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GENERAL TERMS & CONDITIONS
REQUEST FOR QUOTATION (RFQ) AND REQUEST FOR PROPOSAL (RFP)

1. Awards will be made in the best interest of the State of West Virginia.
2. The State may accept or reject in part, or in whols, any bid.
3. All quotations are governad by the West Virginia Code and the Legisiative Riiles of the Purchasing Division

4. Prior to any award, the apparent successful vendor must be propetly registered with the Purchasing Division
and have paid the requited $125 fee.

5. All services performed or goecds delivered under State Purchase Order/Contracts are to be continued for the
term of the Purchase Order/Contracts, contingent upon funds being appropriated by the Legislalure or otherwise
being made available. In the event funds are not appropriated or otherwise available for these services or
goods, this Purchase Order/Contract bacomes void and of no effect after June 30.

8. Payment may only be made after the delivery and acceptance of goods or services.

7. Interest may be paid for late payment in accordance with the West Virginia Code.

8. Vendor preforence will be granted upon written request in ascordance with the West Virginia Cede.

g, The State of West Virginia iz axempt from federal and state taxes and will not pay or reimbtrse such faxes

10. The Director of Purchasing may cancel any Purchase Order/Coniract upon 30 days written netice to the selfler

11. 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/Coniract

12. Any reference to automatic renewal is hereby deleted The Contract may be renewed only upon muiual writen
agreement of the parties.

43. BANKRUPTCY: in the event the vendor/contractor files for bankruplcy protection, this Confract may be
deemad null and void, and terminated without further arder.

14. HIPAA BUSINESS ASSOCIATE ADDENDUM: The West Virginia State Government HIPAA Business Associate
Addendum (BAA), approved by the Atlorney General, and available online at the Purchasing Division's web site
{(htips/iwww.state.wv.us/admin/purchase/vre/hipaahtm) is hereby made part of the agreement Provided that,
the Agency mests 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. WEST VIRGINIA ALCOHOL & DRUG-FREE WORKPLACE ACT: |f this Coniract constitutes a public improvement
construction coniract as set forth in Article 1D, Chapter 21 of the West Virginia Code ("The West Virginia Alcohol
and Drug-Free Workplace Act"), then the following language shall hereby become part of this Contract: “The
contractor and its subconiractors shall implement and maintain a writien drug-free workplace policy in compliance
with the West Virginia Alcohol and Drug-Free Workplace Act, as set forth in Article 1D, Chapter 21 of the West
Virginia Code The contrastor and Hs subconfractors shall provide a sworn statement in writing, under the
penalties of perjury, that they mainfain a valid drug-free work place palicy in com{aiiance with the West Virginia
and Drug-Free Workplace Act. It is understood and agreed that this Contract shall be cancelled by the awarding
authority if the Contractor: 1) Fails to implement its drug-free workplace policy; 2) Fails to provide information
regarding implementation of the contractor's drug-free workplace policy at the request of the public authority; or
3) Provides to the public authority false information regarding the contractor's drug-fres workplace policy "

INSTRUCTIONS TO BIDDERS

1. Use the quotation forms provided by the Purchasing Division.

2. SPECIFICATIONS: ltems offered must be in compliance with the specifications. Any deviation from the
specifications must be clearly indicated by the bidder. Alternates offered by the bidder as EQUAL to the
specifications must be clearly defined. A bidder offering an alternate should altach complete specifications
and literature to the bid. The Purchasing Division may waive minor deviations to specifications.

