the event of 
default, the County will provide the Successful Bidder with written notice of default, and 
the Successful Bidder will be provided twenty (20) calendar days to provide a plan to 
correct said default. 

 
O. Drug-Free Workplace to be Maintained by the Contractor (Code of Virginia, Section 2.2-

4312) 
 

1. During the performance of this contract, the contractor agrees to (i) provide a 
drug-free workplace for the contractor’s employees; (ii) post in conspicuous 
places, available to employees and applicants for employment, a statement 
notifying employees that the unlawful manufacture, sale, distribution, 
dispensation, possession, or use of a controlled substance or marijuana is 
prohibited in the contractor’s workplace and specifying the actions that will be 
taken against employees for violations of such prohibition; (iii) state in all 
solicitations or advertisements for employees placed by or on behalf of the 
contractor that the contractor maintains a drug-free workplace; and (iv) include 
the provisions of the foregoing clauses in every subcontract or purchase order of 
over $10,000, so that the provisions will be binding upon each subcontractor or 
vendor. 

 
2. For the purposes of this section, “drug-free workplace” means a site for the 

performance of work done in connection with a specific contract awarded to a 
contractor in accordance with the Virginia Public Procurement Act, the 
employees of whom are prohibited from engaging in the unlawful manufacture, 
sale, distribution, dispensation, possession or use of any controlled substance or 
marijuana during the performance of the contract. 
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P. Employment Discrimination by Bidder Prohibited: 

 
  1. During the performance of this contract, the successful bidder agrees as follows 

(Code of Virginia, Section 2.2-4311): 
 

(a) The successful bidder will not discriminate against any employee or 
applicant for employment because of race, religion, color, sex, national 
origin, age, disability, or other basis prohibited by state law relating to 
discrimination in employment, except where there is a bona fide 
occupational qualification reasonably necessary to the normal operation of 
the successful bidder.  The successful bidder agrees to post in 
conspicuous places, available to employees and applicants for 
employment, notices setting the provisions of this nondiscrimination clause. 

 
(b) The successful bidder, in all solicitations or advertisements for employees 

placed by or on behalf of the successful bidder, will state that such 
contractor is an equal opportunity employer. 

   
(c) Notices, advertisements and solicitations placed in accordance with federal 

law, rule or regulation shall be deemed sufficient for the purpose of meeting 
the requirements of this section. 

 
  2.  The successful bidder shall include the provisions of the foregoing paragraphs of 

this section in every subcontract or purchase order of over $10,000, so that the 
provisions will be binding upon each subcontractor or vendor. 

 
Q. Employment of Unauthorized Aliens Prohibited 

 
Any contract that results from this Invitation for Bid  shall include the following 
language:  "As required by Virginia Code §2.2-4311.1, the contactor does not, and shall 
not during the performance of this agreement, in the Commonwealth of Virginia 
knowingly employ an unauthorized alien as defined in the federal Immigration Reform 
Act of 1986." 
 

R. Environmental Management 
 

Contractor shall be responsible for complying with all applicable federal, state, and local 
environmental regulations.  Contractor is required to abide by the County of Henrico’s 
Environmental Policy Statement, which emphasizes environmental compliance, 
pollution prevention, continual improvement, and conservation.  Contractor shall be 
properly trained and have any necessary certifications to carry out environmental 
responsibilities.  Contractor shall immediately communicate any environmental 
concerns or incidents to the appropriate County staff. 
http://randolph.co.henrico.va.us/genserv/forms/environmentalpolicy.pdf 

 
S. General: 
 

 1. Sealed bids in accordance with the conditions, specifications, and instructions 
below and on the attached sheets or drawings hereto, if any, will be received in 
person or via special courier service in the Purchasing Office, Department of 
General Services, North Run Office Park, 1590 East Parham Road, Henrico 
Virginia 23228 or through the regular mail by the U.S. Postal Service, P.O. Box 
90775, Henrico Virginia 23273-0775 until, but no later than the time and date 
specified in the Invitation to Bid. 

http://randolph.co.henrico.va.us/genserv/forms/environmentalpolicy.pdf
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2. In the solicitation or awarding of contracts, the County of Henrico shall not 

discriminate because of the race, religion, color, sex, national origin, age, disability 
or any other basis prohibited by state law relating to discrimination in employment. 

 
3. The County welcomes and encourages the participation of small businesses and 

businesses owned by women and minorities in procurement transactions made by 
the County. The County of Henrico actively solicits both small business, women-
owned and minority (SWAM) businesses to respond to all Invitations for Bids and 
Requests for Proposals. All solicitations are posted on the County’s Internet site at 
www.co.henrico.va.us/departments/genserv/purchasing/ and may be viewed 
under the Bids and Proposals link on the homepage. 

 
4. The County of Henrico utilizes the Commonwealth of Virginia eVA Supplier Web 

Site for selection of bidders. If your company is not registered, a supplier 
application is available on the eVA web site, http://www.eva.state.va.us 

 
T. Indemnification: 

 
The successful Bidder agrees to indemnify, defend and hold harmless the County of 
Henrico including Henrico Public County Schools, its officers, agents and employees from 
any claims, damages, suits, actions, liabilities and costs of any kind or nature, including 
attorneys’ fees, arising from or caused by the provision of any services, the failure to 
provide any services or the use of any services or materials furnished (or made available) 
by the Successful Bidder, provided that such liability is not attributable to the County’s sole 
negligence. 

