INSTRUCTICNS TO VENDORS SUBMITTING BIDS

1. REVIEV/ DOCUMENTS THOROUGHLY: The attached documents contain a solicitation
for bids. Please read these instructions and al} documents attached in their entirety. These
instructions provide critical information about requirements that if overlooked could lead to
disqualification of a Vendor’s bid. All bids must be submitted in accordance with the provisions
contained in these instructions and the Solicitation. Failure to do so may result in disqualification
of Vendor’s bid.

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

3. PREBID MEETING: The item identified below shall apply to this Solicitation.
A pre-bid meeting will not be held prior to bid opening

[] A MANDATORY PRE-BID meeting will be held at the following place anc

2019 1. 18
Wy

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

An attendance sheet provided at the pre-bid meeting shall serve as the official docnument
verifying attendance. The State will not accept any other form of proof or documentation to
verify attendance. Any person attending the pre-bid meeting on behalf of a Vendor must list on
the attendance sheet his or her name and the name of the Vendor he or she is representing.

Additionally, the person attending the pre-bid meeting should include the Vendor’s E-Mail
address, phone number, and Fax number on the attendance sheet. It is the Vendor’s
responsibility to locate the attendance sheet and provide the required information. Failure to
complete the attendance sheet as required may result in disqualification of Vendor’s bid.

All Vendors should arrive prior to the starting time for the pre-bid. Vendors who arrive afier the
starting time but prior to the end of the pre-bid will be permitted to sign in, but are charged with
knowing all matters discussed at the pre-bid.

Questions submitted at least five business days prior to a scheduled pre-bid will be discussed at
the pre-bid mieeting if possible. Any discussions or answers to questions at the pre-bid meeting
are preliminary in nature and are non-binding. Official and binding answers to questions will be
published in a written addendum to the Solicitation prior to bid opening.
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4, VENDOR QUESTION BEADLIMNE: Vendors may submit questions relating to this
Solicitation to the Purchasing Division. Questions must be submitted in writing. All questions
must be submitted on or before the date listed below and to the address listed below in order to
be considered. A written response will be published in a Solicitation addendum if a response is
possible and appropriate. Non-written discussions, conversations, or questions and answers
regarding this Solicitation are preliminary in nature and are nonbinding.

Submitted e-mails should have solicitation number in the subject line,

Question Submission Deadline: July 9, 2019 by 2:00 pm

Submit Questions to: Tara Lyle

2019 Washington Street, East

Charleston, WV 25305

Fax: (304) 558-4115 (Vendors should not use this fax number for bid submission)

Email: Tara.L.Lyle@wv.gov

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

6. BID SUBMISSICN: All bids must be submitted electronically through wvOASIS or signed
and delivered by the Vendor to the Purchasing Division at the address listed below on or before
the date and time of the bid opening. Any bid received by the Purchasing Division staff is
considered to be in the possession of the Purchasing Division and will not be returned for any
reason. The Purchasing Division will not accept bids, modification of bids, or addendum
acknowledgment forms via e-mail. Acceptable delivery methods include electronic submission
via wvOASIS, hand delivery, delivery by courier, or facsimile.

The bid delivery address is:

Department of Administration, Purchasing Division
2019 Washington Street East

Charleston, WV 25305-0130

A bid that is not submitted electronically through wvOASIS should contain the information
listed below on the face of the envelope or the bid may be rejected by the Purchasing Division..

SEALED BID:
BUYER:
SOLICITATION NO.:
BID OPENING DATE:
BID OPENING TIME:
FAX NUMBER:
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The Purchasing Division may prohibit the submission of bids electronically through wvOQASIS at
its sole discretion. Such a prohibition will be contained and communicated in the wvOASIS
system resulting in the Vendor’s inability to submit bids through wvQASIS. Submission of a
response to an Expression or Interest or Request for Proposal is not permitted in wvQASIS.

For Request For Proposal (“RFP”) Responses Only: In the event that Vendor is responding
to a request for proposal, the Vendor shall submit one original technical and one original cost
proposal plus convenience copies of each to the Purchasing Division at the
address shown above. Additionally, the Vendor should identify the bid type as either a technical
or cost proposal on the face of each bid envelope submitted in response to a request for proposal
as follows:

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

7. BID CPENING: Bids submitted in response to this Solicitation will be opened at the location
identified below on the date and time listed below. Delivery of a bid after the bid opening date
and time will result in bid disqualification, For purposes of this Solicitation, 2 bid is considered
delivered when confirmation of delivery is provided by wvOASIS (in the case of electronic
submission) or when the bid is time stamped by the official Purchasing Division time clock (in
the case of hand delivery).

Bid Opening Date and Time: July 17, 2019 at 1:30 pm

Bid Opening Location: Department of Administration, Purchasing Division
2019 Washington Street East
Charleston, WV 25305-0130

3. ADDENDUM ACKHOWLEDGEMENT: Changes or revisions to this Solicitation will be
made by an official written addendum issued by the Purchasing Division. Vendor should
acknowledge receipt of all addenda issued with this Solicitation by completing an Addendum
Acknowledgment Form, a copy of which is included herewith. Failure to acknowledge addenda
may result in bid disqualification. The addendum acknowledgement should be submitted with
the bid to expedite document processing.

9. BID FORMATTIMG: Vendor should type or electronically enter the information onto its bid
to prevent errors in the evaluation. Failure to type or electronically enter the information may
result in bid disqualification,

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

L] This Solicitation is based upon a standardized commodity established under W. Va. Code §
3A-3-61. Vendors are expected to bid the standardized commodity identified. Failure to bid the
standardized commodity will result in your firm’s bid being rejected.

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

i2. CONMIMUMICATION LIMITATICNS: In accordance with West Virginia Code of State
Rules §148-1-6.6, communication with the State of West Virginia or any of its employees
regarding this Solicitation during the solicitation, bid, evaluation or award periods, except
through the Purchasing Division, is strictly prohibited without prior Purchasing Division
approval. Purchasing Division approval for such communication is implied for all agency
delegated and exempt purchases.

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

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

15, PREFERIEMCE: Vendor Preference may be requested in purchases of motor vehicles or
construction and maintenance equipment and machinery used in highway and other
infrastructure projects. Any request for preference must be submitted in writing with the bid,
must specifically identify the preference requested with reference to the applicable subsection
of West Virginia Code § 5A-3-37, and should include with the bid any information necessary
to evaluate and confirm the applicability of the requested preference. A request form to heip
facilitate the request can be found at:

htip://www.state. wv.us/admin/purchase/vre/Venpref. pdf.

15A. RECIFRUCCAL PREFERENCE: The State of West Virginia applies a reciprocal
preference to all solicitations for commodities and printing in accordance with W. Va. Code §
5A-3-37(b). In effect, non-resident vendors receiving a preference in their home states, will see
that same preference granted to West Virginia resident vendors bidding against them in West
Virginia. A request form to help facilitate the request can be found at:

http://www state wv.us/admin/purchase/vre/Venpref pdf.

16. SMALL, WOMEN-CWNED, OR MINCRITY-CWNED BUSINESSES: For any
solicitations publicly advertised for bid, in accordance with West Virginia Code §5A-3-
37(a)(7) and W. Va. CSR § 148-22-9, any non-resident vendor certified as a small, women-
owned, or minority-owned business under W. Va. CSR § 148-22-9 shall be provided the same
preference made available to any resident vendor. Any non-resident small, women-owned, or
minority-owned business must identify itself as such in writing, must submit that writing to the
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Purchasing Division with its bid, and must be properly certified under W. Va. CSR § 148-22-9
prior to contract award to receive the preferences made available to resident vendors. Preference
for a non-resident small, women-owned, or minority owned business shall be applied in
accordance with W. Va. CSR § 148-22-9.

