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Date Printed: Mar 12, 2024 Page: 1 FORM ID: WV-PRC-SR-001 2020/05

Department of Administration
Purchasing Division
2019 Washington Street East
Post Office Box 50130
Charleston, WV 25305-0130

State of West Virginia
Solicitation Response

Proc Folder: 1358546

Solicitation Description: Certified Mail Tracking Software

Proc Type: Central Contract - Fixed Amt

Solicitation Closes Solicitation Response Version

2024-03-12 13:30 SR 0802 ESR03112400000004808 1

VENDOR

000000101263
PITNEY BOWES INC

Solicitation Number: CRFQ 0802 DMV2400000002

Total Bid: 42235.919999999998253770172595977783203125Response Date: 2024-03-11 Response Time: 12:54:22

Comments:  

FOR INFORMATION CONTACT THE BUYER
David H Pauline
304-558-0067
david.h.pauline@wv.gov

Vendor
Signature X                                                                     FEIN#                                                       DATE
All offers subject to all terms and conditions contained in this solicitation
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Line Comm Ln Desc Qty Unit Issue Unit Price Ln Total Or Contract Amount
1 Certified Mail Tracking Software 12.00000 MO 1173.220000 14078.64

Comm Code Manufacturer Specification Model #
43231515    

Commodity Line Comments:  

Extended Description:
Certified Mail Tracking Software Year One.

Line Comm Ln Desc Qty Unit Issue Unit Price Ln Total Or Contract Amount
2 Certified Mail Tracking Software Installation & 

Training
1.00000 EA 0.000000 0.00

Comm Code Manufacturer Specification Model #
43231515    

Commodity Line Comments: Installation and Training is included in the monthly software cost.

Extended Description:
Certified Mail Tracking Software Installation and Training.

Line Comm Ln Desc Qty Unit Issue Unit Price Ln Total Or Contract Amount
3 Certified Mail Tracking Software Year 2 12.00000 MO 1173.220000 14078.64

Comm Code Manufacturer Specification Model #
43231515    

Commodity Line Comments:  

Extended Description:
Certified Mail Tracking Software Year Two.

Line Comm Ln Desc Qty Unit Issue Unit Price Ln Total Or Contract Amount
4 Certified Mail Tracking Software Year 3 12.00000 MO 1173.220000 14078.64

Comm Code Manufacturer Specification Model #
43231515    

Commodity Line Comments:  

Extended Description:
Certified Mail Tracking Software Year Three.

Line Comm Ln Desc Qty Unit Issue Unit Price Ln Total Or Contract Amount
5 Certified Mail Tracking Software Year 4 12.00000 MO 0.000000 0.00

Comm Code Manufacturer Specification Model #
43231515    

Commodity Line Comments: *Please see bid response, we are providing a monthly all-inclusive lease cost for a 36-month lease term.

Extended Description:
Certified Mail Tracking Software Year Four.
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State of West Virginia 

Pitney Bowes Proposal Response 

Solicitation # DMV2400000002 – Certified Mail Tracking Software 

Due: March 12, 2024 @ 1:30pm 

Submitted by: 
Susan Lopinsky 
Major Account Manager 
Pitney Bowes Inc. 
Phone: 304-881-9298 
Email: Susan.lopinsky@pb.com 
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March 11, 2024 
 
State of West Virginia 
Department of Administration, Purchasing Division 
2019 Washington Street East 
Charleston, WV 25305-0130 
Fax: 304-558-3970 
 
Hello: 
 
Pitney Bowes Inc. is pleased to submit the enclosed offer in response to the referenced 
Solicitation # DMV2400000002 – Certified Mail Tracking Software. For more than 100 years, 
Pitney Bowes has been helping state and local governmental customers meet their varied mailing 
needs at highly competitive prices. As the original equipment and software manufactures and 
service providers of the products offered, we are committed to providing superior customer 
service, product quality, value-based solutions and technology, innovative cost solutions and 
outstanding service. Please note, this offer is contingent on the terms of this offer letter.  
Any subsequent contract or purchase order will be governed by the terms of your 
solicitation document as well as any terms contained in our proposal.  If the terms and 
conditions are not acceptable as offered, the price proposal as provided is not valid and 
subject to change and new negotiation. 
 
The following proposal outlines our offer. PBI bids in accordance with the bid and included with 
our submittal are the Pitney Bowes Rental terms and conditions. Please note that the agreements 
referenced above as attachments, are industry standard and are specific to the structure being 
offered. Pitney Bowes agrees to negotiate in good faith. 
 
Per the Q&A that was posted with Addendum 1, the pricing on our price page attached to this 
response is the monthly all-inclusive Lease cost for a thirty-six (36) month lease term. 
 
Pitney Bowes respectfully notes the following exceptions or modifications to the West Virginia 
Terms and Conditions. Modifications will be indicated with exception as struck through and in red 
font and additions will be in blue italics. 
 
General Terms and Conditions  
Section 8, INSURANCE – PB takes exception as written and proposes the following deviations - 
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 identified below must be maintained throughout the 
life of this contract. Ten (10) Thirty (30) days after renewal 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 material changes in its 
insurance policies, including but not limited to, policy cancelation, and policy reduction, or 
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change in insurers. The apparent successful Vendor shall also furnish proof of any additional 
insurance requirements contained in the specifications prior to Contract award. regardless of 
whether or not that insurance requirement is listed in this section. 

 
Section 13, PAYMENT IN ARREARS: Payments for goods/services will be made in arrears only 
upon receipt of a proper invoice, by the due date indicated on the invoice, detailing the 
goods/services provided or receipt of the goods/services, whichever is later. Notwithstanding the 
foregoing, payments for software maintenance, licenses, or subscriptions may be paid annually 
in advance. 
 
Section 19, CANCELLATION: The Purchasing Division Director reserves the right to cancel this 
Contract immediately upon written notice to the vendor if the materials or workmanship supplied 
do not conform to the specifications contained in the Contract. The Purchasing Division Director 
may also cancel any purchase or Contract upon 30 days written notice to the Vendor in 
accordance with West Virginia Code of State Rules § 148-1-5.2.b. Payments obligations will be 
in effect for services performed up until the date of termination. 
 
Section 25, SUBSEQUENT FORMS:  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.  For the avoidance of doubt, the Contract executed by the parties 
shall consist of these general terms and conditions and Vendor’s State and Local Fair Market 
Value Lease Terms, which is incorporated in the Contract by reference.  These general terms and 
conditions and Vendor’s State and Local Fair Market Value Lease Terms together shall form the 
entire Contract between the parties. 
 
Section 26, ASSIGNMENT. Neither this Contract nor any monies due, or to become due 
hereunder, may be assigned by the Vendor without the express written consent of the Agency, 
the Purchasing Division, the Attorney General’s office (as to form only), and any other government 
agency or office that may be required to approve such assignments.  We may not assign, sell or 
transfer all or part of this Lease or the Equipment without your consent, which consent will not be 
unreasonably withheld, delayed or denied, unless such assignment is to a Permitted Assignee. 
We may freely assign this lease to a Permitted Assignee without your consent and without notice 
to you. A Permitted Assignee is defined as any subsidiary, wholly owned, directly or indirectly by 
PBI that has a net worth of $50 million or greater.  Both parties agree and acknowledge that any 
assignment by us will not materially change either party’s obligations. 
 
Section 28 – PB takes Exception as written and proposes the following deviations. The specific 
warranties that PBI provides with respect to its products and their functionality are 
contained in the PB Terms.  Please refer to Section 1 of this offer letter - Customer 
Satisfaction Guarantee. - 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 (bc) be free from defect in material and workmanship. 
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1.0 – Qualifications and Experience    
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Our Company

SaaS Shipping Solutions

Multi-carrier technology that helps 
your entire organization make the 
right decisions for everything you 

send. 

Mailing Solutions 

Remove complexity out of mailing 
with hardware and software 
technology to accurately and 

efficiently produce and process mail.

Inbound Parcel Management

Simplify the inbound package and asset 
experience with custom built solutions 

that deliver safety, security and 
convenience.

Capabilities

Business Communication 
Automation

Digital solutions and services to 
enhance document production and 

multichannel output.

Business Initiatives

Empower employees to ail and 
ship from anywhere, even from 
home.

Enable remote sending

Increase peace-of-mind 
knowing mail is delivered.

Business continuity

Ensure compliance and protect 
private customer information in your 
workflows.

Mitigate Risk

Streamlined intelligent parcel 
delivery and tracking.

Contactless package delivery

Gain visibility and control with power 
insights into sending and receiving 
across your organization.

Optimize operating costs

Increase productivity and focus 
on your core business.

Managed services

Global reach

11,000 employees with 2,500 dedicated Global 
Service staff

Support over 750,000 businesses around the world 
including 90% of the Fortune 500

Local Partner

US-based with headquartered in Stamford, CT

Direct sales and service plus local partner channel to 
support you everywhere you do business.

100 Years of Experience and Innovation

Market leader in mailing and shipping

Over 3000 active patents

Trust and Expertise

Recognized by JD Power 2 years in a row

• 2020 Certified Assisted Technical Support (tele 
support)

• 2021 Certified Technical Support and Service (tele,
field, self service delivery)

97% overall customer satisfaction rating



About Us

About Pitney Bowes

Pitney Bowes is a global technology company providing commerce solutions that power billions of transactions. 

Clients around the world, including 90 percent of the Fortune 500, rely on the accuracy and precision delivered 

by Pitney Bowes solutions, analytics, and APIs in the areas of ecommerce fulfillment, shipping and returns; 

cross-border ecommerce; office mailing and shipping; presort services; and financing. 

For 100 years Pitney Bowes has been innovating and delivering technologies that remove the complexity of 

getting commerce transactions precisely right.

Sending Technology Solutions

Sending is who we are. Innovating is what we do. For nearly 100 years, Pitney Bowes has crafted innovative 

technologies to help businesses of all sizes meet their immediate shipping and mailing needs and stay ahead of 

the curve in the fast-changing world of modern commerce. Sending is at the core of everything we do.

Every day, we help simplify sending for over 1 million customers.

For us, getting it right matters. With a steady focus on the future of sending, Pitney Bowes continues to 

innovate every day. From the first postage meters to today’s software and services, we’ve crafted a range of 

sending technology solutions that remove complexity and drive meaningful impact for your business.

Mailing 
Solutions

Shipping 
Solutions

Inbound 
Management

Digital 
Solutions

Financial 
Services

Professional 
Services

Our mailing solutions help 
organizations of all sizes 

save time and money.

Our shipping solutions help 
organizations make the right 
decisions on everything they 

send.

Our inbound parcel 
solutions give  organizations 

visibility and control over 
everything they receive.

Our digital solutions help 
organizations easily 

enhance and scale their 
physical and electronic 

sending capabilities.

Our financial services offer 
businesses flexible payment 
options and improve access 

to capital.

Our professional services 
help organizations start 

sending quickly and 
efficiently.

