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GENERAL TERMS & CONDITIONS
REQUEST FOR QUOTATION (RFQ) AND REQUEST FOR PROPOSAL (RFP)

1. Awards will ba made in the best inleresl of the Slale of Wesl Virginla.

2. The State may accept or rejecl 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. All services performed or goods deliverad under Slate Purchase Order/Conlracls are to be continued for the
lerm of the Purchase Order/Contracts, conlingent upon funds being approprialed by the Legislature or olherwise
being made avallable. In the event funds are nol approprlated or otherwise available for these services or goods
this Purchase Order/Contracl becomes vold and of no effect after June 30.

8, Payment may only be made aller the delivery and acceptance of goods or services.

6. Interest may be pald for late payment in accordance wilh lhe West Virglnla Code,

7. Vendor preference will be granted upon wrillen request in accordance wilh the West Virginia Code,

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

9. The Director of Purchasing may cancel any Purchase Order/Contract upon 30 days writlen notice lo the seller.

10. The laws of the Slate of West Virginla and the Legislative Rules of the Purchasing Division shall govern the

purchasing process.
11. Any reference to automatic renewal is hereby deleled. The Conlract may be renewed only upon mulual written

agreement of the partles.
12. BANKRUPTCY: In the event the vendor/conlraclor files for bankruptcy protection, the State may deem
this contrac! null and void, and terminate such contract without {urther order.

13. HIPAA BUSINESS ASSOCIATE ADDENDUM: The Wosl Virginia Slale Government HIPAA Business Associate
Addendum (BAA), approved b},' the Altorney General, is avallable online at www.state.wv.usfadmin/purchaselvrefhipaa.html
and is hereby made parl of the agreemenl provided that the Agency meets the definition of a Cover Entity
(45 CFR §160.103) and will be disclosing Prolected Health Informaltion (45 CFR §160.103) to the vendor.

14. CONFIDENTIALITY: The vendor agrees thal he or she will not disclose to anyone, direclly or indireclly, any such
personally ldentifiable Information or other confidential Information gained from the agency, unless the individual who is
lhe subject of the information consents to the disclosure in writing or the disclosure is made pursuant lo the agency's
policies, procedures, and rules. Vendor furlher agraes to comply with the Confidentialily Policies and Information
Securlty Accountabllity Requirements, set forth in hitp:/fweaw.slale.wv.usfadmin/purchase/privacy/noliceConlfidentiality.pdf.

16, LIGENSING: Venders must be licensed and in good standing In accordance with any and all state and local laws and
requirements by any slate or local agency of Weslt Virginia, including, but not limited to, the Wost Virginia Secretary
of Slate's Olfice, the Wesl Virginia Tax Departmenl, and the West Virginla Insurance Commission. The vondor musi
provide all necessarr releases to obtain information to enable the director or spending unit to
verify that the vendor is licensed and in good standing wilh the above entilies.

16. ANTITRUST: In submilling a bid to any agency for the State of West Virginia, the bidder offers and agrees ihat
il the bid is accapled the bidder will convey, sell, assign or transfer to the State of West Virginia all rights, tille and interest
in and lo all causes of actlion il may now or hereafter acquire under the antitrust laws of the United States and the Stale of
Wasl Virginla for price fixing and/or unreasonable reslraints of trade relating lo 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 Inltial payment to the bidder,

| cenlify that this bid is made withoul prlor underslanding, agreament, or connection with any corporation, flrm, limited
liability company, parlaership, or person or enlily submilling a bid for the same malarial, supplies, equipment or
services and Is in all respects fair and without ‘collusion or Fraud. | further certify that | am authorized to sign

the cerlification on behall of the bidder or this bid.

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

2. ltems offered must be In compliance with the specilications. Any deviation from the specilications must be clearly
indicated by the bldder. Alternates offered by the bidder as EQUAL to the specifications must be clearly
defined. A bidder offering an alternale should altach complele specifications and literature to the bid. The
Purchasing Divislon may waive minor deviations 1o specifications.

3. Unit prices shall Prevall in case of discrepancy. All quotations are consldered F.0.B. deslinalion unless alternale
shipping terms are clearly idenlified in the quotalion.

4. All quotalions musl be delivered by the bidder fo the office listed below prior to the date and fime of the bid
opening. Fallure of the bidder lo deliver the quotations on lime will result in bid disqualifications: Department of
Administration, Purchasing Division, 2019 Washinglon Sireet East, P.O. Box 50130, Charleston, WV 25305-0130

5. Communication during the solicitalion, bid, evaluation or award periods, except through lthe Purchasing Division,

Is strictly prohibited (W.Va. C.S.R. §148-1-6.6).

Rev. 11/09/11
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SPECIFICATIONS

SCOPE: These specifications cover the production of publications and material requiring
such operations as electronic prepress, printing, packing and distribution.

TITLE: West Virginia Wildlife Magazine Contract

SPENDING UNITS: West Virginia Division of Natural Resources, West Virginia
Department of Commerce

QUANTITY: The number ordered will vary for each contract release order.