17. WAIVER OF MIMOR IRREGULARITIES: The Director reserves the right to waive
minor irregularities in bids or specifications in accordance with West Virginia Code of State
Rules § 148-1-4.6.

18. ELECTRONIC FILE ACCESS RESTRICTIONS: Vendor must ensure that its
submission in wvQOASIS can be accessed and viewed by the Purchasing Division staff
immediately upon bid opening. The Purchasing Division will consider any file that cannot be
immediately accessed and viewed at the time of the bid opening (such as, encrypted files,
password protected files, or incompatible files) to be blank or incomplete as context requires,
and are therefore unacceptable. A vendor will not be permitted to unencrypt files, remove
password protections, or resubmit documents after bid opening to make a file viewable if those
documents are required with the bid. A Vendor may be required to provide document passwords
or remove access restrictions to allow the Purchasing Division to print or electronically save
documents provided that those documents are viewable by the Purchasing Division prior to
obtaining the password or removing the access restriction.

19, MON-RESPONSIBLE: The Purchasing Division Director reserves the right to reject the
bid of any vendor as Non-Responsible in accordance with W, Va. Code of State Rules § 148-1-
5.3, when the Director determines that the vendor submitting the bid does not have the capability
to fully perform, or lacks the integrity and reliability to assure good-faith performance.”

20. ACCEPTANCR/REJECTICON: The State may accept or reject any bid in whole, or in part
in accordance with W. Va. Code of State Rules § 148-1-4.5. and § 148-1-6.4.b.”

21. YOUR SUBMISSION IS A FUBLIC DOCUMENT: Vendor’s entite response to the
Solicitation and the resulting Contract are public documents. As public documents, they will be
disclosed to the public following the bid/proposal opening or award of the contract, as required
by the competitive bidding laws of West Virginia Code §§ 5A-3-1 et seq., 5-22-1 et seq., and
5G-1-1 et seq. and the Freedom of Information Act West Virginia Code §§ 29B-1-1 et seq.

DO NOT SUBMIT MATERIAL YOU CONSIDER TO BE CONFIDENTIAL, A TRADE
SECRET, OR OTHERWISE NOT SUBJECT TO PUBLIC DISCLOSURE.

Submission of any bid, proposal, or other document to the Purchasing Division constitutes your
explicit consent to the subsequent public disclosure of the bid, proposal, or document. The
Purchasing Division will disclose any document labeled “confidential,” “proprietary,” “trade
secret,” “private,” or labeled with any other claim against public disclosure of the documents, to
include any “trade secrets™ as defined by West Virginia Code § 47-22-1 et seq. All
submissions are subject to public disclosure without notice.
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22, INTERESTED PARTY DISCLOSURE: West Virginia Code § 6D-1-2 requires that the
vendor submit to the Purchasing Division a disclosure of interested parties to the contract for all
contracts with an actual or estimated value of at least $1 Million. That disclosure must occur on
the form prescribed and approved by the WV Ethics Commission prior to contract award. A copy
of that form is included with this solicitation or can be obtained from the WV Ethics
Commission. This requirement does not apply to publicly traded companies listed on a national
or international stock exchange. A more detailed definition of interested parties can be obtained
from the form referenced above.

23. WITH THE BID REQUIREMENTS: Ininstances where these specifications require
documentation or other information with the bid, and a vendor fails to provide it with the bid,
the Director of the Purchasing Division rescrves the right to request those items after bid
opening and prior to contract award pursuant to the authority to waive minor irregularities in
bids or specifications under W. Va. CSR § 148-1-4.6. This authority does not apply to
instances where state law mandates receipt with the bid.
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GENERAIL TERMS AND CONDITIONS:

1. CONTRACTUAL AGREEMENT: Issuance of a Award Document signed by the
Purchasing Division Director, or his designee, and approved as to form by the Attorney
General’s office constitutes acceptance of this Contract made by and between the State of West
Virginia and the Vendor. Vendor’s signature on its bid signifies Vendor’s agreement to be bound
by and accept the terms and conditions contained in this Contract,

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

Z.1. “Agency” or “Agsacies” means the agency, board, commission, or other entity of the State
of West Virginia that is identified on the first page of the Solicitation or any other public entity
seeking to procure goods or services under this Contract.

2.2. “Bid” or “Propesal” means the vendors submitted response to this solicitation.

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

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

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

2.6. “Award Document” means the document signed by the Agency and the Purchasing
Division, and approved as to form by the Attorney General, that identifies the Vendor as the
contract holder.

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

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

2.9. “Vendor” or “Vendors” means any entity submitting a bid in response to the
Solicitation, the entity that has been selected as the lowest responsible bidder, or the entity that
has been awarded the Contract as context requires.
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3. CONTRACT TERM; RENEWAL; EXTEMNSICN: The term of this Contract shall be
determined in accordance with the category that has been identified as applicable to this
Contract below:

[] Term Cozntrsct

initizl Contract Term: Initial Centract Term: This Contract becomes effective on
_ and extends for a period of _ year(s).

Renewal Term: This Contract may be renewed upon the mutual written consent of the Agency,
and the Vendor, with approval of the Purchasing Division and the Attorney General’s office
(Attomey General approval is as to form only). Any request for renewal should be delivered to
the Agency and then submitted to the Purchasing Division thirty (30) days prior to the expiration
date of the initial contract term or appropriate renewal term, A Contract renewal shall be in
accordance with the terms and conditions of the original contract. Unless otherwise specified
below, renewal of this Contract is limited to successive one (1} year
periods or multiple renewal periods of less than one year, provided that the multiple renewal
periods do not exceed the total number of months available in all renewal years combined.
Automatic renewal of this Contract is prohibited. Renewals must be approved by the Vendor,
Agency, Purchasing Division and Atiorney General’s office (Attorney General approval is as to
form only)

[] Alternate Renewai Term — This contract may be renewed for
successive “year periods or shorter periods provided that they do not exceed
the total number of months contained in all available renewals. Automatic renewal of this
Contract is prohibited. Renewals must be approved by the Vendor, Agency, Purchasing
Division and Attorney General’s office (Attorney General approval is as to form only)

Delivery Crder Limitztions: In the event that this contract permits delivery orders, a delivery
order may only be issued during the time this Contract is in effect. Any delivery order issued
within one year of the expiration of this Contract shall be effective for one year from the date the
delivery order is issued. No delivery order may be extended beyond one year after this Contract
has expired.

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

[] Fixed Period Contract with Renewals: This Contract becomes effective upon Vendor’s
receipt of the notice to proceed and part of the Contract more fully described in the attached

specifications must be completed within days. Upon completion of the
work covered by the preceding sentence, the vendor agrees that maintenance, monitoring, or
warranty services will be provided for year(s) thereafter.

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

[] Cther: See attached.
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4. NCTICE TC PROCEED: Vendor shall begin performance of this Contract immediately
upon receiving notice to proceed unless otherwise instructed by the Agency. Unless otherwise
specified, the fully executed Award Document will be considered notice to proceed.

