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	Bidder’s Package
Minor Projects

	Issue Date:
	5-7-14

	Project Title:
	Title

	Project Number:
	00000

	Project Location:
	Building

	Owner:
	Washington University in St. Louis

One Brookings Drive

St. Louis, Missouri

	Owner’s Representative:
	Washington University School of Medicine

Facilities Management Department

Design and Construction Division

660 South Euclid

Campus Box 8034

St. Louis, Missouri 63110
 [insert contact name]


	Architect:
	[Insert company name, contact name, address, phone & fax]

	Engineer(s):
	[Insert company name, contact name, address, phone & fax]

	BID DUE DATE:
	[Insert day, date and time]
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INVITATION TO BID
The Washington University (the “Owner”) invites Bidders to submit a Bid using the form of Bidder’s Proposal, attached to this Invitation to Bid.  Bids are being solicited from the following invited list of Bidders.
[NOTE:  Insert list of Bidders]
Aschinger Electric, 877 Horan, Fenton, MO 63026, 636/343-1211
Schaeffer Electric, 4667 Green Park Road, St. Louis, MO 63123, 314/892-7800

National Electric, 1230 Pierce Ave., St. Louis, MO 63110, 314/241-0960
Only Bids from those qualified Bidders receiving an Invitation to Bid will be considered.  Prime bidders shall receive sub-bids only from those approved Prime Subcontractors when a list is provided, and then only in the work categories indicated.  

The Work consists of [NOTE:  Insert a complete description of the types of work that will be the Bidder's responsibility.  Specific details and items should be included only if required to clarify the Bidder's responsibility].
At time of the opening of the Bids, each Bidder will be presumed to have inspected the Site and to have read and to be thoroughly familiar with the Work and/or Plans and/or Bid Documents (including all Addenda). The failure or omission of any Bidder to visit the Site or examine any form, instrument or document shall in no way relieve any Bidder from any obligation in respect to its Bid.

The contractor shall furnish a 1-year warranty for all work.

INSTRUCTIONS TO BIDDERS
I. RECEIPT AND OPENING OF BIDS
A. To be considered, the Bidder’s Proposal (to be completed on the form attached hereto must be complete, typewritten or handwritten in ink, in both words and figures and signed by the Bidder (the “Bid”).
B. An original plus two copies of the Bid must be submitted in a sealed envelope marked with the words “Bid Enclosed” and bearing, on the outside, the name of the Bidder along with the Bidder’s address and the name and number of the Project for which the Bid is submitted.  Bids shall be delivered to the reception desk at the office of: (Erase the above if the bid form will be scanned and sent to the project manager.)
Senior Contract Mgt. Liaison, Washington University, Purchasing Services, 700 Rosedale, St. Louis, Missouri  63112, before 3:00 p.m. on _______________ (“Bid Due Date”).  Any packages delivered to the wrong address are subject to disqualification.
OR

(Use the below for projects <$25,000 or for projects of greater value with the approval of Greg Parrott.)

Email a scanned copy of the form to the WUSM accounting manager at otisj@wustl.edu before 3:00pm on __________________ (“Bid Due Date”)

C. Any Bid received after the Bid Due Date will not be considered.

D. Bids shall be valid for sixty (60) days after the Bid Due Date.

E. By submitting a Bid, Bidder agrees to carry out all of the provisions set forth in the Bid Documents, according to their full intent and meaning.

F. No Bid will be opened prior to the Bid Due Date.  All bids will be opened by Owner in private; no public Bid opening will be scheduled.  
II. SITE VISIT AND WALK-THROUGH
A. Bidders are required to attend a pre-bid meeting and walk-through of the Site on [NOTE: insert day of week, date, time and location of initial gathering place].  All subcontractors should attend.  Failure to attend will not be a basis for future claims or for scheduling additional walk-throughs before bid time.
B. Bidders and their subcontractors are encouraged to visit the Site to become familiar with the Project and the extent and character of the work involved, to verify all dimensions and to inform themselves fully of the existing conditions and the conditions under which the Work is to be performed.
C. Bidders should contact Project manager name (314-777-7777) if they wish to visit the Site at times other than the date and time scheduled for the official pre-bid meeting and walk-through.
III. TAXES AND PERMITS
A. Taxes