 
U. Insurance: 

 
 The successful bidder shall maintain insurance to protect itself and the County of Henrico 

from claims for damages for personal injury, including death, and for damages to property, 
which may arise from operations under this contract.  Such insurance shall conform to the 
enclosed County Insurance Specifications.  (See Attachment C) 

 
V. Modification of Bids: 
 
 1. A bid may be modified or withdrawn by the bidder anytime prior to the time and 

date set for the receipt of bids.  The Bidder shall notify the Purchasing Office in 
writing of its intentions. 

 
 2. Modified and withdrawn bids may be resubmitted to the Purchasing Office up to 

the time and date set for the receipt of bids. 
3. No bid can be withdrawn after the time set for the receipt of bids and for ninety (90) 

days thereafter except as provided under the withdrawal of bid due to error 
section. 

 
W. Negotiation with the Lowest Bidder: 
 

1. If all bids received exceed the available funds for the proposed purchase, the 
County, pursuant to County Code provisions, may meet with the lowest responsive 
and responsible bidder to discuss a reduction in the scope for the proposed 
purchase and negotiate a contract price within the available funds. 

 

http://www.co.henrico.va.us/departments/genserv/purchasing/
http://www.eva.state.va.us/
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2. After bid negotiations, the lowest responsible bidder shall submit an addendum to 

its bid, which addendum shall include the change in scope for the proposed 
purchase, the reduction in price and the new contract value (County Code16.36). 

 
3. If the proposed addendum is acceptable to the County, the County may award a 

contract within funds available to the lowest responsible bidder based upon the 
amended bid.   

 
 4. If the County and the lowest responsible bidder cannot negotiate a contract within 

available funds, all bids shall be rejected. 
 

X. No Discrimination against Faith-Based Organizations:  
 

   Henrico County does not discriminate against faith-based organizations as that term is 
defined in Virginia Code Section 2.2-4343.1. 

 
Y. Opening of Bids: 
 

1. All bids received on time in the Purchasing Office shall be opened and publicly 
read aloud. 

 
 2. Any competitive sealed bidding bidder, upon request, shall be afforded the 

opportunity to inspect bid records within a reasonable time after the opening of all 
bids but prior to award, except in the event that the County decides not to accept 
any of the bids and to reopen the contract.  Otherwise, bid records shall be open to 
public inspection only after award of the contract (Code of Virginia, Section 2.2-
4342C). 

 
 3. Any inspection of procurement transaction records shall be subject to reasonable 

restrictions to ensure the security and integrity of the records (Code of Virginia, 
Section 2.2-4342E). 

 
Z. Product Evaluation/Testing: 

 
1. The Purchasing Office shall have the option to evaluate and/or test any item 

offered in this Invitation to Bid prior to award of the contract.  If the Purchasing 
Office elects to evaluate and/or test an item, the bidder shall provide all samples 
required for evaluation and/or testing at no charge within five (5) calendar days of 
the request by the Purchasing Office. 

 
   Samples shall be sent to: 
 

 Henrico County  
 Attention:  Ray Buchton 
 PO Box 90775 
 1590 East Parham Road 
 Henrico VA 23273-0775   

 
2. Upon the completion of the evaluation and/or testing by the Purchasing Office, the 

bidder shall be responsible for the pick-up/return freight of the samples.  If return 
arrangements are not confirmed within seven (7) calendar days after notification 
from the Purchasing Office that samples are available for return, the Purchasing 
Office reserves the right to dispose of said samples. 
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AA. Record Retention/County Audits: 
 

1. The Successful Bidder shall retain, during the performance of the contract and for 
a period of three years from the completion of the contract, all records pertaining to 
the successful bidder's bid and any contract awarded pursuant to this Invitation to 
Bid.  Such records shall include but not be limited to all paid vouchers including 
those for out-of-pocket expenses; other reimbursement supported by invoices, 
including Successful Bidder's copies of periodic estimates for partial payment; 
ledgers, cancelled checks; deposit slips; bank statements; journals; contract 
amendments and change orders; insurance documents; payroll documents; 
timesheets; memoranda; and correspondence.  Such records shall be available to 
the County on demand and without advance notice during the successful bidder's 
normal working hours. 

 
2. County personnel may perform in-progress and post-audits of the successful 

bidder's records as a result of a contract awarded pursuant to this Invitation to Bid.  
Files would be available on demand and without notice during normal working 
hours. 

 
BB. Small, Women-Owned and Minority-Owned (SWAM) Business 
 

The County welcomes and encourages the participation of small businesses and 
businesses owned by women and minorities in procurement transactions made by the 
County. The County of Henrico actively solicits both small business, women-owned and 
minority (SWAM) businesses to respond to all Invitations for Bids and Request for 
Proposals. All solicitations are posted on the County’s Internet site at 

 http://www.co.henrico.va.us/departments/genserv/purchasing/ and may be viewed 
under the Bids and Proposal Link on the homepage. 

