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Request for Quotation

The West Virginia Purchasing Division is soliciting bids on behalf of the West Virginia Board of Accountancy to establish an One-Time contract for
the purchase of an off-the-shelf licensure/records product and content management system that will sireamline Board operations per the bid
requirements, specifications and terms and conditions as attached.

BOARD OF ACCOUNTANCY BOARD OF ACCOUNTANCY
405 CAPITOL ST, STE 908 405 CAPITOL ST, STE 808
CHARLESTON WV25301-1744 CHARLESTON WV 25301-1744
us us
Line Comm Ln Desc Qty Unit Issue Unit Price Total Price
1 e-licensing Database Management 1.00000 LS
Program RFQ 4.2.1.
Comm Code Manufacturer Specification Model #
81111507
Extended Description :

e-licensing Database Management Program
RFQ Section-4.2.1.

BOARD OF ACCOUNTANCY BOARD OF ACCOUNTANCY
405 CAPITOL ST, STE 908 405 CAPITOL ST, STE 908
CHARLESTON WWV25301-1744 CHARLESTON WV 25301-1744
us us
Line Comm Ln Desc Qty Unlt Issus Unlt Price Total Price
2 Implementation and Installation to 1.00000 LS
Acceptance RFQ 4.2.2.
Comm GCode Manufacturer ‘ Specification Model #
81111507
Extended Description :

Implementation and Installation to Acceptance including Year 1 Maintenance, Support, Warranty and Hosting
RFQ Section 4.2.2.

Page: 2



BOARD OF ACCOUNTANCY BOARD OF ACCOUNTANCY
405 CAPITOL ST, STE 908 405 CAPITOL ST, STE 908
CHARLESTON WV25301-1744 CHARLESTON WV 25301-1744
us us
Line Comm Ln Desc Qty Unit Issue Unit Price Total Price
3 Year 2 Maintenance, Support/ 1.00000 YR
Warranty/Hosting RFQ 4.2.3.
Comm Code Manufacturer Specification Model #
81111507

Extended Description :

Year 2 Maintenance, Support/ Warranty and Hosting
RFQ Section - 4.2.3.

BOARD OF ACCOUNTANCY BOARD OF ACCOUNTANCY
405 CAPITOL ST, STE 908 405 CAPITOL ST, STE 908
CHARLESTON WV25301-1744 CHARLESTON WV 25301-1744
us us
Line Comm Ln Dese¢ Qty Unit Issue Unit Price Total Price
4 Year 3 Maintenance, Support/ 1.00000 YR
Warranty/Hosting RFQ 4.2 4.
Comm Code Manufacturer Spacificatlon Model #
81111507
Extended Description :
Year 3 Maintenance, Support, Warranty and Hosting
RFQ Section 4.2.4.
BOARD OF ACCOUNTANCY BOARD OF ACCOUNTANCY
405 CAPITOL ST, STE 908 405 CAPITOL ST, STE 808
CHARLESTON WV25301-1744 CHARLESTON WV 25301-1744
us us
Line Comm Ln Desc Qty Unlt Issue Unit Price Total Price
5 Year 4 Maintenance, Support/ 1.00000 YR
Warranty/Hosting RFQ 4 .2.5.

Page: 3



Comm Code Manufacturer

Specification Model #

81111507

Extended Dascription :

Year 4 Maintenance, Support, Warranty, and Hosting
RFQ Section 4.2.5.

—

BOARD OF ACCOUNTANCY BOARD OF ACCOUNTANCY
405 CAPITOL ST, STE 908 405 CAPITOL ST, STE 808
CHARLESTON WV25301-1744 CHARLESTON WV 25301-1744
us Us
Line Comm Ln Desc Qty Unit Issue Unit Price Total Price
6 Additional License - per User 5.00000 EA
RFQ 4.2.6.
Comm Code Manufacturer Specification Model #
81111507
Extended Description :
Additional License - per User
RFQ Section 4.2.8.

BOARD OF ACCOUNTANCY
405 CAPITOL ST, STE 908

BOARD OF ACCOUNTANCY
405 CAPITOL ST, STE 908

CHARLESTON WV25301-1744 CHARLESTON WV 25301-1744
us us
Line Comm Ln Desc Qty Unit lssue Unit Price Total Price
7 Additional Professional Services 40.00000 HOUR
Support Hours - RFQ 4.2.7.
Comm Cede Manufacturer Specification Model #
81111507
Extended Description :

Additional Professional Services Support Hours
RFQ Section 4.2.7.

Page: 4
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Document Phase
Final

Document Description
Database management system for CPA

licenseas

Page §
of 5

ADDITIONAL TERMS AND CONDITIONS

See attached document(s) for additional Terms and Conditions




IRy | Purchasing Divison State of West Virginia

% el 2019 Washington Street East
A%, A Post Office oo 80130 Request for Quotation

#{ Charleston, WV 25305-0130 21 — info Technoiogy

Proc Folder: 118248
Doc Desoription: Addendum No.01; Database system for CPA licensess
Proc Type: Central Confract - Fixed Amt

Date Issued Solicitation Closes [ Sollcitation No Version
2015-10-21 2015-11-05 CRFQ 0918 ACB1600000001 2
13:30:00

BID CLERK
DEPARTMENT OF ADMINISTRATION

PURCHASING DIVISION

2019 WASHINGTON ST E

CHARLESTON wv 25305
Us

Vendor Neme, Address and Telephone Number:

Aaron's Business Solutions
1041 8th Ave

PO Box 332

Huntington, WV 25708
304-522-7022 x.224

FOR INFORMATION CONTACT THE BUYER
Guy Nisbet

(304) 668-2696

guy.l.nishet@wv.gov

Signature X QC)LJRIY\ALI\_ rene 55-04EEYSD DATE “{OSIZOIS

All offers subject #II terms and condlitlons containad in this sollciation

Page : 1 FORM ID : WV-PRC-CRFQ-001



Addendum

Addendum No.01; issued to publish and distribute the attached information 1o the vendor community.

Request for Quotation

The West Virginia Purchasing Division is soliciting bids on behalf of the West Virginia Board of Accountancy to establish an One-Time contract for
the purchase of an off-the-shelf licensure/records product and content management system that will streamline Board operations per the bid
requirements, specifications and terms ang conditions as attached.

BOARD OF ACCOUNTANCY BOARD OF ACCOUNTANCY
405 CAPITOL ST, STE 808 405 CAPITOL ST, STE 908
CHARLESTON WV25301-1744 CHARLESTON WV 25301-1744
us us
Line Comm Ln Dasc ‘Q!y Uinit Issua Unit Price Total Price
1 e-licansing Database Management 1.00000 Ls
Program RFQ 4.2,1,
Comm Code Manufacturer Specification Model #
81111507
Extended Dascription :

e-licensing Database Management Pragram
RFQ Section -4.2.1,

BOARD OF ACCOUNTANCY BOARD OF ACCOUNTANCY

405 CAPITOL ST, STE 808 AD5 CAPITOL ST, STE 908

CHARLESTON WV25301-1744 CHARLESTON WV 25301-1744

us Us

Line Comm Lh Desc Qty Unit issue Unit Price Total Price
2 Implementation and Instaliation fo 1.00000 LS

Acceptance RFQ 4.2.2,

Comm Code Manufacturer Specification Model #
81111507
Extended Description :

Implementation and Installation to Acceptance including Year 1 Maintenance, Support, Warranty and Hosting
RFQ Section 4.2.2,

Page: 2



BOARD OF ACCOUNTANCY
4056 CAPITOL ST, STE 908

BOARD OF ACCOUNTANCY
405 CAPITOL ST, STE 908

CHARLESTON WV26301-1744 CHARLESTON WV 25301-1744
us Us
Line GComm Ln Dese Oty Unit Issue Unit Price Total Price
3 Year 2 Maintenance, S 1.00000 YR
Warranty/Hosting RFQ 4.2.3.
Comm Coda Manufacturer Specification Madel #
81111507
Extended Dascyiption :

Year 2 Maintenance, Support/ Warranty and Hosting
RFQ Secfion -4.2.3.

BOARD OF ACCOUNTANCY
405 CAPITOL ST, STE 908

BOARD OF ACCOUNTANCY
406 CAPITOL ST, STE 908

CHARLESTON WV25301-1744 CHARLESTON WV 25301-1744

us us

Line Gomm Ln Deac Qty Unit Issue Unit Price Total Price
4 Year 3 Maintenance, Support/ 1.00000 YR

Warranty/Hosting RFQ 4.2 4.

Comm Code Manufacturer SpecHication Modal #
81111807

Extended Description ;

Year 3 Maintenance, Support, Warranty and Hosti
RFQ Section 424, PPO £ "3

BOARD OF ACCOUNTANCY
405 CAPITOL ST, STE 908

BOARD OF ACCOUNTANCY
405 CAPITOL ST, STE 808

Warranty/Hosting RFQ 4.2.5.

CHARLESTON WV25301-1744 CHARLESTON WY 25301-1744

us us

Line Comm Ln Desc Gty Unit Issue Unit Price Total Price
5 Year 4 Maintenance, Support/ 1.00000 YR

Page: 3




Comm Cotle _Manufacturer

Spaecification Model #

81111507

Extendsd Description !

Year 4 Maintenancs, Support, Warranty, and Hosting
RFQ Section 4.2.5.

BOARD OF ACCOUNTANCY BOARD OF ACCOUNTANCY
405 CAPITOL ST, STE B0B 405 CAPITOL ST, STE 908
CHARLESTON Wv25301-1744 CHARLESTON WV 25301-1744
us us
Line Comm Ln Desc Qty Unit Issue Unit Price Total Price
] Additional License - per Uger 5.00000 EA
RFG 4.2.8.
Comm Code Manufacturer Spacification Model #
81111807
Extended Description :
Additional License ~ per User
RFQ Section 4.2.6.

BOARD OF ACCOUNTANCY
405 CAPITOL 8T, STE 908

BOARD OF ACCOUNTANCY
405 CAPITCL ST, STE 908

CHARLESTON WV25301-1744 CHARLESTON WV 25301-1744
us us
Line Comm Ln Desc Qty Unit Issue Linit Price Total Price
7 Additional Professional Services 40.00000 HOUR
Support Hours - RFQ 4.2.7.
Comm Coda Manutacturer Speclffcation Model #
81111507
Extended Description :

Additional Professional Services Support Hours
RFQ Section 4.2.7.

Page: 4




SOLICITATION NUMBER : CRFQ 0918 ACB1600000001
Addendum Number: No.01

The purpose of this addendum is to modify the solicitation identified as
("Solicitation”) to reflect the change(s) identified and described below.

Applicable Addendwm Category:
[¢/] Modify bid opening date and time
{ | Modify specifications of product or service being sought
[v'| Attachment of vendor questions and responses
[ ] Attachment of pre-bid sign-in sheet
[ | Correction of error

[ | Other

Description of Modification to Solicitation:

Addendum issued to publish and distribute the attached documentation to the vendor community.

1. Attachment of Vendor submitted questions and Agency responses.

2. Bid Opening was: 10/29/2015 at 1:30 PM. EST.
Bld Opening now: 11/05/2015 at 1:30 PM. EST.

No other changes.

Additional Documentation: Documentation related to this Addendum (if any) has been
included herewith as Attachment A and is specifically incorporated herein by reference.

Terms and Conditions:

1. All provisions of the Solicitation and other addenda not modified herein shall remain in

full force and effect,

- Vendor should acknowledge receipt of all addenda issued for this Solicitation by
completing an Addendum Acknowledgment, a copy of which is included herewith.
Failure to acknowledge addenda may result in bid disqualification. The addendum
acknowledgement should be submitted with the bid to expedite document processing,

Revised 6/8/2012



ATTACHMENT A

Revised 6/8/2012



CRFQ ACB1600000001
Vendor submitted Questions and Agency Responses
10/19/2015

Q.1. (3.1.2) what is the current website address, that we may view it and determine if we will be able
to match functionality?

A.l. www. boa. wv.gov
Q.2. (3.1.4.23) how does the Board envision this integration looking and working?

A.2. For manual payment processing, Board staff would pull up the Member’s database record to
post a check ar money order in the payment portion of the systern (as well as update other
facets such as license status, address, phone, or e-mail changes, etc. at the same time.) Once
the staff member has posted all checks received that day, a Daily Deposit Report would be
generated and Board staff would deposit the funds received in a local bank.

For credit cards processed through the State Treasurer’s online payment system, our current
system synchronizes these payments back to the Member’s record — provided the payment

goes through.
All payments (both manual and online) should be viewable by visiting the Member’s record .

Q3. (3.1.4.26) how much data (in GB) is involved in the data migration and what format is it
in? (What application was it originally stored in?) (Is it a SQL, Oracle or MySQL database?)

A.3. The data is currently stored in .dbf format on a local server drive and was created with a Lotus
Approach front end. The data files require less than .5 GB,

Q4. (3.1.4.37) what format is this data in?
A.4. .csv but could change once an arrangement is made with NASBA
Q.5.(3.1.7.3) again, what format is this data in, and how much is there (in GB)?
A.5. .dbf format with less than .5 GB of data.

Q.6. In light of no deadline indicated for the answers to vendor questions being provided, and RFQ
responses being due Thursday, October 29th, we are concerned with the time available to
consume, adjust, and submit a quality response after vendor questions are answered. Would the
State consider extending the Proposal due date at least 2 weeks past the date and time answers to

questions are provided?

A.6. This is a time sensitive solicitation and purchase. The Purchesing division will post the
responses to the submitted questions and the agency responses as soon as it is possible and
may adjust the date at that time.



Q.7. As a COTS sofiware provider, we have a standard license agreement and additional contract
terms which need to be incorporated into the procurement process. Where in our response should

these appear?

A.7. Per the advertised solicitation this is addressed in the solicitation in Section: 4, page (39).

Q.8. Please confirm the evaluation criteria being used to award as they seem unclear. Section 4.
Notes* Evaluation with be the Total Bid Amount, award will be for Items (1) the Lump sum
amount and Item (s) Implementation and Year (1) maintenance only.” Please confirm how
these amounts correlate to Exhibit A Excel pricing page. Is evaluation to be made on a
combination of items 4.2.1 + 4.2.2 as “Lump Sum” only? Or is the “Total Bid Amount® on lines
17 & 18 of Exhibit A Excel Pricing Page also factored into evaluation, and if so, haw?

A.8, Evaluation. is all Items 1 through 8 comprising the “Total Bid Amount” Awarded contract
will be for Items 1 and 2 only. liems 4,5,6,7, 8 will be added by Change Order, Section 4
describes the addition of the future years® maintenance addition and the Unit Prices for

Professional Services Items 7, 8.

Q.9. Is it to be assumed that the vendor meets all the specifications and requirements set forth within
RFQ, and does not require specific vendor responses for each individual section 3. ‘General
Requirement’ item for evaluation consideration? If not, please specify the format guidelines for
vendors responding o this RFQ and all evaluation criteria, process and scoring,

A.9. Vendor meeting all mandatory requirements and low bid meeting specifications.

Q.10. After the new system is implemented, what growth and need for enhancements does the
agency anticipate with respect to the number of users, programs, and/or processes?

A.10. At this time no additional programs, enhancements or personnel are anticipated. However,
a legislative change could mandate additional information be collected or additional
personnel be hired. The number of Members (licensees) accessing the system could increase

by approximately 200 — 300 annually.

Q.11. We offer multiple support plan options in addition to the primary support plan we will be
proposing. How would you like us to incorporate the additional options and corresponding
contract language into our proposal, to provide the agency with the right and option to choose

from our full range of support options in the future?

A.11. Vendors are to only provide the support options as required. Vendors are not to alter the
Exhibit “A” Pricing Page in any way.

Q.12. Please identify instances where any agency employee has viewed or discussed a potential
software application similar to the one being solicited in this RFQ in the last 24 months. Please
name the vendor(s), dates of contact and describe the nature of the contacts including whether
pricing was discussed. Has the agency received any esiimates or quotations for the services
and software describe in this RFQ, and if so, which ones and what were the amounts?

A 12, This is not relevant to this solicitation request and answering this does not provide any
needed information.

Q.13. Regarding General Requirements #3.1.7.1, please define the duration of an onsite visit.



A.13. An on-site visit would most likely be 2 days or Iess in duration but it would depend upon
the amount of work expected to be accomplished on that visit.

Q.14. General Requirement #3.1.1.1. states “The system must be hosted by the vendor.” What are
the hosting requirements? What does the vendor have to provide for security, equipment,
firewall, disaster recovery, redundancy, system back-ups, intrusion detection systems, and PCI
compliance as well as security of hosting location, including 24/7 monitored security, etc.?
And how are these hosting services and requirements to be evaluated as part of this RFQ?

A.14. The Board anticipates that each Vendor will have a unique sctup with regard to security,
data backup etc. It is the responsibility of the Vendor to demonstrate that the security
requirements for hosted information is met and maintained. It is recommended that the
Vendor provide detailed information regarding its security protocol, equipment, disaster
recovery, system backups, etc. it will be utilizing to secure Agency data. As required by
Purchasing Rules, these services will be evaluated based upon the Specifications included

in the RFQ,

Q.15. Under section 41, Please confirm costs of and whom purchases background checks, fingerprint
cards, etc. for all vendor employees.

