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REQUEST FOR QUOTATIONS(RFQ) #24202 

DRUG TESTING SERVICES 

 
PURPOSE AND SCOPE: The West Virginia Community & Technical College System 

(Council) is soliciting bids to establish an open-end contract for drug testing services 

required for individuals desiring to participate in the West Virginia Invests Grant Program 

(Program) as created by the WV Legislature under Enrolled 2019 Senate Bill 1 (Senate 

Bill). 

 

The Senate Bill requires qualified students who wish to participate in the program to have a 

drug test prior to each academic year of participation. The student is responsible for the 

cost of the test. 

 

The successful vendor will work with the Council staff to provide drug testing services 

for the qualified applicants to the Program. The results of the drug screening and 

testing will be used by the Council to determine Program eligibility and/or 

continuation. 

 

Over the past five years the program has averaged 1,300 recipients per year.  

 

It is the goal of the Council to keep the cost of the drug testing to a minimum due to 

the students bearing the responsibility of payment. 

 

The intended start date for these services is June 1, 2024. 

 

BID INFORMATION: 

 

Schedule of Events: 

 

Release of RFQ:  November 17, 2023        

Question Deadline:  December 4, 2023      

Addendum/Response to Questions: December 6, 2023  

Proposal Due Date: December 13, 2023    

Target Award Date:  December 29 with an effective date of June 1, 2024  
   

Posting of Information:  This RFP and any addenda, including answers to questions, will be 

posted at https://www.wvhepc.edu/resources/purchasing-and-finance/.    

 

All bids must be submitted electronically to Bid.receipt@wvhepc.edu (See Exhibit C for 

emailing requirements.) OR mailed/hand delivered to the address below. 

 

Bid delivery address: 
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WV Community & Technical College system 

1018 Kanawha Blvd., E, Suite 700 

Charleston, WV 25301 

Attention:  Kelley Smith 

 

Hand delivered or mailed bids should clearly identify the Bid/RFQ Number on the 

envelope. 

 

Kelley Smith is the sole point of contact for this RFQ. No other communication 

with Council staff is permitted. Any unauthorized communications may be 

reason for vendor disqualification. 

 

Your bid response will be considered a public document. As a public document, it will 

be disclosed to the public following the bid opening.  Submission of any bid 

constitutes your explicit consent to the public disclosure of your information. 

 

This RFQ contains mandatory provisions identified by the use of “will”, “shall” or 

“must”. Failure to comply with a mandatory provision in the RFQ will result in bid 

disqualification. 

 

Bidders should type or electronically enter the information on the Pricing Sheet 

provided in Exhibit A. 

 

A Mandatory Requirements Checklist is provided in Exhibit I to assist the vendor. It 

is not required to be completed or submitted with the bid. Vendor may submit the 

Checklist as an easy verification of mandatory requirement being met. 

 

DEFINITIONS: The terms listed below shall have the meanings assigned to them 

below. Additional definitions can be found in section 2 of the General Terms and 

Conditions. 

 

"Contract Services" means drug screening services as more fully described in these 

specifications. 

 

“DOT” means the US Department of Transportation 

 

"Medical Review Officer" means a person who is a licensed physician and who is 

responsible for receiving and reviewing laboratory results generated by the 

Council’s drug testing program and evaluating medical explanations for certain 

drug test results. 

 

“NIDA” means the National Institute of Drug Administration. 

“NG” means nanogram. 

"Pricing Page" means the pages, attached hereto as Exhibit A, upon which Vendor should 

list its proposed price for the Contract Services. 

 

“SAMHSA” means the Substance Abuse and Mental Health Services Administration, an 

agency of the US Department of Health and Human Services. 

 

"Solicitation" means the official notice of an opportunity to supply the State with goods 
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or services that is offered by the Council. 

 

“Vendor” means the entity submitting a bid in response to this RFQ, the entity that has 

been selected as the lowest responsible bidder or the entity that has been awarded the 

Contract. 

 

QUALIFICATIONS: Vendor (or Vendor's staff if requirements are inherently limited 

to individuals rather than corporate entities) shall have the following minimum 

qualifications: 

1. Vendor must be certified by the Substance Abuse and Mental Health Services 

(SAMHSA). A Copy of the certification should be submitted with bid response. 

