


 
 
 

The  following  documentation  is  an  electronically‐
submitted  vendor  response  to  an  advertised 
solicitation  from  the  West  Virginia  Purchasing 
Bulletin  within  the  Vendor  Self‐Service  portal  at 
wvOASIS.gov.   As  part  of  the  State  of  West 
Virginia’s procurement process, and to maintain the 
transparency  of  the  bid‐opening  process,  this 
documentation  submitted online  is publicly posted 
by  the  West  Virginia  Purchasing  Division  at 
WVPurchasing.gov  with  any  other  vendor 
responses  to  this  solicitation  submitted  to  the 
Purchasing Division in hard copy format. 
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Proc Folder :

Solicitation Description :

Proc Type :
Date issued Solicitation Closes Solicitation Response Version

Solicitation Response

Purchasing Division
2019 Washington Street East

Charleston, WV 25305-0130
Post Office Box 50130

State of West Virginia

313325
Addendum No. 1      Transcription Services, Legal and Medica

Central Master Agreement

2017-04-25
13:30:00

SR 0323 ESR04241700000005144 1

 VENDOR
VS0000004140

ACTS Document Management Inc

Comments:

Total Bid : Response Date: Response Time:Total Bid : 

Solicitation Number: CRFQ 0323 WWV1700000004

$0.00 2017-04-24 20:05:40

FOR INFORMATION CONTACT THE BUYER

Signature on File FEIN # DATE
All offers subject to all terms and conditions contained in this solicitation

FORM ID : WV-PRC-SR-001

Melissa Pettrey
(304) 558-0094
melissa.k.pettrey@wv.gov
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 Line Comm Ln Desc Qty Unit Issue Unit Price Ln Total Or Contract Amount

Comm Code Manufacturer Specification Model #

Extended Description :

1 Transcription Services, Legal and
Medical

0.00000 EA $1.100000 $0.00

82111603

Transcription Services, Legal and Medical per the specifications attached herein.

Comments: Please see pricing page



47-3038999 4/21/2017

ACTS Document Management, Inc.
604 4th Street East
PO Box 103
South Point, OH  45680
OFFICE:  888-444-0560  ext 3
FAX:  800-372-8516
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$1.10 $1,100.00

$2.74 $2,740.00

$3,840.00
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Proc Folder:

Doc Description:

Proc Type:
Date Issued Solicitation Closes Solicitation No Version

Request for Quotation
State of West Virginia

2019 Washington Street East
Purchasing Divison

Post Office Box 50130
Charleston, WV 25305-0130 33 Service - Misc

313325

Transcription Services, Legal and Medical

Central Master Agreement

2017-04-04 2017-04-25
13:30:00

CRFQ 0323 WWV1700000004 1

 BID RECEIVING LOCATION

  VENDOR                                                                                                                   
Vendor Name, Address and Telephone Number:

BID CLERK
DEPARTMENT OF ADMINISTRATION
PURCHASING DIVISION
2019 WASHINGTON ST E
CHARLESTON WV 25305
US

FORM ID : WV-PRC-CRFQ-001

All offers subject to all terms and conditions contained in this solicitation
DATEFEIN # Signature X 

FOR INFORMATION CONTACT THE BUYER
Melissa Pettrey
(304) 558-0094
melissa.k.pettrey@wv.gov

ACTS Document Management, Inc.
604 4th Street East
PO Box 103
South Point, OH  45680
OFFICE:  888-444-0560 ext 3
FAX:  800-372-8516

47-3038999 4/21/2017
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 INVOICE TO                                                                                                           SHIP TO

WORKFORCE WEST VIRGINIA
FISCAL & ADMINISTRATIVE MANAGEMENT- 5301

112 CALIFORNIA AVE

CHARLESTON WV25305-0112

US

WORKFORCE WEST VIRGINIA
OFFICE OF ADMIN. SUPPORT - 5302

112 CALIFORNIA AVENUE

CHARLESTON WV 25305-0112

US

 Line Comm Ln Desc Qty Unit Issue Unit Price Total Price
1 Transcription Services, Legal and

Medical
0.00000 EA

Comm Code Manufacturer Specification Model #

Extended Description :

82111603

Transcription Services, Legal and Medical per the specifications attached herein.