A.15. If background checks are required, the Vendor is responsible for these costs. It should be
noted that the Board of Accountancy is not located in the Capitol Complex but in

downtown Charleston.

Q.16. How will client reference information be factored into evaluation, qualification or
disqualification of proposals given State’s exclusively price-based criteria for award?

A.16. Client information will only be considered to make sure that the Vendor has successfully
provided this type of service in the recent past. Client reference will carry little weight
unless the Vendor has very little experience or receives negative comments from its

clients.

Q.17. Regarding User Help Desk General Requirement #3.1.9.1.1, is ‘Member’ referring to a Board
Member ? Additionally, is this for emergency support or general help? Please clarify as this
requirement could imply the need, with an extra cost, for vendor to provide 24/7 phone
support for licensees and applicants vs. emergency support for the Board.

A.17. “Member” is referring to anyone authorized to use the system. The provision referenced

does allow for online OR telephonic support. The Agency would anticipate that
Members would be provided online support except during critical junctures.

Q.18. Where and how can vendors note exceptions and/or alternative language to RFQ terms,
conditions and requirements?

A.18. Vendors must add these with their submitted bid responses.

Q.19. When and how should vendors expect to receive answers to all questions?



A.19, Once the Agency has reviewed and answered the vendor submitted questions the
Purchasing Division will issue and publish an Addendum to the vendor community
addressing the responses.

Q.20. Do pages #2,# 3, #4 and #5 need to be filled out or are they for internal use by the WV
Purchasing Division?

A.20. These are the State’s wvOASIS system pages which generated the RFQ. A
Vendor may use the State’s wvQASIS system OR Exhibit “A” to submit a bid.

Q.21. On page #8 Do we check both Technical and Cost under the “BID TYPE™?
A.21. This is not required, this area is for Request for Proposals (RFP) only.

Q.22. If we submit both Technical and Cost proposal the Cost proposal would only contain Page#
54 = Pricing Page which would be in a separate sealed envelope from the technical proposal
correct?

A.22. You are submitting a response to an Request for Quotation (CRFQ) solicitation and
Exhibit “A” Pricing Page are submitted together with your complete bid response.

Q.23. What is the physical address that send our response too via Fed Ex or UPS?

A.23. Instructions to Vendors submitting Bids Item #6 addresses the address to which bids are
to be submitted.
West Virpinia Purchasing Division
2019 Washington Street, East
P.0. Box 50130
Charleston, WV, 25305-0130

Q.24. On Page #45 - #53 Attachment A — HIPPA Business Associate Addendum — Do we need to
sign anything on Page# 527 or is this just part of the information provided in the CRFQ and
does not require any action on our behalf?

A.24, Yes you must provide the information required and sign Page 52.

Q.25. On Page #59 Addendum Acknowledgement Form ~ Do we need to check off any of the
Addendum #°s? 1 see there is check boxes for Addendum }-10 but I have no idea what
addendums theses boxes are referencing?

A.25. Page #59 addresses what this page is used for and the purpose. At this time there have
not been any Addendum issued for this solicitation. Obviously when these questions are
posted then there will be an Addendum issued.

Q.26. Were there any questions submitted in regards to this CRFQ and if so when will the
responses be posted?

A.26. When the Agency reviews and answers the questions and provides responses to the West
Virginia Purchasing Division the Purchasing Division will issue an Addendum
publishing the response.

10



ADDENDUM ACKNOWLEDGEMENT FORM
SOLICITATION NO.:

Imstructions: Please acknowledge receipt of all addenda issued with this solicitation by completing this
addendum acknowledgment form. Check the box next to each addendum received and sign below.,
Failure to acknowledge addenda may result in bid disqualification.

Acknowledgment: Ihereby acknowledge receipt of the following addenda and have made the
necessary revisions to my proposal, plans and/or specification, etc,

Addendum Numbers Received:
(Check the box next to each addendum: received)

[ 1 Addendum No. 1 [ 1 Addendum No. 6
[ 1 Addendum No. 2 [ ] Addendum No. 7
[ ] Addendum No. 3 [ 1 Addendum No. 8
[ ] Addendum No. 4 [ ] Addendum No.9
[ ] Addendum No. 5 [ 1 Addendum No. 10

I'understand that failure to confirm the receipt of addenda may be cause for rejection of this bid. I
further understand thet any verbal representation made or assumed to be made during any oral
discussion held between Vendor’s representatives and any state personnel is not binding. Only the
information issued in writing and added to the specifications by an official addendum is binding.

Company

Authorized Signature

Date

NOTE: This addendum acknowledgement should be submitted with the bid to expedite document processing,
Revised 6/8/2012

11



INSTRUCTIONS TO VENDORS SUBMITTING BIDS

1. REVIEW DOCUMENTS THOROUGHLY: The attached documents contain a solicitation

3

for bids. Please read these instructions and all documents attached in their entirety. These

instructions provide critical information about requirements that if overlooked could lead to
disqualification of a Vendor's bid. All bids must be submitted in accordance with the
Pprovisions contained in these instractions and the Solicitation. Failure to do so may result in

disqualification of Vendor’s bid.

MANDATORY TERMS: The Solicitation may contain mandatory provisions identified by
the use of the words “must,” “will,” and “shall.” Failure to comply with a mandatory term in

the Solicitation will result in bid disqualification.
PREBID MEETING: The item identified below shall spply to this Solicitation.

A pre-bid meeting will not be held prior to bid opening.

O tifne NON-MANDATORY PRE-BID meeting will be held at the following place and

[] AMANDATORY PRE-BID meeting will be held at the following place and time:

All Vendors submritting a bid must attend the mandatory pre-bid meeting. Failure to attend
the mandatory pre-bid meeting shall reguilt in disqualification of the Vendor’s bid. No one
person attending the pre-bid meeting may represent more than one Vendor.

An attendance sheet provided at the pre-bid meeting shall serve as the official document
verifying attendance. The State will not accept any other form of proof or documentation to
verify attendance. Any person attending the pre-bid meeting on behalf of a Vendor must list
on the attendance sheet his or her name and the neme of the Vendor he or she is representing,
Additionally, the person attending the pre-bid meeting should include the Vendor's E-Mail
address, phone number, and Fax mumber on the attendance sheet. It is the Vendor’s
responsibility to locate the attendance sheet and provide the required information. Failure to
complete the attendance sheet as required may result in disqualification of Vendor’s bid.

Revised 08/01/2015



6.

All Vendors should arrive prior to the starting time for the pre-bid. Vendors who arrive after
themrﬁngﬁmebutpﬁortothcendofﬂ:epre-bidwﬂlbepermitmdmsignin,bmm
charged with knowing all matters discussed at the pre-bid.

Quesﬁommbmitﬁdﬁleastﬁvebmbessdayspﬁorwamh@ﬂedpm-ﬁdwiﬂbedimsed
at the pre-bid meeting if possible. Any discussions or answers to questions at the pre-bid
meeting are preliminary in nature and are non-binding. Official and binding answers to
quesﬁonswi]lbepublishedinawrittenaddendumtoﬂaeSolicitaﬁonpriortobidopening.

VENDOR QUESTION DEADLINE: Vendors may submit questions relating to this
Solicitation to the Purchasing Division. Questions must be submitted in writing. All
quesﬁonsmustbesubmiﬁedonorbeﬁreﬁednteﬁstedbelowandwtheaddress listed
below in order to be considered. A written response will be published in a Solicitation
addendum if a response is possible and sppropriate. Non-written discussions, conversations,
or questions and answexs regarding this Solicitation are preliminary in nature and are non-
binding. Submitted e-mails should have solicitation number in the subject line.

Question Submission Deadline: Monday, October 18th, 2015 at 9:00 AM. EST.

Submit Questions to: Guy Nisbet

2019 Washington Street, East

Charleston, WV 25305 ‘

Fax: (304) 558-4115 (Vendors should not use this fax mmber for bid submission)
Email: Guy.L.Nisbet@WV.Gov

VERBAL COMMUNICATION: Any verbal communication between the Vendor and any
State personnel is not binding, including verbal communication at the mandatory pre-bid
conference. Only information issued in writing and added to the Solicitation by an official
written addendum by the Purchasing Division is binding.

BID SUBMISSION: All bids must be submitted electronically through wvOASIS or signed
and delivered by the Vendor to the Purchasing Division at the address listed below on or
before the date and time of the bid opening. Any bid received by the Purchasing Division
staff is considered to beinthepossessionofthePumhnsingDivisimandwi]lnotberehnned
formymasonTherhasingDivision“dﬂnotacceptbids,modiﬁcaﬁmofbids,m
addendum acknowledgment forms via e-mail. Acceptable delivery methods include
electronic submission via wvOASIS, hand delivery, delivery by couricr, or facsimile. The bid
delivery address is:

Department of Administration, Purchasing Division

2019 Washington Street East

Charleston, WV 25305-0130

Revised 08/01/2015



7

A bid that is not submitted electromically through wvOASIS should contain the information
listed below on the face of the envelope or the bid may be rejected by the Purchesing

Division.:

SEALED BID:
BUYER:
SOLICITATION NO.:
BID OPENING DATE:
BID OPENING TIME:
FAX'NUMBER:

In the event that Vendor is responding o a request for proposal, and choses to respond in &
manner other than by electronic submission through wvOASIS, the Vendor shall submit one
original techmical and one original cost proposal plus NFA  convenience copies of each to
the Purchasing Division at the address shown above. Additionally, if Vendor does not submit
its bid through wvOASIS, the Vendor should identify the bid type as either a technical or
cost proposal on the face of each bid eavelope submitted in response to a request for proposal
as follows:

BID TYPE: (This only applies to CRFP)
[[] Technical

[[] Cost

BID OPENING: Bids submitted in response to this Solicitation wili be opened at the
location identified below on the date and time listed below. Delivery of a bid after the bid
apening date and time will result in bid disqualification. For purposes of this Solicitation, a
bid is considered delivered when confirmation of delivery is provided by wvOASIS (in the
case of electronic sabmission) or when the bid is time stamped by the official Purchasing
Division time clock (in the case of hand delivery).

Bid Opening Datc and Time: Thursday, October 29th, 2015 at 1:30 PM. EST.

Bid Opening Location: Department of Administration, Purchasing Division

2019 Washington Street East

Charleston, WV 25305-0130

ADDENDUM ACKNOWLEDGEMENT: Changes or revisions to this Solicitation will be
made by an official written addendum issued by the Purchasing Division. Vendor should
acknowledge receipt of all addends issued with this Solicitation by completing an Addendum
Acknowledgment Form, a copy of which is included herewith. Failure to acknowledge
addenda may result in bid disqualification, The addendom acknowledgement should be
submitted with the bid to expedite document processing.
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9. BID FORMATTING: Vendor should type or clectronically enter the information omto its
bid to prevent errors in the eveluation. Failure fo type or electronically enter the information
may result in bid disqualification.

10. ALTERNATES: Any model, brand, or specification listed in this Solicitation establishes
the acceptable level of quality only and is not intended to reflect a preference for, or in any
way favor, a particular brand or vendor. Vendors may bid alternates to a listed model or
brand provided that the alternate is at least equel to the model or brand and complies with the
required specifications. The equality of any alternate being bid shall be determined by the
State at its sole discretion. Any Vendor bidding an alternate model or brand should clearly
identify the alternate items in its bid and should include manufacturer’s specifications,
industry literature, and/or any other relevant documentation demonstrating the equality of the
alternate items. Failure to provide information for alternate items may be grounds for
rejection of a Vendor’s bid.

11, EXCEPTIONS AND CLARIFICATIONS: The Solicitation contains the specifications that
shall form the basis of a contractual agreement. Vendor shall clearly mark any exceptions,
clarifications, or other proposed modifications in its bid. Exceptions to, clarifications of, or
modifications of a requirement or term and condition of the Solicitation may result in bid
disqualification.

12, COMMUNICATION LIMITATIONS: In accordance with West Virginia Code of State
Rules §148-1-6.6, communication with the State of West Virginia or any of its employees
regarding this Solicitation during the solicitation, bid, evaluation or award periods, except
through the Purchasing Division, is strictly prohibited without prior Purchasing Division
approval. Purchasing Division approval for such communication is implied for all agency
delegated and exempt purchases.

13. REGISTRATION: Prior to Contract award, the apparent successful Vendor must be
properly registered with the West Virginia Purchasing Division and must have paid the $125
fee, if applicable.

14. UNIT PRICE: Unit prices shall prevail in cases of a discrepancy in the Vendor’s bid.

15. PREFERENCE: Vendor Preference may only be granted upon written request and only in
accordance with the West Virginia Code § 5A-3-37 and the West Virginia Code of State
Rules. A Vendor Preference Certificate form has been attached hereto to allow Vendor to
apply for the preference. Vendor’s failure to submit the Vendor Preference Certificate form
with its bid will result in denial of Vendor Preference. Vendor Preference does not apply to

construction projects.

16. SMALL, WOMEN-OWNED, OR MINORITY-OWNED BUSINESSES: For any
solicitations publicly advertised for bid, in accordance with West Virginia Code §5A-3-
37(a)(7) and W. Va. CSR § 148-22-9, any non-resident vendor certified as a small, women-
owned, or minority-owned business under W, Va. CSR § 148-22-9 shall be provided the

Revised 08/01/2015



-same prefarenco made aveilable to any resident vendor. Any non-resident small, women-
mmwmmmwnmmmmmm
writing to the Purchesing Division with its bid, and must be properly certified under W. Va,
CSR § 148-22-9 prior to contract award to receive the preferences made gvailable to resident
vendors. Preference for 4 non-resident smell, women-owned, or minority owned business
shall-be applied in sccordance with W. Va. CSR § 148-22-9,

17. WAIVER OF MINOR IRREGULARITIES: The Director resezves the right to waive
mmrmsﬂm&umhdsmmﬁMmsmawmﬂmmﬁWmemCodeofsm

‘Rules § 148-1-4.6.

18. ELECTRONIC FILE ACCESS RESTRICTIONS: Vendor must casure that its
submission in wvOASIS can be accessed by the Purchasing Division staff immediately upon
bid opening. The Perchasing Division will consider any file that cennot be immediately
opened and/or viewed ut the time of the bid opening (such as, encrypisd files, paesword
momﬁedﬁlogormomaﬁbhﬁle:)&bebhnkmmmﬁaasm% and are

therefore unscceptabls, A vendor will not be permitted to unencrypt files, ramove password
protections, or resubmit documents after bid opening if those documents are required with
the bid.

Revised 08/01/2015

10



GE AND NS:

1. CONTRACTUAL AGREEMENT: Issuance of a Award Document signed by the
anhasingDivisimMecbr,mHsdesignee,mdnmovedasmﬁnmbytheAmey
General’s office constitutes acceptance of this Contract made by and between the State of
West Virginia and the Vendor. Vendor’s signature on its bid signifies Vendor’s agreement to
be bound by and accept the terms and conditions contained in this Contract.

2. DEFINITIONS: As used in this Solicitation/Contract, the following terms shall have the
meanings atiributed to them below. Additional definitions may be found in the specifications
incinded with this Solicitation/Contract.

2.1

25.

2.6.

2-7-

2.8.

“Agency” or “Agencies” means the agency, board, commission, or other entity of the
State of Weat Virginia that is identified on the first page of the Solicitation or any
other public entity seeking to procure goods or services under this Contract.

“Contract” means the binding agreement that is entered into between the State and
the Vendor to provide the goods or services requested in the Solicitation.

- “Director” means the Dircctor of the West Virginia Department of Administration,

Purchasing Divisi
“Purchasing Division” means the West Virginia Department of Administration,
Purchasing Division.

“AwudDommmt”mmsﬂmedocmnmﬂsignedbyﬁ:eAgmcymdtherhaaﬁ:g

Division, and approved as to form by the Attomey General, that identifies the Vendor
as the contract holder,

“Sollicitation” means the official notice of an opportunity to supply the State with
goods or services that is published by the Purchaging Division.

“State” means the State of West Virginia and/or any of its agencies, commissions,
boards, etc. as context requires.

“Vendor” or “Vendors” means any entity submitting a bid in response to the
Solicitaﬁm,ﬂmenﬁty&mthasbemselecwdasthehwestresponsiblebidder,orthe
entity that has been awarded the Contract us context requires.

Revised 08/01/2015
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3. CONTRACT TERM; RENEWAL; EXTENSION: The term of this Contract shall be
demrminedinmordameudﬂlthecatemmathasbeenidmﬁﬁeduappﬁcablebﬂﬂs
Contract below:

[:] Term Contract

Initial Contraet Term: This Contract becomes effective on
and extends for a period of

year(s).

Renewal Term: This Contract may be renewed upon the mutual written consent of
ﬂleAgmcy,undthsVendor,wi&appmvaloftherchasingDivisionandthe
Attorney General's office (Attorney General approval is as to form only). Any
requestﬁ)rrenewalshmﬂdbesuhmﬁiedmthermhuingDiﬁsimthkty(w)days
pﬁorwﬂieexpimﬁondateoftheiniﬁnlmnmumorappmpﬁawﬁnewaltmmA
Contract rencwal shall be in accordance with the terms and conditions of the originai

contract. Renewal of this Contract is limited to successive one (1)
yearperiodsormulﬁplerenswalpeﬁodsoflessﬂ:moneyear,pmvidadthatthe
multiple renewal periods do not exceed months in total Automatic

renewal of this Contract is prohibited. Notwithstanding the forcgoing, Purchasing
Division approval is not required on agency delegated or exempt purchases. Attorney
General approval may be required for vendor terms and conditions.