This information may be required prior to contract award. 

 

2. Vendor must employ a full-time, board certified, toxicologist of the American 

Board of Forensic Toxicology. Copy of Certification should be included with bid 

submission. This information may be required prior to contract award. 

 

MANDATORY CONTRACT REQUIREMENTS AND DELIVERABLES: 
 

Drug Testing Services must meet or exceed the mandatory requirements listed below. 

 

1. Vendor will follow all requirements as outlined in the WV State Government HIPPA 

Business Associate Addendum. See Exhibit B. 

 

2. Vendor shall be responsible for collecting urine samples to test for substance 

abuse of substances for the clients referred to them by the Council. 

 

3. Vendor must require that the clients referred to them by the Council have a valid 

Drug Test Disclosure Form provided by the Council. A sample document form is 

found in Exhibit C. The final form will be provided upon start of the contract. 

 

4. Vendor shall test, record, submit for review and legally support confirmations of test 

specimens in conformity within the concentration cutoff levels as set forth below: 
 

 

Initial Test Analyte Initial Test 

Cutoff 

Concentration 

Confirmatory Test 

Cutoff Concentration 

Marijuana (THCA) 50 ng/mL 15 ng/mL 

Cocaine (Benzoylecgonine) 150 ng/mL 100 ng/mL 

Codeine/morphine 2000 ng/mL 2000 ng/mL 

Hydrocodone/hydromorphone 300 ng/mL 100 ng/mL 

Oxycodone/oxymorphone 100 ng/mL 100 ng/mL 

6-Acetylmorphone 10 ng/mL 10 ng/mL 

Phencyclidine 25 ng/mL 25 ng/mL 

Amphetamine/methamphetam

ine 
500 ng/mL 250 ng/mL 
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MDMA/MDA 500 ng/mL 250 ng/mL 

NOTE: IF THE STUDENT PROVIDES DOCUMENTATION OF A 

LEGALLY PRESCRIBED MEDICATION THAT IS INCLUDED IN THE 

DRUG TEST BUT WHICH COULD ALTER THE CONCENTRATIONS OF 

THE SUBSTANCE IN THEIR URINE, THE VENDOR MUST ANALYZE 

THE TEST RESULTS BASED ON THE PRESCRIPTION INFORMATION 

PROVIDED. 
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5. Vendor must have the capability to change screening cutoffs within thirty (30) days 

of a written request from the Council should the national cutoff levels be updated by 

the US Department of Health and Human Services. 

 
6. Vendor shall ensure that all test results are clearly marked as negative or positive. 

 
7. On an initial drug test, the analysis must report a result below the cutoff concentration 

as negative.  If the result is at or above the cutoff concentration, the analysis must 

also include a confirmation test. 

 
8. On a confirmation test, the analysis must report a result below the cutoff 

concentration as negative and a result at or above the cutoff concentration as 

confirmed positive. 

 
9. Vendor shall provide any and all follow-up testing, or analysis required to 

either confirm a positive result or eliminate a false positive. Positive results 

must be reviewed by the Medical Review Officer. 

 
10. Vendor will inform the participant of drug screen results within forty-eight (48) 

hours after collection of specimens for negative tests. For positive results, the 

participant shall be informed within forty- eight (48) hours after review of the 

results by the Medical Review Officer. 

 
11. Vendor will agree that specimen testing positive after both the screening and 

confirmation test shall be considered positive for the purpose of retaining the 

sample. Positive samples shall be retained in a frozen state by the vendor for 365 

calendar days. 

 
12. Vendor must maintain client records for six (6) years following the 

expiration/cancellation of any contract resulting from this request for quotation. 

This provision survives the termination of this contract. 

 
13. Vendor must ensure complete integrity of each specimen tested and respective test 

results by fully documenting receiving, transfer, and handling of all specimens by 

laboratory personnel using the chain-of-custody documentation compliant with 

Department of Transportation & National Institute of Drug Abuse (DOT/NIDA). 

See Exhibit D. 

