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INVITATION TO BID 
 

Hanover County, Virginia 

Finance and Management Services 

Purchasing Division 

 
Title:  VEHICLE GLASS REPLACEMENT SERVICES Issue Date: January 31, 2012 

 

Invitation No. 12-021402-2245TP Due prior to 2:00 P.M., Local Prevailing Time, February 14, 2012 

  

Sealed bids, subject to the specifications and conditions contained herein, will be received in the Hanover County Purchasing Division 

on the date and prior to the time stated above.  The time a bid is received shall be determined by the time stamped by the time clock in 

the Purchasing Division.  Bidders are responsible for ensuring that Purchasing Office personnel stamp their bids by the deadline 

indicated.  In the event this time clock is not functioning, the time shall be determined by time displayed on the landline telephone near 

the time clock.  The time on the telephone will be written on the bid by hand, by County staff in the Purchasing Division.  Should the 

County be officially closed at the time the bid is due or pre-bid conference is scheduled, the bid due date or pre-bid conference date 

shall automatically be changed to the same time on the next day the County is officially open at that time.  Bids will be publicly opened 

and read for vehicle glass replacement services for various types of vehicles and heavy equipment for the County of Hanover.   

 

PRE-BID CONFERENCE 

 

No pre-bid conference will be held for this procurement.   

 

QUESTIONS ABOUT THIS SOLICITATION 

 

Any questions about this solicitation should directed to Trena A. Ponton, CPPB, Purchasing Officer Senior, by telephone: (804) 365-

6283; by facsimile: (804) 365-6100; or by email: taponton@co.hanover.va.us, and to be assured consideration, must be received prior 

to 4:30, February 6, 2012.  Any changes to the requirements of the bid documents shall be made only by written addendum issued by 

the Hanover County Purchasing Division.  Bidders shall ascertain prior to submitting a bid that all addenda have been received, and 

shall acknowledge receipt and inclusion of all Addenda in the bid submission. 

 

SUBMISSION OF BIDS 

 

Bids must be submitted on the enclosed BID FORM (Pages 6 through 12) or a copy thereof.  The bidder must complete all blanks or 

note as not applicable.  A person authorized to bind the company in contractual matters must sign the BID FORM.  Failure to comply 

with these requirements shall be cause for rejection of bid.  Any bid received after the announced time and date of opening, whether by 

mail or otherwise, will not be considered.  Submission of bids electronically or by facsimile will not be accepted. 

 

Bids must be submitted prior to the time, and on the date stated above to: 

 

 BY MAIL:    OR  BY EXPRESS MAIL: 

 County of Hanover     County of Hanover 

 Purchasing Division     Purchasing Division 

 P.O. Box 470      7496 County Complex Road 

 Hanover, Virginia 23069-0470    Hanover, Virginia 23069 

 

GENERAL INFORMATION 

 

The intent of this solicitation is to establish a term contract for providing all labor, materials, equipment and travel necessary for 

vehicle glass replacement services for various types of vehicles and heavy equipment for the County of Hanover, per the enclosed 

requirements.  Services shall be provided on an “as needed” basis.  The County offers no guarantee of work to be performed under the 

resultant contract.   

 

 

 

 

mailto:taponton@co.hanover.va.us
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SCOPE OF SERVICES 

 

1. Delivery and Installation 

 

 1.1 The Contractor shall perform glass replacement services on-site, primarily at Hanover County General Services, 

 Fleet Division, located at 11375 N. Lakeridge Parkway, Ashland, Virginia 23005.  The Contractor shall also provide 

 services at various sites throughout Hanover County as requested by the County.  The bid price shall include all 

 labor, materials,  machinery, equipment and travel expenses necessary to complete the work as required.   

 

 1.2 The Contractor shall provide services in accordance with the following guidelines: 

 

  1.2.1 Vehicles utilized by the Sheriff’s Office and Fire EMS, School Buses, and other “critical use” vehicles as  

   defined by the County.  Same day service is required when service is requested prior to 10:00 a.m.,  

   Monday through Friday.  

  

 1.3 All other vehicles shall be serviced within 24 hours after service is requested. 

 

2. Material Specification 

 

 2.1 All glass shall be first quality product, and shall meet or exceed all applicable safety standards and regulations,  

  including the most recently published FMVSS requirements and OEM specifications. 

 

 2.2 Related parts, installation kits, sealants and other materials required for glass replacement shall be no lower quality  

  than used by the original equipment manufacturer. 

 

3. Contractor’s Responsibilities 

 

 3.1 The Contractor shall provide glass replacement services for all vehicles owned by the County, including, but not  

  limited to the following types: 

 

  3.1.1 Sheriff’s Office and Fire EMS vehicles; 

 

  3.1.2 School Buses; 

 

  3.1.3 General government vehicles (automobiles, compact and full size pickup trucks, sport utility vehicles,  

   vans); 

 

  3.1.4 Road graders; and  

 

  3.1.5 Tractors. 

 

 3.2 Glass replacement shall be performed on-site.  If glass cutting is required, the Contractor shall cut the glass on-site,  

  or make a pattern of the required glass to cut off-site, return with the finished product, remove old glass and replace  

  with new.  AT NO TIME SHALL THE VEHICLE GLASS BE REMOVED, LEAVING THE VEHICLE  

  UNSECURED AND EXPOSED TO THE WEATHER FOR A TIME PERIOD WHILE THE GLASS IS  

  BEING CUT OFF-SITE. 

 

 3.3 The Contractor shall maintain a sufficient inventory of safety glass to comply with delivery and installation   

  requirements. 

 

 3.4 The Contractor shall provide a priced delivery ticket or invoice in duplicate to the County upon completion of each  

  job.  The Contractor will be required to collaborate with the County for billing requirements and insurance   

  reimbursements. 

 

 3.5 The Contractor shall ensure that its employees observe and exercise all necessary caution and discretion to avoid  

  injury to person or damage to property of any kind. 

 

 3.6 The Contractor shall leave the vehicles and work area clean and free of all debris generated as a result of the their  

  work. 
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CONTRACTOR QUALIFICATIONS 

 

1. The Contractor shall have a minimum of five years’ experience in vehicle glass replacement services for the vehicle types 

 indicated. 

 

2. The Contractor shall provide references from at least three companies, preferably municipalities, for which similar work has 

 been performed in the last 12 months.  References shall be indicated in the BID FORM. 

 

GENERAL TERMS AND CONDITIONS 

 

1. Any Contract resulting from this Invitation to Bid shall not be exclusive to the successful Contractor.  The County reserves 

the right to contract with firms not party to Contract resulting from this solicitation for similar goods/services if it determines 

this to be in its best interest. 

 

2. The Contractor shall be required to execute the contract included in APPENDIX C of this solicitation or one with 

substantially similar terms; or the County may, at its option issue a Purchase Order as the sole contract document.  The Bidder 

to whom the contract is awarded shall be required to execute the contract and furnish any required Certificate of Insurance, 

bonds and other required documents within 15 days after receipt of notification that the Contract is ready for signature.  

Otherwise, the County may award the Bid to the next lowest responsive and responsible Bidder and keep the Bidders security 

deposit, if any. 

 

3. If there is a conflict between the GENERAL TERMS AND CONDITIONS, Additional Terms, Conditions and Instructions to 

Bidders contained elsewhere in this solicitation, and the Special Terms and Conditions, the Special Terms and Conditions 

shall take precedence. 

 

4. The Contractor is required to provide insurance with the minimum requirements set forth in APPENDIX B.   

 

BID PRICING 

 

1. Pricing for PART A of the BID FORM for vehicle glass replacement services shall be based upon the most recently 

 published edition of the NAGS (National Auto Glass Specification) CALCULATOR.  Pricing shall be provided as 

 follows: 

 

 1.1 Item 1 – GLASS (all types) Indicate a percentage discount allowed from the NAGS CALCULATOR price  

      list.  Percentage discount indicated shall be inclusive of all installation kits,  

      sealants and all other materials necessary for complete glass installation. 

 

 1.2 Item 2 – LABOR   Indicate an hourly rate based upon the NAGS CALCULATOR hourly labor time 

      for glass installation.  The Contractor shall bill for labor at the contract labor rate 

      for “actual hours worked”.  Travel time shall not be included in billing.  “Actual  

      hours worked” shall be defined as “from the time the laborer reports on the job  

      site to the appropriate County staff, until the laborer leaves the job site”.   

 

2. Pricing for PART B, Item 1 of the BID FORM shall be provided on a unit price basis as indicated.  Pricing for the flat 

laminate safety glass shall include removal of existing glass, cutting and installation of new glass, installation kids, 

sealants and all other materials necessary for complete glass installation.  The County will only pay for the glass size 

actually installed.  A separate labor rate will not be considered.  These prices shall be firm for the initial contract period.  

 

3. Pricing for PART B,  Item 2 of the BID FORM shall be provided on a unit price basis as indicated for installation of glass 

not provided by the Contractor (primarily fire truck windshields), removal installation and resealing of existing glass.  

Price quoted shall include installation kits, sealants and other materials necessary to complete the work. 