5. GUANTITIES: The quantities required under this Contract shall be determined in accordance
with the category that has been identified as applicable to this Contract below,

[] Cper End Contraci: Quantities listed in thig Solicitation are approximations only, based on
estimates supplied by the Agency. It is understood and agreed that the Contract shall cover the
quantities actually ordered for delivery during the term of the Contract, whether more or less
than the quantities shown.

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

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

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

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

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

[] BIZ BOND (Construction Crly): Pursuant to the requirements contained in W. Va. Code §
5-22-1(c), All Vendors submitting a bid on a construction project shall furnish a valid bid bond
in the amount of five percent (5%) of the total amount of the bid protecting the State of West
Virginia. The bid bond must be submitted with the bid.

[T PERFORMANCE BOND: The apparent successful Vendor shall provide a performance

bond in the amount of 100% of the contract. The performance bond must be received by the
Purchasing Division prior to Contract award.
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[J LARBOR/MATERIAL PAYMENT BOND: The apparent successful Vendor shall provide a
labor/material payment bond in the amount of 100% of the Contract value. The labor/material
payment bond must be delivered to the Purchasing Division prior to Contract award.

In lieu of the Bid Bond, Performance Bond, and Labor/Material Payment Bond, the Vendor may
provide certified checks, cashier’s checks, or irrevocable letters of credit, Any certified check,
cashier’s check, or irrevocable letter of credit provided in lieu of a bond must be of the same
amount and delivered on the same schedule as the bond it replaces. A letter of credit submitted in
lieu of a performance and labor/material payment bond will only be allowed for projects under
$100,000. Personal or business checks are not acceptable. Notwithstanding the foregoing, West
Virginia Code § 5-22-1 (d) mandates that a vendor provide a performance and labor/material
payment bond for construction projects. Accordingly, substitutions for the performance and
labor/material payment bonds for construction projects is not permitted.

[0 MAINTENANCE BOND: The apparent successful Vendor shall provide a two (2) year
maintenance bond covering the roofing system, The maintenance bond must be issued and
delivered to the Purchasing Division prior to Contract award.

[] LICENSE(S) / CERTIFICATIONS / PERMETS: In addition to anything required under the
Section of the General Terms and Conditions entitled Licensing, the apparent successfill Vendor
shall furnish proof of the following licenses, certifications, and/or permits prior to Contract

award, in a form acceptable to the Purchasing Division.

O

The apparent successful Vendor shall also furnish proof of any additional licenses or
certifications contained in the specifications prior to Contract award regardless of whether or not
that requirement is listed above.
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8. INSURANCE: The apparent successful Vendor shall furnish proof of the insurance identified
by a checkmark below and must include the State as an additional insured on each policy prior
to Contract award. The insurance coverages identificd below must be maintained throughout the
life of this contract. Thirty (30) days prior to the expiration of the insurance policies, Vendor
shall provide the Agency with proof that the insurance mandated herein has been continued.
Vendor must also provide Agency with immediate notice of any changes in its insurance
policies, including but not limited to, policy cancelation, policy reduction, or change in insurers.
The apparent successful Vendor shall also furnish proof of any additional insurance requirements
contained in the specifications prior to Contract award regardiess of whether or not that
insurance requirement is listed in this section.

Vendor must maintain:
Cemmercizl General Ligbility Izsurance in at least an amount of: $1,000,000.00 per
occurrence.
Arutomobile Liability Insurance in at least an amount of: $250,000.00  per occurrence.,

(] Professional/Vialpractice/Errors and Omission insurance in at least an amount of:
per occurrence.

[ Commercial Crime and Third Party Ficelity Insurance in an amount of:
per occurrence.

[] Cyber Liability insurance in an amountof: per occurrence,
(] Builders Risk Insurance in an amount equal to 100% of the amount of the Contract,

_____ per occurrence.

[J Pollutior Insurance in an amount of:

[ 1 Aircraft Liabiiity in an amount of:

]

peér occurrence.

]
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Notwithstanding anything contained in this section to the contrary, the Director of the
Purchasing Division reserves the right to waive the requirement that the State be named as
an additional insured on one or more of the Vendor’s insurance policies if the Director finds
that doing so is in the State’s best interest.

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

request,
1C. [Reserved}
11. LIQUIDATED DAMAGES: This clause shall in no way be considered exclusive and shall

not limit the State or Agency’s right to pursue any other available remedy. Vendor shall pay
liquidated damages in the amount specified below or as described in the specifications:

I for

[ Liquidated Damages Contained in the Specifications

12. ACCEPTANCE: Vendor’s signature on its bid, or on the certification and signature page,
constitutes an offer to the State that cannot be unilaterally withdrawn, signifies that the product
or service proposed by vendor meets the mandatory requirements contained in the Solicitation
for that product or service, unless otherwise indicated, and signifies acceptance of the terms and
conditions contained in the Solicitation unless otherwise indicated.

13. PRECING: The pricing set forth herein is firm for the lifc of the Contract, unless specified
elsewhere within this Solicitation/Contract by the State. A Vendor’s inclusion of price
adjustment provisions in its bid, without an express authorization from the State in the
Solicitation to do so, may result in bid disqualification. Notwithstanding the foregoing,
Vendor must extend any publicly advertised sale price to the State and invoice at the lower of
the contract price or the publicly advertised sale price.

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

15. PAYMENT METEODS: Vendor must accept payment by electronic funds transfer and
P-Card. (The State of West Virginia's Purchasing Card program, administered under contract
by a banking institution, processes payment for goods and services through state designated
credit cards.)
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16. TAXES: The Vendor shall pay any applicable sales, use, personal property or any other
taxes arising out of this Contract and the transactions contemplated thereby. The State of
West Virginia is exempt from federal and state taxes and will not pay or reimburse such taxes,

i7. ADDITIGNAL FEES: Vendor is not permitted to charge additional fees or assess
additional charges that were not either expressly provided for in the solicitation published by the
State of West Virginia or included in the unit price or lump sum bid amount that Vendor is
required by the solicitation to provide. Including such fees or charges as notes to the solicitation
may result in rejection of vendor’s bid. Requesting such fees or charges be paid after the contract
has been awarded may result in cancellation of the contract.

18. ¥*UNDING: This Contract shall continue for the term stated herein, contingent upon funds
being appropriated by the Legislature or otherwise being made available. In the event funds are
niot appropriated or otherwise made available, this Contract becomes void and of no effect
beginning on July 1 of the fiscal year for which funding has not been appropriated or otherwise
made available.

19, CAMCELLATICON: The Purchasing Division Director reserves the right to cancel this
Contract immediately upon written notice to the vendor if the materials or workmanship supplied
do not conform to the specifications contained in the Contract. The Purchasing Division Director
may also cancel any purchase or Contract upon 30 days written notice to the Vendor in
accordance with West Virginia Code of State Rules § 148-1-5.2.b.

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

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

22. CCMPLIANCE WITH LAWS: Vendor shall comply with all applicable federal, state, and
local laws, regulations and ordinances. By submitting a bid, Vendor acknowledges that it has
reviewed, understands, and will comply with all applicable laws, regulations, and ordinances.

SUBCOCNTRACTOR CCMPLIAMNCE: Vendor shall notify all subcontractors providing
commeodities or services related to this Contract that as subcontractors, they too are
required to comply with all applicable laws, regulations, and ordinances. Notification
under this provision must occur prior to the performance of any work under the contract by
the subcontractor.