Page 6 



Customer Satisfaction Guarantee
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Pitney Bowes Sending Technology Solutions is committed to providing our customers with the finest products backed by the highest quality care
and service. As long as you continually maintain coverage with a Pitney Bowes Service Level Agreement for hardware and a software
maintenance agreement for software after warranty, Pitney Bowes promises to provide you the following:

Guaranteed product performance
For all new and remanufactured Pitney Bowes branded products provided by Pitney Bowes in the U.S., we guarantee
performance to our specifications for the initial term of the lease or three years if purchased. If, during that period, the 
product does not perform to our specifications, and we cannot repair it, we will replace it with a comparable product. If
during the first ninety days after installation the replacement product does not perform as specified, you will be entitled
to a refund of payments made to us for the replacement product. If the original or replacement product fails to perform
due to the use of a non-Pitney Bowes consumable supply or unapproved software/hardware modification, this guarantee
will not apply.

Guaranteed nationwide service
Our nationwide service force will respond to service and preventative maintenance requests as part of your 
maintenance agreement for hardware. If we find that we cannot return your Pitney Bowes branded equipment to a
satisfactory operating condition within a reasonable time, where appropriate, we will provide you with a loaner at no 
additional cost.

Help line support
For customers with products that are supported through our Diagnostics Center, toll-free telephone technical 
assistance is available Monday through Friday, 8:00am until 8:00pm ET exclusive of holidays.

Rate change protection
With our ability to accommodate a wide range of carriers, we are your rate data source. Also, should you select any of our
plans that include software rate protection, we guarantee that you will not be charged for unexpected rate changes within 
the scope of your plan.

Operator productivity and training excellence
For all products that we install, our skilled professionals will effectively deliver the agreed upon installation and training 
services.

Purchase Power® service
The Pitney Bowes Bank, Inc. provides postage advances to all qualified customers in good standing. You will not have to 
pay for postage in advance. You can mail now and pay later when you get your bill.

At Pitney Bowes, we are committed to maintaining long-term partnerships with our customers. If our sales and service support team has been
unable to satisfy you, I would like to hear from you. Please call my office at 800 622 2296.

We won’t be satisfied until you are satisfied.

Harris Warsaw
Senior Vice President Global Sales, Global Sending Technology Solutions



Pitney Bowes Corporate AchievementsPitney Bowes Corporate Achievements
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2.0 – Product Brochure        
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



When every department takes care of their own shipping 
and mailing, it can be hard to control costs. Overspending is 
common when different shipping systems or non-compliant 
account numbers are utilized. Plus, it’s difficult to capture 
accurate client and departmental charges. Now, one system 
can help you in every location. SendPro Enterprise (SPE) is a 
cloud-based multi-carrier shipping and mailing system that 
offers greater control, visibility and accuracy. Harness costs 
and operate your business with greater efficiency, whether 
employees are at headquarters, a satellite office or a 
remote location.

Shipping
Software & Systems

Control sending costs with a 
single solution.

SendPro® Enterprise

For more information, visit us online: pitneybowes.com/us/spe

Achieve visibility and accuracy with a smart, cloud-based solution.

Centralize operations to boost your bottom line. 
• View all activity and costs for all locations and carriers.
• Simplify how employees send overnights, packages, 

parcels, Certified Mail® and even personal packages.
• Standardize sending processes for proper accounting  

and tracking.
• Streamline payments with one monthly bill for major 

carriers, including the USPS®.1

• Choose the optimal carrier and service. 



United States
3001 Summer Street
Stamford, CT 06926-0700

Pitney Bowes and the Corporate logo are trademarks of Pitney Bowes Inc. or a subsidiary.  

All other trademarks are the property of their respective owners. © 2018-2019 Pitney Bowes Inc. All rights reserved. 19SMB04131_US

2 Source: BusinessWire

For more information 
visit us online: 
pitneybowes.com/us/spe

Take control to make shipping and mailing more efficient. 
Better visibility can improve how you manage and control your shipping 
and mailing operation. SendPro® Enterprise offers a company-wide view  
of your spending and activity in a single cloud-based dashboard, enabling 
you to view every user and every location. 

• Use one system across your mail center, headquarters, warehouse,  
satellite offices and remote work places.

• Leverage single sign-on to turn off or turn on a user easily,  
adding a layer of security.

• Give employees the tools to ship and print postage efficiently,  
for professional and personal use.

• Import all contacts and verify addresses within one system.
• Consolidate shipping and mailing charges from all major carriers  

to make to make only one monthly payment.1

Empower employees to make smarter decisions. 
With shipping costs estimated to represent up to 10 percent of your 
bottom-line expenses2, SendPro Enterprise allows your employees to 
rate shop and reduce expenses every time they send.

• Compare rates and delivery options across multiple carriers  
side-by-side.

• View accurate information regarding savings, landed costs,  
delivery date and time.

• Displays rate-shopping alerts to notify employees of less  
expensive options.

• Enable employees to send personal items and charge back to their  
own credit card.

Pinpoint cost and auditing accuracy. 
Instead of wasting time and resources with manual cost entry,  
SendPro Enterprise automates accounting to remove the complexity  
and risk by capturing all costs with a single tool.

• User-level data provides accuracy and clarity through reports and analytics. 
• Analytics provides continual savings and lost opportunities view.
• Enhanced visibility improves compliance for regulatory control. 

Trust Pitney Bowes. 
For over 90 years, Pitney Bowes has 
been the trusted leader in mailing, 
shipping and commerce. We help 
your operations become more 
productive and profitable through 
innovative solutions, delivery 
guarantees, consolidated payment 
options and access to deeper 
discounts from USPS. 

With SendPro Enterprise, shippers 
can view and compare all carrier 
negotiated rates and accessorial 
fees in one place, making it easy to 
choose the best rate and prevent 
overspending. 

1  Account requires a separate application to determine eligibility with The Pitney Bowes Bank, Inc. Member FDIC.

http://www.pitneybowes.com/us/spe
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Date Printed: Mar 6, 2024 Page: 2 FORM ID: WV-PRC-CRFQ-002 2020/05

ADDITIONAL INFORMATION
Addendum No. 1

To provide responses to the Vendor Technical Questions, see attached.

Bid opening remains March 12, 2024, at 1:30 pm., est.

No other changes.

INVOICE TO SHIP TO

DIVISION OF MOTOR 
VEHICLES

DIVISION OF MOTOR 
VEHICLES

5707 MACCORKLE AVE. S.E., 
SUITE 200

RECEIVING AND 
PROCESSING

5707 MACCORKLE AVENUE, 
S.E. SUITE 200

CHARLESTON WV CHARLESTON WV

US US

Line Comm Ln Desc Qty Unit Issue Unit Price Total Price
1 Certified Mail Tracking Software 12.00000 MO

Comm Code Manufacturer Specification Model #

43231515

Extended Description:
Certified Mail Tracking Software Year One.

INVOICE TO SHIP TO

DIVISION OF MOTOR 
VEHICLES

DIVISION OF MOTOR 
VEHICLES

5707 MACCORKLE AVE. S.E., 
SUITE 200

RECEIVING AND 
PROCESSING

5707 MACCORKLE AVENUE, 
S.E. SUITE 200

CHARLESTON WV CHARLESTON WV

US US

Line Comm Ln Desc Qty Unit Issue Unit Price Total Price
2 Certified Mail Tracking Software Installation & 

Training
1.00000 EA

Comm Code Manufacturer Specification Model #

43231515

Extended Description:
Certified Mail Tracking Software Installation and Training.



Date Printed: Mar 6, 2024 Page: 3 FORM ID: WV-PRC-CRFQ-002 2020/05

INVOICE TO SHIP TO

DIVISION OF MOTOR 
VEHICLES

DIVISION OF MOTOR 
VEHICLES

5707 MACCORKLE AVE. S.E., 
SUITE 200

RECEIVING AND 
PROCESSING

5707 MACCORKLE AVENUE, 
S.E. SUITE 200

CHARLESTON WV CHARLESTON WV

US US

Line Comm Ln Desc Qty Unit Issue Unit Price Total Price
3 Certified Mail Tracking Software Year 2 12.00000 MO

Comm Code Manufacturer Specification Model #

43231515

Extended Description:
Certified Mail Tracking Software Year Two.

INVOICE TO SHIP TO

DIVISION OF MOTOR 
VEHICLES

DIVISION OF MOTOR 
VEHICLES

5707 MACCORKLE AVE. S.E., 
SUITE 200

RECEIVING AND 
PROCESSING

5707 MACCORKLE AVENUE, 
S.E. SUITE 200

CHARLESTON WV CHARLESTON WV

US US

Line Comm Ln Desc Qty Unit Issue Unit Price Total Price
4 Certified Mail Tracking Software Year 3 12.00000 MO

Comm Code Manufacturer Specification Model #

43231515

Extended Description:
Certified Mail Tracking Software Year Three.
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INVOICE TO SHIP TO

DIVISION OF MOTOR 
VEHICLES

DIVISION OF MOTOR 
VEHICLES

5707 MACCORKLE AVE. S.E., 
SUITE 200

RECEIVING AND 
PROCESSING

5707 MACCORKLE AVENUE, 
S.E. SUITE 200

CHARLESTON WV CHARLESTON WV

US US

Line Comm Ln Desc Qty Unit Issue Unit Price Total Price
5 Certified Mail Tracking Software Year 4 12.00000 MO

Comm Code Manufacturer Specification Model #

43231515

Extended Description:
Certified Mail Tracking Software Year Four.

SCHEDULE OF EVENTS
Line Event Event Date
1 Vendor Technical Questions Due By 11:00 am., est. 2024-03-04

-------------------------------------------------------------------------------------------------------------------------------------------------------------------------



SOLICITATION NUMBER: CRFQ DMV2400000002 
Addendum Number: 1 

The purpose of this addendum is to modify the solicitation identified as (“DMV2400000002”) to reflect the 
change(s) identified and described below. 

Applicable Addendum Category: 

☐ Modify bid opening date and time.

☐ Modify specifications of product or service being sought

☒ Attachment of vendor questions and responses

☐ Attachment of pre-bid sign-in sheet

☐ Correction of error

☐ Other

Description of Modification to Solicitation: 

1. To provide responses to the vendor technical questions, see attached.
2. Bid opening remains March 12, 2024, at 1:30 pm., est.
3. No other changes.

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

Terms and Conditions: 
1. All provisions of the Solicitation and other addenda not modified herein shall remain in full force and

effect.

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



CRFQ 0802 DMV2400000002 
CERTIFIED MAIL TRACKING SOFTWARE 
Vendor Questions and Agency Response 

Q1.   3.1.1.1 – Must be SendPro Enterprise or equivalent – are they wanting 
software that only processes certified mail or are they wanting software that 
processes certified mail but also does many other things? 

A1.  Any additional functionality beyond the scope of this bid is not required or 
requested. 

Q2.  3.1.1.3 – Must be compatible with Pitney Bowes SendPro MailCenter 3000 
postage machine – why does it need to be compatible with that mailing system? 
This limits competition because only Pitney products are compatible with other 
Pitney products. 

A2.  This is only to insure that the solution does not hinder our ability to use our 
existing machine to apply postage.  It does not need to interface with the 
MailCenter per se, we cannot use a solution that would require its own 
proprietary postage machine. 

Q3.  3.1.1.4 Must be able to accept input from a handheld barcode scanner 
containing USPS certified tracking labels and internal reference barcode 
information. – Would it be acceptable if the software generated the certified mail 
barcode information? 

A3.  No, due to limitations of our system we are unable to accommodate the 
printing of certified barcodes.  We must be able to scan the physical certified 
stickers and printed reference barcode. 

Q4.  Do they want to have the ability to send certified mail with electronic return 
receipt? This would save $1.33 per mail piece. 

