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LETTER OF TRANSMITTAL 

 

Attn:  Brittany E Ingraham                                                                                Date: April 23, 2010 

Infostride, Inc. is pleased to submit a response to the Division of Human Servicesr Request for 

Quotation Accounting Technician II Temporary Staffing, RFQ # BCF2000000002. 

Infostride is headquartered in San Jose, CA and was incorporated in year 2014. We are a leading staffing 
and consulting firm that helps the government and commercial clients plan, build, manage and justify 
their investments in order to optimize mission and business performance. We currently have over 150 
contract employees located in 50 states and work with over 50 clients in various industries, including 
but not limited to: Accounting, Administrative/Clerical, Professional, and Information Technology. Our 
staff has aimed towards achieving high quality staffing services to better assist the workforce for our 
clients. Infostride is small business enterprise that is MBE and WBE certified nationally and upholds 
our commitment to diversity by adhering to a philosophy of recruiting employees from diverse 
backgrounds.  

 

Understanding of the RFP: 

 

The West Virginia Purchasing Division is seeking Quotation from prospective offerors to award 
a contract for Accounting Technician II temporary employees. 
 
Summary of Approach: Infostride has thoroughly read through the RFQ document including the 
mandatpry requirements as defined under the section 4. To achieve the goals and business objectives of 

West Virginia Purchasing Division RFQ, we are addressing this response with our proven experience 

to effectively and efficiently serve the West Virginia Purchasing Division requirements mentioned 
in the RFQ document. We have already shortlisted three (2) qualified candidates who will be fulfilling 

the West Virginia Purchasing Division requirements. Below is the list of our proposed candidates 
along with their experience. We have also added resumes for each of the personnel mentioned below in 
an appendix- A (Resume), please refer to the page no. 37 to 40 of this technical proposal document. 
 

S. No Candidate Name Position Title No. of years’ Experience 

1 Charles E Griggs Accounting Technician II 5+ Years 

2 Kenneth Elmer Guthrie Accounting Technician II 28+ Years 

 

We will assign a dedicated Contract Manager who will be a single point of contact to West Virginia 
Purchasing Division project. He will be directly communicating with the West Virginia Purchasing 
Division representative to make sure the services provided by our candidates at highest level. To 
maximize accountability and effective support, our Contract Manager is responsible for deliverables, 
such as weekly status reports, timecards and meeting status. Below is the description of status report 

that will be available to the West Virginia Purchasing Division. 

Our mission at InfoStride is to provide the highest quality of service and value as a Accounting 
Technician II Temporary Staffing provider enabling our clients to excel in and improve upon their core 

business focus. InfoStride will fully concentrate on how best to cater to the West Virginia Purchasing 
Division staffing needs, and to the successful completion of its staffing projects. 
 
Below mentioned designated POC will serve as the primary contact for all RFq response related 
communications, including any requests for clarification or other communication needed between the 

West Virginia Purchasing Division and InfoStride. Our point of contact Information is as follows: 
 
Ravi Bhaskar, Contract Manager Email: govt@infostride.com 
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InfoStride, Inc. Phone: 415-316-1700 Ext 260 
3031 Tisch Way 110 Plaza West Web: www.infostride.com   
San Jose, CA 95128  

 

Infostride makes the following certifications and guarantees regarding this proposal: 

• All the information provided in this response are correct. 

• All material submitted in this proposal will become the property of the West Virginia Purchasing 
Division for evaluation purpose. 

• We agrees and will comply with the terms and conditions as defined under the mandatory 
requirements (section 4). 

• Infostride is acknowledging the addendums 1 and 2 posted till date by the West Virginia 
Purchasing Division. 

• We comply with all contract terms and conditions of this RFQ. 

I believe that our response meets the requirements as called out in this RFP. If the West Virginia 
Purchasing Division determines that InfoStride response is deficient in any way, Infostride 
respectfully requests to be promptly notified and be given the opportunity to correct any such 

deficiency. Below official is authorized to bind the commitment with the West Virginia Purchasing 
Division on behalf of the firm.   