23. ARBITRATION: Any references made to arbitration contained in this Contract, Vendor’s
bid, or in any American Institute of Architects documents pertaining to this Contract are hereby
deleted, void, and of no effect.
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24, MODIFICATIONS: This writing is the parties’ final expression of intent. Notwithstanding
anything contained in this Contract to the contrary no modification of this Contract shall be
binding without mutual written consent of the Agency, and the Vendor, with approval of the
Purchasing Division and the Attorney General’s office (Attorney General approval is as to form
only). Any change to existing contracts that adds work or changes contract cost, and were not
included in the original contract, must be approved by the Purchasing Division and the Attorney
General’s Office (as to form}) prior to the implementation of the change or commencement of
work affected by the change.

25. WAIVER: The failure of cither party to insist upon a strict performance of any of the terms
or provision of this Contract, or to exercise any option, right, or remedy herein contained, shall
not be construed as a waiver or a relinquishment for the future of such term, provision, option,
right, or remedy, but the same shall continue in full force and effect. Any waiver must be
expressly stated in writing and signed by the waiving party.

26. SUBSEQUENT FCRMS: The terms and conditions contained in this Contract shall
supersede any and all subsequent terms and conditions which may appear on any form documents
submitted by Vendor to the Agency or Purchasing Division such as price lists, order forms,
invoices, sales agreements, or maintenance agreements, and includes internet websites or other
electronic documents. Acceptance or use of Vendor’s forms does not constitute acceptance of the
terms and conditions contained thereon.

27. ASSTIGMIMENT: Neither this Contract nor any monies due, or to become due hereunder,
may be assigned by the Vendor without the express written consent of the Agency, the
Purchasing Division, the Attorney General’s office (as to form only), and any other government
agency or office that may be required to approve such assignments.

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

29, STATRE EMFLOCYEES: State employees are not permitted to utilize this Contract for
personal use and the Vendor is prohibited from permitting or facilitating the same.

30. PRIVACY, SECURITY, AND CCNFIDENTIALITY: The Vendor agrees that it wiil not
disclose to anyone, directly or indirectly, any such personally identifiable information or other
confidential information gained from the Agency, unless the individual who is the subject of the
information consents to the disclosure in writing or the disclosure is made pursuant to the
Agency’s policies, procedures, and rules. Vendor further agrees to comply with the
Confidentiality Policies and Information Security Accountability Requirements, set forth in

hup://www state. wv.us/admin/purchase/nrivacy/default.htiml.

Revised 06/05/2019



31. YOUR SUBMISSION I8 A PUBLIC DOCUMENT: Vendor’s entire response to the
Solicitation and the resulting Contract are public documents. As public documents, they will be
disclosed to the public following the bid/proposal opening or award of the contract, as required
by the competitive bidding laws of West Virginia Code §§ 5A-3-1 et seq., 5-22-1 et seq., and
5G-1-1 et seq. and the Freedom of Information Act West Virginia Code §§ 29B-1-1 et seq.

DO NOT SUBMIT MATERIAL YOU CONSIDER TO BE CONFIDENTIAL, A TRADE
SECRET, OR OTHERWISE NOT SUBJECT TO PUBLIC DISCLOSURE.

Submission of any bid, proposal, or other document to the Purchasing Division constitutes your
explicit consent to the subsequent public disclosure of the bid, proposal, or document. The
Purchasing Division will disclose any document labeled “confidential,” “proprietary,” “trade
secret,” “private,” or labeled with any other claim against public disclosure of the documents, to
include any “trade secrets” as defined by West Virginia Code § 47-22-1 et seq. All submissions
are subject to public disclosure without notice.

32, LACEMBING: In accordance with West Virginia Code of State Rules § 148-1-6.1.¢,
Vendor must be licensed and in good standing in accordance with any and all state and local
laws and requirements by any state or local agency of West Virginia, including, but not limited
to, the West Virginia Secretary of State’s Office, the West Virginia Tax Department, West
Virginia Insurance Commission, or any other state agency or political subdivision. Obligations
related to political subdivisions may include, but are not limited to, business licensing, business
and occupation taxes, inspection compliance, permitting, etc. Upon request, the Vendor must
provide all necessary releases to obtain information to enable the Purchasing Division Director
or the Agency to verify that the Vendor is licensed and in good standing with the above
entities.

SUBCONTRACTOR COMPLIANCE: Vendor shall notify all subcontractors
providing commoditics or services related to this Contract that as subcontractors, they
too are required to be licensed, in good standing, and up-to-date on all state and local
obligations as described in this section. Obligations related to political subdivisions may
include, but are not limited to, business licensing, business and occupation taxes,
inspection compliance, permitting, etc. Notification under this provision must occur
prior to the performance of any work under the contract by the subcontractor.

33. ANTITRUST: In submitting a bid to, signing a contract with, or accepting a Award
Document from any agency of the State of West Virginia, the Vendor agrees to convey, sell,
assign, or transfer to the State of West Virginia all rights, title, and interest in and to all causes of
action it may now or hereafter acquire under the antitrust laws of the United States and the State
of West Virginia for price fixing and/or unreasonable restraints of trade relating to the particular
conunodities or services purchased or acquired by the State of West Virginia. Such assignment
shall be made and become effective at the time the purchasing agency tenders the initial payment
to Vendor.
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34. VENDOR CERTIFICATIONS: By signing its bid or entering into this Contract, Vendor
certifies (1) that its bid or offer was made without prior understanding, agreement, or connection
with any corporation, firm, limited liability company, partnership, person or entity submitting a
bid or offer for the same material, supplies, equipment or services; (2) that its bid or offer is in all
respects fair and without collusion or fraud; (3) that this Contract is accepted or entered into
without any prior understanding, agreement, or connection to any other entity that could be
considered a violation of law; and (4} that it has reviewed this Solicitation in its entirety;
understands the requirements, terms and conditions, and other information contained herein.

Vendor’s signature on its bid or offer also affirms that neither it nor its representatives have any
interest, nor shall acquire any interest, direct or indirect, which would compromise the
performance of its services hereunder. Any such interests shall be promptly presented in detail to
the Agency. The individual signing this bid or offer on behalf of Vendor certifies that he or she is
authorized by the Vendor to execute this bid or offer or any documents related thereto on
Vendor’s behalf; that he or she is authorized to bind the Vendor in a contractual relationship; and
that, to the best of his or her knowledge, the Vendor has properly registered with any State
agency that may require registration.

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

Vendor shall hold harmless the State, and shall provide the State and Agency with a defense
against any and all claims including, but not limited to, the foregoing payments, withholdings,
contributions, taxes, Social Security taxes, and employer income tax returns.

36. INDEMINIFICATIGN: The Vendor agrees to indemnify, defend, and hold harmless the
State and the Agency, their officers, and employees from and against: (1) Any claims or losses
for services rendered by any subcontractor, person, or firm performing or supplying services,
materials, or supplies in connection with the performance of the Contract; (2) Any claims or
losses resulting to any person or entity injured or damaged by the Vendor, its officers,
employees, or subcontractors by the publication, translation, reproduction, delivery,
performance, use, or disposition of any data used under the Contract in a manner not authorized
by the Contract, or by Federal or State statutes or regulations; and (3) Any failure of the Vendor,
its officers, employees, or subcontractors to observe State and Federal laws including, but not
limited to, labor and wage and hour laws.
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37. PURCHASING AFFIDAVIT: In accordance with West Virginia Code §§ 5A-3-10a and
5-22-1(i), the State is prohibited from awarding a contract to any bidder that owes a debt to the
State or a political subdivision of the State, Vendors are required to sign, notarize, and submit
the Purchasing Affidavit to the Purchasing Division affirming under oath that it is not in
default on any monetary obligation owed to the state or a political subdivision of the state.

