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

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

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

8. Interest may be paid for late payment in accordance with the West Virginia Code.

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

8. The State of West Vitginia is exempt from federal and state taxes and will not pay or reimburse such taxes.

9. The Director of Purchasing may cancel any Purchase Order/Contract upon 30 days written notice to the seiler.

10, The laws of the State of West Virginia and the Legisfative Rules of the Purchasing Division shall govern the
purchasing process.

11. Any reference o automatic renewal is hereby delsted. The Contract may be renewed only upon mutual written
agreement of the parties.

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

13. HIPAA BUSINESS ASSOCIATE ADDENDUM: The West Virginia State Government HIPAA Business Associate
Addendum (BAA), approved by the Attorney General, is available online at www.state.wv.us/admin/purchase/vre/hipaa.htm
and 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.

14. CONFIDENTIALITY: The vendor agrees that he or she will not disclose to anyone, directly 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 to the disclosure in writing or the disclosure is made pursuant to the agency's
policies, procedures, and rules. Vendor further agrees to comply with the Confidentiality Policies and Irnformation
Security Accountability Requirements, set forth in hitp:/www.state wv.us/admin/purchase/ptivacy/natice Confidentiality . pdf.

15. 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 Department, and the West Virginia Insurance Commission. The vendor must
provide all necessary releases o obtain information to -epable the director or spending unit to
verify that the vendor is licensed and in good standing with the above entities.

16. 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 transfer to the State of West Virginia all rights, titte and interest
in and to all causes of action it may now or hereafter acquire under the antitrust laws of the United States and the Stale of
Waest Virginia for price fixing and/or unreasonable restraints of trade relating to the particular commedities or services
purchased or acquired by the State of West Virginia. Such assignment shall be made and become sffective at the time the
purchasing agency tenders the initial payment to the bidder.

| certify that this bid is made without prior understanding, agreement, or connection with any corporation, firm, limited
liability company, partnership, or person or entity submitting a bid for the same material, supplies, equipment or
services and s in all respects fair and without collusion or Fraud. | further certify that | am authorized to sign
the certification on behalf of the bidder or this bid.

INSTRUCTIONS TO BIDDERS
1. Use the quotation forms provided by the Purchasing Division. Complete all sections of the quotation form.

2. ltems 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 to the specifications must be clearly
defined. A bidder offering an alternate should atiach complete specifications and literature to the bid. The
Purchasing Division may walve minor deviations to specifications.

3. Unit prices shall prevail in case of discrepancy. All quotations are considered F.O.B. destination unless alternate
shipping terms are clearly identified in the quotation.

4. Ali 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 quatations on time will result in bid disqualifications: Department of
Administration, Purchasing Division, 2019 Washington Street East, P.O. Box 50130, Charleston, WV 25305-0130

5. Communication during the solicitation, bid, evaluation or award periods, except through the Purchasing Division,
is striclly prohibited (W.Va. C.S.R. §148-1-6.8).

Rev. 12/15/08
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THE| DIRE[CTOR OF PURCHASING RESERVES THE

CANCELLATION
RIGHT TO CANCEL THIS CONTRACT IMMEDIATELY UPON WRITTEN
NOTICE TO THE VENDOR IfF THE COMMODITIES AND/OR SERVICES
SUPPLIED ARE| OF AN INFERIOR QUALITY OR DO NOT CONFORM
TO THE SPECIFICAT|IONS [OF THE BID AND CONTRACT HEREIN.

..

OPEN MARKET [CLAUSE: THE DIRECTOR.  OF PURCHASING MAY
AUTHORIZE A SPEND|ING UNIT TO PURCHASE [DN THE OPEN
MARKET, WITHOUT THE FILING OF A REQUIS|ITION OR COST
ESTIMATE, ITEMS SPECIF|IED ON THIS CONTRACT FOR
IMMEDIATE DE|LIVER)Y IN [EMERGENCIES DUE [TO UNFORESEEN
CAUSES (INCLUDING| BUT NOT LIMITED TO DELAYS IN TRANS-
PORTATION OR] AN UNANTICIPATED INCREASE| IN THE VOLUME
“(DF WORK.)
JQUANTITIES: |QUANT|ITIES| LISTED IN THE REQUISITION ARE
APPROXIMATIONS ONLY, BASED ON ESTIMATE|S SUPPLIED BY
'[THE STATE SPENDING UNIT. IT IS UNDERSTOOD AND AGREED
|THAT. THE CONTRACT| SHAL|L COVER THE QUANTITIES ACTUALLY
ORDERED FOR [DELIVERY DURING THE TERM OF THE CONTRACT,
WHETHER MORE! OR LESS THAN THE QUANTITIES SHOWN.

