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GENERAL TERMS & CONDITIONS
REQUEST FOR QUOTATION (RFQ) AND REQUEST FOR PROPOSAL (RFP)

1. Awards will be made in the best interest of the State of West Virginia.

2. The State may accept or reject in part, or in whole, any bid.

3. All guotations are governed by the West Virginia Code and the Legis/ative Rules of the Purchasing Division.

4. Prior to any award, the apparent successful vendor must be properly registered with the Purchasing Division and have
paid the required $125,00 registration fee.

5, All services performed or goods delivered under State Purchase Orders/Contracts are to be continued for the term
of the Purchase Order/Contract, contingent upon funds being appropriated by the Legislature or otherwise being
made available, Inthe eventfunds are not appropriated ot otherwise availabie for these services or goods, this
Purchase Order/Contract becomes void and of no effect after June 30.

6. Payment may only be made after the delivery and acceptance of goods or services.

7. interest may be paid for late payment in accordance with the West Virginia Code.

8. Vendor preference will be granted upon written request in accordance with the West Virginia Code.,

g, The State of West Virginia is exempt from federal and stale taxes and will not pay or reimburse SLfch faxes.

10. . The Director of Purchasing may cancel any Purchase Order/Coniract upon 30 days written notice to the seller,

11, The laws of the State of West Virginia and the Legis/ative Rules of the Purchasing Division shall govern all rights

and duties under the Contract, including without limilation the validity of this Purchase Order/Contract.

12, Any reference lo attomatic renewal is hereby deleted. The Contract may be renewed only upon mutual written
agreement of the parties.

13, BANKRUPTCY: Inthe event the vendor/contracior files for bankruptcy protection, this contract is automatically
null and void, and is terminated without further order.

14, HIPAA Business Associate Addendum - The West Viginia State Government HIPAA Business Associate
Addendum (BAA), approved by the Attorney General, and available online at the Purchasing Division's web site
(http:/iwww.state.wv.us/admin/purchase/vre/hipaa.htm) is hereby made part of the agreement, Provided that, the
Agency meets the definition of a Covered Entity (45 CFR §160.103) and will be disclosing Protected Health
Infermation (45 CFR §160.103) {o the vendor.

INSTRUCTIONS TC BIDDERS

1. Use the quotation forms provided by the Purchasing Division.

2. SPECIFICATIONS: ltems offered must be in compliance with the specifications, Any deviation from the specifications
musl be clearly indicated by the bidder, Allernates offered by the bidder as EQUAL to the specifications must be
clearly defined. A bidder offering an alternate should attach complete specifications and literature to the bid. The
Purchasing Division may waive minor deviations to specifications.

3. Complele all sections of the quotation form.

4, Unit prices shall prevail in cases of discrepancy.

5. All quotations are considered F.O.B. destination unless alternate shipping terms are clearly identified in the quotation.

6. BID SUBMISSION: All quotations must be delivered by the bidder to the office listed below prior to the date and time

of the bid opening. Failure of the bidder to deliver the quotations on time will result in bid disqualifications.

SIGNED BID TO:

Department of Administration
Purchasing Division

2019 Washingion Street East
Post Office Box 50130
Charleston, WV 25305-0130

Rev. 06/21/2006
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(1) YEAR PERIODS| ‘ ‘

3

CANCELLATION: THE DIRECTOR OF PURCHASING RESERVES THE
RTIGHT: TO CANCEL THIS CONTRACT IMMEDIATELY UPON WRITTEN
NOTICE TO THE VENDOR IF THE COMMODITIES AND/OR SERVICES
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T
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OF WORK )

'QUANTITIES: QUANTITIES LISTED IN THE REQUISITION ARE
APPROXIMATIONS ONLY, BASED ON ESTIMATES SUPPLIED BY
THE STATE SPENDING UNIT. IT IS UNDERJTOOD AND AGREED
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WEST VIRGINIA FOR FOUR (4) YEARS IMMEIDIATELY PRECEDING
THE DATE OF |THIS|CERTIFICATION; OR 80% OF THE OWNERSHIP
INTEREST OF{BIDDER IS|HELD BY ANOTHERINDIVIDUAL,
PARTNERSHIP; ASSOCIATION OR CORPORATION RESIDENT VENDOR
WHO HAS MAINTAINED IT$ HEADQUARTERS OR PRINCIPAL PLACE
OF "BUSINESS CONTINUOUSLY IN WEST VIRGINIA FOR FOUR (4)
YEARS. IMMEDIATELY PRECEDING THE DATE OF THIS

CERTIFICATION; OR

R IS A CORPORATION NONRESIDENT VENDOR

Vv AFFILIATE OR SUBSIDIARY WHICH EMPLOYS
A.MINEMUM OF ONE{HUNDRED STATE RESIDENTS AND WHICH
HAS:-MAINTAINED ITS HEAQUARTERS OR PRINCIPAL PLACE OF
BUSINESS WITHIN WEST VIRGINIA CONTINUQUSLY FOR THE
FOUR (4) YEARS IMMEDIATELY PRECEDING THE DATE OF THIS
CERTIFICATION.