38. ADDITIONAL AGEMCY AND LOCAL GOVERNMENT USE: This Contract may
be utilized by other agencies, spending units, and political subdivisions of the State of West
Virginia; county, municipal, and other local government bodies; and school districts (“Other
Government Entities”), provided that both the Other Government Entity and the Vendor
agree. Any extension of this Contract to the aforementioned Other Government Entities must
be on the same prices, terms, and conditions as those offered and agreed to in this Contract,
provided that such extension is in compliance with the applicable laws, rules, and ordinances
of the Other Government Entity. A refusal to extend this Contract to the Qther Government
Entities shall not impact or influence the award of this Contract in any manner,

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

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

[] Such reports as the Agency and/or the Purchasing Division may request. Requested reports
may include, but are not limited to, quantities purchased, agencies utilizing the contract, total
contract expenditures by agency, etc.

[] Quarterly reports detailing the total quantity of purchases in units and dollars, along with a
listing of purchases by agency. Quarterly reporis should be delivered to the Purchasing Division
via email at purchasing requisitions.« wv,:zov.

41. BACK.GROUND CHECK: In accordance with W. Va. Code § 15-2D-3, the Director of the
Division of Protective Services shall require any service provider whose employees are regularly
employed on the grounds or in the buildings of the Capitol complex or who have access to
sensitive or critical information to submit to a fingerprint-based state and federal background
inquiry through the state repository. The service provider is responsible for any costs associated
with the fingerprint-based state and federal background inquiry.

After the contract for such services has been approved, but before any such employees are
permitted t0 be on the grounds or in the buildings of the Capitol complex or have access to
sensitive or critical information, the service provider shall submit a list of all persons who will be
physically present and working at the Capitol complex to the Director of the Division of
Protective Services for purposes of verifying compliance with this provision. The State reserves
the right to prohibit a service provider’s employees from accessing sensitive or critical
information or to be present at the Capitol complex based upon results addressed from a criminal
background check.

Revised 06/05/2019



Service providers should contact the West Virginia Division of Protective Services by phone at
(304) 558-9911 for more information.

42. PREFERENCE ¥OR USE OF DOMESTIC 8TEEL PRODUCTS: Except when
authorized by the Director of the Purchasing Division pursuant to W. Va. Code § 5A-3-56,
no contractor may use or supply steel products for a State Contract Project other than those
steel products made in the United States. A contractor who uses steel products in violation of
this section may be subject to civil penalties pursuant to W. Va. Code § 5A-3-56. As used in
this section:

a. “State Contract Project” means any erection or construction of, or any addition to,
alteration of or other improvement to any building or structure, including, but not limited
to, roads or highways, or the installation of any heating or cooling or ventilating plants or
other equipment, or the supply of and materials for such projects, pursuant to a contract
with the State of West Virginia for which bids were solicited on or after June 6, 2001,

b. “Steel Products™ means products rolled, formed, shaped, drawn, extruded, forged, cast,
fabricated or otherwise similarly processed, or processed by a combination of two or
more or such operations, from steel made by the open heath, basic oxygen, electric
furnace, Bessemer or other steel making process. The Purchasing Division Director
may, in writing, authorize the use of foreign steel products ift

¢. The cost for each contract item used does not exceed one tenth of one percent (.1%)
of the total contract cost or two thousand five hundred dollars ($2,500.00),
whichever is greater. For the purposes of this section, the cost is the value of the
steel product as delivered to the project; or

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

43. PREFLEENCE FOR USE OF DOMESTIC ALUMINUM, GLASS, AND STEEL: In
Accordance with W. Va. Code § 5-19-1 et seq., and W. Va. CSR § 148-10-1 et seq., for every
contract or subcontract, subject to the limitations contained herein, for the construction,
reconstruction, alteration, repair, improvement or maintenance of public works or for the
purchase of any item of machinery or equipment to be used at sites of public works, only
domestic aluminum, glass or steel products shall be supplied unless the spending officer
determines, in writing, after the receipt of offers or bids, (1) that the cost of domestic
aluminum, glass or steel products is unreasonable or inconsistent with the public interest of the
State of West Virginia, (2) that domestic aluminum, glass or steel products are not produced in
sufficient quantities to meet the contract requirements, or (3) the available domestic aluminum,
glass, or steel do not meet the contract specifications. This provision only applies to public
works contracts awarded in an amount more than fifty thousand dollars ($50,000) or public
works contracts that require more than ten thousand pounds of steel products.

The cost of domestic aluminum, glass, or steel products may be unreasonable if the cost is more
than twenty percent (20%) of the bid or offered price for foreign made aluminum, glass, or steel
products. If the domestic aluminum, glass or steel products to be supplied or produced in a
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“substantial labor surplus area”, as defined by the United States Department of Labor, the cost
of domestic aluminum, glass, or steel products may be unreasonable if the cost is more than
thirty percent (30%) of the bid or offered price for foreign made aluminum, glass, or steel
products. This preference shall be applied to an item of machinery or equipment, as indicated
above, when the item is a single unit of equipment or machinery manufactured primarily of
aluminum, glass or steel, is part of a public works contract and has the sole purpose or of being
a permanent part of a single public works project. This provision does not apply to equipment
or machinery purchased by a spending unit for use by that spending unit and not as part of a
single public works project.

All bids and offers including dormestic aluminum, glass or steel products that exceed bid or offer
prices including foreign alurinum, glass or steel products after application of the preferences
provided in this provision may be reduced to a price equal to or lower than the lowest bid or
offer price for foreign aluminum, glass or steel products plus the applicable preference. If the
reduced bid or offer prices arc made in writing and supersede the prior bid or offer prices, all
bids or offers, including the reduced bid or offer prices, will be reevaluated in accordance with

this rule.

44, INTERESTED PARTY SUFPLEMENTAL DISCLOSURE: W. Va. Code § 6D--2
requires that for contracts with an actual or estimated value of at least $1 million, the vendor
must submniit to the Agency a supplemental disclosure of interested parties reflecting any new
or differing interested parties to the contract, which were not included in the original pre-
award interested party disclosure, within 30 days following the completion or termination of
the contract. A copy of that form is included with this solicitation or can be obtained from the
WYV Ethics Commission. This requirement does not apply to publicly traded companies listed
on a national or international stock exchange. A more detailed definition of intcrested parties
can be obtained from the form referenced above.
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DESIGNATED COMNTACT: Vendor appoints the individual identified in this Section as the
Contract Administrator and the initial point of contact for matters relating to this Contract.

— Z MO en.
(Name, Title)

T Sveon ~ Cenar Minpodt
(Printed Name and Title)

Uy \eanp S B, Gisenestor 25701
(Address)
BN-AD-0LD OR3-S
(Phone Number) / (Fax Number) -
_ T Caanon @ HaaesTonpuuefunt, oM
(email address)

CERTIFICATION AMD SIGMNATURE: By signing below, or submitting documentation
through wvOASIS, I certify that T have reviewed this Solicitation in its entirety; that 1 understand
the requirements, terms and conditions, and other information contained herein; that this bid, offer
or proposal constitutes an offer to the State that cannot be unilaterally withdrawn; that the product
or service proposed meets the mandatory requirements contained in the Solicitation for that
product or service, unless otherwise stated herein; that the Vendor accepts the terms and
conditions contained in the Solicitation, unless otherwise stated herein; that [ am submitting this
bid, offer or proposal for review and consideration; that I am authorized by the vendor to execute
and submit this bid, offer, or proposal, or any documents related thereto on vendor’s behalf; that

1 am authorized to bind the vendor in a contractual relationship; and that to the best of my
knowledge, the vendor has properly registered with any State agency that may require
registration.