3. Complete ali sections of the quotation form.
4. Unit prices shall prevail in case of discrepancy
5, Al quotations are considered FO.B destination unless alternate shipping terms are clearly identified in the

quotation

6. BID SUBMISSION: All quotations must be delivered by the biddar to the office listed below prior to the date and time
of the bid opening. Failure of the bidder to deliver the quotations on time will result in bid disqualifications:
Department of Administration, Purchasing Division, 2019 Washington Sireet East, P.O. Box 50130,

Charleston, WV 25305-0130

Rev. 701/08
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WV-36

REV 10/81 STATE OF WEST VIRGINIA BUYER: PAGE | Req.or PO#
PURCHASING CONTINUATION SHEET DNR209086
VENDOR }9’}6 DI 4 f‘-tj‘“ Spending Unit:
DAR - Wildiife Resources
item No: | Quantity Descripiion Unit Price |  Amount
OPEN-END GONTRACT FOR WILDLIFE CALENDAR

SPECIFICATIONS

TITLE: West Virginia Division of Natural Resources Wildiife Calendar

FREQUENCY OF ORDERS: One initial printing with optional reprints as
needed

QUANTITY: 22,000

Optional reprints as needed according to specifications.

TYPE OF PUBLICATION:

Cover and inside pages: Full-color offset process printing hanging wall
calendar, bindery and folds as per specifications Printed 2 sides and bleed
a1l sides. Order form insert page bound in as center spread, printed
in two colors, no blsed, vertical and horizontal perforations.

ORDER FORM INSERTS:

Order form inserts for ordaring the current WV wildlife Calendar and for
the next year's calendar will be pound to calendar as center-page spread.
Printing will be on one side and perforated for tear out

PAPER STOCK:
Cover: 100 |b. Gallery Art Glass Cover Good Bright Enamel - White

Inside pages: 100 Ib. Gallery Art Glass Text Good Bright Ename! - White
Order Form Insert Pages: 50 b white offset uncoated

PLATFORMS:!
Vendor must be able to aceept files for final production from the

following platforms:
Media - CD-ROM or DVD or capability to download from vendor's FTP site

Software - InDeslgn ©S3 and Adobe Acrobat { pdf). {Vendor is responsible
for converting files to other formats if needed for final production.)
Mustration Art Scans - Vendor must have capability jo randomiy scan

large-size original illustration artwork into a digital format.

ELECTRONIC PREPRESS:
illustration Art Scans: 12 pieces of original art will be funishad by the WV
Wildiife Resources Section to the Vendor Vendor raust randomly scan and
produce high quality, color-correct digital fites from the provided fllustration
art {approx. 14" X 11" of each individual ilustration) These scans will be
provided $o the ordering agency fo place in finat publication ustration
artwork must be picked up and returned by Vendor Company
representative to the Elkins Office.

TOTAL THIS PAGE
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REV 1081 STATE OF WEST VIRGINIA BUYER: PAGE | Req.or PO#
PURCHASING CONTINUATION SHEET DNR208086
VENDOR Spending Unit:
DNR - Wildiife Resources
item No: | Quantity Description Unit Price| Amount

OPEN END GONTRACT FOR WILDLIFE CALENDAR - CONT

Prefiight: Prior to image processing, the vendor shall perform a basic
preflight of the furnished media and publishing files to assure corract
output of the required production image. Any errors, media damage of
data corruption that might interfere with proper flie image procassing must
be reported to the ordering agency immediately The vendor shall create
or alter any nacessay irapping, set proper screan angles and screen
frequency, and define file output selection for the imaging device being
used to insure press readiness

PROOCFS - VENDOR MUST PROVIDE:
Mustration Art: One set and one set of revision of digital color proofs of

flustration art. The final product must match color of origina! Hlustrations

After approval of digital files by the WV Witdlife Resources Section,
the approved files must be provided to the ordering agency for
placement in the publication.

Final Publication: One set of digital color proofs (contract-grade press
proof or press-match print) with critical color and registrafion - must be
press-match quality. One composite printout folded and trimmed to size

The vendor must not print order prior to receipt of an "OK to Print"’ ~
by the West Virginia Wildlife Resources Section appointed designee.
The final product must match approved proof.

Reprint Proofs: A walver of proof may be allowed by the ordering agency on

reprints of the order upon the guarantee of the vendor to provide
an exact reprint with same quality and style of previous order.

BINDERY:
14" x 22" flat folded to 14" X 11" saddle stitch along 14" side with 2 heavy-

gauge wire staples. Round-hole punch one 3/16" round hole for wall hanging

in top border of color print, 1/2" from front trim and centered head to fool
through entire calendar

DELIVERY SCHEDULE
Original artwork: Original artwork must be scanned & returned o agency

wihin 20 business days of receipt of artwork.