Delivery Order Limitations: In the event that this contract permits delivery orders, a
de]iveryordermayonlybeissuedduﬁngﬂmﬁmethisConuactisineffectAny
deﬁverymﬂerissuedwﬁhinoneyenrofﬂ:empimﬁonofdﬁsCommctshaﬂbe
effective for one year from the date the delivery order is issued. No delivery order
may be extended beyond one year after this Contract has expired.

[[] Fixed Period Contract: This Contract becomes effective upon Vendor’s receipt of the
notice to proceed and must be completed within days.

[] Fixed Period Contract with Renewals: This Contract becomes effective upon Vendor’s
receiptofﬁnenoﬁcempmceedmdmeftheComctmoreﬁﬂlydescﬁbedinthe
attached specifications must be completed within _one hundred elghty (180) calendar days.
Uponcompletion,thcvendoragreesihatmaintenmce,monitoﬂng, or warranty services
will be provided for one year thereafter with an additional three (3) successive
oneyearrenewdpeﬁodsormulﬁplemewﬂpeﬂodsoflessthmoneympmvidedthat
the multiple renewal periods do not exceed hirty-six (58) months in total.
Automatic renewal of this Contract is prohibited.

[] One Time Purchase: The term of this Contract shall run from the issuance of the Award
Document until all of the goods contracted for have been delivered, but in no ovent will
this Contract extend for more than one fiscal year.

[] Other: See attached.

Revised 08/01/2015
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4,

8.

NOTICE TO PROCEED: Vendor shall begin performance of this Contract immediately
upon receiving nofice fo proceed unless otherwise instructed by the Agency. Unless
otherwise specified, the fully executed Award Document will be considered notice to

proceed.

QUANTITIES: The quantities required under this Contract shall be determined in
accordance with the category that hag been identified as applicable to this Contract below.

[] Open End Contract: Quantities listed in this Solicitation are approximations only, based
on estimates supplied by the Agency. 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.

[[] Service: The scope of the service to be provided will be more clearly defined in the
specifications included herewith.

[/] Combined Service and Goods: The scope of the service and deliverable goods to be
provided will be more clearly defined in the specifications included herewith.

[[] One Time Purchase: This Contract is for the purchase of a set quantity of goods that are
identified in the specifications included herewith. Once those items have been delivered,
no additional goods may be procured under this Contract without an eppropriate change
order approved by the Vendor, Agency, Purchasiug Division, and Aitorney General’s
office.

PRICING: The pricing set forth herein is firm for the life of the Contract, unless specified
clsewhere within this Solicitation/Contract by the State. A Vendor’s inclusion of price
adjustment provisions in its bid, without an express authorizetion from the State in the
Solicitation to do so, may result in bid disqualification.

EMERGENCY PURCHASES: The Purchasing Division Director may authorize the
Agency to purchase goods or services in the open market that Vendor would otherwise
pmvidemdmmismmﬁﬁosegoodsmmmforimmedm“aqndiwddeﬁvery
in an emergency. Emergencies shall include, but are not limited to, delays in transportation or
an unanticipated increase in the volume of work. An emergency purchase in the open market,
approved by the Purchasing Division Director, shall not constitute of breach of this Contract
and shall not entitle the Vendor to any form of compensation or damages. This provision
does not excuse the State from fuifiiling its obligations under a One Time Purchase contract.

REQUIRED DOCUMENTS: All of the items checked below must be provided to the
Purchesing Division by the Vendor as specified below.

Revised 08/01/2015
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BID.BOND: All Vendors shall furnish a bid bond in the amount of five percent
(5%) of the total amount of the bid protccting the State of West Virginia. The bid
bond must be submitted with the bid.

[[] PERFORMANCE BOND: The apparent successful Vendor shall provide a

bond in the amount of . The performence bond

must be received by the Purchasing Division prior to Contract award. On
construction contracts, the performance bond must be 100% of the Contract value.

[[J LABOR/MATERIAL PAYMENT BOND: The apparent successful Vendor shall
provide a labor/material payment bond in the amount of 100% of the Contract value.
Thehboﬂmatmialpaymeﬂbondmustbedeﬁveredtothe?mchuingmﬁsionpﬂor
to Contract award.

In liea of the Bid Bond, Performance Bond, and Labor/Material Payment Bond, the
Vendor may provide certified checks, cashier’s checks, or imevocable letters of credit.
Anycerﬁﬁedchwk,cashim’schwkmhrevmabhlﬁtﬁerofcredﬁpmvidedinﬁwofa
bond must be of the same amount and delivered on the same schedule as the bond it
mplaoes.Ahﬁerofcredﬁsubmiﬁedhﬁeuofaperfommcemdhborlmateﬂdpaymmt
bond will only be allowed for projects under $100,000. Personal or business checks are

not acceptable.
[] MAINTENANCE BOND: The apparent successful Vendor shall provide a two (2)

ywmaintenmehondcovmingﬂmmoﬁngsyswm.ﬁemaintenmebondmustbe
issued and delivered to the Purchasing Division prior to Contract award.

[[] INSURANCE: The apparent successful Vendor shall famish proof of the following
instmcepriormConnactawudandshnﬂﬁstthestntenawﬁﬁcateholden

[] Commercial General Liability Insurance: In the amount of
or more.

|:]BnildmRilkInmrnnee=Inanamnuntequnlm 100% of the amount of the
Contract.

00000
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The apparent successful Vendor shall also furnish proof of any additional insurance
requirements contained in the specifications prior to Contract award regardless of
whether or not that insurance requirement is listed above.

[] LICENSE(S) / CERTIFICATIONS / PERMITS: In additien to anything required
under the Section entitled Licensing, of the General Terms and Conditions, the
apparent successful Vendor shall fumish proof of the following licenses,
certifications, and/or permits prior to Contract award, in a form acceptable to the
O
O
O

a

The apparent successful Vendor shall also furnish proof of any additional licenses or
certifications contained in the specifications prior to Contract award regardless of
whether or not that requirement is listed above.

9. WORKERS’ COMPENSATION INSURANCE: The apparent successful Vendor shall
comply with laws relating to workers compensation, shall maintain workers’ compensation
insurance when required, and shall furnish proof of workers® compensation insurence upon
request,

10. LITIGATION BOND: The Director reserves the right to require any Vendor that files a
protest of an award to submit a litigation bond in the amonnt equal to one percent of the
lowest bid submitted or $5,000, whichever is greater, The entire amount of the bond shall be
for&hdifmehmﬁngoﬂicwdewnninmthatﬂ:epmtestmﬂedforﬁiwlcmmimmnper
purpose, including but not limited to, the purpose of harassing, causing unnecessary delay, or
needless expense for the Agency. All litigation bonds shall be made payable to the
Purchasing Division. In lieu of a bon, the protester may submit a cashier’s check or certified
check payable to the Purchasing Division. Cashier’s or certified checks will be deposited
with and held by the State Treasurer’s office. If it is determined that the protest has not been
filed for frivolous or improper purpose, the bond or deposit shall be returned in its entirety.

11. LIQUIDATED DAMAGES: Vendor shell pay liquidated damages in the amount of

for i
This clause shall in no way be considered exclusive and shall not limit the State or Agency’s

right to pursue any other available remedy.
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12. ACCEPTANCE/REJECTION: The State may accept or reject any bid in whole, or in part.
Vendoi’s signature on its bid signifies acceptance of the terms and conditions contained in
the Solicitation and Vendor agrees to be bound by the terms of the Contract, as reflected in
the Award Document, upon receipt.

13. FUNDING: This Contract shall continue for the term stated herein, contingent upon fonds
bdngappmmiﬂedbytheLegiﬂumMothwwisebdngmdeavaﬂable.hmewemﬁmds
mmtappmpﬂatedorotherwisemadeavaﬂable,ﬂﬁsConmbecomwidmdofm
eﬁ'ectbeginningon]ulyloftheﬁscalyenrforwhichﬁmdinghasnotbeenappropﬂatedor
otherwise made available.

14, PAYMENT: Payment in advance is prohibited under this Contract. Payment may only be
made after the delivery and acceptance of goods or services. The Vendor shall submit
invoices, in arrears.

15. TAXES: The Vendor shall pay any applicable sales, use, personal property or amy other
mxesaﬂsingoutofﬂlisCon&actandﬂmtmswﬁomwnmnphwdtbmeby.TheSmteof
WestVﬁginiaisexemptﬁomfederalmdsﬂtetaxesandwﬂlnMpaymwimbumsmh

taxes.

16. CANCELLATION: The Purchasing Division Director reserves the right to cancel this
Contract immediately upon written notice to the vendor if the materials or workmanship
supplied do not conform to the specifications contained in the Contract. The Purchasing
Division Director may also cancel any purchase or Contract upon 30 days written notice to
the Vendor in accordance with West Virginia Code of State Rules § 148-1-7.16.2.

17. TIME: Time is of the essence with regard to all matters of time and performance in this
Contract.

18. APPLICABLE LAW: This Contract is governed by end interpreted under West Virginia
law without giving cffect to its choice of law ptinciples. Any information provided in
specification manuals, or any other source, verbal or written, which contradicts or violates
the West Virginia Constitution, West Virginia Code or West Virginia Code of State Rules is
void and of no effect.

19. COMPLIANCE: Vendor shall comply with all applicable federal, state, and local laws,
regulations and ordinances. By submitting a bid, Vendor acknowledges that it has reviewed,
understands, and will comply with all applicable law.

20. PREVAILING WAGE: Vendor shall be responsible for ensuring compliance with

prevailing wage requirements and determining when prevailing wage requirements are
applicable.
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21. ARBITRATION: Any references made to arbitration contained in this Contract, Vendor's
bid, or in any American Institute of Architects documents pertaining to this Contract are
hereby deleted, void, and of no effect.

22. MODIFICATIONS: This writing is the partics' final expression of inteat. Notwithstanding

anything contained in thiz Contract fo the contrary, no modification of this Contract shall be.

bindﬁ:gwiﬂ:outnnuualwﬁtﬁmoonsmtofﬂleAgenqy,andﬂleVendor,withappmvalofthe
Purchasing Division and the Attomey General’s office (Attorney General approval is as to
form only). No Change shall be implemented by the Vendor until such time as the Vendor
receives an approved written change order from the Purchasing Division.

23, WAIVER: The failure of either party to insist upon a strict performance of any of the terms
or provision of this Contract, or to exercisc any option, right, or remedy herein contained,
shall not be construed as a waiver or a relinquishment for the future of such term, provision,
opﬁon,ﬁghgorremedy,buttbamshnﬂwnﬁmemﬁlﬂﬂommdeﬁ'ecthywﬁmmm
be expressly stated in writing and signed by the waiving party.

24. SUBSEQUENT FORMS: The terms and conditions contained in this Contract shail
supersede any and all subsequent terms and conditions which may appear on any form
docmenﬁmbmiﬁedbydeormtheAgencyoerlpdngDiﬁsimmchaspﬁeeﬁm,
order forms, invoices, sales agreements, or maintenance agreements, and includes internet
websites or other electronic documents. Acceptance or use of Vendor's forms does not
constitute acceptance of the terms and conditions contained thereon.

25, ASSIGNMENT: Neither this Contract nor any monies due, or to become due hereunder,
may be assigned by the Vendor without the express written consent of the Agency, the
Purchasing Division, the Attorney Gemeral’s office (as to form only), and any other
government agency or office that may be reguired to approve such essignments.
NoMthshndingﬁnfomgoing,thaﬁngDiviaionappmvdmymmymtbereqlﬁmdm
certain agency delegated or exempt purchases.

26. WARRANTY: The Vendor expressly warrants that the goods and/or services covered by
thig Contract will: (a) conform to the specifications, drewings, samples, or other description
fumished or specified by the Agency; (b) be merchantable and fit for the purpose intended;
and (c) be free from defect in material and workmanship,

27.STATE EMPLOYEES: State employees are not permitted to utilize this Contract for
personal use and the Vendor is prohibited from permitting or facilitating the same.

28. BANKRUPTCY: In the event the Vendor files for bankmptcy protestion, the Stete of West
Virginia may deem this Contract null and void, and terminate this Contract without notice.

29. CONFIDENTIALITY: The Vendor agrees that it will not disclose to anyone, 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
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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 Policics and
Information Security Accountability Requirements, set forth in

hitp://www state wv.us/admin/purchase/privacy/default.html.

30. DISCLOSURE: Vendor's response to the Solicitation and the resuiting Contract are
considered public documents and will be disclosed to the public in accordance with the laws;
rules, and policies governing the West Virginia Purchasing Division. Those laws include, but
are not limited to, the Freedom of Information Act found in West Virginia Code §§ 29B-1-1
et seq. and the competitive bidding laws found West Virginia Code §§ 5A-3-1 et seq., 5-22-1
et seq., and 5G-1-1 et seq.

If a Vendor considers any part of its bid to be exempt from public disclosure, Vendor must so
indicate by specifically identifying the exempt information, identifying the exemption that
applics, providing a detailed justification for the exemption, segregating the exempt
information from the general bid information, and submitting the exempt information as part
of its bid but in a segregated and clearly identifiable format. Failure to comply with the
foregoing requirements will result in public disclosure of the Vendor’s bid without further
notice. A Vendor’s act of marking all or nearly all of its bid es exampt is not sufficient to
avoid disclosure and WILL NOT BE HONORED. Vendor’s act of marking a bid or any part
thereof as “confidential” or “proprietary” is not sufficient to avoid disclosure and WILL
NOT BE HONORED. A legend or other statement indicating that all or substantially all of
thebldlsexemptﬁomdlsclosuremnotsuﬂimentlnavmdduclommandW[[LNOTBE
HONORED. Additionally, pricing or cost information will not be considered exempt from
dmcbsmeandrequeststowﬂhholdpubhcahonofpncmgorwstmfomaﬁonWELNOT
BE HONORED.

Vendor will be required to defend any claimed exemption for nondisclosure in the event of
an administrative or judicial challenge to the State’s nondisclosure. Vendor must indemnify
the State for any costs incurred related to any exemptions claimed by Vendor. Any questions
regarding the applicability of the various public records laws should be addressed to your
own legal counsel prior to bid submission.

31. LICENSING: In accordance with West Virginia Code of State Rules §148-1-6.1.7, Vendor
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 Virginis, including, but not limited to, the
West Virginia Secretary of State’s Office, the West Virginia Tax Department, West Virginia
Insurance Commission, or any other state agency or political subdivision. Upon request, the
Vendor must provide all necessary releases to obtain information to enable the Purchasing
Division Director or the Agency to verify that the Veador is licensed and in good standing

with the above entities.

32. ANTITRUST: In submitting a bid to, signing a contract with, or accepting a Award
Document from any agency of the State of West Virginia, the Vendor agrees to 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

Revised 08/01/2015



and the State of West Virginia for price fixing and/or unreasonzble 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 peyment to Vendor.

33. VENDOR CERTIFICATIONS: By signing its bid or entcring into this Contract, Vendor
certifies (1) that its. bid or offer was made without prior understanding, agreement, or
connection with any corporation, firm, limited liability company, partnesship, person or
entity submitting a bid or offer for the same material, supplies, equipment or services; (2)
that its bid or offer is in all respects fair and without collusion or fraud; (3) that this Contract
is accepted or entered into without any prior understanding, agreement, or connection to any
other entity that could be considered a violation of law; and (4) that it has reviewed this
Solicitation in its entircty; understands the requirements, terms and conditions, and other
information contained herein. Vendor’s signature on its bid or offer also affirms that neither
it nor its representatives have any inferest, nor shall scquire any interest, divect or indirect,
which would compromise the performance of its services hereunder, Any such interests shall
be promptly presented in detail to the Agency. The individual signing this bid or offer on
behalf of Vendor certifies that he or she is authorized by the Vendor to execute this bid or
offer or any documents related thereto on Vendor’s behalf; that he or she is authorized to
bind the Vendor in a contractual relationship; and that, to the best of his or her kno
the Vendor has properly registered with any State agency that may require registration.

34. PURCHASING CARD ACCEPTANCE: The Stetc of West Virginia curently utilizes a
Purchasing Card program, administered under contract by a banking institution, to process
payment for goods and services. The Vendor must accept the State of West Virginia’s
Purchasing Card for payment of all orders under this Contract unless the box below is
checked.

[/] Vendor is not required to accept the State of West Virginia’s Purchasing Card as
peyment for all goods and services.

35. VENDOR RELATIONSHIP: The relationship of the Vendor to the State shall be that of an
independent conmtractor and no principal-agent relationship or employer-employee
relationship is contemplated or created by this Contract. The Vendor as an independent
comtractor is solely liable for the acts and omissions of its employees and agents. Vendor
shall be responsible for selecting, supervising, and compensating any and all individuals
employed pursnant to the terms of this Solicitation and resulting contract. Neither the
Vendor, nor any employees or subcomtractors of the Vendor, shall be deemed to be
employees of the State for any purpose whatsoever. Vendor shall be exclusively responsible
for payment of employees and contractors for all wages and salaries, taxes, withholding
payments, penalties, fees, fringe benefits, professional liability insurance premiums,
contributions to insurance end pension, or other deferred compensation plans, including but
not limited to, Workers’ Compensation and Social Security obligations, licensing fees, etc,
and the filing of all necessary documents, forms, and retarns pertinent to all of the foregoing.
Vendor shall hold harmless the State, and shall provide the State and Agency with a defense
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against any and all claims including, but not limited to, the foregoing payments,
withholdings, contributions, taxes, Social Security taxes, and employer income tax returns.