 

4. The lowest responsive and responsible bidder shall be required to submit two copies of the most recently published NAGS 

CALCULATOR price list to be used.  This shall be submitted prior to contract award. 

 

** NOTE:  Pricing submitted in units of measure other than that specified will not be accepted.** 
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SPECIAL TERMS AND CONDITIONS 

 

In the event there is a conflict between the Special Terms and Conditions in this section and the Additional Terms, Conditions and 

Instructions to Bidders contained elsewhere in this solicitation, these Special Terms and Conditions shall apply. 

 

1. Required Contractor Certification Relating to Background Checks 

 

1.1 Hanover County Public Schools 

 

1.1.1 The Contractor shall provide written certification that states that no employee or representative of the 

Contractor, who will have direct contact with students on school property during regular school hours or 

during school sponsored activities, has been convicted of a felony or any offense involving the sexual 

molestation or physical or sexual abuse or rape of a child. The certification form included in the BID 

FORM shall be required of the successful bidder and should be submitted with the bid response. 

 

1.2 Pamunkey Regional Jail 

 

1.2.1 The Contractor shall provide written certification that states that no employee or representative of the 

 Contractor, who will have direct contact with inmates while on JAIL property during regular business 

 hours or during JAIL sponsored activities, has been convicted of a felony or any serious misdemeanor 

 offense. The certification form included in the BID FORM shall be required of the successful bidder and 

 should be submitted with the bid response. 

 

2. Contract Term, Renewal, Price Escalation/Descalation, and Termination 

 

2.1 The initial term of this contract shall be one year from the date of the contract, with the option to renew for four 

additional one year periods, upon mutual consent of the parties to the contract.   

 

2.2 PART A – NAGS PRICING 

 

2.2.1 The quoted percentage discount shall not decrease for the entire contract period, including renewal terms.  

In order for any price change to be acceptable to the County, a revised published price list shall be 

submitted to the County.  The revised published price list shall be from the same source stated in the BID 

FORM.  Price changes will not become effective until the revised list has been received and approved by 

the County.   

2.3 PART B – OTHER PRICING 

 

2.3.1 For future contract periods, price increases shall be limited to the percentage increase in the Consumer 

Price Index, Table 4 (http://stats.bls.gov/news.release/cpi.t04.htm), Urban Wage Earners and Clerical 

Workers (CPI-W), U. S. City Average, All Items, Unadjusted, for the most recently published twelve 

months as published by the U. S. Department of Labor, Bureau of Labor Statistics.  The base price to 

which any adjustments will be made shall be the prices in effect during the contract term prior to the 

proposed term. 

 

2.4 The Contractor shall give the County Purchasing Division written notice of its intention to terminate the contract, or 

not to renew the contract, at least 60 days prior to the proposed termination or renewal date of the Contract.  See 

the ADDITIONAL TERMS, CONDITIONS AND INSTRUCTIONS TO BIDDERS in APPENDIX A for the 

County’s termination provisions. 

 

BID EVALUATION AND AWARD 

 

1. Should this solicitation contain a provision to award by “Lot”, and no bidder bids on all items in a Lot, the County may award 

 the items in that Lot by individual item.   

 

2. Should this solicitation contain a provision to award by “Lump Sum”, and no bidder bids on all items, the County may award 

 by individual item. 

 

3. The County intends to evaluate bids using the hypothetical scenario included in the BID FORM to determine the overall 

 lowest responsive and responsible bidder.   

 

http://stats.bls.gov/news.release/cpi.t04.htm


Page 5  of  26  

METHOD OF INVOICING 

 

1. The Contractor shall provide an invoice for each vehicle.  Invoices shall reference the County’s Vehicle Number and show the 

 Contract Purchase Order Number.  Each invoice shall be itemized, specifically the size of glass and/or the NAGS part 

 number, number of labor hours and the contract rates for each.   

 

2. If, in verifying the Contractor’s invoices, it is found that the County is being overcharged or contains and items not requested, 

 the Contractor shall credit the County’s next invoice or those items will be removed from the invoice and will not be 

 processed for payment.  If a credit balance remains after the expiration or termination of the contract, the Contractor shall pay 

 the County the amount of the credit balance within 30 days following the end of the contract. 

 

3. The Contractor shall submit an invoice not less than once monthly.  Prices invoiced shall be on a unit prices basis as specified 

 in the BID FORM.  Invoices shall be submitted to Hanover County General Services, Fleet Division, 11375 N. Lakeridge 

 Parkway, Ashland, VA 23005.   

 

4. Payment to the Contractor shall be made within 30 days of the receipt of an approved invoice following acceptance of the 

 work by the County. 

 

COOPERATIVE CONTRACT 

 

1. This procurement is being conducted on behalf of Hanover County, Virginia and other public bodies in accordance with the 

 provisions of §2.2-4304 of the Virginia Public Procurement Act. 

 

2. If approved by the Contractor, the contract resulting from this procurement may be used by other public bodies to purchase at 

 contract prices and in accordance with the contract terms. The Contractor shall deal directly with any public body it approves 

 to use the contract. 

 

3. With the approval of the Contractor, any public body using the resultant contract has the option of executing a separate 

 contract with the Contractor to add terms and conditions required by statute, ordinances, or regulations, or to remove terms 

 and conditions which conflict with its governing statutes, ordinances, or regulations. 

 

4. The County of Hanover, its officials and staff are not responsible for placement of orders, invoicing, payments, contractual 

 disputes, or any other transactions between the Contractor and any other public bodies, and in no event shall the County, its 

 officials or staff be responsible for any costs, damages or injury resulting to any party from use of a Hanover County contract. 

 

5. Hanover County assumes no responsibility for any notification of the availability of the contract for use by other public 

 bodies, but the Contractor may conduct such notification. 

 

HANOVER COUNTY, VIRGINIA 

ISSUED BY: 

TRENA A. PONTON, CPPB 

PURCHASING OFFICER SENIOR 

FINANCE AND MANAGEMENT SERVICES DEPARTMENT 

PURCHASING DIVISION 

P O BOX 470 

HANOVER, VA 23069 – 0470 

PH: (804) 365-6283 

FX: (804) 365-6100 

EMAIL: taponton@co.hanover.va.us 

WEBSITE: www.co.hanover.va.us 

mailto:taponton@co.hanover.va.us
http://www.co.hanover.va.us/
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BID FORM 

 

INVITATION TO BID NO. 12-021402-2245TP 

VEHICLE GLASS REPLACEMENT SERVICES 

HANOVER COUNTY, VIRGINIA 

Due Prior to 2:00 PM, February 14, 2012 

 

 

 

 

 

The Bidder proposes and agrees, if this bid is accepted within 60 days after the bid opening date, to furnish any and all of the items 

upon which the prices are quoted, at the price set opposite each item, delivered at the point(s) specified and as scheduled.  The Bidder 

is required to note any and all exceptions to the bid requirements on the BID FORM or by an attachment to the BID FORM.   

 

PLEASE PLACE BID PRICES BELOW: 

 

**NOTE: Pricing submitted in units of measure other than that specified below will not be accepted.** 

 

A. VEHICLE GLASS REPLACEMENT SERVICES: 

 

 PART A. NAGS PRICING 

 

 Item 1 – Glass Percentage discount indicated shall be inclusive of all installation kits, sealants and all other materials  

   necessary for complete glass installation. 

 
Percentage Discount from   

       NAGS Calculator       

 

a. Curved Windshields    

b. Curved Glass (other than windshields)   

c. Tempered Flat Glass (selected parts supplied   

 by manufacturers) 

 

 Item 2 – Labor 

 

 a. Labor Rate (based on NAGS hourly time) $ per hour 

 

 

 PART B. OTHER PRICING 

 

 Item 1 – Glass Pricing for the flat laminate safety glass shall include removal of existing glass, cutting and   

   installation of new glass, installation kits, sealants and all other materials necessary for complete  

   glass installation.   

 

 a. Flat Laminate Safety Glass, clear $ per square ft. 

 b. Flat Laminate Safety Glass, tinted $ per square ft. 

 c. Flat Laminate Safety Glass, shaded $ per square ft. 

 

 Item 2 – Flat rate for labor and sealant of glass not purchased from Contractor.   

 

 Price quoted shall include installation kits, sealants and all other materials necessary to complete the work.    

 

 a. Installation (primarily fire truck windshields) $_____________________per glass 

 b. Removal and reinstallation of existing glass $_____________________per glass 

 c. Resealing of existing glass  $_____________________per glass 

SUBMIT PAGES 6 THROUGH 12 AS YOUR BID RESPONSE. 

