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CONTRACT TO PROVIDE HUMAN RESOURCE CONSULTING SERVICES
FOR THE WEST VIRGINIA [OFFICE OF THE ADJUTANT GENERAL,
CHARLESTON, WV, PER THE SPECIFICATIONS.

EXHIBIT 3

LIFE OF CONTRACT: THIS CONTRACT BECOMES EFFECTIVE ON
seseescessssis.do. AND EXTENDS FOR A PERIOD OF ONE (13
YEAR OR UNTIL SUCH "REASONABLE TIMEY™ THEREAFTER AS IS
NECESSARY TO] OBTAIN A NEW CONTRAET OR RENEW THE
ORIGINAL CONTRACT.. THE "REASONABLE TIME™ PERICGD SHALL
NGT EXCEED TWELVE] (12)] MONTHS. DURING THIS "REASONABLE
TIMEY THE VENDDR MAY TERMINATE THIS CONTRACT EOR ANY
EASON UPON BIVING THE| DIRECTOR OF PURCHASING 30 DAYS
RITTEN NOTILE. .

UNLESS SPECIFIC PROVISIIONS ARE STIPULATED ELSEWHERE
IN THIS CONTRACT DOCUMENT, THE TERMS, CONDITIONS AND
RICING SET MEREIN ARE| FIRM FOR THE LIFE DF THE
CONTRACT.

ENEWAL: THIS CONTRACT] MAY BE RENEWED UPON THE MUTUAL
RITTEN CONSENT OF THE| SPENDING UNIT
SUBMITTED 7O} THE PDIRECTOR OF PURCHASING THIRTY (30)
DAYS PRIOR TD THE| EXPIRATION DATE. SUCH RENEWAL SHALL
FE IN ACCORDANCE WITH THE TERMS AND CONDITIONS OF THE
{

RIGINAL CONTRACT; AND [SHALL BE LIMITED TO TWO (2) ONE
1) YEAR PERIODS.
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- GENERAL TERMS & CONDITIONS
REQUEST FOR QUOTATION (RFQ) AND REQUEST FOR PROPOSAL (RFP)

1. Awards will be madd 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 quotations are governad 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 registered with the Purchasing Division
and have paid the required $125 fee.

5. All services performed or goods delivered under Stale Purchase Order/Contracts are fo be continued for the
term of the Purchase Order/Contracts, contingent upon funds being appropriated by the Legislature or otherwise
being miade available. In the event funds are not appropriated or otherwise available for these services or
goods, this Purchase Order/Gontract 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 writtan request in accordance with the West Virginia Code.

9. The State of West Virginia is exempt from federal and state taxes and will not pay or raimburse such taxes.

10. The Director of Purchasing may cancel any Purchase Order/Contract upon 30 days written nofice to the selfer.

11. The laws of the Stale of West Virginia and the Legisiative Rules of the Purchasing Division shall govern
?)ﬁd n}gézots and dufies under the Contract, including without limitation the validily of this Purchase
rder/Contract. - .

12, Any reference to automatic renewal is hereby deleted. The Confract may be renewed only upon mutual written
agreement of the parlies. ~

13, BANKRUPTCY: In the event the vendor/contractor files for bankruptcy protection, the State may aeem
this contract nuil and void, and terminate such contract without further order.

14, HIPAA BUSINESS ASSOCIATE ADDENDUM:- The West Virginia Stats Govermnment HIPAA Business Associate
Addendum (BAA), approved by the Attorney General, and available online at the Purchasing Division’s web site
(hitp://www.state.wv.us/adminipurchase/vrc/hipaahtm) is hereby made part of the agreement. Provided that,
the Agency meets the definition of a Cover Entity (45 CFR §160.103) and will be disclosing Protected Health
" information {45 CFR §160.103) to the vendor.

15. WEST VIRGINIA ALCOHOL & DRUG-FREE WORKPLACE ACT: If this Contract constilutes a public improvement
construction coniract as set forth in Article 1D, Chapler 21 of the West Virginia Code ("The West Virginia Alcchol
and Drug-Free Workgface Act™, then the following language shall hefeby become part of this Contract: "The
contractor and its subcontracters shall implement and maintain a written drug-free workplace poficy in compliance
with the West Virginia Alcohol and Drug-Free Workplace Act, as set forth in Article 1D, Chapter 21 of the West
Virginia Code.  The confractor and fis subcontractors shall provide a swom statement in writing, under the
penalties of perjury, that they maintain a valid drug-free work place policy in compliance with the West Virginia
and Drug-Free Workplace Act. It is understood and agreed that this Contract shall be cancelled by the awarding
authority if the Contractor: 1) Fails to implement Hs drug-free workplace policy; 2) Fails to provide information
regarding implementation of the contractor’s drug-free workplage policy at the request of the public authority, or
3) Provides to the public authority false information regarding the contractor's drug-free workplace policy.”