ORDERING PROCEDURE: SPENDING UNIT(S) SHALL ISSUE A
WRITTEN STATE CONTRACT] ORDER (FORM NUMBER WV-39) TO
THE VENDOR FIDR COMMODITIES COVERED BY [THIS CONTRACT.
THE ORIGINAL| COPY| OF THE WV-39 SHALL BE MAILED TO THE
VENDOR AS AUTHORIZATION FOR SHIPMENT, [A SECOND COPY
MAILED TO THE PURCHASING DIVISION, AND| A THIRD COPY
RETAINED BY THE SPENDING UNIT.

BANKRUPTCY: | IN THE EVENT THE VENDOR/CONTRACTOR FILES
FOR BANKRUPTCY PROTECTIION, THE STATE MAY DEEM THE
CONTRACT NUL|L AND| VOID|, AND TERMINATE |[SUCH CONTRACT
WITHOUT FURTHER ORDER.

THE TERMS ANF CONDITIDNS CONTAINED IN THIS CONTRACT
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RENTAL, CLEANING, AND MAINTENANCE SERVICES
1.1, GENERAL DISCRIPTION AND INFORMATION

1.1.1. The purpose of this contract &5 to provide garment and mat restal, deaning and mgntenance services to
West Virginia Dopartment of Agriculture {WVDA} employees on g weelkly basks.

1.1.2. Upon award, this contract shall be in effect for a period of three {3} yvears, with the optlon of a ane-vear
renewal upon the written mutual consent of WYDA and the Vendor,

1.1.3. Any qualifications of bids or any modification of the specifications or conditions governing the bids may be
cause for their rajaction.

1.2, SCOPE QF WORK

1.2.1. The Vendor shall provide rental, cleaning, and maintenance services for garments, laboratory coats and
towels in accordance with the requirements aad specifications stated hereln.

1.2.2. The Vendor shall provide rental, cleaning, and maintenance services for floor mats in accordance with the
reguirements and specifications stated herein.

1.3. GENERAL REQUIREMENTS -

1.3.%. Michael Steadman, Assistant Director, Administrative $ervices Division, Building and Grou'ads,‘;wtit he the
contact for this bid, Phone 304-558-4058 :

1.3.2. Garment, fab coat, and towei sarvice shall be priced using the rental cost sheet items shall be priced per
week per sef.

1.3.3. Floor mat service shall be priced using the rantal cost sheet supplled. items shall be priced per month.
1.4, DELIVERY

1.:4.1. The Vendor shalf mafntain weekly garment, shap towel, aiwd lab coat delivery to the ioc‘ations, as specified
under the SPECIFIC REQUIREMENTS. A delivery ticket is required for each delivery location,

1.4.2. The Vendor shall maintain monthly floor mat delivery to the lotations, as speciﬁeci under the SPECIFIC
REQUIREMENTS. One dellvery ticket is required for all locations.

1.4.3. All garments picked up one week must be returned the following week. In addition, any garment not
“returnad within two weeks, shall be considerad fost and the Vendor shiall replace the garment prior to the next
payment. '

1.4.4, Locations may be added and/or deleted upon written natification by WVDA. The Vendor shall take the
aforementioned addifions, deletions, and relocations into ¢onsideration as part of the rental price for each
garment. No sdditional payment shall be macde.

1.4.5. The number of employees shown af this location is approximate. The mumber of employees that pariiclpate
ire this program may vary aver the life of the contract,

e



1.4.6, The Vendor must coordinate with each division and/or unlt regarding the scheduled time of delivery at each
location. When it is necessary for the driver to devinte from the agreed upon defivery schedute, the driver
must contact a representative from the respective dellvery location, Every effort will be made to have a WVDA
receiver on site, however this is not guaranteed.