 
CC. Subcontracts: 

 
No portion of the work shall be subcontracted without prior written consent of the 
County of Henrico, Virginia.  In the event that the Contractor desires to subcontract 
some part of the work specified in the contract, the Contractor shall furnish the County 
the names, qualifications, and experience of the proposed subcontractors.  The 
Contractor shall, however, remain fully liable and responsible for the work to be done by 
his/her subcontractor(s) and shall assure compliance with all the requirements of the 
contract. 

 
DD. Submission of Bids: 
 
 1. All bidders shall use the enclosed Bid Form in submitting their bid prices.  The 

Purchasing Office shall not accept oral bids or bids received by telephone, 
telecopier (FAX machine) or email for this bid. 

 
2. All prices must be F.O.B. delivered to the point as indicated in this bid.  The County 

will grant no allowance for boxing, crating, or delivery unless specifically provided 
for in this bid. 

 
 3. The Bid Form must be completed in blue or black ink or by typewriter. 

Discrepancies in the multiplication of units of work and the unit prices will be 
resolved in favor of the correct multiplication of the unit prices.  Discrepancies 
between the indicated sum of any column of figures and the correct sum thereof will 
be resolved in favor of the correct sum. 
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            4. All erasures, insertions, additions, and other changes made by the bidder to the Bid 

Form shall be signed or initialed by the bidder.  Bids containing any conditions, 
omissions, erasures, alterations, or items not called for in the bid, may be rejected 
by the Purchasing Office as being incomplete or nonresponsive. 

 
 5. The Bid Form must be signed in order to be considered.  If the bidder is a 

corporation, the bid must be submitted in the name of the corporation, not simply 
the corporation's trade name.  In addition, the bidder must indicate the corporate 
title of the individual signing the bid. 

 
 6. The Bid Form, the bid security, if any, and any other documents required, shall be 

enclosed in a sealed opaque envelope.  Any notation or notations on the exterior of 
the envelope purporting to alter, amend, modify, or revise the bid contained within 
the envelope shall be of no effect and shall be disregarded.   

 
 7. The envelope containing the bid should be sealed and marked in the lower left-

hand corner with the bid request number, goods or services sought, hour and due 
date of the bid.  

 
 8. The time for the receipt of bids shall be determined by the time clock stamp in the 

Purchasing Office.  Bidders are responsible for ensuring that their bids are stamped 
by Purchasing Office personnel by the deadline indicated. 

 
 9. All bids received in the Purchasing Office by the deadline indicated will be kept in a 

locked bid box until the time and date set for the opening of bids. 
 

10. All late bids shall be returned unopened to the Bidder. 
 

EE. Successful Bidder's Obligation to Pay Subcontractors: 
 

1. The Successful Bidder awarded the contract for this project shall take one of the 
two following actions within seven (7) days after the receipt of amounts paid to the 
successful bidder by the County for work performed by the successful bidder's 
subcontractor(s) under the contract (Code of Virginia, Section 2.2-4354): 

 
(a) Pay the subcontractor(s) for the proportionate share of the total payment 

received from the County attributable to the work performed by the 
subcontractor(s) under the contract; or 

(b) Notify the County and subcontractor(s), in writing, of their intention to 
withhold all or a part of the subcontractor's payment with the reason for 
nonpayment. 

 
2. The Successful Bidder shall pay interest to the subcontractor(s) on all amounts 

owed by the Successful Bidder that remain unpaid after seven (7) days following 
receipt by the Successful Bidder of payment from the County for work performed 
by the subcontractor(s) under the contract, except for amounts withheld as allowed 
in subparagraph a (2) of this section.  Unless otherwise provided under the terms 
of this contract, interest shall accrue at the rate of one percent (1%) per month. 

 
  3. The Successful Bidder shall include in each of its subcontracts a provision 

requiring each subcontractor to include or otherwise be subject to the same 
payment and interest requirements with respect to each lower-tier subcontractor(s). 
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                        4. The Successful Bidder's obligation to pay an interest charge to a subcontractor(s) 

pursuant to the payment clause in this section may not be construed to be an 
obligation of the County.  A contract modification may not be made for the purpose 
of providing reimbursement for such interest charge and a cost reimbursement 
claim may not include any amount for reimbursement for such interest charge. 

 
FF. Taxes: 
 

1. The County of Henrico is exempt from the payment of federal excise or state sales 
taxes on all tangible, personal property for its use or consumption except taxes paid 
on materials that will be installed by the bidder and become a part of real property. 

 
 2. If a bidder is bidding on materials that require installation by the bidder and become 

a part of real property, the applicable taxes shall be included in the lump sum bid 
price for the installation of the material and not as a separate charge for taxes.  The 
taxes shall be an obligation of the successful bidder and not of the County, and the 
County shall be held harmless for same by the successful bidder. 

 
 3. The Purchasing Office will furnish a Tax Exemption Certificate (Form ST-12) upon 

request and if applicable to this contract. 
 
 4. When a bidder lists a separate tax charge on the Bid Form and the tax is not 

applicable to the purchase by the County, the bidder will be allowed to delete the 
tax from its bid. 

