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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

738312

Addendum_1: SWC -TEMPORARY STAFFING SERVICES

Statewide MA (Open End)

2020-06-25

13:30:00

SR 0212 ESR06252000000007972 1

 VENDOR

000000114418

CHOICE STAFFING INC

Comments:

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

Solicitation Number: CRFQ 0212 SWC2000000004

$0.00 2020-06-25 13:06:33

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

Mark A Atkins

(304) 558-2307
mark.a.atkins@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 TEMPORARY EMPLOYEE
SERVICES

0.00000 JOB $39.900000 $0.00

80111600

TEMPORARY EMPLOYEE SERVICES:

Note: Vendor shall use Exhibit_A Pricing Page(s) for bid pricing.
If vendor is submitting a bid online, Vendor should enter $0.00 in the Oasis commodity line.





Choice Staffing, Inc. 
167 Eagle School Rd. 
Martinsburg WV. 25404

(304) 262-6666



























Choice Staffing, Inc. 

06/25/2020



 

West Virginia Ethics Commission 
 

 

 

 

Disclosure of Interested Parties to Contracts 

Pursuant to W. Va. Code § 6D-1-2, a state agency may not enter into a contract, or a series of related 
contracts, that has/have an actual or estimated value of $1 million or more until the business entity submits 
to the contracting state agency a Disclosure of Interested Parties to the applicable contract.  In addition, 
the business entity awarded a contract is obligated to submit a supplemental Disclosure of Interested 
Parties reflecting any new or differing interested parties to the contract within 30 days following the 
completion or termination of the applicable contract. 
 
For purposes of complying with these requirements, the following definitions apply: 
 
"Business entity" means any entity recognized by law through which business is conducted, including a 
sole proprietorship, partnership or corporation, but does not include publicly traded companies listed on a 
national or international stock exchange. 
 
"Interested party" or “Interested parties” means:  
 
(1) A business entity performing work or service pursuant to, or in furtherance of, the applicable contract, 

including specifically sub-contractors;  
(2) the person(s) who have an ownership interest equal to or greater than 25% in the business entity 

performing work or service pursuant to, or in furtherance of, the applicable contract. (This subdivision 
does not apply to a publicly traded company); and  

(3) the person or business entity, if any, that served as a compensated broker or intermediary to actively 
facilitate the applicable contract or negotiated the terms of the applicable contract with the state agency. 
(This subdivision does not apply to persons or business entities performing legal services related to 
the negotiation or drafting of the applicable contract.)  

 
“State agency" means a board, commission, office, department or other agency in the executive, judicial 
or legislative branch of state government, including publicly funded institutions of higher education: 
Provided, that for purposes of W. Va. Code § 6D-1-2, the West Virginia Investment Management Board 
shall not be deemed a state agency nor subject to the requirements of that provision. 

 
The contracting business entity must complete this form and submit it to the contracting state agency prior 
to contract award and to complete another form within 30 days of contract completion or termination. 
 
This form was created by the State of West Virginia Ethics Commission, 210 Brooks Street, Suite 300, 
Charleston, WV 25301-1804. Telephone: (304)558-0664; fax: (304)558-2169; e-mail: ethics@wv.gov; 
website: www.ethics.wv.gov.  

 
 
 
 
 
 
 

Revised June 8, 2018 



 

West Virginia Ethics Commission 

Disclosure of Interested Parties to Contracts 
 

 (Required by W. Va. Code § 6D-1-2) 
 

 

Name of Contracting Business Entity: ____________________ Address:  _________________________________ 
 
                _________________________________ 
 
Name of Authorized Agent:  ____________________________ Address: _________________________________ 
        
Contract Number:  __________________________  Contract Description:  ____________________________ 
 
Governmental agency awarding contract:            
 

☐   Check here if this is a Supplemental Disclosure 

 
List the Names of Interested Parties to the contract which are known or reasonably anticipated by the contracting business 
entity for each category below (attach additional pages if necessary):  

 
1. Subcontractors or other entities performing work or service under the Contract 

□ Check here if none, otherwise list entity/individual names below. 

 
 

 
2. Any person or entity who owns 25% or more of contracting entity (not applicable to publicly traded entities) 

□ Check here if none, otherwise list entity/individual names below. 

 
 
 

3. Any person or entity that facilitated, or negotiated the terms of, the applicable contract (excluding legal 
services related to the negotiation or drafting of the applicable contract) 

□ Check here if none, otherwise list entity/individual names below. 

 
                   

          
Signature:     ________   Date Signed: ______________________________ 
 

Notary Verification 

 
State of _____________________________________, County of _________________________________________:   
 
I, _______________________________________________________, the authorized agent of the contracting business 
entity listed above, being duly sworn, acknowledge that the Disclosure herein is being made under oath and under the 
penalty of perjury. 
 
Taken, sworn to and subscribed before me this ______________ day of _______________________, _____. 
 
                                                                ________________________________________________________  
                                                                                                     Notary Public’s Signature 
To be completed by State Agency: 
Date Received by State Agency:  _________________________________ 
Date submitted to Ethics Commission: _____________________________ 
Governmental agency submitting Disclosure: ________________________  

Revised June 8, 2018 



REGION 1:

NOTE: If you do not cover entire region, enter XX

below the counties where you do supply temporaries.