 

Sincerely, 
 
 
 
Ritu Mangla 
Infostride, Inc. 
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TECHNICAL PROPOSAL 
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FORMS 

DISCLOSURE OF INTERESTED PARTIES TO CONTRACTS 
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PURCHASING AFFIDAVIT 
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ADDENDUMS 

ADDENDUM 01 
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ADDENDUM 02 
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APPENDI X- A (RESUMES) 

Candidate # 1- Charles E Griggs (Resume) 

Name: Charles E Griggs        Position Title: Accounting 

Technician II 

 

Summary: 

 
Versatile team member eager to support company growth with hard work ethic. In addition, I 
seek to use my education and experience in accounting and business administration to further 
company objectives. Seeking both long-term and temporary employment. 
 
Skills Expertise: 

 
• Admin in Payroll and Management   
• Entering: batches and check-runs 
• Microsoft Excel (Pivot & Lookups) 
• Proficient in Microsoft Dynamic GP 
• Knowledge of Peachtree (Sage) Accounting  
• Strong background in office environment   
 
Education: 

 

West Virginia State University                                                                    

• Bachelor of Science in Bus. Admin. / Accounting    May 2017 

 

Professional Experience: 

 

Addison Group: Girl Scouts of Colorado      Sep. 2019 
Accounts Receivables                                                        Glendale, CO 

• Entered checks, cash, and credit card payments in non-profit accounting system Abila. 

• Filing invoices and scanning documents into One-Drive 
 

Accounting Principles: Graebel        Aug. 2019 
Accounts Receivable Clerk              Aurora, CO 

• High Volumes Data entry: Posted client payments by billable event. 
 

A360 Inc.               Jan. 2019 – March 2019 

Billing Specialist               Colorado Springs, CO 

• Billed foreclosure events by insurance for clients in multiple states. 

• Verified refunds for clients and mailed refund checks after completion. 
 

Robert Half: Media News Group                     Sept. 2018 -Oct. 2018       

Account Receivable Clerk                                                                  Colorado Springs, CO 

• Posted client payments by lock-boxes, checks, DCR, ACH, and credit cards. 

• Research unapplied payments by remittance, payment history, and collection rep. 

• Entered daily batches for checks, cash deposits, ACH, and credit cards  
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United Talent: CDI                          

Jan.2018 - May 2018       

Payroll Administrator                                                                                                        
Charleston, WV 

• Process weekly Canadian Timesheets, Mileage, Receipts, and Invoices.  

• Reconcile payroll discrepancies using Excel formulas and formatting. 

• Entering batches daily into Microsoft Dynamic GP. 
 

Robert Half: Mission Rock Residential        Aug. 2017 – July 2017 
Account Payable Clerk                                                                                        Denver, CO 

• High volumes accounts payable for property management team.                                              

• Paid Invoices using Yardi Systems.  
 

Manpower: Nightingale Realty                        Dec.2015 - May 2016 

Administrative Manger                                                                             Charleston, WV                                   

• Accounts Payable processing invoices with MRI and check-runs. 

• Accounts Receivable issuing receipts, and sending payment off-site to corporate office. 

• Scheduling events for Conference Rooms and Courtyard Plaza, and Fitness Centers. 
 

Oakridge Center                                   July 2014 - July 2015 

Assistant Bookkeeper                           Charleston, WV                                 

• Accounts Payable: receiving invoices, reconciling with vendors, and preparing voucher 
packets.  

• Receptionist: answering phone calls, along with servicing guests and residence. 
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Candidate # 2- Kenneth Elmer Guthrie (Resume) 

 

Candidate Name: Kenneth Elmer Guthrie   Position Title: Accounting Technician II 

 
Summary of Qualifications 

 

• Experienced accounts payable clerk, supervisor and manager; financial analyst, accounts receivable 
director, tax administrator, records manager and regulatory analyst. Also experienced in policies 
and procedure creation, process improvement and increased departmental efficiencies. 