 
GG. Termination of the Contract: 

 
1. If the Successful Bidder should be adjudged bankrupt, or make a general 

assignment for the benefit of its creditors, or if a receiver should be appointed on 
account of the successful bidder's insolvency, or if the Successful Bidder should 
persistently or repeatedly refuse or should fail, except in cases for which extension 
of time is provided, to deliver the goods or services within the time specified, or if 
the bidder otherwise defaults, then the County may without prejudice to any other 
right or remedy, and after giving the successful bidder seven (7) calendar days 
written notice, terminate the employment of the successful bidder and procure 
such goods or services from other sources.  In such event, the successful bidder 
shall be liable to the County for any additional cost occasioned by such failure or 
other default. 

 
2. In such cases, the successful bidder shall not be entitled to receive any further 

payment if the expense of finishing the contract requirements, including 
compensation for additional managerial and administrative services shall exceed 
the unpaid balance of the contract price, the Successful Bidder shall pay the 
difference to the County. 

 
3. Notwithstanding anything to the contrary contained in the contract between the 

County and the successful bidder, the County may, without prejudice to any 
other rights it may have, terminate the contract for convenience and without 
cause, by giving 30 days written notice to the successful bidder. 
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HH. Trade Secrets/Proprietary Information: 
 

Trade secrets or proprietary information submitted by a Bidder in response to this 
Invitation for Bid shall not be subject to public disclosure under the Virginia Freedom of 
Information Act; however, the Bidder must invoke the protection of this section prior to 
or upon submission of data or materials, and must identify the data or other materials to 
be protected and state the reasons why protection is necessary (Section 2.2-4342F of 
the Code of Virginia). 

 
II. Use of Brand Names/Product Information: 
 

1. Unless otherwise provided in the Invitation to Bid, the name of a certain brand, 
make or manufacturer does not restrict bidders to the specific brand, make or 
manufacturer named; it conveys the general style, type, character, and quality of 
the article desired, and any article which the public body in its sole discretion 
determines to be the equal of that specified, considering quality, workmanship, 
economy of operation, and suitability for the purpose intended, shall be accepted 
(Code of Virginia, Section 2.2-4315). 

 
2. If bidding other than specified, the bidder will clearly and specifically identify the 

product being offered and enclose complete and detailed descriptive literature, 
catalog cuts and specifications with the Bid Form to enable the Purchasing Office 
to determine if the product offered meets the requirements of the solicitation.  
Material Safety Data Sheets and descriptive literature will be provided with the Bid 
Form for each chemical and/or compound offered.  Failure to do so may cause the 
bid to be considered nonresponsive and rejected. 

  
3. It shall be understood that the burden of proof for an "equal" product shall be and 

remain the sole responsibility of the bidder.  The County's decision of approval or 
disapproval of a proposed alternate shall be final.  Nothing herein is intended to 
exclude any responsible bidder, its product or service or in any way restrain or 
restrict competition. 

 
JJ. Withdrawal of Bid Due to Error (Other than Construction): 
 

1. A bidder may withdraw its bid from consideration if the price bid was substantially 
lower than the next low responsive bid due solely to a mistake therein, provided 
the bid was submitted in good faith, and the mistake was a clerical mistake as 
opposed to a judgment mistake, and was actually due to an unintentional 
arithmetic error or an unintentional omission of a quantity of work, or material made 
directly in the compilation of a bid, which unintentional arithmetic error or 
unintentional omission can be clearly shown by objective evidence drawn from 
inspection of original work papers, documents and materials used in the 
preparation of the bid sought to be withdrawn. 

 
 2. The bidder shall give written notice of their claim to withdraw their bid to the 

Purchasing Office within two business days after the conclusion of the bid opening 
procedure. (Code of Virginia, Section 2.2-4330). Such mistake shall be proved 
only from the original work papers, documents and materials delivered to the 
Purchasing Office with the bidder's written request to withdraw its bid. 
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3. The Purchasing Office will inspect the written evidence submitted by the bidder 

with the request and if the Purchasing Office can verify to its satisfaction and 
sole discretion that the mistake was a non-judgmental mistake, the bidder will be 
allowed to withdraw the bid. 

 
4. No bid shall be withdrawn under this section when the result would be the 

awarding of the contract on another bid of the same bidder or of another bidder in 
which the ownership of the withdrawing bidder is more than five percent (5%). 
(Code of Virginia, Section 2.2-4330C) 

 
5. No bidder who is permitted to withdraw a bid shall, for compensation, supply any 

material or labor to or perform any subcontract or other work agreement for the 
person or firm to whom the contract is awarded or otherwise benefit directly or 
indirectly from the performance of the project for which the withdrawn bid was 
submitted. 

 
 6. If a bid is withdrawn under authority of this section, the next lowest responsive and 

responsible bidder shall be deemed to be the low bidder. 
 