REQUEST FOR QUOTATION

CRFQ SWC2000000004

TEMP21

Temporary Staffing Services

EXHIBIT A 

Hancock Brooke Ohio Marshall Wetzel Monongalia Marion Harrison Dodridge Gilmer Pleasants Calhoun Wirt Wood Tyler Ritchie

Phone #:

Fax #:

Email:

Date:

Office Assistant 2

Office Assistant 3

Paralegal

Parking  Attendant

Word Processor

15.00$                           3.00$                           

* Vendor should  enter their Worker Rate + Withholding Rate + Overhead Rate and the Total Rate box will automatically calculate.

4.50$                        22.50$                         

13.00$                           2.60$                           3.90$                        19.50$                         

 14.00$                           2.80$                           4.20$                        21.00$                         

15.00$                           3.00$                           

Accounting Technician 2

Administrative Services Assistant 1

Administrative Services Assistant 2

Cook

Custodian

Data Entry Operator2

Executive Secretary

Groundskeeper

Health Service Worker

12.50$                           2.50$                           3.75$                        18.75$                         

14.00$                           2.80$                           4.20$                        21.00$                         

2.60$                           3.90$                        19.50$                         

12.50$                           2.50$                           3.75$                        18.75$                         

14.00$                           2.80$                           4.20$                        21.00$                         

15.00$                           3.00$                           4.50$                        22.50$                         

13.00$                           

4.50$                        22.50$                         

14.00$                           2.80$                           4.20$                        21.00$                         

18.00$                           3.60$                           5.40$                        27.00$                         

12.00$                           2.40$                           3.60$                        18.00$                         

Classification Worker Pay Rate Withholding Rate Overhead Rate Total Rate*

12.00$                           2.40$                           3.60$                        18.00$                         

30.00$                         20.00$                           4.00$                           6.00$                        

12.50$                           2.50$                           3.75$                        18.75$                         

12.00$                           2.40$                           3.60$                        18.00$                         

Laboratroy Assistant 3

Laborer

Mail Runner

Laura@choicewv.com

304-262-3766

304-262-6666

Laura Helmick 

6/25/2020

Vendor Name: Choice Staffing Inc. 

Vendor Name:_______________________________________________________________

Laura Helmick 

Contact Person:

Signature: 

REGION 1 Please type or write Legibly



REGION 2:

NOTE: If you do not cover entire region, enter XX

below the counties where you do supply temporaries.

REQUEST FOR QUOTATION

CRFQ SWC2000000004

TEMP21

Temporary Staffing Services

EXHIBIT A 

Mason Cabell Wayne Mingo Logan Boone Lincoln Kanawha Putnam Roane Jackson

Phone #:

Fax #:

Email:

Date:

 

Accounting Technician 2 14.00$                           2.80$                           4.20$                        21.00$                         

Contact Person:

Signature: 

Laura Helmick 

Laura Helmick 

Laura@choicewv.com

304-262-3766

304-262-6666

6/25/2020

* Vendor should  enter their Worker Rate + Withholding Rate + Overhead Rate and the Total Rate box will automatically calculate.

Vendor Name: Choice Staffing Inc. 

Vendor Name:_______________________________________________________________

Parking  Attendant 12.00$                           2.40$                           3.60$                        18.00$                         

Word Processor 14.00$                           2.80$                           4.20$                        21.00$                         

Office Assistant 3 13.00$                           2.60$                           3.90$                        19.50$                         

30.00$                         Paralegal 20.00$                           4.00$                           6.00$                        

Mail Runner 12.00$                           2.40$                           3.60$                        18.00$                         

Office Assistant 2 15.00$                           3.00$                           4.50$                        22.50$                         

Laboratroy Assistant 3 14.00$                           2.80$                           4.20$                        21.00$                         

Laborer 12.50$                           2.50$                           3.75$                        18.75$                         

Groundskeeper 12.00$                           2.40$                           3.60$                        18.00$                         

Health Service Worker 15.00$                           3.00$                           4.50$                        22.50$                         

Data Entry Operator2 14.00$                           2.80$                           4.20$                        21.00$                         

Executive Secretary 18.00$                           3.60$                           5.40$                        27.00$                         

Classification Worker Pay Rate Withholding Rate Overhead Rate Total Rate*

3.75$                        18.75$                         

Custodian 12.50$                           2.50$                           3.75$                        18.75$                         

Administrative Services Assistant 2 13.00$                           2.60$                           3.90$                        19.50$                         

Cook 12.50$                           2.50$                           

Administrative Services Assistant 1 15.00$                           3.00$                           4.50$                        22.50$                         

REGION 2 Please type or write Legibly



REGION 3:

NOTE: If you do not cover entire region, enter XX

below the counties where you do supply temporaries.

REQUEST FOR QUOTATION

CRFQ SWC2000000004

TEMP21

Temporary Staffing Services

EXHIBIT A 

Lewis Upshur Randolph Pendelton Hardy Grant Hampshire Mineral Morgan Berkeley Jefferson Tucker Barbour Taylor Preston

Phone #:

Fax #:

Email:

Date:

 

Accounting Technician 2 14.00$                           2.80$                           4.20$                        21.00$                         

Contact Person:

Signature: 

Laura Helmick 

Laura Helmick 

Laura@choicewv.com

304-262-3766

304-262-6666

6/25/2020

* Vendor should  enter their Worker Rate + Withholding Rate + Overhead Rate and the Total Rate box will automatically calculate.