 SCHEDULE OF EVENTS                                                                                                        

EventLine Event Date
1 Question Submission Deadline At 10:00AM 2017-04-11
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Proc Folder:
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Request for Quotation
State of West Virginia

2019 Washington Street East
Purchasing Divison

Post Office Box 50130
Charleston, WV 25305-0130 33 Service - Misc

313325

Addendum No. 1      Transcription Services, Legal and Medica

Central Master Agreement

2017-04-12 2017-04-25
13:30:00

CRFQ 0323 WWV1700000004 2

 BID RECEIVING LOCATION

  VENDOR                                                                                                                   
Vendor Name, Address and Telephone Number:

BID CLERK
DEPARTMENT OF ADMINISTRATION
PURCHASING DIVISION
2019 WASHINGTON ST E
CHARLESTON WV 25305
US

FORM ID : WV-PRC-CRFQ-001

All offers subject to all terms and conditions contained in this solicitation
DATEFEIN # Signature X 

FOR INFORMATION CONTACT THE BUYER
Melissa Pettrey
(304) 558-0094
melissa.k.pettrey@wv.gov

ACTS Document Management, Inc.
604 4th Street East
PO Box 103
South Point, OH  45680
OFFICE:  888-444-0560  ext 3
FAX:  800-372-8516
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 ADDITIONAL INFORMAITON:                                                                                                         

Addendum

Addendum No. 1 is issued to publish and distribute the attached information to the vendor community.
***************************************************************************
Request for Quotation

The West Virginia Purchasing Division is soliciting bids on behalf of Workforce West Virginia Board of Review to establish an Open-end contract
for transcription services of hearings conducted by the Board of Review and decisions resulting from those hearings per the attached bid
requirements, specifications, terms and conditions and pricing pages.

 INVOICE TO                                                                                                           SHIP TO

WORKFORCE WEST VIRGINIA
FISCAL & ADMINISTRATIVE MANAGEMENT- 5301

112 CALIFORNIA AVE

CHARLESTON WV25305-0112

US

WORKFORCE WEST VIRGINIA
OFFICE OF ADMIN. SUPPORT - 5302

112 CALIFORNIA AVENUE

CHARLESTON WV 25305-0112

US

 Line Comm Ln Desc Qty Unit Issue Unit Price Total Price
1 Transcription Services, Legal and

Medical
0.00000 EA

Comm Code Manufacturer Specification Model #

Extended Description :

82111603

Transcription Services, Legal and Medical per the specifications attached herein.

 SCHEDULE OF EVENTS                                                                                                        

EventLine Event Date
1 Question Submission Deadline At 10:00AM 2017-04-11





 
  
 
 
 
  Our Technology Builds An Innovative Foundation 
 
 
 

 
 

604 4th Street East • PO Box 103 • South Point, OH 45680  
Phone 888-444-0560 • Fax 800-372-8516 

www.acts-dm.com 

April 24, 2017 
 
 
Department of Administration 
Purchasing Division 
Bid Clerk 
2019 Washington Street East 
Charleston, WV  25305 
(online bidding) 
 
RE: RFQ CRFQ 0323 WWV 1700000004 –  
     Transcription Services, Legal and Medical 
 Closing Date/Time:  4/25/2017; 1:30 pm 
 
Dear Ms. Pettrey: 
 
 ACTS Document Management, Inc., a Service Disabled Veteran Owned Small Business 
certified by the Veterans Administration, utilizing US-only staffing, hereby submits it quote for the 
referenced Solicitation. 
 
 Please see our online bidding input, along with the documents we have uploaded for your 
review and consideration. 
 