1. Bidder will be required to pay all social security and unemployment taxes and be responsible for withholding such taxes and for complying with any other state or federal requirements in this regard.  The Bid shall include and the Bidder shall pay or withhold as applicable all local, state and federal taxes, license fees, assessments and charges related to the Work.
2. Owner represents that it is exempt from sales tax under Missouri state law and certain purchases by Bidder of materials for the Project may be exempt from certain sales taxes pursuant to §144.062 RSMo.  Owner will provide the successful Bidder with a Project Tax Exemption Certificate for the Project in order to obtain the benefits of §144.062 RSMo.  The Project Tax Exemption Certificate shall be renewable for the Project at the option of Owner and only for the purpose of revising the Project Tax Exemption Certificate expiration date as necessary to complete the Project.

B. Permits.  Bidder shall at its own expense, procure and maintain all licenses, permits (including occupancy permits), inspections and approvals necessary for the execution of the Work.
C. The Plans consist of the following: If no plans or specifications exist and the work just consists of the work description on the invitation to bid, delete 1 & 2 below.
1. Drawings

[NOTE:  Either 1) list here all contract drawings. List by name of preparer, drawing number, title, last revision number and date.  Long lists shall be divided by disciplines; OR 2) insert the words “See Attached Drawings”].

2. Specifications:

[NOTE:  Either 1) List here all specifications. List by name of preparer, specification section, title, last revision number and date.  Long lists shall be divided by CSI divisions OR 2) insert the words “See Attached Specifications”].
IV. OTHER REQUIREMENTS
A. Alternates.  In addition to the Base Bid, the Owner requests Alternate Proposals for [NOTE:  Insert brief identification of alternates if applicable. If none, delete this paragraph] which Owner may elect to accept.
B. Upon execution of a Contract, the successful Bidder will be required to submit a certificate of insurance, properly endorsed, that complies with the insurance requirements of the Contract Documents. No employee or subcontractor of Bidder or any other person will be permitted to perform any work at the Project Location until Owner has received and approved the required certificate of insurance. Such certificate of insurance shall be delivered to the Owner’s Representative who will be responsible for forwarding it to the appropriate individuals for review and approval. Project Manager to check the yearly certificate file holders list.
C. Material & Equipment: Owner Furnished, Owner Installed.  The Owner will furnish and install [NOTE:  Identify/list Owner-furnished and Owner-installed material or equipment, including the location and date of delivery, if applicable.  If none, remove and replace this paragraph with “Not Used”].  Bidder shall include in its Base Bid to receive and store Owner-furnished material and equipment.
D. Material & Equipment:  Owner Furnished, Contractor Installed.  The Owner has purchased and will furnish to Bidder the following:

[NOTE:  List any material and/or equipment to be furnished by Owner and installed by Bidder.  If none, remove and replace this paragraph (and all subsections) with “Not Used”]

1. The Owner will provide the Bidder with two (2) copies of all available shop drawings, setting drawings, dimensional and weight data, specific manufacturer's installation requirements and other information required for the rough-in, rigging, setting, connection, and startup of the Owner furnished equipment.