Vendor Name: Choice Staffing, Inc

Vendor Name:_______________________________________________________________

Parking  Attendant 12.00$                           2.40$                           3.60$                        18.00$                         

Word Processor 14.00$                           2.80$                           4.20$                        21.00$                         

Office Assistant 3 13.00$                           2.60$                           3.90$                        19.50$                         

30.00$                         Paralegal 20.00$                           4.00$                           6.00$                        

Mail Runner 12.00$                           2.40$                           3.60$                        18.00$                         

Office Assistant 2 15.00$                           3.00$                           4.50$                        22.50$                         

Laboratroy Assistant 3 14.00$                           2.80$                           4.20$                        21.00$                         

Laborer 12.50$                           2.50$                           3.75$                        18.75$                         

Groundskeeper 12.00$                           2.40$                           3.60$                        18.00$                         

Health Service Worker 15.00$                           3.00$                           4.50$                        22.50$                         

Data Entry Operator2 14.00$                           2.80$                           4.20$                        21.00$                         

Executive Secretary 18.00$                           3.60$                           5.40$                        27.00$                         

Classification Worker Pay Rate Withholding Rate Overhead Rate Total Rate*

3.75$                        18.75$                         

Custodian 12.50$                           2.50$                           3.75$                        18.75$                         

Administrative Services Assistant 2 13.00$                           2.60$                           3.90$                        19.50$                         

Cook 12.50$                           2.50$                           

Administrative Services Assistant 1 15.00$                           3.00$                           4.50$                        22.50$                         

REGION 3 Please type or write Legibly



REGION 4:

NOTE: If you do not cover entire region, enter XX

below the counties where you do supply temporaries.

REQUEST FOR QUOTATION

CRFQ SWC2000000004

TEMP21

Temporary Staffing Services

EXHIBIT A 

Braxton Clay Nicholas Fayette Raleigh Wyoming McDowell Mercer Summers Greenbrier Pocahontas Wesbster Monroe

Phone #:

Fax #:

Email:

Date:

 

Accounting Technician 2 14.00$                           2.80$                           4.20$                              21.00$                            

Contact Person:

Signature: 

Laura Helmick 

Laura Helmick

Laura@choicewv.com

304-262-3766

304-262-6666

6/25/2020

* Vendor should  enter their Worker Rate + Withholding Rate + Overhead Rate and the Total Rate box will automatically calculate.

Vendor Name: Choice Staffing Inc. 

Vendor Name:_______________________________________________________________

Parking  Attendant 12.00$                           2.40$                           3.60$                              18.00$                            

Word Processor 14.00$                           2.80$                           4.20$                              21.00$                            

Office Assistant 3 13.00$                           2.60$                           3.90$                              19.50$                            

30.00$                            Paralegal 20.00$                           4.00$                           6.00$                              

Mail Runner 12.00$                           2.40$                           3.60$                              18.00$                            

Office Assistant 2 15.00$                           3.00$                           4.50$                              22.50$                            

Laboratroy Assistant 3 14.00$                           2.80$                           4.20$                              21.00$                            

Laborer 12.50$                           2.50$                           3.75$                              18.75$                            

Groundskeeper 12.00$                           2.40$                           3.60$                              18.00$                            

Health Service Worker 15.00$                           3.00$                           4.50$                              22.50$                            

Data Entry Operator2 14.00$                           2.80$                           4.20$                              21.00$                            

Executive Secretary 18.00$                           3.60$                           5.40$                              27.00$                            

Classification Worker Pay Rate Withholding Rate Overhead Rate Total Rate*

3.75$                              18.75$                            

Custodian 12.50$                           2.50$                           3.75$                              18.75$                            

Administrative Services Assistant 2 13.00$                           2.60$                           3.90$                              19.50$                            

Cook 12.50$                           2.50$                           

Administrative Services Assistant 1 15.00$                           3.00$                           4.50$                              22.50$                            

REGION 4 Please type or write Legibly

















WV Purchasing Division

State of West Virginia

Laura Helmick 

Marketing and Staffing Director

06/25/2020



State of West Virginia, WV Purchasing Division

Included but not limited to the following: 

 

Personal Health Information 

Personal Identifiable Information 

Social Security Number 

Addresses 

Tax Identification Information 

Personal Phone Numbers 

All Correspondence marked Confidential 

Financial Information 

Financial Account number 

Credit Card Numbers 

Debit Card Numbers, 

Driver's License Numbers, 

State ID Numbers 

Marital Status 

Home Address

















WV Purchasing Division

State of West Virginia

Laura Helmick 

Marketing and Staffing Director

06/25/2020



State of West Virginia, WV Purchasing Division

Included but not limited to the following: 

 

Personal Health Information 

Personal Identifiable Information 

Social Security Number 

Addresses 

Tax Identification Information 

Personal Phone Numbers 

All Correspondence marked Confidential 

Financial Information 

Financial Account number 

Credit Card Numbers 

Debit Card Numbers, 

Driver's License Numbers, 

State ID Numbers 

Marital Status 

Home Address





 Statewide Contract  
 CRFQ 0212 SWC2000000004  
 TEMPORARY STAFFING SERVICES 
 (TEMP21) 
 

    

     

Revised 10/27/2014 

 

 

SPECIFICATIONS 
 

1. PURPOSE AND SCOPE:  The West Virginia Purchasing Division is soliciting bids to 

establish a statewide open-end contract for 17 specific temporary job classifications 

commonly required by State Agencies. Agencies will utilize the contract for each job 

classification at time of need.  
 
Job classification requirements for each position are included as Attachment_1.  
 
This solicitation is intended to replace the expiring Statewide Contract for Temporary 

Workers (TEMP16) expiring 07/14/2020.  The TEMP16 (16A thru 16G) contracts can be 

viewed on the Purchasing Division’s Statewide Contracts page at: 

http://www.state.wv.us/admin/purchase/swc/TEMP.htm  

 
 

2. 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 “Contract Services” means 17 specific temporary job classifications commonly 

required by the West Virginia State Agencies as more fully described in these 

specifications. 
 

