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REQUEST FOR QUOTATION
DEPARTMENT OF HEALTH & HUMAN RESOURCES
BURBAU FOR CHILD SUPPORT ENFORCEMENT

REQ CERIZNS

The mission or purpose of this project is to provide Supplemental Process Service for the
West Virginia Bureau for Child Support Bnforcement (“Agency”) for the purpose of serving child
suppost and/or spousal support papers to absent parents, custodial parents and any othex pariies
pursuant to the requirements of the Weat Virginia Rules of Civil Procedure.

The Vendor will not be an exclusive provider of the service. Multiple vendors may be
awarded contracts for a reapective county. Contracts will be awarded to all bidders sadafying the

requirements and qualifications of this RFQ. The Agency will utilize deors based upcm the
lowest cost and performqnce of the Vendor.

The award of a cqntract to multiple Vendors will not guarantee work for any Vendor, and
the Agency is under no legal obligation to use all of the qualified Vendors that have signed a
Contract with the Agency. The Agency may allocate work among the Vendors based on the needs
of the Agency. Itis in the Agency’s sole discretion to allocate work to any of the Vendors if more
than one Vendor is selected. The Agency is not obligated to refer any specified number of papers
for service and reserves the right to request service as needed, subject to volume and performance.

The Agency will provide to the Vendor its most recent, most accusate address available for
the party to be served. However, the Vendor is not limited to only serving at the addresses
provided by the Agency. Given the critical need for effective and timely service of process, the.
Vendor must attempt to serve a party at any address necessary to affect sexvice. Attempts ghould
include, but are not limited to, serving during employment hours at the place of employment,
outside employment hours at the residence, or at any other additional address, when multiple
addresses are provided by the Department or other gource. To affect succeasful service, the vendor
should attempt service at as many of the addresses provided and at different time intervals as
necessaty. If service is successful at an address other than the address provided by the Agency,

the Vendor will provide the Agency with that address within ten (10) days along with the Credible
Person Return of Sexvice.

32083 R AT R TR
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CREDIBLE PERSON RETURN OF SERVICE

Yor each legal document which has been successtully served, the Vendor shall provide the
respective local office with a “Credible Person Return of Service” complying with the provisions of
the West Virginia Rules of Civil Procedure (see Attachment A). Bach Credible Person Return of

Service must be signed by the Vendor's employee who has effectuated service and sworn or.
acknowledged before a Notary Public.

The Credible Person Return of Service document must include the name of the person being

served, the address at which it was served, and a description of the pereon 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 gixteen (16)

years. The Vendor shall state the name and relationship of person served to the pergon named on
the legal document.

The Vendor shall not perform substitute service of a person by service of the document to
~ another party in the-legal action being served.

If the service of process is made at the recipient’s place of employment or institution, -

substitute service of the document is not acceptable,

The Vendor shall advise the person being served that the document is a legal document and
ghould be reviewed. The Vendor shall refer all questions to the Agency.

TIME GUIDELINES

The Vendor shall initially atbempt service no more than five (5) calendar days following
receipt of the document. '

. Upon successful service, the Credible Person Return of Service shall be forwarded to the
respective local office within ten (10) calendar days from the date the legal document is sexved.

I the Agency requires service of process to be made less than thirty (30) days following the
vendor's receipt, the Agency will advise the vendor in writing of the deadiine for gervice upon the
party. The Credible Person Return of Service must be recelved by the Agency prior to the deadline
for service. If the vendor makes successful service but does not provide the Credible Person
Return of Service prior to the deadline stated by the Agency, the Agency ghall not be charged.

[¢10009/0020
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If the Vendor is unsuccessful at service of process after thirty (30) calendar days following
receipt, the Vendor should contact the Agency to inquire whether further information is available.
Likewise, the Agency requires the Vendor to provide any information secured by the Vendor

regarding the location of the person to be served, in order to assist the Agency in its location
efforts.

The documents not gerved by the Vendor shall be forwarded to the reapective local ofilce
within ten (10) calendar days following the final attempt. Documents not sexrved by the Vendorx
will be returned to the Agency with an explanation why the document was not served and
documentation of dates, imes, and addresses of all atbempts. Upon return of an “unsucceasful”
service of process, the Agency may request setvice of process from another vendor.