36. INDEMNIFICATION: The Vendor agrees to indemmify, defend, and hold harmless the
State and the Agency, their officers, and employees from and against: (1) Any claims or
losses for services rendered by any subcontractor, person, or firm performing or supplying
services, materials, or supplies in connection with the performance of the Contract; (2) Any
claims or losses resulting to any person or entity injured or damaged by the Vendor, its
officers, employees, or subcontractors by the publication, translation, reproduction, delivery,
performance, use, or disposition of any data used under the Contract in & manner not
authorized by the Contract, or by Federal or State statutes or regulations; and (3) Any failure
of the Vendor, its officers, employees, or subcontractors to observe State and Federal laws
including, but not limited to, labor and wage and hour laws.

37. PURCHASING AFFIDAVIT: In accordance with West Virginia Code § 5A-3-10a, all
Vendors are required to sign, notarize, and submit the Purchasing Affidavit stating that
neither the Vendor nor a related party owe a debt to the State in excess of $1,000. The
affidavit must be submitted prior to award, but should be submitted with the Vendor’s bid. A
copy of the Purchasing Affidavit is included herewith. _

38. ADDITIONAL AGENCY AND LOCAL GOVERNMENT USE: This Contract may be
utilized by and extends to other agencies, spending units, and political subdivisions of the
State of West Virginia; county, municipal, and other local government bodies; and school
districts (“Other Government Entities”). This Contract shall be extended to the
aforementioned Other Govermment Entities on the same prices, terms, and conditions as
those offered and agreed to in this Contract. If the Vendor does not wish to extend the prices,
terms, and conditions of its bid and subsequent contract to the Other Government Entities,
the Vendor must clearly indicate such refusal in its bid. A refusal to extend this Contract to
the Other Government Entities shail not impact or influence the award of this Contract in any
manner.

39. CONFLICT OF INTEREST: Vendor, its officers or members or employces, shall not
presently have or acquire an inferest, direct or indirect, which would conflict with or
compromise the performance of its obligations hereunder. Vendor shall periodically inquire
of its officers, members and employees to ensure that a conflict of interest does not arise.
Any conflict of interest discovered shall be promptly presented in detail to the Agency.

40. REPORTS: Vendor shall provide the Agency and/or the Purchasing Division with the
following reports identified by a checked box below:

[/] Such reports as the Agency and/or the Purchasing Division may request. Requested

reports may include, but are not limited to, quantities purchased, agencies utilizing the
contract, total contract expenditures by agency, etc.
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[J Quarterly reports detailing the total quantity of purchases in units and dollars, along with
a listing of purchases by agency. Quarterly reports should be delivered to the Purchasing
Division via email at pyrchasing requisitions@wv.gov.

41. BACKGROUND CHECK: In accordance with W. Va. Code § 15-2D-3, the Director of the
Division of Protective Services shall.require any service provider whose employees are
regulmiyemphyedonﬂ:egromdsormthehﬂdingsofﬂaeCapimlcmnplmmwhohaw
access to sensitive or critical information to submit to a fingerprint-based state and federal
background inquiry through the state repository. The service provider is regponsible for any

Aﬁaﬁecmmﬁ:rsmhsmﬁoeghasbeenappmvulhnbefommymohemphyeenm
permitted to be on the grounds or in the buildings of the Capitol complex or have access to
sensitive or critical information, the service provider shall submit a list of all persons who
will be physically present and working at the Capitol complex to the Dirsctor of the Division
omeWcﬁveSaﬁmforpurposesofvuifyingwmpﬁmwithﬂ:ispmviﬁm

The State reserves the right to prohibit a service provider’s employees from accessing
sensitive or critical information or to be present at the Capitol complex based upon results
addressed from a criminal background check.

Servicepmvidmnhouldmn&ctﬂmWeﬂthiniaDiviﬁmometwﬁwSuﬁcubyphom
at (304) 558-9911 for more information.

42. PREFERENCE FOR USE OF DOMESTIC STEEL PRODUCTS: Except when
authorized by the Director of the Purchasing Division pursuant to W. Va. Code § 5A-3-56,
Do contractor may use or supply steel products for a State Contract Project other than those
slieelproductsmadeinﬂleUniwdSononhactorwhousessteelpmductsmviolnﬁonof
this section may be subject to civil penaltics pursuant to W. Va. Code § SA-3-56. As used in
this section:
a.“StateConiractProjwt“meansanymeclionorconsuucﬁnnoﬂ or any addition to,

alteration of or other improvement to any building or structure, including, but not limited
b,madsorhighwayn,orlheinmﬂnﬁonofanyheaﬁngmmoﬁngmvuﬁlaﬁngplmhor
other equipment, or the supply of and materials for such projects, purspant to a contract
wiﬁthesmeofWeschginiaforwhichbiduweremﬁeiudonoraﬂerhmeﬁ,ZOOI.

h“Stededucm”meansmomcumeom&shapeidmwn,exuuded,forgeicast
fabricated or otherwise similarly processed, or processed by a combination of two or more
ermwhoperaﬁms,ﬁumsﬁelmndebyﬂwopmhuﬂ:,basicoxygm,decﬁicﬁmce,
Bessemeroroﬁerstee]mﬂdngpmcess.lhehmhasingDivisimDimbrmy,in
writing, authorize the use of foreign steel products if:

c.Thecostforeachconn'actitﬂnuseddonotexceedmtenthofonepmmt(.l%) of the
total contract cost or two thousand five hundred dollars ($2,500.00), whichever is greater.

Revised 08/01/2015



For the purposes of this section, the cost is the value of the steel product as delivered to
the project; or

d The Director of the Purchasing Division determines that specified steel materials are not
produced in the United States in sufficient quantity or otherwise are not reasonably
available to meet contract requirements.

43. PREFERENCE FOR USE OF DOMESTIC ALUMINUM, GLASS, AND STEEL: In
Accordance with W. Va. Code § 5-19-1 et seq., and W. Va. CSR § 148-10-1 et seq., for
every contract or subcontract, subject to the limitations contained herein, for the construction,
reconstruction, alteraﬁon,repair,impmvemen:ormaintenanceofpubﬁcworksorforthe
pwchnseofanyitmnofmachinuyorequipmmttobeusedatsitesofpublicwnrks,only
domesﬁcalumimm,glmmsmdpmmmnubemmpﬁedum«sthespmdingofﬁcm
dete:mines,inwriﬁng,aﬂnerthcmceiptofoﬁ'msurbids, (1) that the cost of domestic
ahxminmn.glaasorswelproductsisunreasonableorinconxisﬁuntwiththepublicmmrestof
the State of West Virginia, (2) that domestic aluminum, glass or stee! products are not
producedhmﬂidentqumﬁﬁesbmeetﬁ;ewnﬁmtmqukemm,ore)menvaﬂable
domnsﬁcalumimm,ghss,orﬂeddonﬂmeetﬂemnﬂactspmiﬁcaﬁons.ﬁispmﬁsion
onlyappﬁenhpubﬁcworksoontactsawndedinmamouﬂmmﬂ:mﬁﬂyﬂ:ousanddoﬂm
($50,000) or public works contracts that require more than ten thousand pounds of steel

The cost of domestic aluminum, glass, or steel products may be unreasonable if the cost is
more than twenty percent (20%) of the bid or offered price for foreign made aluminum,
glass, or steel products. Tf the domestic aluminum, glass or steel products to be supplied or
produced in a “substantial labor surplus area”, as dofined by the United States Depertment of
Labor, the cost of domestic aluminum, glass, or steel products may be unreasonable if the
eostismorethan&irlypmt(30%)of1hebidoroﬂ'eredpriceforforeignmadeahminnm,

glass, or steel products.

Thispreferenceshaﬂbeapp]iedmaniﬁemofmachineryorequipment,asindicatedabove,
whenﬂmimmisasingleunitofequipmentormachinerymmuﬁcuuedpﬁmmﬂyof
alum:inum,glnssorsteel.ispartofapnblicworksconu'actandbasﬂwsolepmposeorof
beingapenmnentpmtofasinglepublicworkspmject.ThispmvisiOndoesnntapplyto
equipmentmmmhmwypmchnsedbyaspmdihgumtfmusebytthpendingunitmdmt
as part of a single public works project.

All bids and offers including domestic aluminum, glass or steel products that exceed bid or
offer prices including foreign aluminum, glass or steel products after application of the
prefmwsproﬁdedinthispmvisionmaybemduwdmapaicaequﬂmmhwwmanﬂm
lowest bid or offer price for foreign aluminum, glass or steel products plus the applicable
pmfermw.&ﬁereduoedbidmofferpﬁcesmmadehwﬁﬁngmdmpcmedemepﬁorbid
orofferpﬁoes,aﬂhidsoroﬁ‘ers,inchdingthereducedbidoroffapﬁces,wiubereevﬂuated
in accordance with this rule.
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REQUEST FOR QUOTATION
e-Licensure Management Database System and Software Services

1.

2.

SPECIF S

PURPOSE AND SCOPE: The West Virginia Purchasing Division is soliciting bids on
behalf of the West Virginia Board of Accountancy (hereinafier, “the Board™) to establish
an “One-Time "purchase for an off-the-shelf licensure/records product and content
management system that will streamline Board operations in the areas of exam applications,
Kcensing, renewals, discipline and regulation, and enhance online capabilities through the
implementation of a fully integrated web-based application and renewal system that operates
from a single unified database,

Current Environment: The Board has approximately 2,500 active certified public
accountants, 250 CPA-Inactive, and 450 active firms who renew annually, as well as,
approximately 500 exam candidafes. Licensure stafuses include, but are not limited to,
Active, Inactive, Pending, Exam Candidate, CPFE Non-compliant, Lapsed, Not Assigned, PA-
Inactive, Passed, Ineligible, Probation, Provisional, Retired, Revoked and Suspended. The
Board also maintains records of all disciplinary actions, with information appropriate for
public review made available upon its current website. Overall, the Board currently manages
approximately 3,500 active records annually, with approximately 8,500 individuals® records
and 3,200 employers and/or firms (employment addresses) identified in the system. The
Board consists of 6 certified public accountants and one public member, all appointed by
the Governor, as well as an administrative staff of three (3).

The intent of this Solicitation is to provide for a Contract for required software licensing,
the customization and implementation of the softwarc to suit the Board’s business
(including all necessary training - Please refer to Sections 3.1.7.6 and 3.1.8.), and the hosting
and sapport of the system once implemented and accepted.

DEFINITIONS: The terms listed below shall have the meanings assigned to them below.
Additional definitions can be found in section 2 of the General Terms and Conditions.

2.1.“Agency” means the West Virginia Board of Accountancy or “Board.”

2.2.“Board Member” means one of the seven (7) Governor-appointed Members of the
Board.

2.3.“Bosard Staff” means the staff of currently three (3) (distinct from Board Members)
who are responsible for the Board’s administrative functions.

2.4.“Contract Itenss” means the items identified in Section 3, Subsection 1 below for an
off-the-sheif e-licensure/records product and Content Management Database System
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with specified capabilities that include a fully integrated web-based application and
renewal system that operates from a single unified database as well as an integrated
and secure cloud-based documentation program. It includes planning, development,
customization, configuration, administrative and end-user training, implementation
and support as more fully described by these specifications.

2.5. “License” means the permit issued by the Vendor to access and utilizes the Vendor’s
software/application product and web-based system as configured to meet this
Solicitation.

2.6. “Members” means, for purposes of this Solicitation, the West Virginia Board of
Accountancy’s Certified Public Accountant licensees, firm permit holders,
authorizations to perform attest and compilation services, exam candidates, those who
have passed the examination, those who have certified but are currently inactive,
employers, and any person or group that falls under the statutory jurisdiction of the

Board.

2.7.%Pricing Pages” means the schedule of prices, estimated order quantity, and totals
contained in wvOASIS or attached hereto as Exhibit “A” and used to evaluate the

Solicitation responses.

2.8.“Solicitation” means the official notice of an opportunity to supply the State with
goods or services that is published by the Purchasing Division.

3. GENERAL REQUIREMENTS:

3.1.Contract Items and Mandatory Requirements: Vendor shall provide Agency with
the Contract Items listed below on an open-end and confinving basis. Contract Items
must meet or exceed the mandatory requirements listed below.

3.1.1, System Requirements amd Provisions: The Vendor shall provide the
following functions within the web-based system:

3.1.1.1. The system must be hosted by the Vendor.
3.1.1.2. The Vendor and system must provide secure functionality for a

redesign and integration of the Board’s current web site and data
system, online applications for examination, licensure and renewal,

24



REQUEST FOR QUOTATION
e-Licensure Management Database System and Software Services

and provide documents, calendars, news and articles to
communicate the Board’s mission to its constituents.

3.1.13. The system must provide the capability to search, sorf, export
and/or create reporfs to enable Board Staff to manage each
Member’s status at any juncture of the application or renewal
processes, for example, the reports should include but are not
limited to — quarterly reports of approved exam candidates, CPA
licensees, and registered firms; quarterly revenue reports of fees
received by member type; quarterly reports of those who passed
the examination; reports of those who have passed the
examination, a report of all CPA Kcensees for the current fiscal
petiod; etc.

3.1.1.4. The system must provide for printing the practice permits, wallet
cards, certificates and payment receipts for all Member types.

3.1.1.5. The system must provide for online payments for all fees collected
and interface with the West Virginia State Treasurer’s payment

application system for processing electronic revenue.

3.1.1.6. The system must include an integrated and secure cloud-based
documentation program with an interface that should minimize the
number of steps required by the end-user to petform any actions -
whether Board Member, Board Staff or Member applicant.
(Intcgrated means one system that tracks many types of Members.
All components of the system interface and are accessible to other
components of the system. For example, the CPA licensee’s
record will indicate what firm (if any) the CPA is associated with
and the firm record will indicate all licensed CPAs associated with
or employed by the firm. The system will follow the applicant
from CPA examination, through to licensure, CPE reporting, Peer
Review and any other requirements set by the Board.)

3.1.1.7. All data conversion is to be part of the implementation process.
The Board will retain ownership of all data related to the project
including any fields with codes appended by the Vendor to create a
join between data tables,



REQUEST FOR QUOTATION
e-Licemsure Management Database System and Software Services

3.1.1.8. The enterprise solution (content management,
software/application licensing, web design, etc.) shall be provided
by a single Vendor.

3.1.2. Website: Vendor must provide and design a comprehensive website as
described in this subsection of the Solicitation, utilizing the Board’s
existing website content. It must allow Board Staff to add web pages,
make changes to all informational web pages, and upload documents for
public view. It must also create a system for the Board to manage Member
applications (certified public accountants, public accountants, firms,
accounting corporutions, professional limited liability companies, sole-
practitioners, authorizations to perform attest/compilations services, exam
candidates), Member renewals, status changes, and intents-to-sit for the
examination for all Members and prospective Members. It must allow
Members to securely access the website to perform the functions below
without any cost from the Vendor to the Member.

3.1.2.1, Provide detailed real-time verification capabilities that include
the ability for disciplinary orders to be viewed through the website.

3.1.2.2. The application and renewal portion must be able to support
name/address changes, interface with the West Virginia State
Treasurer’s payment application system for payment processing,
and uploads of various documents for storage with the associated
records. Any functionality which allows the Member to change
data must include the additional functionality which allows
Board Staff to review, revise and approve such changes before the
changes take effect in the database or the website.

3.1.2.3. The application must allow Board Staff, Board Members and
Members to place the documents for any Member or group of
Members in chronological sequence.

3.1.2.4. It must also be able to identify and place renewal documents,
Continuing Professional Education reports, Exam Applications
and other uploaded files in a chronological sequence to allow for
future deletion according to the Board’s document retention
policy. In other words, if the Board would like to delete all
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renewals for the period beginning July 1 to June 30 of any given
yeer, the files could be pulled together in one screen and deleted.

3.1.2.5. The applications and renewal System must have the capability to
allow Board staff to see and print any Member forms (including
applications, reports and supporting documentation from the
Member’s access on the web site.

3.1.2.6. Must provide the ability to generate a verification of licensure and
pre-populate the form with the Member’s and licensure

information.

3.12.7. Members must have the ability to provide a changc of
address online.

3.1.2.8. The system must provide an online lookup to enable the public to
review a Member's status at any time, (The Member’s status gives
information regarding whether the CPA or firm is currently
licensed, and the address for which the CPA or firm has indicated

could be public).

3.1.3. Document Management: The system must provide a fully integrated,
electronic document management and/or imaging system for the tasks listed
below:

3.1.3.1. Must provide for the ability to scan, upload, store, archive and
reirieve documents and tie them to an individual’s or firm’s
relevant record.