1.5, GARMENTS

1.5.1. All garments provided and distributed by the Vendor shall remain the property of the Vendor, The Vendor
miust provide new garments to all employees at the beginning participation in the program withis the first 60
days of the implementation periad, within the given division. After the first 60-day Implamentation perfod has
passed, any employee who joing the program wiil be provided garments of equal quality Yo those of their fellow
employees within two weeks after notification Is made to the vendor.

1.5.2. Fach clothing item provided by the Yendor shall have a laundry mark or other identification device for the
purpose of identifying and tracking each article of clothing for the individual employee.

1.5.3, Vendor will supply, at the time of weekly delivary, a garment tracking sheet which lists by employee the
number of solled garments picked up from the previous week and the number of clean garments deliverad.

1.5.4. Employees partictpating in this program will have the cholce of shirt style, based on individual preference and
seasonal dinate. Employess will maintain the full inventory of garments to allow for seasonal fluctuations.

1.5.5. Samples must be submitied within 48 hours of any request. Samples shall be for the exact material, guality,
workmanshin, style, and color of the garments proposed o be furpished. A brochure with the bid produsts
clearly marked may be submitted In ey of the samples, Fallure to comply with this requirement will eliminate
your bid from further consideration, '

1.5.6, Employees will typtcally choose 4 sets of garments that consist of 11 pants, 11 shirts {(both short sleeved and
long-sleeved), 2 coats, and 2 pair coveralis. Employess may choose fewer sets, but no employee may choose
mote than these combinations. See Papment of Gorment Rentol for season charges for shirts. Laboratory
coats, the eraployes will choose 41ab coats,

1.5.7. At the time of bid Vendor must supply garment size avallabifites for shitls, pants, coats, coveralls and lab
coats.

1.5.8. Employee’s shirt rental shall consist of one rental set. Eraployees will retain the inventory of the seasonal
change. Rental charge shall be for long sleeves October through March and short-sleeved shirts April through
September.

1.6. CLEANING REQUIREMIENTS.

1.6.1. The Vendor shall launder garments to the highest industry standards with hypoallergenic detergents on a
waakiy basis.

1.6.2. Flame Resistant (FR) garments shall be laundered in accordance with manufaciurer’s Instructions, in order to
maintaln the protective qualities of the FR garments.

1.8.3. Garments not cleaned to the satisfagtion of the agency, shall be returned to the Vendor for re-cleaning until

the gatments are cleaned to the agency’s satisfaction. The Vendor shall not assess a charge for garments
returned for re-cleaning,



1.7. REPAIRS

1.7.1. The Vendor shall be responsible for the repair of all damages to the rental garments. Garments shall be
maintalned in a constant state of superior condition with buttons and snaps securely attached and missing
huttons and snaps replaced. Final determination shall rest with the Divislon Director or his/her assignee,
When needed repairs are brought to the attention of the Vendor, sald problems shall be expeditiously
remedied and the garment returned as part of the next delivery throughout the life of the contract and
regardless of any pending expiration date. The Vendor shall not charge for parments that are returned for
vepairs necessitated by normal wear and tear, Failure of the Vendor {o repair garments to a satisfactory
condition or to provide a replacement, shall be cause to withhold the next payment until the repair is
accomplished.

1.7.2. Standard altarations shalt be performed by the Vendor at no additional charge. Standard alterations Include
sleeve length and pant length.

1.8, REPLACEMENT

1.8.1. AHl garments considered unsightly due to mending, stains, rips, or excess wear shall be reptaced with new
garments of the appropriate slze.

1.8.2. New garments, on an as-needed-basis, shall replace worn or damaged garments during the contract period.

1.8.3. Each Division Director or his/her assignee may request garment replacement for an employee during the
contract period. 1f denled, the Contractor must provide justification as to why the request was denied, Inthe
event of a dispute, final determination as to garment replacement shall rest with WVDA contract administrator
or designee. The deciston of WVDA contract administrator or desigoee shall be final and without recourse,

1.9. SIZES

19.1. Measuring for the new garments for changeover shall be done by the Vendor at the deilvery locations for
oach Division, The Vendor shall visit each focation durlng changeover for the purpose of Individually measuring
all personnet for whom garments will be- srderad: The Verder must complete measurements for the initial
garments-and shali be in & position to deliver the garments to all participating -employees no later than sixty
{60} catendar days from time of the award, The Vendor shalt schedule all measurements with each individual
dalivery location st & mutualy agreed upon date and time.