All documents shall be served ox xeturned to the Agency by the Vendor within forty-five
(45) calendar days following receipt of the document from the Agency

If the Vendor is making substantial progress and successful service is likely within fourteen
(14) calendar days following the expiration of the 45-day service period, the Vendor may request

written approval of the Agency for an additional fourteen (14) calendar days for the service of
documents on a particular case.

The legal documents remain the propesty of the Agency unfil successful sexvice is
obtained and shall be returned to the respective local office upon request, regardless of status.

AGENCY REQUEST FOR SERVICE

The respective local office and the Vendor may mutually agree to the exchemge of
documents by the use of a mail service with tradking, if exchange in person is not practical. In the
absence of a mutual agreement, the Vendor shall pick up and return documents-to the local office

in person on a scheduled basis. For in person pickup, all documents shall be picked by the Vendor
within three (3) calendar days of a request for service by the local office.

TRACKING AND COMPLIANCE

The Agency will maintain a log of documents submitted for service of process to the
Vendor. A sample is attached (Attachment B). A copy of the log, listing the documents bﬁng
‘given for service, will be provided to the Vendor with the documents for service.

CSE12083
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track the date of receipt by the Vendor and the date of return to the Agency. The copy of the log
-will serve as the cover sheet/verification of vendor’s receipt of all listed documents. If a specific
deadline for service has been identified by the Agency for the Vendor, such date must be noted on
the Agency’s log. | '

By use of said log, each respective local office will ensure that the Vendor has no more than
twenty (20) documents for service at any point in time. If twenty (20) documents are outs
with the Vendor, the Vendor must return a number of documents before he/she may be given a

like number of new documents for service. Likewise, the Vendor should not accept more than
twenty (20) documents for gervice from a respective local office.

If a Vendor fails three (3) times (i.e., three documenis) to comply with the time limits
‘prescribed herein, then the Agency has the discretion whether to contact the vendor for additonal
service of process until all service documents are brought up o date. After a vendor has failed to

comply a fourth time with the time limits prescribed herein, the Agency has the digcretion to
discontinue or limit its use of the Vendor’s services.

Non-compliance of these requirements can result in non-payment of services and/or a
formal vendor complaint being filed with the West Vixginia Department of Administration. If
-non-compliance continues to be a method of service delivery, the contract may be cancalled.

Purther, the Agency reserves the right to request liquidated damages in the amount of
$100.00 per occurrence of failute to timely return documents within ten (10) calendar days of .
successful service or within forty-five (45) days of non-service in the absence of the written coneent
and agreement of the local office. Said liquidated damages shall compensate the Agency for
Vendor's failure to meet contract specifications. Payment of lguidated 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.

CHANGES OF LAW

¥f changes are enacted in Federal or State law which amend the law relating to the service of
process, each contract granted pursuant to this RFQ will be automatically and impliedly amended
to comply with the change. All Vendors will be required to comply with the changes in the law or
the contract may be terminated by the Agency, Any change in Federal or State law which makes

the performance of this contract illegal shall be deemed to void the contract as of the effective date
or enactment of said law.

CSE12083
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VENDOR RESPONSIBILITIES

The bid quotation shall include all costs of service.

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 trangportation,
travel, and parking expenses incurred.

The Vendor shall be responsible for establishing and maintaining sufficlent and adequate
space, equipment, facilities and the necessary supplies requived to maintain a safe and acceptable’
standard of performance. The Vendor's operational standards shall include, but are not imited to:
1) maintaining a competent staff adequate for|the successful and timely performance of the
required service of legal documents; 2) maintaining comprehensive and sufficient quality controls
to ensure that equipment and personnel will| perform as required; and 3) developing and
maintaining a schedule detailing all policies and procedures used in the Process Service Operation,
This schedule must be reviewed and updated at liast annually by the Vendor.

The Vendor shall require all employees or|contractors to execute a confidentiality statement
that the employees or contractors of the Vendor will secure and protect the documents and
personal data on the Agency’s documents againgt unauthorized access. The Vendor shall provide
documentation to the Agency of confidentiality jstatements prior to the employee or contractor’'s
receipt of the Agency’s documents. The Vendor must require each employee or contracior to
identify to the Vendor if he or she or a member of his/her family is a party in a support cage in the

State of West Virginia. Purther, the Vendor must prohibit the employee or contrackor 8o identified
from access to the documents related to such case(s).