(Company)

(Authorized Signature) (Representative Name, Title)

(Printed Name and Title of Authorized Representative)

{Date)

(Phone Numbef}- (F ax Number)
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REQUEST FOR QUOTATION
CRIQ DR320G0030261
Graphic Design znd Promotional Materisls

SPECIFICATIONS

1. PURPCSE AND SCOPE: The West Virginia Purchasing Division is soliciting bids on behalf
of the West Virginia Division of Rehabilitation Services, Communications Unit to establish a
contract for the provision of Graphic Design Services and Production of a Retractable Banner
and Poster to promote pre-employment transition services (Pre-ETS) to students with
disabilities, ages 14-21, as federally mandated through the Workforce Innovation and
Opportunity Act.

2, DEFINITICONS: 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 “Centract Services” means a graphic designer(s), in collaboration with WVDRS, will
design and produce a retractable banner and a poster consistent with previously created
Pre-ETS promotionai materials, 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 “Bolicitation™ means the official notice of an opportunity to supply the State with
goods or services that is published by the Purchasing Division.

3. QUALITICATIONS: Vendor, or Vendor’s staff if requirements are inherently
limited to indjviduals rather than corporate entities, shall have the following minimum
qualifications:

3.1. Vendor must have a minimum five years’ experience providing graphic design
services of a similar nature to those requested in this solicitation. Vendor shall
provide a description of their company, including the number of years in
business and staff qualifications.

3.2. Vendor must have the capability and capacity to produce printed materials
similar to those requested in this solicitation for delivery by the stated date.
Vendor must not sub-contract printing of final designs without prior Agency
approval.
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REQUEST FOR QUOTATION
CRFQ DRS2000¢00001
Graphic Design and Promotionai Matevials

4. MANDATORY REQUIREMENTS:

4.1 Mendatory Contract Services Requirements and Deliverables: Coniract Services
must meet or exceed the mandatory requirements listed below.

4.1.1 Graphic Design Services, to mest the following, minimum requirements:

4.1.1.1 Graphic designer(s) shall work in collaboration with DRS staff to
design a banner and poster consistent in look and feel to previously
created Pre-ETS promotional materials. (See attached photographs
of previous materials),

4.1.1.2 Graphic designer(s) shall meet with Agency staff at the 107 Capitol
Street, Charleston, WV location 1 minimum of three times prior to
printing of materials, The first on-site meeting shall be the initial
discussion of the needs and provision of existing art files, poster and
banner examples to begin the graphic design work. A second
meeting shall be held to review progress of the design work, A final
on-site meeting shall be for the vendor to present their designs for
staffto review and choose for approval. Additional on-site meetings
may be necessary upon mutual agreement of the vendor and staff,

4.1.1.3 Graphic designer(s) shall produce a minimum of three graphic
designs of the poster and retractable banner for WVDRS staff to
review for acceptance.

4.1.1.4 Graphic designer(s) shall revise designs until approved and accepted
by the Agency.

4.1.1.5 Graphic files must be compatible with Adobe CS6.

4.1.1.6 Graphic designer(s) shall not produce any products until final
approval is given by the WVDRS Director.

4.1,1.7 The Agency shall maintain exclusive and irrevocable rights to all

work products, including electronic press ready files with source
files created through this project.
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REQUEST FOR QUOTATION
CRFQ DRE2C(ICIE001
Graphic Design and Promotionai Materials

4.1.2

Retractable Banuer shell meet the following minimum requirements:

4.%.2.1 Banner size shall be 33” x 80”.
4.1,2.2 Banner stand must have a durable aluminum frame.

£.1.2.3 Banner stand base shall be rectangular in shape, have a silver or
chrome metallic finish and be designed so that the stand stabilizes
itself without any protruding supporting feet.

4.1.2.4 Banner stand shall have a spring that allows the banner to be pulled
up from the base and attach to a pole mounted in the back center of
the base. Banner may be retracted for storage into the base.

4.1.2.5 Banner shall be single-sided print on high-quality vinyl using
durable, high-quality ink.

4.1.2.5 Banner and stand shall include a durable canvas carrying case with
two handles for carrying at your side and a shoulder strap.

4.1.2.7 Vendor shall provide an artwork proof of the hanner for review and
approval prior to production,

4.1.2.2 Banners shall be delivered by August 30, 2019 to the WVDRS
Nitro Offices at 10 McJunkin Road, Nitro, WV 25143,

4.1.2 Poster shall meet the following minimum requirements:

Revised 12/12/2017

4,5.3.1 Poster size shall be 18" x 24,

4.1.3.2 Poster paper shall be 100# text, No. 1 grade coated stock, dull finish,
with at least 92 brightness.

4.1.3.3 Poster ink shall be 4 color process with bleed.
4.1.3.4 Poster shall have flood varnish or aqueous coating.

4.1.3.5 Poster shall be printed on one side only.



REQUEST FOR QUOTATION
CRFQ DRS2065055021
Graphic Design and Prometional Materials

4.1.3.8 Poster shall have 4 color printing consisting of photographs and
typography. Printer must use 175 line screen.

4.1.3.7 Posters must be shipped flat, packaged by wrapping in groups of 50
with chip board on top and bottom of each group to provide stability
and keep them flat and unwrinkled.

4.1.3.3 Vendor shall provide a color-match print proof at full size for review
and approval prior to printing.

4.1.3.9 Posters shall be delivered by August 30, 2019, to the WVDRS Nitro
Offices at 10 McJunkin Road, Nitro, West Virginia 25143.

S. CONTRACT AWARD:

5.1 Cortract Award: The Contract is intended to provide A gency with a purchase
price for the Contract Services. The Contract shall be awarded to the Vendor
that provides the Contract Services meeting the required specifications for the
lowest overall total cost as shown on the Pricing Pages.

5.2 Prieing Fage: Vendor should complete the Pricing Page by inserting the Unit
Price and Total Price in the Oasis pages. Vendor should complete the Pricing
Page in full as failure to complete the Pricing Page in its entirety may result in
Vendor’s bid being disqualified.

Vendor should type or 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: Tara Lyle, Buyer
Supervisor, Email: Tara.L.Lyle:s'wv.zov.

6. PEEFORMANCE: 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. In the event that 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.

Revised 12/12/2017



REQUEST FOR QUOTATION
CRFG DRS200C0SCGCC1E
Craphic Desigz and Promotional Materials

7. PAYNMENMT: Agency shall pay the Unit Prices, as shown on the Pricing Pages, for all Contract
Goods and 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 shall be responsible for all mileage and travel costs, including travel time,
associated with performance of this Contract. Any anticipated mileage or travel costs may be
included in the flat fee or hourly rate listed on Vendor’s bid, but such costs will not be paid by
the Agency separately.

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: -

<]
.

$.1. Vendor must identify principal service personnel which will be issued access
cards and/or keys to perform service.

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

$.3. Vendor shall notify Agency immediately of any lost, stolen, or missing card or
key.

3.4, Anyone performing under this Contract will be subject to Agency’s security
protoco] and procedures.

