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

1. Awards will be made in the besl inlerest of the Stale of West Virginia,

2. The Slale may accept or reject in parl, or in whole, any bid.

3. Prior 1o any award, the apparent successiul vendor must be properly registered with the Purchasing Division
and have paid (he required $125 fee.

4. All services performed or goods delivered under State Purchase Order/Conlracts are 1o be continued for the
term of the Purchase Order/Conlracls, contingenl upon funds boing appropriated by lhe Legislalure or olhenvise
being made available. In the evenl funds are not a propriated or olherwise available for thase services or goods
this Purchase Order/Contracl becomes vold and of no e fectafter June 30.

5. Payment may only be made after the delivory and acceplance of goods or servicos.

6. Interest may bo pald for lale paymenl in accordance with the West Virginia Code.

7. Vendor preference will be granted upon writlen request In accordance with the West Virginla Code.

8. The State of West Virginla is exempl from federal and slale taxes and will not pay or reimburse such laxes.

9. The Dlrector of Purchasing may cancel any Purchase Ordar/Contracl upon 30 days wrllten nolice lo the seller.

10. The laws of (he State of West Virginia and the Leglsiative Rules of the Purchasing Division shall govern the
purchasing process.

11. Any reference o automalic renewal is hereby deleled. The Confract may be renewed only upon mutual written
agreement of the parlies.

12. BANKRUPTCY: In the ovent the vendor/contraclor flles for bankruptey protection, the Stlate may deemn
[his contract null and vold, and lerminale such contract wilhoul further order,

13. HIPAA BUSINESS ASSOCIATE ADDENDUM: The Wosl Virginia Stale Government HIPAA Business Associate
Addendum (BAA), approved b?r the Altorney General, is available online at www.stale,wy,usfadmin/purchase/vre/hipaa,html
and is hereby made part of the agreement provided thal the Agency meets the definition of a Cover Enlity
(45 CFR §160.103) and will be disclosing Prolected Health Information (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 Identifiable informalion or other confidential information gained from the agency, unloss the individual who is
the subject of the information consenis lo the disclosure in writing or the diselosure is made pursuant to the agency's
policies, procedures, and rules. Vendor further agrees (o comply with the Confidentiality Policics and Information
Sacurily Accountability Requirements, set forth in htlp://www.slale.wv.us/admln/purchase/privacy!noticeConfidenlial!!y.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 Wes! Virginia, including, but not fimited to, the West Virginia Secretary
of Slale's Office, the Wesl Virginia Tax Departmont, and the West Virginia Insurance Commission. The vendor musi
provide all necessary reloases lo  obtain information  to  enable lhe direclor or spending  unit  to
verify that the vendor Is licensed and in good standing wilh the above entilles,

16. ANTITRUST: In submilling a bid lo any agoney for the Slale of Wesl Virginia, the bicdder aflers and agrees thal
if the bid is accepled the bidder will convey, sell, assign or lransfer lo the State of West Virginia all rghts, litle and interest
in and 1o all causes of aclion it may now or hereafter acquire under the anlitrust laws of lhe Uniled Slates and the Stale of
Wesl Virginia for prico fixing and/or unreasonable reslraints of \rade refaling to the particular commodities or services
purchased or acquired by the Slale of West Virginia. Such assignment shall be made and become effactive at the time the
purchasing agency tenders the initial payment lo the bidder,

I cerlify that this bid is made withoul prior underslanding, agreemen!, or conneclion with any corporation, firm, limited
liability company, partnorship, or person or enlity submilling a bid for the same matorial, supplies, equipmenl or
sorvices and is in all respects fair and withoul colluslon or Fraud. | further cerlify that | am authorized 1o sign
the certification on behalf of the bidder or this bid.

INSTRUCTIONS TO BIDDERS
1. Use the quolation forms provided by the Purchasing Division, Complale all sections of the quotalion form.

2. ltems offered must be in compliance with the specifications. Any devlation from the specifications must be cloarly
indicated by the bidder. Allernales offerad by tho bidder as EQUAL 1o the specifications mus! be clearly
deflned. A bidder offering an allernale should altach complele specifications and literalure to the bid. The
Purchasing Division rnay waive minor deviations lo specilicalions.