2.2 “Pricing Page” means the pages, contained wvOASIS or attached hereto as 

Exhibit_A, upon which Vendor should list its proposed price for the Contract 

Services.    
 

2.3 “Solicitation” or “Request for Quotation (RFQ)” means the official notice of an 

opportunity to supply the State with goods or services that is published by the 

Purchasing Division. 
 

2.4 “Temporary Employee” means an employee provided by a vendor awarded a 

contract under this Solicitation, to an agency of the State of West Virginia on a 

temporary basis. 

 

2.5 “CNA” means Central Non-Profit Agency bidding on this solicitation and is awarded 

a contract. 

 

2.6 “Withholding” means any fee, tax or other sum of money required to be withheld 

from an employee’s paycheck by federal, state, county, or municipal governing 

bodies. 

 



 Statewide Contract  
 CRFQ 0212 SWC2000000004  
 TEMPORARY STAFFING SERVICES 
 (TEMP21) 
 

    

     

Revised 10/27/2014 

 

 

2.7 “Overhead Rate” means any fee, markup, or other sum of money that the vendor 

deems as cost associated with their ability to provide the services requested in the 

solicitation and is not part of the Worker Pay Rate or “Withholding Rate” listed in 

Section 2 Subsection 2.6 of these specifications. 

 

3. QUALIFICATIONS:  Vendor, or Vendor’s staff if requirements are inherently 

limited to individuals rather than corporate entities, shall have the following 

minimum qualifications: 
 

3.1. NOTE: If a Vendor awarded a contract subsequent to the RFQ observes any 

periods of shutdowns for more than a public holiday or a weekend, that 

information must be provided to the West Virginia State Agencies that they 

have provided temporary employees.   An emergency telephone number must 

be supplied to permit the State Agencies a contact at the temporary agency 

during any overtime hours worked. 
 

 
4. MANDATORY REQUIREMENTS: 

 
4.1 Mandatory Contract Services Requirements and Deliverables:  Contract Services 

must meet or exceed the mandatory requirements listed below.  

 

4.1.1 Payment: 

4.1.1.1 Agencies shall pay Vendor for all temporary services in 

accordance with the rates established by the Contract as shown on 

the Pricing Pages.  The only exceptions include overtime and 

holiday pay and authorized travel.  The Vendors billing rate for 

each job classifications shall include all costs associated with 

facilitating the temporary employment (e.g. employee 

compensation/worker rate, withholding, and overhead), as well as 

any and all insurance, taxes and other costs associated with 

employment of the Temporary Employees.   

 

4.1.2 Overtime and Holiday Pay: 

 

4.1.2.1 Temporary Employees may work more than forty (40) hours in a 

week.  Any Temporary Employee working in excess of forty (40) 

hours per week must obtain prior authorization from the agency.  
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Revised 10/27/2014 

 

 

4.1.2.1.1 Vendor shall bill and Agency shall pay 1.5 times the 

hourly billing rate contained on the Pricing Pages for 

all authorized work in excess of forty (40) hours per 

week. 

 

4.1.2.2 Temporary Employees may work on days recognized as a holiday 

by the State of West Virginia.  Vendor shall bill and Agency shall 

pay 1.5 times the hourly billing rate for any work performed on 

days recognized as a holiday by the State of West Virginia. 

 

4.1.2.3 In any instance where the Agency is billed 1.5 times the hourly 

billing rate, Vendor must pay the Temporary employee 1.5 times 

the Temporary Employee’s normal wage.   

4.1.3 Fee Adjustment: 

4.1.3.1 The State of West Virginia may consider a vendor’s request to 

increase the hourly billing rate only if the federal or state minimum 

wage rate changes during the life of the contract and that rate 

change entitles the Temporary Employee to an increased salary.  

Any adjustment shall be based on the actual dollar value of the 

increase not a percentage.  A request to increase the hourly billing 

rate by the Vendor may result in a change to the Vendor’s priority 

level.  

4.1.3.2 Any request for an increase should be submitted to the Purchasing 

Division thirty (30) calendar days prior to the effective date of the 

increase and the contract may be amended accordingly or 

cancelled and re-bid.  No other increases will be considered. 

4.1.4 Time Card: 

4.1.4.1 The Vendors shall supply all Temporary employees with 

timecards.  Hours worked shall be reviewed and approved on a 

daily or weekly basis by the State Agency’s area supervisor or 

designee.  Computer generated time keeping is acceptable as long 

as the time record is updated daily. 

4.1.5 Conduct and Management: 
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4.1.5.1 The Vendors shall be responsible for the conduct and management 

of the Temporary employee provided through this Contract and the 

Temporary employee are and shall remain the employees of the 

contractor.  The State of West Virginia shall in no way be 

considered a co-employer. 

 

4.1.6 One-Week Notice of Temporary Employee Replacement 

4.1.6.1 Vendors shall provide one-week notice, except in cases of a bona 

fide emergency, should Vendor be required to replace the existing 

Temporary Employee or provide a new Temporary Employee.  

The State Agency is not required to justify any request to replace a 

Temporary Employee, nor are the State Agencies required to give 

advance notice. 

4.1.7 Smoke Free and Drug Free: 

4.1.7.1 Vendors shall advise their employees that the State Agencies 

require a smoke free and drug free workplace.  This Contract may 

require drug testing of the Vendor’s employees for specific 

placements. 