ALL BIDS MUST BE IN UNITED STATES DOLLARS (USD). 
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B. BID EVALUATION SCENARIO – Bidders shall complete the following worksheet based upon the bid pricing submitted.  The 

County will evaluate bids using the following hypothetical scenario to determine the overall lowest responsive and responsible bidder: 

 

 PART A. NAGS PRICING 

 Item 1 – Glass Estimated annual gross dollars of glass provided based on NAGS pricing: 

 

 % Discount 

 NAGS Price    Allowed          Net Price        

  

 a. Curved Windshields  $ 20,000   $  

 b. Curved Glass (other than windshields) $    1,000   $  

 c. Tempered Flat Glass  $   1,000   $  

 

 Item 2 – Labor 

    Hourly Rate    Total Labor  

 

 Annual estimate of labor hours: 250 x $  = $   

 

   TOTAL NET PRICING PART A (Item 1 & 2)  $  

 
 PART B. OTHER PRICING 

 Item 1 – Glass    Extended Price 

 a. Flat Laminate Safety Glass, clear, 30” x 42” (8.75 s.f.)  x $ per square ft. = $   

 b. Flat Laminate Safety Glass, tinted, 44” x 24” (7.33 s.f.)  x $ per square ft. = $   

 c. Flat Laminate Safety Glass, shaded, 30” x 42” (8.75 s.f.) x $ per square ft. = $   

 

    TOTAL (a. – c.) $   

 

 Item 2 – Flat rate for labor and sealant of glass not purchased from Contractor   Extended Price 

 

 a. Installation (primarily fire truck windshields) 2 each x $ per glass = $   

 b. Removal and reinstallation of existing glass 4 each x $ per glass = $    

 c. Resealing of existing glass  6 each x $ per glass = $   

 

   TOTAL NET PRICING PART B (Item 1 & 2) $  

 
  BID EVALUATION GRAND TOTAL (TOTAL NET PRICING PART A & B) $  

 

                

 

C. REFERENCES 

 a. Firm/Municipality:          

  Address:            

              

  Contact Person:           

  Telephone No.:      Fax No.:    

  Dates of Service:            
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b. Firm/Municipality:          

  Address:            

              

  Contact Person:           

  Telephone No.:      Fax No.:    

  Dates of Service:           

 c. Firm/Municipality:          

  Address:            

              

  Contact Person:           

  Telephone No.:      Fax No.:    

  Dates of Service:           

                

 

The County requires that a minimum of 30 days after receipt of an approved invoice by the County shall be allowed for payment.  

Discounts for prompt payment will not be considered in the evaluation of bids.  However, any offered discount will become part of the 

award and will be taken if payment is made within the discount period offered in the bid.  In connection with any discount offered for 

prompt payment, time shall be computed from the date of the invoice. For the purpose of earning the discount, payment shall be 

considered to have been made on the date that appears on the payment check or the date on which an electronic funds transfer for the 

payment was made. 

 

 PROMPT PAYMENT TERMS:          

       (PLEASE NOTE:  COD TERMS ARE NOT ACCEPTABLE 

                

 

Receipt of Addenda listed below is acknowledged and the bid incorporates all requirements of these Addenda: 

 

 No.   Date   No.       Date   No.   Date    

                

 

The Bidder certifies that he has not combined, conspired or agreed to intentionally rig, alter or otherwise manipulate, or to cause to be 

rigged, altered or otherwise manipulated this bid for the purpose of allocating purchases or sales to or among persons, raising or 

otherwise fixing the prices of the goods or services, or excluding other persons from dealing with Hanover County. 

 

 

The bidder hereby certifies that he will comply with all provisions of the Virginia Public Procurement Act and with the laws and 

regulations of Hanover County. 

 

My signature certifies that this firm or individual has no business or personal relationships with any other companies or persons that 

could be considered as a conflict of interest or potential conflict of interest to the County of Hanover, and that there are no principals, 

officers, agents, employees, or representatives of this firm that have any business or personal relationships with any other companies or 

person that could be considered as a conflict of interest or a potential conflict of interest to the County of Hanover, pertaining to any 

and all work or services to be performed as a result of this request and any resulting contract with the County of Hanover. 

 

The undersigned agrees to bear full cost of maintaining the work until final acceptance of the work is approved as provided by the 

Contract. 

 

In compliance with VA Code Section 2.2-4343.1, Hanover County does not discriminate against faith-based organizations.  Indicate by 

placing a check here   if a Faith-Based Organization as described in VA Code § 2.2-4343.1B. 
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D. AUTHORIZATION TO TRANSACT BUSINESS IN THE COMMONWEALTH:     

 

1. A contractor organized as a stock or nonstock corporation, limited liability company, business trust, or limited partnership or 

registered as a registered limited liability partnership shall be authorized to transact business in the  Commonwealth 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. A bidder or offeror organized or authorized to transact business in the Commonwealth 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 State Corporation 

Commission.  Any bidder or offeror 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 of the Code of Virginia or as otherwise required by law shall include in its 

bid or proposal a statement describing why the bidder or offeror is not required to be so authorized. 

 

3. A bidder or offeror described in subsection 2 that fails to provide the required information shall not receive an award unless a 

waiver is granted by the Deputy County Administrator. 

 

4. Any falsification or misrepresentation contained in the statement submitted by the bidder/offeror pursuant to Title 13.1 or 

Title 50 of the Code of Virginia may be cause for debarment. 

 

5. Any business entity described in subsection 1 that enters into a contract with a public body shall not allow its existence to 

lapse or allow its certificate of authority or registration to transact business in the Commonwealth if so required by 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. 

 

6. The County may void any contract with a business entity if the business entity fails to remain in compliance with the 

provisions of this section. 

 

VIRGINIA STATE CORPORATION COMMISSION (SCC) - REGISTRATION INFORMATION 

 

The bidder or offeror: 

 

□ is a corporation or other business entity with the following SCC identification number:  ________________________  

- OR - 

□ is not a corporation, limited liability company, limited partnership, registered limited liability partnership, or business 

trust  

- OR - 

□ is an out-of-state business entity that does not regularly and continuously maintain as part of its ordinary and customary 

business any employees, agents, offices, facilities, or inventories in Virginia (not counting any employees or agents in 

Virginia who merely solicit orders that require acceptance outside Virginia before they become contracts, and not 

counting any incidental presence of the bidder/offeror in Virginia that is needed in order to assemble, maintain, and repair 

goods in accordance with the contracts by which such goods were sold and shipped into Virginia from bidder’s/offeror’s 

out-of-state location) 

- OR - 

□ is an out-of-state business entity that is including with this bid an opinion of legal counsel which accurately and 

completely discloses the undersigned bidder’s/offeror’s current contacts with Virginia and describes why whose contacts 

do not constitute the transaction of business in Virginia within the meaning of § 13.1-757 or other similar provisions in 

Titles 13.1 or 50 of the Code of Virginia. 

- OR - 

□ bidder has not checked any of the foregoing options, but currently has pending before the SCC an application for authority to 

transact business in the Commonwealth of Virginia, and wishes to be considered for a waiver to allow submittal of the SCC 

identification number after the due date for bids. 
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E. CONTRACTOR CERTIFICATION RELATING TO BACKGROUND CHECKS –  
 HANOVER COUNTY PUBLIC SCHOOLS 

 

 

I, __________________________________, _____________________________ 

   [Name]       [Title] 

 

of/for _______________________________, certify to the Hanover County School Board 

[Contractor] 

 

that no representative or employee of ________________________________ who will 

[Contractor] 

 

provide services under this contract, and who will have direct contact with students on 

 

school property during regular school hours or during school-sponsored activities, has been 

 

convicted of a felony or any offense involving the sexual molestation or physical or sexual 

 

abuse or rape of a child. 

 

I understand that I can be found guilty of a Class 1 misdemeanor for making a 

 

materially false statement in this Certification of Contractor and that a conviction for making 

 

a materially false statement in this Certification of Contractor shall be grounds for the 

 

revocation of my firm or business’s contract with the Hanover County School Board. 

 

 

____________________________  ____________________________________ 

[Date]      [Signature] 

 

____________________________________ 

[Title] 

 

____________________________________ 
   [Contractor] 
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F. CONTRACTOR CERTIFICATION RELATING TO BACKGROUND CHECKS –  
 PAMUNKEY REGIONAL JAIL 

 

 

I, __________________________________, _____________________________ 

   [Name]       [Title] 

 

of/for _______________________________, certify to the Pamunkey Regional Jail Authority 

[Contractor] 

 

that no representative or employee of ________________________________ who will 

[Contractor] 

 

provide services under this contract, and who will have direct contact with inmates on 

 

Pamunkey Regional Jail property during regular business hours or during Pamunkey Regional  

 

Jail-sponsored activities, has been convicted of a felony or any serious misdemeanor offense. 

 

I understand that I can be found guilty of a Class 1 misdemeanor for making a 

 

materially false statement in this Certification of Contractor and that a conviction for making 

 

materially false statement in this Certification of Contractor shall be grounds for the 

 

revocation of my firm or business’s contract with the Pamunkey Regional Jail Authority. 