INSTRUCTIONS TO BIDDERS -

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

2. SPECIFICATIONS: ltems offered must be in compliance with the specificaions. Any deviation from the
specifications must be clearly indicated by the bidder. Allemates vffered by the bidder as EQUAL o the
specificaions must be cleary defined. A bidder offering an altemate should -attach complete specifications
and literature to the bid. The Purchasing Division may waive minor deviations to specifications.

3. Complete all sections of the quotation form.

4. Unit prices shall prevail in case of discrepancy.

5. All guotations are considered F.O.B. destination unless altemate shipping terms are clearly identified in the
guotation. .

6. BID) SUBMISSION: All quotations must be defivered by the bidder to the office listed below prior to the date and time
of the bid opening. Fallure of the bidder to deliver the quotations on time will result in bid disqualifications:
Department of Administration, Purchasing Division, 2019 Washington Sireet East, -P.O. Box 50130,
Charleston, WV 25305-06130 ‘

Rev. 5/19/08
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D1:30PM

CANCELLATION: THE] DIRECTOR OF PURCHASING RESERVES THE

NOTICE TO THE VENDOR I
SUPPLIED ARE; OF INFIEERIOR QUALITY OR| DO HOT CONFORM
TO THE SPECIFICATIONS [DF THE BID AND CONTRACT HEREIN.

ODPEN MARKET : THE DIRECTOR OF PURCHASING MAY
AUTHORIZE A [SPENDING UNIT TO PURCHASE [ON THE OPEN
MARKET, WITHDOUT E FILING OF A REQUIS[ITION B8R €OST
ESTIMATE, ITEMS SPECIFIIED ON THIS CONTRACT FOR
IMMEDIATE DEILIVER)Y IN [EMERGENCIES DUE [TO UNFORESEEN
CAUSES C(INCLUDING BUT NOT LIMITED 70 DELAYS IN TRANS-
PURTATIDN OR] AN UNANTICIPATED INCREASEl IN THE VOLUME
0F WORK.)

QUANTITIES: RUANTHTIES LISTED IN THE REQUISITION ARE
PPROXIMATIONS DNLY, BJASED ON ESTIMATES SUPPLIED BY
THE STATE SP . IT IS UNDERSTOOD AND AGREED
HAT THE CON COVER THE QUANTITIES ACTUALLY
RDEREPR FOR RING THE TERM OF THE CONTRALT,

HETHER MUORE HAN THE QUANTITILES SHOWN.

DRDERING PRO : SPENDING UNIT(S) ALL ISSUE A
RITTEN STATE CONTRACT| ORDER (FORM NUMBER WV-39) TO
THE VENDOR FOR COMMODITIES COVERED BY [THIS CONTRACT.
HE WV-39 SHALL BE MAILED TO THE
VENDDOR AS AUTHORIZATION FOR SHIPMENT, SECOND COPY
MAILED TG THE PURCHASING DIVISION, ANDY A THIRD COPY
RETAINED BY [THE

ANKRUPTCY: | IN .
OR BANKRUPTCY PRDTECTION, THE STATE MAY DEEM THE

ONTRACT NUL|L AND VDID|, AND TERMINATE [SUCH CONTRACT
ITHOUT FURTHER ORDER.

RIGHT TO CANCEL THIS CONTRACT IMMEDIATELY UPDN WRITTEN
THE COMMODITIES AND/OR SERVICES

“"SEEREVERSESIDE FOR TERMS AND GONDITION
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Description: To secure professional human resources consulting services for the West Virginia
Military Authority,

Background: The West Virginia Military Authority (“Authority”) is a state agency created by
the Legislature (See WV Code §15-1F et seq.) effective 1 July 2008. The agency is part of the
Adjutant General’s Office. The agency has approximately 400 employees. The employment
positions and employees of the Authority are at-will and excluded by statute from the classified
and the classified-exempt services. The administrative offices of the Authority are located af the
Adjutant General’s Office, 1703 Coonskin Drive, Charleston, WV 25311. The contractor shall
report through the Operations Officer, WV Military Authority.