 
14. Vendor must agree to abide within the rules of confidentiality issued by or through 

the United States DOT during this contract and/or after termination/cancellation 

of any contract award. (Exhibit E) 

 
15. At no additional cost to the Council, the vendor shall support the Council and the 

State of West Virginia with respect to all legal processes or confirmations, 

including providing answers to interrogatories, depositions, and providing an 

expert witness or witnesses to testify in court and other witnesses if needed to 

support its chain of custody and efficacy of its product and laboratory 

confirmation services. 
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REPORTING REQUIREMENTS: 

 

Vendor must provide access to the Council to a secure portal where a delimited CSV 

file can be downloaded that contains the up to date results of drug tests taken 

statewide. The file will contain the client’s unique identifier (WVSAM ID) as provided 

on the Drug Test Disclosure Form, client’s first name, last name, a negative/positive 

flag that indicates the results of the drug test, and the date the client took the drug test. 

The file must be able to be downloaded on demand through the portal. 

 
ADDITIONAL REQUIREMENTS: 

 

1. The vendor must have testing/collections sites within 20 miles of each institution 

participating in the Program. See Exhibit F for the name and address of 

participating institutions. Upon award of contract, vendor must provide a list of 

addresses of their testing/collection facilities and provide documentation of its 

distance to the institution(s). 

 
2. Vendor's business hours must accommodate clients between the hours of 8 AM 

to 5 PM Eastern Standard Time, Monday through Friday, except for all State and 

Federal holidays. These holidays are listed in Exhibit G. (Saturday hours 

encouraged) 

 
3. Vendor must accept walk-in clients. 

 
4. Vendor must ensure that any subcontracted facilities or services utilized meet the 

mandatory requirements of this request for quotation. 

 
5. Vendor must be able to provide services at all locations specified within this 

request for quotation within fifteen (15) days of issuance of award of contract. 

 
6. Upon award, vendor must become a registered vendor with the WV Purchasing 

Division and pay the required fee. 

 

7. Vendor must provide a website where clients can create a secure account to 

register for a drug screening, complete the WV Invests disclosure form, obtain 

registration information, find closest location to take the drug screen, and view 

results. The language on the website must be customizable by the Council. 

Website security information must be provided with the response. 

 
8. During its performance of this Contract, Vendor must designate and maintain a 

primary contract manager responsible for overseeing Vendor's 

responsibilities under this Contract. The Contract manager must be available 

during normal business hours to address any customer service or other issues 

related to this Contract. Vendor should list its Contract manager and his or her 

contact information below. 

 
Contract Manager: 

E-mail Address: 
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Telephone Number: 

Fax Number: 
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CONTRACT AWARD: 

 

1. Contract Award: The Contract is intended to provide the Council with a 

purchase price for the Contract Services that each student shall be required to 

pay. The Contract shall be awarded to the Vendor that provides the Contract 

Services meeting the required specifications for the lowest overall total cost. 

 
2. Pricing Page: Vendor should complete the Pricing Page, Exhibit A, by 

providing a per test fee based on the estimated number of tests shown to be 

conducted. Additional fees including, but not limited to fees for the handling of 

rejected specimens are the responsibility of the Vendor. Failure to complete the 

Pricing Page in its entirety may result in Vendor's bid being disqualified. 

 
3. Performance: Vendor and Agency shall agree upon a schedule for performance of 

Contract Services and Contract Services Deliverables. 

 
4. Payment: Vendor must accept multiple payment methodologies including cash, 

check and credit/debit card. 

 
VENDOR DEFAULT: 

 

The following shall be considered a vendor default under this Contract. 

 
1. Failure to perform Contract Services in accordance with the requirements 

contained herein. 

 
2. Failure to comply with other specifications and requirements contained herein. 

 
3. Failure to comply with any laws, rules, and ordinances applicable to the 

Contract Services provided under this Contract. 

 
4. Failure to remedy deficient performance upon request. 

 
The following remedies shall be available to Agency upon default. 

 
1. Immediate cancellation of the Contract. 

 
2. Any other remedies available in law or equity. 

 

 
GENERAL TERMS AND CONDITIONS: 

 

 

1. ACCEPTANCE: Issuance of a Purchase Order signed by the Director of Procurement 

and approved as to form by the Attorney General’s Office constitutes acceptance of the 

contract by and between the WV Community and Technical College System and the 
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Vendor. Vendor’s signature on its bid signifies the Vendor’s agreement to be bound by 

and accept the terms contained in this contract. 

