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GENERAL TERMS & CONDITIONS
PURCHASE ORDER/CONTRACT -

1. ACCEPTANCE: Seller shall be bound by this order and its terms and conditions upon receipt of this order.

2. APPLICABLE LAW: The laws of the State of West Virginia and the Legislative Rules of the Purchasing
Division shall govern all rights and duties under the Contract, including without limitation the validity of this
Purchase Order/Contract.

3. NON-FUNDING: All services performed or goods delivered under State Purchase Orders/Contracts are to be
continued for the terms of the Purchase Order/Contract, contingent upon funds being appropriated by the
Legislature or otherwise being made available. In the event funds are not appropriated or otherwise available
for these services or goods, this Purchase Order/Contract becomes void and of no effect after June 30.

4. COMPLIANCE: Seller shall comply with all federal, state and local laws, regulations and ordinances including,
but not limited to, the prevailing wage rates of the WV Division of Labor,

5. MODIFICATIONS: This writing is the parties' final expression of intent. No modification of this order shall be
binding unless agreed to in writing by the Buyer,

6. ASSIGNMENT: Neither this Order nor any monies due, or to become due hereunder may be assigned by the
Seller without the Buyer's consent,

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

8. CANCELLATION: The Director of Purchasing may cancel any Purchase Order/Contract upon 30 days written
notice to the seller.

9. SHIPPING, BILLING & PRICES: Prices are those stated in this order. No price increase will be accepted
without written authority 'from the Buyer. All goods or services shall be shipped on or before the date
specified in this Order.

10. LATE PAYMENTS: Payments may only be made after the delivery of goods or services. Interest may be paid
on late payments in accordance with the West Virginia Code.

11. TAXES: The State of West Virginia is exempt from federal and state taxes and will not pay or reimburse
such taxes.

12. RENEWAL: Any reference to automatic renewal is hereby deleted. The Contract may be renewed only upon
mutual written agreement of the parties.

13. BANKRUPTCY: In the event the vendor/contractor files for bankruptcy protection, the State may deem this
contract null and void, and terminate such contract without further order.

14. HIPAA BUSINESS ASSOCIATE ADDENDUM: The West Virginia State Government HIPAA Business Associate
Addendum (BAA), approved by the Attorney General, is available online at www.state.wv.us/admin/purchase/vre/hipaa.html
and is_hereby made part of the agreement provided that the Agency meets the definition of a Cover Entity
(45 CFR §160.103) and will be disclosing Protected Health Information (45 CFR §160.103) to the vendor.

15. CONFIDENTIALITY: The vendor agrees that he or she 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 http://www.state.wv.us/admin/purchase/privacy/notice Confidentiality.pdf.

16. LICENSING: Vendors 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. Furthermore, the vendor must provide all necessary releases to obtain information to enable the
Director or spending unit to verify that the vendor is licensed and in good standing with the above entities.

17. ANTITRUST: In accepting this purchase order or signing this contract with any agency for 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. Vendor certifies
that this purchase order or contract is accepted or entered into without any prior understanding, agreement, or
connection to any other entity that could be considered a violation of law. Vendor further certifies that this
purchase order or contract is in all respects fair and without collusion or fraud.

Rev. 11/09/11
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SECTION ONE: GENERAL INFORMATION

1.1

1.2

1.3

Purpose: The Purchasing Division, hereinafter referred to as the “State,” is
soliciting proposals pursuant to West Virginia Code §5A-310b for the all State

_ agencies, hereinafter referred to as the “Agency,” to provide secure off-site

storage and management of state government records.

By signing and submitting its proposal, the successful Vendor agrees to be
bound by all the terms contained in this RFP.

A Request for Proposal (RFP) is generally used for the procurement of services
in situations where price is not the sole determining factor and the award will be
based on a combination of cost and technical factors (Best Value). Through its
proposal, the bidder offers a solution to the objectives, problem, or need
specified in the RFP, and defines how it intends to meet (or exceed) the RFP
requirements.

1.2.1 Compliance with Laws and Regulations: The Vendor shall procure all
necessary permits and licenses to comply with all applicable Federal,
State, or municipal laws, along with all regulations, and ordinances of any
regulating body.

The Vendor shall pay any applicable sales, use or personal property
taxes arising out of this contract and the transactions contemplated
thereby. Any other taxes levied upon this contract shall be borne by the
Vendor. It is clearly understood that the State of West Virginia is exempt
from any taxes regarding performance of the scope of work of this
contract.