4.1.7.2 Please note that, if requested Vendors will be responsible to pay 

for drug testing. 

4.1.8 Background Check/References: 

4.1.8.1 State Agencies may request background checks and/or references 

for any Temporary Employee.  State Agencies may request to 

interview the Temporary Employee prior to filling the positions to 

verify the individual has the qualification for the temporary 

assignment.  

4.1.8.2 Please note that, if requested, Vendors will be responsible to pay 

for background check. 

4.1.9 HIPAA Business Associate Addendum: 

4.1.9.1 The HIPAA requirements are attached as Exhibit_D.  This must 

be signed by the Vendors and returned prior to issuance of any 

Contract. 
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4.1.10 Ethics in Public Contracting: 

4.1.10.1 By submitting a bid and awarded a contract, the Vendor certifies 

the temporary services contract is entered into without collusion or 

fraud and the Vendors has neither offered nor received any 

inducements from any individual(s), public or private, in the 

preparation and pricing of the services to be provided. 

 

4.1.11 Immigration Reform and Control Act of 1986: 

4.1.11.1 Vendors shall provide temporary workers which are in compliance 

with the Immigration Reform and Control Act of 1986 (or most 

current immigration laws). 

 

4.1.12 Equal Employment Opportunity: 

4.1.12.1 Vendors shall be an Equal Opportunity Employer and shall take all 

employment actions without regard to an individual’s race, color, 

national origin, ancestry, sex, religion, age, physical handicap, 

disability or political affiliations. 

4.1.13 Reports: 

4.1.13.1 In addition to what is covered by the General Terms and 

Conditions on this solicitation, Quarterly reports required from the 

Vendors must contain:  

• Identification of each Temporary Employee (complete 

name). 

• Classification of each Temporary Employee. 

• State Agencies where each Temporary Employee is 

working. 

• Number of hours each Temporary Employee has worked 

(for each quarter, YTD, and since initially beginning work 

for any State Agency). 

• The Hourly pay rate for each Temporary Employee. 

• Total dollars paid to the Temporary Employee. 
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NOTE: These reports are mandatory; failure to adhere to this may result in the 

cancellation of the Contract.  Such reports must be sent electronically (excel document) 

to each agency utilizing this Contract and to the buyer responsible for this Contract at the 

Purchasing Division.  These reports will be provided in Excel format and sent via email 

on a quarterly basis to Mark.A.Atkins@wv.gov as follows: 

  PERIOD END    REPORT DUE 

  December 31    February 28 

  March 31    May 31 

  June 30    August 31 

  September 30    November 30 

 

4.1.14 Exception labor Sources: 

4.1.14.1 There are certain labor services available to the State Agencies 

outside of the temporary services contracts, and the issuance of the 

temporary service contracts shall not alter or interfere with the 

existing laws, policies, and/or procedures for the use of these 

exceptional labor sources.  Some example of these sources include: 

• Division of Personnel’s temporary personnel registers. 

• Other State Agencies. 

• The CNA. 

• Prison labor. 

• Students from institutions of higher learning. 

• Volunteers. 

4.1.15 Agency Ordering Procedures: 

4.1.15.1 When the Contract(s) are issued, the State Agencies will receive a 

spreadsheet to identify the lowest cost supplier for each 

classification, according to regions.  In instances where the CNA 

bids on a Temporary Employee classification, the CNA may 

receive a priority contract even though it is not the lowest cost 

supplier for that classification. 
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4.1.15.2 If the CNA bids and is awarded a Contract, the CNA will have first 

priority for providing that Temporary Employee classification even 

if the CNA is not the lowest cost supplier and State Agencies shall 

first contact the CNA using TSCS Form (Temporary Services 

Contract Sheet) or TSCN Form (Temporary Services Change 

Notice) to fill a position in the Temporary Employee classification 

awarded to the CNA.  CNA shall reply to the State Agency within 

forty-eight (48) hours.  A reply from the CNA indicating an 

unwillingness or inability to supply a Temporary Employee shall 

operate as a waiver from the CNA and must be retained by the 

State Agency. When the CNA is unable to supply the Temporary 

Employee or does not respond to the Agency within forty-eight 

(48) hours, the awarded Vendor with the lowest hourly rate for that 

position in the region in question shall be contacted.  If the 

Temporary Employee sent by the CNA is unable or unwilling to 

perform the job duties, the State Agency may request a waiver 

form the CNA and contact the next Vendor if a waiver is granted. 

 Delivery Orders in excess of $25,000.00 shall require 

processing as Centralized Delivery Orders through the WV 

State Purchasing Division.  Order of $25,000.00 or under will 

be processed as Agency Delivery Orders.  Signed, dated vendor 

quote shall be included with each Delivery Order (i.e., scanned 

and electronically attached in WVOasis). 

 

4.1.15.3 A Vendor providing services for this Contract shall respond to any 

request for a Temporary Employee within forty-eight (48) hours of 

receiving the request unless the request is identified by the Agency 

as an emergency.  When a Temporary Employee is required on an 

emergency basis, the State Agency may require an expedited 

response from the CNA or a Vendor providing the Temporary 

Employee under this Contract. 

4.1.15.4 State Agencies must send a Delivery Order to the Vendor to 

initiate the procurement of temporary services.  The Delivery 

Order shall contain a description of the services required, job 

location within the relevant region, job classification, hourly 
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billing rate and number of hours required, and start wand end dates 

of the assignment.  All Delivery Orders shall be completed by the 

ordering State Agency.  Waivers from the CNA must be attached 

to all invoices processed through the West Virginia State Auditor’s 

office. 