 

____________________________  ____________________________________ 

[Date]      [Signature] 

 

____________________________________ 

[Title] 

 

____________________________________ 
   [Contractor] 
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Please indicate the type of business:   

 

  Individual Trading Under Trade Name (List Individual and Trade Name in “Full Legal Name of Bidder” below) 

 

  Individual Trading in Own Name   Partnership    Corporation 

 

 

Full Legal Name of Bidder:             

 

Mailing Address:              

 

Remittance Address (if different):            

 

Signature:        (Person signing must be authorized to bind the bidder in contractual matters) 

 

Printed or Typed Name:       Date:       

 

Title:         Email Address:       

 

Phone:  (     )            Fax:  (     )     

 

 

CONTACT INFORMATION (if different from above) 

 

Printed or Typed Name:        Title:       

 

Mailing Address:              

 

Email Address:        

 

Phone: (      )     Fax: (        )     
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APPENDIX A 

 

ADDITIONAL TERMS, CONDITIONS AND INSTRUCTIONS TO BIDDERS 

 

1. APPLICABILITY 

 

 These ADDITIONAL TERMS, CONDITIONS AND INSTRUCTIONS TO BIDDERS shall be binding on all bidders or Offerors and are 

incorporated by reference in all contracts resulting from any written Request for Quotes, Invitation to Bid or Request for Proposals issued, 

collectively the ("Request"), to which they are attached.  Use of the term "bid" or “bidder” in these General Terms, Conditions and 

Instructions to Bidders is not intended to be restricted to an Invitation to Bid and shall also affect written Request for Quotes, Invitation to 

Bid or Request for Proposals. In the event there is a conflict between any of these Additional Terms, Conditions and Instructions to 

Bidders and any Special Terms and Conditions in this solicitation, the Special Terms and Conditions shall apply. 

 

2. INDEPENDENT CONTRACTOR 

  

The Contractor is an independent contractor and nothing contained in the CONTRACT shall constitute or designate the Contractor or any 

of its agents or employees as employees of the COUNTY. 

 

3. EXAMINATION OF BID DOCUMENTS 

 

3.1 Bidders shall thoroughly examine the bid documents.  The Bidders failure or omission to examine any document shall not relieve 

the Bidder from any obligations with respect to its bid or to the resultant contract.  The submission of a bid shall be taken as 

prima facie evidence of compliance with this section. 

 

3.2 If a Bidder knows, or should have known, that an ambiguity, discrepancy, error, omission or conflicting statement exists in the 

Bid Documents, the Bidder has an obligation to seek clarification, interpretation or instructions from the Director of Purchasing 

prior to submitting a bid.  Any and all such clarifications, interpretations or supplemental instructions will be in the form of 

written addendum to the Request which, if issued, will be sent to prospective Bidders prior to the date fixed for the opening of 

bids.  The County will not be responsible for any clarifications, interpretations or instructions except those made by written 

addendum.  Should the Bidder fail to seek such a clarification prior to submission of a bid, the Bidder thereby waives, and agrees 

to indemnify and hold the County harmless from any claim, suit or cause of action arising out of or related to such ambiguity, 

discrepancy, error, omission or conflicting statement which the Bidder knew or should have known existed at the time the bid 

was submitted. 

 

3.3 Failure of a Bidder to receive any addendum shall not relieve the Bidder from the requirements of the bid, including all addenda 

issued.  All addenda so issued shall become part of the bid documents.  Each Bidder shall be responsible for determining prior to 

submitting a bid that all addenda issued have been received and shall acknowledge receipt and inclusion of all Addenda in the 

bid. 

 

4. SIGNED BID CONSIDERED AN OFFER 

  

A signed bid shall be considered an offer on the part of the Bidder and shall be deemed accepted upon award by the County, unless 

withdrawn under the provisions herein.  Should any Bidder receiving an award default or fail to deliver the products or services ordered by 

the time specified, the County may terminate the purchase order and/or contract, and after oral or written notice to the Bidder, may procure 

the products and/or services from other sources and hold the defaulting Bidder liable for any resulting additional cost. 

 

5. FAILURE TO BID 

  

If not bidding, complete and return the signature page of the Request or a letter stating the reason for not bidding.  Failure to respond may 

result in removal from the bidders list for the commodity(s) being bid. 

 

6. REJECTION AND AWARD OF BIDS 

  

The County reserves the right to accept or reject any or all bids or parts of bids, to waive informalities and to request rebids.  Bids having 

exceptions to the specifications and/or terms and conditions included in the request may be considered, but preference may be given to bids 

with no exceptions taken. Modifications of or additions to any portion of a bid, which affects quality, quantity, price or delivery, shall be 

cause to reject the bid as non-responsive.  Modifications which do not affect quality, quantity, price or delivery will be dealt with by the 

County on a case by case basis and the County, in its sole discretion, may reject such bids as non-responsive, waive the modifications as an 

informality or require the bidder to withdraw the non-responsive language as a condition of being a responsive bidder.  The County 

reserves the right to award the contract for any or all items bid on a lump sum basis, individual item basis or such combination as shall best 

serve its interests, including award to multiple contractors, unless otherwise specified by the County.  A Notice of Contract Award for this 

solicitation shall be posted on a bulletin board outside the Purchasing Division for a period of at least 10 calendar days.  If a responsive bid 

from the lowest responsible bidder exceeds available funds, the County may negotiate with the lowest responsible bidder to obtain a 

contract price within available funds.   
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Such negotiation may include but is not necessarily limited to adjustment of the bid price and changes in the bid scope or requirements in 

order to bring the bid within the amount of available funds.  The apparent lowest responsive and responsible bidder shall be notified in 

writing that the bid exceeds available funds and the County wishes to negotiate.  If the County and the Bidder are unable to successfully 

negotiate the scope of work and/or bid price so the price is within available funds, all bids shall be rejected.  The County reserves the right 

to increase or decrease quantities at the quoted unit price.   

7. BID BOND 

  

When specifically required in the Request, each bid, if the total bid price, including any add alternates and excluding any deduct alternates, 

exceeds $50,000, shall be accompanied by a Bid Bond or Certified Check or Cashier's check payable to Hanover County, Virginia, in an 

amount equal to five percent of the total bid price including any add alternates and excluding any deduct alternates, unless otherwise 

specified.  All Sureties must be licensed to transact business in the Commonwealth of Virginia and be acceptable to the County.  

Documents evidencing current authority of attorney-in-fact of surety must be attached to the bonds.  In the event of default by the bidder, 

the deposit may be forfeited as liquidated damages to the County. 

 

8. PREPARATION, SUBMISSION AND RECEIPT OF BIDS 

 

8.1 Bids must be submitted to the address stated in the Request.  Bids shall be submitted in the prescribed format and on the forms 

furnished, if any, or copies thereof, and shall be signed in ink.  Original signatures are required on bids unless 

facsimile/electronic submission is allowed.  Bids shall be enclosed in an envelope, and shall be sealed and clearly labeled with 

the bid number and project name so as to indicate the work covered by the Request so as to guard against opening prior to the 

time set therefor.  Bidders shall designate on the exterior of the outermost envelope the bid number and date and time of opening 

of the bid.  Erasures or other changes must be explained and initialed by the Bidder.  Bids containing any conditions, omissions, 

failure to bid all items, unexplained erasures or alterations or items not called for in the bid, or irregularities of any kind, may be 

rejected by the County as being non-responsive. 

 

8.2 Each bid must give the full legal name and business address of the Bidder.  Bids must be signed by a person authorized to bind 

the bidder in contractual matters.  The name and title of the person signing the bid shall also be typed or printed as indicated on 

the bid form. 

 

8.3 Bids must be received prior to the date and time of opening specified in the Request.  Late bids will not be considered.  Facsimile 

or other electronic transmission of bids will not be considered unless otherwise specified in the Request. 

 

8.4 No County official or employee shall be responsible for the improper opening of a bid which is not properly identified on the 

envelope, or for any bid improperly submitted, as specified in the Request.  Bids for separate Requests shall not be combined on 

the same form or submitted in the same envelope.  Any such bids may be rejected as nonresponsive. 

 

8.5 Each BID FORM shall include specific acknowledgment of receipt of all addenda issued during the bidding process.  Failure to 

acknowledge addenda may result in the bid being rejected as non-responsive. 

 

9. SPECIFICATIONS 

 

9.1 If goods/services bid are in substantial compliance with the bid requirements, the County, in its sole discretion, may waive 

informalities and award a contract if non-compliance will not affect the price, quality, quantity or delivery schedule of the goods, 

services or construction being procured. 

 

9.2 The Bidder shall indicate in the Request any exceptions from the bid specifications and terms and conditions.  If exceptions are 

not stated, it will be assumed that the goods and/or services fully comply with the bid specifications and terms and conditions and 

the Bidder will be required to deliver the product or service meeting the bid specifications under the terms and conditions 

specified. 

 

9.3 All materials used for the manufacture or construction of any supplies, materials or equipment covered by this bid shall be new 

(unused), unless otherwise specified.  The items bid shall be the latest model, of the best quality, and highest grade workmanship. 

 

9.4 Any ancillary items or parts of any equipment listed in the Request which are not fully described in the specification and which 

are necessary for the completion and use of the items or equipment and its appurtenances shall be considered a part of such 

equipment although not directly specified in the Request. 