3.1.3.2. Must provide a file naming mechanism to ensure standardization.

3.13.3. Must provide an audit trail for all scanned, uploaded, stored,
archived and retrieved documents.

3.134. Must enable access controls to protect documents from
meuthorized viewers.

3.1.35. Must allow for scanned document uploads for any required
documentation — (in Adobe .pdf format or Equal).
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3.1.3.6, Must provide Board of Accountancy branding into screens, web
pages, reports, documents, printed permits to practice, certificutes,
letters, e-mail correspondences, etc.

3.1.3.7. Must allow Board Staff to enter submitted applications and
documents manually.

3.1.3.8. Must provide the functionality to automatically generate an e-
mail confirmation for all Board-required applications, reports, and
document submissions.

3.1.4. Content Mamagement Database System: The Content Manegement
Database System must handle all permit-to-practice types required by the
Board and meet the following requirements, at a minimum:

3.14.1. Must be housed in a secure location. The Board’s preference is
for a Windows-based server (or equal) for the application.

3.1.4.2. Must provide for document repository capacity and indexing
capability to store application, renewal, and bistorical documents
and images. Storage of all documentation, information and
materials shall take the place of current paper historical files of all
Members and remains the property of the Board.

3.1.4.3. Must provide for storage and relationship of Member to his/her
employment, education, examination, discipline, and other data for
management and reporting purposes.

3.1.4.4. Must provide for storage and relationship of Member employer to
the actual individual Member(s).

3.1.4.5. Must provide detailed real-time verification capabilities that
include the ability for disciplinary orders to be viewed through the
website,

3.1.4.6. Must have a rcminder system that supports recurrence and
notification to multiple parties and inciudes disciplinary
compliance monitoring.
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3.1.4.7. Transactional contact history must record multiple contact types
including e-mail, telephone, in-person meetings and written
correspondence.

3.1.4.8, Must provide for Continuing Professional Education (CPE) data
collection, management, and reporting, with the capability of
entering CPE information throughout the year. The report must
be viewable and printable in a log format. CPE information
must be kept on file and accessible to Board Staff and the
Member for &8 minimum of the past four complete calendar years.

3.149. Must have the capability to create an infinite number of
compliance form letters to inform the Member of his/her current

status with the Board.

3.14.10. Must have the ability to identify, report and generate any
letters/e-mails for 2 random CPE mudit selection. Must also
provide the capacity for Members to submit CPE documentation
for a three-year audit online (if the Board requires). This would
require the Vendor to allow the Member to upload documentation
for every CPE course claimed during the three-year audit period.

3.14.11, Must have print capabilitics for Member permits, reports,
wallet cards, certificates, and correspondence/envelopes with mail
merge capability, all of which should be simple to use, requiring
no more than one point-and-click action, if possible, but otherwise
minimizing the number of steps required to produce a printed/e-
mailed document.

3.1.4.12. Must have the capability to allow a Member to log-in to his/her
record and print 2 copy of any correspondence generated by the
Board or a current permit to practice.

3.1.4.13. All changes to data must be stored in a transactional record so
historical andit reports can be generated. The system must record
and display the user making the change(s).
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3.1.4.14. Must provide the ability for a Member to save an application
in process and log back in later to pick up where he/she left off.

3.1.4.15. Must provide the ability for applicants log-in and view the
cwrent status of his/her application throughout the approval

process.

3.1.4.16. Must protect access to 2 Member’s social security number
(SSN), birthdate, medical information, home address, and other
Personally Identifiable Information (PII) Attachment “A” This
should be signed by the vendor and returned with the vendors
submitted bid. This will be required before award of contract.

3.1.4.17. Must provide for complete Board Staff user content management
over reports/exports, modules and front-end user screens, which
will allow Board Staff to choose fields from the database to create

reports and build templates for re-usable reports.

3.1.4.18. Must have ability for Board Staff users to perform data-mining
searches and save those searches for later use.

3.1.4.19. Must be able to store and providle a Member’s data for
management and reporting purposes.

3.1.4.20. Must be able to generate an annual roster listing of all current
Members. (It would contain the name, license number and public
address for all licensed CPAs - approximately 2500 - and firms -

approximately 300)

3.1.4.21. Must store and report on the history of a record utilizing a
User ID and time stamp when the record was updated and saved.

3.1.4.22. Must have functionality to allow Board Staff to create and
manage workflow for automatic and ad-hoc generated tasks.
Task management, user assignment and workflow modules must

be customizable by the Board Staff.

3.1.423, Must allow for revenue collections from online applications
(renewals and other online services), and interface with the West
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Virginia State Treasurer’s payment application system for
payment processing, but must also allow Board Staff to process
manual payments with the same interface.

3.1.4.24. Must provide the ability to add new Member types as needed.
(current types are CPA exam candidates, licensed CPAs, inactive
CPAs, firms, authorizations. Other possible types for the future
might be tax preparers, auditors, government auditors, etc.)

3.1.4.25. Must maintain a full historical roster of assigned

certificate/Member numbers with the corresponding names and
addresses, as well as their current status, for all Board-issued
permits to practice and exam types residing in the cutrent system.
(Beginning at 1911. But only the assigned certificate number,
name and address for the early licensees. For historical purposes
the Board must maintain a roster of all certificate numbers that

have been assigned)

3.1.4,.26. Must migrate all financial activity and member status activity
information located in the current system for historical purposes.

3.1.4.27. Must generate a daily Deposit Report for any monies manually
added to the system.

3.1.4.28. Must generate status reports at the end of each annual renewal
cycle for all Member types.

3.1.4.29. Must generate the listing of Exam Candidates who sat on a
quarterly basis.

3.1.4.30. Must generate a listing of new members (individuals, firms and
authorizations) quarterly.

3.1.4.31. Must generate a current report of active members who have
failed to report Continuing Professional Education.

3.1.4.32. Must generate a current report of extension requests and the
status of the request.

31



REQUEST FOR QUOTATION
e-Licensure Management Database System and Software Services

3.1.4.33, Must provide quarterly and fiscal year financial reports of
revenue collected broken down by each member type as well as the

totals.

3.1.4.34. Must allow Board Staff access to all fields to create customized
reports.

3.1.4.35. Board Staff must have access to a report generator to create
and store frequently queried information and reports,

3.1.4.36. Must allow Board Staff to create ad-hoc repotts using any field
or data contained in the system.

3.1.4.37. Must be capable of uploading and downloading Board identified
clectronic data on a recurring schedule both to and from the

National Association of State Boards of Accountancy (NASBA) or
other third-party interface to communicate Exam and Member

Licensure data

3.1.4.38. Must have the flexibility to add, delete or change the fields
regularly uploaded if information requirements from a third-party
interface (such as NASBA) changes.

3.15. Administrative Interface

3.1.5.1. The system must provide for an administrative interface that
ellows Board Staff the ability to continue to manage the website
components. It must support Board Staff being able to manage
all content on the website including:

3.1.5.1.1. News articles
3.1.5.1.2. Documents, applications and other various forms
3.1.5.1.3. Photos, media and video

3.1.5.1.4. Calendars, schedules and newsletters

3.1.5.1.5. Events management
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3.1.5.1.6. Surveys

3.1.5.1.7. Information pages

3.1.5.1.8. Netification system that is integrated into the database to
pull and merge information to enable a mass e-mail for
informational purposes

3.1.5.2. The system must provide an interface for Board Members who
approve member applications. Board Members change roles
annually, so at least one new Board member will be allowed access
annually and another Board member will be withdrawn from the

approval process.

3.1.6. Cloud-Based Documentation Program: The system must include
an integrated and secure cloud-based documentation program whose
interface should require minimal steps to access the managed content. The
cloud-based program may allow for documentation to be locally stored
on amachine or device. The program must permit:

3.1.6.1. Board Members and Staff to access documents in the database;
3.1.6.2. Real-time documentation mark-up and annotation;

3.1.6.3. A configuration allowing notes to be saved by author and/or
shared with Board Members and/or Staff;

3.1.6.4. Board Members and/or Board Staff to configure the format of the
notes; it must allow options for Board Members and Staff to use
multiple notation formats (e.g., highlighting, underlining, strike-
through) that are available in standard word-processing or

spreadsheet software.
3.1.6.5. As the entire system must be integrated, meaning that it operates

from a single unified database system, this Contract Item must
operate from the same database as all other components.
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3.1.6.6. Must be an internet-based solution with the capability
of being changed after implementation to support the Board’s
needs.

3.1.7. Installation and implementation: The system must be fully implemented
and achieve Acceptance within 180 calendar days to fully execute the
Contract as defined in Section 3.1.8. of this Solicitation.

To achieve Acceptance, the successful Vendor must:

3.1.7.1. Meet with the Board as is necessary to plen data conversion,
system customization and implementation. At least two on-site
visits are required, but the Vendor shall include the costs of these
tequired visits and any additional visits they expect to need to
conduct in their bid.

3.1.7.2. Provide a complete schedule (compliant with Section 4) for
installation and implementation within ten (10) calendar days of
award of the Contract. The schedule should indicate all phases of
installation and implementation, note any meetings for which
Board attendance is required, and explain how installation and
implementation will affect the availability of current website
gervices to Members. Installation and implementation should
minimize the amount of time during which Members, Board Staff
and Board Members cannot access the Board’s business services.

3.1.7.3. All data conversion is to be part of the implementation process.

3.1.7.4. Provide and execute a plan, in coordination with Board Staff,
for notifying Members and other stakeholders of the new website

and system.

3.1.7.5. On or before the Acceptance of the Contract, provide at least one
electronic copy of an instruction manual for Board Staff (which
allows Board Staff the ability to reproduce as needed to circulate to
Staff during the life of the Contract).

3.1.7.6. Provide training for use of the system to all Board Staff (currently
numbering 3), including intensive software training for Board Staff
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identified as high end users. Training may be on-site or by
electronic communication, and shall not require Board Staff to
travel outside of their normal travel range to attend meetings.
Training must cover both the system software and the customized
processes of the Board as they exist in the system. Vendor will be
expected to provide training to any additional license users during
the life of the Contract {at the cost of the Unit Price for the
additional license, see Section 4.2.7. below).

3.1.7.7. Vendor shall be responsible for all mileage and travel costs,
including travel time, associated with performance of the
Contract.

3.1.7.8. EXPERIENCE-QUALIFICATIONS: Vendor must  have
successfully completed at least five (5) projects that involved work
similar to that described in the bid specifications. Compliance
with this experience requirement will be determined prior to
contract award by the State through references provided by the
Vendor upon request, through knowledge or documentation of the
Vendor’s past projects. Vendor must provide any documentation
requested by the State to assist in confirmation of compliance with
this provision. References, documentation, or other information to
confirm compliance with this experience requirement may be
requested after bid opening and prior to contract award. Vendor
may use Exhibit “B” to confirm experience requirements.

3.1.8. Acceptance: Acceptance shall be defined as successful demonstration and
testing of all system requirements, including training, with the ability for all
users to navigate and utilize the system to perform their defined roles. The
Agency with the Vendor’s Acceptance will issue a written letter and
Change Order request to WV Purchasing Division as formal Acceptance of
the system. Upon mutual agreement of Acceptance by both the Agency and
the Vendor the Change Order issued by WV Purchasing Division will start
the First Year’s maintenance, support, warranty and hosting by providing a
signed/dated letter agreeing to the start date of the First Year’s Maintenance
and Suppott to the Board. These dates will be used for yearly maintenance,
support/warranty and hosting renewals, initiated by the Agency and issued

by Purchasing Division.
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3.1.9. Maintenance and Support: The second, third, and fourth year's
support/maintenance will also be added by subsequent formal Change
Order, upon Contract renewal at the end of the prior year’s Contract
period for support/maintenance. The successful Vendor must provide
maintenance and support meeting the following requirements:

Vendor must include in their bid the cost of optional Annual renewals for
years 2, 3, and 4. These optional sequential Annual renewals will be
initiated by agency request agreed to by the Vendor and processed as a
Change Order suthorized as issued by the West Virginia Purchasing
Division.

3.1.9.1. User Help Desk

3.1.9.1.1. Vendor must provide 24 hours-per-day, 7 days-per-week,
(except for recognized Federal holidays) access to online or
telephonic technical support to both the Board Staff and the
Member end user during the life of the contract.

3.1.9.1.2.Support must also include support to Board’s
administrative users and Staff for configuration of the
website, the database, the administrative interface and the
cloud-based program.

3.1.9.1.3. Vendor must be able to provide remote desktop support for
both Board Staff and Members.

3.1.9.2. Sofitware Patches and New Releases

3.1.9.2.1. During the life of the Contract, Vendor shall make
available to the Board all new software versions and
patches for defects.  Though the expectation is that
software updates and patches will be installed remotely,
none shall be undertaken without the prior notification, in
writing, to the Board and without the Board's prior

approval.
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3.1.9.3. Customization of the System

3.1.9.3.1. All customization of software required to meet the
requirements of the Solicitation and the Board, and to
achieve Acceptance, shall be included in the Base bid.

3.1.9.3.2. Each year of subsequent support shall include at least
five (5) hours of development hours from the Vendor to
be used by the Board for making new customizations to the
system at no additional charge to the base cost of annual

support.

3.1.9.3.3. Should a (post-Acceptance) customization require hours
from the Vendor in addition to the five provided each year,
the Vendor shall be required to create a scope of work and
a signed, dated quote for the actual cost of the work (with
hours billed per the Unit Price — (Item #8) on the Pricing
Pages provided in wvOASIS and below, and noting that the
contractually provided hours are first used), to be processed
as a Change Order request for increasing the Contract
amount. Note: only upon approval by the State Purchasing
Division and the WV Attorney General’s Office (as to
form only) shall any work be undertaken on such a
customization request. This scope of work should also
include a timeline for deliverables, and notification of any
potential downtime (including estimated dates and times of
occurrence and duration) required for its implementation.

3.1.9.3.4. All (post-Acceptance) customization requiring hours from
the Vendor shall include all installation, testing and post-
installation defect correction.

3.1.93.5. No (post-Acceptance) customization will result in a
change of the cost of basic support, maintenance or hosting
as provided in the original Contract or any subsequent
Years.
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3.1.9.4. Hosting Services

3.1.9.4.1. The Vendor shall install and maintain the system on its

own SCLVEr,

3.1.9.42. The Vendor should provide continnous access to

the system. However, it is understood that the system may
require expected outages for meintenance. Vendor shall
perform all planned system outages during off-peak hours
(between 12:00 am and 6:00 am EST), and shall notify
the Board in writing (e-mail suffices) prior to any such
outage with a brief explanation of the cause of the outage.

3.19.4.3.In the cvent of an unplanned outage, the Vendor

shall notify the Board in writing (e-mail suffices) within
one hour after the outage, and shall provide the time of
the beginning of the outage and the estimated time when

the outage will end.

3.1.9.4.4. The Vendor shall have and provide as part of this Contract

4. CONTRACT AWARD:

a disaster recovery plan for insuring remote backup of the
Board’s data. Vendor shall work with the Board Staff to

develop a secondary backup  system on the Agency’s
existing equipment.

4.1. Contract Award: The Contract is intended to provide Agencies with a purchase
price on all Contract Items and Services. The Contract shall be awarded to the
Vendor that provides the Contract Items and Services meeting the required
specifications for the lowest overall total cost as shown on the Pricing Pages.

Evaluation with be the Total Bid Amount, award will be for Items (1) the Lump
sum amount and Ttem (2) Implementation and Year (1) maintcnance only.

Years two (2), three (3) and four (4); Hosting, Maintenance, Support and Warranty
will be added by optional sequential Annual renewals, Change Orders will be
initiated by agency request agreed to by the Vendor and processed as a Change
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Order authorized as issued by the West Virginia Purchasing Division based upon
the Acceptance date of the System starting the first (1) year.

Vendor should provide with their bid a copy of any and all Software Terms and
Conditions or licenses that the State of West Virginie or the Agency will have to
agree to or accept as a part of this solicitation. This information will be required

before Purchase Order is issued.

Vendor should include a copy of any Maintenance Terms and Conditions or
Licenses that the State of West Virginia or the Agency will be required to agree to
and accept as a part of this solicitation. This jnformation wjll be requjred before

Purchase Order is issued.

42. Pricing Pages: Vendor shall complete the Pricing Pages provided for as the last
page of this Solicitation. Vendor should complete the Pricing Pages in their entirety
as failure to do so may result in Vendor’s bid being disqualified. .

The Pricing Pages contain a list of the Contract Items and Services and estimated
purchase volume. The estimated purchase volume for each item represents the
approximate volume of anticipated purchases only. No future use of the Contract or
any individual item is guaranteed or implied.

Vendor should electronically eater the information into the Pricing Pages through
wvOASIS, if available, or as an electronic document. In most cases, the Vendor
can request an electronic copy of the Pricing Pages for bid purposes by sending zn
email request to the following address: Guy.L.Nisbet@WV.Gov.

Vendor’s who wish to respond to a Centralized Reqmest for Quotation online may
submit information through the State’s wvOASIS, Vendor Self Services (VSS).
Vendors should download the “Bid Form” that is attached separately to the CRFQ
and published to the VSS. Vendors must complete this form with their prices
information and include it as an attachment to their online response. The Bid Form

are then downloaded by the Buyer during bid opening for bid evaluation.

If unable to respond online please submit the Bid Form with your bid prior to the bid
opening date.