The Vendor shall submit detailed invoices for services provided. A description of the
document being served must be included by the Vendor on the invoice. Invoices should be

received in the local Agency office at least once per month. State law forbids said invoices o be
paid in advance of services provided.

The Vendor shall provide its mailing address, telgphone number(s), and email addxess to
the Agency. The Vendor shall advise the Agency of any change in telephone number within
twenty-four (24) hours of the change. The Vendor shall advise the Agency of any change in the
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mailing and email address within five (5) calendar days of any change. Likewise, the Agency will
provide the Vendor with the contact information for each local office in the same manner,

" The Vendor shall return telephone calls and messages, as well as enail
Agency within 48 hours of its receipt from the Agency. '

Failure of the Vendor to advise of changes in contact information resuliing in the Agency’s

inability to contact the Vendor may invoke the provisions of the liquidated damages clause herein.

messages, from fre

The Vendor shall make the necessary individual available as a witness in the event that

testimony is required as a result of the Service of Process. The Agency shall not be charged for
such service.

SERVICE OF PROCHESS BY SHERIFE

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, the Vendor shall provide service of legal
documents pursuant to the requirements 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. '

CONTRACT PBR COUNTY

Quantities listed in the RFQ Attachment C are approximations only, based on estimates
supplied by the Agency. The estimates are for total documents sexved, not necessarily those
served by private vendor. It is understood and agreed that the contract shall cover the quantities

actually ordered for delivery during the term of the contract, whether more or less than the .
quantities shown. '

The Vendor must identify the counties in which service will be provided. The Vendor may
receive requests for service of proocess from any office of the Agency; however, if the Vendor has
ot been awarded the bid for that county, the Vendor may not serve that process and ghould
return the document to the requesting Agency office.

The Agency is divided into nine (9) regions consisting of all fifty-five (55) counties, Bids will
be accepted for five (5) counties which are Boone, Linookn, Mingo, Nicholas, and Webster counties.
The Agency reserves the right to issue multiple contracts.

CSE12083
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The five (5) counties, local offices, and estimated annual quantities are listed on Attachment C.
LIFE OF CONTRACT

This contract becomes effective on and shall extend for a perlod of ane (1) year ox until ‘
such “reasonable time” thereafter as is necessary to obtain a new contract or renew fhe orlginal contract,
The “reasonable time” period shall not exceed twelve (12) months. During the “reasonable time”, the

Vendor may terminate the contract for any reason upon giving thirty (30) days written notice to the
Director of Purchasing,

Notice by Vendor of intent to terminate will not relieve Vendor of the obligation to continue to
provide services pursuant to the terms of the contract. '

Unless specific provisions are stipulated elsewhere in this contract, the terms, conditions, and
pricing set herein are firm for the life of the contract.

This contract may be RENEWED upon the mutual written conzent of the Agency and the Vendor,
submitted to the Director of Purchaging thirty (30) days prior to the expiration date. Such Renewal shall be

in accordance with the terms and conditions of the original conftact and ghall be limited to two (2) one-year
periods. ' :

PURCHASING AFFIDAVIT

West Virginia Code §5A-3-10a (3)(d) requires that all Vendors submit a Puxchasing Affidavit
regarding any debt owed to the State of West Virginia. The Purchasing Affidavit must be eigned and
submitted prior to award. It is preferred that the Purchasing Affidavit be submitted with the bid quotation.

The terms and conditions contained in this contract shall supersede any and all subssquent teriies and conditions '
which mmay appear on any attached printed documents such as price lsts, order forms, cales agreements ov
maintenance agreements, including any elecironic medium such as CD-ROM. :

CSE12083
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COUNTY *UNIT COST EETIMATED STOTAL COST
YEARLY
_ QUANTITES
36
Boone County 3 10D o2 P 3,600 ee
. 25 )
Lincoln County
179
Mingo County .
: 38
Nicholas County
27
Webster County

*Unit Cost — the cost of service for each packet of documents to be served to an individual or busineas.