7.        If the Purchasing Office denies the withdrawal of a bid under the provisions of this 
section, it shall notify the bidder in writing stating the reasons for its decision and 
award the contract to such bidder at the bid price, provided such bidder is a 
responsible and responsive bidder. 
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IFB #11-9071-5RB 
 

BID FORM 
 
County of Henrico 
Department of General Services 
Purchasing Office 
North Run Office Park 
1590 East Parham Road 

 P. O. Box 90775 
 Henrico VA 23273-0775   

 
I/We hereby propose to furnish and provide inside delivery of automotive accessories, parts and 
supplies as needed and requested by Central Automotive Maintenance in accordance with Bid 
#11-9071-5RB general terms, conditions and specifications.  The Bid Form must be completed in 
blue or black ink or by typewriter.  Discrepancies in the multiplication of units of work and the unit 
prices will be resolved in favor of the correct multiplication of the unit prices.  Discrepancies 
between the indicated sum of any column of figures and the correct sum thereof will be resolved in 
favor of the correct sum.  My/Our prices are as follows: 
 
ALL BID PRICES QUOTED SHALL BE FOB DESTINATION, INSIDE DELIVERY AND ALL 
DELIVERY AND HANDLING CHARGES SHALL BE INCLUDED IN THE PRICING. 

             
Please list below the Grand Total of the lots bid. Bidder does not have to bid on all lots for 
lots not bid on please mark as a No Bid, N/B. Please submit your completed original and 
one copy of the bid form, pages 17 through 25, and Attachments A and B.  
 

 
Lot No. Commodity    Grand Total 
Lot # 1 Belts $ 
Lot # 2 Shock Absorbers  $ 
Lot # 3 Oil Seals $ 
Lot # 4 Windshield Wiper Parts $ 
Lot # 5 Filters $ 

 
 
Detailed part numbers listed in Lots 1 through 5 are provided for bid evaluation purposes 
only.



 

 
 

IFB #11-9071-5RB 
 

   Bid Form – Evaluation List for Commodity: Lot # 1, BELTS  
 

Below is a list of the fast moving parts for the above commodity with the estimated yearly quantity consumed based on historical 
data. ENTER YOUR PROPOSED DISCOUNT FROM THE MANUFACTURER’S LIST PRICE HERE: _________% 

 
   Enter your price for the part based on your proposed discount and multiply your price times the estimated yearly quantity to obtain 

a total cost. The sum of the total costs for each part will be computed for a grand total. The responsive, responsible bidder with the 
lowest grant total will be awarded the contract for the above commodity. Please record the Grand Total where indicated on 
Page 17. 

 
PART 

DESCRIPTION 
BRAND PART 

NUMBER
BIDDER’S 

BRAND 
BIDDER’S 

PART # 
BIDDER’S 

PRICE 
QTY/ 

YR 
TOTAL COST

BELT CARQUEST -GATES K081124    35 $ 
BELT CARQUEST -GATES K080680    30 $ 
BELT CARQUEST -GATES K060923    10 $ 
BELT CARQUEST -GATES K080685    10 $ 
BELT CARQUEST-GATES K080733    10 $ 
BELT CARQUEST -GATES K080780    10 $ 
BELT CARQUEST -GATES 9341 HD    20 $ 
BELT CARQUEST -GATES XL9530    10 $ 
        
        
        
        
        

GRAND TOTAL $ 
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IFB #11-9071-5RB 
 
 

   Bid Form – Evaluation List for Commodity: Lot # 2, SHOCK ABSORBERS 
 

Below is a list of the fast moving parts for the above commodity with the estimated yearly quantity consumed based on historical 
data. ENTER YOUR PROPOSED DISCOUNT FROM THE MANUFACTURER’S LIST PRICE HERE: _________% 

 
   Enter your price for the part based on your proposed discount and multiply your price times the estimated yearly quantity to obtain 

a total cost. The sum of the total costs for each part will be computed for a grand total. The responsive, responsible bidder with the 
lowest grant total will be awarded the contract for the above commodity. Please record the Grand Total where indicated on 
Page 17. 

 
 

PART 
DESCRIPTION 

BRAND PART 
NUMBER 

BIDDER’S 
BRAND 

BIDDER’S 
PART # 

BIDDER’S 
PRICE 

QTY/ 
YR 

TOTAL 
COST 

SHOCK NAPA-MONROE 65140    10 $ 
SHOCK NAPA-MONROE 65108    10 $ 
SHOCK NAPA-MONROE 66923    20 $ 
        
        
        
        
        
        
        
        
        

GRAND TOTAL $ 
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IFB #11-9071-5RB 
 

   Bid Form – Evaluation List for Commodity: Lot # 3, OIL SEALS 
 

Below is a list of the fast moving parts for the above commodity with the estimated yearly quantity consumed based on historical 
data. ENTER YOUR PROPOSED DISCOUNT FROM THE MANUFACTURER’S LIST PRICE HERE: _________% 

 
   Enter your price for the part based on your proposed discount and multiply your price times the estimated yearly quantity to obtain 

a total cost. The sum of the total costs for each part will be computed for a grand total. The responsive, responsible bidder with the 
lowest grant total will be awarded the contract for the above commodity. Please record the Grand Total where indicated on 
Page 17. 

