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Division in hard copy format. 
 



































































































































WV-75 Construction Bid Submission Review Form 

WV-75 
4/7/2022 

State of West Virginia 

PURCHASING DIVISION 
Construction Bid Submission Review Form 

This list has been provided for informational purposes only and is not to be construed as a complete list of request for 
quotation or bidding requirements for any individual construction project. This list does not and cannot include every item, 
mistake or oversight that could cause a contractor’s bid to be disqualified.  Rather, this list is intended to draw attention to 
some of the most common problems that the Purchasing Division encounters in the bidding process for construction 
projects. All potential bidders must read the request for quotation, all additional documents, and all instructions relating 
thereto (“Bid Documents”) in their entirety to identify the actual request for quotation and bidding requirements.  Failure to 
read the Bid Documents in their entirety and comply with the stated requirements contained therein may result in bid 
disqualification.    

Errors That Shall Be Reason for Immediate Bid Disqualification 

1. Failure to attend a mandatory pre-bid meeting
2. Failure to sign the bid
3. Failure to supply a valid bid bond or other surety approved by the state of West Virginia
4. Failure to meet any mandatory requirement of the solicitation
5. Failure to submit bid prior to the bid opening date and time
6. Federal debarment
7. State of West Virginia debarment or suspension

Errors that May Be Reason for Bid Disqualification Before Contract Award 

1. Failure to acknowledge receipt of Addenda (only if stipulated as mandatory)
2. Debt to the state or political subdivision (must be cured prior to award)
3. Workers’ Compensation or Unemployment Compensation delinquency (must be cured prior to

award)
4. Not registered as a vendor with the state of West Virginia (must be cured prior to award)
5. Failure to obtain required bonds and/or insurance
6. Failure to provide the sub-contractor listing within one business day of bid opening or one

business day of the request to do so by the Purchasing Division
7. Failure to supply West Virginia contractor’s license number with bid or within one day of

Purchasing Division request to do so
8. Failure to supply a signed drug-free workplace affidavit with bid or within one day of

Purchasing Division request to do so
9. Failure to use the provided solicitation form (only if stipulated as mandatory)





Drug Test Results for the following categories for the year 2021: 

    Number        Number  
  Positive Tests  Negative Tests 

A) Pre-employment and New Hires 0 29 

B) Reasonable Suspicion: 0 16 

C) Post-Accident: 0 0 

D) Random: 0 0 

Name of laboratory: Advantage Occupational Medicine 

Average Number of employees in connection with the construction on the public improvement: __1__ 



To All City Construction Company, Inc. Employees: 

Enclosed you will find a revised Drug-Free Workplace Policy. Please be aware that we participate with 

the State Law requiring random testing. This is mandated to not bar us from publicly funded projects. If 

your name is chosen at random your supervisor will be notified and you will have to report for the test 

the same day as notified. Please read and review this policy. 

The random testing will be at the following location. 

Bridgeport Express Care 

1370Johnson avenue 

Bridgeport, WV 26330 

Phone: 304-842-3330 

Hours: Monday thru Friday 8am to 8pm 

Saturday & Sunday 9am to 5pm 

If you have any questions or concerns, please contact the HR Department. 

Thank you for your cooperation in returning your acknowledgement. 

Kesley Myers 

Human Resource Manager 





,, 

Drug-Free Workplace Policy 

Policy 

City Construction Company has a vital interest in maintaining a safe, healthy, and efficient 
working environment. Being under the influence of a drug or alcohol on the job poses serious 
safety & health risks to the user and to all those who work with the user. This policy prohibits 
the manufacture, distribution, dispensation, storage, possession, sale, or use of drugs, 
controlled substances, or alcohol on City Construction Company premises, jobsites and 
vehicles during working hours. 

Purpose and Goal 

City Construction Company is committed to protecting the safety, health and well being of all 
employees and other individuals in our workplace. We recognize that alcohol abuse and drug 
use pose a significant threat to our goals. We have established a drug-free workplace program 
that balances our respect for individuals with the need to maintain an alcohol and drug-free 
environment. 

Scope 

This policy applies to all employees of City Construction Company. 

Definitions 

Alcohol: The intoxicating element in whiskey, wine, beer, and other fermented or distilled 
products; classed as a depressant drug. 