A4.  We are currently doing that. 

Q5.  What volume of certified mail do they expect to send annually? 

A5.  Approximately 60,000 letters annually. 



Q6.  Would they like to have the ability to have unlimited users that could 
generate certified mail at their desktops at no additional charge? 

A6.  Due to limitations of our system we will not be able to make use of that 
feature. 

Q7.  Would they like to be able to import multiple addresses for batch 
processing? 

A7.  Due to limitations of our system we will not be able to make use of that 
feature. 

Q8.  Whether companies from Outside USA can apply for this? (like,from India or 
Canada)? 

A8.  You must be able to accept our form of payment, must register with the 
State Purchasing Office, must register with WVOasis, must register with West 
Virginia Secretary of State, as well as other requirements. 

Q9.  Whether we need to come over there for meetings? 

A9.  No 

Q10.  Can we perform the tasks (related to RFP) outside USA? (like, from India 
or Canada)? 

A10.  Yes 



 
Q11.  Can we submit the proposals via email? 

A11.  No emailed responses are not permitted and will be deleted if received.  
Please follow the Instructions to Bidders as listed on page 8 of the Solicitation 
Documents.  Copied below for convenience.  It is strongly encouraged that 
vendors read through the Solicitation documents completely! 

 Bid Delivery Address and Fax Number:    

 Department of Administration, Purchasing Division  

  2019 Washington Street East  

 Charleston, WV 25305-0130  

 Fax:  304-558-3970  

 A bid submitted in paper or facsimile form should contain the 
 information listed below on the face of the submission envelope or 
 fax cover sheet. Otherwise, the bid may be rejected by the 
 Purchasing Division.  

 7. BID OPENING: 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, a 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). 

 

Q12.  Would the WV DMV consider the term of the agreement to be one (1) year 
with an additional of two (2) annual renewals? This will give the WV DMV 
flexibility to take advantage of future software options. 

A12.  Yes 

 

Q13.  If yes to question #1, would the WV DMV confirm that pricing provided 
under the RFQ should be for an initial lease term of thirty-six (36) months? 

A13.  Yes 



Q14.  Would the WV DMV confirm what barcode scanners are currently being 
used to scan the certified barcodes? 

A14.  Zebra LS2208 handheld scanner 

Q15.  Does a responding Vendor need to include barcode scanners with this 
pricing proposal? If yes, how many scanners would WV DMV need? 

A15.  No, barcode scanners are not needed for this proposal. 





Revised 8/24/2023 

INSTRUCTIONS TO VENDORS SUBMITTING BIDS 

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

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

instructions provide critical information about requirements that if overlooked could lead to

disqualification of a Vendor’s bid. All bids must be submitted in accordance with the 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 and time: 

All Vendors submitting a bid must attend the mandatory pre-bid meeting. Failure to attend the 

mandatory pre-bid meeting shall result in disqualification of the Vendor’s bid. No one 

individual is permitted to represent more than one vendor at the pre-bid meeting.  Any 

individual that does attempt to represent two or more vendors will be required to select one 

vendor to which the individual’s attendance will be attributed.  The vendors not selected will 

be deemed to have not attended the pre-bid meeting unless another individual attended on their 

behalf.   

An attendance sheet provided at the pre-bid meeting shall serve as the official document 

verifying 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 after 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. 
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Questions submitted at least five business days prior to a scheduled pre-bid will be discussed at 

the pre-bid meeting if possible. Any discussions or answers to questions at the pre-bid meeting 

are preliminary in nature and are non-binding. Official and binding answers to questions will be 

published in a written addendum to the Solicitation prior to bid opening. 

 

4. VENDOR QUESTION DEADLINE: 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 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 emails should have the solicitation number in the subject line.  

Question Submission Deadline:   

Submit Questions to: 

2019 Washington Street, East 

Charleston, WV 25305 

Fax: (304) 558-3970 

Email: 

 
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 SUBMISSION: All bids must be submitted on or before the date and time of the bid 

opening listed in section 7 below. Vendors can submit bids electronically through wvOASIS, in 

paper form delivered to the Purchasing Division at the address listed below either in person or by 

courier, or in facsimile form by faxing to the Purchasing Division at the number listed below. 

Notwithstanding the foregoing, the Purchasing Division may prohibit the submission of bids 

electronically through wvOASIS 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 

wvOASIS. The Purchasing Division will not accept bids, modification of bids, or addendum 

acknowledgment forms via email.  Bids submitted in paper or facsimile form must contain a 

signature.  Bids submitted in wvOASIS are deemed to be electronically signed.  

 

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.  

 
For Request for Proposal (“RFP”) Responses Only: Submission of a response to a Request for 

Proposal is not permitted in wvOASIS.  In the event that Vendor is responding to a request for 

proposal, the Vendor shall submit one original technical and one original cost proposal prior to the 

bid opening date and time identified in Section 7 below, plus                                    convenience 

copies of each to the Purchasing Division at the address shown below. Additionally, the Vendor 

should clearly identify and segregate the cost proposal from the technical proposal in a 

separately sealed envelope. 
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Bid Delivery Address and Fax Number:   

Department of Administration, Purchasing Division 

2019 Washington Street East 

Charleston, WV 25305-0130 

Fax:  304-558-3970 

 

A bid submitted in paper or facsimile form should contain the information listed below on the 

face of the submission envelope or fax cover sheet. Otherwise, the bid may be rejected by the 

Purchasing Division. 

 
VENDOR NAME:  

BUYER:  

SOLICITATION NO.:  

BID OPENING DATE:  

BID OPENING TIME:  

FAX NUMBER: 

 
7. BID OPENING: 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, a 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: 

 
Bid Opening Location: Department of Administration, Purchasing Division 
2019 Washington Street East 

Charleston, WV 25305-0130 

 

8. ADDENDUM ACKNOWLEDGEMENT: Changes or revisions to this Solicitation will be 

made by an official written addendum issued by the Purchasing Division. Vendor should 

acknowledge receipt of all 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 FORMATTING: 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. 
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10. ALTERNATE MODEL OR 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 

equality of the alternate items. Failure to provide information for alternate items may be grounds 

for rejection of a Vendor’s bid. 

 

[ ] This Solicitation is based upon a standardized commodity established under W. Va. Code § 

5A-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 CLARIFICATIONS: The Solicitation contains the specifications that 

shall form the basis of a contractual agreement. Vendor shall clearly mark any exceptions, 

clarifications, or other proposed modifications in its bid. Exceptions to, clarifications of, or 

modifications of a requirement or term and condition of the Solicitation may result in bid 

disqualification. 

 
12. COMMUNICATION LIMITATIONS: In accordance with West Virginia Code of State 

Rules §148-1-6.6, communication with the State of West Virginia or any of its employees 

regarding this Solicitation during the solicitation, bid, evaluation or award periods, except 

through the Purchasing Division, is strictly prohibited without prior Purchasing Division 

approval. Purchasing Division approval for such communication is implied for all agency 

delegated and exempt purchases. 

 
13. REGISTRATION: Prior to Contract award, the apparent successful Vendor must be 

properly registered with the West Virginia Purchasing Division and must have paid the $125 fee, 

if applicable. 

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

 

15. PREFERENCE: Vendor Preference may 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 must include with the bid any information necessary to 

evaluate and confirm the applicability of the requested preference. A request form to help 

facilitate the request can be found at: www.state.wv.us/admin/purchase/vrc/Venpref.pdf.  
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15A. RECIPROCAL 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. Any request for reciprocal preference must include with the bid any information 

necessary to evaluate and confirm the applicability of the preference. A request form to help 

facilitate the request can be found at:  www.state.wv.us/admin/purchase/vrc/Venpref.pdf.  

 

16. SMALL, WOMEN-OWNED, OR MINORITY-OWNED BUSINESSES: For any 

solicitations publicly advertised for bid, in accordance with West Virginia Code §5A-3- 

37 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 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 MINOR 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 wvOASIS 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.  NON-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. ACCEPTANCE/REJECTION: 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.” 
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21. YOUR SUBMISSION IS 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. 
 

22.  WITH THE BID REQUIREMENTS:  In instances 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 reserves 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.   
 

23. EMAIL NOTIFICATION OF AWARD:  The Purchasing Division will attempt to provide 

bidders with e-mail notification of contract award when a solicitation that the bidder participated 

in has been awarded.  For notification purposes, bidders must provide the Purchasing Division 

with a valid email address in the bid response.  Bidders may also monitor wvOASIS or the 

Purchasing Division’s website to determine when a contract has been awarded.  

 

24. ISRAEL BOYCOTT CERTIFICATION:  Vendor’s act of submitting a bid in response to 

this solicitation shall be deemed a certification from bidder to the State that bidder is not currently 

engaged in, and will not for the duration of the contract, engage in a boycott of Israel.  This 

certification is required by W. Va. Code § 5A-3-63.  
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GENERAL TERMS AND CONDITIONS: 
 
1. CONTRACTUAL AGREEMENT: Issuance of an Award Document signed by the 

Purchasing Division Director, or his designee, and approved as to form by the Attorney 

General’s office constitutes acceptance by the State of this Contract made by and between the 

State of West Virginia and the Vendor. Vendor’s signature on its bid, or on the Contract if the 

Contract is not the result of a bid solicitation, signifies Vendor’s agreement to be bound by and 

accept the terms and conditions contained in this Contract. 

 
2. DEFINITIONS: As used in this Solicitation/Contract, the following terms shall have the 

meanings attributed to them below. Additional definitions may be found in the specifications 

included with this Solicitation/Contract. 

 
2.1. “Agency” or “Agencies” 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 “Proposal” 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. “Purchasing 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; EXTENSION: The term of this Contract shall be 

determined in accordance with the category that has been identified as applicable to this 

Contract below: 
 
[ ] Term Contract 

 
Initial Contract Term:    The Initial Contract Term will be for a period of _____________ 

_______________________.  The Initial Contract Term becomes effective on the effective start 

date listed on the first page of this Contract, identified as the State of West Virginia contract cover 

page containing the signatures of the Purchasing Division, Attorney General, and Encumbrance 

clerk (or another page identified as __________________________________), and the Initial 

Contract Term ends on the effective end date also shown on the first page of this Contract. 

 

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 

(Attorney 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 Attorney General’s office (Attorney General approval is as to form only) 

 

 [ ] Alternate Renewal 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 Order Limitations:  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   days. 
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[ ] 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:  

 

 [   ] the contract will continue for _________________ years;  

 

[   ] the 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). 

 

[ ] One-Time Purchase: The term of this Contract shall run from the issuance of the Award 

Document until all of the goods contracted for have been delivered, but in no event will this 

Contract extend for more than one fiscal year. 

 

[ ] Construction/Project Oversight: This Contract becomes effective on the effective start 

date listed on the first page of this Contract, identified as the State of West Virginia contract 

cover page containing the signatures of the Purchasing Division, Attorney General, and 

Encumbrance clerk (or another page identified as __________________________________), 

and continues until the project for which the vendor is providing oversight is complete.   

 
[ ] Other: Contract Term specified in ________________________ 

 

4. AUTHORITY TO PROCEED: Vendor is authorized to begin performance of this contract on 

the date of encumbrance listed on the front page of the Award Document unless either the box for 

“Fixed Period Contract” or “Fixed Period Contract with Renewals” has been checked in Section 3 

above.  If either “Fixed Period Contract” or “Fixed Period Contract with Renewals” has been checked, 

Vendor must not begin work until it receives a separate notice to proceed from the State.  The notice to 

proceed will then be incorporated into the Contract via change order to memorialize the official date 

that work commenced.    
 