• Management-managed staff of up to 15 professional and non-professional employees; resolved 
extensive employee issues, resolved complex customer issues and oversaw departmental budget.     

• Financial Analysis – reviewed and testified regarding utility financials and processes; conducted 
statistical analysis; knowledge of Generally Accepted Accounting Principles (GAAP); created and 
managed Sarbanes-Oxley (SOX) controls.  

• Regulatory Analysis – investigated, analyzed and interpreted laws and legal documents, provided 
guidance to team members regarding compliance issues; prepared testimony and legal opinions, 
reviewed rate applications for accuracy and created regulatory compliance filings. 

• Process Improvement -- Reconfigured workflows, wrote new policies and procedures, implemented 
computer systems, processes and trainings and converted paper documents to computerized 
formats. 

• Project Management -- Team leader for multiple projects including the implementation of employee 
reimbursement systems; computer upgrades, document imaging systems and direct deposit 
processes. 

• Software Design and Implementation -- Designed and implemented the computerized delinquency 
tracking feature of the Revenue Tracking System; oversaw the purchase and implementation of 
accounting, cashiering and document imaging software; worked on the As-Built Team to update 
Project Packager system. 

  
Education 

 

• Bachelor of Science in Business Administration, Bryan College, Dayton, TN. 
 
Professional Experience 

 
Kelly Services, Charleston, West Virginia        03/2020- ended  

Accounts Payable Supervisor- Contractor  

• Provides daily management and leadership to the AP team, ensuring that the staff is adhering to 
departmental procedures and to ensure timely and accurate work of the staff 

• Manage weekly payments to vendors to ensure they are paid timely and accurately 

• Continually evaluate the effectiveness of operational procedures and controls to maximize 
departmental productivity and minimize errors made by staff 

• Allocation of work to employees to ensure productivity and growth within the department 

• Assist in solving problems by conducting research; research may involve communicating with other 
departments, sales representatives, customers and vendors 

• Assist in daily and monthly accounts payable reconciliation processes 

• Revise and maintain Accounts Payable policies and procedures to ensure change business 
requirements are met; Train team when processes are updated and coordinate training 

• Handle confidential information related to the cost from vendors and subsequent resale to the 
customers 

• Perform other duties and projects as assigned 

• Take reasonable care for the safety and health of yourself and others; report workplace hazards, 
injuries, or illness immediately 
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Columbia Pipeline Group|TransCanada, Charleston, West Virginia     1/2013 – 7/2018  

Regulatory Analyst 3  

• Prepared blanket prior notice and complex Section 7 certificate applications.  

• Assisted associates and/or leads coordination and preparation of facility replacement and blanket 
certificate work undertaken by all Columbia companies. 

• Regulatory subject matter expert on billion-dollar project teams. 

• Prepared and filed required federal reports and regulatory compliances. 

• Investigated, understood, tracked and reported on numerous facility projects from conception 
through completion. 

• Maintained multiple computerized systems and maintained a constant look-out for cost-effective 
innovations in information technology. 

• Provided company-wide regulatory determinations regarding FERC authorizations. 

• Coordinated all aspects of certificate matters relating to annual compliance reporting required to 
meet compliance filing deadlines. 

• Reviewed the annual construction program and explained technical aspect of projects and proposals 
as they related to relevant FERC regulations. 

• Analyzed current and proposed legislation and rules in preparation of applications. 

• Provided training to other departments regarding FERC regulations and processes. 

• Oversaw the transition of over 700 projects from NRP to Certificates and created the new process 
flow. 

 
WV Public Service Commission, Charleston, West Virginia       12/2009 – 1/2013  

Departmental Records Administrator/ Financial Analyst -- Consumer Advocate Division  

• Performed financial and operational analysis of in-state utility companies’ rate-making 
applications. 

• Prepared detailed reports on the financial and operational condition of the utility. 