Alcohol Test: The procedure conducted to determine if an individual is under the influence of 
alcohol. 

Under the Influence of Alcohol: Affected in such a manner that there is a recognizable 
impairment in physical and/or mental ability. The concentration of .08 of 1 % or more by weight 
of alcohol in the blood, or concentration of .08 of 1 gram or more by weight of alcohol per 210 
liters of breath. 

Conviction: A finding of guilt or imposition of sentence, or both, by any judicial body charged 
with the responsibility to determine violations of Federal and State statues. 

1 



Controlled Substance: A substance that is defined in Schedules I through V of Section 202 of 
the Controlled Substance Act (21 U.S.C. 812). 
Drug: Any chemical, substance, or mixture of chemical and substance used as a medicine or 
as an ingredient in a medicine in the treatment of illness or disease, or which affects any bodily 
function or organ. 

Legal Drug: Drugs, medications or over-the-counter products that have been legally obtained 
and which are being used for the purpose for which they were prescribed or manufactured. 

Illegal Drugs: Drugs which are not legally obtainable, or which are legally obtainable but have 
not been legally obtained. 

Drug Test: The procedure using a drug screen in urine specimens that are collected from 
individuals for the purpose of scientifically analyzing the specimens to determine if the 
individual ingested, was injected or otherwise exposed to a drug of abuse. 

Random Drug Testing: The procedure in which employees who perform safety-sensitive tasks 
are selected to undergo a drug test by a statistically valid random selection method with out 
prearrangement or planning. 

Safety-sensitive duty: The means of any task or duty fraught with such risks of injury to the 
employee or others that even a momentary lapse of attention or judgment, or both, can lead to 
serious bodily harm or death. 

Search: To examine closely and carefully in attempt to gain knowledge, establish facts, or to 
find specific things or objects. 

Workplace: The entire physical City Construction Company premises, including roadways, 
parking lots, vehicles, docks, and adjacent railroad and/or waterfront facilities. For this policy, 
the word workplace also includes City Construction Company vehicles away from the physical 
City Construction Company premises. 

Drug and Alcohol Screening 

City Construction Company may require a blood test, urinalysis, or other drug alcohol 
screening for: 

1. Persons seeking employment with City Construction Company.
2. Employees suspected of using or being under the influence of or impaired by drugs,

controlled substances, or alcohol.
3. Random substance testing will be instituted by random selection of employees of at

least 10% a year.
4. Post accident/Post incident testing: After an employee has had an injury or near miss

or is involved in an incident with property damage.
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To ensure the accuracy and fairness of our testing program, all testing will be conducted 
according to Substance Abuse and Mental Health Services Administration (SAMHSA) 
guidelines where applicable and will include a screening test. 

All drug-testing information will be maintained in separate confidential records. 

Any employee who tests positive will be immediately removed from duty, referred to a 
substance abuse professional for assessment and recommendations, required to successfully 
complete recommended rehabilitation including continuing care and required to pass a Return­
to-Work Agreement. 

An employee will be subject to the same consequences of a positive test if he/she refuses the 
screening of the test, adulterates, or dilutes the specimen, substitutes the specimen with that 
from another person or sends an imposter, will not sign the required forms or refuses to 
cooperate in the testing process in such a way that prevents completion of the test. 

Prohibited Behavior 

It is a violation of our drug-free workplace policy to use, possess, sell, and/or trade alcohol, 
illegal drugs or intoxicants. 

Pre-Employment Screening 

City Construction Company will maintain pre-employment screening practices, which are 
designed to identify those individuals whose use of drugs or alcohol indicates a potential for 
impaired or unsafe job performance. 

City Construction Company will require pre-employment substance screening of all applicants 
to whom City Construction Company will advise each applicant of the intent to test for 
substances and require the applicant to permit the results of the test be made available to 
management. If an applicant does not wish to have screening test performed, the pre­
employment interview process or examination will be terminated. If the applicant refuses the 
screening test or if the test confirms the use of an unauthorized substance, the applicant will 
be disqualified from further employment consideration for a minimum of twelve months. 

Employees who drive City Construction Company vehicles must notify City Construction 
Company of any alcohol related motor vehicle statute convictions within five (5) days after 
such conviction. This notification is separate from that which is required for Annual Certification 
by the Federal Motor Carrier Safety Regulations, and such notification of conviction is a 
condition of employment. 