 

10. SUBSTITUTION OF MATERIALS OR SERVICES 

 

10.1 In the specifications, where any item of equipment or material is specified by proprietary name, trade name, and/or name of one 

or more manufacturers, with the addition of such expressions as "no substitutes," it is to be understood that those items are so 

specified for reasons of standardization in maintenance and operation, or for reasons of obtaining desirable features best suited to 

the requirements of the County and no other brand shall be considered. 
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10.2 In the specifications, where any item of equipment or material is specified by proprietary name, trade name, and/or name of one 

or more manufacturers, without the addition of such expressions as "no substitutes," it is understood that equal-quality equipment 

or products of either a manufacturer named or of a manufacturer not named, which meet the requirements of the Specifications, is 

intended, subject to the approval of the County as to the equality thereof, and it is distinctly understood:  (1) that the County is to 

use its own judgment in determining whether or not any item of equipment or material proposed is equal in quality to that 

specified; (2) that the decision of the County on all such questions of equality shall be final; and (3) that, in the event of any 

adverse decision by the County, no claim of any sort shall be made or allowed against the County. 

 

10.3 If bidding a brand other than that specified, it is the bidders responsibility to substantiate that the goods and/or services meet the 

specifications.  To ensure that sufficient information is available, the Bidder shall furnish (and should submit as part of his bid) 

descriptive material (e.g., catalog cuts, drawings, specifications, etc.) necessary to substantiate that the products or services 

offered meet the requirements of the bid. 

 

11. PRICING AND QUANTITIES 

 

11.1 By submitting a bid, the Bidder warrants that the prices bid will be firm for acceptance for a period of 60 days from the date of 

the bid opening unless otherwise stated by the County.   

 

11.2 Unless otherwise specified by the County, only firm pricing shall be given consideration.  General terms such as "price in effect 

at time of delivery" shall not be considered for award.  Prices should be stated in the units of quantity specified in the BID 

FORM.  In the case of an error in extension of prices in the bid, the unit prices shall govern. 

 

11.3 When a bid is sought seeking a source of supply for a requirements contract for goods or services, the quantities or usage shown 

are estimates only.  No guarantee is given or implied by the County as to the total amount that may or may not be purchased from 

any resulting contract.  These quantities are for bidders information only but may be used for bid evaluation. 

 

12. MODIFICATION OF BIDS 

 

Bidders may modify their bids prior to the date and time specified for the bid opening.  Telegraphic or facsimile modification of bids shall 

not be accepted unless the Request allowed such submission.  Any modification must be so worded by the Bidder so as not to reveal the 

original amount of the bid. 

 

13. WITHDRAWAL OF BID DUE TO ERROR (CONSTRUCTION) 

 

13.1 Upon proper request and identification, bids may be withdrawn at any time prior to the date and time for the bid opening. 

 

13.2 The attention of all Bidders is directed to the Code of Virginia, Section 2.2-4330A(i) for the procedure to be followed on the 

withdrawal of bids due to error. 

 

13.3 No bid may 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. 

 

13.4 If a bid is withdrawn under the authority of this section, the lowest remaining bid shall be deemed to be the low bid. 

 

13.5 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. 

 

13.6 If the Director of Purchasing denies the withdrawal of a bid under the provisions of this section, the Bidder shall be notified in 

writing stating the reasons for the decision and award of the contract shall be made to the Bidder at the bid price, provided the 

Bidder is a responsible and responsive bidder. 

 

14. WITHDRAWAL OF BID DUE TO ERROR (OTHER THAN CONSTRUCTION) 

 

14.1 Upon proper request and identification, bids may be withdrawn at any time prior to the date and time set for the bid opening.  If 

the Director of Purchasing denies the withdrawal of a bid, the Bidder shall be notified in writing stating the reasons for the 

decision.  Award of the contract shall be made to the Bidder at the bid price, provided the Bidder is a responsible and responsive 

bidder 

 

14.2 Bidders may request withdrawal of their bid from consideration if the price bid was substantially lower than the other bids due 

solely to a mistake therein.  The bidder shall give written notice to the Director of Purchasing of a claim to withdraw the bid prior 

to the award of the contract or issuance of the purchase order.  The cause and nature of the mistake shall be stated in the claim to 

withdraw. 
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14.3 A minor defect or variation, ("an informality not affecting price, quantity, quality, delivery or contractual conditions"), in a bid or 

proposal that does not prejudice other bidders may, at the discretion of the Director of Purchasing, be waived or the bidder 

required to correct the informality.  

 

14.4 If a bid is withdrawn under the authority of this section, the lowest remaining bid shall be deemed to be the low bid. 

 

14.5 No bid may 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.  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. 

 

15. SUBMISSION OF POST-BID INFORMATION 

 

Bidders being considered for award of a contract may be required to file a Contractor's Qualification Statement (AIA Document A305) 

and/or provide other such additional information as the County may request to assist it in determining the Contractor's qualifications to 

satisfy its obligations under the Request.  Bidders requested to file such a statement or provide such additional information shall be given 

48 hours to get the completed statement, or provide the requested information, to the County.   The County shall determine whether such 

information permits the bidder to be considered as a responsible bidder in accordance with Section 2.2-4301 of the Code of Virginia.  

Factors which may be considered in arriving at this determination may include the financial stability and solvency of the Bidder; 

experience in completing work of a nature and scope similar to the work being bid; performance and/or workmanship on previous 

contracts; ability to provide quality and timely maintenance, service or parts; and life cycle cost of a product or service. 

 

16. CONTRACTOR REGISTRATION/COUNTY LICENSURE 

 

If required in order to perform the work in this Request, the Bidder certifies that the Bidder has the appropriate License or Certificate 

and classification(s) required to perform the work included in the scope of the bid documents, prior to submitting the bid, in accordance 

with Title 54.1, Chapter 11 of the Code of Virginia and in accordance with the laws, rules and regulations of the Commonwealth of 

Virginia, Department for Professional and Occupational Regulation, Virginia Board for Contractors in granting the License or Certificate 

and classifications.  If required for the work called for in the Request, the Contractor shall also obtain a License from the Hanover County 

Commissioner of Revenue Office. 

 

17. FOREIGN AND DOMESTIC BUSINESSES AUTHORIZED TO TRANSACT BUSINESS IN THE COMMONWEALTH 

 

17.1 In accordance with Virginia Code § 2.2-4311.2, a contractor organized as a stock or nonstock corporation, limited liability 

company, business trust, or limited partnership or registered as a registered limited liability partnership shall be authorized to 

transact business in the Commonwealth as a domestic or foreign business entity if so required by Title 13.1 or Title 50 or as 

otherwise required by law. 

 

17.2 Any bidder or offeror organized or authorized to transact business in the Commonwealth pursuant to Title 13.1 or Title 50 shall 

include in its bid or proposal the identification number issued to it by the State Corporation Commission.  Any bidder or offeror 

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 or offeror is not 

required to be so authorized. 

17.3 Any bidder or offeror that fails to provide the required information shall not receive an award unless a waiver of this requirement 

is granted by the Hanover County Administrator. 

17.4 Any business entity enters into a contract with a public body shall not allow its existence to lapse or its certificate of authority or 

registration to transact business in the Commonwealth, if so required under Title 13.1 or Title 50, to be revoked or cancelled at 

any time during the term of the contract. 

 

17.5 The County may void any contract with a business entity if the business entity fails to remain in compliance with the provisions 

of this section.  

 

18. SAMPLES 

 

Evidence in the form of samples may be requested if the brand bid is other than that specified.  When requested, samples must be furnished 

free of cost to the County, within seven days of written request, and will, if not used or destroyed in testing and upon request, be returned 

at the Bidders expense within 30 days of bid award. 

 

19. SUBMISSION OF PROPRIETARY INFORMATION 

 

Trade secrets or proprietary information submitted by a Bidder in connection with this procurement transaction shall not be subject to 

public disclosure under the Virginia Freedom of Information Act; however, the Bidder must invoke these protections prior to or upon 

submission of the data or the materials, and must identify the data or other materials to be protected and state the reason why protection is 

necessary.  [Virginia Code Section 2.2-4342(F)].   
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Bidders shall submit, in a separate section of the bid, any information considered by the Bidder to be trade secrets or proprietary 

information, shall clearly identify the information as trade secrets or proprietary information and shall state the reason why 

protection is necessary.  Bidders may not declare the entire bid proprietary nor may they declare pricing to be proprietary.  

References may be made within the body of the bid to proprietary information; however all information contained within the body of the 

bid not in the separate section labeled proprietary shall be public information. 

 

20. TERMINATION FOR CONVENIENCE 

 

Unless otherwise stated, any resultant contract may be terminated by the County, in whole or in part, whenever the County determines that 

such a termination is in its best interests.  Any such termination shall become effective on the date stated in a written notice of termination 

mailed to the Contractor at least five days prior to the stated termination date.  The notice of termination shall state the extent to which 

performance shall be terminated.  The Contractor shall be paid for all goods delivered or services successfully completed prior to the 

termination date.  If funds are not appropriated for this contract for any County fiscal year, the contract shall terminate automatically, 

without prior notice, after the last day for which funds were appropriated.  Contract termination pursuant to this section shall not be 

considered a contract default, and the County shall not be liable for future payments or for cancellation or termination charges. 

 

21. LICENSES, PERMITS AND FEES 

 

21.1 The Contractor shall secure and pay for all permits, governmental fees and licenses necessary for the proper execution and 

completion of the Work which are legally required prior to and during the work, unless otherwise specified by the County in the 

Request. 