4.2.1. Hem #1 Licensure

42.1.1. 1t is anticipated that the Board will have three (3) administrative
positions (Board Staff) at the time of Implementation and Installation
and Acceptance, all of which will require a concurrent license fo have
perpetual access to the system. A minimum of two (2) Board Members
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should have web-based access for the Member approval process and to
review various documents.

4.2.1.2. Vendor Description — Bidders should provide a brief, summary
description of the product for which they are bidding,

4.2.,1.3. The Unit of Measure - Each

4.2.14. Unit Cost — Bidders are required to provide one Unit Cost for the
licenses required for the three (3) administrative positions and two
Board Members who will have limited access.

42.2. Item #2 Implementation, Installation, First Year Mainfenamnce and
Support/Warranty and Hosting

4.22.1. To include all professional services required from award of Contract
Acceptance to meet the requiremenis of the Contract and the Board

including First Year Support/Warranty and Hosting.

4.2.2.2. Vendor Description — should only be used if the Vendor needs to
clarify some aspect of their professional services.

42.3. Item #4 Second Year Support/Warranty and Hosting

4.2.3.1. Bids to meet the requirements of Section 3.1.9, but to be for the
Second Year of support, maintenance and hosting.

4.2.4. Item#5 Third Year Support/Warranty and Hosting

4.2.4.1. Bids to meet requirements of Section 3.1.9, but to be for the Third
Year of support, maintenance and hosting.

4.25. Item #6 Fourth Year Support/Warranty and Hosting

4.2.5.1. Bids to meet requirements of Section 3.1.9, but to be for the Fourth Year
of support, maintenance and hosting.

4.2.6. Item #7 Unit Price for Additional License(s)

40



REQUEST FOR QUOTATION
e-Licensure Management Databasc System and Software Services

4.2.6.1. Provide unmit price, to be added to the Contract only by formal,
approved Change Order, for a single, concurrent user license should
the Board increase its total of administrative positions Price should be
all inclusive to add, configure, and train the additional user.

4.2.62. The quantity provided is an estimate only, for bid evaluation purposes.
There is no guarantee that any additional licenses will be needed during
the life of the Contract.

4.2.7. Hem #8 Unit Price for Professional Services

4.2.7.1. Provide unit price, per hour, for any additional support hours that may
be required (but only added by formal, approved Change Order issued
by the West Virginia Purchasing Division), above and beyond those
provided by Section 3.1.9.3, for customization of softwarc afer
Acceptance, and during Second, Third, or Fourth Year’s support.
The bourly rate will be firm for the life of the Contract.

4.2.72. The quantity provided is an estimate only, for bid evaluation purposes.
There is no guarantec that any additional professional services support
hours will be needed during the life of the Contract.

5. ORDERING AND PAYMENT:

5.1. Ordering: Vendor shall accept orders through wvOASIS, regular mail, facsimile, e-
mail, or any other written forms of communication. Vendor may, but is not required
to, accept on-line orders through & secure intemet ordering portal/website. If Vendor
has the ability to accept on-line orders, it should include in it response a brief
description of how Agencies may utilize the on-linc ordering system. Vendor shall
ensure that its on-line ordering system is properly secured prior to processing Agency
orders on-line.

52. PAYMENT: Vendor shall accept payment in accordance with the payment
procedures of the State of West Virginia.

6. DELIVERY AND RETURN:

6.1. Delivery Time: Vendor shall deliver standard orders within (180) calendar days
after orders are received. Vendor shall ship all orders in accordance with the above
schedule and shall not hold orders until a minimum delivery quantity is met.
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6.2, Late Delivery: The Agency placing the order under this Contract must be notified
in writing if orders will be delayed for any reason. Any delay in delivery that could
cause harm to an Agency will be grounds for cancellation of the delayed order, and/or
obtaining the items ordered from a third party.

Any Agency seeking to obtain items from a third party under this provision must first
obtain approval of the Purchasing Division.

6.3. Delivery Payment/Risk of Loss: Standard order delivery shall be F.O.B.
destination to the Agency’s location. Vendor shall include the cost of standard order
delivery charges in its bid pricing/discount and is not permitted to charge the Agency
separately for such delivery. The Agency will pay delivery charges on all emergency
orders provided that Vendor invoices those delivery costs as a separate charge with
the original freight bill attached to the invoicc.

6.4. Return of Unacceptable Items: If the Agency deems the Contract Items to be
unacceptable, the Contract Items shall be returned to Vendor at Vendor’s expense and
with no restocking charge. Vendor shall either make arrangements for the return
within five (5) days of being notified that items are unacceptable, or permit the
Agency to arrange for the return and reimburse Agency for delivery expenses. If the
original packaging cannot be utilized for the return, Vendor will supply the Agency
with appropriate return packaging upon request. All returns of unacceptable items
shall be F.O.B. the Agency’s location. The returned product shall either be replaced,
or the Agency shall receive a full credit or refund for the purchase price, at the

Agency’s discretion.

6.5. Return Due to Agency Error: Items ordered in error by the Agency will be
returned for credit within 30 days of receipt, F.O.B. Vendor’s location. Vendor shall
not charge a restocking fee if returned products are in a resalable condition. Items
sheil be deemed to be in a resalable condition if they are unused and in the original
packaging. Any restocking fee for items not in a resalable condition shall be the
lower of the Vendor’s customary restocking fee or 5% of the total invoiced value of
the returned items.

7. VENDOR DEFAULT:
7.1. The following shall be considered a Vendor default under this Contract.

7.1.1, Failure to provide Contract Items in accordance with the requirements

7.1.2. Failure to comply with other specifications and requirements contained
herein.
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7.1.3. Failure to comply with any laws, rules, and ordinances applicable to the
Contract Services provided under this Contract.

7.1.4. Failure to remedy deficient performance upon request.
7.2. The following remedies shall be available to Agency upon default.

7.2.1. Immediate cancellation of the Contract.

7.2.2. Immediate cancellation of one or more release orders issued under this
Contract.

7.2.3. Any other remedies available in law or equity.

8. MISCELLANEOUS:

8.1. No Substitutions: Vendor shall supply only Contract Items submitted in response to the
Solicitation unless a Contract modification is approved in accordance with the provisions
contained in this Contract.

8.2. Vendor Supply: Vendor must carry sufficient inventory of the Contract Items being

offered to fulfill its obligations under this Contract. By signing its bid, Vendor certifies
that it can supply the Contract Items contained in its bid response.

8.3. Travel: Vendor shall be responsible for ali mileage and travel costs, including travel
fime, associated with performance of the Contract. Any anticipated mileage or travel
costs may be included in the flat fee or hourly rate listed on Vendor’s bid, but such
costswi‘llnotbepaidbytheAgemyseparawly;

8.4. Facllities Access: Performance of Contract Items or Services may require access cands
.and/or keys to gain entrance to Agency’s facilities. In the event that access cards and/or

keys are required:

8.4.1. Vendor must identify principal service personnel which will be issued
access cards and/or keys to perform service.

8.4.2. Vendor will be responsible for controlling cards and keys and will pay
replacement fee, if the cards or keys become lost or stolen.

8.4.3. Vendor shall notify Agency immediately of any lost, stolen or missing
card(s) or key(s)-
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8.4.4. Anyone performing under this Contract will be subject to Agency’s security
protocol and procedures.

8.4.5. Vendor shall inform all of Vendor’s staff of Agency’s security protocol and
procedures.

8.5. Contract Manager: During its performance of this Contract, the Vendor must
designate and maintain a primary Contract manager responsible for overseeing
Vendor’s responsibilities under this Contract. The Contract Manager must be
available during normal business hours to address any customer service or other
issues related to this Contract. Vendor should list its Contract Manager and his or her

contact information below.

Contract Manager: Jennifer Hamden

Telephone Number: 304-522-7022 x.224

Fax Number: 304-525-3069

E-mail Address: jennifer.hamden@aaronsproducts.com
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Appendix A
{To. be commieled by he Agenoy’s: Procarermsnt Qifiser priar tir the exeicutions «f the Addendim,
g shall be mads ¢ part of the Adendum. PH| Aot Meitfied prior 1 eeution of the
gdd"endu'_',) v iy ouly” be-added Hy amending Apendbc A ahid the Addendum, via Changs

Same atpssony OTENdA S.Turley

wame ot sgene WY ©S1 Virginia Board of Accountancy

Dororibo the PHlido mof include any agual PHI. ¥ nof anplicabls; pleass indicte ihe sams:

PHI containad In Board records would include the physician's reports and releases,
including, but not limited to, x-rays, diagnosis, and recommendations for an
examination candidate who requests a modification to the examination due to health

issues or learning disabilities.



Exhibit "A" Pricing Page

Concurrent User License(s) for three {(3) west virginia Board
of Accountancy staff members/users of Licensure/Records
Product with Content Management Database System. This
also includes web site redesign, administrative interface and
42.1. 1 |cloud-based program for up to 5,000 various CPA members). n/a nfa nfa nja

Limited user licenses for two Board members who only
need access to approve various applications. Including

Implementation and Installation to Acceptance including DocuWare Online is set up for unlimited users.
422, 2 [First Year Maintenance and Year 1 Maintenance Includes data conversion from existing system. Lump Sum 1 22,250.00 29,250.00
Support/Warrantv/Hosting

4.2.3. 4 |Year 2 Maintenance and Support/Warranty/Hosting Year 1 18,750.00 18,750.00
4.2.4, 5 |Year 3 Maintenance and Support/Warranty/Hosting Year 1 18,750.00 18,750.00
4.2.5, 6 |Year 4 Maintenance and Support/Warranty/Hosting Year 1 18,750.00 18,750.00

Unit prices are to be provided for the following two (2) items, and will only be used to execute formal Change Orders during the life of the contract, if required.
Estimated quantities are included for bid evalution only. There is no guarantee than any quantity of the items will be purchased.
Additional License, per User setup and configuration of each new user. Thereis
4.2.6. 7 . .
no charge for the license itself.

Each 5 250.00 1,250.00

o 8 Additional Professional Services Support Hours Hour 0 250.00 10,000.00

Total Bid Amount| 96,750.00




References:

Reference #1 Name:

Position:

Address:
Telephone Number:
Project Name:

Project Description:

Reference #2 Name:

Position:

Address:

Telephone Number:
Project Name:
Project Description:

Reference #3 Name:

Position:

Address:
Telephone Number:
Project Name:

Project Description:

Exhibit "B"

Jaime Cooper

General Manager, Vinyl Kraft Windows

3404 Rhodes Ave, New Boston OH 4568862

740-456-4949 x.233

Questys to DocuWare conversion

We converted their database system from a Questys document

management solution to a DocuWare one.

Kathy McKenna

Business Manager, Greater Huntington Park & Recreation District

PO Box 2985, Huntington WV 25728-2985

304-696-5054

DocuVWare adoption

setup DocuWare with automated routing of documents from scanner.

Taniaya Duley

Office Manager, Level 1 Fasteners Inc

777 10th St W, Huntington WV 25701
304-697-2323

Questys to DocuWare conversion

converted their Questys document management system to DocuWare.




Reference #4 Name:

Position:

Address:

Telephone Number:
Project Name:

Project Description:

Reference #5 Name:

Address:

Telephone Number:
Project Name:
Project Description:

Exhibit "B"

Christa Coffey

Tippecanoe County Clerk

301 Main St, Lafayette IN 47901

765-423-8724

DocuWare (see attached case study)

DocuWare with web portal so all employees ¢an access system, as well

as the court, probation, prosecutor and public defender staff. Also, three

Jpuhlic access terminals are available

Laure Bernake-Stafford

County Prosecutor's Office, Child Support Division

15 Franklin St #100, Valparaiso IN 46383

219-465-3415

DocuWare (see attached case study)

DocuWare saves the agency time and money, leading to a

more streamlined office workflow and faster response times.
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Doculaare

From Documents to Value

Tippecanoe County Moves Toward Digitizing 9 Million Pages a Year

Tippecanoe County is located in north central Indiana, half way between Chicago and Indianapolis,

and has a population of 170,000. The Tippecanoe County Clerk is charged with maintaining volumes

of important records. DocuWare helps the county streamline and automate this essential task.

Initial Situation

The Tippecanoe County Clerk's Office is bringing a vast
archive of legal, historical and ownership records into
DocuWare. Personnel costs have been reduced by 40%
and thanks to DocuWare, even with the reduction in
personnel, the staff can now keep up with requests by
reducing retrieval time from days to hours, With
DacuWare in place the County Clerk’s Office now
provides a higher quality of service for the residents of
Tippecanoe County.

Documents

“No business on earth deals with as many documents as
a county clerk. To give you a better idea of the volume
of paper records we have, nine million sheets of paper a
year pass through our office," said Linda Phillips,
Tippecanoe County Clerk, “that's a lot of information.”

The County Clerk's Office maintains and stores all types
of legal documents. Storing the information is only one
side of the coin; the county must also provide timely
access to the information for internal and public use.




Work Processes

Because of the volume of records, the county maintains numerous storage facilities. Most of the county's records
dated before 1990 are stored on microfilm. Walking to the correct file room, finding the document in guestion,
pulling the information, copying it and refiling it was a very time intensive, archaic process. Document retrieval
time was as long as three days, due to the number of requests and time it took to fulfill each request.

Solution Requirements

The County Clerk discovered that money was available in
the records budget to modernize the storage of records.
A plan was developed to gradually transfer the county's
records into DocuWare. Depending on the volume of
record requests, same record types were brought into the
system from a point forward, while other types of
records were backlogged to provide a larger electronic
database of information and improve retrieval time,




Solution

Information & Records Associates, an Authorized L
DocuWare Partner, implemented the county's solution.
Today, all 34 county clerk employees, plus the court,
probation, prosecutor and public defender staff have
access to the information stored in DocuWare. In
addition, the county has three public access terminals = Autaindex
that are primarily used by title researchers looking for = CDMAKER
Judgments that affect property ownership

Implemented Modules

= Active Import

= Content Folder
Court orders were the first records brought into
DocuWare. Now the day's paper court crders are sighed
by the judges then scanned and indexed by date and » Recognition
case number. The scanned images are reviewed for
accuracy and the originals placed in storage until they
czn be destroyed. The electronic court orders are
available by mid-morning the next day.

® Internet Server

The next record to be digitized was marriage licenses. The last 60 years of marriage licenses were scanned from the
original source book and indexed by page and baok number. The use of DocuWare continues to expand. As a pilot
project, the County Clerk made the court that supervises defendants with mental health issues a paperless court.
Service providers along with the probation officer, counsellor, and judge all need access to weekly reports on the
individuals under the court's jurisdiction. With DocuWare, service providers' reports are generated in MS Excel and
e-mailed to the court clerk where the ACTIVE IMPORT module is used to zutomatically index the reports by:
defendant, case number, and date of the next court appearance. DocuWare's INTERNET-SERVER module and
security settings allow each person involved with the case to access only the information they need.

“Our paperless court is onc of our most exciting new uses of DocuWare. Initially some of our judges were a little
concerned about moving toward a paperless envirorment, but our pilot program is quickly changing minds," said
Linda.



Benefits in Detail

User Benefits

The county records staff loves working with DocuWare.
They are naw able to fulfill record requests in 24 hours
instead of a few days, reducing workplace stress and
allowing the County Clerk's office to better serve the
people of Tippecanoe County. Internally, document
sharing is much faster and the information can be
controlled better, helping agencies throughout the
county to run smoother and more efficiently. With
DocuWare, records are never "misplaced” and can be
monitored by a rigid quality control system,

County Benefits

In the county’s paperless court, Docu-Ware has
streamlined the process of disseminating informaticn to
multiple parties, while maintaining confidentiality. For
the judge, a quick search on the "Next Court Appearance Date" field makes all the reports for the day's cases
instantly available on the desktop, allowing the judge to better manage his{ her caseload.

The first paperless court was so successful that a second court, which reviews child support rulings every six
months, will be adopting DocuWare and going paperless once the current paper case files have been imaged and
indexed in DocuWare. The DocuWare CONTENTFOLDER module will be used by the judge to provide immediate
access to all the information for a pending case.

The response to the County Clerk's DocuWare system has been so positive that the system is being adopted by
other county departments, allowing different county agencies to work together for the benefit of all. The Public
Defender's Office will implement Docu-Ware and the INTERNET-SERVER module fo provide contract attorneys
access to case files for which the original cannot leave the building. This allows the contract attorneys to work
much more efficiently, as well as dramatically reducing storage space. The Prosecutar's office can now streamline
paperwark for post conviction releases by being able to access a copy of the original sentencing order online. Once
the Sheriff's Office implements DocuWare, the County Clerk's Office can dramatically reduce the printing of
warrants. Instead of automatically printing and shipping three paper copies of each warrant to the Sheriff's Office,
the County Clerk can create the warrant, send it to the Sheriffs Office electranically and they can print enly what
they need. By maving to DocuWare and a collaborative program, both offices will be better equipped to track
warrants,

"The Courts, Prosecutor and the Sheriff, we all have our hands on the same documents and we don't need the
paper. Images are great” said Linda.

DocuWare has allowed the County Clerk's Office to realize enormous savings. Since implementing the system,
budget cuts have reduced personnel costs in the records area by 40%. Thanks to DocuWare, preductivity has
remained constant or even improved as more and more records are stored electronically. The implementation of
Docu-Ware has allowed the County Clerk's Office to stop their exponential need for storage space. Additionally, the
collaborative effort of other county agencies moving toward document management will compound the time and
cost savings for the people of Tippecanoe County.