 ACTS performed the work envisioned by this Solicitation in the past while operating as     
L S Services, Inc.  We held the contract for approximately 11 years, starting in 1998 and ending 
in 2009, when we merged with a larger corporation.  We left the large corporation in 2014 and for 
the past three years have been operating our own business again under ACTS Document 
Management, Inc.  We employ the same executive team, management team, and many of the 
same transcriptionists currently on our staff.  ACTS has the knowledge, experience, and 
resources to again provide the required transcription services accurately, confidentially, timely, 
and securely. 
 
 Please see our bid pricing on the appropriate form, which has also been uploaded. 
  
 Respectfully submitted, 
 
 
 
Atchs Luther (Brad) Runyon 

 President/CEO 
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1. GENERAL  REQUIREMENTS: 
 

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

 
1.1.1 Hearing Transcriptions (Exhibit B) 

 
1.1.1.1 The first page of the transcript shall have 1" margins. 

 
1.1.1.2 All subsequent pages of the transcripts shall have 

header on line 5 leaving 5/8" margin at top. All pages 
of the transcript shall have 1" margin on left and 5/8" 
margin on right side. 

 
1.1.1.3 Transcripts shall include single spacing Questions 

and Answer format. 
 

1.1.1.4 Transcripts shall include Arial 12 point Font type 
and size. 

 
1.1.1.5 Hearing transcripts shall include a style of the case 

and appearances on page one. 
 

1.1.1.6 Hearing transcripts shall include an Index of Direct, 
Cross, Redirect, Recross, etc. and exhibits on the 
second page. 

 
1.1.1.7 Certification shall be included on last page of transcript 

and not included in the billing of pages. 
 

1.1.1.8 Hearing transcripts shall include a header with the 
claimant's name and case number in Arial 12 point 
font type bold capital letters/numbers. 

 
1.1.1.9 The first typing line on all transcripts shall be on line 8 

on all pages after first and end on line 59 leaving 51 
typing lines per page. 

 
1.1.1.10 Hearing transcripts shall include an index of key words 

at the end of the transcript. 
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1.1.1.11 The completed transcripts shall be printed on 8" by I 
I", 20#, White Bond as "mini pages" using four-to-a-
page formatting compatible with Microsoft Office 
Word 2010, 2013, or 2016. 

 
1.1.2 Decisions/Orders (Exhibit C) 

 
1.1.2.1 The first page of the Board of Review 

Decisions/Orders shall have 1" margins. 
 

1.1.2.2 All subsequent pages of the Board of Review 
Decisions/Orders shall have header on line 5 leaving 
5/8" margin at top. All pages shall have I" margin on 
right- hand side of each page. 

1.1.2.3 Board of Review Decisions/Orders shall have 
single spacing with appropriate paragraphing. 

 
1.1.2.4 Board of Review Decisions/Orders shall include Arial 

12 point Font type and size. 
 

1.1.2.5 The first typing line on page 1 of all Board of 
Review Decisions/Orders shall be on line 7 and 
shall end at approximately "59", for 52 typing lines 
on page 1. 

 
1.1.2.6 All subsequent pages of the Board of Review 

Decisions/Orders shall begin on line 8 and shall end 
at approximately "59", for 51 typing lines per page. 

 
1.1.2.7 The persons dictating decisions/orders will reference 

certain preformatted language. The Board of Review 
will provide this language to vendor for insertion into 
the decisions/orders. The Board of Review will update 
and change the preformatted language as necessary. 

 
1.1.3 Hearing Transcriptions and Decisions/Orders 

 
1.1.3.1 Vendor will transcribe hearings and decisions/orders from 

digital recordings. 
 

1.1.3.2 Transcripts and Decisions shall be electronically mailed to the 
Board of Review in a format compatible with the Board of 
Review software, such as Microsoft Office Word 2010, 2013, 
or 2016. 
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1.1.3.3 Typed transcripts shall be electronically mailed to the 
Board of Review for printing within four working days 
of receiving the dictation. Typed decisions/order shall 
be electronically mailed to the Board of Review for 
printing within two working days of receiving the 
dictation. For example a hearing sent for dictating at 
4:30 p.m. on Monday must be transcribed and returned 
to the Board of Review no later than 4:30 p.m. on 
Friday. 

