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 ADDITIONAL INFORMATION:                                                                                                             
The WV State Treasurer's Office is soliciting bids to establish a contract for Forklift Maintenance for a 3-year base term per the attached Agency
Instructions to Vendors, General Terms & Conditions, and Specifications.

 INVOICE TO                                                                                            SHIP TO

WEST VIRGINIA STATE TREASURERS OFFICE
322 70TH ST SE

CHARLESTON WV25304

US

MANAGER OFFICE SERVICES

WEST VIRGINIA STATE TREASURERS OFFICE - WAREHOUSE
7300 MACCORKLE AVE SE

CHARLESTON WV 25304

US

Unit Price Total PriceUnit Issue Line Commodity Line Description Qty
1 Forklift Maintenance - Preventive

Maintenance
12.00000 QTR

Commodity Code Manufacturer SpecificationModel #

Extended Description

72154022

Annual Maintenance
(Billed on a Quarterly basis for 3 years base term)

 INVOICE TO                                                                                            SHIP TO

WEST VIRGINIA STATE TREASURERS OFFICE
322 70TH ST SE

CHARLESTON WV25304

US

MANAGER OFFICE SERVICES

WEST VIRGINIA STATE TREASURERS OFFICE - WAREHOUSE
7300 MACCORKLE AVE SE

CHARLESTON WV 25304

US

Unit Price Total PriceUnit Issue Line Commodity Line Description Qty
2 Forklift Maintenance - Corrective

Maintenance
30.00000 HOUR

Commodity Code Manufacturer SpecificationModel #

Extended Description

72154022

Corrective Maintenance - Labor Rate (Estimate10 hours per year, 30 hours for 3 years)
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 INVOICE TO                                                                                            SHIP TO

WEST VIRGINIA STATE TREASURERS OFFICE
322 70TH ST SE

CHARLESTON WV25304

US

MANAGER OFFICE SERVICES

WEST VIRGINIA STATE TREASURERS OFFICE - WAREHOUSE
7300 MACCORKLE AVE SE

CHARLESTON WV 25304

US

Unit Price Total PriceUnit Issue Line Commodity Line Description Qty
3 Forklift Maintenance - Corrective

Maintenance
3000.00000 PCT

Commodity Code Manufacturer SpecificationModel #

Extended Description

72154022

Corrective Maintenance - Parts Cost (Estimate Cost of Parts per year; $1000 x 3 years)

 SCHEDULE OF EVENTS
Event DateEventLine

1 Vendor Questions Due by 2:00pm
EST

2020-06-02











































REQUEST FOR QUOTATION 
 Solicitation# ARFQ STO2000000015 

Forklift Maintenance  
 

SPECIFICATIONS 
 
 

1. PURPOSE AND SCOPE:  The West Virginia State Treasurer’s Office is soliciting bids to establish 
an open-end contract for Forklift Maintenance on one (1) electric Forklift. In accordance with WV 
Purchasing Handbook, Agency Delegated Acquisition Procedures, Section 5, the total payments 
under this Agency contract shall not exceed $25,000 for the initial term of the service.   

 
Questions must be submitted in writing by email or fax to the designated buyer listed below:   

 Vendor Questions are due by June 2, 2020 by 2pm. EST 

 Buyer Information: Steve Lewis / email:  purchasing@wvsto.com / fax: 304-340-1518 

 
1.1 Current Equipment:  The one (1) Forklift requiring maintenance is a Caterpillar 2EC25 

Electric Forklift, Serial Number: A2EC263996. 
 

1.1.1  Approximately 500 hours on the run meter. 
 

1.1.2  Battery is a Hawker 18-85-25, Serial Number: WF167100.  
 

1.1.3 The Forklift is located at 7300 MacCorkle Ave SE, Charleston, WV.  
 

2. 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. 

 
2.1 “Forklift Maintenance” means Preventive Maintenance and Corrective Maintenance services 

provided by Vendor under this Contract.  
 

2.2 “Preventive Maintenance” means activities that have been specifically identified on Exhibit 
A.  Preventive maintenance is intended to include regularly scheduled activities that are known 
and anticipated in advance rather than one-time repairs.   