 

2. APPLICABLE LAW: The laws of the State of West Virginia and the Procedural Rules 

of the Higher Education Policy Commission/WV Community and Technical College 

System shall govern all rights and duties under the Contract, including without limitation 

the validity of this Purchase Order/Contract. 

 

3. ASSIGNMENT: This contract may not be assigned without the express written consent 

of the Director of Procurement. 

 

4. CANCELLATION: This contract may be canceled upon 30 days written notice to the 

Vendor. 

 

5. COMPLIANCE: Vendor shall comply with all federal, state and local laws, regulations 

and ordinances, if applicable. 

 

6. OPEN END CONTRACT: Quantities listed in this RFP are approximations only,  based 

on estimates. It is understood and agreed that the Contract shall cover the actual quantities 

required during the Contract period. 
 

7. RENEWAL: The Contract may be renewed upon mutual written agreement of the parties. 

The initial term of contract is one (1) year and may be renewed for an additional four (4) 

years. 

 

8. TERMINATION: In the event of a breach by the Vendor of any of the provisions of this 

contract, the Institution reserves the right to cancel and terminate this contract forthwith 

upon giving written notice to the Vendor. The Vendor shall be liable for damages suffered 

by the Council resulting from the Vendor’s breach of contract. 

 

9.  INSURANCE: The successful Vendor shall furnish proof of insurance for 

Professional/Malpractice/Errors and Omission Insurance in at least the amount of 

$1,000,000 per occurrence. 

 

10.  WORKERS’ COMPENSATION INSURANCE: The vendor shall comply with the laws 

relating to Workers’ Compensation, shall maintain workers’ compensation insurance 

when required and shall furnish proof of workers’ compensation insurance upon request. 

 

11. PRICING: The pricing set forth herein is firm for the life of the Contract unless a price 

adjustment provision is included in the Vendor’s bid. 

 

12. INDEMNIFICATION: The Vendor agrees to indemnify, defend, and hold harmless the 

Council, their officers, and employees from and against: (1) Any claims or losses for 

services rendered by any subcontractor, person, or firm performing or supplying services, 

materials, or supplies in connection with the performance of the Contract; (2) Any claims 

or losses resulting to any person or entity injured or damaged by the Vendor, its officers, 

employees, or subcontractors by the publication, translation, reproduction, delivery, 

performance, use, or disposition of any data used under the Contract in a manner not 

authorized by the Contract, or by Federal or State statutes or 
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regulations; and (3) Any failure of the Vendor, its officers, employees, or subcontractors 

to observe State and Federal laws including, but not limited to, labor and wage and hour 

laws. 

 

13.  ADDITIONAL INSTITUTION AND LOCAL GOVERNMENT USE: This Contract 

may be utilized by institutions, spending units, and political subdivisions of the State of 

West Virginia; county, municipal, and other local government bodies; and school districts 

("Other Government Entities"), provided that both the Other Government Entity and the 

Vendor agree. Any extension of this Contract to the aforementioned Other Government 

Entities must be on the same prices, terms, and conditions as those offered and agreed to 

in this Contract, provided that such extension is in compliance with the applicable laws, 

rules, and ordinances of the Other Government Entity. A refusal to extend this Contract 

to the Other Government Entities shall not impact or influence the award of this Contract 

in any manner. 



 

EXHIBIT A 

PRICING SHEET FOR RFQ #24202 

Required Services: 
 

 

 

Fixed Price per test* $ 
 
 

*Please note if there are any further cost reductions available depending on 

volumes of tests requested: 
 

 

 

 

(Signature)* 
 

 

(Name Printed) 
 

 

(Vendor Company Name) 
 

 

(Vendor Address) 
 

 

(Vendor Contact for this RFQ) 
 

 

(Phone Number/E-mail address) 

*BY SIGNING THIS PRICING SHEET, I CERTIFY THAT I HAVE THE 

NECESSARY AUTHORITY TO COMMIT MY COMPANY TO THESE 

PRICES. 

Urine collection, drug testing, urine storage, postage/mailing costs and other 

services as contained in the RFQ. 