5. QUANTITIES: The quantities required under this Contract shall be determined in accordance 

with the category that has been identified as applicable to this Contract below. 

 
[ ] Open End Contract: Quantities listed in this Solicitation/Award Document are 

approximations only, based on estimates supplied by the Agency. It is understood and agreed 

that the Contract shall cover the quantities actually ordered for delivery during the term of the 

Contract, whether more or less than the quantities shown. 

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

specifications included herewith. 

 
[ ] Combined Service and Goods: The scope of the service and deliverable goods to be 

provided will be more clearly defined in the specifications included herewith. 
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[ ] One-Time Purchase: This Contract is for the purchase of a set quantity of goods that are 

identified in the specifications included herewith. Once those items have been delivered, no 

additional goods may be procured under this Contract without an appropriate change order 

approved by the Vendor, Agency, Purchasing Division, and Attorney General’s office. 

 

[  ] Construction:  This Contract is for construction activity more fully defined in the 

specifications. 

 

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 to 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 in this section must be provided to the 

Purchasing Division by the Vendor as specified: 

 

[ ] LICENSE(S) / CERTIFICATIONS / PERMITS: In addition to anything required under the 

Section of the General Terms and Conditions entitled Licensing, the apparent successful Vendor 

shall furnish proof of the following licenses, certifications, and/or permits upon request and in a 

form acceptable to the State.  The request may be prior to or after contract award at the State’s 

sole discretion. 

 

[ ] 
 

 
 
 
 

[ ] 
 

 
 
 
 

[ ] 
 
 
 
 
[ ] 

 

 

The apparent successful Vendor shall also furnish proof of any additional licenses or 

certifications contained in the specifications 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 prior to Contract award. The insurance coverages identified 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 

regardless of whether that insurance requirement is listed in this section. 

 

Vendor must maintain: 

 
[ ] Commercial General Liability Insurance in at least an amount of: ____________ per 
occurrence. 

 

[ ] Automobile Liability Insurance in at least an amount of: _________________per occurrence. 

 

[ ] Professional/Malpractice/Errors and Omission Insurance in at least an amount of: 
__________________per occurrence.  Notwithstanding the forgoing, Vendor’s are not required to 
list the State as an additional insured for this type of policy. 

 

[ ] Commercial Crime and Third Party Fidelity Insurance in an amount of: ________________ 
per occurrence.           

 

[ ] Cyber Liability Insurance in an amount of: ___________________________ per occurrence. 
 

[ ] Builders Risk Insurance in an amount equal to 100% of the amount of the Contract.  

[ ] Pollution Insurance in an amount of: _________________ per occurrence. 

[ ] Aircraft Liability in an amount of: _________________ per occurrence. 

[ ]  

[ ]  

[ ]  

[  ] 
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9. WORKERS’ COMPENSATION INSURANCE: 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. 

 

10. VENUE:  All legal actions for damages brought by Vendor against the State shall be brought 

in the West Virginia Claims Commission.  Other causes of action must be brought in the West 

Virginia court authorized by statute to exercise jurisdiction over it. 

 
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: 

 

 [ ] ___________________________ for ___________________________________. 

  

 [ ] Liquidated Damages Contained in the Specifications. 

 

 [ ] Liquidated Damages Are Not Included in this Contract. 
 

 

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. PRICING: The pricing set forth herein is firm for the life 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. PAYMENT IN ARREARS: Payments for goods/services will be made in arrears only 

upon receipt of a proper invoice, detailing the goods/services provided or receipt of the 

goods/services, whichever is later.  Notwithstanding the foregoing, payments for software 

maintenance, licenses, or subscriptions may be paid annually in advance. 

 
15. PAYMENT METHODS: 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.) 

 

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. 
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17.  ADDITIONAL 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, included in the Contract, 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. FUNDING: 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 

not 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. If that occurs, the State may notify the Vendor that an alternative source of 

funding has been obtained and thereby avoid the automatic termination.  Non-appropriation or 

non-funding shall not be considered an event of default. 

 

19. CANCELLATION: The Purchasing Division Director reserves the right to cancel this 

Contract immediately upon written notice to the vendor if the materials or workmanship supplied 

do not conform to the specifications contained in the Contract. The Purchasing Division Director 

may also cancel any purchase or Contract upon 30 days written notice to the Vendor in 

accordance with West Virginia Code of State Rules § 148-1-5.2.b. 
 

20. TIME: Time is of the essence regarding all matters of time and performance in this 

Contract. 

 
21. APPLICABLE 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. COMPLIANCE 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.  

 

SUBCONTRACTOR COMPLIANCE: Vendor shall notify all subcontractors providing 

commodities 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 either 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 FORMS: 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. ASSIGNMENT: Neither this Contract nor any monies due, or to become due hereunder, 

may be assigned by the Vendor without the express written consent of the Agency, the 

Purchasing Division, the Attorney 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. STATE EMPLOYEES: State employees are not permitted to utilize this Contract for 

personal use and the Vendor is prohibited from permitting or facilitating the same. 

 
30. PRIVACY, SECURITY, AND CONFIDENTIALITY: The Vendor agrees that it will not 

disclose to anyone, directly or indirectly, any such personally identifiable information or other 

confidential information gained from the Agency, unless the individual who is the subject of the 

information consents 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 

www.state.wv.us/admin/purchase/privacy. 

 

 

 

 

 

 

http://www.state.wv.us/admin/purchase/privacy.
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31. YOUR SUBMISSION IS 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. LICENSING: In accordance with West Virginia Code of State Rules § 148-1-6.1.e, 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 

commodities 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 

commodities or services purchased or acquired by the State of West Virginia. Such assignment 

shall be made and become effective at the time the purchasing agency tenders the initial payment 

to Vendor. 

 

34. VENDOR NON-CONFLICT: Neither Vendor nor its representatives are permitted to have 

any interest, nor shall they 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.  

 



Revised 8/24/2023  

35. VENDOR RELATIONSHIP: 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. INDEMNIFICATION: 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. 

 

37. NO DEBT CERTIFICATION: 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. By submitting a bid, or entering into a contract with 

the State, Vendor is affirming that (1) for construction contracts, the Vendor is not in default on 

any monetary obligation owed to the state or a political subdivision of the state, and (2) for all 

other contracts, neither the Vendor nor any related party owe a debt as defined above, and 

neither the Vendor nor any related party are in employer default as defined in the statute cited 

above unless the debt or employer default is permitted under the statute. 

 

38. 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. 
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39. REPORTS: Vendor shall provide the Agency and/or the Purchasing Division with the 

following reports identified by a checked box below: 

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

may include, but are not limited to, quantities purchased, agencies utilizing the contract, total 

contract expenditures by agency, etc. 

 
[ ] Quarterly reports detailing the total quantity of purchases in units and dollars, along with a 

listing of purchases by agency. Quarterly reports should be delivered to the Purchasing Division 

via email at purchasing.division@wv.gov. 
 
40. BACKGROUND CHECK: In accordance with W. Va. Code § 15-2D-3, 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.  Service providers should contact the West Virginia Division of Protective 

Services by phone at (304) 558-9911 for more information. 

 

41. PREFERENCE FOR USE OF DOMESTIC STEEL PRODUCTS: Except when 

authorized by the Director of the Purchasing Division pursuant to W. Va. Code § 5A-3-56, 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.  

 

c. The Purchasing Division Director may, in writing, authorize the use of foreign steel 

products if: 

 

1. 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 

 
2. The Director of the Purchasing Division determines that specified steel materials are 

not produced in the United States in sufficient quantity or otherwise are not 

reasonably available to meet contract requirements. 
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42. PREFERENCE FOR USE OF DOMESTIC ALUMINUM, GLASS, AND STEEL: In 

Accordance with W. Va. Code § 5-19-1 et seq., and W. Va. CSR § 148-10-1 et seq., for every 

contract or subcontract, subject to the limitations contained herein, for the construction, 

reconstruction, 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 

“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 domestic aluminum, glass or steel products that exceed bid or offer 

prices including foreign aluminum, 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 are 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. 

 
43. INTERESTED PARTY SUPPLEMENTAL DISCLOSURE:  W. Va. Code § 6D-1-2 

requires that for contracts with an actual or estimated value of at least $1 million, the Vendor 

must submit to the Agency a disclosure of interested parties prior to beginning work under 

this Contract.  Additionally, the Vendor must submit a supplemental disclosure of interested 

parties reflecting any new or differing interested parties to the contract, which were not 

included in the original pre-work 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 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. 
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44. PROHIBITION AGAINST USED OR REFURBISHED:  Unless expressly permitted 

in the solicitation published by the State, Vendor must provide new, unused commodities, and 

is prohibited from supplying used or refurbished commodities, in fulfilling its responsibilities 

under this Contract. 

 

45. VOID CONTRACT CLAUSES: This Contract is subject to the provisions of West 

Virginia Code § 5A-3-62, which automatically voids certain contract clauses that violate State 

law. 

 

46. ISRAEL BOYCOTT:  Bidder understands and agrees that, pursuant to W. Va. Code § 

5A-3-63, it is prohibited from engaging in a boycott of Israel during the term of this contract.   
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SPECIFICATIONS 
 

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

behalf of Division of Motor Vehicles to establish a contract for the one-time purchase of 
certified mail tracking software.   
 

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

 
2.1 “Contract Item” means Certified Mail Tracking Software as more fully described by 

these specifications. 
 

2.2 “Pricing Page” means the pages, contained in wvOASIS or attached as Exhibit A, 
upon which Vendor should list its proposed price for the Contract Items.  

 
2.3 “Solicitation” means the official notice of an opportunity to supply the State with 

goods or services that is published by the Purchasing Division. 
 

3. GENERAL REQUIREMENTS: 
 

3.1 Mandatory Contract Item Requirements:  Contract Item must meet or exceed the 
mandatory requirements listed below.  

 
3.1.1 Certified mail tracking software 

 
3.1.1.1 Must be SendPro Enterprise or equivalent. 

 
3.1.1.2 Must provide at least 3 years of archives for tracking information. 

 
3.1.1.3 Must be compatible with Pitney Bowes SendPro MailCenter 3000 

postage machine. 
 

3.1.1.4 Must be able to accept input from a handheld barcode scanner 
containing USPS certified tracking labels and internal reference 
barcode information. 

 
3.1.1.5 Must be able to automatically upload electronic certified tracking 

information to the USPS server daily. 
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3.1.1.6 Must maintain a database of all transactions with the ability to view 
all transactions on an individual level.  The database must be 
searchable by certified tracking number or internal reference 
number and display certified mail signatures captured electronically 
by the USPS. 

 
3.1.1.7 Must be able to generate a report that reflects the USPS delivery 

status on each electronic return receipt mail piece. 
 

3.1.1.8 Software must maintain a database of each item scanned with the 
certified tracking label linked to the corresponding internal 
reference barcode. 
 

3.1.1.9  Vendor must provide cost of certified mail tracking software for 
years two (2), three (3) and four (4). 

 
3.2 Installation and Training 

 
3.2.1.1 Vendor must provide on-site training of 10 individuals and 

installation at 5707 MacCorkle Avenue, S.E., Charleston, WV 
25304. 
 