 
2.3 “Corrective Maintenance” includes all work not identified as Preventive Maintenance on 

Exhibit A.  Corrective Maintenance is intended to cover work performed on an as-needed basis 
to identify and correct a malfunction or failure and testing to ensure that equipment is in proper 
working order after the repair.   

 
2.4 “Pricing Pages” means the schedule of prices, estimated quantity, and totals attached hereto 

as Exhibit B.  
 

2.5 “RFQ” means the official solicitation, known as a Request for Quotations, published by the 
Agency and identified as ARFQ STO2000000015 

 
 

mailto:purchasing@wvsto.com
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3. PERFORMANCE REQUIREMENTS:  Vendor shall provide Agency with Forklift 

Maintenance on an open-end and continuing basis as outlined in this Contract. 
  

3.1 Forklift Maintenance (Preventive and Corrective) 
 

3.1.1 Vendor shall provide Forklift Maintenance in accordance with manufacturer’s 
recommendations and specifications, as well as industry best practices and activities 
listed in Exhibit A attached hereto and incorporated herein by reference.  

  
3.1.2  Vendor shall furnish all equipment, tools, and parts necessary for the performance of 

the Forklift Maintenance.  Equipment and tools will be provided at no cost to the 
Agency.     

 
3.1.3 Vendor shall provide expendable materials used in the scope of performing under this 

Contract at no cost to the Agency.  Such items may include, but are not limited to, 
grease, cleaning supplies, rags, etc. 

 
3.1.4 Vendor shall be responsible for any clean up resulting from battery, fluids or grease 

spills during the performance of this contract.  
 

3.1.5 Vendor may only remove equipment from service for a period of 24 hours or more with 
written permission from the Agency.  Any request to remove equipment for 24 hours 
or more must include a description of the work required and an estimate of the time the 
equipment will be out of service. 
 

3.1.6 Vendor shall maintain a continuous 24-hour emergency telephone service where they 
can be reached every day of the week, including Sundays and Holidays.   
 

3.1.7 Vendor shall not perform any Forklift Corrective Maintenance under this contract 
without prior approval from Agency. 
 

3.1.8 Vendor shall furnish a warranty of 12 months for all labor performed under this 
contract. 

 
3.2 Preventive Maintenance:  

 
3.2.1 Vendor shall perform Preventive Maintenance on a quarterly basis in accordance with 

a schedule mutually agreed upon by the Vendor and Agency.   
 

3.2.2 Vendor will be compensated for Preventive Maintenance activities through a quarterly 
fee.  Vendor must provide parts necessary to perform Preventive Maintenance at no 
additional cost to Agency.  Any cost for such parts must be included in the Preventive 
Maintenance fee.  

 
3.2.3 Vendor shall submit a proposed schedule of all Preventive Maintenance within 5 days 

of Vendor being awarded this contract for approval by Agency, at Agency’s discretion.     
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3.3 Corrective Maintenance: 
 

3.3.1 Vendor shall perform Corrective Maintenance as needed to restore the Forklift to 
working order.  Vendor shall bill for Corrective Maintenance on an hourly basis.  Parts 
for Corrective Maintenance may be billed using the multiplier bid as described below.   

  
3.3.2 Vendor shall respond to Corrective Maintenance calls from Agency by phone or in 

person within two hours and must arrive on site to begin performance as soon as 
possible, but no later than four hours after Vendor is notified of the request.  Vendor 
may only deviate from the required four-hour response time with written permission 
(via email or fax) from the Agency.  

 
3.3.3 Corrective Maintenance must be performed between the hours of 7:00 A.M. and 3:00 

P.M., Monday through Friday, excluding Holidays, unless the Agency approves work 
at another time.   

 
3.3.3.1 Agency may request Corrective Maintenance on an emergency basis by 

notifying the Vendor of the emergency.  Vendor must respond to all emergency 
requests within 30 minutes of being notified of the emergency request and 
arrive on site to begin performance no later than two hours after being notified 
of the emergency.  Emergency requests can be authorized by staff of its 
Purchasing Division and/or Records & Security Division. A list of individuals 
will be provided upon award of contract. 