EXHIBIT B CONT.



EXHIBIT B CONT.



EXHIBIT B CONT.



EXHIBIT B CONT.



EXHIBIT B CONT.



EXHIBIT B CONT.



EXHIBIT B CONT.
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Recipient Signature Date 

. 
West Virginia Community and Technical College System
WV Invests Grant Program
1018 Kanawha Boulevard East, Suite 700 

Charleston, West Virginia 25301

Phone: (304) 558-4618 E-mail: WVInvests@wvctcs.org

Drug Test Authorization Form       
Take this form to an eligible drug testing facility. You may find an eligible drug testing facility near you at 
www.WVInvests.org. Applicant for the WV Invests Grant Program is responsible for the cost of the drug 
screen.

____________________________________________________________________
Printed Name                                                                             Date

____________________________________________________________________ 
Signature

A GOVERNMENT ISSUED PHOTO ID MUST BE PRESENTED WITH THIS FORM AT THE 
DRUG SCREENING FACILITY

You must  receive a negative result from the drug test to be eligible to participate in the WV Invests Grant 
Program. The drug test must be taken within 60 days prior to the start of each term. Drug test results outside of 
the 60 day window will not be accepted. Your term start date is _____________________. 

The drug test must be completed between _______________________ and __________________________. 
Not valid outside of these dates.

__________________________________   _______________________________   _______ 

Last Name   First Name MI

_______________________________________________

WV Invests Grant ID

Authorized by: to be completed by drug testing facility staff.

_________________________________________________________________________________________ 
Address                                                                     City                                            State              Zip

By signing this form I authorize the drug testing company to release my drug test results to the WV Invests 
Grant Program to be used only for determining eligibility for the WV Invests Grant.

_________________________________________________________ _________________________

EXHIBIT C



EXHIBIT D



EXHIBIT E



 

 

 

Institution Listing: 

EXHIBIT F 

 

 

Blue Ridge Community & Technical College 

Main Campus: Martinsburg, WV 

 
BridgeValley Community & Technical College 

Main Campus: South Charleston, WV 

 
Eastern WV Community & Technical College 

Main Campus: Moorefield, WV 

 
Mountwest Community & Technical College 

Main Campus: Huntington, WV 

 
New River Community & Technical College 

Main Campus: Beaver, WV 

 
Pierpont Community & Technical College 

Main Campus: Fairmont, WV 

 
Potomac State College 

Main Campus: Keyser, WV 

 
Southern WV Community & Technical College 

Main Campus: Mount Gay 

 
WV Northern Community College 

Main Campus: Wheeling, WV 

 
WVU Parkersburg 

Main Campus: Parkersburg, WV 



 

EXHIBIT G 
 

 

 

WV State Holidays: 

 

The State of WV observes twelve (12) state holidays each year and 

closes early on two other days. In addition, employees do not work 

during statewide primary and general elections. 

 
 

New Year’s Day 

Martin Luther King Jr. Day 

Presidents’ Day 

Memorial Day 

West Virginia Day (June 20th) 

Independence Day 

Labor Day 

Columbus Day 

Veteran’s Day 

Thanksgiving Day and the day after 

Christmas Eve (1/2 day) 

Christmas Day 

New Year’s Eve (1/2 day)



EXHIBIT H



 

 

EXHIBIT I 

 

RFQ# 24202 MANDATORY REQUIREMENTS CHECKLIST 

This checklist is provided as an aid to vendors when preparing bids. It is not required to be 

completed and returned but may be included with the bid if the vendor desires. 

Note: Requirements have been abbreviated for use in this checklist. Full language of the 

requirements is contained in the RFQ document. 

QUALIFICATIONS 
 

REQUIREMENT MET NOT MET 

Vendor must be certified by the Substance Abuse and Mental Health 

Services. 
  

Vendor must employ a full-time, board certified, toxicologist of the American 
Board of Forensic Toxicology. 

  

 

MANDATORY CONTRACT REQUIREMENTS AND DELIVERABLES 
 

REQUIREMENT MET NOT MET 

Vendor to follow HIPPA.   

Vendor shall be responsible for collecting urine samples to test for 

substance abuse of substances for the clients referred to them by the Council. 
  