2. The Bidder shall receive, unload, store, and install this equipment.  The Bidder shall be responsible for coordinating all aspects of the delivery, installation and startup of these units with Owner’s Representative, and for making all piping connections, electrical connections and interlocks.  When the Owner-furnished equipment/material is received damaged or contains malfunctioning parts due to a vendor or manufacturer error, the Bidder shall act for the Owner and negotiate with the vendor/manufacturer for replacements, back-charges, or technical service.  The Bidder shall act for the Owner in coordinating the delivery of such equipment or material in close cooperation with the Owner’s Representative and the manufacturer or sales agent designated by the Owner.
3. The Owner furnished equipment and/or material that is installed by Bidder shall carry a warranty against defective workmanship by Bidder to the same extent specified for all Bidder furnished work, equipment and material.  It shall be the responsibility of the Bidder, during the term of the warranty, to respond to reports of evident malfunction or failure, as though the equipment or material had been furnished by Bidder, conduct the necessary diagnostic efforts, and if the malfunction is deemed by Bidder to be the manufacturer's warranty liability, to so resolve this responsibility with the manufacturer as the Owner’s agent.
V. NON-DISCRIMINATION AND EQUAL OPPORTUNITY
A. Equal Employment Opportunity/Non-discrimination.  By submitting a Bid, Bidder warrants that in any contract for work or services performed in connection with the Project, shall include the Bidder, any transferees, lessees, designees, successors and assigns thereof, including without limitation any entity related to the Bidder by one of the relationships described in Section 267(b) of the United States Internal Revenue Code of 1986, as amended), its employees, contractors, subcontractors, and material suppliers shall comply with all applicable federal, state and local laws, ordinances or regulations governing equal opportunity and nondiscrimination (the “Laws”).  Moreover, the Bidder shall contractually require its contractors, subcontractors and material suppliers to comply with the Laws.  Neither the Bidder nor any of its contractors or subcontractors shall contract with any party known to have been found in violation of the Laws.
Additionally, the contract with the successful bidder will require that the contractor use reasonable and good faith efforts to ensure that minority business enterprises and qualified ethnic minorities have a meaningful opportunity to participate in the work that is the subject of the contract.  The successful bidder will routinely meet with and report its efforts in these areas to Owner.  The successful bidder will work cooperatively with Owner’s Office of Supplier Diversity to document its good faith efforts and to address areas of concern, if any.
Bidder is to complete all blank spaces of this form.  Enter “None”, “No Bid” or “Not Applicable” if necessary.  Amounts shall be shown in both words and figures.  In case of discrepancy, the amount shown in words will govern.

Submitted By:
______________________________________________

Bidder
______________________________________________

Street Address

______________________________________________

City                     State                                        Zip Code

______________________________________________

Telephone Number

______________________________________________

Bidder’s Contact Name

Project:

Washington University in St. Louis Project # ________________
Project Title: 
_____________________________________________________

Project Scope:   See invitation to Bid.
Bid Due Date:
_____________________________________________________

Mark box if Bidder is:


MBE firm


WBE firm
Certified by: ____________________________________________________________
VI. (Name of certifying agency)Base Bid Proposal

A. To Washington University (the “Owner”):  Bidder hereby proposes to furnish all labor, materials, transportation, services and equipment necessary and/or reasonably required to construct and properly execute the Work included in the Bid Documents and to provide a complete and operable project, for the following amount (“Base Bid”):

__________________________________________Dollars ($_____________)
B. This Bid shall be valid for sixty (60) days after the Bid Due Date.
C. Upon receipt of a written Notice of Acceptance of Bid, the successful Bidder shall be required to execute a contract with the Owner for construction of the Work (the “Contract”).  Such Contract, along with any required payment and performance bonds, shall be executed and delivered to Owner within fifteen (15) days of receipt of the Notice of Acceptance of Bid.

D. Bidder acknowledges that Owner may consider non-responsive any bid not prepared and submitted in accordance with the provisions hereof and may waive informalities or reject any or all bids.  
VII. Completion Date

Bidder agrees to complete the Work in ________________________calendar days from notice of award.
VIII. Alternate Bids

A. The above Base Bid may be changed in accordance with any or all of the following Alternate Bids as Owner may elect. Remove III if no Alternates.
B. Alternate Bid No. 1:
Add Description. 
Check one of the following:
  Add     Deduct: 

______________________________________________Dollars ($________).

OR

· No Change of Base Bid
C. Alternate Bid No. 2:
Add Description 
Check one of the following:
  Add     Deduct: 

______________________________________________Dollars ($________).

OR

· No Change of Base Bid
IX. Unit Price Bids

A. The above Base Bid may be changed in accordance with the following Unit Price Bids when Owner orders or approves more or less of certain items in the scope of work of the Base Bid or if the quantity required by the Bidding and Contract Documents is increased or decreased. Additions or deductions of the Unit Price Bid include mobilization/demobilization, all related work and materials.  Insert "No Change" wherever applicable. Remove IV if no unit price bids.
B. Unit Price Bid No. 1:
Add Description.
Check one of the following:
  Add     Deduct: 

_______________________________________________Dollars ($________) 
OR

· No Change of Base Bid
X. Equal Employment Opportunity, Non-discrimination and MBE/WBE Utilization
Failure to complete this section will result in your bid being considered non-responsive and will result in the disqualification of your bid.