 
3.3.4 Parts: 

 
3.3.4.1 Vendor is responsible for procuring all necessary parts needed to perform 

Forklift Maintenance under this Contract within the time frames established 
herein.  Vendor must, however, obtain advanced approval from Agency prior 
to purchasing any part in excess of $250.00.  Freight charges for parts are not 
permitted.  
 

3.3.4.2 Vendor shall be able to obtain most parts within four (4) business days. 
 

3.3.4.3 Parts Warranty:  Vendor shall provide a copy of the manufacturer’s warranty 
on parts with the invoice.  

 
3.3.4.4 Parts for Corrective Maintenance may be billed using the multiplier bid as 

described below.  
 

4. FACILITIES ACCESS:  The facilities identified in this contract may require access cards and/or 
keys to gain entrance.  

4.1 Vendor must identify principle service personnel which will be issued access cards and/or 
keys to perform service. 
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4.2 Vendor will responsible for controlling cards and keys and will pay replacement fee, if the 
cards or keys become lost or stolen. 

4.3 Vendor shall notify Agency immediately of any lost, stolen, or missing card or key. 

4.4 Anyone performing under this Contract will be subject to Agency’s security protocol and 
procedures. 

4.5 Vendor shall inform all its staff of Agency’s security protocol and procedures. 

 
5. QUALIFICATIONS: 

5.1 Experience:  Vendor, or Vendor’s employees that will be performing work under this 
contract, must have at least five (5) years’ experience with Caterpillar Electric Forklifts and 
Hawker Batteries. Vendor should provide information confirming its experience with its bid 
response, but shall provide such information upon request by agency, prior to contract award. 

5.2 Training:  Vendor, or Vendor’s employees that will be performing under this contract, shall 
be trained and/or certified to provide Forklift Maintenance on Electric Forklift listed above. 

5.3 Factory Authorization:  Vendor must be authorized by the applicable manufacturer to 
perform repair and warranty work on the equipment listed above.   

 
 
6. REPORTS:  Vendor shall provide all reports as outlined below. 
 

6.1 Preventive Maintenance Log:  Vendor shall provide a Preventive Maintenance log yearly. 
The Vendor also must keep all logs for the duration of the contract. The Preventive 
Maintenance log must include a listing of all Preventive Maintenance performed, the name of 
the individual performing the Preventive Maintenance, the date it was performed, and the time 
spent performing the Preventive Maintenance.  Vendor must submit a log to Agency with 
each invoice submitted for payment.   

6.2 Corrective Maintenance Log:  Vendor shall maintain a log of all Corrective Maintenance 
performed under this Contract.  The log must include the name of the individual performing 
the Corrective Maintenance, a description of the work performed, a list of any parts that were 
repaired or replaced, the total time spent performing the Corrective Maintenance, and the date 
and time Corrective Maintenance was performed.  Vendor shall submit a copy of this log to 
Agency upon Agency’s request. Vendor must submit a log of Corrective Maintenance to 
Agency with each invoice submitted for payment.   

7. TRAVEL:  Vendor shall be responsible for all mileage and travel costs, including travel time, 
associated with performance of this Contract.  Such costs will not be paid by the Agency. 

 
8. CONTRACT AWARD:  This Contract will be awarded to the Vendor meeting the required 

specifications that provides the lowest Total Cost on the Pricing Pages. 
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8.1 Pricing Pages:  Vendor should complete the Pricing Pages (Exhibit B) by inserting the 
requested information in the appropriate location and performing the calculations necessary to 
arrive at a total cost.  The requested information includes: A quarterly cost, an hourly labor 
rate, a parts multiplier, a total yearly cost, the total labor cost, the total parts cost, and the total 
cost.  Vendor should complete the Pricing Pages in their entirety as failure to do so may result 
in Vendor’s bid being disqualified.     

