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REQ No. OSES0001

STATE OF WEST VIRGINIA
Purchasing Division

PURCHASING AFFIDAVIT

West Virginla Code §5A-3-10a states: No contract or renewal of any contract may be awarded by the state or
any of its political subdivisions to any vendor or prospective vendor when the vendor or prospactive vendor or
a related party to the vendor or prospective vendor is a debior and the debt owed is an amount greater than
one thousand dollars in the aggregate

DEFINITIONS:
“Debt’ means any assessment, premium, penalty, fine, tax or other amount of money owed to the state or any

of its political subdivisions because of a judgment, fine, permit violation, license assessment, defaulted
workers' compensation premium, penalty or other assessment presently delinquent or due and reguired to be
paid to the state or any of its political subdivisions, including any interest or additional penatties acerued

therson.

“Debtor’ means any individual, corporation, parinership, assoclation, limited liability company or any other form
or business association owing a debt to the state or any of its political subdivisions. “Political subdivision”
means any county commission; municipality; county board of education; any instrumentality established by 2
county or municipality; any separate corporation or instrumentality established by one or more counties or
municipalities, as permitted by law; or any public body charged by law with the performance of a government
function or whose jurisdiction is coextensive with one or more countles or municipalities. “Related party” means
a party, whether an individual, corporation, partnership, association, limited liabliity company or any other form
or business associafion or other entity whatsoever, related o any vendor by blood, marriage, ownership or
contract through which the party has a relationship of ownership or other interest with the vendor so that the
party will actually or by effect receive or confrol a portion of the benefit, profit or other consideration from
performance of a vendor contract with the party receiving an amount that meets or exceed five percent of the

total contract amount.

EXCEPTION: The prohibition of this section does not apply where a vendor has contested any fax
administered pursuant to chapier eleven of this code, workers’ compensation premium, permit fee or
environmental fee or assessment and the matter has not become final or where the vendor has entered info a
payment plan or agreement and the vendor is not in default of any of the provisions of such plan or agreement.

LICENSING: Vendors must be licensed and in good standing in accordance with any and ait state and local-

laws and requiremenis by any state or local agency of West Virginia, including, but not fimited to, the West
Virginia Secretary of State’s Office, the West Virginia Tax Department, West Virginia Insurance Commission,
or any other state agencies or political subdivision. Furthermore, the vendor must provide aill necessary
releases to obtain information to enable the Director or spending unit to verify that the vendor is licensed and in
good standing with the above entities. '

CONFIDENTIALITY: The vendor agrees that he or she will not disciose to anyone, directly or indirectly, any
such personally idenfifiable information or other confidential information gained from the agency, unless the
individual who is the subject of the information consents to the disclosure in writing or the disclosure Is made

..pursuant_to.the agency’s policies, .procedures_and _rules. Vendors. should. vish www.statewv.usfadmin/._._ . . .

purchasel/privacy for the Notice of Agency Confidentiality Policies.

Under penalty of law for false swearing (West Virginia Code, §61-5-3), it is hereby certified that the vendor
acknowledges the information in this said affidavit and are in compliance with the requirements as stated.

Vendor's Name: pﬁ? ‘7@95@‘&@/ __gSé”CMF t/ﬂ-(b/ﬁ Serv s, LLl
Authorized Signature: W% Date: é/ 20 //‘I“?/

e i
Furchasing Affidavit (Revised 06/1507]
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DEPARTMENT OF HEALTH & HUMAN RESOURCES
BUREAU FOR CHILD SUPPORT ENFORCEMENT

RFQ CSES0001

The mission or purpose of this project i to provide Supplemental Process Service for the
West Virginia Bureau for Child Support Enforcement (“Agency”) for the purpose of serving child
support and/or spousal support papers fo absent parents, custodial parents and any other parties
pursuant to the requirements of Rule 4 of the West Virginia Rules of Civil Procedure.

The bid quotation shall include all costs of service. Documents will be physically picked up
and retumned to the local office on a weekly basis by the Vendor. Approval for payments will be
issued upon successful service anly,

. For each legal document which has been successfully served, the Vendor shall pmvide the
respective local office with a “Credible Person Return of Service” complying with the provisions in
Rule 4 of the West Virginia Rules of Civil Procedure per the attached form (Credible Person Return
of Service). Each Credible Person Return of Service must be signed by the Vendor's employee
who has effectuated service and sworn or averred before a Notary Public.

