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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 quotations are governed by the West Virginia Code and the Legislative Rules of the Purchasing Division.

4. Prior fo 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 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 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.

9. The State of West Virginia is exempt from federal and state taxes and will not pay or reimburse such taxes, ‘
10. The Director of Purchasing may cancel any Purchase Order/Contract upon 30 days written notice to the seller.

11. The laws of the State of West Virginia and the Legislative Rules of the Purchasing Division shall govern
all rights and duties under the Contract, including without limitation the validity of this Purchase
Order/Contract.

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

13. BANKRUPTCY: In the event the vendor/contractor files for bankruptcy protection, this Contract may be
deemed null and void, and terminated without further order. '

14. HIPAA BUSINESS ASSOCIATE ADDENDUM: The West Virginia State Government 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/admin/purchase/vrc/hipaa.htm) 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 Confract constitutes a public improvement
construction contract as set forth in Article 1D, Chapter 21 of the West Virginia Code ("The West Virginia Alcohol
and Drug-Free Workplace Act’), then the following language shall hereby become part of this Contract: "The
contractor and its subconiractors shall implement and maintain a written drug-free workplace policy 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 its subcontractors shall provide a sworn 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 its drug-free workplace policy; 2) Fails to provide information
regarding implementation of the contractor's drug-free workplace 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: lems 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 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 quotations are considered F.OB. 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:
Department of Administration, Purchasing Division, 2019 Washington Street East, P.O. Box 50130,
Charleston, WV 25305-0130

Rev., 7/01/08
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Quotation Request //

US Government Printing Office JACKET:547-068

Dallas Regicnal Office Quotations Due By: /000 Am CenfrRiL. Time
100 Commerce Streer. Room 731 (Eastern Time)! 1:00 AM on 07/29/2009

Dallas TX 75242. Submit Fax Quotes to:(214) 767-4101

Contractors must provide mandatory taxpayer information before GPO makes payment,
Please see special notice on hétp://contractorconnect.gpo.gov/.

TITLE: ENVELOPES

QUANTITY: 2,000 = 1000 each of two different envelopes See description. +/- none,

TRIM SIZE: 4-1/8 x 9-1/2"

PAGES: Face Only

SCHEDULE:

Furnished Material will be available for pickup by 07/29/2009

Deliver complete (to arrive at destination) by 08/07/2009

F.Q.B. destination

QUALITY LEVEL: 4 Quality Assurance Through Attributes (GPO PUB 310.1, effective May 1979 (Rev.
8-02)) applies.

DESCRIPTION:

Item 1: 1,000 No. 10 window envelopes, open side, high cut, diagonal seams, with a suitable full gummed
flap, printing face only in black ink with a return address in the upper left comer. Die-cut a 4-1/2 x 1-1/8"
window with rounded corners located 7/8" from the left edge and 1/2" from the bottom. Cover window
with a suitable transparent panel glued to the inside. Adequate gripper margins. Copy is type and a rule.

Item 2: 1,000 No. 10 envelopes, open side, high cut, diagonal seams, with a suitable full gummed flap,
printing face only in black ink as a Business Reply Envelope. Bleeds top Copy is type, rules, and
barcodes.

MATERIAL FURNISHED: Contiactor to pickup at GPO. Two previously printed envelopes to use as
manuscript copy. Item 1: Contractor to set 5 lines of type and a rule. Item 2: Contractot to set 14 lines of
type, 2 square outline rules and 3 barcodes. Contractor to match samples for type size, style, format, etc
Contractor is responsible for accuracy of typesetting.

PAPER: * Must be in accordance with JCP Paper Specification Standards in effect on date of this order
JCP Code* V20, Wiiting Envelopes, White, Basis Size 17 X 22" Basis Weight 24

COLOR OF INK: Ink Must Contain a Minimum of 20% Vegetable Oil

Black

PRINT PAGE: One Side Only

MARGINS:

See description.

PACKING:

Box each item separately. Separately boxed items may be placed in the same shipping container

Box in units of env std Pack suitable per shipping container.

DISTRIBUTION:

U.S. Probation

Attm: Sandra Guerra

106-B Federal Building, 33 East Twohig Street

San Angelo, TX 76903

Pagelof2 GPO Contract Terms (GPO Pub. 310.2, effective December 1, 1987 (Rev. 6.01)) applies
Reports of Fraud. Waste, and Abuse can be made in strict confidence to the GPO Inspector General toll.free Mational Hotline 1-800.743.7574.
JACKET: 547068 ADMINISTRATIVE OFFICE OF THE U S. C 9-00037 BAC: 2210 12

Your Contract Administrator is: Glen Carlson  Call: (214) 767-0451 Written By: gearlson Reviewed By:
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-------- 2,000 envelopes (1,000 each of 2 different envelopes) INSIDE DELIVERY REQUIRED.

GPO Publication 310 2, GPO Contract Terms, Contract Clause 5. Disputes, is hereby replaced with the Junc
2008 clause found at www gpo gov/printforms/pdf/contiactdisputes pdf. This June 2008 clause also
cancels and supersedes any other disputes language currently included in existing contractual actions.

Page 2 of2 GPO Contract Terms (GPO Pub. 310.2, effective December 1, 1987 (Rev 6-01)) applies.
Reports of Fraud. Waste and Abuse can he made in strict confidence to the GPO Inspector General toll-free National Hedline 1-800.743.7574,
JACKET: 547068 ADMINISTRATIVE OFFICE OF THE U.S C 9-00037 BAC: 2210 12

Your Contract Administrator is: Glen Carlson  Calk: (214)767-0451 Wrinen By: gearlson Reviewed By:
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