Deliverables: Contracior shall provide the following professional human resources consulting
services:

1. Development, interpretation and application of Authority Personnel Policies and
Procedures to include operative definitions, job classification and pay administration,
employee recruitment and selection, employee movement, employee condugct,
conditions of employment, performance appraisal, training and development,
holidays and leave administration, discipline and separations and grievance
procedure, and the interpretation and application of all applicable Federal and State
human resources stafutes, regulations, poticies and procedures and local regulations
and ordinances necessary to support the missions of the Authority;

2. Professional job classification services to support the employment of new hires and
the movement of current employees as required; validated job descriptions for
vacancy announcements and pay setting purposes;

3. Professional compensation planning to include the development of salary schedules
and pay grade assigoments for current Authotity jobs and those to be established in
the future; the establishment of competitive hiring rates to support the recruitment and
retention of qualified employees; salary surveys to support salary administration in
the agency,;

4. Professional employment services to include preparation and/or review of vacancy
announcements for the posting of vacancies; the development of structured interview
procedures for employee recruitment and selection to include oversight of and
patticipation in selection interview panels; review of applications for applicant
ranking and selection; ,

5. Development and presentation of training modules for Authority managers and
employees on human resources issues as necessary; and,

6. Liaison with the Govemor’s Office, the Office of the Secrefary of Military Affairs
and Public Safety and the WV Division of Personnel on human resources issues,
individual personmel transactions and the daily operation of the Authority human
resources office; and, _

7. Consultation with the Adjutant General, Deputy Adjutant General, Command Staff’
and Judge Advocate General as necessary on human resousces policies and
procedures and current issues.



On-site Services: Contractor shall provide on-site consultation with Operations Officer and
WVMA staff at a minimum of three (3) times per week, eight (8) hours per day, and shall be
available for immediate on-site consultation as the human resources activities of the Authority
require.

Contractor Qualifications: Contractor shall have the following minimum education and
professional experience:

Education: Bachelor’s degree from an accredited four-year college or university. Bidder should
have a degtee in personnel administration, human resources, public administration, business
administration, industrial organization or industrial psychology.

Experience: Seven years of paid professional public sector buman resources or personnel
administration experience. Bidder should have human resources experience in West Virginia
state government,

Professional Liability Insurance: Confractor shall bave current professional liability insurance
coverage in the amount of $500,000.00.

Billing/documentation: Contractor shall present an invoice for services rendered by the 5™ day
of each month with back-up documentation showing a sigpature from the assigned agency
personnel.

Hourly Rate: An hourly rate for services shall be provided on the bid scenario below. The
below bid scenario is for bidding purposes only; more or less housrs may be required. A schedule
shall be negotiated between the Authority and successful bidder. Contractor shall provide
services Monday through Friday.

Heurly Rate Est. # Hoars Per Week # Weeks/Year Total
$ 1900  x24 X 52 Weeks = §_92,3%.00




Rev. 0/ State of West Virginia RFQ NO. ABJIOO1
VENDBOR PREFERENCE CERTIFICATE

Ceriification and application® is hereby made for Preference in accordance with West Virginia Codle, §5A-3-37. {(Doss nolapply to
construction contracts). West Virginia Code, §5A-3-37, provides an opporiunily for guaiifying vendors to reguest (st the tima of bid)
preference for their residency status. Such preference is an evaluation method only and will be applied only to the cost bid in
accordance with the West Virginia Code. This certiiicate for application is to be used io request such preference. The Purchasing
Division will make the determination of the Resident Vendor Preference, i applicable.

1. Application is made for 2.5% residant vendor preference for the reason checked:

_ Bidderis anindividual resident vendor and has resided continunusly in West Virginia for four (4) years immediately preced-
ing the date of this ceriffication; or,

_vi Bidderis a parinership, assotiation or corporation resident vendor and has maintained s headguarters or principal place of

business continuousty in West Virginia for four (4) years immediately preceding the date of this cerfification; or 80% of the

ownership interest of Bidder is held by another individual, partnership, association or comporation resident vendor who has

maintained its headguariers of principal place of business continuously inWest Virginia for four (4) years immedialely

preceding the date of this certification; or,

Bidder iz a nonresident vendor which has an affifate or subsidiary which employs a rmirirnum of one hundred state residenis

and which has maintained ifs headquarters or principal place of business within West Virginiz continuously for the four (4)

years immediately preceding the date of this cerlification; or,

Application is made for 2.5% resident vendor preference for the reason checked:

Bidder is a resident vendor who certifies that, during the life of the coniract, on average at least 75% of the employees
working on the project being bid are residents of West Virginla who have resided in the state continuousiy for the two years
immediztely preceding submission of this bid; o,

N

Application is made for 2.5% resident vendor preference for the reason checked:

Bidder is a nonresident vendor employing a minimum of one hundred state resklents of is a nonresident vendor with an
affiiate or subsidiary which maintains is headquarters or principal place of business within West Virginia employing a
minimum of one hundred state residents who cerfifies that, during the life of the contract, on average at least 75% of the
employees or Bidder's affiliate’s or subsidiary’s employees are residents of West Virginia who have resided in the sfate
continuously for the two years immediately preceding submission of this bid; or,

. Application is made for 5% resident vendor preference for the reason checked: .
Bidder meets elther the requirement of both subdivisions (1) and (2) orsubdivision (1) and {3) as sfaied above; or,

Application is made for 3.5% resident vendor preference who is a veteran for the reason checked:
Bidder is an individual resident vendor who is & veteran of the United States armed forces, the reseyves or the Mational Guard
and has resided in West Virginia confinuously for the four years immediately preceding the date on which the bid is

subrnitied; or,

Application is made for 3.5% resident vendor preference who is a veteran for the reason checked;

Bidder is a resident vendor who is a veteran of the United States armed forces, the reserves orthe National Guard, if, for
purposes of producing or distributing the commodities or completing the project which isthe subject of the vendor's bid and
continuously over the entire ferm of the project, on average &t least seventy-five percent of the vendor's employses are
residents of West Virginia who have resided in the state continuousty for the two immediately preceding years.

Bidder understands if the Secretary of Revenue determines that a Bidder receiving preference has failed fo contintie fo mestthe
requirements for such preference, the Secretary may orderthe Director of Purchasing to: {2) reject the bid; or (b) assess apenally
against such Bidder in an amount not fo exceed 5% of the bid amount and that such penaity wili be paid to the confracting agency
or deducted from any unpaid balance on the confract or purchase order. .

By subrmission of this certificate, Bidder agrees o disclose any reasonably requested information fo the Purchasing Division and
authorizes the Department of Reventie to disclose to the Director of Purchasing appropriate irformation verifying that Bidder has paid
the required business taxes, provided that such information does not contain the amounis of taxes paid nor any other information
deemead by the Tax Commissioner to be confidential

Under penalty of law for false swearing (West Virginia Code, §61-5-3), Bidder hereby cerfifies that this ceriificate Is true
and accurate in ali respects; and that if a confract is issued fo Bidder znd if anything confained within this certificate
changes during the ferm of the contract, Bidder will nofify the Purchasing Division In writing immediately.

F
Bidder: HR be-ml?*?}“;'. e Signed: UDL&MM g’\f’w “P)’h?}
Date: ¥ -ay- 03 Title: PM'ﬁ L o@.ﬂm}

“Check any combinalion of preference consideration(s) indicated above, which you are enlitted fo receive.

P l Hed
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®




RFQ No. ADJ1001

STATE OF WEST VIRGINIA
Purchasing Division

PURCHASING AFFIDAVIT

VENDOR OWING A DEBT TO THE STATE:

Waest Virginia Code §5A-3-10a provides that: No confract or renewal of any contract may be awarded by the
state or any of lis polifical subdivisions to any vendor or prospective vendor when the vendor or prospective
vendor or a related party to the vendor or prospective vendor is a debtor and the debt owed is an amount
greater than one thousand doliars in the aggregate.

PUBLIC IMPROVEMENT CONTRACTS & DRUG-FREE WORKPLACE ACT:

If this is a solicitation for a public improvement construction contract, the vendor, by its signature below, affirms
that it has a written plan for a drug-free workplace policy in compliance with Article 1D, Chapter 21 of the West
Virginia Code. The vendor must make said affirmation with its bid submission. Further, public improvement
construction contract may not be awarded to a vendor who does not have a wiitten plan for a drug-free
workplace policy in compliance with Arficle 1D, Chapter 21 of the West Virginia Code and who has not
submitied that plan fo the appropriate confracting authority in timely fashion. For a vendor who is a
subcontractor, compliance with Section 5, Articte 1D, Chapter 21 of the West Virginia Code may take place
before their work on the public improvement is begun.