The Credible Person Retumn of Service document must include the name of the person
being served and a description of the person being served. If the document is not served on the
person named, it may be served at the individual's dwelling place or usual place of abode to a
member of the individual's family who is above the age of sixteen (16) years and information of the
purpose of the summons and complaint must be given. The Vendor shall state the name and
relationship of person served to the person named on the legal document,

The Credible Person Refurn of Service shall be forwarded to the respective local office
within fitteen {15) calendar days from the date the legal documents are served. Documenis not
served by the Vendor will be returned with an explanation why the document was not served and
documentation of dates, times, and addresses of all attempts. All documents shall be returned or
served by the Vendor within forty-five (45) days following receipt of the decument from the
respective local office.

The Vendor will not be an exclusive provider of the commodity and/or service. Multiple
vendors may be awarded confracts for a respective Region andfor County. Confracts will be
awarded to the three (3) lowest bidders satisfying the requirements and qualifications of this RFQ.
The Agency will utiize Vendors based upon the lowest cost and performance of the Vendor.

e~ Thee-fendor - with—the “lowest—cost~will provideall~ services; “subject o “volume and ™

performance. The lowest-cost vendor will be given a batch or certain number of documents for
service of process, designated on the Region/County list below. if the Agency has additional
documents for service of process and the lowest-cost vendor has not returned the entire batch of
documenits, then the Agency will request the next lowest-cost vendor for service of process.

Upon timely return of all documents in the balch to the BCSE office from which the
documents were received, the vendor will receive another batch of documents for service of
process. If the vendor is making substantial progress and successful service is likely within
fourteen (14) days following the expiration of the 45-day period, the vendor may request written

T




may receive requests for service of process from any office of the Agency; however, if the Vendor
has not been awarded the bid for that geographical area, he/she may not serve that process and
should notify the requesting Agency office in order for the requestor to contact the proper process

service company or entity.

The Agency is divided into nine (9) regions consisting of all fifty-five (55) counties. Region 4
is operated by a private contractor; no bids are being sought for that region. Bids will be accepted

by region or county. The Agency reserves the right to issue muitipie contracts.

Regions, Estimated Annual Quantities, and Batch Quantities are as follows:

REGION COUNTY LOCAL OFFICE
1 Brooke Covered by Hancock
Hancock Weirton
Marshall Moundsville
Ohio Wheeling
Pleasantis St. Marys
Ritchie Harrisville
Tyler Covered by Wetzel
Weizel New Martinsvilie
Virt Elizabeth
Wood Parkershburg
2 Braxion Wood
Calhoun Grantsville
Gilmer Glenville
Jackson Ripley
Lewis Weston
Mason Point Pieasant
Nicholas Summersville
Roane Spencer
Upshur Buckhannon
- Webster Webster Springs
3 Cabeit Huntington
Putnam Hurricane
Wayne Wayne
4 Kanawha & Clay - Privatized — No Bids
5 Boone Foster
Lineoln Hamlin
Logan Logan
McDowell Welch R ¢
Mingo Williamson
Wyoming Pineville
8 Grant Petersburg
Greenbrier Lewisburg
Hampshire Romney
Hardy Moorefield
Mineral Keyser

ANNUAL QTY

68
1356
134
600

35

48

23

47

21
538

60
61
5
148
52
202
60
66
36
60

385
100
250

BATCH QTY
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REGION COUNTY LOCAL OFFICE ANNUAL QTY BATCH QTY

& {cont'd) Monroe Unicn 70 5
Pendieton Frankiin 4 1

Pocahontas Marlinton 65 5

Randolph Elkins 31 5

Tucker Parsons 12 5

7 Fayette Fayeiteville g0 5
Mercer Princeton 534 15
Raleigh Beckley 497 15

Summers Hinton 23 5
8 Berkeley Martinsburg 207 10
Jefferson Charles Town 132 5

Morgan Berkeley Springs 106 5

9 Barbour Phillippi 30 5
 Doddridge West Union 38 5
Harrison Clarksburg 475 15
Marion Fairmont 210 10

Monongalia Morgantown 175 5

Preston Kingwood 60 5

Taylor Grafton 70 5

Reporting:

For each legal document which has been successfully served, the Vendor shali provide the
respective local office with a “Credible Person Retum of Service” complying with the provisions in
Rule 4 of the West Virginia Rules of Civil Procedure per the attached Credible Person Refurn of
Service form. Each Credible Person Retum of Service must be signed by the Vendor's employee
who has effectuated service and acknowledged before a Notary Public.