TYPE OF PUBLICATION: A magazine containing 28 pages, (24 inside pages, 4
cover pages), saddle-stitched. All pages will be four-color process. Published not less
than two nor more than four times a year. Finished size will be 8-1/27 X 117, High

quality print job with tight registration.

GENERAL SPECIFICATIONS: Vendor must designate one contact person
knowledgeable in all phases of printing procedures who will be responsible for seeing
that all functions of magazine production and mailing are maintained under the terms of
contract, and with whom magazine staff will work throughout production process to
handle daily details or help resolve any problems which may arise. Prime contractor is
responsible for successful perfoxmance of contract.

PRINTING:
All pages are four-color process. Pages will bleed on all sides.

PAPER STOCK:
Inside: 70# white recycled, gloss, coated book, Grade 2

Cover: 80# white recycled, gloss, coated book, Grade 2 .
Vendor should specify paper manufacturer: UTL PIA L (Auvss ney

WEST VIRGINIA DIVISION OF NATURAL RESOURCES WILDLIFE RESOURCES

SECTION TO FURNISH:

Print order

Full-color composite visual of the provided file to show layout
Electronic Media containing files

Mailing list for distributing publication

MEDIA -- Prepress:

West Virginia Division of Natural Resources (DNR) or designated representative will
provide a PC-formatted, computerized layout of publication on CDRom in Adobe
InDesign CS4 or latest version. Electronic file of magazine could also be uploaded to
vendor’s FTP site. A low-quality laser mock-up of each issue will be mailed overnight
to vendor. Vendor is responsible for platform conversion of files if needed.
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VENDOR TO FURNISH: All materials and operations, other than those listed under
“WV DIVISION OF NATURAL RESOURCES WILDLIFE RESOURCES SECTION

TO FURNISH,” necessary to produce the products in accordance with these
specifications.

ELECTRONIC PREPRISS: Prior to image processing, the vendor shall perform a
basic preflight of the furnished media and publishing files to assure correct output of the
required production image. Any errors, media damage or data corruption that might
interfere with proper file image processing must be reported to the ordering agency
immediately. The vendor shall create or alter any necessary trapping, set proper screen
angles and screen frequency, and define file output selection for the imaging device being

used to insure press readiness.

PROOFS - VENDOR MUST PROVIDE:

Two full-color composite hard copy proofs of magazine, and one matchprint, chromalin
or dylux hard copy proof of front and back covers. One composite proof and the
chromalin proof (or equivalent) must be sent to Art Shomo, DNR Wildlife Resources
Section, 324 Fourth Avenue, South Charleston, WV 25303 for sign off. Second
composite proof must be sent to Rita Kee, WV Dept. of Commerce Communications, 90
MacCorkle Ave., SW, South Charleston, W V 25303. Proofs must be received by DNR
within 5 calendar days of receipt of CD or electronic file upload. DNR will return
corrected proof within 3 working days. Cost of overnight mailing of proofs to spending

unit is to be included in printing cost.

The vendor must not print the order prior to receipt of an “OK to Print” by the
West Virginia Division of Natural Resources Wildlife Resources Section contact or
appointed designee, The final product must match approved proof.

BINDING/PACKAGING:
Publication will be trimmed and saddle-stitched. Boxes for drop shipment to Division of

Tourism mail room must contain equal quantities and weigh no more than 30 pounds
cach. Boxes must be labeled “West Virginia Wildlife” along with the issue (spring,
summer, fall, winter and year) and quantity on outside of box.

DELIVERY/POSTAGE
Vendor is responsible for and may subcontract for nationwide mailing of magazine to

individual subscribers. DNR will maintain mailing list and provide vendor with an
clectronic list of approximately 40,000 names and addresses in Excel file for each issue.
Vendor to use ink-jet process or similar process to print mailing labels on back cover of

magazine,
Remainder of print run will be shipped to Division of Tourism mail room, 90 MacCorkle

Ave., SW, South Charleston, WYV 25303. Deliveries at the South Charleston address will
be accepted between 8 a.m. and 3 p.m. Monday through Friday with no deliveries on
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holidays or weekends. Boxes may be packaged on skids not to exceed 72 boxes per skid
or over six feet tall. Pallets must be shrink-wrapped and stacked evenly so that they can
be double-stacked without the boxes breaking open. Pallet will be unloaded with fork lift
by agency staff. Directions to office provided at time of delivery. Before delivery is
made, vendor or delivery agent must notify DNR Wildlife Resources Section contact or
specified designee by calling South Chatleston office at 304-558-2771 at least two
working days in advance to verify that shipment is being made. Must meet all USPS
procedures and rules. The ship/deliver date indicated on the contract release order is the
date by which the product ordered for delivery F.0.B. must be delivered to the

destination specified.

Postage will be paid by vendor and reimbutsed by DNR at actual cost. Must submit
copy of freight invoice and USPS charges. Magazine to be mailed directly to all names
on updated list for each issue. Mailing and delivery must be completed within 15
calendar days of printer receiving editor’s approval of final proof.

MATERIALS STORAGE AND RETURN: All material must be stored by the vendor
for the length of the contract. All material is the property of State of West Virginia and
must be returned to the ordering agency within 14 days of a verbal or written request or
upon termination of contract. All expenses incidental to returning materials, submitting
proofs, and furnishing samples must be borne by the vendor.