Vendor must require that the clients referred to them by the Council have a 
valid Drug Test Disclosure Form provided by the Council.  

  

Vendor shall test, record, submit for review and legally support confirmations 

of test specimens in conformity within the concentration cutoff levels. 
  

Vendor must have the capability to change screening cutoffs within thirty (30) 

days of a written request from the Council. 

  

Vendor shall ensure that all test results are clearly marked as Pass or Fail.    

On an initial drug test, the analysis must report a result below the cutoff 
concentration as negative. 

  

On a confirmation test, the analysis must report a result below the cutoff 
concentration as negative and a result at or above the cutoff concentration as 

confirmed positive. 

  

Vendor shall provide any follow-up testing or analysis required to confirm 
results. Positive tests must be reviewed by the Medical Review Officer.  

  

Vendor will inform the participant of drug screen results via US Postal 

Service as described in bid document. 

  

Positive samples shall be retained in a frozen state by the vendor for 365 
calendar days. 

  

Vendor must maintain client records for six (6) years.   

Vendor must ensure complete integrity of each specimen tested and lab 

personnel as per DOT/NIDA 
  

Vendor must agree to abide within the rules of confidentiality issued by or 
through the United States DOT. 

  

At no additional cost to the Council, the vendor shall support the Council and 

the State of West Virginia with respect to all legal processes or confirmations. 
  



 

EXHIBIT I CONT. 
 

 

REPORTING REQUIREMENTS 
 

 MET NOT MET 

Vendor must provide a secure web portal where a delimited CSV file 

that contains the results of drug tests taken statewide can be 
downloaded on demand with up to date drug test results. 

  

 
ADDITIONAL REQUIREMENTS: 

 

 MET NOT MET 

Testing sites w/in 20 miles of each institution.   

Vendor must accommodate clients between the hours of 8 AM to 5 PM EST   

Vendor must accept walk-in clients.   

Vendor must ensure that any subcontracted facilities or services meet the 

mandatory requirements. 

  

Vendor must be able to provide services at all locations specified within 
fifteen (15) days of issuance of contract. 

  

Vendor must provide secure portal for client use and provide website security 
information. 

  

Vendor must sign the Purchasing Affidavit   

Vendor must register with the Purchasing Division upon award of the contract.   

Vendor must ID a contract manager.   

Vendor must accept multiple payment methods.   
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GUIDELINES FOR VENDORS FOR BID SUBMISSIONS VIA EMAIL 

NOTE: This document is specific to the competitive solicitation processes, where bid submissions must 
arrive at the closing location on time.  

 
1. Purpose of These Guidelines 

The Commission/Council may post opportunities that allow vendors to submit their bids / 
proposals / responses (known as submissions) electronically via email. This document is 
intended to assist vendors in understanding: 

• the risks associated with submitting an emailed submission; and 

• the pitfalls that should be avoided if emailing a submission. 

 
NOTE: Vendors who deliver submissions via email do so at their own risk; the Commission/ 

Council does not take any responsibility for any emailed submission that: 

• does not arrive on time; 

• is rejected; or 

• contains corrupted electronic files. 

 
2. Risks 

Although emails are sent every day without incident, there are a number of risks that could occur 
and delay the receipt of an email. An email submission is deemed to have been received once it 
arrives in the Commission/Council’s Electronic Mail System. Emailed submissions that arrive late 
will not be considered, regardless of the reason, and vendors will not have the option to 
resubmit after the closing date and time. 

 

Following are some of the reasons that may delay an email, or cause an email to be rejected by 
the Commission/Council’s email system: 

i. Delays can occur as an email moves from server to server between the sender and the 

recipient, meaning that the time when an email is received can be later – and sometimes 

considerably later – than the time when it was sent. The Commission/Council will 

consider the time that an email was received by the Commission/Council’s email system 

as the official time for any emailed submission. 

ii. The Commission/Council’s email system has technical and security limitations on the size 

and type of files that will be accepted. Emails containing attachments that exceed 30 MB 

cannot be accepted.  

iii. The Commission/Council’s email system has protocols whereby an email may be 
investigated as potential spam or containing a virus / malware. Such protocols may result 
in an email being sent to the recipient’s inbox late. 