 
1.1.3.4 Transcripts and Decisions electronically mailed shall 

be transferred via a secure Virtual Private Network 
(VPN) or if by email as an encrypted document. 

1.1.3.5 Prior to award vendor must have all employees sign the 
confidentially agreements found at: 
http://www.state.wv.us/admin/purchase/privacy/default.ht
ml. 

A copy of the signed agreements must be provided to the Board 
of Review upon request. 

 
1.1.3.6 Vendor must agree to and sign the HIPAA Business 

Addendum. (EXHIBIT D) 
 

ACTS RESPONSE:   
ACTS has its system and its staff located in the United States.  We do not offshore anything, period.  
As a Service Disabled Veteran Owned Small Business providing transcription services nationwide, 
we fully support, and have done so for many years, buy American and hire American.   
 
We held this contract in the past for many years, along with the Office of Judges’ contract for 
transcription services.  We are very familiar with the processes and procedures and have a history of 
ensuring the work is completed professionally, properly, and delivered on time every time. 
 
ACTS has reviewed the formatting of the documents at Exhibit B and Exhibit C.  The formatting is 
very familiar to us, and our system is configured to ensure that the formatting requirements are met.  
We can deliver the transcript in Microsoft Office Word (2010, 2013, or 2016) formatting or also in 
PDF format.  Since the hearing documents are signed by the transcriptionists, PDF format may be the 
best to use, but we will use the formatting preferred or required by WWV. 
 
It is our understanding that under, the contract envisioned by this Solicitation, the completed 
transcripts and decisions/orders are to be provided electronically to WWV.  ACTS has the ability to 
use a secure VPN method or to email the completed documents via encrypted email, or in the 
alternative, we can provide a secure web portal accessed by WWV using an https (SSL 256-bit 
encryption) connection.  Additionally, our system can generate a notification email every time a 
transcript has been completed and is available to WWV.  Further, should WWV require, from time 
to time, that transcripts be personally delivered in hard copy/paper form, ACTS can also do so.   
 

http://www.state.wv.us/admin/purchase/privacy/default.html
http://www.state.wv.us/admin/purchase/privacy/default.html
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Our system prioritizes the transcription work so that the recording with the shortest turnaround time 
is pushed to the top of the list to be transcribed.  Additionally, the system routes the work to more 
than one transcriptionist so that the workload may be distributed in the best manner to ensure 
compliance with the required turnaround time. 
 
Our system is secured through FIPS 140-2 enabled firewalls, anti-malware protection, anti-virus 
protection, and through use of secure VPNs, SFTPs, and secure https connections.  All recordings are 
electronically logged and tracked throughout the process.  WWV staff will have secure access to the 
system so as to monitor the progress of the hearings throughout the transcription process.  Individual 
jobs may be prioritized based upon WWV requirements. 

 
2. CONTRACT  AWARD: 

 
2.1 Contract Award: The Contract is intended to provide Agencies with a 

purchase price on all Contract Items. The Contract shall be awarded to 
the Vendor that provides the Contract Items meeting the required 
specifications for the lowest overall total cost as shown on the Pricing 
Pages. The award will be for first year services only. Succeeding years 
of services will be added through the West Virginia State Purchasing 
Division's approved change order process. 

 
ACTS RESPONSE:   
ACTS has read the above specification, understands it, and concurs. 

 
2.2 Pricing Pages: Vendor should complete the Pricing Pages (EXHIBIT 

A) by providing cost per page of transcribing hearings from digital 
recordings and typing of decisions/orders. Vendor should complete the 
Pricing Pages in their entirety as failure to do so may result in Vendor's 
bids being disqualified. 

 
The Pricing Pages contain a list of the Contract Items 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 enter 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 an email request to the following address: 
Melissa.K.Pettrey@wv.gov  . 

 
ACTS RESPONSE:   
ACTS has read the above specification, understands it, and has complied.  Our pricing is on 
the Pricing Page in the Solicitation and has been uploaded.  We understand that the work 
volume is an estimate only. 