4.1.15.5 At the discretion of each West Virginia State Agency, the form 

attached as Exhibit_B Temporary Worker Request Form may 

be required prior to accepting a Temporary Employee offered by 

any Vendor.  If this form is used, it shall detail the job description, 

acceptable dress code, overtime requirements, and any other 

pertinent information the State Agency finds relevant.  This will 

ensure that all Temporary Employees arriving at a West Virginia 

State Agency will have a full understanding of all that is required 

of them for the temporary position.  If requested by the State 

Agency, this form must be signed by the Vendor and the 

Temporary Employee, indicating that both the worker and the 

Vendor understand and accept the restriction and requirements for 

the temporary position.  The State Agency may also use this form 

to list any prohibited activities by the Temporary Employee 

(discussion of pay, cell phone use, internet privileges, tobacco use, 

etc.). 

 

4.1.15.6 If CNA or any Vendor has indicated they can fill the position and 

the temporary worker does not report for the temporary position 

without a reasonably acceptable explanation (in the opinion of the 

West Virginia State Agency), the State Agency may then go to the 

next low bidder to fill the temporary position. 

4.1.16 Absent Temporary Workers: 

4.1.16.1 All Vendors (including CNA) must notify the West Virginia State 

Agency immediately upon learning that a Temporary Employee 

will be tardy or will be absent from work.  The Vendor must 

instruct its employees that they must report absences to the Vendor 

and Vendor will communicate the absence to the State Agency.  

Failure to notify the State Agency of an absent employee is 
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grounds to move on to the next bidder to fill the position.  

Information for Temporary Employees supplied through the CNA 

should be reported to the CNA and the CNA will report the 

absence to the State Agency.   

Note: It is strongly recommended to the Vendors that they check 

with each temporary worker one day prior to the beginning of the 

assignment to verify the start date.  Vendors with a high percentage 

of “no shows” or a history of sending unacceptable temporary 

workers may be removed from the contract.  

4.1.17 Removing a Temporary Worker: 

4.1.17.1 Whenever a Temporary Employee is to be relieved of duties, the 

Vest Virginia State Agency shall notify the Vendor.  Whenever 

this removal is due to behavior and/or other unacceptable problem, 

the Vendor shall assist the State Agency in retrieving the electronic 

pass card whenever one has been issued.   

4.1.18 Solicitation for Temporary Employee’s: 

4.1.18.1 Vendor shall not solicit work from the West Virginia State 

Agencies.  When the need arises for a Temporary Employee, the 

State Agency shall make the necessary contact.  Solicitation for 

work for temporary workers is strictly prohibited. 

 

4.1.19 Hiring of Temporary Workers/Credit Applications: 

4.1.19.1 There shall be no fee incurred by the State of West Virginia if an 

Agency decides to hire a Temporary Employee into a permanent 

position. 

4.1.19.2 Vendor shall not require a credit application to be completed by 

any State Agency. 

4.1.19.3 Vendor shall not request nor require any additional forms, policy 

statements, etc. to be signed by any State Agency. 

4.1.19.4 No additional terms and conditions shall be requested or required 

by Vendors to any State Agency for any position filled through this 

contract. 



 Statewide Contract  
 CRFQ 0212 SWC2000000004  
 TEMPORARY STAFFING SERVICES 
 (TEMP21) 
 

    

     

Revised 10/27/2014 

 

 

 

4.1.20 Temporary Worker’s Job Classifications (job description and 

requirements will be provided as Attachment_1). 

4.1.20.1 Accounting Technician 2 

4.1.20.2 Administrative Services Assistant 1 

4.1.20.3 Administrative Services Assistant 2 

4.1.20.4 Cook 

4.1.20.5 Custodian 

4.1.20.6 Data Entry Operator 2 

4.1.20.7 Executive Secretary 

4.1.20.8 Groundskeeper 

4.1.20.9 Health Service Worker 

4.1.20.10 Laboratory Assistant 3 

4.1.20.11 Laborer 

4.1.20.12 Mail Runner 

4.1.20.13 Office Assistant 2 

4.1.20.14 Office Assistant 3 

4.1.20.15 Paralegal 

4.1.20.16 Parking Attendant 

4.1.20.17 Word Processor 

 

 
5. CONTRACT AWARD: 

 
5.1 Contract Award:  The Contract is intended to provide Agency with a 

purchase price for the Contract Services.  The Contract award may be limited 

to the three (3) lowest bidders meeting the specifications in each job 

classification for each Region including the CNA.  Under this scenario, it will 

be possible for a Vendor to be awarded a contract for only a portion of the 

temporary positions they bid on. 
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5.2 Pricing Page:  The West Virginia Purchasing Division has divided the State 

into four (4) geographical Regions (see Exhibit_C).  The Vendor should 

provide billing information for each job classification for each Region they 

are bidding in the appropriate pricing page. 
 

Vendor should complete the Pricing Pages (Exhibit_A) for each region (1 

thru 4) they are interested in suppling temporary workers by providing an 

hourly rate paid to the Temporary Worker (Worker Pay rate), Withholding, 

and Overhead rates.  Those three (3) items will be added to determine the 

Total Rate amount for each job classification in the region the Vendor is 

bidding. The Total Rate amount will be the rate used in the award evaluation 

and will be the rate charged to the agency utilizing the vendors contract for the 

temporary worker requested for each job classification.     
 