ANTITRUST:

in submitting a bid to any agency for the state of West Virginia, the bidder offers and agrees that if the bid is
accepted the bidder will convey, sell, assign or fransfer fo the siate of West Virginia alt rights, title and inferest
in and to ali causes of action it may now or hereafter acquire under the antitrust laws of the United States and
the state of West Virginia for price fixing and/or unreasonable restraints of trade relating to the particular
commodifies or services purchased or acquired by the state of West Virginia. Such assignment shalt be made
and become effective at the time the purchasing agency fenders the initial payment fo the bidder.

| certify that this bid is made without prior understanding, agreement, or connection with any corporation, firm,
limited fiability company, parinership or person or entify submitting a bid for the same materials, supplies,
equipment or services and is in all respects fair and without collusion or fraud. | further ceriify that | am
authorized fo sign the cerification on behalf of the bidder or this bid.

LICENSING:

Vendors must be licensed and in good standing in accordance with any and all state and local laws and
requirements by any state or local agency of West Virginia, including, but not limited fo, the West Virginia
Secretary of State's Office, the West Virginia Tax Depatrtment, West Virginia insurance Commission, or any
other state agencies or political subdivision. Furthermore, the vendor must provide all necessary releases to
- obtain information to enable the Director or spending unit fo 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 fo anyone, direclly or indireclly, any such personally
identifiable information or other confidential information gained from the agency, unless the individual who is
the subject of the information consents fo the disclosure in writing or the disclosure is made pursuant to the
agency's policies, procedures and rules. Vendor further agrees fo comply with the Confideniiality Policies and
information Secursity Accountability Requirements, set forth in htip:/fwww.state.wv.usfadmin/purchase/privacy/
noficeConfidentiality.pdf.

Under penalty of law for false swearing (West Virginia Code §61-5-3), it is hereby certified that the vendor
affirms and acknowledges the information in this affidavit and is in compliance with the requirements as staled.
Vendor's Name: __H2 _Daepet (LL

Authorized Signature: __| Jenliin H((\me' PLD Date: -2

Purchasing Affidavit (Revised 01/01/09)




300 Capital Street

Suite 924
" Charleston, WV 25301
HR Depot, LLC (304) 343-01850ffice/messages
"OnbDemand Human Resources Consulting” (304) 343-4151 fax

www.ondemandhr.net

Qualifications Summary

Valerie J. Jacobs, PhD, SPHR, CCP, President of HR Depot, LLC has over twenty-three years
experience in the delivery of human resource services in multiple industries. She has been
providing “OnDemandHR” to businesses as President of HR Depot, LLC for over five years,
Some of her recent work has included advising, coaching, team effectiveness and grievance
hearings, negotiations, starting up HR departments and mentoring new HR professionals for new
and existing businesses.

Tanya White-Woods, has over twenty-five years of human resources experience. Twenty of
those years were working directly for the West Virginia State government human resources
function. Positions held in the human resources function for the state of West Virginia are the
State Equal Employment Opportunity Director, State EEO Officer, Personnel Director for the
Office of Attorney General and Personnel Recruiter. Tanya has solid working experience and
extensive knowledge of working within the West Virginia government human resources
functions. She will be the primary person fulfilling these duties.

Sandra Ashley, MA, L.P.C. has over twenty years of experience in the design, delivery and
management of human resource development services working with industry, businesses and
government organizations. Her work has included consulting, teaching, training, and counseling.
In addition, to earning a M.A. degree at WV College of Graduate Studies, and a B.A. at Marshall
University, Sandra has extensive professional development training including the completion of
the Academy for Executive Leadership program at the University of Oklahoma.



300 Capital Street

Suite 924
of Charleston, WV 25301
7  HR Depot, LLC (304) 343-01850ffice/messages
‘Onbemand Human Resources Consulting” (304)343-4151 fax

www.ondemandhr.net

HR Depot, LLC located in Charleston is a female-owned, West Virginia-based human resource
firm. We take pride in customizing the delivery of human resource services based upon client
needs. Often times, we are referred to as the HR Manager for our clients. HR Depot is pleased
to submit this proposal for Human Resource Consulting to the Office of the Adjutant General.
And are eager for the opportunity of a partnership with the Office of the Adjutant General in
Charleston.
To give you an overview of the businesses we have served, below is a partial listing:

FMC Corporation {WV and Multi-national)

Brickstreet Insurance

St Francis Hospital

WYV Division of Banking

West Virginia State Police

American Flectric Power

West Virginia Environmental Protection

Clearon Corporation

West Virginia Department of Natural Resources

Toyota Motor Manufacturing of West Virginia

Multiple Sclerosis Society of Greater Delaware