Conclusion

In conclusion, DocuWWare allows the County Clerk's Office to be more responsive to information requests and
provide a higher quality of service which helps the County Government achieve its goal of providing responsive,
highquality services that enhance and maintain seff-sufficiency, personal safety, economic opportunity, mutual
respect, and quality of life for present and future generations.

Linda Phillips
County Clerk -
Tippecanoe County

DIJJlRCIl'e For more information please wisit our

From Documents to Value website at www.docuware.com



Doculaare

Porter County
Sheriff's

Department

Case Study

Streamlining Information

The Porter County Sheriff's Office is using DocuWare to make their corner of Indiana a
safer place, by electronically managing case reports, warrants, tickets and jail
documentation. The benefits have trickled down to the residents by giving the county

more time to spend serving the people.

Porter County, Indiana, population 150,000, is located on
the southem tip of Lake Michigan, The Sheriff's
department employs more than 150 officers and civilians
who work in the criminal justice system and are dedicated
to making Porter County a better place to live, work and
raise a family. in addition to serving the criminal justice
needs of the unincorporated parts of the county, the
Sheriff's department houses the 911 dispatch center and
manages and stores the warrants for the entire county.

Porter County Sheriff's
Department

Industry: Govelnment | Municipality

Loeation: Indiana, LISA

Application: Recards Management

Pocument Types: Warranis, Case Repors,
Tickets anet Jail Documentation




Requirements

Hit by budget cutbacks Sheriff David Reynolds wanted to
leverage technology to free up man-power for other tasks The Tasks
besides paper processing. The county started looking for a
workflow system and discovered that DocuWare, an

glectronic document management solution, would meet « Streambine existing workiiow

ﬂ

their needs. Reduce manual processes

Spead Uy the filmg and and retreval of

The Sheriff's office needed to manage four basic types of
documents; warrants, case reports, tickets and jail toeLmEnis
documentation. Beduce time spent on adminisirative ks

As keeper of all the active warrants for the entire county,

the Sheriff's office manages 5500 plus active warrants.

Warrants are issued by a judge, recorded by a county clerk and issued to the Sheriirs varrant Division. New warrants
are received in batches of 30-50 two o three times a week and are filed alphabetically. A warrant remains active until an
arrest is made or the warrant is recalled.

The second type of document, case reports, are generated every time a deputy responds to an incident. The average
report is 10-12 pages fong and contains basic identifying information and a narrative of the event. Supplementary
reports of other documents also needed to be kept and filed with the initial report. The volume of case reports varies
from 15-60 per day and the average retrieval time was about 15 minutes.

The Sheriff's department is also required to store a copy of every ticket issued. The tickets were filed in bundles by
ticket number and classification. With 200 plus tickets issued a week and a county requirement to store the tickets for
10 years, finding a requested ticket was a time consuming endeavor. Additionally, the Sheriff's office needed to manage
a ballooning volume of internal jail records.

Before DocuWare, warrants were stored in two file cabinets in the 911 dispatch room. Dispatchers handle all police, fire
and EMS for the county. In order for an active warrant to be verified, prior to an arrest, deputies and police officer's
would have to call the dispatch center. Each of the dispatchers on duty get 4-5 calls per hour that may deal with life
and death situations; warrant verification calls had the potential to disrupt 911 service,

The workflow for storing and reviewing case reports was very inefficient. Using a Word template the deputies would type
their reports, print them and hand a hard copy to their commanding officer. Once approved, the commanding officer
would send the report to the Records department, where the four-person records staff would spend six hours a day re-
keying the reports into a law enforcement management program. Other inefficiencies also existed. To keep updated on
the crime pulse of the county, every moming each of the six detectives and the captain visited the records room and
made a copy the previous day's cases.

With an inmate population of 350, keeping up with the filing of jail records was beginning to seem impaossible with the
time and workload constraints in the jail division. Stacks of paper piled up, while other more immediate tasks were
completed. Records were filed by date and accessed several times a day.

Solution

The three-man IT department maintains a network of over
200 PC workstations and 12 servers. Applied Modules

#

Jon Miller, Network Systems Administrator and Pavid
Sheibels, the Porter County C-Comm 911 Director worked « COMAKER
with Sheriff Reynolds and Autherized DocuWare Partner,
Information & Records Associates, Inc., to outling the
department's requirements. The Sheriff's Office wanted a
system that would streamline their existing workflow,
reduce manual processes, as well as speed up the filing
and retrieval of documents. With the budget crisis Porter County was facing, the Sheriff also wanted to leverage his
staff's time to better utilize their most valuable skills bv reducing mundane document administration tasks.

& IntErnel Semver

o LINIE




Information & Records Associates, Inc. implemented DocuWare and the, INTERNET-SERVER, CDMAKER and LINK
modules. A Systems License, seven FULL FUNCTION LICENSES and an unlimited site READ-ONLY license were also
part of the solution. In addition, the Sheriff's Office purchased a file server, CD jukebox server and four Fujitsu
scanners.

Today, all of the warrants are scanned into DocuWare and indexed by the Warrants Division. Now, when a warrant
verification call comes into the dispatch center, the dispatcher never needs to leave their desk. With a click of a button,
the warrant can be verified as active and an arrest can be made immediately. After a warrant has been served or
disposed of it is moved to a separate filing cabinet.

The records staff scans and manually indexes all of the previous day’s case reports in less than one hour. By 8:00 a.m.
all case reports from the previous day are available in DocuWare.

“Warrants and case reports are very time sensitive documents for us. In less than an hour, the documents are digitally
available for quick access by our detectives and dispatchers,” said Jon Miller.

Speeding tickets are scanned every few weeks. Though the county is still required to store a paper copy of the ticket,
the time savings are clearly seen on the retrieval side. With only a few hasic index fields, retrieval is quick and painless.

The jail is actively scanning ali of their internal booking forms then shredding the paper documents. Because the
documents are not time sensitive and are only accessed by administrative personnel, they are only scanned once a
week. In & four to six hour block, the week’s booking information is digitized.

Benefits

On an individual level, the time savings the records staff,
detectives and dispatchers experience from accessing The Benefits
information electronically has reduced job stress and

lowered employee turnover. By implementing DocuWare,

Porter County gave their employees a powerful tool to help depaltment recesed a retuln g
them do their jobs better and allocate more time to actually inwestment in one year, striengthening the
senving the people of the county, increasing job Sheiift's Office fiscal policies

satisfaction. Additionally, DocuWare has allowed the Inipravied public safety bacause 911

employees to meet the county’s code of professional dispatchers can verily information without
responsibility that entails striving for individual leaving thiir desk
improvement and enhancing technical knowledge, training

and education. Streamlined work processes by sharning

information between departments, saving the
records stafl over 78 man-hours & weel and
privading detectives with a searchahle
database

Managing warrants in DocuWare plays an important role in
the safety of the people of Porter County. Since
implementing Docuware, 911 dispatchers never have to
leave their desks to verify a warrant, allowing them to stay Reduced wiorkplage stiess

THis dotuniEnt ean [e found hers

Pt pu doc inware: gormienyporter-coumy-she s -genarpment

For more miermation ple visit ol wehsite ot
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By storing information electronically, the Sheriff's Office 1s now easily able to share information between departments,
gaining important new efficiencies. For example, managing the warrants electronically not only benefited the 911
department by having dispatchers focus on their emergency calls, but also allowed the Jail Administration to perform a
warrant check on every visitor to the county jail. As a result of this cross check, the Sheriff's Office makes two to three
arrests a month. Furthermore, using DocuWare to manage warrants has allowed the Porter County Sheriff's Office, the
largest law enforcement agency in the county, to meet its mission of leading by example and providing prompt
assistance to other law enforcement agencies, resulting in more effective, efficient and responsive law enforcement
county wide.

Conclusion

At least 80 peopie are now using DocuWare, and the Sheriff's Office calculates that they received a return on
investment in one year. This proves that DocuWare plays a crucial role in the Sheriff's Office’s use of sound fiscal
policy, ensuring accountability to the public and maintaining the Sheriff's focus on directing resources to help county
employees spend more time serving people and making Porter County & better place to live, work and raise a family.

"l knew that if we could realize more efficiency in handiing our records and
reporting that my staff could devote more time to serving the people of Porter
County implementing DocuWare allowad us to streamline time-intensive
administration tasks and helps prepare us for the next century *

David Reynolds, Shenff, Porter County Shenff's Department
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weio State of West Virginia
s VENDOR PREFERENCE CERTIFICATE

Certification and application is hereby made for Preference in accordance with West Virginia Code, §5A-3-37. (Does notapply to
construction contracts). West Virginia Code, §5A-3-37, provides an opportunity for qualifying vendore te request (at the time of bid)
preference for thelr resldency status. Such preference is an evaluation method only and will be applied only to the cost bid in
accordance with the West Virglnia Code. This ceriificate for application is to be used to request such preference. The Purchasing
Division wili make the determination of the Vendor Preference, if applicable.

Application is made for 2.5% 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 cerlffication; or,

Bidder Is a partnership, association or corporation resident vendor and has maintained its headquarters or principal place of
business continuously in West Virginiz for four (4) years imrhediatsly preceding the date of this certification; or 80% of the
ownarship interest of Bidder is held by anotherindividual, partnership, assoclation or corporation resident vendor who has
mainiained its headquarters or principal place of business continuously in West Virginia for four (4) years Immediately
preceding the date of this cerfification; 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 ceriification; or,

Application Is made for 2.5% vendor prefarencs for the reason chacked:

Bidder Is a resident vendor who cerlifies that, during the ife 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,

Application Is made for 2.5% 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 residants who certifies that, during the life of the contract, on average at least 75% of the
employees or Bkider's affillate’s or subsidiary’s employees are residents of West Virginia who have resided in the state
continucusly for the two years immediately preceding submission of this bid; or,

Application Is made for 5% 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,
Application Is made for 3.5% vendor preference who is a veteran for the reason checked:

Bidder is anindividual resident vendor who is & veteran of the United Stafes anmed 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,

Application Is made for 3.5% vendor preference who Is a veteran for the reason checked:

Bidder Is a residant vendor who is a velaran of the Linited 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 entire term of the project, on average at least severity-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.
Application is made for preference as a non-resident small, women- and minarity-owned business, In accor-
dance with West Virginia Code §5A-3-59 and West Virginia Code of Stafe Rules.

Bidder has been or expects to be approved prior to contract award by the Purchasing Division as a cerlified small, women-
and minority-owned business.

Bidder understands if the Secretaty of Revenue determines that a Bidder receiving preference has fafled to continue to mest the
requirements for such preference, the Secretary may order the Director of Purchasing to: (a) reject the bid; or (b) assess a penalty
against such Bidder in an amount not to excead 5% of the bid amount and thal such penalty will be e paid fo the contracting agency
or deducted from any unpaid balance on the contract or purchase order.

By submission of this certificate, Bidder agrees to disclose any reasonabiy 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 pafd
the required buiginess taxes, provided that such information does not contain the amounts of taxes paid nor any cther informafion

deermed by the Tex Commissioner to be confidential.

Under penaity of law for false swearing (West Virginia Code, §6i-5-3), Bidder hereby ceriifies that this cerilflcate Is true
and accurate In all respects; and that if a contract Is lssued to Bidder and if g contained within this certificate
changes during the term of the contract, Bldder will notify the Purchagi in writing immediately. -

Bidder: ARCON'S GUINESS SOHLUTIONS  signed:
Date:____[llﬂ_m Tile: 5 (/ad 4

[
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STATE OF WEST VIRGINIA
Purchasing Division

: PURCHASING AFFIDAVIT

MANDATE: ‘Under W. Va. Code §5A-3-10a, no contract or renewal of any contract may be awarded by the state or any
of its political subdivisions to any vendor or prospective vendor when the vendor or prospective vendor or a related party
to the vendor or-prospective vendor is a debtor and: (1) the debt owed is an amount greater than one thousand dolars In

the aggregate; or (2) the debtor is in employer default.

EXCEPTION: The prohibition listed above does not apply where a vendor has contested any tax administered pursuant to

chapter eleven of the W. Va. Code, workers’ compensation premium, permit fee or environmental fee or ‘assessment and

the matter has not become final or where the vendor has entered into a payment plan or agreement and the vendor is not
.In defautt of any of the provisions of such plan or agreement.

DEFINITIONS:

“Debt”™ means any assessment, premium, penalty, fine, tax or other amount of money owed to the state or any of its
poliical subdivisions because of a judgment, fine, permit. violation, ficense assessment, defaulted workers’
compensation premium, penalty or other assessment presently delinquent or due and required fo be paid to the state
or any of its political subdivisions, including any Interest or additional penalties accrued therecn.

“Employer default” means having an outstanding balance or liability to the old fund or to the uninsured employers’
fund or being in policy default, as defined in W. Va. Code § 23-2¢-2, failure to maintain mandatory workers' :
compensation coverage, or failure to fully meet its obligations as a workers' compensation self-insured employer. An
employer is not in employer default if it has entered into a repayment agreement with the Insurance Commiissioner
and remains in compliance with the obligations under the repayment agreement.

“Related party” means a parly, whether an individual, corporation, partnership, association, limited liability company
or any other form or business association or gther 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 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 mesets or exceed five percent of the total

contract amount.

AFFIRMATION: By signing this form, the vendor’s authorized signer affirms and acknowledges under penalty of
law for false swearing (W. Va. Code §61-5-3) that nelther vendor nor any related party owe a debt as defined
above and that neither vendor nor any related party are In employer default as defined above, uniess the debt or
employer default is permlitted under the exception above.

WITNESS THE FOLLOWING SIGNATURE:

Vendor's Name: W SOLUTIONS
Authorized Signature: Date: VA2 Lfé

State of N@"Zf Ux’f;ﬁwﬂ—
County of @A\?e ) K , to-wit: Lh

/
Taken, subscribed, and sworn io before me thisgé day of 0 ﬁ'LO L'@ r‘ 520 ]z_.{

My Commission expires i)ﬁw‘(/} &Je ll( , 20

NOTARYTUIBLIC MV/ }g /d;f-———vt

Purchasing Affidavit (Revised 08/01/2015)

OFFICIAL SEAL
STATE QF WEST VIRGINIA
NOTARY PUBLIC
MAFK R, HANNA }

A3 8 Pridus s o,

1041 - Eh Ave.
Huntington, WV 23701

My commiss.lon expires July 2, 2018

AFFIX SEAL HERE

“




ADDENDUM ACKNOWLEDGEMENT FORM
SOLICITATION NO.:

Instructions: Please ackmowledge receipt of all addends issued with this solicitation by
completing this addendum acknowledgment form. Check the box next to each addendum
received and sign below. Failure to acknowledge addenda may result in bid disqualification.

Acknowledgment: I hereby acknowledge receipt of the following addenda and have made the
necessary revisions to my proposal, plans and/or specification, etc.

Addendum Numbers Received:
(Check the box next to each addendum received)
[*] AddendomNo.1 [ ] AddendumNo.6
{) Addendum No.2 (] AddendumNo.7
[} AddendumNo.3 [} AddendumNo.8
[ ] Addendum No.4 (] AddendumNo.9
[ ] AddendumNo.s [ ] AddendumNo. 10

T understand that failure to confirm the receipt of addenda may be cause for rejection of this bid.
I further ymderstand that any verbal representation made or assumed to be made during any oral
discussion held between Vendor’s representatives and any state personnel is ot binding. Only
the informstion issued in writing and added fo the specifications by an official addendum is
binding.

Aaron's Business Solutions
Company

Authori Signgtm'e
11/05/2015
Date

NOTE: This addendum acknowledgement should be submitted with the bid to expedite
document processing.

Revised 08/01/2015
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CERTIFICATIONAND SIGNATURE PAGE
Byﬁgrﬁngbdow,msuhﬁtﬁhgdowmmhﬁmﬂ:mughwﬂASlS,lcmﬁfyMlhwmﬁewed
mwm@mm-m;mmmmmmmmmm
information contained herein; that I am submitting this bid, offer or proposal for review and
consideration; that I am authorized by the vendor to execute and submit this bid, offer, or
proposal, or any documents related thereto on vendor’s behalf: that I am authorized to bind the
vendor in a contractual relationship; and that to the best of my knowledge, the vendor has

properly registered with any State agency that may require registration.

Aaron’s Business Solutions
(Company)

ennifer Hamden, Document Soiutions Consultant
(A ized Signature) (Representative Name, Title)
304-522-7022 x.224, 304-525-3069, 11/05/2015
(Phone Number) (Fax Number) (Date)

Revised 08/01/2015
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Impressum:

DocuWare GmbH
Therese-Giehse-Platz 2
D-82110 Germering
Telephone: +49.89.89 44 33-0
Fax: +49.89.8 41 99 66

E-Mail: infoline@docuware.com

Disclaimer:
This document was compiled to the best of our knowledge and with great care. All
references are to DocuWare Online. Essentially, this white paper sets out to describe the

basic technical structure and security concept for DocuWare Online. There may be small or
temporary differences, but only with respect to individual functions in a particular version.

© Copyright 2013 DocuWare GmbH. All rights reserved.