 

mailto:Melissa.K.Pettrey@wv.gov
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3. ORDERINGANDPAYMENT: 
 

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

 
ACTS RESPONSE:   
ACTS has read the above specification and understands it.  For transcription, we accept online 
orders as follows:  the Agency may upload a digital recording via a secure FTP (SFTP) process 
into a designated folder.  Once the file is in that folder, our system automatically picks up the 
recording and processes it through our transcription platform.  We have this secure arrangement 
set up with other clients and it has proven to be highly secure and dependable. 

 
3.2 Payment: Vendor shall accept payment in accordance with the payment 

procedures of the State of West Virginia. 
 

ACTS RESPONSE:   
ACTS has read the above specification, understands it, and concurs. 

 
4. DELIVERY AND RETURN: 

 
4.1 Delivery Time: Vendor shall deliver standard orders within four working days 

for hearings and two working days for decisions/orders after orders are received. 
Vendor shall deliver emergency orders within two working day(s) 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. 

 
ACTS RESPONSE:   
ACTS has read the above specification, understands it, and concurs.  Our system prioritizes the 
jobs based upon WWV requirements.  We have the system and the staff/resources available to 
ensure we meet this turnaround requirement. 

 
4.2 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. 
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ACTS RESPONSE:   
ACTS has read the above specification, understands it, and concurs. 

 
4.3 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 invoice. 

 
ACTS RESPONSE:   
ACTS has read the above specification, understands it, and concurs. 

 
4.4 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. 
 

ACTS RESPONSE:   
ACTS has read the above specification, understands it, and concurs. 

4.5 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 shall 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. 

 
ACTS RESPONSE:   
ACTS has read the above specification, understands it, and concurs. 

 
5. VENDORDEFAULT: 

 
5.1 The following shall be considered a vendor default under this Contract. 

 
5.1.1 Failure to provide Contract Items in accordance with the 

requirements contained herein. 
 

5.1.2 Failure to comply with other specifications and requirements 
contained herein. 
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5.1.3 Failure to comply with any laws, rules, and ordinances applicable to 

the Contract Services provided under this Contract. 
 

5.1.4 Failure to remedy deficient performance upon request. 
 

ACTS RESPONSE:   
ACTS has read the above specification, understands it, and concurs. 

 
5.2 The following remedies shall be available to Agency upon default. 

 
5.2.1 Immediate cancellation of the Contract. 

 
5.2.2 Immediate cancellation of one or more release orders issued under 

this Contract. 
 

5.2.3 Any other remedies available in law or equity. 
 

ACTS RESPONSE:   
ACTS has read the above specification, understands it, and concurs. 

 
6. MISCELLANEOUS: 

 
6.1 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. 

 
6.2 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. 

6.3 Reports: Vendor shall provide quarterly reports and annual summaries to the 
Agency showing the Agency's items purchased, quantities of items purchased, and 
total dollar value of the items purchased. Vendor shall also provide reports, upon 
request, showing the items purchased during the term of this Contract, the quantity 
purchased for each of those items, and the total value of purchases for each of 
those items. Failure to supply such reports may be grounds for cancellation of this 
Contract. 

 
ACTS RESPONSE:   
ACTS has read the above specifications, understands them, and concurs. 

 

 



Hearing Decisions/Orders Transcription Services
Exhibit "A"
Pricing Page

ITEM Description Unit of Measure Unit Price Est. Quantity Extended Cost

1
Transcribing Hearings from Digital 
Recordings Per Page $1.10 1000 $1,100.00

2 Typing of Decisions/Orders Per Page $2.74 1000 $2,740.00

$3,840.00

** Vendor should not alter pricing page and should fill out the pricing page as it is.
The addition or alterations of the pricing page and or addition of commodities
other than those listed on the pricing page online or as an attachment, will result
in disqualification of bid submittal.

LUTHER (BRAD) RUNYON, CEO

Total Bid Amount



ACTS Document Management, Inc.
604 4th Street East
PO Box 103
South Point, OH  45680
OFFICE:  888-444-0560  ext 3
FAX:  800-372-8516

47-3038999 4/21/2017
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ACTS Document Management, Inc.
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