 

21.2 Included in the permits required in the paragraph immediately above, the Contractor shall apply for and be issued a local permit 

for any land disturbing activity, and shall provide a “responsible land disturber” for the project, as required by Hanover County 

ordinance. 

 

22. COPYRIGHTS OR PATENT RIGHTS 

 

By submitting a bid, the Bidder certifies that there has been no violation of copyrights or patent rights in manufacturing, producing, or 

selling the commodities or services to be ordered as a result of the Request.  The successful bidder shall, at his own expense, defend any 

and all actions or suits charging such infringement, and will save the County, its officers, employees, and agents harmless from any and all 

liability, loss, or expense occasioned by any such violation. 

 

23. DELIVERY 

 

Time is of the essence for any orders placed as a result of this Request.  The County reserves the right to cancel such orders, or any part 

thereof, without obligation if delivery is not made at the time(s) specified in the Request.  All items shall be delivered F.O.B. destination, 

and delivery included in the bid price.  Failure to do so may be cause for rejection of bid.  The Bidder shall assume all liability and 

responsibility for the delivery of merchandise in good condition to the specified delivery location(s). 

 

24. TAXES 

 

The County is exempt from Federal Excise and State Sales and Use Tax on all tangible personal property purchased or leased by it for its 

use or consumption.  The Contractor shall pay all County, City, State and Federal taxes required by law enacted at the time bids are 

received and resulting from the work or traceable thereto, under whatever name levied.  Said taxes shall not be in addition to the contract 

price between the County and the Contractor, as the taxes shall be an obligation of the Contractor and not of the County, and the County 

shall be held harmless for same by the Contractor.  Exemption certification will be supplied upon request. 

 

25. ACCEPTANCE OF MATERIAL 

 

The goods/services delivered under this bid shall remain the property of the seller until a physical inspection or actual usage of the 

goods/services is made and thereafter accepted to the satisfaction of the County. The goods/services must comply with the specifications 

and terms and conditions of the Request and be of the highest quality.  In the event the goods/services supplied to the County are found to 

be defective or not to conform to specifications, the County reserves the right to cancel the order upon written notice to the seller and 

return products to seller at the seller's expense. 

 

26. CHANGE ORDERS 

 

Any changes to an existing contract or purchase order must be approved in advance through issuance of a written change order by the 

Purchasing Division.  The County will not assume responsibility for the cost of any changes made without issuance of a written change 

order. 
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27. PAYMENT TERMS 

 

A minimum of 30 days after receipt of an approved invoice by the County shall be allowed for payment.  Discounts for prompt payment 

will not be considered in the evaluation of bids.  However, any offered discount will become part of the award and will be taken if payment 

is made within the discount period offered in the bid.  In connection with any discount offered for prompt payment, time shall be computed 

from the date of the invoice.  For the purpose of earning the discount, payment shall be considered to have been made on the date that 

appears on the payment check or the date on which an electronic funds transfer for the payment was made. 

 

28. CONTRACTOR RESPONSIBILITY FOR DAMAGE TO PROPERTY 

 

The Contractor shall be responsible for damages to property caused by work performed under the CONTRACT or Purchase Order.  The 

Contractor shall repair to proper working order or replace, to the County's satisfaction, any property damaged either directly or indirectly 

by its actions. 

 

29. PERFORMANCE AND PAYMENT BONDS 

 

29.1 The County may require a Performance and Payment Bond regardless of the contract amount by specifically stating so in 

the Request.  In addition, when specifically stated in the Request that a Performance and Payment Bond is required, and 

the contract amount exceeds $50,000, the successful bidder shall furnish a Performance Bond and a Payment Bond, AIA 

Document No. A312.  Bonds must be furnished prior to the performance of any work under the CONTRACT. 

 

29.2 Bonds shall comply with the Code of Virginia and each shall be in an amount equal to 100 percent of the contract amount, unless 

otherwise specified in the bid documents.  The Surety shall be a company authorized to transact business in the Commonwealth 

of Virginia.  Documents evidencing current authority of attorney-in-fact of surety shall be attached to the bonds. 

 

30. OWNERSHIP OF DOCUMENTS 

 

30.1 All finished or unfinished information or materials, documents, data, studies, surveys, drawings, maps, models, photographs, and 

reports or other materials prepared by or for the Contractor under any resultant contract shall, at the option of the County, 

become County property and shall be delivered to and remain the property of the County upon completion of the work or 

termination of the Contract.  The County shall have the right to use and reproduce the data and reports submitted hereunder, 

without additional compensation to the Contractor. 

 

30.2  Any art work provided to the Contractor by the County shall be returned to the County upon delivery of the final products and/or 

services.  Any art work, negatives, proofs, etc. produced by the Contractor in order to supply the products or services contracted 

for shall become the property of the County and shall be sent to the County upon delivery of the final products and/or services 

unless otherwise requested by the County.  Failure to deliver the art work, negatives, proofs, etc. shall be cause for withholding 

any payment due. 

 

31. COMPLIANCE WITH ALL REQUIREMENTS 

 

31.1 The Contractor shall comply with all applicable Federal, State and Local laws, codes and regulations.  The Contractor shall give 

notice and comply with all laws, ordinances, rules, regulations, and lawful orders of any public authority having jurisdiction over 

the performance of the work. 

31.2 The Contractor does not, and shall not during the performance of the contract for goods and services in the Commonwealth, 

knowingly employ an unauthorized alien as defined in the federal Immigration Reform and Control Act of 1986.  

32. LEGAL PROCEEDINGS 

 

Any legal proceedings arising out of or related to this Request shall be filed by the parties in the Hanover County General District Court or 

the Hanover County Circuit Court. 

 

33. NON-DISCRIMINATION AND DRUG-FREE WORKPLACE 

  

If the resultant CONTRACT exceeds $10,000, during the performance of the CONTRACT, the Contractor agrees as follows: 

 

33.1 The Contractor will not discriminate against any employee or applicant for employment because of race, religion, color, sex, 

national origin, age, disability, or any 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 Contractor.  The Contractor 

agrees to post in conspicuous places, available to employees and applicants for employment, notices setting forth the provisions 

of this non-discrimination clause. 

 

33.2 The Contractor, in all solicitations or advertisements for employees placed by or on behalf of the Contractor, will state that such 

Contractor is an equal opportunity employer. 
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33.3 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. 

 

33.4 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. 

 

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 this chapter, the employees of whom are prohibited from engaging 

in the unlawful manufacture, sale, distribution, dispensation, possession, or use of a controlled substance or marijuana during the 

performance of the contract. 

 

33.5  Contractor will include the provisions of the foregoing paragraphs in every subcontract or purchase order of over $10,000, so 

that the provisions will be binding upon each subcontractor or vendor. 

 

34. CONTRACTUAL CLAIMS 

 

Contractual claims, whether for money or other relief, shall be submitted in writing no later than 60 days after final payment; however, 

written notice of the Contractor's intention to file such claim shall have been given at the time of the occurrence or beginning of the work 

upon which the claim is based.  Any notice or claim shall be delivered to the County Administrator, Hanover County Government 

Building, 7516 County Complex Road, Hanover, Virginia 23069 and shall include a description of the factual basis for the claim and a 

statement of the amounts claimed or other relief requested.  The County Administrator shall render a decision on the claim and shall notify 

the Contractor within 30 days of receipt of the claim.  The Contractor may appeal the decision of the County Administrator to the Board of 

Supervisors by providing written notice to the County Administrator, within 15 days of the date of the decision.  The Board of Supervisors 

shall render a decision on the claim within 60 days of the date of receipt of the appeal notice and such decision shall be final unless the 

Contractor appeals the decision in accordance with the Virginia Public Procurement Act and any other applicable requirements.  Invoices 

for all services or goods provided by the Contractor shall be delivered to the County no later than 30 days following the conclusion of the 

work or delivery of the goods. 

 

35. PAYMENTS TO CONTRACTORS 

 

In accordance with Virginia Code Section 2.2-4354 the Contractor agrees that: 

 

35.1 Should any subcontractor be employed by the Contractor for the provision of any goods or services under the resultant 

Contract, the Contractor agrees to the following: 

 

 35.1.1 The Contractor shall, within seven days after receipt of any payments from the County pursuant to the  

  resultant Contract, either: 

 

   35.1.1.1 Pay the subcontractor for the proportionate share of the total payment received from the County  

   attributable to the goods or services provided by the subcontractor; or 

 

   35.1.1.2 Notify the County and the subcontractor, in writing, of the intention to withhold all or a part of the  

   subcontractor's payment with the reason for nonpayment.  Written notice shall be given to:   

   Hanover County Administrator, P.O. Box 470, Hanover, Virginia 23069-0470. 

 

 35.1.2 The Contractor shall pay interest to the subcontractor, at the rate of one percent per month on all amounts  

  owed to the subcontractor that remain unpaid after seven days following receipt of payment from the County  

  for goods or services provided under the resultant Contract, except for amounts withheld under the   

  subparagraph immediately preceding this subparagraph. 

 

 35.1.3 The Contractor 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. 

 

 35.1.4 The Contractor's obligation to pay an interest charge to a subcontractor shall not be an obligation of the  

  County. 