3.2.1.2 Vendor must provide support between 8AM-4PM EST, Monday 
through Friday, excluding state holidays. 
 

3.2.1.3 Vendor must provide software updates as they are released. 
 

4. CONTRACT AWARD: 
 
4.1 Contract Award:  The Contract is intended to provide Agencies with a 

purchase price for the Contract Items.  The Contract shall be awarded to the 
Vendor that provides the Contract Items meeting the required specifications 
for the lowest overall total cost as shown on the Pricing Pages. 
 

4.2 Pricing Page: 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 Page 
to prevent errors in the evaluation.   
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5. PAYMENT: 
 

5.1 Payment:  Vendor shall accept payment in accordance with the payment procedures 
of the State of West Virginia.   

 
 

6. DELIVERY AND RETURN: 
 

6.1 Shipment and Delivery:  Vendor shall ship the Contract Items immediately after 
being awarded this Contract and receiving a purchase order or notice to proceed.  
Vendor shall deliver the Contract Items within 20 working days after receiving a 
purchase order or notice to proceed.  Contract Items must be delivered to Agency at 
5707 MacCorkle Ave SE., Charleston, WV  25304.       
 

6.2 Late Delivery:  The Agency placing the order under this Contract must be notified 
in writing if the shipment of the Contract Items will be delayed for any reason.  Any 
delay in delivery that could cause harm to an Agency will be grounds for cancellation 
of the Contract, and/or obtaining the Contract Items from a third party.   

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

 
6.3 Delivery Payment/Risk of Loss:  Vendor shall deliver the Contract Items F.O.B. 

destination to the Agency’s location.     
 

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

 
6.5 Return Due to Agency Error:  Items ordered in error by the Agency will be returned 

for credit within 30 days of receipt, F.O.B. Vendor’s location.  Vendor shall not 
charge a restocking fee if returned products are in a resalable condition.  Items shall 
be deemed to be in a resalable condition if they are unused and in the original 
packaging.  Any restocking fee for items not in a resalable condition shall be the 
lower of the Vendor’s customary restocking fee or 5% of the total invoiced value of 
the returned items. 
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7 VENDOR DEFAULT: 

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

7.1.1 Failure to provide Contract Items in accordance with the requirements 
contained herein. 
 

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

 
7.1.3 Failure to comply with any laws, rules, and ordinances applicable to the 

Contract Services provided under this Contract. 
 

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

 
7.2.1 Immediate cancellation of the Contract. 

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

Contract. 
 

7.2.3 Any other remedies available in law or equity. 





Pitney Bowes - Confidential 

CRFQ DMV24*02 - Exhibit A: Pricing Page 
Cost information below as detailed in the Request for Quotation. 

Product Specification Manufacturer/Alternate Product Bid Unit Cost Unit of 
Measure 

Quantity Extended Cost 

3.1.1 Certified Mail Tracking Software 

Pitney Bowes SendPro Enterprise 
Software 

$1,173.22 Month 12 $14,078.64 

3.2 Installation and Training 

Pitney Bowes SendPro Enterprise 
Software 

0.00 Each 1 $0.00 

3.1.1 Certified Mail Tracking Software Year Two 

Pitney Bowes SendPro Enterprise 
Software 

$1,173.22 Month 12 $14,078.64 

3.1.1 Certified Mail Tracking Software Year Three 

Pitney Bowes SendPro Enterprise 
Software 

$1,173.22 Month 12 $14,078.64 

3.1.1 Certified Mail Tracking Software Year Four 

None, Per the Q&A that was posted with 
Addendum 1, we are providing monthly 
all-inclusive Lease cost for a thirty-six 

(36) month lease term.

 
 
 

0.00 Month 12 $0.00 

Total all-inclusive cost $42,235.92 
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STATE AND LOCAL FAIR MARKET VALUE LEASE TERMS 

Thank you for choosing Pitney Bowes products and services. These Terms and the executed order (the 
“Order”) make up your agreement with Pitney Bowes (this “Agreement”). Please read this Agreement 
carefully. 

Let’s start with a few definitions that should help you better understand your agreement. “PBI” means 
Pitney Bowes Inc. “Pitney Bowes” means PBI and its subsidiaries. “PBGFS” means Pitney Bowes Global 
Financial Services LLC, a wholly-owned subsidiary of PBI, or one of its subsidiaries. “We”, “our” or “us” 
refers to the Pitney Bowes companies with whom you’ve entered into the Order. “You” or “your” refers to 
the entity identified on the Order. “Meter” means any postage meter supplied by PBI under the Order, 
including (i) in the case of a Connect+®, a SendPro® P series or a SendPro C series mailing system, the 
postal security device that accounts for and enables postage to be purchased and printed (“PSD”), and 
(ii) in the case of all other mailing systems, the PSD, the user interface or keyboard and display and the
print engine. “Meter Services” means access to the PSD to download, account for, and enable printing of
postage within a PBI Postage Evidencing System as defined in Title 39, Part 501 of the Code of Federal
Regulations (“CFR”); USPS mandated processes associated with the PSD, including registration, usage
reporting and withdrawal; repair or replacement of the PSD as described in Section 28; and the Soft-
Guard Program outlined in Section 30. “Equipment” means the equipment listed on the Order, excluding
any Meter or standalone software. “Lease” means Lease terms and conditions set out in Sections 1
through 9.

The provisions included in these Terms consist of: (i) Lease Terms; (ii) General Terms; (iii) a Service 
Level Agreement (“SLA”); (iv) Equipment Rental and Meter Services Terms; (v) an Acknowledgement of 
Deposit required by the United States Postal Service in any transaction involving a Meter; (vi) Purchase 
Power® Terms for a limited purpose credit line that may be available to you; and (vii) provisions relating 
to specific products. 

LEASE TERMS 

1. Lease of Equipment; Provider of Leasing Services

If you are leasing Equipment, these Lease terms apply. PBI is the manufacturer of the Equipment. 
PBGFS provides you with the leasing services. The term of this Lease is the number of months stated on 
the Order, unless it ends earlier due to (i) termination at our option upon the occurrence of an event of 
default, provided that all payment obligations under this Lease survive termination of this Agreement, or 
(ii) termination under Section 8 or 9 below (the “Lease Term”). For new Leases, the Lease Term begins
on the date the Equipment is shipped if we don’t install the Equipment, and the date of installation if we
install the Equipment (“Install Equipment”). If you are entering into a Lease to enhance, upgrade or
replace Equipment you are leasing from PBGFS, and if all Equipment has shipped and all Install
Equipment has been installed, then your Lease Term will commence to align with your current periodic
invoice date. You may not cancel this Lease for any reason, except as expressly set forth in
Sections 8 or 9 below, and all payment obligations under this Lease are unconditional. You
understand that we own the Equipment. PBI owns any Meter as USPS regulations require. Except as
stated in Section 3, you don’t have the right to become the owner of the Equipment at the end of the
Lease Term.

2. Payment Terms 

We will invoice you quarterly in arrears for all payments on the Order, unless the Order says otherwise 
(each such payment is a “Periodic Payment”). You will make each Periodic Payment by the due date 
shown on our invoice. Your Periodic Payment may include a one-time origination fee, amounts carried 
over from a previous lease, software license and maintenance fees and other charges. Any Meter 
Services fees, SLA fees and subscription fees (collectively “PBI Payments”) will be included with your 
Periodic Payment and begin with the start of the Lease Term. After the Lease Term, your Periodic 
Payment will increase if your PBI Payments increase. 
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3. End of Lease Options 
 

During the 90 days before your Lease ends, you may, unless you are in default: (i) enter into a new lease 
or an amended lease with us; (ii) purchase the Equipment “as is, where is” for its fair market value; or (iii) 
return the Equipment and Meter in their original condition, reasonable wear and tear excepted, and pay 
us our then applicable processing fee (including any equipment return fee). If you return the Equipment 
and Meter, you will, as specified by us, either properly pack and return them to us in the return box and 
with the shipping label provided by us or furnish them to a service carrier specified by us to pick up and 
ship them to us. If you don’t do one of the things listed in clause (i), (ii) or (iii) above, you will be deemed 
to have agreed to enter into successive month to month extensions of the term of this Lease, unless 
prohibited by law. You may choose to cancel the automatic extensions at any time by giving us 30 days’ 
written notice by creating a case at pitneybowes.com/us/contact-us.html (follow the instructions under 
“how to create a case”). Upon cancellation, you agree to either return all items as provided in this Section 
3 or purchase the Equipment. 

 
4. WARRANTY AND LIMITATION OF LIABILITY 

 
PBI PROVIDES YOU WITH THE LIMITED WARRANTIES IN SECTION 10. PBGFS MAKES NO 
WARRANTIES, EXPRESS OR IMPLIED, INCLUDING ANY WARRANTY OF MERCHANTABILITY, 
FITNESS FOR A PARTICULAR PURPOSE, OR FREEDOM FROM INTERFERENCE OR 
INFRINGEMENT, AND PBGFS ISN’T LIABLE FOR ANY LOSS, DAMAGE (INCLUDING INCIDENTAL, 
CONSEQUENTIAL OR PUNITIVE DAMAGES) OR EXPENSE CAUSED DIRECTLY OR INDIRECTLY 
BY THE EQUIPMENT. 

 
5. Equipment Obligations 

 
You will keep the Equipment free from liens and in good condition and working order. We may inspect the 
Equipment and related maintenance records. You may not move the Equipment from the location 
specified on the Order without our prior written consent. 

 
6. Risk of Loss 

 
(a) You bear the entire risk of loss, theft, damage or destruction to the Equipment from the date of 
shipment by us until the Equipment is returned to, and received by, us, regardless of cause, ordinary 
wear and tear excepted (“Loss”). No Loss will relieve you of any of your obligations under this Lease. 
You must immediately notify us in writing of any Loss. To protect the Equipment from loss, you will keep 
the Equipment insured against Loss for its full replacement value under a comprehensive policy of 
insurance or other arrangement that is reasonably satisfactory to us (“Insurance”). 

 
 

7. Other Lease Terms 
 

(a) If more than one lessee is named in this Lease, liability is joint and several. 
 

(b) You may not assign or sublet the Equipment, the Meter or this Agreement without our prior 
written consent. Any assignment without our consent is void. We may sell or assign all or part of this 
Lease or the Equipment, but it will not affect your rights or obligations. 

 
(c) All applicable taxes required to be collected by us will be shown on the invoice. 

 
8. NON-APPROPRIATION 
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You warrant that you have funds available to pay all payments until the end of your current fiscal period, 
and shall use your best efforts to obtain funds to pay all payments in each subsequent fiscal period 
through the end of your Lease Term. If your appropriation request to your legislative body, or funding 
authority ("Governing Body") for funds to pay the payments is denied, you may terminate this Lease on 
the last day of the fiscal period for which funds have been appropriated, upon (i) submission of 
documentation reasonably satisfactory to us evidencing the Governing Body's denial of an appropriation 
sufficient to continue this Lease for the next succeeding fiscal period, and (ii) satisfaction of all charges 
and obligations under this Lease incurred through the end of the fiscal period for which funds have been 
appropriated, including the return of the Equipment at your expense. 