##Total Cost — the Unit Cost multiplied by the Batimated Yearly Quentitics.
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IN THE FAMILY COURT OF COUNTY, WEST VIRGINIA

. WEST VIRGINIA BUREAU FOR CHILD SUPPORT ENFORCEMENT .
' Peotitioner,
Clhvil Action i
H&mom'lanl. '
Hospan&om.

On his day, . known 10 the undessignad Notary Pubiic to be a credile pereon over
the age of elghdesn (18), pereonadly appeared before me and avers as {oliows. -

____ SUCCESSFUL SERVICE -On __|_( _.al__: _m, | sorved witih
by leaving with at Roeldenes or Business
Degoriptioi. age 89X race haipht walght halr beard glasees
Mannor of esivice: “*Pogting Is not accepiable sorvice. ™

o Pergonal: By personally delivering documan to the pareon belng esrved.

o Substiuted &t resldence: By loaving at the home of the pereon belng seived with a member of the housshold over the aga of 16
yaars AND explalning the general nature of the pepers. *“eannot seiva to another parly of the ection**

—____ NON-8ERVICE: After dilgent affort and careful ingulry, | have bash unabis to eflect process upon the

personfentity becauso:
o unknown ai address © moved, no forwarding address u addreas doasn't exat
o sorvice cancsfled by BCSE u unabils o timely esrva o other

Service was attemplod: (list date, time, & address)
1)

2)
3)
4) R
PROCESS SERVER

STATE OF WEST VIRQINIA, COUNTY OF : , lo-wit:
Taken, subscribed and sworn to baloro ma fis day of .ao_ 

lras:
My commission explres T =

CSE12083
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Ree | county | LocaLossce | A4HEAL
2 Nicholas Summarsville 38
"2 | Webater Welsater Springs 27
5 . | Boone Foster . aB
5 Lincoln Hamiin 26
5 |Mingo | Willameon 170
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Rev.ogfoé 600018
' State of West Virginia

VEMBOR PR E CERTIFICATE

Certification and application* is hereby made for Preference in accordance with West Virginia Code, §5A-3-37. (Does not apply to
construclion contracls). West Virginia Code,

§6A-3-37, provides an opportunity for qualifying vendors to request (at the lime of bid)
preference for their residency status.

Such preference is an evaluation method only and will be applied only to the cost bid in
acqordance 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:
V. Bidderis an individual resident vendor and has resided continuously in West Virginia for four (4) years immediately preced-
ing the date of this certification; or, _
. Bidderis a parlnership, association or corporation resid
business continuously in West Virginia for four {
ownership interest of Bidder is held by another i

L i

enl vendor and has maintained its headquarters or principal place of
4) years immedialely preceding the date of this certification: or 80% of the
ndividual, partnarship, association or carporation resident vendor who has
maintained its headquarters or principal place of business continuously in West Virginia for faur (4) years immediately
preceding the dale 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 ceifies (hat, during the life of the conltract, 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 forthe two years
immediately preceding submission of this big: or,

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

- Bidderis a nonresident vendor employing a minimum of one hundred slate residants or is a nonresident vendor with an
affiliate or subsidiary which maintains its headquarters or principal place of busingss within West Virginia employing a -
minimum of one hundred state residents who certifies thal, during the life of the contract, on average at least 75% of the .
employees or Bidder's affiliale’s or subsidiary's employees are residents of Wes! Virginia who have resided in the state
continuously for the two years immediately preceding submission of this bid; or,

4, Application is made for 6% 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 anindividual resident vendor who is a veteran of the United States armed forces, the reserves orthe National Guard
and has resided in West Virginia continuously for the four years immedialely preceding the date on which the bid is
.Submitted; or,

6.

Application is made for 3.6% resident vendor preference who is a veteran for the reason checkad:
____ Bidderis a resident vendor who is a veteran of the United States armed forces, the reserves or the National Guard, if, for
purposes of producing or distributing the commodities or completing the project which is the subject of the vendor’s bid and
continuously over the enlire term of the project, on average at least seventy-five percent of the vendor's employeeas are
- residents of Wesl Virginia who have resided in the state continuously for the two immediately preceding years.