 
PART 

DESCRIPTION 
BRAND PART 

NUMBER 
BIDDER’S 

BRAND 
BIDDER’S 

PART # 
BIDDER’S 

PRICE 
QTY/ 
YR 

TOTAL 
COST 

OIL SEALS CHICAGO 
RAWHIDE 

38780    35 $ 

OIL SEALS CHICAGO 
RAWHIDE 

35066    15 $ 

OIL SEALS CHICAGO 
RAWHIDE 

47697    25 $ 

OIL SEALS CHICAGO 
RAWHIDE 

34387    10 $ 

        
        
        
        
        
        
        
        

GRAND TOTAL $ 
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IFB #11-9071-5RB 
 

   Bid Form – Evaluation List for Commodity: Lot # 4, WINDSHIELD WIPER PARTS  
 

 
 

Below is a list of the fast moving parts for the above commodity with the estimated yearly quantity consumed based on historical 
data. ENTER YOUR PROPOSED DISCOUNT FROM THE MANUFACTURER’S LIST PRICE HERE: _________% 

 
   Enter your price for the part based on your proposed discount and multiply your price times the estimated yearly quantity to obtain 

a total cost. The sum of the total costs for each part will be computed for a grand total. The responsive, responsible bidder with the 
lowest grant total will be awarded the contract for the above commodity. Please record the Grand Total where indicated on 
Page 17. 

 
PART 

DESCRIPTION 
BRAND PART 

NUMBER 
BIDDER’S 

BRAND 
BIDDER’S 

PART # 
BIDDER’S 

PRICE 
QTY/ 
YR 

TOTAL 
COST 

WIPER BLADES NAPA-MULTI FIT 20-160    60 $ 
WIPER BLADES NAPA- MULTI FIT 20-170    80 $ 
WIPER BLADES NAPA- MULTI FIT 20-180    200 $ 
WIPER BLADES NAPA- MULTI FIT 20-190    50 $ 
WIPER BLADES NAPA- MULTI FIT 20-200    900 $ 
WIPER BLADES NAPA- MULTI FIT 20-220    1600 $ 
WIPER BLADES NAPA- MULTI FIT 20-240    250 $ 
WIPER BLADES NAPA-TRICO 60-019-1    190 $ 
WIPER BLADES NAPA-TRICO 60-1850    20 $ 
WIPER BLADES NAPA-TRICO 60-2456    40 $ 
WIPER BLADES NAPA-TRICO 60-2856    100 $ 
WIPER BLADES NAPA-BOSCH 40728    160 $ 

GRAND TOTAL $ 
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IFB #11-9071-5RB 
   Bid Form – Evaluation List for Commodity: Lot # 5, FILTERS 

 
Below is a list of the fast moving parts for the above commodity with the estimated yearly quantity consumed based on historical 
data. ENTER YOUR PROPOSED DISCOUNT FROM THE MANUFACTURER’S LIST PRICE HERE: _________% 

 
   Enter your price for the part based on your proposed discount and multiply your price times the estimated yearly quantity to obtain 

a total cost. The sum of the total costs for each part will be computed for a grand total. The responsive, responsible bidder with the 
lowest grant total will be awarded the contract for the above commodity. Please record the Grand Total where indicated on 
Page 17. 

 
PART 

DESCRIPTION 
BRAND PART 

NUMBER 
BIDDER’S 

BRAND 
BIDDER’S 

PART # 
BIDDER’S 

PRICE 
QTY/ 
YR 

TOTAL 
COST 

OIL FILTERS CARQUEST WIX 85040    250 $ 
OIL FILTERS  CARQUEST WIX 85791    325 $ 
OIL FILTERS  CARQUEST WIX 85372    1700 $ 
OIL FILTERS  CARQUEST WIX 84215    400 $ 
OIL FILTERS  CARQUEST WIX 84182    200 $ 
OIL FILTERS  CARQUEST WIX 85734    250 $ 
OIL FILTERS  CARQUEST WIX 85799    100 $ 
OIL FILTERS  CARQUEST WIX 85348    300 $ 
AIR FILTERS  CARQUEST WIX 87253    130 $ 
AIR FILTERS  CARQUEST WIX 87731    70 $ 
AIR FILTERS  CARQUEST WIX 88418    180 $ 
AIR FILTERS  CARQUEST WIX 88134    325 $ 
AIR FILTERS  CARQUEST WIX 87925    140 $ 
FUEL FILTERS  CARQUEST WIX 86634    300 $ 
FUEL FILTERS  CARQUEST WIX 86626    225 $ 
FUEL FILTERS  CARQUEST WIX 86595    375 $ 
HYD. FILTERS  CARQUEST WIX 84740XE    150 $ 
TRANS. 
FILTERS 

 CARQUEST WIX 85259    125 $ 

GRAND TOTAL $ 
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                            IFB #11-9071-5RB 
 
 

 
I/We can deliver all Parts and Supplies as stated in the Specifications, Section I.A.2 page 2.  
Failure to do so may cause your bid to be declared non-responsive. _____Yes _____No 
 
I/We can furnish and deliver all items within _________calendar days after the date of the 
written notice to proceed with the contract from the County. 
 
My/Our payment terms are:___________________.  If Bidder offers a cash discount for prompt 
payment, it will only be considered in determining the lowest responsible bidder if the bidder allows at 
least twenty (20) days for the prompt payment after the goods or services are received or after the 
invoice is rendered, whichever is later. 
 