B. APPLICATION IS MADE FOR 2.5% PREFERENCE FOR THE
REASON CHECKED:

( %%;;BEDDER IS A RESIDENT VENDOR WHO|CERTIFIES THAT,
DURING THE LIFE QF THE CONTRACT, ON AVERAGE AT LEAST. -
75% OF THE EMPLOYEES WORKING ON THE PROJECT BEING BID
ARE RESIDENTS OF|WEST|VIRGINIA WHO HAVE RESIDED IN
THE STATE CONTINDOUSLY FOR THE TWO YEARS IMMEDIATELY
PRECEDING SUBMISEION OF THIS BID;

OR . :
( ;)- BIDDER IS A NONRESIDENT VENDOR EMPLOYING A
MINIMUM OF ONE HUNDRED STATE RESIDENT$ OR IS A
NONRESIDENT| VENDOR WITH AN AFFILIATE QR SURSIDIARY
WHICH MAINTAINS ITS HEADQUARTERS OR PRINCIPAL PLACE
OF BUSINESS|WITHIN WEST VIRGINIA EMPLOYING A MINIMUM
OF . ONE HUNDRED STATE RESIDENTS WHO CERTIFIES THAT,
DURING THE LIFE OF THE CONTRACT, ON AYERAGE AT LEAST
75% OF THE EMPLOYEES QR BIDDERS’ AFFILIATE’'S OR =
SUBSIDIARY’S EMPL.OYEE§ ARE RESIDENTS OF WEST VIRGINIA

. SEEBEVERSE SIDE-FOR TERMS AND CONDITIONS

o ; (T o DL e T
SIGNATURE // /(f é X TELETO0 253 7361 DATE _ﬁove_mber 3q,
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(REV 12/00
NOTICE
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PURCHASING DIVISION
i G 15
ASHINGTON $TREET, EAST
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304]253*7364

CONTACT PERSON (PLEASE PRINT CLEARLY)
L Paul Fisher

oM 966-50

0002
. 1 $270.00 /M - $2700.00
WV/BUS APPLECATION/INSTRUCTION FLATS
ex  THIS IS THE END OF RFQ  TAX0J008 **#*##% Torar} $28.000.00
- i 7 LU e T SEEREVERSE-SIDE FORTERMS AND CONDITIGNS 1 i fnn B i L v el i e
STGNATURE tﬁii Pl _ Tﬂfp%ﬁﬁ/253—?351 "' November 30, 2006.
T'F General Manager FEN - 535~034~2734~001 ADDRESS CHANGES TO BE NOTED ABOVE

WHEN .R_.E'.SPONDENG TO RFQ, INSERT NAME AND ADDRESS IN SPACE ABOVE LABELED 'VENDOR'




7Ty
Revised: October 2006

WV/BUS-APP BOOKLET
APPLICATION AND INSTRUCTIONS FOR BUSINESS STARTUP

SPECIFICATIONS:

a. Twenty-Two (22) page booklet and retum envelope. Pages 1, 2, 7, 9 through 15, and page 22
must be in color as indicated in attached sample booklet.

b. All pages in the booklet should be 20# weight. Paper samples of the complete booklet must
be furnished prior to printing which will be tested for postage cost. Complete booklet must be less
than 2 ounces to save on mailing postage cost. Booklets are mailed first class, less than 2 ounces is
0.63 cents and over 2 ounces is 0.87 cents.

c. All pages within the booklet are to be typeset from manuscript provided by the department
of tax and revenue, unless a disk is available.

d. The application pages 11 through 14 are to be perforated in the stapled middie of booklet
between pages 10 and 11, also between pages 12 and 13 and in such a manner to allow easy removal
(4 pages in tact 16 2", by 10 - 7/8”) without damage. The perforations between these pages must be
8 cuts per inch. Borders of 4 pages should be centered.

e. Booklet envelope must be constructed and printed in the same manner as shov&n by the
attached sample. Paper stock is to be 20#. The inside dimensions (measured as sealed must be
9 1/2" long and 4 1/8 high. The envelope must be bound within the booklets.

f. The completed booklet must be secured for mailing by affixing a tab to the right middle part
of the booklet.

g The first proof furnished by the vendor must be an actual booklet to be approved, by
the Internal Auditing Division, prior to printing the entire order. The barcode on page 11 &
12 must be checked by our Revenue Division for compatibility with our scanning equipment
prior to printing the entire order.

