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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 properly registered with the Purchasing Division
and have paid the required $125 fee. : ' .

4. Al services performed or goods delivered under State Purchase Order/Contracts are to be continued for the
term of the Purchase Order/Confracts, 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 afler June 30. : ' ' '

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

6. Intarest may be paid for fate payment in accordance with the West Virginia Code. o

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

8. The State of West Virginia is exempt from federal and state faxes 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 seller.

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

12. BANKRUPTCY: In the event the vendor/contractor files for bankruptey protection, the State may deem -
this contract null and veid, 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/vrc/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 anycne, directly or indirectly, 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 Information
Security Accountability Requirements, set forth in hitp:/fiwww.state wv.us/admin/purchase/privacy/noticeConfidentiality 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 to, 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 enable the director or spending unit fo
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, title 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 State of
West Virginia for price fixing and/or unreasonable restraints of trade relating to the particular commodities or services
purchased or acquired by the State of West Virginia. Such assignment shall be made and become effective at the time the
purchasing agency tenders the initial payment to the bidder. .

| certify that this bid is made without pfior understanding, agreement, or connection with any corporation, firm, limited
liability company, parinership, or person or enfity submiting a bid for the same material, supplies, equipment or
services and is in all respects fair and without collusion or Fraud. | further cerlify that I 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. Aliernates offered by the bidder as EQUAL to the specifications must bhe clearly
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. Unit prices shall prevail in case of discrepancy. All quotations are considered F.O.B. destination unless altemate
shipping tefms are clearly identified in the quotation. '

4. All quotations must be delivered by the bidder to the office listed below prior o 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

5. Communication during the solicitation, bid, evaluation or award periods, except through the Purchasing Division,
is strictly prohibited (W.Va. C.S.R. §148-1-6.6).

Rev. 12/15/08
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Williams & Associates
9400 Huron Avenue
Richmond, Virginia 23284-5421
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Williams & Associates
9400 Huron Avenue
Richmond, Virginia 23294-5421

FEIN: 31-1661821 | Ph: (804) 270-3840
Contact: Linda A. Williams '
Attachment B

CERTIFICATION OF UNDERSTANDING
MANDATORY REQUIREMENTS

— —

1. Alltranscripts will be formatted/yped in the exact manner detailed in the RFQ.

2. Toll free lines will be provided for receipt of dictation from Office of Judges employees located in
Charleston, Beckley and Fairmont, West Virginia. This system must be compatible with the
Dictaphone Enterprise System equipment owned by the Office of Judges.

A sufficient number of lines will be available in place to accommodate all employees dictating
simultaneously.

3. Hearing transcribed from cassettes and those transcribed from phone or other electronic format will
. be prepared in the format specified in the RFQ.

4. inthe event telephone communication or other electronic means are unavailable, vendor shall
franscribe decision orders from cassetfe tapes. if required these tapes will be picked up daily at the
Office of Judges offices located at One Players Club Drive, Charleston, Wv.

h

Vendor shall be able to electronically mail decisions/transcripts to the agency. System used to
transmit electronically must provide absolute security of the documents content and format.

8, Vendor must accommodate the requirements of the Office of Judges to prioritize work and comply
with special requests regarding the order in which dictations are transcribed.

7. Vendor must provide the agency with a magnetic storage disc {such as compact disc) of all the
previous months transcriptions within ten days of the end of each month.

8. Vendor agrees to maintain sfrict confidentiality and securify of dictation system, cassettes and all
franscripts.

1 certify that | have read and understand the requirement of this request by signing this

certification; | agree that the terms outlined in the request for quotations are non-negotiable and
must be met or the contract may be cancellied.

Vendor Name: Williams & Associates

Representative: _Linda A. Williams , /

Signature: M% MM

Date: Aprll 12, 2011

56



‘Williams & Associates
9400 Huron Avenue
* Richmond, Virginia 23294-5421

FEIN: 31-1661821 | Ph: (804) 270-3840

Contact: Linda A. Williams

Attachment C
INS11010
COST PROPOSAL
-Transcribing Hearings from Digital Voice Files $ 1.95 PER PG.
" ) ' : 2.50
Transcribing Hearing from Cassette Tapes : $ PER PG.
2.50 -
Transcribing Telephone Dictation $ PER PG.
6.95
TOTAL $

Award will be based upon the total cost.

Vendor Name:

Williams & Associates

- Representative: _Linda A. Williams___,. »

Signature:

Date:

April 12. 2011

Yea i<’

§



Williams & Associates
9400 Huron Avenue - - -

.Richmond, Virginia 23294-5421 ' . 68

FEIN: 31-1861821 | Ph: (804) 270-3840 - , SRR

Contact: Linda A. Williams RFQ No. _INS11010 i
STATE OF WEST VIRGINIA

Purchasing Division
PURCHASING AFFIDAVIT

West Virginia Code §5A-3-10a states: No coniract or renewal of any contract may be awarded by the state or any of its
politicat subdivisions to any vendor or prospective vendor when the vendor or prospective vendor or a related party }o the
vendor or prospective vendor is a debtor and the debt owed is an amount greater than cne thousand dollars in the

aggregate.

DEFINITIONS: .
“Debt” means any assessment, premium, penatty, 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 required to be paid to the state or any of its
polifical subdivisions, including any intarest or additional penaities accrued thereon.

“Debtor” means any individual, corporation, partnership, association, 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 a county or municipality; any
separate corporation or instrumentality astablished by one or mare counties of municipalities, as permitted by law; or any
pubtic body charged by law with the perfarmance of a government funclion or whose jurisdiction 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 association or other entity whatsoever, related to any
vendor by blood, marriage, ownership or contract through which the party has & 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 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 notin
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 affims and
acknowledges the information in this affidavit and is in compliance with the requirements as stated.

WITNESS THE FOLLOWING SIGNATURE

Vendor's Name: YVilliams & Associates

Authorized Signature: M ﬁ z/Z ZZ LSl Date: %géi l.rZ 2oy

State of 7 I} A Lo 2l R
T Y,

S

_, to-wit: .
Taken, subscribed, and sworn to before me this @day of é//’}i‘%&j , 20_& .
Y
My Commission expires Yop 31 , 20/A
MY ReqisTralici#t 1 451 f’ﬂ
AFFIX SEAL HERE NOTARY PUBLIC

Purchasing Affidavit (Revised 12/15/09)
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VENDOR PREFERENCE CERTIFICATE

Certification and application* is hereby made for Preference in accordance with West Virginia Code, §5A-3-37. (Does not apply to
construction contracts). West Virginia Code, §5A-3-37, provides an opportunity for qualifying 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
accordance 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:

Bidder is an individual resident vendor and has resided continuously in West Virginia for four (4) years immediately preced-
ing the date of this certification; or,

Bidder is a partnership, association or corporation resident vendor and has maintained its headguarters 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 headgquarters or principal place of business continuously in West Virginia for four (4) years immediately
preceding the date of this certification; or,

Bidder is 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 2.6% 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
affiliate 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 coniract, on average at least 75% of the
employees or Bidder's affifiate’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, Application 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:
Bidderis an individual resident vendorwho is @ veteran of the United States armmed 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; or,

6. 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 or the Nationai Guard, if, for
purposes of producing or distributing the commodities or completing the project which is the subject of the vendor's bid and
continuousty 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 immediately preceding years.

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

By submission 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 penaity of law for false swearing (West 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.

Bidder: Signed:

Date: Title:

“Check any combination of preference consideration(s) indicated above, which you are entitled to receive.