. The “Credible Person Return of Service” document must inciude the name of the person

being served and a description of the person being served. If the document is not served on the
person named, it may be served at the individual's dwelling place or usual place of abode to a
member of the individual's family who is above the age of sixteen (186) years and information of the
purpose of the summons and complaint must be given. The Vendor shall state the name and
relationship of person served to the person named on the legal document.

The Credible Person Return of Service shall be forwarded to the respective local office
within fifteen (15) calendar days from the date the legal documents are actually served. The

documents not served by the Vendor shall be forwarded to the respective local office within fitteen
(15) calendar days following the tenth failed attempt. Documents not served by the Vendor will be
returned with an explanation why the document was not served and documentation of dates,
times, and addresses of ali attempts. Al documents shall be returned or served by the Vendor
within forty-five (45} days following receipt of the document from the respective focal office.

TR




Personnel: 13
A qualified individual shall be available to act as a witness in the event testimony is deemed

necessary as a result of the Process Service. There shall be no additional cost to the State of
Woest Virginia, Department of Health and Human Resources, or the Bureau for Child Support
Enforcement.

Purchasing Affidavit: ‘
: West Virginia Code §5A-3-10a(3)(d) requires that all Vendors submit a Purchasing Affidavit

‘regarding any debt owed to the State of West Virginia. The Purchasing Affidavit must be sighed
and submitted prior to award. It is preferred that the Purchasing Affidavit be submitted with the bid

guotation.

The terms and conditions contained in this contract shall supersede any and all subsequent terms
and conditions which may appear on any aftached printed documents such as price lists, order
forms, sales agreements or maintenance agreements, including any electronic medium such as

CD-ROM.

TUEHEE T
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IN THE FAMILY COURT OF COUNTY, WESTVIRGINIA
WEST VIRGINIA BUREAU FOR CHILD SUPPORT ENFORCEMENT,
Pefitioner,
Civil Action #
PlaintifPetitioner,
Defendant;Respondent
. AFFIDAVIT OF PROCESS SERVER
On this day, , known to the undersigned Notary Public fo be a credible
person over the age of eighfeen (18), personally appearad hafore me and avers as follows.
SUCCESSFUL SERVICE -On_1 [ at __m, | served with
by leaving with at Residence or Business
Description: age sex race . height . weight hair beard glasses
Manner of service:

n Personal: By personally delivering document to the person being served.
o Substituted at residence: By leaving at the home of the person being served with @ member of the household over
the age of 18 years AND explaining the general nature of the papers.
o Substituted at business: By leaving at the office of the person being served with a person apparently in charge
thereof. . w==Dosting is not acceptable service.*

_____NON-SERVICE: Atter diligent effort and carefuf inquiry, | have been unable to effect process upon
the personfentity because:
o unknown at address o moved, no forwarding address o address doesn't exist
o service cancelied by BCSE o unable fo imely serve z other

Service was attempted: [list date, time, & address]
1) '
2)
3)
4)

5)

PROCESS SERVER

STATE OF WEST VIRGINIA, COUNTY OF , fo-wit:
Taken, subscribed and sworn to before me this day of 20
My commission expires:

Notary Public

s ey e e et et
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GENERAL TERMS & CONDITIONS .
REQUEST FOR GUOTATION (RFQ) AND REQUEST FOR PROPOSAL (RFP)

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

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

3. Al quotations are governed by the West Virginia Code and the Legisfative Rules of the Purchasing Division.

4. Prior to any award, the apparent successful vendor must be properly regisiered with the Purchasing Division and have
paid the required $125.00 registration fee.

5. Al services performed or goods defivered under State Purchase Orders/Conlracts are to be continued for the term
of the Purchase Ordet/Contract, contingent upon funds being appropriated by the Legislature or othenwise being
made available. In the event funds are not appropriated or otherwise avaiiable for these services or goods, this
Purchase Order/Contract becoraes void and of no effect after June 30.