Vendor should complete the Pricing Pages for each job classification they 

intend to provide temporary workers.  Failure to complete the Pricing Page(s) 

in its entirety for each job classification in each Region bid by the vendor may 

result in Vendor’s bid being disqualified. 

     
Vendor should type or electronically enter the information into the Pricing 

Pages to prevent errors in the evaluation.  The pricing pages have been 

formatted to automatically calculate the Total Rate amount when the 

Temporary Worker (Worker Pay rate), Withholding, and Overhead rates are 

entered.   Notwithstanding the foregoing, the Purchasing Division may correct 

errors as it deems appropriate. 

  
6. PERFORMANCE:  Vendor and Agency shall agree upon a schedule for performance of 

Contract Services and Contract Services Deliverables, unless such a schedule is already 

included herein by Agency.  This Contract is designated as an open-end contract, Vendor 

shall perform in accordance with the release orders that may be issued against this Contract.        
 
 
7. PAYMENT:  Agency shall pay hourly rate as shown on the Pricing Pages Total Rate 

amount, for all Contract Services performed and accepted under this Contract.  Vendor shall 

accept payment in accordance with the payment procedures of the State of West Virginia.  
 

8. TRAVEL:  Vendor will only be paid for Temporary Employee’s travel in instances where 

the State Agency specifically provides written authorization for the Temporary Employee to 

travel.  Vendor shall only bill for time that Temporary Employees are working at a 

designated temporary employment location or on approved travel.  Vendor shall not bill for 

travel from the Temporary Employee’s home to the designated temporary employment 
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location.  The Vendor shall be reimbursed for a Temporary Employees travel expenses in 

accordance with the State of West Virginia travel regulations. 

 

9. FACILITIES ACCESS:  Performance of Contract Services may require access 

cards and/or keys to gain entrance to Agency’s facilities.  In the event that access 

cards and/or keys are required: 
 

9.1. Vendor must identify principal service personnel which will be issued access 

cards and/or keys to perform service.   
 

9.2. Vendor will be responsible for controlling cards and keys and will pay 

replacement fee, if the cards or keys become lost or stolen.   
 

9.3. Vendor shall notify Agency immediately of any lost, stolen, or missing card or 

key.   
 

9.4. Anyone performing under this Contract will be subject to Agency’s security 

protocol and procedures. 
 

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

 
10. VENDOR DEFAULT: 

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

 
10.1.1. Failure to perform Contract Services in accordance with the requirements 

contained herein. 
 
10.1.2. Failure to comply with other specifications and requirements contained 

herein. 
 
10.1.3. Failure to comply with any laws, rules, and ordinances applicable to the 

Contract Services provided under this Contract. 
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10.1.4. Failure to remedy deficient performance upon request. 

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

 
10.2.1. Immediate cancellation of the Contract. 

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

Contract. 
 

10.2.3. Any other remedies available in law or equity. 
 

 

11. MISCELLANEOUS:  
 

11.1. Contract Manager:  During its performance of this Contract, 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:  ______________________  
Telephone Number:  ________________________ 
Fax Number:  ______________________________ 
Email Address:  ____________________________ 

 
 

Laura Helmick 

(304) 262-6666
(304) 262-3766
Laura@choicewv.com



Page : 1

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
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Addendum_1: SWC -TEMPORARY STAFFING SERVICES

Statewide MA (Open End)

2020-06-18 2020-06-25

13:30:00

CRFQ 0212 SWC2000000004 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

Mark A Atkins

(304) 558-2307

mark.a.atkins@wv.gov

Choice Staffing, Inc. 
167 Eagle School Rd. 
Martinsburg WV. 25404
304-262-6666

06/25/202020-8310517
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 ADDITIONAL INFORMATION:                                                                                                        

ADDENDUM_1

Addendum_1 is issued for the following:

1. To publish the Purchasing Division's response to the questions submitted by Vendors during the Technical Questioning period.

No other changes made.

________________________________________________________________

The West Virginia Purchasing Division is soliciting bids to establish a statewide open-end contract for 17 specific temporary job classifications
commonly required by State Agencies, per the attached documents.

 INVOICE TO                                                                                                           SHIP TO

ALL STATE AGENCIES

VARIOUS LOCATIONS AS INDICATED BY ORDER

No City WV99999

US

STATE OF WEST VIRGINIA

VARIOUS LOCATIONS AS INDICATED BY ORDER

No City WV 99999

US

 Line Comm Ln Desc Qty Unit Issue Unit Price Total Price

1 TEMPORARY EMPLOYEE
SERVICES

0.00000 JOB

Comm Code Manufacturer Specification Model #

Extended Description :

80111600

TEMPORARY EMPLOYEE SERVICES:

Note: Vendor shall use Exhibit_A Pricing Page(s) for bid pricing.
If vendor is submitting a bid online, Vendor should enter $0.00 in the Oasis commodity line.

 SCHEDULE OF EVENTS                                                                                                        

EventLine Event Date

1 Technical Questions due by 10:00 am EDT 2020-06-16





INSR ADDL SUBR
LTR INSR WVD

DATE (MM/DD/YYYY)

PRODUCER CONTACT
NAME:

FAXPHONE
(A/C, No):(A/C, No, Ext):

E-MAIL
ADDRESS:

INSURER A :

INSURED INSURER B :

INSURER C :

INSURER D :

INSURER E :

INSURER F :

POLICY NUMBER
POLICY EFF POLICY EXP

TYPE OF INSURANCE LIMITS(MM/DD/YYYY) (MM/DD/YYYY)

COMMERCIAL GENERAL LIABILITY

AUTOMOBILE LIABILITY

UMBRELLA LIAB

EXCESS LIAB

WORKERS COMPENSATION
AND EMPLOYERS' LIABILITY

DESCRIPTION OF OPERATIONS / LOCATIONS / VEHICLES (ACORD 101, Additional Remarks Schedule, may be attached if more space is required)

AUTHORIZED REPRESENTATIVE

INSURER(S) AFFORDING COVERAGE NAIC #

Y / N

N / A
(Mandatory in NH)

ANY PROPRIETOR/PARTNER/EXECUTIVE
OFFICER/MEMBER EXCLUDED?