 

 35.1.5 No contract modification shall be allowed for the purpose of providing reimbursement for these interest  

  charges.  No cost reimbursement claim shall include any amount for reimbursement of these interest charges. 
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 35.1.6 If awarded a contract pursuant to this Request, the Contractor shall provide the County (i) its social security  

  number if an individual, or (ii) its federal employer identification number if a proprietorship, partnership or  

  corporation. 

 

36. INDEMNIFICATION 

 

To the fullest extent permitted by law, the Contractor, for itself, heirs, representatives, successors and assigns agrees to save, defend, keep 

harmless and indemnify the County, and all of its officials, agents and employees (collectively, the "County") from and against any and all 

claims, loss, damage, injury, costs (including court costs and attorney's fees), charges, liability or exposure, however caused, resulting 

from, arising out of or in any way connected with the Contractor's performance (or nonperformance) of the agreement terms or its 

obligations under this agreement. 

 

37. ETHICS IN PUBLIC CONTRACTING 

 

37.1 The provisions contained in Virginia Code Sections 2.2-4367 through 2.2-4377, the Virginia Public Procurement Act,  shall be 

applicable to all contracts solicited or entered into by this County.  A copy of these provisions may be obtained from the Deputy 

Purchasing Director upon request. 

 

37.2 The provisions of this article supplement, but do not supersede, other provisions of law including, but not limited to, the State and 

Local Government  Conflict of Interests Act (Title 2.2, Chapter 31 of the Virginia Code),  the Virginia Governmental Frauds Act 

(Title 18.2, Chapter 12, Article 1.1 of the Virginia Code) and prohibitions against bribery and related offenses (Title 18.2, Chapter 10, 

Articles 2 and 3 of the Virginia Code).  The provisions apply notwithstanding the fact that the conduct described may not constitute a 

violation of the Virginia Conflict of Interests Act. 

 

38. NOTIFICATION 

 

Any notice required by the Contract shall be effective if given by registered mail, return receipt requested, to the Contractor in the name 

and at the address given in its proposal submission; provided that change of address shall be effective if given in accordance with this 

paragraph.  Unless otherwise specified, any notice to the County shall be given to the County of Hanover, Deputy County Administrator, P. 

O. Box 470, Hanover, VA 23069-0470.   The Contractor agrees to notify the County immediately of any change of legal status or of 

address.  Any notice provided in accordance with this paragraph shall be deemed to have been completed five calendar days after the date 

of mailing. 

 

39. EXTENSION OF CONTRACT TERM 

 

The County Purchasing Division, at its discretion, may extend the final contract term or final contract renewal term of the resultant 

Contract for a period of not more than six months, unless specifically stated otherwise in the solicitation. 

 

40. AUDIT 

 

40.1 The Contractor shall maintain books, records and documents of all costs and data in support of the services provided under the 

resultant contract for a period of not less than five years after the effective date of final payment or contract termination.  During 

this five year term, the County, or its authorized representative, shall have unlimited access to, and the right to audit, the books, 

records and documents of the Contractor during the Contractor’s normal working hours. 

 

 40.2 There shall be no fees or costs charged to the County by the Contractor for any such audit activities. 

 

40.3 The Contractor shall include the audit provisions of this section in all subcontracts and contracts of any entity providing goods or 

services pursuant to this Contract so as to guarantee the County’s rights to audit any person or entity performing work pursuant 

to the Contract, all at no additional cost to the County.  Should the Contractor fail to ensure the County’s rights under this 

section, the Contractor shall be liable to the County for all reasonable costs and expenses the County may incur to obtain an audit 

or inspection of the records which would have otherwise been available under the provisions of this section. 

 

41. FINANCIAL STATEMENTS 

 

41.1 Any entity responding to this solicitation, and the vendor or contractor chosen as a result of this solicitation, by submission of a 

response to this solicitation, agrees to provide the County, within 10 calendar days of the County’s request, a copy of its most 

recent audited financial statement(s), and those of any of its parent companies and/or subsidiaries having material influence on 

the goods/services provided, or to be provided, under the resultant contract with the County.  The financial statement(s) shall be 

accompanied by a letter signed by, as applicable to the type of business, a corporate officer, partner, or owner, stating that the 

accompanying financial statement(s) is complete and is the most recent audited financial statement(s) available. 

 

41.2 The financial statement(s) shall be provided at no charge to the County, and the County shall be under no obligation to return the 

financial statement(s). 
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41.3 The vendor or contractor chosen as a result of this solicitation shall require this same provision to be included in the contracts of 

all subcontractors and any other entities providing any services related to the County contract, so as to guarantee the County’s 

rights to obtain financial statements.  Should the vendor or contractor fail to ensure the County’s rights under this section, the 

vendor or contractor shall be liable to the County for all reasonable costs and expenses the County may incur in obtaining 

financial statements which would have otherwise been available under the provisions of this section. 

 

42. GUARANTEES & WARRANTIES 

 

42.1 The Contractor shall warranty his workmanship for a period of 90 days after completion of work and, either independently or 

through the manufacturer, shall warranty all materials supplied by the Contractor for a period of 1 year or the manufacturer's 

standard warranty period, whichever is longer.  The warranty shall include all parts, labor, premise visits, mileage and all other 

expenses necessary to maintain the work for the warranty period. 

 

42.2 If seasonal limitations prevent performance of any required testing of the product, the warranty period for such equipment shall 

begin after the tests have been successfully performed. 

 

43. USE OF INFORMATION AND DOCUMENTS 

 

 The County and its officials, employees and agents will copy and use the response of the Bidder and documents included with the 

response, for various purposes related to analysis, evaluation, and decision to award a contract.  Following award the County may be 

required to allow inspection and copying of documents, and may also use the Bidders documents in connection with any resulting contracts 

with that Bidder.  The Bidder is responsible for obtaining any necessary authorizations for all such use of the documents and information, 

and for assuring that such copying and use is in conformance with laws related to trademarks and copyrights.  Any documents or 

information for which the Bidder has not obtained such authorization, or for which such copying and use is not authorized, shall not be 

submitted.  The undersigned Bidder agrees to indemnify, defend and hold the County, its officials, employees and agents harmless from 

any claims of any nature, including claims arising from trademark or copyright laws, related to use of information and documents submitted 

with the Bidders response. 
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APPENDIX - B 

 

INSURANCE REQUIREMENTS 

 

The following sections contain the general requirements of Hanover County, Virginia related to insurance coverage for those contracting 

with the County.  The CONTRACTOR (and its subcontractors) shall provide at least the insurance coverage and amounts specified in the 

"Insurance Checklist" found at the end of these requirements, plus any additional coverage and greater amounts as may be required by law 

or required elsewhere in this solicitation.   

 

1.0 General Insurance Requirements 

 

1.1 The CONTRACTOR shall not commence Work until the CONTRACTOR has obtained, at the CONTRACTOR's own expense, all 

of the insurance required hereunder and such insurance has been approved by the County; nor shall the CONTRACTOR allow any 

Subcontractor to commence Work on any subcontract until all insurance required of the Subcontractor has been obtained and 

approved by the CONTRACTOR.  Approval of insurance required of the CONTRACTOR will be granted only after submission to 

the County of original certificates of insurance signed by authorized representatives of the insurers or, at the County’s request, 

certified copies of the required insurance policies. 

 

1.2 All insurance required hereunder shall be in force throughout the term of the Contract, and for five years after Final Payment for the 

Work by the County with respect to products and completed operations liability.  Original certificates of insurance signed and 

submitted by authorized representatives of the insurers or, at the County’s request, certified copies of insurance policies, evidencing 

that all required insurance is in effect, shall be maintained with the County throughout the term of the Contract, and for five years 

after Final Payment for the Work by the County with respect to products and completed operations liability. 

 

1.3 The CONTRACTOR shall require all Subcontractors to maintain during the term of the Contract commercial general liability 

insurance, business auto liability insurance, workers compensation and employers liability insurance, and umbrella excess or excess 

liability insurance to the same extent required of the CONTRACTOR unless any such requirement is expressly waived or amended 

by the County in writing.  Immediately upon request, the CONTRACTOR shall have Subcontractors’ original certificates of 

insurance signed and submitted to the County by authorized representatives of the insurers. 

 

1.4 All insurance policies required hereunder should be endorsed to provide that the policy is not subject to cancellation, non-renewal 

or material reduction in coverage until 30 days prior written notice has been given to the County Purchasing Division.  The phrases 

"endeavor to" and "... but failure to mail such notice shall impose no obligation or liability of any kind upon the company, its agents 

or representatives" should be eliminated from the cancellation provision of standard ACORD certificates of insurance. 

 

1.5 No acceptance and/or approval of any insurance by the County shall be construed as relieving or excusing the CONTRACTOR or 

the CONTRACTOR’s Surety from any liability or obligation imposed upon either or both of them by the provisions of the 

Contract.  