Under Section 2.2-4354.2, Code of Virginia, an individual contractor is required to furnish their social 
security number and a proprietorship, partnership and corporation is required to furnish their 
employer identification numbers to the County of Henrico.  Please indicate this information on this 
Bid Form as follows: 
 
Social Security Number:_____________________________________. 
 
Federal Employer Identification Number:_______________________. 

  
To aid in the evaluation of bids, bidders must submit the original Bid Form including one (1) 
copy, and the Bidder’s Data Sheet, Attachment A.  Have you complied with requirement? 
___Yes_____No.  If you fail to do so, your bid may be considered Nonresponsive and 
rejected. 

 
 Indicate whether your business___is or___is not located in the County of Henrico, Virginia and 

if it is, have you obtained a County Business License to conduct or engage in the business, trade or 
occupation in the County of Henrico? ___ Yes. ___No. If yes, please provide a copy of your County 
License. 

 
 I/We acknowledge the receipt of: 
 
 Addendum No._______________Dated_______________. 
  
 Addendum No._______________Dated_______________. 
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IFB #11-9071-5RB 
 

BID SIGNATURE SHEET 
Page 1 of 2 

 
My signature certifies that the bid as submitted complies with all requirements specified in this Invitation 
for Bid (“IFB”). 
 
My signature also certifies that by submitting a bid in response to this IFB, the Bidder represents that in the 
preparation and submission of this bid, the Bidder did not, either directly or indirectly, enter into any 
combination or arrangement with any person or business entity, or enter into any agreement, participate in 
any collusion, or otherwise take any action in the restraining of free, competitive bidding in violation of the 
Sherman Act (15 U.S.C. Section 1) or Sections 59.1-9.1 through 59.1-9.17 or Sections 59.1-68.6 through 
59.1-68.8 of the Code of Virginia. 
 
I hereby certify that I am authorized to sign as a legal representative for the business entity submitting this 
bid. 
 

 FULL LEGAL NAME OF ENTITY SUBMITTING THIS BID (Please do not use your trade name.) 

 

ADDRESS: 

 

 

FED ID NO: 

SIGNATURE: 

NAME OF PERSON SIGNING (print): 

TITLE: 

TELEPHONE: 

FAX: 

E-MAIL ADDRESS: 

DATE: 

 
 
 
 

 



 
 
 

IFB #11-9071-5RB 
 
 

BID SIGNATURE SHEET 
Page 2 of 2 

  
PLEASE SPECIFY YOUR BUSINESS CATEGORY BY CHECKING THE APPROPRIATE BOX OR 

BOXES BELOW. 
(Check all that apply.) 

 
□  MINORITY-OWNED BUSINESS 

 □  SMALL BUSINESS 

 □  WOMEN-OWNED BUSINESS 

 □  NONE OF THE ABOVE 

If certified by the Virginia Minority Business Enterprises (DMBE), provide DMBE certification number and expiration date.  

___________________NUMBER ______________________DATE 

 

 

         
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

DEFINITIONS 
For the purpose of determining the appropriate business category, the following definitions apply: 
 
“Minority-owned business” means a business that is at least 51% owned by one or more minority individuals who are U.S. citizens or legal resident aliens, or in 

the case of a corporation, partnership, or limited liability company or other entity, at least 51% of the equity ownership interest in the corporation, 
partnership, or limited liability company or other entity is owned by one or more minority individuals who are U.S. citizens or legal resident aliens and both 
the management and daily business operations are controlled by one or more minority individuals. 

 
As used in the definition of “minority-owned business,” “minority individual” means an individual who is a citizen of the United States or a 

legal resident alien and who satisfies one or more of the following definitions: 
   1.   “African American” means a person having origins in any of the original peoples of Africa and who is regarded as such by the 

community of which this person claims to be a part. 
   2.   “Asian American” means a person having origins in any of the original peoples of the Far East, Southeast Asia, the Indian 

subcontinent, or the Pacific Islands, including but not limited to Japan, China, Vietnam, Samoa, Laos, Cambodia, Taiwan, Northern 
Mariana, the Philippines, a U.S. territory of the Pacific, India, Pakistan, Bangladesh, or Sri Lanka and who is regarded as such by the 
community of which this person claims to be a part. 

   3.   “Hispanic American” means a person having origins in any of the Spanish-speaking peoples of Mexico, South or Central America, 
or the Caribbean Islands or other Spanish or Portuguese cultures and who is regarded as such by the community of which this person 
claims to be a part. 

   4.   “Native American” means a person having origins in any of the original peoples of North America and who is regarded as such by 
the community of which this person claims to be a part or who is recognized by a tribal organization. 

 
“Small business” means a business, independently owned and controlled by one or more individuals who are U.S. citizens or legal resident aliens, and 

together with affiliates, has 250 or fewer employees, or annual gross receipts of $10 million or less averaged over the previous three years.  One or more of 
the individual owners shall control both the management and daily business operations of the small business. 

 
“Women-owned business” means a business that is at least 51% owned by one or more women who are U.S. citizens or legal resident aliens, or in the case of a 

corporation, partnership, or limited liability company or other entity, at least 51% of the equity ownership interest is owned by one or more women who are 
U.S. citizens or legal resident aliens, and both the management and daily business operations are controlled by one or more women. 