3. Unit prices shall prevail in case of discrepancy. Al quotalions are considored F.O.8. deslination unless allernale
shipping terms are clearly idenlified in the (uoltation,

4. All quotations musl be delivered by the bidder o the office listed below prior to the date and time of the hid
opening. Failure of the bidder lo deliver the quotations on time will result in bid disqualifications: Departrent of
Administratlon, Purchasing Division, 2019 Washinglon Sireet East, P.O. Box 50130, Charleston, WV 26305-0130

5. Communication during the solicilalion, bid, evaluation or award periods, excopt through the Purchasing Division,
Is strictly prohibited (W.Va. C.8.R. 5148-1-6.6).

Fay, 11/09/11
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REQUEST FOR QUOTATION
ISCMO0069

The Acquisition and Contract Administration Section of the Purchasing Division is soliciting bids
for the Office of Technology to acquire an open-end contract for 10” double window envelopes for
the Data Center Mail Room.

L, SPECIFICATIONS AND REQUIREMENTS

1.1 Vendor shall provide special double window envelopes with inside security tint to the
Office of Technology of the Department of Administraiion of the State of West
Virginia. Envelopes are machine inserted by a Pitney Bowes FX 14 Flowmaster inserter
and /or a Pitney Bowes Serics 8 inserter and must conform to all specifications.

1.2 Envelope Size: 9.5” x 4.125” with diagonal seams. Envelopes with side seams are not
acceptable. (Sec attached pages for acceptable and unacceptable examples). Side flaps
must be securely bonded to the bottom flap without exhibiting any curl or ripple
between the seams. For diagonal scams that meet in the middle, a maximum of 1/8”
overage is permitted where the flaps meet (see attached diagram). Envelope throat must
measure 0625 (minimum) to .25” (maximum) below the top flap crease line at a point
which is .75” from the side cdge.

1.3 Envelope flap: flap must be V-shaped with adhesive. Flap height must be 1.25”
(minimum) to 2.25” (maximum) at its tallest point. Adhesive must attain green lack
status within one (1) second of leaving the sealer unit. Acceptable flap angles are
illustrated on the attached diagrams.

.4 Windows: Both windows are rectangular with rounded corners. Both windows must
be made of a clear patch of plasticene material that allows not more than $0%
reflectance and no more than 30% haze. Window patch must be flat, ripple fiee, and
bonded within 3/32”of the top edge of the patch material and (he top edge of the
window cutout. If the top of the patch material falls within 3/8” of the top flap crease
line, the patch material must be raised to within 1/16” of the crease line to prevent the
throat openers from (earing the palch.

Top left corner of top window is 0.4” from the top edge of envelope, and .9375”
(15/167) from the left edge of envelope with total dimensions 3.5” wide x 1.0” high
Bottom window;

Top lelt corner of bottom window is [.75” from the top edge of envelope, and .9375”
(15/16”) from the left edge of envelope with total dimensions 3.5 wide x 1.4” high
(See attached examplc)

1.5 Paper: 24-pound paper, minimum 84 bright white

1.6 Packaging: Envelopes are to be packaged 500 per box and 2500 per carton. Cartons are
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to be shrink-wrapped and palletized,

[.7 Estimated Volume: Agency ecstimates an annual usage ol 4,800,000 envelopes and
anticipates a standing monthly order of 400,000 envelopes, Orders in excess of normal
are (o be delivered within 15 days of ARO.

2 DELIVERY

2.1 Delivery is to be coordinated with the agency contact person, and will be scheduled for
on or near the 15™ of every month. All deliverics are to be made Monday thru Friday
between 9:00am and 2:00pm. TFailure to deliver in a timely manner (2 occurrences of
shipments rceeived 2 days past the scheduled date) could result in the cancellation of
the contract,

3 PRICING
3.1 Bidder must provide pricing per 1,000 envelopes. Price must include fieight charge for

delivery to the loading dock at Building 7, 1900 Kanawha Blvd East, Charleston, WV
25305, with minimum shipments of 400,000 envelopes per drop.

Example: Description Price per Thousand  Estimated Qty Extended Cost
10” Envelopes  $10.00/M 400,000 $4.,000.00
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REFQ#: ISCMO0069

COST SHEET
Description Price Per Thousand | Estimated Qty [ Extended Cost
10” Envelopes # 0?/ 57/m 400,000 # 85¢8 CJO

Qur envelopes meet- your rpff;(/}’é’wﬂfs cMa’ )
S/ec/'ﬁ‘ Cdfﬁéﬂs and will have black iside Frat.
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