• Prepared written testimony with accompanying financial analysis and recommendations on 
economic and financial issues of the utility application. 

• Designed work plans and established data requirements for completing the review of utility rate 
applications. 

• Tracked receipt of data responses, filed and maintained documents for research and hearing 
purposes. 

• Developed a Data Response Tracker to ensure the receipt of over 250 data responses. 
 
Garlow Insurance Agency, Charleston, West Virginia          7/2009 – 12/2009 

Account Executive  

• Responsible for customer service, client retention and selling insurance. 

• Licensed in Property and Casualty and Life and Health insurances. 

• Completed and reviewed applications for insurance for accuracy and completeness. 

• Created and maintained production reports. 

• Created property, equipment, vehicle and driver schedules. 

• Created new insurance proposals and reviewed existing policies for accuracy and completeness. 
 
Petroleum Development Corporation, Bridgeport, West Virginia      2/2008 – 12/2008 

Manager of Accounts Payable 

• Developed and supervised all aspects of the systems and procedures involved in the Account 
Payable function including training, planning, assigning and directing work; performance 
appraisals of 15 clerical and professional employees. 

• Set up, monitored and performed Accounts Payable reconciliations.  

• Assisted in the preparation of monthly Accounts Payable accruals. 
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CDI Corporation, South Charleston, West Virginia         6/2005 – 2/2008 

Manager of Accounts Payable 

• Developed and supervised all aspects of the systems and procedures involved in the Account 
Payable function including training, planning, assigning and directing work; performance 
appraisals of 15 clerical and professional employees. 

• Analyzed customer payment problems and provided direction for resolution.  

• Issued checks and direct deposit payments. 

• Provided upper management with monthly analysis of department processing metrics. 

• Converted departmental records to a document imaging system, created associated policies and 
procedures and trained company personnel. 

• Developed customer metric reports. 

• Lead the annual 1099 team. 

• Revised and maintained SOX 404 controls for Accounts Payable Department. 

• Set departmental goals and performance metrics. 

• Developed and oversaw departmental budget. 

• Oversaw the annual disbursement of over $400,000,000.00. 
 
City of Charleston, Charleston, West Virginia         12/2001 – 6/2005 

Director of City Collector’s Office 

• Managed and monitored supervision, training and performance evaluations of 14 City Collector’s 
Office personnel- both Civil Service and professional. 

• Created and maintained the departmental budget. 

• Maintained an expert knowledge of city and state tax and fee law. 

• Interpreted and enforced state and city tax law through administrative decisions 

• Conducted legal hearings. 

• Oversaw business audits. 

• Designed and oversaw the conversion of departmental records to a document imaging system, 
created associated policies and procedures and trained company personnel. 

• Created regulations for the orderly collection of taxes and fees. 

• Prepared monthly historical and statistical analysis of municipal taxes and fees for the Mayor, City 
Council, City Manager and Finance Director. 

• Performed analysis of revenue trends by industry, region, and other criteria as determined to be 
necessary by the Finance Director. 

• Oversaw the billing of monthly municipal fees. 

• Oversaw the collection of thousands of past-due accounts. 
 
Columbia Natural Resources/ NiSource, Inc. , Charleston, West Virginia 12/1992- 11/2001 

Supervisor of Accounts Payable 

• Supervised accounts payable staff of 15. 

• Reviewed and processed invoices and travel reimbursements. 

• Processed checks. 

• Maintained vendor files. 

• Oversaw the processing of 1099’s. 

• Performed bank reconciliations. 

• Implemented and maintained document imaging process. 

• Provided excellent customer service to both internal and external customers. 
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FINAL_CRFQ_0511_BCF2000000002_3_CRFQ_FORM 

 

 

 

 



     West Virginia Purchasing Division  

                      Accounting Technician II Temporary Staffing 

                                     Response to RFQ # BCF2000000002 

  Cost Proposal 

3 | P a g e  

 

 

 