FLATS
The application pages 11 through 14 of above booklet are designated for printing of flats, all four

pages intact (16 %2 " by 10 7/8 "), then folded between pages 12 and 13.

All negatives must be mailed or delivered to the West Virginia State Tax Department upon
expiration of the contact.



Successful bidder must contact the Unit Supervisor of the Office of Business Registration, Internal
Auditing Division at (304) 558-8608, after award and prior to submitting actual booklet proof.

Actual booklet proof is required and will be returned to printer within ten (10) working days of date
receive, Corrected actual booklet proof, if necessary, must be furnished to the West Virginia State
Tax Department.

THE WEST VIRGINIA STATE TAX DEPARTMENT RESERVES THE RIGHT TO MAKE ANY
CHANGES OR CORRECTIONS TO PROOFS REQUIRED BY THE TAX COMMISSIONER’S
OR LEGISLATURE’S DIRECTIVE BEFORE FINAL APPROVAL WITHOUT COST TO THE

DEPARTMENT.

All printing matter is to be boxed and PALLETIZED (when applicable), each box not to exceed 200
booklets and labeled West Virginia State Tax Department business applications, revised
SEPTEMBER 2006 printed on each box.

If vendor intends to subcontract any part of this contract, he must so indicate and inform the
Purchasing Division at the time of this bid. The West Virginia State Tax Department and the
Department of Administration reserve the right to reject any proposed subcontracting. If
subcontracting does occur, the bidding vendor remains responsible for meeting the
requirements of this bid through the subcontractor.

According to West Virginia State Code §5A-3-4(8), the successful bidder agrees that liquidated
damages shall be imposed at the rate of $1,000.00 per day for failure to provide deliverables,
meet goals identified to keep the project on target or failure to meet specified deadlines. This
clause shall in no way be considered exclusive and shall not limit the State of WV or the State
Tax Department’s right to pursue any other additional remedy to which the State of WV or the
State Tax Department may have legal cause for action including further damages and penalties
against the successful bidder.

Deliver booklets to the West Virginia State Tax Department warehouse at 1315 Hansford Street,
Charleston, WV on or before December 31, 2006.



State of Wast Virginia Rce)q Uest for T T REQNUMEERT T
Department of Administration uotation
" Purchasing Division TAX07008 L
2019 Washington Street East T THEES
Post Office Box 560130
Charleston, WV 25305-0130 KRISTA FERRELL
306-558-2594

AR DRESS COREES

¥709035616 306-253-7361
BJW PRINTING & OFFICE SUPPLIES
PO BOX 1309

DEPARTMENT OF TAX AND REVENUE
WAREHOUSE

1315 HANSFORD STREET

BECKLEY WV 25801}
CHARLESTON, WV

' 25301-14647 304-558-2088

N

T

BID OPENING DATE! 1270172006 -_BID OPENING TIME 01:30PM

ADDENDUM NO. 1

THIS ADDENDUM IS [ISSUED TO CLARIFY THE| ESTIMATED
NUMBER OF BODKLETS TO BE PRINTED. THIS AWARD

WILL BE AN OPEN END CONTRACT. VENDORS MUST COMPLETE
THE ATTACHED BID [FORM JAND SUBMIT WITH [THEIR BID
RESPONSE.

QUANTITIES SHOWN ARE F|OR BID PURPOSES ONLY. ACTUAL
QUANTIES MAY| VARY.

EHREXRXXKNXX XXX XXX END| ADDENDUM NO., I DEXXEXEXXXXANXXXNX

oool PM 966-50
1 $506.00 /M $25,300.00

WV/BUS APPLICATION/INSTRUCTION BOOKLET

xxx%%x THIS| IS THE END OF RFQ  TAXO7008 »xxx¥x TOTAL: $25,300.00

RIERMS ANDICONDITIO
DATE

_ n i
R e S8 253-7361 November 30, 2006

" General Manager Y 55.034-2734-001 ADDRESS CHANGES TO BE NOTED ABOVE
WHEN RESPONDING TO RFQ, INSERT NAME AND ADDRESS IN SPACE ABOVE LABELED 'VENDOR'




RFQ #: TAX07008
Addendum No. 1
Pricing Sheet

Description Unit

Price

WV/BUS Application & Instruction Booklet $506.00 /M

Estimated
Quantity

50,000

WV/BUS Application & Instruction Flats $270.00 /u

10,000

Total for Evaluation

W

T onR

Extended
Price

$25,300.00

$2,700.00

$28,000.00