$.5. Vendor shall inform all staff of Agency’s security protocol and procedures.

10. VENDOR DEFAULT:
18.1, 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,

16.1.2.Failure to comply with other specifications and requirements contained
herein.
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REQUEST FOR QUOTATION
CRIFG DRS2600805201
Graphic Design and Promotiong! Materials

i9.1.3.Failure to comply with any laws, rules, and ordinances applicable to the
Contract Services provided under this Contract.

18.1.4. Failure to remedy deficient performance upon request.
18.2. The following remedies shall be available to Agency upon default,
16.2.1. Immediate cancellation of the Contract.

16.2.Z, Immediate cancellation of one or more release orders issued under this
Contract,

10.2.3. Any other remedies available in law or equity.

11. MISCELLANEQUS:

11.1. Contract Mzasger: 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.

Contraet Manager; |1M Stz oo

Telephone Number: 304 -243-10L3

Fax Mumber; 30N -3y (IS

Emgil Address: “Tim, SHer Do @ GiariES TOLBIEAZLT, Cbn
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STATE OF WEST VIRGINIA
Purchasing Division

PURCHASING AFFIDAVIT

COMSTRUCTIOM CONTRACTS: Under W. Va. Code § 5-22-1(i), the contracting public entity shall not award a
construction contract to any bidder that is known to be in default on any monetary obligation owed to the state or a
political subdivision of the state, including, but not limited to, obligations related to payroll taxes, propeity taxes, sales and
use taxes, fire service fees, or other fines or fees.

ALL COMTRACTS: Under W. Va. Code §5A-3-103, no contract or renewal of any contract may be awarded by the state
or any of its political subdivisions to any vendor or prospective vendor when the vendor or prospective vendor or a related
party to the vendor or prospective vendor is a debtor and: (1) the debt owed is an amount greater than one thousand
dollars in the aggregate; or {2) the debtor is in employer default.

EXCEPTION: The prohibition listed above does not apply where a vendor has contested any tax administered pursuant fo chapter
elaven of the W. Va, Code, workers' compensation premium, permit fee or environmantal fee or assessment and the matter has
not become final or where the vendor has entered into a payment plan or agreement and the vendor is not in default of any of the
provisions of such plan or agreement.

DEFINITIONS:

“Debt” means any assessment, premium, penalty, fine, tax or other amount of money owed to the state or any of its political
subdivisions because of a judgment, fine, permit viclation, license assessment, defaulted workers’ compensation premium, penalty
or ather assessment presently delinquent or due and required to bs paid to the stats or any of its political subdivisions, inciuding
any interest or additional penaities accrued thereon.

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

“Related party” means a party, whether an individual, corporation, partnership, association, limited liability company or any other
form or business association or other entity whatsoever, related to any vendor by blood, marriage, ownership or contract through
which the party has a relationship of ownership or other interest with the vendor so that the party will actually or by effect receive or
control a portion of the benefit, profit or ather consideration from performance of a vendor contract with the panty recelving an
amount that meets or exceed five percent of the total contract amount,

AFFIRMATION: By signing this form, the vendor’s authorized signer affirms and acknowledges under penalty of
law for false swearing (4. Va, Code §67-5-3) that: (%) for construction contracts, the vendor is not in defauk on
any moneizry obligation owed to the siate or a political subdivision of the state, anc (2) for all othzr contracts,
that neither vendor nor any related party owe a debt as dafined above and that reltier vendor nor any related
parly are in employer defauli as defined above, unjess the debt or employer defeult is permitted under the
exceplion abova,

WITMESS THE FOLLOWING SIGHNATURE:
Vendor's Name: CHﬂQ.LE;TUV EarT , It i

Authorized Signature: __ Z% Date: _ 7/ 17 } ]5

State of L\_)g 6& Ui c%\r\'\@;
County of V'\m'mm , to-wit:

Taken, subscribed, and swom to before me this lq_“\day of 3@% 2 - ; 20_\3.
My Commission expires ND\I Qq .20LO

L SEAL - ‘
£ OF WEST PTARY PUBLIC (D\L&M@M’Yjﬂ

WSTATE OF WEST VIRGINIA)
i NOTARY PUBELIC
Chnging G Prince

PC Box 241
Winfald Wy 26213
My Com='ss.an Exzi%es Novembar 28, 2020

AFFIX SEAL HER

Purchasing Affidavit (Revised 01/19/2018)




Public Relations Date 7/16/2019
Division of Rehabilitation Services

107 Capitol Street

Charleston, WV 25301

Attn: Purchasing

Charleston Blueprint has been in existence for over 32 years in Charleston, West Virginia. It is 100%
owned and operated in West Virginia by West Virginians. We employee 22 individuals in our three
locations, Charleston, Teays Valley and Morgantown. Our in-house printing allows us to produce
virtually any volume order from one to thousands and sizes ranging from business card up to large
banners. We can customize

We have over many years of experience in our graphic design and printing services. Please see
attachments for several of our individual credentials.

We pride ourselves on doing the right job, on time and within budget for many clients throughout the
state. Please call with any question or comments.

Tim Sheldon

General Manager
Charleston Blueprint, Inc.
1203 Virginia Street, East
Charleston, WV 25301
1-800-220-9625

Fax 1-304-343-1095
Mobile 1-304-561-7965



Contact

Keoblentz@yahoo, com
201.401.0118

Skills

Layoul / Graphic Design
Adobe |llustrator
Adobe Photostiop
'Adat:n_e InDesign

Adobe Acrobat
Prepress

Customer Service
Bindery / Finishing
Digial Printing '

Education

West Virginla University
sttt

Bridemont Community and

Technical College

Erifting Tectinolog)

Frederick County Carser and

Technology Center
=] 1= e

Middletown High School

Middletown, MD

Faly Sch |plama

(2004 -2

Katie Coblentz

Summary

I am determined to be successful in the field of printing and graphics
communication to help increase the respect the industry deserves.

Experienca

Morgantown Blueprint
Graphic Designer / Customer Service Rep / Printing Specialist
February 2014 - Present

Hub Labels, Inc.
Customer Service Representative
November 2013 - February 2014 (4 months)

Express Signs, Inc.

Sign Fabricator
August 2013 - November 2013 (4 months)

Charleston Blueprint

Large Format Specialist
August 2011 - June 2013 (1 year 11 months)

WVU Tech
Production Manager
January 2010 - May 2011 (1 year 5 months)

Social Security Administration Headquarters

STEP Intern
June 2010 - August 2010 (3 months)

Frederick News Post

Intern
May 2009 - August 2009 (4 months)



CARA L. McWHORTER

EMPLOYMENT HISTORY

Charleston Blueprint, Charleston, WV 01/2013 - Present
Graphic Designer/Copy Center Associate
e Graphic Designer
¢ Use various software programs to design projects and create unique
materials and logos
Microsoft Word, Microsoft Publisher, Adobe Acrobat, Adobe InDesign, Adobe Photoshop,
Photo Stage
Scanning and editing
Order and maintain paper supplies
Produce various printed materials
Binding: GBC, Velo, Spiral
Prepare invoice for jobs completed

Elite Court Reporting LL.C, Cross Lanes, WV 2010 - 2013
Accounts (Part time)

e Itemize depositions and prepares invoices monthly

¢ Prepares Monthly and past due statements

¢ Ensures accuracy for all invoices

Medical Marketing Dynamics, Teays Valley, WV 06/2011-12/20112
Graphics Designer/Office Manager

e Medical Marketing Dynamics is a company that markets Medical Specialists

» Typesetting, preparing and proofing jobs for printing

¢ Scanning and editing documents and artwork as well as creating logos

¢ Setting appointments, reserving space and set-up for seminars
Staples, Nitro, WV 10/2006-06/2011
Copy Center Manager

» Supervise Copy Center Associates. Quote job costs with customers
® Order materials for production

e Job scheduling

¢ Responsible for meeting deadlines

Perform photocopying, color copying, wide format color copying,
mounting and laminating, filing, binding, misc finishing and various
production activitics

Typesetting, preparing and proofing jobs for printing

Scanning and editing documents and artwork.