CERTIFICATIONAND SIGNATURE PAGE
By signing below, or submitting documentation through wvOASIS, I certify that I have reviewed
this Solicitation in its entirety; understand the requirements, terms and conditions, and other
information contained herein; that I am submitting this bid, offer or proposal for review and
consideration; that I am authorized by the vendor to execute and submit this bid, offer, or
proposal, or any documents related thereto on vendor’s behalf; that I am authorized to bind the
vendor in a contractual relationship; and that to the best of my knowledge, the vendor has

properly registered with any State agency that may require registration.
Aaron's Business Solutions
(Company)

Jennifer Hamden, Document Solutions Consultant
(Authorized Signature) (Representative Name, Title)
304-522-7022 x.224, 304-525-3069, 11/05/2015
(Phone Number) (Fax Number) (Date)

Revised 08/01/2015
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1 Objectives of This White Paper

Your information is your asset! With our new cloud-based document management soluticn,
DocuWare Online, we are offering you even greater availability and security for your
documents. Data security and performance are and always have been DocuWare's top

priority.

This white paper presents the measures which have been implemented for data security and
fail-safety. It includes all preventive measures against accidental or deliberate manipulation
of managed content, and against data loss. Security features also include measures that
guarantee data protection and ensure that changes within the system are traceable. This
should provide readers with a technically sound understanding of the DocuWare Online
system's structure and security. This white paper addresses clients (users), consulting
companies, IT magazines, and distribution partners. it assumes a certain level of technical
knowledge about the structure of modemn software applications, ideally of document
management systems. Detailed knowledge of current or previous DocuWare versions is not

necessary.

1.1 Introduction

Cloud computing is a new way to use software: You can use DocuWare Online to store,
search, display, download, and edit documents, and integrate them into your business
processes over the Intemet without any traditional software installation on your local
computer. Your documents are securely stored in the cloud. Once you have entered your
user ID, you will find yourself back in your normal working environment with access to all
your documents and processes no matter the place or time.
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2 Architecture - Overview

The structure of DocutWare Online can be organized into two broad areas:

=  The hosting (infrastructure)
= The DocuWare system

In order to offer its customers the greatest possible security and performance, DocuWare
decided to work in partnership with a professional host. The host will take over the operation
of the entire DocuWare Online infrastructure at its data center.

2.1 Hosting

A next-generation laaS ("Infrastructure as a Service”) provider was chosen to be the host.
Using the latest cloud technologies, the provider offers the best operating conditions for
DocuWare Online. The hardware is separated from the software using the latest virtualization
technology and provided to the customer as an infrastructure service via stable virtualized
server resources. Unlike real hardware, this virtual infrastructure can be adapted to the
customers' current needs flexibly and quickly at any time. This means we are always able to
guarantee ideal performance with optimized costs, regardless of how many customers are
using our system at any given time.

General

It is imperative for a cloud provider to ensure that the infrastructure is constantly available. To
this end, measures have been taken in all areas to prevent the existence of any "single point
of failure." In many cases, critical components have as many as three or four backups.

= Every system operates with a RAID-60 storage system and is equipped with ample
reserve capacily. This guarantees maximum protection of the data and smooth,
uninterrupted server cperation even if there is an error. In the unlikely event that a server
outage occurs despite these measures, the virtual systems running on the server
automatically migrate elsewhere and are soon operational again.

= Data storage locations are unquestionably protected from outages, as they are physically
separated from the host servers and exist in multiple parallel copies on a high-availability
system (see “Storage™).

= The network ¢connection for all the servers is always redundant. Each physical server is
connected to several LAN segments in the data center and the data center has several
separate Internet connections.

= The virtual servers are kept in different fire zones (high-availability zones). This
geographical separation of the hardware makes it almost impossible for virtual servers to
fail due to external influences.
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Servers

Every virtual system runs on a specially optimized hardware platform. Moreover, the
virtualization solution used in many areas has been optimized for the hardware present,
offering optimum protection from outages and a consistently good performance:

= The resources allotted to a virtual machine (CPU, memory, etc.) are exclusively available
to that machine. Multiple customers never use overlapping resources.

= You can use a graphical interface to adjust the number of CPU cores or the memory size
at any time. The changes take effect immediately after the virtual machine is restarted.

* ‘You always have the option of unlimited console access to the virtual machines.
Storage

As with the host machines, all storage uses RAID 60 hard disks exclusively. Although
storage with RAID 60 technology can aiready compensate for the failure of several hard
drives, storage server systems are also redundantly hosted to ensure that your data is
optimally protected. Each storage unit is made up of two subunits, which are always kept in
different fire zones in the relevant data center. Both subunits work synchronously and each
contains the entire database. Each subunit also stores the data redundantly again within the
unit. Each subunit also has a set of SSD hard drives (hard drives without mechanics on RAM
basis) as a cache in order to optimize the speed of the unit.

A P —
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Networks

The connection between the host systems and the Internet is a large factor in-determining
the overall system's speed. Beyond that, the connections among the various systems and to
the storage servers play an even greater role. That is why our data center employs the latest
high-performance data transfer technologies. Instead of 10 GBit Ethernet (10 GbE), only 4x
QDR InfiniBand technology that supports maximum transfer rates of up to 4 x 10 GBit/s with
a switch latency of 200 ns is used. Our data center thus offers transfer rates 4 times faster
and latency periods 10 times shorter than comparable 10 GBit Ethernet technology.
InfiniBand is also less susceptible to failure than 10 GBit Ethernet and allows the
infrastructure to be scaled more quickly without any loss of performance or efficiency.

fieiBand-Switch

Storage

— — — p— g — v —  — — v v v vl — e v — — f—

Fire Zone Boundary

Schematic Representation of the Nefwork Connections in the Entire System
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Data Storage / Data Security

To account for local conditions, documents and data are saved in the customer's region. That
way the operation of the system and data follow the locally applicable data protection
standards:

= All customers from the EMEA region are hosted by a data center in the EU. They are
therefore subject to European data protection standards and the German Federal Data
Protection Act.

= All customers in the North and South America region are hosted in our United States data
center. They are therefore subject to US data protection guidelines (including the US
Patriot Act).

2.2 DocuWare System

DocuWare allows companies to tap into the value-adding potential of documents and their
contents. The DocuWare 5 document management system is the state-of-the-art software for
professional enterprise content management (ECM) and tamper-procf electronic archiving. In
designing DocuWare Online, it was and has remained our top priority to ensure optimum
performance and the highest possible level of fail-safety during the operation of DocuWare 5.

DocuWare Online essentially consists of two components:

= The DocuWare organizations contain the encrypted customer data. Each customer has
their own specific organization, which only they can access. Each organization can be
clearly identified by its organization ID, and is completely separate from other
organizations.

= The DocuWare system includes all the servers and services for the operation of
DocuWare 5. All servers are redundantly available to ensure the full functionality of
DocuWare Online at all times, even in the event of server failure. If a failure does occur,
the system continues running uninterrupted on the twin or other available server.
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The DocuWare system consists of the following components:

1

Two application servers (1 & 2) contain all the important DocuWare services, which are
needed for the operation of the DocuWare system, such as: :

- Authentication Server

- Content Server

- Workflow Server

- Fulltext Server

- Notification Server

- Thumbnail Server

- Job Processor

Two Web servers (the Web server & failover Web server) are home to the IIS (Internet
Information Service) and are responsible for generating web instances for DocuWare
organizations.

Both customer databases and system databases are, completely redundantly, saved on
two database servers (the database & failover database).

The encrypted customer data is, completely redundantly, saved on two storage servers
(storage & failover storage).

In order fo protect DocuwWare Online against attacks over the Internet, a professional
firewall solution is deployed to guarantee the comprehensive protection for the systems.
It includes the following components, among others:

Anti-malware technologies, which use generic signatures and heuristic technologies to
catch even malware variants which do not match a specific signature.

Intrusion prevention technologies protect the system from vulnerabilities which can be
caused by piug-ins.

URL filtering efficiently blocks malicious websites by using several URL filters, and anti-
phishing and anti-malware technologies.

Reputation services, which ward off spy and malware attacks at an early stage even
before signatures are available for them.
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3 Security Concept

The DocuWare Online system's architecture was designed with the primary considerations of
data security and administrative process accountability. It is thus guaranteed that documents
can only be opened or edited by individuals who are authorized to do so. This applies to
users within a customer's system as well as to the system as a whole. There is a strict,
fundamental separation between

* customer data (DocuWare organizations)
and
= system data (the DocuWare system).

Administrators only have access to the data necessary to operate DocuWare Online. They are
never capable of accessing customer data, as the system automatically prevents it.
Furthermore, a system has been implemented to enable monitoring and permanent
recording of instances of administrator access. This means that all changes to the DocuWare
Online system are traceable accountable at all times.

3.1 Encrypting Communication

All of Docuware Online's data traffic is encrypted as a rule. That applies to the connection
between the client and the online system as well as to communication among servers. Thus
there is no way for data or information to be intercepted inside or outside of the system.

A Secure Site SSL Certificate (from VeriSign) with an encryption rate of up to 256 bits is
used for the encryption. Extended validation technology instantly assures the user that the
connection is secure and validated by coloring the address bar green.

3.2 Document Encryption

All documents saved in DocuWare Online are automatically encrypted using the AES
(Advanced Encryption Standard} encryption process. AES is the successor to DES (Data
Encryption Standard). AES is currently one of the most secure symmetric encryption
processes. It is approved for use by the US government as the US encryption standard for
documents with the highest security clearance level (top secret} and meets the strictest
security requirements.

An asymmetric key pair is generated for each file cabinet. The private key is used to encrypt
the symmetric keys which are created when the documents in a file cabinet are encrypted.
The private key for a file cabinet is, in turn, encrypted using a master key.

DocuWare relies on the use of AES-256 with the maximum key length of 256 bit for
maximum protection when encrypting. A key length of 4096 bits is used for the encryption of
symmetric keys. A new symmetric key is generated for each document. This increases
security, as there would only be a relatively small encrypted data set available for a potential
attempt at decryption.
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3.3 Access Control for Maintenance Users

In our approach to DocuWare Online's maintenance, we have put in place a strict division
between maintenance users and maintenance administrators. Maintenance users have a
very limited spectrum of rights and can only perform actions on the system that help ensure
the system's smooth functioning. These are, more specifically:

* Restarting DocuWare services
= Access to server event logs

= Access to system databases

= Access fo local IIS instances

This enables maintenance users to analyze potential problems and rectify them using
targeted measures. This security access level applies to all initial analyses and “normal”
maintenance activities.

Under no circumstances do maintenance users receive access to customer data or to
directories in which customer data is stored.

3.4 Access Control for Maintenance Administrators

Specific activities do require full (or comprehensive) administrative rights to the DocuWare
Online systems. In order to guarantee 100 percent protection of data in these cases as well,
maintenance administrators’ access procedures are strictly defined and are also completely
recorded and supervised.

= Each instance of access to DocuWare Online systems occurs in an RDP session.

= Following a separation of duties approach, the passwords are stored in preconfigured
RDP shortcuts and are thus never disclosed to the administrators. The only way to launch
a session is by clicking on the RDP shortcut. Part of the password is determined by a
member of DocuWare management.

» Every RDP session is logged using special software and saved in a secured DocuWare
file cabinet. The Vice President of Online Operations is automatically informed of every
log, and holds responsibility for supervising and approving the session. This ensures that
all administrative activities are supervised and completely documented.

= The maintenance administrators' passwords are kept with a security server and
transmitted in two separate parts. In exceptional cases, the password may be requested
via a 24/7 hotline. Password requests are automatically forwarded to the Vice President
of Online Operations. The password must then be reset and transmitted on the following
workday.
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4 Fail-Safety

Constant system availability is a basic precondition for a Cloud service's success. Point 3,
"Architecture — Overview," already documents a wide range of comprehensive measures to
guarantee this. Beyond those mentioned here, even more organizational measures have
been made to boost the level of fail-safety further still.

4.1 24/7 Support

DocuWare Online is supported around the clock by an experienced support team. Any
unexpected issues are reported and resolved on an ongoing basis (see point 7, "DocuWare
Online Monitor — Performance Check"). Employees are warned about such instances via a
multilevel system of email, monitor alerts, or text messages, depending on urgency, and are
prepared fo react appropriately.

4.2 Snapshot Backup

Together with the measures described in section 3.1, snapshots of the virtual machines in
use are also created at regular intervals. This ensures that a server can be completely
restored if there are any unexpected problems. The strict separation of data and functionality
ensures that this measure is never applied to customer data or documents.

4.3 Logical Distribution of the Virtual Servers

For the best possible protection against hardware failures, the virtual DocuWare servers are
operated on multiple host systems. This ensures that a failure of a physical hosting system
would not effect more than one redundant component of the DocuWare system.
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5 Performance

Thanks to DocuWare's multi-client capabilities, DocuWare Online is able to make optimum use
of its resources. Thus it does not matter whether an organization generates a very high load
(such as through many users) or a very low one. Every user always benefits from the full
data and storage performance. Moreover, the system makes it possible to react to any
weaknesses in short order so that additional capacities can be added to the system.

5.1 Load Balancing

On the DocuwWare Online system, the load Is, in principle, distributed across all available
servers. This contributes to a balance in the available servers' workloads and ensures a
consistently high performance level of the system overall. If predefined thresholds are
exceeded, additional capacities (CPU power or memory) or complete virtual servers can be
added. The process for this depends on the part of the DocuWare system which is affected.

5.2 Dynamic Performance Adjustment

Our support team has access to a variety of options to help us react quickly and flexibly to
fluctuating loads:

* Extending the existing virtual server by adding additional processing cores or additional
storage space. This is performed within seconds and takes effect inmediately after the
virtual machine is restarted. Thanks to the entire system's failsafe structure, this step can
ke carried out during operation without any interruptions. With the upcoming versions of
Windows Server Datacenter Edition, it will be possible even without restarting.

= Adding entire virtual servers, either by booting up extra servers from standby as needed,
or by supplying entirely new virtual servers based on a preconfigured installation
package.
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6 DocuWare Online Monitor — Performance
Controls

All DocuWare servers and services are automatically monitored and report any system
failures or performance bottlenecks immediately. A special service has been developed for
this, which specifically monitors all the important parameters for our online system. These
include the CPU load, working storage utilization, free hard disk space, and the accessibility
of DocuWare services, among other things. In addition, complete functional tests are
regularly carried out to test the login procedure, storage, search, and other important
features of DocuWare. If an error oceurs or the tests cannot be completed in the specified
time, the Docuware Online support team will be notified immediately. This notification is sent
either by email or SMS, depending on how urgent it is. If it is extremely urgent, the error will
be immediately reported and rectified at any time of day.
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7 Logging Users and Processes

DocuWare offers comprehensive logging options to help DocuWare organizations keep
constant track of all their internal processes. This makes it possible at any time to determine
who within your organization has deleted or modified a particular document. To this end, a
login agent must be defined and enabled in DocuWare Administration. The types of
information to be logged can be specified during the configuration of login agents:

= Actions such as sending documents

= File cabinets such as the Accounting file cabinet

= Users or user groups, such as Administrators

= A combination of parameters
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8 Backup/Restore

DocuWare Online's existing standards already guarantee you optimum data security and
availability. We can offer additional options for customers with special or unusually high
requirements.

8.1 DocuWare Request

With DocuWare Request, you have the ability to make a copy of your data on an external
storage medium, either once or at regular intervals. The customer can freely define the
extent of the backup. This means they can request an incremental backup of a file cabinet
twice a year, for example. Data created in this manner can be imported into a DocuWare
organization at any time, and can be searched and displayed using the query program
included in delivery independently of a DocuWare system. To set up a DocuWare Request
backup, please contact technical support.

8.2 Backup System

All web customers have the option of signing up for a complete backup system for their
organizations. With this service, the backup system is updated with all changes to
documents in the main system on a regular schedule. The documents can be restored from
the backups at any time or are available for read access in a worst-case scenario. Primary
and backup systems are always geographically separated on separate continents. Up to five
users have access to their documents via Web Client as usual. To set this up, please contact
our technical support.
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9 Data Handover upon Termination of the Contract

If, upon termination of the contract, you wish to have a copy of ali of your data in the form of
a DocuWare Request (see "9.1 DocuWare Request"), this will of course be provided.
Following termination of the contract, we will securely and imecoverably delete all data.
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10 Quality Guarantee

DocuWare regulary has its product and the company tested and certified by independent
institutions: Three certifications prove, that also DocuWare Online meets the very highest of
requirements as document management system.

DocuWare Online is certified as DMS

DocuWare is certified according to ISO 27001:2005. This standard specifies the
requirements for the production, introduction, operation, monitoring, maintenance, and
improvement of a document information security management system (ISMS). The focus of
the certification is DocuWare Online.

DocuWare guarantees audit-compliant archiving

AO

appdu
Testiert

The DMS supports the requirements for archiving documents that are subject to mandatory
retention according to the rules of orderly bookkeeping, and guarantees audit-compliant,
long-term archiving according to HGB/AO, GoBS, and GDPdU, according to the auditing
standard PS 880 of the German Institute of Auditors (IDW). This certification is especially
important in Germany.

Quality management meets international standard

As a DMS manufacturer, DocuWare meets the internationat standard DIN EN 1SO
9001:2008, which acknowledges DocuWare a "good quality management system” in respect
of "the development and sales of a standard software for document management.

BB
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