Bidder understands if the Secretary of Revenue determines thal a Bidder receiving preference has faile.d to continue to meel the
requirements for such preference, the Secretary may order the Director of Purchasing 1o: (a) reject the bid; or (b) assess a penalty

against such Bidder in an amount nol to exceed 5% of the bid amount and that such penalty will be paid o the contracling agency
or deducted from any unpaid balance on the conlract or purchase order.

By submission of this certificate, Bidder agrees to disclose any reasonably requested infqrmation_io the.Pn'Jrchasingl Division and
authorizes the Depariment of Revenue to disclose to the Director of Purchasing appropriate information ventying thet Bidder has paid

the required business taxes, provided thal such information does not contain the amounts of taxes paid nor any other information
deemed by the Tax Commissioner to be confidential.

i irgini - i corti t this cariificate is true
Under penalty of law for false swearing (West Virginia Code, §61-5-3), Biddaer hemhy cortifies tha _ ;
and acgflrate in all respects; and that if a contract is issued to Biddar and if ap-,[thrt}g co.ntainled whtlnin this certificate
changes during the term of the contract, Bidder will notify the Purchasing Division in writing immediately.

Bidder: "~ Tetesa L. 1Hatfield Signed: @,&u:im JZ, H (fi/ ;C
Date: l\-30o 1 o Tite:  Sole. &efﬁm‘ﬁfi

‘Check any combination of preference consideralion(s) indicaled above, which you are enliled to roceive.
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STATE OF WEST VIRGINIA
Purchasing Division

PURCHASING AFFHDAVIT

West Virginia Code §5A-3-10a states: No conlracl or renewal of any contract may be awarded by the slale ar any of its
political subdivisions to any vendor or prospeclive vendor when the vendor or prospactive vendor ar a related partly lo the

vendor or prospactive vendor is a deblor and the debt owed is an amount grealer than one thousand dollars in lhe
aggregale.

DEFINITIONS:

“Debl" means any assessment, premium, penally, fine, tax or other amount of money owed to the state or any of ils
political subdivisions because of a judgment, fine, permit violation, license assessmenl, defaulted workers' compensation
premium, penaily or other assessmenl presently delinquent or due and required to be paid to the slale or any of ils
political subdivisions, including any interesl or additional penallies accrued thereon.

“Deblor” means any individual, corporation, partnership, association, limited liability company or any olher form or
business association owing a debt 1o the slate or any of its political subdivisions. “Palitical subdivision” means any county
commission; municipalily; county board of educalion; any instrumentality established by a county or municipality; any
separale corporalion or instrumentaiity established by one or more counties or municipalilies, as permitled by law; or any
public body charged by law with the pedormance of a governmenl function or whose jurisdiction is coextensive with one
or more counlies or munimpahhes “Related party" means a party, whether an individual, ccrporation, partnership,
associalion, limited liability company or any other form or business association or olher entity whatsoever, related to any
vendor by blood, marriage, ownership or contract through which the parly has a relationship of owriership or other interest
with the vendor so lhat the parly will actually or by effect receive or control a portion of the benefil, 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 conlracl amounl.

EXCEPTION: The prohibition of lhis seclion does nol apply where a vendor has contested any lax administered pursuant
lo chapter eleven of this code, workers' compensation premium, permil fee or environmental fee or assessment and the
matler has notl become final or where the vendor has entered intp a paymenl plan or agreement and the vendor is not in
delault of any of lhe 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 alfirms and
acknowledges lhe information in this affidavil and is in compliance with the requirements as stated.

WITNESS THE FOLLOWING SIGNATURE

' Vendor's Name: /-’l.g;-?g(’ﬁf«(‘ﬁ | HO{A";: £ \(Q

Authorized Signature: - SL&;\L&O‘.J-% < &&q\id J(‘O ; Date: ‘ \;' = ”
Slale of (OU

County of W“m%o , lo-wit;

Taken, subscribed, and sworn to before me this@ day of MOUBIY\ beQ .20

My Commission expires mt{ “0

L2041
t { e
QZZ TV/
AFFIX SEAL HERE NOTARY PUBLIC __% 77744480

NDTAR‘I’ PUBLIG
GTATE OF WEST VIRQHEA

Purchasing Alfidavit (Revised 12/15/09)