Notification of conviction shall be made in writing to the facility manager, and managers shall 
transmit such notification to the Human Resources Manager as soon as possible after receipt. 
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Testing 

Reasonable Cause/Suspicion Testing: Reasonable suspicion testing will occur when 
management has reason to suspect that an employee may be in violation of this 
substance abuse program. The suspicion will be documented in writing and may occur based 
upon observed behavior, abnormal conduct, erratic behavior, arrest or conviction for drug 
related offenses. This includes employees who have undergone or are undergoing treatment 
for substance abuse or misuse. All City Construction Company managers/supervisors will be 
trained to recognize drug and alcohol related signs and symptoms. 

Random Testing: Random substance testing will be instituted for all City Construction 
Company Employees (at least 10% yearly). You must report the same day as notified to a 
testing facility that has been approved by the company. 

Post Accident/Incident Testing: After an employee has had an injury or near miss or is involved 
in an incident with property damage, City Construction Company reserves the right to request 
a drug test. 

Notification of Selection 

An individual selected for random testing, and the individual's first-line supervisor, shall be 
notified the same day the test is scheduled, preferably, within two hours of the scheduled 
testing. The supervisor shall explain to the employee that the employee is under no suspicion 
of taking drugs and that the employee's name was selected randomly. 

Deferral of Testing 

An employee selected for random drug testing may obtain a deferral of testing if the 
employee's first line and higher-level supervisors concur that a compelling need necessitates a 
deferral on the grounds that the employee is: 

1. In a leave status (sick, annual, administrative, or leave without pay)
2. In official travel status away from the test site or is about to embark on official travel.

scheduled prior to testing notification.
An employee whose random drug test is deferred will be subject to an unannounced test within 
the following 60 days. 

Opportunity to Justify a Positive Test Result 

When a confirmed positive result has been returned by the laboratory, the Medical Review 
Officer shall perform the duties set forth in the Mandatory Guidelines. For example, the 
Medical Review Officer may choose to conduct employee medical interviews, review employee 
medical history, or review any other, relevant biomedical factors. The Medical Review Officer 
must review all medical records made available by the tested employee when a confirmed 
positive test could have resulted from legally prescribed medication. Evidence to justify a 
positive result may include, but is not limited to: 

1. A valid prescription
2. A verification from the individual's physician verifying a valid prescription.
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Individuals are not entitled, however, to present evidence to the Medical Review Officer in a 
trial-type administrative proceeding, although the Medical Review Officer has the discretion to 
accept evidence in any manner the Medical Review Officer deems most efficient or necessary. 
If the Medical Review Officer determines there is no justification for the positive result, such 
result will then be considered a verified positive test result. 

Disciplinary Action 

Violation of the rules contained in this Policy can result in disciplinary action, up to and 
including dismissal or termination of employment. Violation of the rules contained in this Policy 
can also result in mandatory placement of offending employees in a substance abuse or 
rehabilitation program. Participation in, and the successful completion of, such a program are 
conditions of employment. 

The finding of the presence of any illegal drug, controlled substance or alcohol above the cutoff 
levels established in the Appendices to the Federal Motor Carrier Safety Regulations following 
a test or screening will be considered prima facie evidence of a violation of the rules contained 
in this Policy, or if any employee is caught adulterating or tampering a drug or alcohol test, 
shall be subject to appropriate disciplinary measures up to and including terminating 
employment, in accordance with City Construction Company drug-free workplace policy 

City Construction Company in its discretion may utilize a three-tier disciplinary approach 
depending upon the individual circumstances of each violation. City Construction Company 
reserves the right to render any disciplinary action appropriate to the specific circumstances up 
to and including termination for any violation of this policy. Nevertheless, City Construction 
Company will, when appropriate, utilize the three-tier disciplinary approach. When this 
approach is used, the first (1) positive test will result in a two (2) day suspension without pay 
and a mandatory meeting with Company owners before returning to work. A second (2) 
positive test will result in an indefinite suspension without pay and the employee will be 
required to undergo a mandatory 28-day rehabilitation program and meeting with Company 
owners before being considered to return to work. In the event of a third (3) positive test the 
employee will be automatically dismissed from employment. If the employee refuses to take 
the test it will be treated as the employee has tested positive and the same three tier 
disciplinary approach will go into effect. Before returning to work after any offense, the 
employee must sign a Return-to-Work Agreement and will be on probation for one year. During 
that one year the employee is subject to random drug or alcohol tests at any time. The repeat 
of offense in that one-year probationary period may result in termination. 