Calendar: 20 business days from date of receipt of completed files
Reprint Orders: 20 calendar days from date of receipt of purchase otder.
The ship/deliver dale indicated on the contract release order is the daie
product must be defivered to the specified destination

TOTAL THIS PAGE
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REY 10/81 STATE OF WEST VIRGINIA BUYER: PAGE | Req.or PO#
PURCHASING CONTINUATION SHEET DNR203086
VENDOR Spending Unit:
DNR - Wildlife Resources
ltem No: | Quantity Description Unit Price| Amount

OPEN-END CONTRACT FOR WILDLIFE CALENDAR - CONT

SHIPPING:

Calendars to be shipped banded to wood pallets suitable for handling with
a fork iift. No more than 40 cartons of calendars per pallet Overloading
of pallets to result in refusal of shipment

F OB Destination Calendars to be shipped to:
WV Bivision of Natural Resources

Wildlife Resources Section

Ward Road, Route 218

Elking, WV 28241

Vender must deliver 5 samples to WV Department of Commerce, 90
MacCorkle Avenue, SW, South Charleston, WV 25303

Before delivery is made, vendor or delivery agent must contact WV Wildiife
Resources Section at least 24 hours in advance to make arrangement for
acceptance of order and verlfy delivery address Number of boxes/skids
must be known at fime of call.

Deliveries will be accepted beiween 8 am and 4 p m. Monday through Friday

with no deliverles on Holidays or weekends, unless specified ctherwise:

MATERIAL STORAGE AND RETURN: Upon completion of order, all elecironic

media, artwork and other material is io be returned to WV Division of
Natural Resources or ordering agency, via company representative or
registered mail before payment will be processed. All material is the
property of State of West Virginia and must be returned to the ordering
agency within 14 days of completion of project or by a verhal or written
request or upon termination of contract  All expenses incldental to
returning materials, submitting proofs and furnishing sampleé must be borne
by the vendor

SPECIAL INSTRUCTIONS:

Failure to meet printing quality (improper registration, incorrect paper,
smudged or smeared printing, off-color match, misplaced images or text),
materials or specifications, etc., is justification for cancellation or refusal of

the order

Failure to meet delivery deadline will result in a $100.00 tota] fiquidated
darage per day Al vendors bidding on this assume this responsibifity.
Failure fo meet delivery deadiine on more than one occasion, without
justification of circumstances beyond the vendor's conirol, i e. paper
shoriage, labor strikes, etc , is jusfification for cancellation or refusal of

order or contract.

TOTAL THIS PAGE




WWV-38

REV 10/81 STATE OF WEST VIRGINIA BUYER: PAGE | Req.or PO#
PURCHASING CONTINUATION SHEET *|DNR209086
VENDOR Spending Unit:
DNR - Wildlife Resources
ttem No: | Quantity Description Unit Price| Amount

OPEN-END CONTRACT FOR WY WILDLIFE CALENDAR - CONT.

No spoils will be accepted as part of delivery volume

Overruns will be accepted but under no circumstances wilt overruns

be paid for Under no circumstances can the approved vendor use this

publication for gain. Al publications are property of the state of West
Virginia.

Successful vendor is to contact the WV Dapartment of Commerce ordering
agency contact immediately upon receipt of release order to discuss
technicalities of job and to verify receipt of order

The above specifications apply to all sections of this contract.

Please provide the following costs:
Cost of 14" X 22" calendar (28 pages + 4 covers + 4 order form pages = 36
NOTE: COST MUST INCLUDE SHIPPING COST

22,000

Cost of reprints of completed caiendar: . P
1,000 calendats © < ° # /] spo-00.