1.9.2. “Measuring” shall include physical measurements taken by an experienced professional and “irying on® of g
sample garment of the exact type and size that the employee will be ordering. 1t 15 the respansibﬂity of the
Contractor to pravide a sufficient number of sample garments for this purpose whanever measurements are
taken. No verbal measurements will be acceptable, Proper fitted garments shall be guaranteed.

1.9.3. Replacement garments for existing employees who have Eaeﬁ nieasured previously may be sized fronr
existing records with verification that the employee has not changed sizes. Any change in size shall be veriflec
by physical measurement.

1.9.4. Each empiov&é shall be allowed one size alteration per pant size, shirt size, coverall, and lab couts size pet
year,



1.9.5. This bid includes alf stzes. This means, you must include the cost of short and long fengths, shiort and tall
shirts, short and long inseams and sizes. Additlonally, all sizes must be included and available from this
contract.

1.10, IDENTIFICATION EMBLEMS ~ LOGO EMBLEM

1.10.1, The patches shall be a minimum of 3.5” by 15", The background material shall be white with a 178" dark
blue embroidered horder, The dark hlue embroidered color shall match the garment trouser color,

1.10.2. The emblem patch shall be attached over the left pocket and contain the letters WVDA, embroidered in
dark blue,

1.10.3. The patches shall have a plastic coated backing, and the backing matertal shall consist of polyester cotton
twill. The embrotdery thread stvali be rayon.

1.10.4. The successfut bidder shall provide samples of the patch to WVDA for approval.

1.10.5. The bid price for the logo shall include the price of the patch and the price of the initial attachment to the
shirt, There shiadl be no additional compensation to the Vendor for maintaining or replacing the patches.

1.11. FLOOR MATS
1.11.1. Floor mats will be cleaned, maintained, and placed In service on a monthly basis.

1.11.2. Vendor will follow the mat placement schedule, by bullding, provided by the floor mat cantact person.
Additions shalt only be through the contact person,

1.11.3. Mats are 1o be launderad with a low-odor detergent.

1.11.4. The backing shall be skid resistant on tile floors and the carpet shall be a minimum of 19 ounce pile, oil and
grease resistant.

1115 Véndor will supply, at the time of monthiy delivery, a mat tracking sheat which fists by building the number
of mats picked up from the previous week and the number of ¢lean mats delivered.

1.12. CONSUMER SERVICE

1.12.1. The Vendor shall set i place some type of customer service survey tool. Comment cards shall be made
avallable to all emplovess for use to communicate with the Vendor. Quarterly reports summarizing surveys
and comment card cornrumications shall be defivered to the WVDA contract administrator or designee.

1.12.2. Mandatory semi-annual meetings between WVDA representatives and the Vendor will be scheduled during
the course of the contract gad sl potential renewals.

1.13. PAYMENT OF GARMENT RENTAL



1.13.1. Vendor shall provide waeekly invoices st fime of delivery and WVYDA will process those invoices per week. If
agreed upon by the Vendor invoices raay be processed on a multi-weak bases,

1.13.2. The bid price shall remain in effect for the entire duration of the agreement period.
1.13.3. Vendor should accept State P-Card, which will be preferred method of payment of {nvaoices.

1.13.4. Vendor shall grovide quarterly and annual reports showing the guantities and dollar value of aach item
cutrently being rented,
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Rev. 09/08

State of West Virginia
VENDOR PREFERENCE CERTIFICATE

Certification and application* is hereby made for Preference in accordance with West Virginia Code, §5A—3-3?. {Does not apply to
construction contiacts), West Virginia Code, §5A-3-37, provides an opportunity for gualifying vendors to request (at the time of bid)
preference for their residency status. Such preference is an evaluation method only and will be applied only to the cost bid in
accordanice with the West Virginia Code. This certificate for application is to be used to request such preference. The Purchasing
Division will make the determination of the Resident Vendor Preference, if applicable.