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

7. intorest may Ee pai&- for lale payment in accordance with the West Virginia Cbbie,

8. Vendor preference will be granted upén‘wriiteh réquaét in accordance wilﬁ' tﬂé.Wesr Vi;fginié Cod&a o

9.  The State of West Virginia is exernpt from federal and state taxes and will not pay o reimburse such taxes.. ... .

10.  The Difactor of Purchasing may cancel any Purchase Order/Contract upon 30 days wrilten nofice to the seller.

11.  The laws of the State of West Virginia and the Legisiative Rules of the Purchasing Diuiéiou shall govern all rights

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

12,  Any reference lo automatic renewal is hereby deleted. The Contract may be renewed only upen mutual written
agreament of the parties.

12. BANKRUPTCY: In the event the vendot/contracior files for bankrupicy proteciion, this Contract may be desmed
nul and void, and terminated withowt unther order, .

14. HIPAA Business Associate Addendum - The West Viginia State Government HIPAA Business Associate
Addendum (BAA), approved by the Atterney General, and available onfine at the Purchasing Division's web site
(htlg:Ifww.state.wv.usladminlpurchasemc!hipaa.mm} is hereby made part of the agreement. Provided that, the
Agericy meets the definition of a Covered Enlity (45 CER §160.103) and wili be disclosing Protected Health
Intormation {45 CFR §160.103) fo the vendor.

INSTRUCTIONS TO BIDDERS

1. Uss the quotation forms provided by the Purchasing Divisicn.

2. SPECIFICATIONS: Iltems offered must be in compliance with the specifications. Any deviation from the specifications
must be clearly indicated by the bidder. Alternates offered by the bidder as EQUAL fo the specifications must be
clearly defined. A bidder offering an allemate shoifld attach complete specifications and literature to the bid. The
Purchasing Division may waive minor deviations to spectications.

3. Complete all sections of the quotation form.

4. Un¥ prices shall prevall in cases of discrepancy. ‘

I - ‘..,.A!I‘quotaiionsa:eLconsidered.E.Q.B.»destinaﬁon..umleas‘.altemateshipping.1erms_,are“claady.jdamiﬁe.d intherquotation. . ...

6. RID SUBMISSION: Al quotations must be delivered by the bidder to the office listed below prior to the date and ime

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

SIGNED BID TO:

Department of Administration
Purchasing Division

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

Rev. 2807

TTEE
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approval of the BCSE office for an additional fourteen (14) days for the service of documents on a
particular case. Upon return of an “unsuccessful” service of process, the Agency may request
service of process from another vendor.

if a vendor fails three (3) times (i.e., three (3) documents) to timely return service documents
within the prescribed time periods, then the Agency has the discretion whether to contact the
vendor for additional service of process until all service documents are brought up fo date. After a
vendor has failed to timely return a fourth document within the prescribed time period, the Agency
has the discretion to discontinue or limit its use of the Vendor's services.

The local office, at its sole discretion, may use the Sheriff in the appropriate county for the
service of legal documents. When the Agency's local office determines, in its sole discretion, that
service by the Sheriff is not appropriate or available, a Successful Vendor shall provide service of
legal documents pursuant to the requirements of Rule 4 of the West Virginia Rules of Civil
Procedure. Further, if the Agency receives “unsuccessful” service of process by the Sheriff, the
Agency may request service of process by the Vendor.

The legal documents remain the property of the Agency until successful service is obtained
and shall be returned to the respective local office upon written request regardless of status. All
documents will be served or returned to the respective local office within a forty-five (45)-day
period of fime. Non-compliance of these requirements can result in non-payment of services
and/or a formal vendor complaint being filed with the West Virginia Department of Administration.
If non-compliance continues fo be a method of service delivery, the contract may be cancelled.

Further, the Agency reserves the right to request liquidated damages in the amount of
$100.00 per occurrence of failure to timely return documents within 15 days of successful service
or within 45 days of non-service in the absence of the written consent and agreement of the local
office. Said liquidated damages shail compensate the Agency for Vendor's failure to meet confract
specifications. Payment of liquidated damages by the Vendor does not preclude the Agency from
termination of the contract for Vendor's failure to perform within the specifications of the contract.

The Vendor shall submit detailed invoices for services provided. A description of the

- document bsing served must be included by the Vendor on the invoice. invoices should be

““personnel will perform as required; and 3) developing and maintaining a schedule detailing all

roeceived in the local Agency office at least once per month. State law forbids said invoices to be
paid in advance of services supplied.