A. By submitting this Bid, Bidder represents and warrants that it does not discriminate in access to, or treatment or employment in, its activities on the basis of race, color, age, religion, sex, sexual orientation, national origin, gender identity or expression, veteran status or disability.  

B. By submitting this Bid, Bidder warrants that in any contract for work or services performed in connection with any construction project for or on behalf of the Owner, Bidder (which term shall include the contractor, any transferees, lessees, designees, successors and assigns thereof, including without limitation any entity related to the contractor by one of the relationships described in Section 267(b) of the United States Internal Revenue Code of 1986, as amended), its employees, contractors, subcontractors, and material suppliers shall comply with all applicable federal, state and local laws, ordinances or regulations governing equal opportunity and nondiscrimination (the “Laws”).  Moreover, the Bidder shall contractually require its contractors, subcontractors and material suppliers to comply with the Laws.  Neither the Bidder nor any of its contractors or subcontractors shall contract with any party known to have been found in violation of the Laws.

C. Bidder shall state the dollar amount of sub-contracting work to be let to minority and women owned firms and the dollar amount of materials to be ordered from minority or women owned businesses (attach additional sheets as necessary):
	Name, Address & Telephone Number
	Specialty
	Dollar Participation
	List All Principals

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


D.
Bidder’s on-site workforce participation of qualified ethnic minorities and women on the Project, if any, is:
Minority: _________ percent of total workforce

Women: _________ percent of total workforce

XI. Cost of General Conditions 

Costs for general conditions allowed to the General Contractor.  The maximum cost of general conditions for change orders after the contract has been awarded is: __________________%.
XII. Labor Rate Breakdown
See Attached.

XIII. Addenda Received

Bidder Acknowledges receipt of the following addenda issued after the Issue Date of the    Invitation to Bid and before the Bid Due Date (if none, so state): ______________________________________________________________________________

Bidder’s Proposal Submitted By:

_______________________________

Bidder’s Name

By: _____________________________

Print Name:_______________________

Title: _____________________________

DATE:____________________________

[END:  BIDDER’S PROPOSAL]
	LABOR RATE BREAKDOWN

	
	
	
	
	
	
	
	
	
	
	

	________________________________
	 
	 
	
	 
	 
	
	FROM:                  TO:
	 

	CONTRACTOR/SUBCONTRACTOR
	CRAFT
	
	LOCATION
	
	EFFECTIVE DATES

	
	
	
	
	
	
	
	
	
	
	

	RATE
	
	STRAIGHT TIME RATE
	TIME AND A HALF RATE
	DOUBLE TIME RATE

	BASE HOURLY RATE
	JOURNEY MAN
	FOREMAN
	GENERAL FOREMAN
	JOURNEY MAN
	FOREMAN
	GENERAL FOREMAN
	JOURNEY MAN
	FOREMAN
	GENERAL FOREMAN

	 
	% F.I.C.A.
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	% State & Federal Unemployment Tax
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	% WC* (State Portion Only)
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	% Other Insurance**
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	Welfare Fund
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	Vacation Fund
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	Apprentice Fund
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	Pension
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	Other Union***
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	Subtotal
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	%Overhead****
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	Total Rate
	0
	0
	0
	0
	0
	0
	0
	0
	0

	
	
	
	
	
	
	
	
	
	
	

	Contractor/Subcontractor's markup for Overhead & Fee is _______ Percent (____%) on materials, _______ Percent (_____%) on subcontracts, and a combination
	

	totaling _______ Percent (____%) for Contractor and Subcontractor on subcontracts.
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	*Use predominate rate for craft for Workers Compensation/Employer Liability (WC)
	
	
	
	
	
	
	

	**Other Insurance includes Auto, General Liability and Excess Liability as a percent of Direct Labor.
	
	
	
	
	
	

	***Attach sheet if necessary.
	
	
	
	
	
	
	
	
	

	****Overhead is calculated based on straight time costs only.  Straight time costs include taxes, insurance and benefits.  Fee is based on straight time costs plus calculated

	Overhead amount.  Use same hourly OH & P amounts for overtime.  
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