Searches 

Searches of employees, employee's lockers, and employee personal property may be 
conducted when there is a reasonable suspicion to believe that the employee or employees 
are in violation of the rules contained in this Policy. While City Construction Company has the 
right to conduct reasonable searches on its property, every effort must be made to preserve 
the rights and dignity of employees subject to such searches. 
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Reporting the Possession or Use of Prescription Drugs and Medicines 

The use of legal drugs and/or medication by individual employees may affect the job 
performance of the using employees, the safety or other employees, the safe and efficient 
operations of City Construction Company, or the safety of the public at large. 

Employees are urged to discuss the effects of any drugs or medication with their doctors when 
such drug or medications are prescribed, and to request a statement on possible impairments 
or effects. This statement will aid the facility manager in deciding of potential impairment. 

Employees who are using over-the-counter drugs or medications are urged to read the 
information furnished with the drug or medication carefully, and to bring that information to the 
facility manager. This information will aid the facility manager in deciding of potential 
impairment. 

Employees who are using legal drugs and/or medication must report such use to the facility 
manager for a determination that such use will not expose the employee or any other 
employees or members of the public at large to hazards that may result from impairment. If the 
facility manager determines that employee performance or safety hazards exist, the employee 
may be required to take a leave of absence or comply with other appropriate actions to 
minimize any potential impairment problems. 

Education & Training 

City Construction Company provides written education of the following: 

1. Detailed information about the content of the City· Construction Company drug and
alcohol policy.

2. Information on the effects and consequences of drug and alcohol use on personal
health, safety, and the work environment.

3. Information on the manifestations and behavioral causes that may indicate drug or
alcohol use or abuse.

Supervisors will be provided 2 hours of drug-free workplace supervisor training for all 
supervisory employees and annually thereafter. 

1. How to recognize drug or alcohol problems.
2. How to document behaviors that demonstrate a possible drug or alcohol problem.
3. How to confront employees with the problem from observed behaviors.
4. How to initiate reasonable suspicion and post-accident testing.
5. How to handle the procedures associated with random testing.
6, How to make the appropriate referral for assessment and assistance.
7. How to follow up with employees returning to work after a positive result.
8. How to handle drug-free workplace responsibilities in a manner that is consistent with

collective bargaining agreements.

A hard copy of this policy will be given to each City Construction Company employee, which 
includes an employee-signed acknowledgement receipt for each employee. 
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Assistance 

City Construction Company recognizes that alcohol and drug abuse and addiction are 
treatable illnesses. We also reaiize that early intervention and support improve the success of 
rehabilitation. To support our employees, our drug-free workplace policy: 

• Encourages employees to seek help if they are concerned that they or their family
members may have a drug and/or alcohol problem.

• Encourages employees to utilize the services of qualified professionals in the
community to assess the seriousness of suspected drug or alcohol problems and
indentify appropriate sources of help.

• Ensures the availability of a current list of qualified community professionals.
Treatment for alcoholism and/or other drug use disorders may be covered by the
employee's benefit plan. However, the ultimate financial responsibility for
recommended treatment belongs to the employee.

Community Resources 

The employer is to provide a list of available community resources for seeking assistance 
when an employee has tested positive, or if the employee acknowledges the need for a 
substance abuse program. 

If the employees need additional information; it will be supplied by City Construction 
Company's Human Resources Department. 

Confidentiality 

City Construction Company has appointed competent physicians to serve as Medical Review 
Officers. City Construction Company has designated its facility managers as the individuals 
responsible for liaison with the Medical Review Officers in the establishment and coordination 
of testing or screening programs, communication of testing or screening results, and for 
maintaining secured confidential files which are separate and distinct from any other 
employment records. These individuals are responsible for maintaining the confidentially of 
any records and files generated under this Policy, and any information contained in these files· 
may be shared only with the affected employee, with the Medical Review Officers, and with 
other persons on a strict 'need to know' basis. A facility manager may designate an alternate 
responsible individual who will serve in that capacity in the event of absence, travel, or 
incapacitation of the manager. 