The Vendor shall be responsible for establishing and maintaining sufficient and adequate
space, equipment, facilities and the necessary supplies required to maintain a safe and acceptable
standard of performance. The Vendor's operational standards shall include, but are not limited to:
1} maintaining a competent staff adequate for performing the required service of legal documents;

2) maintaining comprehensive and sufficient quality controls to ensure that equipment and

policies and procedures used in the Process Service Operation. This schedule must be reviewed
and updated at least annually by the Vendor.

Any and all anticipated costs for travel shall be included in the Vendor's fee. The Vendor
and its employees will be responsible for all costs, including but not limited to the transportation,
travel, and parking expenses incurred,

If a Vendor does not offer services fo all counties within a region per the listing below, then
the Vendor must identify the counties in which service is provided, as well as regions. The Vendor

e M 1314




RFQ# CSEg0001

RESPONSE TO VENDOR QUESTIONS, AS FOLLOWS:

1. Question: will Vendors be paid for unserved summonses?
Response: No, there will be no payment for unsuccessful service.
2, Question: Are vendors going to only be paid for those summonses that
are served?
Response: That is correct. Vendors will be paid for successful service
only.

TO ADD THE FOLLOWING INFORMATION:

NOTE 1: Notice by Vendor of intent to terminate will not relieve Vendor of the
obligation fo continue to provide services pursuant to the terms of the contract.

NOTE 2: The estimates listed on this RFQ are for total documents to be served, not
necessarily those served by private vendor.



GENERAL TERMS & CONDITIONS
REQUEST FOR QUOTATION (RFG) AND REQUEST FOR PROPOSAL (RFF)

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

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

3. Al quotations are govemed by the West Virginia Code and the Legisiative Rules of the Purchasing Division.

4, Priot 1o any award, the apparent successiul vendor must be properly registered with the Purchasing Division and have
paid the required $125.00 regisiration fee.

5. Al services performed or goods deliverad under State Purchase OrdorsfContracts are to be continuad for the lerin
of the Purchase Order/Contract, contingent upon funds being appropriated by ihe Legisfature or otherwise being
made available. In the event funds are not appropriated or otherwise avaiiable for these services or goods, this
Purchase Ordet/Contract becomes vold and of no effect after June 30.

6. Payment may only be made after the defivery and acceptance of goods or serviges,

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 Virginfa Code.

9. The State of West Virginia is exempt from federal and state taxes and will not pay of reimburse sudh taxes. .

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

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

and duties under the Contract, inciuding without limitation the validity of this Purchase Order/Gontract.

12.  Any relerence to automatic renewal is hereby deleted. The Contrac! may be renewad only upon muluaf written
agresment of the parties.

13.  BANKRUPTCY: Inthe event the vendor/coniractor files for bankruptcy protection, this Contract may be deemed
nuit and void, and terminated without frther order.

14. HIPAA Business Associale Addendum - The West Viginia State Government HIPAA Business Assoclate

~ Addendum (BAA), approved by the Atiorney General, and avatlable online at the Purchasing Diviston's web sile
(hup:!}\www.siate.wv.usladminipurchase!vrcihipaa.htm) is herchy made part of the agreement. Provided thal, the
Agency meets the dafinition of a Covered Entity (45 CFR §160.103) and will be disclosing Protected Health
Information (45 CFR §160.103} to the vendor.
INSTRUCTIONS TO BIDDERS

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

2. SPECIFICATIONS: liems offered must be in compliance with the specifications. Any deviation from the specifications
must be clearly indicated by the bidder. Afternates offered by the bidder as FQUAL 1o the spacifications must be
clearly defined. A bidder offering an alternate should attach complate specifications and lerature to the bid. The
Purchasing Division may waive minor devialions to speciticatlons. ’

3. Complete afl sections of the quotation form.

4. Unit prices shall provall in cases of discrepancy. _

5. All guotations are considered F.0.B. desfination unless allernale shipping terms are clearly identifled in the quotation.

6. BID SUBMISSION: Al quotations must be delivered by the bidder 1o the office listed below priorto the date and time:

of the bid cpening. Failure of the bidder to deliver the quolations on 1ime will result in bid disqualifications.

SIGNED BID TO:

Depariment of Administration
Purchasing Division

2019 Washington Sireet East
Post Cffice Box 50130
Chatleston, WV 25305-0130

Hev, 9/25/07