Schedule of Events:

Vendor's Written Questions Submission Deadline.......... 08/08/2011 at 5:00 pm EST
Mandatory Pre-bid Conference...........ccccocceeiiiininenn 08/01/2011 at 10:00 am EST
Addendum IsSHR v mmmmmsivssissssmmms s Approx. Week of 08/15/2011
Bid Opening Date .. ..o csressseamessmmssiaiossss sigsmmsssarmsvamssss 08/25/2011 at 1:30 pm EST




1.4

1.5

Mandatory Pre-bid Conference: A mandatory pre-bid will be conducted on the
date listed below:

Date: Monday, August 1, 2011
Time: 10:00 am EST
Location: 2019 Washington Street, East

Charleston, WV 25305
(Building #15 Conference Room)

Telephone Number: 304-558-2306

**Metered Visitor Parking may be found on California Avenue or limited metered
Visitor Parking on Washington Street, East.

All interested Vendors are required to be represented at this meeting. Failure to
attend the mandatory pre-bid shall result in the disqualification of the bid.
No one person may represent more than one Vendor.

All potential Vendors are requested to arrive prior to the starting time for the pre-
bid conference. Vendors who arrive late, but prior to the dismissal of the

technical portions of the pre-bid conference will be permitted to sign in. Vendors
who arrive after conclusion of the technical portion of the pre-bid, but during any

subsequent part of the pre-bid will not be permitted to sign the attendance sheet.

An attendance sheet will be made available for all potential Vendors to complete.

This will serve as the official document verifying attendance at the mandatory
pre-bid. Failure to provide your company and representative name on the
attendance sheet will result in the disqualification of your bid. The State will not
accept any other documentation to verify attendance. The Vendor is responsible
for ensuring they have completed the information required on the attendance
sheet. The Purchasing Division and the State Agency will not assume any
responsibility for a Vendor’s failure to complete the pre-bid attendance sheet. In
addition, all potential Vendors are asked to include their email address and fax
number.

Inquiries: Inquiries regarding specifications of this RFP must be submitted in
writing to the State Buyer with the exception of questions regarding the proposal
submission which may be oral. The deadline for written inquiries is identified in
the Schedule of Events, Section 1.3. All inquiries of specification clarification
must be addressed to:

Krista S. Ferrell, Buyer Supervisor
Purchasing Division

2019 Washington Street, East
P.O. Box 50130

Charleston, WV 25305-0130
Phone: 304-558-2596

Fax: (304) 558-4115

Email: Krista.s.ferrell@wv,gov




1.6

iy

No contact between the Vendor and the Agency is permitted without the
express written consent of the State Buyer. Violation may result in rejection of
the bid. The State Buyer named above is the sole contact for any and all inquiries
after this RFP has been released.

Verbal Communication: Any verbal communication between the Vendor and
any State personnel is not binding, including that made at the mandatory pre-bid
conference. Only information issued in writing and added to the RFP
specifications by an official written addendum by Purchasing is binding.

Addenda: If it becomes necessary to revise any part of this RFP, an official
written addendum will be issued by the Purchasing Division.

SECTION TWO: PROJECT SPECIFICATIONS

2.1
2.2

2.2

2.2.2

2.23

224

Location: The Agencies that will use this contract are located statewide.
Background and Current Operating Environment:

Agencies and Documents Stored

Pursuant to the West Virginia Code 5A-8,
hitp:/iwww.ledis.state.wv.us/MVVCODE/Code.cfm?chap=05a&art=8#08 the West

Virginia Department of Administration is responsible for the management of the
State's day-to-day record storage system.

Physical Housing of Documents

The current record center is a privately-owned facility located at 1545 Hansford
Street, Charleston, WV. The facility contains 70,000 square feet. The
warehouse has sixteen (16) full-time employees supplemented by occasional
temporary employees, when needed.

Storage of Documents

Agencies are required to follow properly approved retention/destruction
schedules. These schedules are required to be submitted to the Department of
Administration for approval each odd year.

Document Flow: General Description

Currently documents are delivered to the current vendor’s location at 1545
Hansford Street in Charleston, WV and/or picked up from this location by
individual agencies or delivered or picked-up at the agency site by the vendor.
The State does not offer pick-up and delivery service. Most records are received
in industry standard-sized boxes (1.2 cu ft). However, some are delivered in
other formats previously approved by the records manager or the records
management vendor.























































