Maintain customer relationships and confidentiality

Deal with problem solving issues, from customer relations and satisfaction, supplies
Interviewing potential employees

C.L. McWhorter page 1 of 2



Stayed at home with child 03/03-10/06

Print Quick Printing, Charieston, WV 1989-2003
Service Manager

* Supervise Service Assistants, Runners, Copy

¢ Personnel and all other hourly associates

* Interview, hire and terminate employees

s Negotiate job costs with customers

* Maintain accounts receivable records and collections

e Receive payments and post to customer accounts

® Prepare monthly statements

Prepare and make bank deposits

Purchased all materials for production

Responsible for meeting all deadlines

Maintain customer relationships and confidentiality

Dealt with all problem solving issues, from customer relations and satisfaction, supplies, and employee
problems

EDUCATION

St. Albans High School 1985
General Education

Ben Franklin Career & Technical 1985
Commercial Art

C.L. McWhorter page 2 of 2



Benjamin Man

Objective

Creative and self-motivated individual with a strong track record for hard work, dedication, and
proficiency.

Qualifications

s  Advanced training and experience in Microsoft Office, Karmak, Adobe Photoshop, Adobe
IHlustrator, Adobe Indesign, HTML code, and various audio/video editing program’s,

s  Proficiency with both PC and MAC operating systems,
* Aneye for form and function with the ability to incorporate various skills.

»  Completed several college courses including; Computer Science, Allied Health, English,
Sociology, Math, Humanities, as well as Art History.

» Focused and driven, with a strong work ethic and a desire to leave an impression through my
work.

® A proven team player with the ability to function on an individual level.

Education

Credit hours towards Associates in Nuclear Medicine
West Virginia State University = Institute, WV «2003-2005

High School Diploma
Scutth Charleston High School s South Charleston, WV » 1996-1999

Employment

Graphic Design, Large Format Printing
Charleston Blueprint Inc. #2011 - Present

= Responsible for creating eye catching graphic content that displays form and function.
e Pre-production work preparing submitted files for print.

¢  Post-production work applying materials to media or hardware.

n

e Client relations. Ensuring our client needs have been met in a professional and timely manner.

Graphic Design
Dunbar Printing =2010 - 2011

e Temporary position creating directory books for The State of West Virginia

Page 1 of |



Purchasing Divison State of West Virginia

2019 Washington Street East :
BostiBTeslb el 0in Request for Quotation

Charleston, WV 25305-0130 30 — Printing

Proc Folder: 524676
Doc Description: Addendum No. 3 - Graphic Design and Banner/poster
Proc Type: Central Purchase Order

DEPARTMENT OF ADMINISTRATION

PURCHASING DIVISION

2019 WASHINGTON STE

CHARLESTON wv 25305
us

Date Issued Solicitation Clogses | Solicitation No Version

2019-07-16 2019-07-18 CRFQ 0932 DRS2000000001 4
13:30:00

BID RECEIVING LOCATION

BID CLERK

VENDOR

Vendor Name, Address and Telaphone Number:

CaaRLESTON Buue@uNT, INC
12003 \iee\NWA Cr g,
CuARLESTON, WN 2530)

N -24%- 10\

FOR INFORMATION CONTACT THE BUYER

Tara Lyle
(304) 558-2544
tara.l.lyle@wv.gov

Z

Signature X "7, Cuit oy reve 55 -0LALUSY

DATE 7—’7“'6

All offers subject to all terms and condltions contained In this solicitation

Page: 1

FORM ID : WV-PRC-CRFQ-001




| ADDITIONAL INFORMATION:

Addendum No. 3

1. Issued to correct the bid receiving location previously published on the CRFQ.

The correct address to submit bids is -
BiD CLERK

DEPARTMENT OF ADMINISTRATICN
PURCHASING DIVISION

2019 WASHINGTON ST E
CHARLESTON WV 25305

2. To extend the bid opening from 07/17/2019 to 07/18/2019 at 1:30 pm.

No other changes.

INYOICE TO

SHWP TO

PUBLIC RELATIONS

DIVISION OF REHABILITATION SERVICES
107 CAPITOL 8T

CHARLESTON WV 25301

PUBLIC RELATIONS

DIVISION OF REHABILITATION SERVICES
107 CAPITOL ST

CHARLESTON WV 25301
us us
Line Comm Ln Desc Qty Unit Issue Unit Price Total Price
1 GRAPHIC DESIGN SERVICES 1.00000 JOB 200 200%™
Comm Code Manufacturer Specification Maodel #
82140000

Extended Description :
PER ITEM 4.1.1 SPECIFICATIONS

INVOICE TO SHIP TO

PUBLIC RELATIQONS PUBLIC RELATIONS

DIVISION OF REHABILITATION SERVICES DIVISION OF REHABILITATION SERVICES

107 CAPITOL ST 107 CAPITOL ST

CHARLESTON WV25301 CHARLESTON WV 25301

us us

Line Comm Ln Desc Qty Unit Issue Unit Price Total Price

2 RETRACTABLE BANNER 160.00000 EA (=« O

¢ 10 410,90

Comm Code Manufacturer Specification Model #
82121505

Extended Description :
PER ITEM 4.1.2 SPECIFICATIONS

Page: 2




INVOICE 10 SHIP 7O
PUBLIC RELATIONS PUBLIC RELATIONS
DIVISION OF REHABILITATION SERVICES DIVISION OF REHABILITATION SERVICES
167 CAPITOL ST 107 CAPITOL ST
CHARLESTON Wv25301 CHARLESTON WV 25301
us us
Line Comm Ln Desc Oty Unit lssue Unit Price Total Price
3 PO R 200.00000 EA co i
STE 3%%a.  ALOO
Comm Code Manufacturer Specification Model #
82121505
Extended Description :
PERITEM 4.1.3 SPECIFICATIONS
|SCHEDULE OF EVENTS
Line Event Event Date
1 Questions due by 2:00 pm 2019-07-09

Page: 3




Document Phase
DRS2000000001 Final

Document Description
Addendum No. 3 - Graphic Design and

Banner/poster

Page 4
of 4

ADDITIONAL TERMS AND CONDITIONS

See attached document(s) for additional Terms and Conditions




ADDENDUM ACKNOWLEDGEMENT FORM

SOLICITATION NO.: CRFQ DRS200000001

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

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

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

[ V{ Addendum No. 1 [ 1 Addendum No. 6
[ ‘4 Addendum No. 2 [ ] Addendum No. 7
[ \{ Addendum No. 3 [ ] Addendum No. 8
[ ] Addendum No. 4 [ ] Addendum No. 9
[ ] Addendum No.5 [ ] Addendum No. 10

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

CuarizsTon BuwefunT, Ine.
Company

740

Authorized Signature

T-11-19

Date

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