The Pricing Pages contain an estimated number of labor hours and an estimated cost for parts.  
The estimates for labor and parts represent an amount that will be utilized for evaluation 
purposes only.  No future use of the Contract or any individual item is guaranteed or implied.   
 
Vendor should type or electronically enter the information into the Pricing Pages to prevent 
errors in the evaluation.  Notwithstanding the foregoing, the Purchasing Division may correct 
errors at its discretion.  An example of a properly completed Pricing Page is shown below for 
reference purposes only: 
 
 
Annual Maintenance x  One (1) Time per Year (Paid Quarterly) 
 
$ 400 per Quarter x 4 = $1,200__ Yearly Cost (a) 
 
 
Corrective Maintenance: 
 
Hourly Labor Rate  x   Estimated Hours  =  Total Labor Cost  
 
$ 80.00 per hour    x 10 =  $800 (b) 
 
 
Estimated Parts Cost     x        Multiplier   = Total Parts Cost 

 
$1,000  x 1.5  = $ 1,500 (c) 
 
       (a + b + c) Total:  $3,500.00 per year 
 

        
9. ORDERING:   
 

9.1 Preventive Maintenance Ordering:  After award of this Contract, Agency and Vendor shall 
agree upon a Preventive Maintenance schedule.  The Agency shall then issue a delivery order 
against this Contract covering the agreed upon Preventive Maintenance to be performed.     

 
9.2 Corrective Maintenance Ordering:  The Agency shall define the scope of each Corrective 

Maintenance project to be performed under this Contract and submit it to Vendor for a cost 
quote prior to Vendor’s commencement of any work.  The cost quote must detail the intended 
scope of work required to complete the project and contain an itemized listing of time and parts 



REQUEST FOR QUOTATION 
 Solicitation# ARFQ STO2000000015 

Forklift Maintenance  
 

that will be required.  If the Vendor’s quote is satisfactory to the Agency, then Agency will 
issue a delivery order allowing Vendor to commence work.  This delivery order shall have a 
unique number, reference the master contract number, and detail the scope of work for the 
project in question.  Issuance of the delivery order to the Contractor shall be considered 
authorization to begin work.  If the Agency determines that the cost quote is not satisfactory, 
then Agency and Vendor shall work to obtain a satisfactory cost quote by modifying the project, 
requesting different parts, performing labor with state employees, or other methods that Agency 
and Vendor deem appropriate.   

 
9.3 Vendor is not permitted to perform any work other than that specified on the delivery order 

issued under this section. 
 

10. BILLING / PAYMENT: 
 

10.1 Preventive Maintenance: All labor and parts associated with the Preventative Maintenance 
activities must be included in the quarterly charge.  Vendor may submit invoices electronically 
to obtain payment for Preventive Maintenance (purchasing@wvsto.com). Payment will be 
made in arrears; no advance payment of services is permitted.   

 
10.2 Corrective Maintenance: 
 

10.2.1 Labor:  Labor for Corrective Maintenance will be billed on a per hour basis using the 
number of hours actually worked and the single hourly rate bid by vendor. Vendor may 
include Corrective Maintenance on its quarterly invoices or submit requests for 
payment of Corrective Maintenance on a separate invoice provided the work has been 
completed 

 
10.2.2 Parts:  Parts for Corrective Maintenance will be billed on a cost-plus basis with the 

multiplier designated by Vendor on the Pricing Page to serve as the markup.  
(Examples of how the multiplier should be used are shown below) For purposes of this 
Contract, Vendor’s cost is the amount paid by Vendor to the manufacturer or supplier 
and does not include Vendor’s overhead, stocking fees, delivery charges, or other fees 
that are not direct payment for parts.  All charges not associated with direct payments 
to the manufacturer or supplier must be accounted for in the markup represented by 
the multiplier.      
Multiplier    
Example  Meaning 

 
0.5  Vendor sells parts to Agency at one-half of Vendor’s cost 
 
1.0 Vendor sells parts to Agency at Vendor’s cost  
 
1.25 Vendor sells parts to Agency at Vendor’s cost plus a 25% markup. 
 
1.5 Vendor sells parts to Agency at its cost plus a 50% markup. 
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Notwithstanding the foregoing, Vendor may invoice Agency for expedited or 
emergency delivery of parts provided that the expedited or emergency delivery was 
requested by the Agency in advance, the delivery charge is specifically listed on the 
billing invoice to the Agency, the Agency pays no more than the actual delivery charge, 
and the actual delivery charge documentation is included with the invoice.   