Shared Responsibility 

A safe and productive drug-free workplace is achieved through cooperation and shared 
responsibility. Both employees and management have important roles to play. 
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Shared Responsibility 

A safe and productive drug-free workplace is achieved through cooperation and shared 
responsibility. Both employees and management have important roles to play. 

In addition, employees are encouraged to: 

• Be concerned about working in a safe environment.
• Support fellow workers in seeking help.
• Report dangerous behaviors to their supervisors.

It is the supervisor's responsibility to: 

• Inform employees of the drug-free workplace policy.
• Observe employee performance.
• Investigate reports of dangerous practices.
• Document negative changes and problems in performance.
• Counsel employees as to expected performance improvement.
• Clearly state consequences of policy violations.

Communication 

Communicating our drug-free workplace policy to both supervisors and employees is critical to 
our success. To ensure all employees are aware of their role in supporting our drug-free 
workplace program: 

• All employees will receive written copy of the policy.
• The policy will be reviewed in orientation sessions with new employees.
• The policy and assistance programs will be reviewed at safety meetings.
• Employee education about the dangers of alcohol and drug use and availability of help

will be provided to all employees.
• Every supervisor will receive training to help him/her to recognize and manage

employees with alcohol and other drug problems.
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City Construction Company, Inc. 

DRUG-FREE WORKPLACE POLICY 

ACKNOWLEDGEMENT FORM 

1 acknowledge that I have received a copy of the Drug-Free Workplace Policy and that I have 
read and understand this document. 

1 further understand that this Policy supersedes and replaces all prior policies, handbooks, or 
other publications related to these personal matters. 

1 understand that if I refuse to consent to drug and alcohol screening or if I test positive and fail 
to meet my obligation under the Drug-Free Workplace Program, 1 will be subject to disciplinary 
action, including termination of employment. 

Employee's Signature Date 



SECTION 00 42 13 BID FORM – CONSTRUCTION

Prepared by ETB Architects 2022 WVARNG – Clarksburg Window & HVAC Renovations

West Virginia Army National Guard Clarksburg Armory Bidder: _______________________________________________
Windows & HVAC Renovations
Harrison County
Clarksburg, WV

BASE BID, GENERAL BUILDING CONSTRUCTION
The undersigned Bidder, having carefully examined the Bidding Requirements, Agreement, Conditions of the Contract, Drawings,
Specifications, and all subsequent Addenda as prepared by E.T. Boggess Architects, having visited the site, and being familiar
with all conditions and requirements of the Work, hereby agrees to furnish all material, labor, equipment and services necessary
to complete the construction of:

WVARNG Clarksburg Window & HVAC Renovations

for the above-named project, in accordance with the Contract Documents prepared by E.T. Boggess Architects.  List the bid
amount for each area of work listed below, along with the combined total Base Bid Sum.

Amount for completion of the Work:
Schedule of Values for Work Package 01 Description $ Value

Division 1 General Requirements $

Division 2 Selective Demolition $

Division 8 Window/Door Replacement $

Division 9 Finishes – Preparation and Painting $

Division 23 HVAC $

Division 26 Electrical $

Total Base Bid Amount

Dollars ($ _____ )

ALLOWANCES (Refer to Specification Section 01 21 00)

A. Cash Allowance No. 1:  Unforeseen Conditions.
Allow $10,000 for Unforeseen Conditions.

B. Cash Allowance No. 2:  Masonry Patch/Repair.
Allow $7,500 for Masonry Patch/Repair.

C. Cash Allowance No. 3:  Door Hardware.
Allow $10,800 for Door Hardware.

BID GUARANTEE
The undersigned Bidder agrees to execute a contract for this Work in the above amount and to furnish surety as specified within
10 days after Notice of Award, if offered within 30 days after receipt of bids, and upon failure to do so agrees to forfeit to the
Owner the attached bid bond, as liquidated damages for such failure, in the amount of:

Dollars ($  _____            )
the stated amount constituting five percent (5%) of the Total Base Bid amount above; otherwise the bid bond shall be returned to
the undersigned.

City Construction Company, Inc.

5% of Amount Bid 5%

112,075.00
  20,450.00
406,860.00
  21,200.00
489,900.00
  34,670.00

1,085,200.00One million eighty five thousand two hundred dollars
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