EACH OCCURRENCE $
DAMAGE TO RENTED

$PREMISES (Ea occurrence)CLAIMS-MADE OCCUR

MED EXP (Any one person) $

PERSONAL & ADV INJURY $

GENERAL AGGREGATE $GEN'L AGGREGATE LIMIT APPLIES PER:

PRODUCTS - COMP/OP AGG $

$

PRO-

OTHER:

LOCJECT

COMBINED SINGLE LIMIT
$(Ea accident)

BODILY INJURY (Per person) $ANY AUTO
OWNED SCHEDULED BODILY INJURY (Per accident) $AUTOS ONLY AUTOS

AUTOS ONLY
HIRED PROPERTY DAMAGE $

AUTOS ONLY (Per accident)

$

OCCUR EACH OCCURRENCE $

CLAIMS-MADE AGGREGATE $

DED RETENTION $ $
PER OTH-
STATUTE ER

E.L. EACH ACCIDENT $

E.L. DISEASE - EA EMPLOYEE $
If yes, describe under

E.L. DISEASE - POLICY LIMIT $DESCRIPTION OF OPERATIONS below

POLICY

NON-OWNED

SHOULD ANY OF THE ABOVE DESCRIBED POLICIES BE CANCELLED BEFORE
THE    EXPIRATION   DATE    THEREOF,    NOTICE   WILL   BE   DELIVERED   IN
ACCORDANCE   WITH   THE   POLICY   PROVISIONS.

THIS  IS  TO  CERTIFY  THAT  THE  POLICIES  OF  INSURANCE  LISTED  BELOW  HAVE BEEN ISSUED  TO THE  INSURED  NAMED ABOVE  FOR THE  POLICY PERIOD
INDICATED.   NOTWITHSTANDING  ANY   REQUIREMENT,  TERM  OR  CONDITION OF  ANY  CONTRACT OR  OTHER  DOCUMENT  WITH  RESPECT  TO  WHICH  THIS
CERTIFICATE  MAY  BE  ISSUED  OR  MAY  PERTAIN,   THE  INSURANCE  AFFORDED  BY  THE  POLICIES  DESCRIBED  HEREIN  IS  SUBJECT  TO  ALL  THE  TERMS,
EXCLUSIONS  AND  CONDITIONS  OF  SUCH  POLICIES.   LIMITS  SHOWN  MAY  HAVE  BEEN  REDUCED  BY  PAID  CLAIMS.

THIS CERTIFICATE IS ISSUED AS A MATTER OF INFORMATION ONLY AND CONFERS NO RIGHTS UPON THE CERTIFICATE HOLDER. THIS
CERTIFICATE DOES NOT AFFIRMATIVELY OR NEGATIVELY AMEND, EXTEND OR ALTER THE COVERAGE AFFORDED BY THE POLICIES
BELOW. THIS CERTIFICATE OF INSURANCE DOES NOT CONSTITUTE A CONTRACT BETWEEN THE ISSUING INSURER(S), AUTHORIZED
REPRESENTATIVE OR PRODUCER, AND THE CERTIFICATE HOLDER.

IMPORTANT: If the certificate holder is an ADDITIONAL INSURED, the policy(ies) must have ADDITIONAL INSURED provisions or be endorsed.
If SUBROGATION IS WAIVED, subject to the terms and conditions of the policy, certain policies may require an endorsement. A statement on
this certificate does not confer any rights to the certificate holder in lieu of such endorsement(s).

COVERAGES CERTIFICATE NUMBER: REVISION NUMBER:

CERTIFICATE HOLDER CANCELLATION

© 1988-2015 ACORD CORPORATION. All rights reserved.

The ACORD name and logo are registered marks of ACORDACORD 25 (2016/03)

ACORDTM CERTIFICATE OF LIABILITY INSURANCE

Everest National Ins Co

3/30/2020

Bradley & Parker, Inc.
320 South Service Road
Melville, NY  11747
631 981-7600

Bradley & Parker, Inc.
631 981-7600 16319817681

Choice Staffing Inc
19 Holly Circle
Winfield, WV  25213

X
X

91ML000360201 03/26/2020 03/26/2021 1,000,000
200,000
10,000
1,000,000
2,000,000
2,000,000

A

X X

91ML000360201 03/26/2020 03/26/2021 1,000,000

A X X

X 0

91CU000361201 03/26/2020 03/26/2021 3,000,000
3,000,000

A
A
A

Crime
Professional
Abuse/Molesation

91CR000220201
91ML000360201
91ML000360201

03/26/2020
03/26/2020
03/26/2020

03/26/2021
03/26/2021
03/26/2021

50,000
1,000,000/2,000,000
1,000,000

Evidence of Coverage

Choice Staffing, Inc.
C/O 19 Holly Circle
Winfield, WV  25213

1 of 1
#S622212/M622200

CHOISTClient#: 40984

SRM
1 of 1

#S622212/M622200
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