iv. The Commission/Council’s email system has protocols whereby an email may be 

Kelley Smith
Typewriter
Exhibit J
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investigated as having Personally Identifiable Information (PII).  An email determined by 
the system to contain PII or data of a similar appearance of PII will not be delivered.   

v. The Commission/Council’s email system is designed to reject any email that is 

considered spam or that contains a virus or malware. On occasion, an email may be 

falsely flagged and rejected. Copies of rejected emails are not kept in the email system, 

and therefore no possibility exists to retrieve an emailed submission that has been 

rejected. 

vi. In addition, it is possible that one or more attachments to an email to become 

corrupted and therefore inaccessible to the Commission/Council’s email system. 

Vendor will not have the option to resubmit after closing if the attachments cannot be 

opened.  Further, the Commission/Council cannot open any submission prior to closing 

to confirm whether or not the files have been corrupted. 

 
3. Vendor Guidance for Emailed Submissions 

1. Never assume that a solicitation allows for emailed submissions. Emails should only be used 

as a delivery mechanism when the opportunity expressly allows for it. 

 

2. Never assume which email address is being used for submissions, when emailed submissions 

are permitted. Carefully read the instructions and ask questions well in advance of closing if 

the email address for submissions is not clear. Submissions that are emailed to any address 

other than the one expressly stated for the purpose may be rejected as missing a mandatory 

requirement of the solicitation. 

 
3. Avoid using generic subject lines in the emailed submissions that do not clearly identify the 

solicitation name and / or number as well as the vendor organization name.  The subject 

line of the email should be:  BID FOR xxxxxxxxx DUE WEDNESDAY xxxxxxxxxx AT 3:00PM.   

A sample email subject line for an open bid might be:  BID FOR 21001 DUE WEDNESDAY, 

APRIL 7, 2021 AT 3:00PM. 

 
4. Avoid multiple emails from the same vendor for the same opportunity wherever possible. If 

multiple emails cannot be avoided (e.g., the collective size of the emails exceeds the 

maximum size allowed), identify how many emails constitute the full submission and 

provide clear instructions on how to assemble the submission. Multiple submissions from 

the same vendor for the same opportunity may result in rejection if these instructions are 

unclear. 

 
5. Vendors may update, change, or withdraw their submission at any time prior to the 

closing date and time. If emailing updates or changes, do not submit only the changes 

that then require collation with the previous submission. Instead, a complete revised 

package with clear instructions that it replaces the earlier submission should be sent. This 

will help to avoid any confusion as to what constitutes the complete submission. 
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6. Avoid emailing submissions in the last 60 minutes that the solicitation is open. Sufficient 

time should be left prior to closing to ensure that the email was received, and to resubmit 

before closing if a problem occurs. 

 
7. Do not assume that the email has been received. If a confirmation email is not received 

shortly after sending the email, contact the named Contact on the solicitation to confirm 

whether or not their submission was received. In addition, send the emailed submission 

with a delivery receipt request. If unsure how to send an email with a delivery receipt 

request, contact the vendor’s own system support personnel or search online for 

instructions specific to the vendor’s email system (e.g., Outlook, Gmail, etc.) 

 
8. If the confirmation email is not received, do not resubmit without first contacting the named 

Contact. Resending a submission should only occur once confirmation is received that the 

original email was not received, and enough time is left for receipt of the submission prior to 

the closing date and time. 

 
9. Do not ignore any message from the Commission/Council regarding rejection of an emailed 

submission. If such a message is received prior to closing, contact the named Contact on the 

opportunity immediately. 

 
10. If time permits prior to closing, possible remedies for a rejected or missing emailed 

submission include: 

i. If the collective size of the emailed attachments exceeds 30 MB, resubmit it over 

multiple emails, clearly identify how many emails constitute the full submission and 

how to collate the files. 

ii. If the emailed submission included zipped or executable files, unzip or remove the 

executable the files and resubmit over one or more emails (see previous bullet if the 

files collectively exceed 30 MB). 

iii. Resend the submission from a different email account. 

iv. If permitted in the opportunity, use an alternative method to deliver the submission 

(e.g., mailed or hand delivered). 

 
Note:  None of these remedies are applicable after the closing date and time. 
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