SPECIAL INSTRUCTIONS: Failure to meet printing quality (improper registration,
incotrect paper, smudged or smeared printing, off-color match, misplaced images or
text), materials, or specifications, etc., is justification for cancellation or refusal of the

order.
Failure to meet delivery deadline will result in a $100.00 total liquidated damage per day.
All vendors bidding on this job assume this responsibility. Failure to meet delivery

deadline on more than one occasion, without justification of circumstances beyond the
vendor’s control, i.e., paper shortage, labor strikes, etc., is justification for cancellation or

refusal of order or contract.

No spoils will be accepted as part of the delivery volume.
Under no circumstances will overruns be paid for, Under no circumstances can the

approved vendor use this publication for gain. All publications are property of the
State of West Virginia,

Successful vendor is to contact the West Virginia Division of Natural Resources ordering
agency contact immediately upon receipt of purchase order to discuss technicalities of job

and to verify receipt of order.

SAMPLE(S) OF SIMILAR PUBLICATIONS PRINTED BY VENDOR MUST BE
PROVIDED UPON REQUEST.
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WEST VIRGINIA WILDLIFE MAGAZINE

PRICING SHEET

Bid total must consist of cost for printing, binding, packaging, labeling, presorting
and delivering one issue to the post office for mailing. Bid total must also include

cost of mailing proofs to customer per instructions,

Quantfities listed are for evaluation purposes only. Actual quantities per issue and
number of issues may vary.

Purchase order award will be based on the total amount of the bid scenario helow,

Quantity Description Price per 1,000 Amount total
44,000 per issue West Virginia Wildlife $%3l.@0 Xd4= $ 1Y, 5’6[{ 0.
magazine

Price per hout

Hourly rate for alterations requested .
as a result of customer error. $ MS %% xo= % 10
Total Bid per issue § JM. 65922

14,65, °2




Tt D05 State of West Virginia FeO3
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 opportunily 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 cerlificate 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 madle for 2.6% 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,

____ Bidderis apartnership, association or corporation resident vendor and has maintained its headquarters 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 certification; o,

_____ Bidderis anonresident vencor 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,
Application Is made for 2.5% resident vendor preference for the reason checked:

2,
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 belng 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 honresident 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 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,

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,

4

5. Application Is made for 3.6% 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 or the National Guard
and has resided in West Virginia continuously for the four years immediately preceding the date on which the bid is
submilted; or,

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

____ Bidderis aresident 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 commaodities 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 immediately 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 penally
against such Bidder in an amount not to exceed 5% of the bid amount and that such penally will be paid to the contracling agency

or deducted from any unpaid balance on the contract or purchase order.
By submisslon of this certificate, Bidder agrees to disclose any reasonably requested information to the Purchasing Division and

authorizes the Department of Revenue todisclose 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 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, Bidcder will notify the Purchasing Division in writing immediately.

Slgned:

Bidder:

Title:

),
Date: M/ LP

*Check any combinalion of preference considoration(s) indicaled above, which you are enlitled to receive.
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RFQ No. DNR212085

STATE OF WEST VIRGINIA
Purchasing Division

PURCHASING AFFIDAVIT

West Virginla Code §5A-3-10a states: No contract or renewal of any contract may be awarded by the slate or any of its
political subdivisions to any vendor or prospective vendor when the vendor or prospeclive vendor or a related party to the
vendor or prospeclive vendor is a deblor and (he debt owed is an amount greater than one thousand dollars in the

aggregate.

DEFINITIONS:
“Debl" means any assessment, premium, penally, 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' compensalion
premium, penalty or other assessment presently delinquent or due and required to be paid {o the stale or any of its
political subdivisions, including any interest or additional penalties 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 instrumentalily established by a counly or municipality; any
separate corporation or instrumentality established by one or more counties or municipalilies, as permilted by law; or any
public body charged by law with the performance of a government function or whose jurisdiction is coextensive with one
or more counties or municipalities. "Related parly" means a parly, whether an individual, corporation, partnership,
assoclation, 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 a relationship of ownership or other interest
with the vendor so that the party will aclually or by effect receive or control a portion of the benefit, profit or other
consideration from performance of a vendor contract with the parly recsiving an amount that meels or exceed five percenl

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
maller 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 penally 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,

WITNESS THE FOLLOWING SIGNATURE )
The Wetlias Mnhe Conpery
’ N t
N \“\\’[j"Z/LC] Nt
4

Vendor's Name:

Authorized Signature: OW )

stateof __ /11 ('7”,‘ | |

County of /f' (1 é//f/ ) , to-wil: :

Taken, subscribed, and sworn to before me this _{L/jéiay of j[[ ULy k/ .20 /2

My Commission expires S) ) _% , 20 ﬁ/ / i .

NOTARY PUBLICQ-& ( It Ul D . /%[7 /4 /b/’i‘ I
U

\ f I WETAHUED

Dale: 9 A—m«, vy 22—

AFFIX SEAL HERE

Purchasing Affldavil (Revised 12/15/09)