 
9. EARLY TERMINATION – Intentionally Omitted 

 
You further warrant that you intend to enter into this Lease for the entire Lease Term and you 
acknowledge that we have relied upon such representation when determining the applicable pricing plan. 
If you cancel or terminate this Lease prior to expiration of the Lease Term (other than for non- 
appropriations), you shall pay a termination charge equal to the net present value of the monthly 
payments remaining through the completion of the term, discounted to present value at a rate of 6% per 
year. The foregoing paragraph shall supersede Section 12(a)(ii) of these Terms. 

 
GENERAL TERMS 

 
10. Warranties 

 
We warrant that all PBI-branded equipment (“PBI Equipment”) will be free from defects in material and 
workmanship and will perform according to the operator guides for a period of ninety days from the date 
(i) the PBI Equipment is installed at your location when PBI installs the PBI Equipment for you or (ii) the 
PBI Equipment is delivered to you when you can install it yourself. The DI2000™ inserting system has its 
own unique warranty that you can see at pitneybowes.com/us/di2000-terms.html. 

 

(a) A defect doesn’t include the failure of rates within a rate update to conform to published rates. 
 

(b) We warrant that any service (“Service”) we perform under the SLA set out in Sections 20 through 
25 will be performed in a professional and workmanlike manner. 

 
(c) YOUR SOLE REMEDY FOR A WARRANTY CLAIM IS TO HAVE US REPAIR OR REPLACE 
THE PBI EQUIPMENT OR, IN THE CASE OF DEFECTIVE SERVICE, REPERFORM THE SERVICE. 

 
(d) There is no warranty for PBI Equipment that needs to be repaired or replaced because of any 
Excluded Circumstance. “Excluded Circumstance” is a circumstance outside of PBI’s control, including 
an accident, your negligent or reckless use of the equipment, use of the equipment which exceeds our 
recommendations or in a way not authorized by this Agreement or any operator guide, use of the 
equipment in an environment with unsuitable humidity, line voltage, damage in transit, software virus, loss 
of data, loss or fluctuation of power, fire, flood or other natural causes, and other external forces beyond 
our control, servicing of the equipment by someone other than us, failure to use required software 
updates, use of the equipment with any system where we have told you that we will no longer provide 
support or that we have advised you is no longer compatible, or use of third party supplies (such as ink), 
hardware or software that results in (i) damage to equipment (including damage to printheads), (ii) poor 
indicia, text or image print quality, (iii) indicia readability failures or (iv) a failure to print indicia, text or 
images. 

 
(e) The print engine(s), print engine components, structural components and printed circuit board 
assemblies supplied with or within the PBI Equipment may be reclaimed, reconditioned or 
remanufactured. These items are warranted to perform according to the same standards as the 
equivalent new item. 

 
(f) The warranty doesn’t cover ink, integrated printhead/ink cartridges, ink rollers, toner and drum 
cartridges, ribbons and similar items (“Consumable Supplies”). 
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(g) EXCEPT AS EXPRESSLY STATED IN THIS AGREEMENT, WE (ON BEHALF OF OURSELF 
AND OUR SUPPLIERS) MAKE NO OTHER WARRANTIES, EXPRESS OR IMPLIED, INCLUDING ANY 
WARRANTY OF MERCHANTABILITY OR FITNESS FOR A PARTICULAR PURPOSE AS TO THE 
EQUIPMENT OR SERVICES. WE MAKE NO REPRESENTATION OR WARRANTY AS TO ANY 
THIRD PARTY EQUIPMENT. WE AGREE TO PASS THROUGH TO YOU ALL THIRD PARTY 
EQUIPMENT WARRANTIES TO THE EXTENT PERMITTED. 

 
11. Limitation of Liability 

 
OUR TOTAL LIABILITY (INCLUDING ANY LIABILITY OF OUR SUPPLIERS) IS LIMITED TO THE 
FEES PAID BY YOU FOR THE APPLICABLE EQUIPMENT OR SERVICES. NEITHER WE NOR OUR 
SUPPLIERS IS LIABLE FOR ANY: (I) DAMAGE YOU MAY INCUR BY REASON OF YOUR MISUSE 
OR NEGLIGENT USE OF THE EQUIPMENT OR YOUR NEGLIGENT ACTS OR OMISSIONS OR (II) 
INDIRECT, INCIDENTAL, CONSEQUENTIAL, OR PUNITIVE DAMAGES OF ANY NATURE 
WHATSOEVER, INCLUDING COMMERCIAL LOSS, OR LOST PROFITS, DATA OR GOODWILL, FOR 
ANY MATTER RELATING TO THIS AGREEMENT. 

 
12. Default and Remedies 

 
(a) If you don’t make any payment within three days after the due date shown on our invoice, you 
breach any other obligation under this Agreement or under any other agreement with Pitney Bowes 
and such breach continues for thirty days after we give you notice or you become insolvent or file for 
bankruptcy, you will be in default and we may: 

 
(i) cancel this Agreement and any other agreements Pitney Bowes has with you; 
(ii) require you to pay to us immediately all amounts payable under the Lease or other 

agreements, whether then due or payable in the future; 
(iii) disable the Meter; 
(iv) require you to return the Equipment and Meter, and delete or remove software; and deny 

you access to software; 
(v) if you don’t return the Equipment, require you to immediately pay to us an amount equal 

to the value of the Equipment, as determined by us; 
(vi) charge you a late charge, as allowed by law, for each month that your payment is late; 
(vii) charge you a check return fee for payments made by you with insufficient funds; and 
(viii) pursue any other remedy, including repossessing the Equipment and Meter without 

notice to you. To the extent permitted by law, you waive any notice of our repossession 
or disposition of the Equipment or Meter. By repossessing the Equipment or Meter, we 
aren’t waiving our right to collect the balance due. 

 
(b) You agree to pay all our costs, including attorneys’ fees, incurred in enforcing our rights. 

 
(c) We may suspend any services during any period that your account is more than thirty days past 
due. 

 
13. Taxes 

 
If permitted by law, you agree to pay us for all applicable sales, use, property, purchase or other taxes 
(excluding taxes on net income) related to the Lease or Equipment rental agreement or Meter Services 
agreement based on or measured by your payments, the Equipment, Equipment location, Meter and 
Meter location. We will determine the amount of all property and similar taxes to be charged to you based 
on our reasonable valuation of the Equipment or of the Meter, taking into consideration tax rates and 
depreciation. If any of these taxes are applicable, you agree to pay a tax administrative charge set by us 
without reference to the tax charged or services performed; such fee and charge won’t exceed a total of 
$35 per year for each Lease schedule or Equipment rental agreement or Meter Services agreement. 

 
14. Embedded Software; Applications 
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(a) Our Equipment may contain embedded software. For embedded software, you agree that: (i) we 
and our licensors own the copyrights and other intellectual property to it; (ii) you are licensed only to use it 
with our Equipment in which it resides; (iii) you won’t copy, modify, de-compile, or attempt to unbundle, 
reverse engineer or create derivative works of it; and (iv) you won’t distribute or disclose it (or any portion) 
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to anyone. Technical support for embedded software will be given according to the SLA covering the 
Equipment with the embedded software. 

 
(b) Certain products and services may provide you an opportunity to access applications provided by 
us or a third party. These applications may have their own terms and conditions applicable to your use of 
the applications located within them. 

 
15. Internet Access Point 

 
The internet connectivity for the Equipment or Meter may use an internet access point provided by us. 
You may only use this access point for connectivity between the Equipment or Meter and the internet and 
for no other purpose. You agree to pay all costs resulting from the use of the access point in violation of 
this restriction. 

 
16. Security Interest 

 
You grant us a purchase money security interest in the Equipment, any replacements, and any proceeds 
from the sale of the Equipment, to secure payment of any balance due. We have the right to recover the 
Equipment if you haven’t paid for it. We may file a copy of this Agreement as a financing statement with 
the State authorities. If you are leasing Equipment, you authorize us to file a Uniform Commercial Code 
financing statement naming you as debtor/lessee with respect to the Equipment in order to protect our 
interest in the Equipment. 

 
17. Analog Connectivity 

 
IF YOU USE AN ANALOG CONNECTION FOR YOUR MAILING SYSTEM, YOU ACKNOWLEDGE 
THAT THE ANALOG CONNECTIVITY IS PROVIDED BY A THIRD PARTY SUPPLIER. NEITHER WE 
NOR OUR SUPPLIERS PROVIDE ANY WARRANTY WITH RESPECT TO THE FUNCTIONALITY OR 
QUALITY OF THE ANALOG CONNECTION. IF THE THIRD PARTY SUPPLIER NO LONGER 
PROVIDES ANALOG CONNECTION CAPABILITY, WE WON’T BE RESPONSIBLE FOR PROCURING 
AN ALTERNATIVE SUPPLIER AND YOU WILL HAVE TO USE A DIGITAL CONNECTION. 

 
18. Delivery 

 
You bear all shipping charges for physical delivery of the Equipment, Meters and software. 

 
19. Miscellaneous 

 

(a) We will use your information in accordance with our Privacy Statement. 
 

(b) You agree to use the Equipment and Meter only for business or commercial purposes, and not 
for personal, family, or household purposes. 

 
(c) We aren’t responsible for any delay or failure to perform resulting from causes outside of our 
control. 

 
(d) You may not assign this Agreement without our prior written consent. Any assignment without our 
consent is void. 

 
(e) Payments aren’t subject to setoff or reduction. 

 
(f) ANY LEGAL ACTION YOU FILE AGAINST US MUST BE STARTED WITHIN ONE YEAR 
AFTER THE EVENT GIVING RISE TO YOUR CLAIM. YOU WAIVE ANY RIGHT TO TRIAL BY JURY IN 
ANY ACTION RELATED TO THIS AGREEMENT. 

 
(g) We can only change this Agreement if we both agree to do so in writing. You may use a purchase 
order to offer to obtain equipment or services but none of its provisions will modify or supersede these 
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provisions unless we expressly agree in writing. If any provision in this Agreement is found to be invalid or 
unenforceable, the remaining provisions won’t be affected. 

 
(h) Our respective rights and obligations under Sections 11 (Limitation of Liability), 12 (Default and 
Remedies) and 13 (Taxes) will survive termination of this Agreement. 

 
(i) We may deliver any notice and other communication to you under this Agreement by email to 
the email address that we have on file for you. You agree to the delivery of these notices and other 
communications by email. We may call you at any number you give to us. 

 
(j) This Agreement is governed by the laws of the State of Delaware. 

 
(k) You agree that we can use your name in a client list and identify you as a client when 
communicating with prospective clients, in each case along with our product or service that you are 
using. You agree that we can use your name and logo in marketing content, including in an advertising 
campaign, with your prior consent. 

 
(l) You agree to comply with all applicable laws and regulations, including export control laws and 

regulations. 
 
 

SERVICE LEVEL AGREEMENT 
 

20. Applicability of SLA 
 

This SLA section applies to you if we have entered into an agreement to provide service for any 
Equipment we lease, rent or sell on the Order, excluding any DI2000™ inserting system and any 
PitneyShip™ Cube (the covered equipment is called “Covered Equipment”). 