 

SUPPLIER REGISTRATION – The County of Henrico encourages all suppliers interested in doing business with the 
County to register with eVA, the Commonwealth of Virginia’s electronic procurement portal, http://eva.virginia.gov.  
 
eVA Registered?  YES   NO 
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IFB #11-9071-5RB 
 

Attachment A 
 

VIRGINIA STATE CORPORATION COMMISSION  
IDENTIFICATION NUMBER REQUIRED 

 
 A bidder organized or authorize to transact business in the Commonwealth of Virginia pursuant to 
Title 13.1 or Title 50 of the Code of Virginia must include in its bid or proposal the identification number 
issued to it by the Virginia State Corporation Commission.  Any bidder that is not required to be authorized 
to transact business in the Commonwealth as a foreign business entity under Title 13.1 or Title 50 or as 
otherwise required by law shall include in its bid or proposal a statement describing why the bidder is not 
required to be so authorized. 
 
 Any bidder described in the immediately preceding paragraph that fails to provide the required 
information shall not receive an award unless a waiver of this requirement and the administrative policies 
and procedures established to implement this section is granted by the County Manager. 
 
 
Identification # Issued by the State Corporation Commission: ______________________ 
 
If you are not required to be so authorized, please state reason: 

___________________________________________________________________________________ 

_______________________________________________________________________________________

_______________________________________________________________________________________

_______________________________________________________________________________________

_______________________________________________________________________________________

_______________________________________________________________________________________

_______________________________________________________________________________________

_______________________________________________________________________________________

____________________. 
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IFB #11-9071-5RB 
 
 
 
ATTACHMENT B 

 
SUPPLIER DATA SHEET 

 
References: Vendor must have at least 3 references, not including the County of Henrico. 
 
 
 
 Company 

Name 
 

Address Contact 
Person 

Telephone 
Number 

1. 

 
 
 

 

   

2. 

 
 
 
 

   

3. 

 
 
 
 

   

4. 

 
 
 
 

   

5. 

 
 
 
 

   

 
 
 
 

DO NOT USE HENRICO COUNTY AS A REFERENCE 
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ATTACHMENT C 
                                                        Insurance Specifications 

 
 
The Successful Bidder shall carry Public Liability Insurance in the amount specified below, including 
contractual liability assumed by the Success Bidder, and shall deliver Certificate of Insurance from carriers 
licensed to do business in the Commonwealth of Virginia.  The Certificate shall show the County of Henrico 
named as an additional insured for the Commercial General Liability.  The coverage shall be provided by a 
carrier(s) rated “A-“ with financial rating of at least VII by A.M. Bests or a rating acceptable to the County. In 
addition, the insurer shall agree to give the County 30 days notice of its decision to cancel coverage.   
 
Workers’ Compensation 
  
 Statutory Virginia Limits 
 Employers’ Liability Insurance -       $100,000 for each Accident by employee 
               $100,000 for each Disease by employee 
               $500,000 policy limit by Disease 
 
Commercial General Liability-Combined Single Limit  
 
$1,000,000 each occurrence including contractual liability for specified agreement,  
$2,000,000 General Aggregate (other than Products/Completed operations) 
$2,000,000 General Liability-Products/Completed Operations 
$1,000,000 Personal and Advertising injury 
$100,000 Fire Damage Legal Liability 
 
Coverage must include Broad Form property damage and (XCU) Explosion, Collapse and Underground 
Coverage 
 
Comprehensive Automobile Liability – including owned, non-owned and hired car coverage 
 
Combined Single Limit - $1,000,000 each accident 
 
 
NOTE 1: The commercial general liability insurance shall include contractual liability. The contract 

includes the following indemnification agreement: “The Successful Bidder agrees to indemnify, 
defend and hold harmless the County of Henrico, its officers, agents and employees from any 
claims, damages, suits, actions, liabilities and costs of any kind of nature, including attorneys’ 
fees, arising from or caused by the provision of any services, the failure to provide any services 
or the use of any services or materials furnished (or made available) by the Success Bidder, 
provided that such liability is not attributable to the County’s sole negligence. “ The County 
makes no representation or warranty as to how the Successful Bidder’s insurance coverage 
responds or does not respond. Insurance coverage’s that are unresponsive to the above 
indemnification provisions do not limit the Successful Bidder’s responsibilities outlined in the 
contract. 
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NOTE 2 The intent of this insurance specification is to provide the coverage required and the limits 

expected for each type of coverage. With regard to the Business Automobile Liability and 
Commercial General Liability, the total amount of coverage can be accomplished through any 
combination of primary and excess/umbrella insurance. However, the total insurance protection 
provided for Commercial General Liability, either individually or in combination with 
Excess/Umbrella Liability, must total $1,000,000 per occurrence. This insurance shall apply as 
primary insurance with respect to any other insurance or self-insurance programs afforded the 
County of Henrico. This policy shall be endorsed to be primary with respect to the additional 
insured. 

 
NOTE 3 Title 65.2 of the Code of Virginia requires every employer who regularly employs three or more 

full-time or part-time employees to purchase and maintain workers’ compensation insurance. If 
you do not purchase a worker’s compensation policy, a signed statement is required 
documenting that you are in compliance with Title 65.2 of the Code of Virginia. 
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