 

1.6 If the CONTRACTOR does not meet the insurance requirements in this solicitation, the CONTRACTOR shall forward a written 

request to the County for a waiver of the insurance requirement(s) not met (accompanied by a statement from the 

CONTRACTOR’S insurance agent, broker, or insurer, stating the specific requirements not met), or approval in writing of alternate 

insurance coverage, self-insurance, or group self-insurance arrangements.  If the County denies the request, the CONTRACTOR 

must comply with the insurance requirements in the solicitation, or the County may award a contract to the next lowest responsive 

and responsible bidder whose insurance is acceptable to the County. 

 

1.7 All required insurance coverages must be underwritten by insurers legally allowed to do business in the Commonwealth of Virginia 

and acceptable to the OWNER.  The insurers must also have a policyholders' rating of "A-" or better, and a financial size of "Class 

VII" or better in the latest evaluation by A. M. Best Company, unless OWNER grants specific approval for an exception.  

1.8 Any deductibles or retentions in excess of $5,000 shall be disclosed on the original Certificate of Insurance or by attachment 

thereto, and are subject to County's approval.  Any deductible or retention amounts elected by the CONTRACTOR or imposed by 

the CONTRACTOR's insurer(s) shall be the sole responsibility of the CONTRACTOR. 

 

1.9 If the County is damaged by the failure or neglect of the CONTRACTOR to purchase and maintain insurance as described and 

required herein, without so notifying the County, then the CONTRACTOR shall bear all reasonable costs properly attributable 

thereto. 
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1.10 The following definition of the term "County" applies to all policies issued under the resultant contract:  "The County Board of 

Supervisors of Hanover County, Virginia, and its elected and appointed officials, officers, consultants, agents and employees, the 

Hanover County School Board, if applicable under the resultant contract, and any affiliated or subsidiary Board, Authority, 

Committee, or Independent Agency (including those newly constituted), provided that such affiliated or subsidiary Board, 

Authority, Committee, or Independent Agency is either a Body Politic created by the County Board of Supervisors of Hanover 

County, Virginia, Hanover County School Board, or one in which controlling interest is vested in Hanover County; and Hanover 

County Constitutional Officers." 

 

1.11 Should the CONTRACTOR fail to provide acceptable evidence of current insurance within seven days of written notice at any time 

during the Contract Term, the County shall have the absolute right to terminate the Contract without any further obligation to the 

CONTRACTOR, and the CONTRACTOR shall be liable to the County for the entire additional cost of procuring performance and 

the cost of performing the uncompleted portion of the Contract at the time of termination. 

 

2.0 CONTRACTOR's Liability Insurance 

 

2.1 The CONTRACTOR shall purchase and maintain the following insurance coverages and limits. 

 

2.1.1 Commercial general liability insurance or its equivalent for bodily injury, personal injury and property damage 

including loss of use. 

 

2.1.2 Business auto liability insurance or its equivalent* 

 

* If the CONTRACTOR is subject to Sections 29 and 30 of the Motor Carrier Act of 1980 and the rules and 

regulations of the Federal Highway Administration and Interstate Commerce Commission in connection with the Work 

to be performed under the Contract, the CONTRACTOR will obtain the MCS 90 endorsement to its automobile 

liability coverage. 

 

2.1.3 Workers compensation insurance or its equivalent with statutory benefits as required by any state or Federal law, 

including standard "other states" coverage; employers liability insurance or its equivalent. 

 

2.1.4 Umbrella excess liability or excess liability insurance or its equivalent including coverage for Commercial General 

Liability, Business Auto Liability; and Employers Liability. 

 

2.1.5 The County (using the definition of County in 1.10 above) shall be named as additional insured on the 

CONTRACTOR's commercial general liability insurance and umbrella excess or excess liability insurance policies. 

This insurance shall be primary to any other insurance or self insurance available to the County. 

 

2.2  If any liability insurance purchased by the CONTRACTOR has been issued on a "claims made" basis, the CONTRACTOR shall 

comply with the following additional conditions: 

 

2.2.1 The CONTRACTOR shall agree to have original certificates of insurance signed and provided by authorized 

representatives of the insurers provided to the County for a period of five years after Final Payment for the Work by the 

County.  Such certificates shall evidence a retroactive date no later than the beginning of the Work under the Contract; 

or 

 

2.2.2 The CONTRACTOR shall purchase an extended (minimum five years) reporting period endorsement for each such 

"claims made" policy in force as of the date of Final Payment for the Work by the County and original certificates of 

insurance signed and provided by authorized representatives of the insurers shall be provided to evidence the purchase 

of this extended reporting period endorsement.  Such certificate shall evidence a retroactive date no later than the 

beginning of the Work under the Contract. 
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INSURANCE CHECKLIST 

 

Items marked with an "X" are required. 

 

Coverage Required      Limits (Figures Denote Minimums) 

 

 X  1. Workers' Compensation* &   Statutory limits of the Commonwealth of Virginia 

 

 X  2. Employers' Liability*    $500,000 accident, $500,000 disease 

*If required by statute   $500,000 policy limit disease 

 

      3. USL&H Endorsement      Statutory 

 

 X  4. General Liability     $ 1,000,000 Combined single limit for BI & PD 

         each occurrence 

 X  5.     General aggregate limit   $ 2,000,000 

 ___ Applies per project 

 ___  Applies per location 

 

X  6. Products and Completed Operations $ 2,000,000 aggregate 

 

X  7   Personal Injury Liability   $ 1,000,000 each offense and aggregate 

 

     8.     Remove any XCU restrictions  

  ___  Explosion 

  ___ Collapse 

  ___ Underground 

 

X  9. Business Auto Liability    $ 1,000,000 BI & PD, each accident 

 

X   10.  Owned, Hired & Non-owned 

 

X  11. Motor Carrier Act End. (only if required by law) 

 

X  12. Umbrella Liability $ 1,000,000 per occurrence 

 

X  13. The Certificate holder shall be Hanover County, Virginia, Attn: Purchasing Division, P. O. Box 470, Hanover, Virginia  23069-0470, 

unless stated otherwise in the solicitation. 

 

      14. Other insurance indicated below. 
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APPENDIX C 

 

SAMPLE CONTRACT 

 

INVITATION TO BID NO. 12-021402-2245TP 

VEHICLE GLASS REPLACEMENT SERVICES 

HANOVER COUNTY, VIRGINIA 

 

CONTRACT 

 

THIS CONTRACT is entered into _________, 2012, by HANOVER COUNTY, a political subdivision of the 

Commonwealth of Virginia, (the County), and __________, (the Contractor) located at ____________, PH: (___) - ______. 

 

The parties agree that in consideration of the attached Fee Schedule, the Contractor will perform all services and deliver all 

goods in accordance with the requirements described in solicitation number 12-021402-2245TP, dated January 31, 2012. 

 

Contract documents, in addition to this CONTRACT and Hanover County solicitation number 12-021402-2245TP, are 

Attachment A – Fee Schedule, and the solicitation response of the Contractor, dated __________, 2012.   

 

Goods, services, labor and materials shall be provided in accordance with the contract documents.  This CONTRACT is the 

complete agreement between the parties and may not be altered except by written memorandum signed by the parties. 

 

The County agrees to make payment to the Contractor for goods and services provided within 30 days after receipt of an 

approved invoice. 

 

The signatures of the parties or their authorized representatives are set out below in acknowledgment of this agreement. 

 

 HANOVER COUNTY 

 

 

                          By:  (SEAL) 

Date Kathleen T. Seay, CPA, CISA 

 Director of Finance and Management Services Department 

   

  

 NAME OF BUSINESS 

 

 

   

Type of Business (Corporation, Partnership,  

 Sole Proprietor) 

 

 

  

State of Organization/Incorporation 

 

 

                          By:  (SEAL) 

 Date      Signature  

 

   

   

Typed or Printed Name 

 

 

   

Title 
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APPENDIX C 

ATTACHMENT – A 

 

FEE SCHEDULE FOR THE CONTRACT 

 

 

Name 

Address 

Phone 

Facsimile 

 

 

 

PART A. NAGS PRICING 

 

Item 1 – Glass      

Percentage discount indicated shall be inclusive of all installation kits, sealants and all other materials necessary to complete 

glass installation. 

        Percentage Discount from   

       NAGS Calculator       

 

d. Curved Windshields  ___% 

e. Curved Glass (other than windshields) ___% 

f. Tempered Flat Glass (selected parts supplied ___% 

 by manufacturers) 

 

Item 2 – Labor 

 

a. Labor Rate (based on NAGS hourly time) $   per hour 

 

 

PART B. OTHER PRICING 

 

Item 1 – Glass 

Pricing for the flat laminate safety glass shall include removal of existing glass, cutting and installation of new glass, 

installation kits, sealants and all other materials necessary for complete glass installation.   

 

a. Flat Laminate Safety Glass, clear  $   per square ft. 

b. Flat Laminate Safety Glass, tinted  $    per square ft. 

c. Flat Laminate Safety Glass, shaded  $    per square ft. 

 

Item 2 – Flat rate for labor and sealant of glass not purchased from the Contractor.  Price shall include installation kits, sealants 

and all other materials necessary to complete the work. 

 

a. Installation (primarily fire truck windshields) $  per glass 

b. Removal and reinstallation of existing glass $  per glass 

c. Resealing of existing glass  $  per glass 

 