 
21. Service Level Options 

 
(a) (i) If you sign up for Standard SLA on the Order, PBI will provide at its option either repair or 

replacement services for the Covered Equipment during the Initial Service Term or any Renewal 
Service Term (each term as defined in Section 22) (the “Service Term”). You are also entitled to: 
(x) replacement printheads for Covered Equipment without additional charge, except for 
printheads which need to be replaced as a result of any Excluded Circumstance, and except for 
integrated printhead/ink cartridges; and (y) two preventative maintenance service calls per 
calendar year. PBI will notify you when preventative maintenance is due or you can request 
preventative maintenance service. If your Covered Equipment needs repair, PBI may provide 
repair by remote access, diagnostics and service and/or by on-site repair service. Repair service 
is provided only for damage resulting from normal wear and tear. Repair service may include the 
use of new, reconditioned, or remanufactured parts and assemblies. PBI will provide parts or 
assemblies for discontinued equipment (or equipment not marketed as new) only if available. If 
PBI deems it necessary, PBI will dispatch a service technician to arrive at your location for on-site 
service. You won’t incur hourly charges unless service is performed outside Normal Working 
Hours, which will be done only with your consent. “Normal Working Hours” means 8 a.m. – 5 
p.m., Monday – Friday, excluding PBI-observed U.S. holidays, in the time zone where the 
Equipment or other items are located. 

 
(ii) If PBI determines that replacement of Covered Equipment is necessary, PBI will, at no 
additional cost to you, promptly ship new, reconditioned, or remanufactured equipment of the 
same or a functionally equivalent model to replace the affected Covered Equipment. Unless PBI 
instructs you otherwise, within five days of receiving the replacement equipment, you must pack 
the Covered Equipment to be replaced in the shipping carton that contained the replacement 
equipment, place the pre-paid return address label on the carton, and return it to PBI. You are 
responsible for the Covered Equipment until PBI receives it. 
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(b) If you are eligible to receive Performance SLA under our policies and you sign up for 
Performance SLA on the Order, you will be entitled to receive: (i) all coverage provided under 
Standard SLA; and (ii) one two-hour application consultation for your mailing and shipping needs. 
If PBI determines that on-site service is necessary, PBI will use commercially reasonable efforts 
to have a service technician on-site (during Normal Working Hours only) within 4 hours or 8 
hours, as specified on the Order, after PBI has determined that it can’t resolve the issue remotely 
(the “Response Time Commitment”). The Response Time Commitment relates solely to the 
arrival of a technician at your location. It isn’t a guaranteed resolution of the problem within the 
Response Time Commitment period, and it doesn’t guarantee that all parts necessary to make a 
repair will be on-site within this time frame. The Response Time Commitment does not apply to 
Service designated as service by replacement, relocation services, software maintenance, 
preventative maintenance, operator training, or other services not essential to repair the Covered 
Equipment. If the Covered Equipment is moved from its original location, PBI may, at its option, 
remove the Response Time Commitment. If this happens, you will receive Standard SLA and we 
will adjust the SLA charges payable by you appropriately. If we don’t meet the Response Time 
Commitment, we will provide you with a credit equal to the difference between the cost of 
Standard SLA and Performance SLA for three months. In order to receive this credit, you must 
use a credit request form which you can obtain from your service technician or by calling the 
Customer Care Center. The credits are limited to credits for four failures to meet the Response 
Time Commitment in any twelve-month period during the Service Term. These remedies are 
your sole remedy for PBI’s failure to meet the Response Time Commitment. 

 
22. Service Term 

 
PBI will provide you with Service for twelve months, or if you have a Lease, then for the term of that 
agreement (as applicable, the “Initial Service Term”). SERVICE AUTOMATICALLY RENEWS FOR 
CONSECUTIVE ONE YEAR TERMS (EACH A “RENEWAL SERVICE TERM”) UNLESS A) YOU 
TERMINATE YOUR SERVICE AS PROVIDED BELOW, B) THE LEASE EXPIRES OR IS 
TERMINATED, OR C) THE RENEWAL IS PROHIBITED BY LAW. If you don’t wish to renew Service, 
you must deliver a written notice (the “Termination Notice”) at least 60 days (or 30 days if you are in 
Wisconsin) prior to the renewal of the term to us at 2225 American Drive, Neenah, WI 54956 or you may 
notify us by creating a case at pitneybowes.com/us/contact-us.html (follow the instructions under “how to 
create a case”). Your Termination Notice must include your customer account number and agreement 
number (if applicable). PBI reserves the right not to renew your SLA for any reason. 

 
23. SLA Fees 

 
You will pay the SLA fees for the Initial Service Term and any Renewal Service Term(s). We may 
increase the SLA fees after the Initial Service Term, and any increases will be reflected on your invoice. If 
you receive service for repairs caused by any Excluded Circumstance, PBI will charge you for the service 
at PBI’s current hourly rates and for any required parts. If you exceed the cycle volume of your Equipment 
specified on the Order, PBI may bill you for the additional cycles over the specified cycle volume (the 
additional cycles are called the “Overage”). The charge will be determined by reference to the rate in 
effect at the time that we determine that an Overage exists. Upon request, you will provide the cycle 
volume to us. If you do not provide the cycle volume to us, we will estimate the cycle volume and send an 
invoice to you for any Overage based on our estimate. If, in the prior quarter, we estimated cycle volume 
and later receive actual cycle volume, then we will make adjustments based on actual usage on your next 
invoice. 

 
24. Service Changes 

 
PBI may modify its Service by giving written notice to you (a “Service Change Notice”), which will state 
whether the change is material. After receiving a Service Change Notice, if the change is material, you 
may terminate Service by giving us a termination notice at the address indicated in Section 22 or you may 
create a case at pitneybowes.com/us/contact-us.html (follow the instructions under “how to create a 
case”). 
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25. Additional Service Terms 
 

You can’t elect to have Service apply to some but not all of the items of Equipment. Service doesn’t 
include services and repairs that are made necessary due to any Excluded Circumstance. Service 
excludes the supply of postal and carrier rate changes and Consumable Supplies. If you replace any of 
your Covered Equipment during the Service Term, and the replacement Equipment qualifies for Services, 
PBI will automatically enroll you for maintenance coverage on the new Equipment at PBI’s then current 
annual rates. If you acquire an attachment, or add a unit, to your Covered Equipment, PBI will provide 
coverage for each attachment or unit which we determine qualifies for coverage under the SLA and adjust 
your rate accordingly. If you choose not to continue coverage on the replacement Equipment, attachment 
or unit, you may cancel Service for the item within thirty days of the date of your initial invoice for the item 
from PBI. If you cancel, any further maintenance or repair services on the Equipment, attachment or unit 
will be subject to PBI’s current rates. Standard SLA will apply to rented Equipment at no additional 
charge. 

 
EQUIPMENT RENTAL AND METER SERVICES TERMS 

 
26. Equipment Rental and Meter Services 

 
(a) If your order includes a Meter, we will invoice you the Meter Services fees listed on the Order. 
After the period listed on the Order (the “Initial Term”), we may increase the Meter Services fees upon at 
least 30 days’ prior written notice. When you receive notice of an increase, you may terminate your Meter 
Services only as of the date the increase becomes effective. 

 
(b) At the end of the Initial Term, unless prohibited by law, Meter Services term will convert to 
successive month to month extensions. You may choose to cancel the month to month extensions at any 
time by giving us 30 days’ prior written notice, to the address in Section 22 or create a case at 
pitneybowes.com/us/contact-us.html (follow the instructions under “how to create a case”). Upon 
expiration of the term of the Meter Services, you agree to return the Meters covered by the Meter 
Services agreement in their original condition, reasonable wear and tear excepted. We reserve the right 
to recover or disable the Meter and terminate your use at any time if you are in violation of USPS 
regulations. 

 
27. Postage 

 
You may transfer funds to The Pitney Bowes Bank, Inc. (the “Bank”) for deposit into your Reserve 
Account that you maintain with the Bank (your “Reserve Account”) or you may transfer funds to the 
United States Postal Service (the “USPS”) through a lockbox bank (a “Lockbox Bank”). See the “USPS 
Acknowledgment of Deposit” below for more information. Until the end of the Initial Term, we may charge 
you a fee of up to $15.00 for refilling your postage. After the Initial Term, we may increase postage refill 
fees upon 30 days prior written notice. If you participate in any PBI, PBGFS, or Bank postage advance 
programs (such as Purchase Power), we will advance payment on your behalf to the USPS, subject to 
repayment by you under the terms of the postage advance program and billed separately from your Meter 
Services fees. 

 
28. Meter Repair or Replacement; Meter Care and Risk of Loss 

 
If the Meter malfunctions or fails due to reasons other than an Excluded Circumstance, we will repair or 
replace the Meter. You agree to take proper care of the Meter(s), as stated in this Agreement and any 
user documentation. You assume all risk of loss or damage to the Meter(s) while you have possession. 

 
29. Terms of Use of Meter; Federal Regulations 

 
(a) You may use the Meter solely for the purpose of processing your mail, provided that you are 

authorized by the USPS to use the Meter, and that you comply with (i) this Agreement, (ii) any 
operator guide and (iii) all USPS regulations. You agree to use only attachments or printing 
devices authorized by us. You must receive our written consent before moving the Equipment or 
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Meter to a different location. Federal regulations require that we own the Meter. Tampering with 
or misusing the Meter is a violation of federal law. Activities of the USPS, including the payment 
of refunds for postage by the USPS to clients, will be made in accordance with the current 
Domestic Mail Manual. If (i) the Meter is used in any unlawful scheme, (ii) isn’t used for any 
consecutive 12 month period, (iii) you take the Meter or allow the Meter to be taken outside the 
United States without proper written permission of USPS Headquarters, (iv) you enter a series of 
unpaid or short-paid mail pieces and/or packages in the mail stream, (v) you offer, sell or allow 
the use of the shipping rates that we offer to you under this Agreement to or by any other party, 
(vi) you are in possession of a decertified system, or (vii) you otherwise fail to abide by the postal 
regulations and this Agreement regarding care and use of the Meter, then this Agreement and 
any related Meter Services agreement may be revoked. You acknowledge that any use of a 
Meter that fraudulently deprives the USPS of revenue can cause you to be subject to civil and 
criminal penalties applicable to fraud and/or false claims against the United States. The 
submission of a false or fraudulent statement can result in imprisonment of up to 5 years and 
fines of up to $10,000 (18 U.S.C. 1001) and a civil penalty of up to $5,000 plus an assessment of 
twice the amount falsely claimed (3 U.S.C. 3802). The mailing of matter bearing a fraudulent 
postage meter imprint is an example of a violation of these statutes. You are responsible for 
immediately reporting (within 72 hours or less) the theft or loss of the Meter to us. Failure to 
comply with this notification provision in a timely manner may result in the denial of refund of any 
funds remaining on the Meter at the time of loss or theft. You understand that the rules and 
regulations regarding the use of this Meter as documented in the Domestic Mail Manual may be 
updated from time to time by the USPS and it is your obligation to comply with any rules and 
regulations regarding its use. 

 
(b) You agree that you will not offer, sell or allow the use of the shipping rates that we offer to you 

under this Agreement to or by any other party. 
 

(c) HAZMAT Requirement. You acknowledge that the USPS has implemented standards and 
requirements for shipment of parcels containing hazardous materials, including Publication 52, 
New Mailing Standards for the Separation of Hazardous Materials (87 Federal Register 73459), 
as well as replacement or supplemental regulations, and you agree to comply with all rules and 
regulations implemented by the USPS relating to handling of shipments of parcels containing 
hazardous materials, including labeling, packaging, and separation in the tendering of parcels to 
the USPS. 