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

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

... Bidderis a partnership, association or corporation resident vendoer and has maintained its headquariers or principal place of
business continuously in West Virginia for four (4) years immediately preceding the date of this certification; or 80% of the
ownership interest of Bidder is held by another individual, partnership, association or corporation resident vendor who has
maintained its headquarters or principal place of business continuously in West Virginia for four (4) years immediately
preceding the date of this cerification; or,

___Bidderis a nonresident vendor which has an affiliate or subsidiary which employs a minimum of one hundred state residents
and which has maintained its headquarters or principal place of business within West Virginia continuously for the four (4)
years immediately preceding the date of this certification; or,

2. 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 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 continuously for the two years
immediately preceding submission of this bid; or,

3. 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 residents or is a nonresident vendor with an
afffiate or subsidiary 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 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 state
continuously for the two years immediately preceding submission of this bid; or,

4. Apptlication is made for 5% resident vendor preference for the reason checked:
Bidder meets either the requirement of both subdivisions (1) and (2) or subdivision (1) and (3) as stated above; or,

5. Application is made for 3.5% resident vendor preference who is a veteran for the reason checked:
Bidder is anindividual resident vendor who is a veteran of the United States armed forces, the reserves or the National Guard
and has resided in West Virginia continuously for the four years immediately preceding the date on which the bid is
submitted, o,

6. Application is made for 3.5% resident vendor preference who is a veteran for the reason checked:

_____ Bidderis aresident vendor whao is a veteran of the United States armed forces, the reserves or the Nalional Guard, if, for
purposas of producing or distributing the commodities or completing the project which is the subject of the vendor's bid and
continuously over the entire term of the project, on average at least seventy-five percent of the vendor's employees are
residents of West Virginia who have resided in the state continuously for the two immaediately preceding years.

Bidder understands if the Secretary of Revenue determines that a Bidder receiving preference has failed to continue to meet the
requirements for such preference, the Secretary may order the Director of Purchasing to: (a) reject the bid; or (b) assess a penalty
against such Bidder in an amount not to exceed 5% of the bid amount and that such penaity will be paid to the contracting agency
or deducted from any unpaid balance on the contract or purchase order.

By submissicn of this certificate, Bidder agrees to disclose any reasonably requested information to the Purchasing Division and
authorizes the Department of Revenue to disclose to the Director of Purchasing appropriate information verifying that Bidder has paid
the required business taxes, provided that such information does not contain the amounts of taxes paid nor any other information
deemed by the Tax Commissioner to be confidential.

Under penalty of law for false swe'aring (Wesf Virginia Code, §61-5-3), Bidder hereby certifies that this certificate is true
and-accurate in all respects; and that if a contract is issued to Bidder and if anything contained within this certificate
changes during the term of the contract, Bidder will notify the Purchasing Division in writing immediately.

dederi,ﬁﬁ&ﬂmmw:%igned:——mm_"
Date:__ (2 \JAAL L0 Tite: D, \sTwsn  Memap”

*Check any combinalion of preference consideration(s) indivated above, which you are entitied to receive.
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STATE OF WEST VIRGINIA
Purchasing Division

PURCHASING AFFIDAVIT

West Virginia Code §5A-3-10a states: No contract or renewal of any contract may be awarded by the stale or any of its
political subdivisions to any vendor or prospective vender when the vendor or prospeclive 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 dollars in the
aggregate.

DEFINITIONS:

‘Debt” means any assessment, premium, penalty, fine, tax or other amount of money owed to the stale 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 required to be paid to the state or any of ils
palitical subdivisions, inctuding any interest or additional penalties accrued thereon.

‘Debtor” means any individual, corporation, partnership, association, limited liability company or any other form or
business associafion 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 a 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 funclion or whose jurisdiclion is coextensive with one
or more counties or municipalities. “Related party” means a party, whether an individual, corporation, partnership,
association, limited liability company or any other form or business assaciation or other entity whatsoever, related to 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 control 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 tax administered pursuant
to chapter eleven of this code, workers' compensation premium, permit fea or environmental fee or assessment and the
matter has not become final or where the vendor has entered into a payment plan or agreement and the vendor is not in
default of any of the provisions of such plan or agreement. ‘

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 stated.

WITNESS THE FOLLOWING SlGNATURE )
Vendor's Name: Aﬂ.ﬂ?’”ﬁﬂ:/& JA  FoRM S CES
Authorized Signature: /@MZ_ vﬁ) Wiyl Date: AL ([JH-ALN/LD

State of

County of ' , to-wit:

Taken, subscribed, and sworn to before me this ____ day of , 20
My Commission expires , 20 .

AFFIX SEAL HERE NOTARY PUBLIC

Purchasing Affidavit (Revised 12/15/09)