 
11. DEFAULT: 
 

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

11.1.1 Failure to perform Forklift Maintenance in accordance with the requirements contained 
in herein. 

 
11.1.2 Failure to comply with other specifications and requirements contained herein. 
 
11.1.3 Failure to comply with any applicable law, rule, or ordinance applicable to this Contract 

or Forklift Maintenance generally. 
 
11.1.4 Failure to remedy deficient performance upon request. 

 
11.2 The following remedies shall be available upon default. 
 

11.2.1 Cancellation of the Contract 
 
11.2.2 Cancellation of one or more release orders issued under this Contract. 
 
11.2.3 Any other remedies available in law or equity.  
 

11.3 Agency reserves the right to inspect the Maintenance to ensure that Vendor’s performance is 
in compliance with this Contract.  If Agency determines that Vendor has failed to perform in 
accordance with this Contract, Agency may demand that the Vendor immediately remedy the 
failure or consider the failure to be a default.  Vendor’s failure to remedy the deficient 
performance, if given the opportunity to do so, shall be considered a default. 
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EXHIBIT A – PREVENTIVE MAINTENANCE ACTIVITIES 

Annual Preventive Maintenance Activities Include: 

1. Check condition of hydraulic fluid, lines and cylinders  
 

2. Check condition of breaks and wheels for wearing or damage 
 

3. Check mast and lift chains for tightness and wear 
 

4. Check back-up alarm, amber strobe, horn and headlights 
 

5. Check electrical motor and wire connections 
 

6. Check battery condition, wiring, connector and cell voltages 
 

7. Check battery water levels and replenish if needed 
 

8. Check all controls 
 

9. Check for dust build up on electronic and mechanical components and blow out if needed 
 

10. Clean battery terminals if corroded 
 

11. Grease all guides, tracts and grease points 
 

12. Check drivetrain and steering components 
 

 

 

 

 

 

 

 

 



REQUEST FOR QUOTATION 
 Solicitation# ARFQ STO2000000015 

Forklift Maintenance  
 

EXHIBIT B - PRICING PAGE  
 

Pricing is to include all equipment listed on Exhibit B and be all inclusive, and FOB Destination.  No 
separate travel, administrative or other fee not listed or agreed upon shall be paid. Please do not change this 
pricing page. 

 
Preventive Maintenance: 
 
Annual Maintenance  x  Inspect (1) Time per Year (Paid Quarterly) 
 
$___________ per Quarter x 4 = $______________ Yearly Cost (a) 
 
 
Corrective Maintenance: 
 
Hourly Labor Rate   x  Estimated Hours  =  Total Labor Cost  
 
$____________        x 10 =  $_______________ (b) 
 
 
Estimated Parts Cost     x        Multiplier   = Total Parts Cost 
 
$1,000.00   x _________  = $_______________ (c) 

 
 

Total Annual Cost  $________________ x Three (3) Years = $______________________ 
(a + b + c)          TOTAL COST/3 YEARS 
 

 
* Evaluation/Award will be based on the overall Total Cost; which is calculated by adding the Total 
Annual Maintenance Cost, Estimated Total Labor Cost, and the Estimated Total Parts Cost for a         
3-year period. 

 
By my signature above, I have read the specifications, general terms and conditions, understand and will fully comply 
with the requirements as stated. All costs are factored into the proposal and understand that no separate fees will be 
paid. Any change in the general requirements/scope of work must be agreed to by both parties and issued in writing 
by an official change order to the original purchase order. 
 
Unsigned responses will not be considered and will be disqualified. If response is completed through wvOASIS, it is 
not necessary to attach a signed quotation as the sign-on of vendor representative is deemed acceptable by the State. 
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