 
(d) USPS Privacy Act Statement. Your information will be used to facilitate the purchase of USPS 

postage and fulfill transactional reporting requirements for USPS postage systems. Collection is 
authorized by 39 U.S.C. 401, 403, and 404. Providing the information is voluntary, but if not 
provided, your transaction may not be processed. USPS does not disclose your information to 
third parties without your consent, except to facilitate the transaction, to act on your behalf or 
request, or as legally required. This includes the following limited circumstances: to a 
congressional office on your behalf; to financial entities regarding financial transaction issues; to a 
USPS auditor; to entities, including law enforcement, as required by law or in legal proceedings; 
and to contractors and other entities aiding us to fulfill the service (service providers). For more 
information regarding USPS privacy policies, visit www.usps.com/privacypolicy. 

 
 

30. Rate Updates and Soft-Guard® Program 
 

Your Meter or Equipment may require periodic rate updates that you will obtain under our Soft-Guard 
program. We will provide rate updates only if required due to a postal or carrier change in rate, service, 
ZIP Code™ or zone change. The Soft-Guard program doesn’t cover any change in rates due to custom 
rate changes, new classes of carrier service, or a change in ZIP Code or zone due to equipment 
relocation. We won’t be responsible for any losses arising out of or resulting from the failure of rating or 
software downloads to conform to published rates. 

 
31. Collection of Information 
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You authorize us to access and download information from your Meter or from your PC Postage account. 
We may disclose this information to the USPS or other authorized governmental entity. We won’t share 
with any third parties (except the USPS or other governmental entity) individually identifiable information 
that we obtain about you in this manner unless required to by law or court order. We may elect to share 
aggregate data about our clients’ postage usage with third parties. 

 
32. Value Based Services 

 
Value based services are services the USPS provides, including e-Return Receipt and USPS 
Confirmation Services. Any fees the USPS charges for these services are your responsibility to pay for 
and are payable the same way that you pay for postage. The USPS is solely responsible for its services. 
We are not responsible for any malfunctions of any part of the communication link connecting the Meter 
with the USPS data system. We have the right to terminate the value based services if the USPS 
discontinues offering the service or you breach your obligations under this Agreement and fail to cure the 
breach within thirty days after you have been notified in writing. 

 
USPS ACKNOWLEDGEMENT OF DEPOSIT 

 
33. Acknowledgement of Deposit 

 
This section of the agreement provides you with the sections that the USPS requires we include in any 
agreement where we are providing Meter Services. The USPS requires that we use specific language. 
The “acknowledgement of deposit” terms are as follows: 

 
(a) In connection with your use of a Postage Evidencing System, you may transfer funds to the 
USPS through a Lockbox Bank for the purpose of prepayment of postage on Postage Evidencing 
Systems, generating evidence of postage (a “Deposit”), or you may transfer funds to the Bank for deposit 
into your Reserve Account. 

 
(b) To the extent you deposit funds in advance of the use of any evidence of postage, you may 
make Deposits in the Lockbox Bank account identified as “United States Postal Service CMRS-PB” or 
make deposits in your Reserve Account, in either case through electronic means, including Automated 
Clearinghouse Transfers. The USPS may, at its discretion, designate itself or a successor as recipient of 
Deposits made by you to the Lockbox Bank account described above. 

 
(c) Any deposit made by you in your Reserve Account is subject to the Reserve Account – 
Agreement and Disclosure Statement governing your Reserve Account. 

 
(d) Any Deposit made by you in the Lockbox Bank account shall be credited by the USPS only for 
the payment of evidence of postage. Such Deposits may be commingled with Deposits of other clients. 
You shall not receive or be entitled to any interest or other income earned on such Deposits. 

 
(e) The USPS will provide a refund to you for the remaining account balances of Deposits held by the 
USPS. These refunds are provided in accordance with the rules and regulations governing deposit of 
funds for evidence of postage, published in the CFR. 

 
(f) The Lockbox Bank, which shall collect funds on behalf of the USPS, shall provide PBI, on each 
business day, information as to the amount of each Deposit made to the USPS by you, so that PBI can 
update its records. 

 
(g) PBI may deposit funds on your behalf. The USPS will make no advances of funds to you. Any 
relationship concerning advances of funds is between you and PBI, PBGFS and/or the Bank. 

 
(h) You acknowledge that the terms of this Acknowledgement may be changed, modified, or 
revoked by the USPS, with appropriate notice. 
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(i) Postal Regulations governing the deposit of funds are published in the CFR or its successor. 
You acknowledge that you shall be subject to all applicable rules, regulations, and orders of the USPS, 
including future changes to such rules, regulations, and orders, and such additional terms and conditions 
as may be determined in accordance with applicable law. The USPS rules, regulations, and orders shall 
prevail in the event of any conflict with any other terms and conditions applicable to any Deposit. 

 
PURCHASE POWER TERMS 

 
34. Purchase Power Program 

 
(a) The Purchase Power credit line is a product of the Bank and is not available to individuals for 
personal, family, or household purposes. In order to participate in the Purchase Power program (the 
“Program”), you must provide the information described in paragraph (h) below. You will receive a set of 
more specific provisions for the Program within thirty days of the date of this Agreement. 

 
(b) Your Purchase Power account (the “Account”) will be charged for the amount of postage, 
products, and services requested and the related fees, if applicable. Unless prohibited by law, you agree 
to pay the fees and charges of which the Bank has given you notice, including those relating to: (i) 
applicable transaction or overage fees; (ii) your failure to pay in a timely manner; (iii) your exceeding 
your credit line; and (iv) fees attributable to the return of any checks. 

 
(c) You will receive a billing statement for each billing cycle in which you have activity in the Account. 
The Bank may deliver any statement electronically to the email address that is on file for you. Payments 
are due by the due date shown on your billing statement. You may pay the entire balance due or a portion 
of the balance, provided that you pay at least the minimum payment shown on the statement. In the event 
of a partial payment, you will be responsible for the unpaid balance. 

 
(d) (i) By using the Program, you agree that whenever there is an unpaid balance outstanding on the 
Account which is not paid in full by the due date shown on your billing statement, the Bank will charge 
you, and you will pay, interest on the unpaid balance of the Account from time to time, for each day from 
the date the transaction is posted to the Account until the date the unpaid balance is paid in full, at a 
variable rate equal to the Annual Percentage Rate applicable to the Account from time to time. (ii) The 
Annual Percentage Rate applicable to the Account will be: the greater of (x) 22% and (y) the sum of the 
highest “Prime Rate” published in the “Money Rates” section of The Wall Street Journal on the last 
business day of the month and the margin set forth below (the sum of the margin and the Prime Rate is 
herein called the “Floating Rate”). The Annual Percentage Rate will be adjusted on a monthly basis based 
on any fluctuation in the Floating Rate, if applicable. Any change in the Annual Percentage Rate based on 
the calculation described in this section will become effective on the first day of your next billing cycle. (iii) 
The margin which will be added to the Prime Rate to determine the Floating Rate will be 14.75% (using 
the Prime Rate in effect as of December 31, 2019, the daily periodic rate would be .05342% and the 
corresponding annual percentage rate would be 19.50%). (iv) The Account balance that is subject to a 
finance charge each day will include (x) outstanding balances, minus any payments and credits received 
by the Bank on the Account that day, and (y) unpaid interest, fees, and other charges on the Account. (v) 
The Bank will charge a minimum finance charge of $1.00 in any billing cycle if the finance charge as 
calculated above is less than $1.00. (vi) Each payment that you make will be applied to reduce the 
outstanding balance of the Account and replenish your available credit line. (vii) The Bank may refuse to 
extend further credit if the amount of a requested charge plus your existing balance exceeds your credit 
limit. 

 
(e) The Bank may at any time close or suspend the Account, and may refuse to allow further 
charges to the Account. Cancellation or suspension will not affect your obligation to pay any amounts you 
owe. 

 

(f) The Bank can amend any of the provisions and terms related to the Program at any time by 
written notice to you (including by electronic notice via the email address that is then on file for you). You 
are consenting to electronic delivery of any amendments to the Program terms. Each time you use the 
Program, you are signifying your acceptance of the terms then in effect. An amendment becomes 
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effective on the date stated in the notice and will apply to any outstanding balance on the Account. The 
Bank may terminate the Program at any time and will notify you in the event of any termination. 
Any outstanding obligation will survive termination of the Program. 

 
(g) The Program and any advances are governed by and construed in accordance with the laws of 
the State of Utah and applicable federal law. 

 
(h) USA PATRIOT Act - To help the government fight the funding of terrorism and money laundering 
activities, Federal law requires financial institutions to obtain, verify and record information that identifies 
each person who opens an account. Accordingly, in order to activate the Account, the Bank asks that you 
agree to provide identifying information, including your address and taxpayer identification number. The 
Bank may also ask for additional identifying information, where appropriate, including asking that your 
representative who is opening the Account provide his/her name, address, date of birth, driver’s license 
and/or other documents and information that will allow the Bank to identify him/her. You agree to provide 
all such requested identifying information. 

 
PRODUCT SPECIFIC TERMS 

 
35. Software 
If you are acquiring an on-premise software license or on-demand subscription services, additional terms 
apply which are available by clicking on the hyperlink for that software or subscription service located at 
pitneybowes.com/us/license-terms-of-use/software-and-subscription-terms-and-conditions.html. Those 
additional terms are incorporated by reference. 

 
36. DI2000 Inserting System Terms 
Certain provisions which apply when you purchase, lease or rent a DI2000 inserting system and when 
you purchase a service plan for it are set forth at pitneybowes.com/us/di2000-terms.html. 
and are incorporated by reference. Those provisions govern to the extent that they are inconsistent with 
the other terms of this Agreement. 

 
37. PBBackup and PC-Backup Service Terms 
Certain provisions which apply when you utilize the PBBackup or PC-Backup services are set forth at 
pitneybowes.com/us/pbbackup-service-and-pcbackup-service-terms.html and are incorporated by 
reference. 

 
38. Lockers 
If you are acquiring lockers, your Order may include on-demand subscription services and a statement of 
work. We are not responsible for the contents of the lockers. If we provide on-site service, one of your 
employees must accompany our service technician at all times during the service. You are solely 
responsible for selecting the location for the installation of the lockers, and for the safety and security of 
the individuals using the lockers. You must keep the Equipment insured against Loss for its full 
replacement value under a comprehensive policy of Insurance. 

 
39. AddressRight® Printers 
Certain provisions which apply when you purchase, lease or rent an AddressRight Printer are set forth at 
pitneybowes.com/us/addressrightprinter-terms.html and are incorporated by reference. Those provisions 
govern to the extent that they are inconsistent with the other terms of this Agreement. 

 
40. DM Infinity 
In no event shall the term for a DM Infinity meter agreement go beyond June 30, 2026. In addition, in no 
event shall a new DM Infinity meter be placed (installed) after June 30, 2024. 

By entering into this agreement you acknowledge the metering function as well as support for the DM 
Infinity meter under this agreement will end on June 30, 2026 due to USPS regulations. This means that 
the metering device will stop functioning on June 30, 2026 and you will not be able to meter your mail. 
Mail processed on a DM Infinity meter after June 30, 2026 will not be accepted by the USPS. 
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41. PitneyShip™ Cube 

Certain provisions which apply when you purchase a service plan for PitneyShip Cube are set forth at 
pitneybowes.com/us/pitneyshipcube-service-terms and are incorporated by reference. 
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