2,000 calendars N2, s50.00
3,000 calendars ¥ 3,950 .p0
4,000 calendars g4 LYH. 20O
5,000 calendars ¥ 4}\ 450,00

Hourly charges for author alferations ﬂ'} Q:’;_, 00 i

pages:

[ 74

S14, 259

TOTAL THIS PAGE 2 ¥0. 09




Rev 09108 State of West Virginia 10
VENDOR PREFERENCE CERTIFICATE

Certification and application* is hereby made for Preference in accordance with West Virginia Code, §5A-3-37 (Does notapplytc
construction contracts) West Virginia Code, §5A-3-37, provides an opportunity for qualifying vendors to request (at the time of bid)
preference for their residency status Such preference is an evaluation methed only and will be applied only fo the cost bid in
accordance with the West Virginia Code This certificate for application s to be used to request such preference The Purchasing
Division will make the determination of the Resident Vendor Preference, i applicable.

1. Application is made for 2.5% resident vendor preference for the reason checked:

Bidder is an individual resident vendor and has resided continucusly in West Virginia for four (4) years immediately preced-
ing the date of this certification; or,

Bidder is a partnership, assotiation or corporation resident vendor and has maintained its headguarters or principal piace of
business continuously in West Virginia for four (4) years immediately preceding the date of this certification; or 80% of the
ownesship interest of Bidder is held by another individual, partnership, association or corperation resident vendor whe has
maintained its headquarters or principal place of business continuously in West Virginia for four (4} years immediately
preceding the date of this certification; or,

Bidder is a nonresident vendor which has an affiliate or subsidiary which employs a minimum of one hundred state residents
and which has maintained its headgquarters or principat piace of business within West Virginia continuousily for the four (4)
years immediately preceding the date of this certification; or,

2. Application is made for 2.5% resident vendor preference for the reason checked:

Bidder is a resident vendor who certifies that, during the life of the contract, on average at least 75% of the employees
working on the project being bid are residents of West Virginia who have resided in the state continuously for the two years
immediately preceding submission of this bid; or,

3 Application is made for 2.5% resident vendor preference for the reason checked:

Bidder is a nonresident vendor employing a minimum of one hundred state residents oris a nonresident vendor with an
affiliate or subsidiary which maintains its headquarters or principal place of business within West Virginia employing a
minirum of ohe hundred state residents who certifies that, during the life of the contract, on average at least 75% of the
employees o Bldder's affiliate’s or subsidiary's employees are residents of West Virginia who have resided in the state
continuously for the two years immediately preceding submission of this bid; or,

4. Application is made for 5% resident vendor preference for the reason checked: e
____ Bidder meets either the requirement of both subdivisions (1) and {2) or subdivision {1) and (3) as stated above; or,
5. Application is made for 3 5% resident vendor preference who is a veteran for the reason checked:

Bidder is an individual resident vendor who is a veteran of the United States armed forces, the reserves or the National Guard
and has resided in West Virginia continuously for the four years immediately preceding the date on which the bid is
submitted; or,

6. Application is made for 3.6% resldent vendor preference who is a veteran for the reason checked:

Bidder is a resident vendor who is a veteran of the United States armed forces, the reserves or the National Guard, i, for
purposes of producing ar distributing the commodities or completing the project which is the subject of the vendor’s bid and
continuously over the entire term of the project, on average at least seventy-five percent of the vendor's employees are
residents of West Virginia who have resided in the state continuously for the two immediately preceding years

Bidder understands if the Secretary of Revenue determines that a Bidder receiving preference has failed to continue to meet the
requirements for such preference, the Secretary may orderthe Director of Purchasing to: (a) reject the bid, or (b) 2ssess a penaity
against such Bidder in an amount not to exceed 5% of the bid amount and that such penaity will be paid to the contracting agency
or deducted from any unpaid balance on the contract or purchase order

By submission of this certificate, Bidder agrees to disclose any reasenably requestad information to the Purchasing Division and

authorizes the Department of Revenue to disclose to the Director of Purchasing appropriate information verifying that Bidder has paid
the required business taxes, provided that such infermation does not contain the amounts of taxes paid nor any other information

deemed by the Tax Commissioner to be confidential

Under penalty of law for false swearing {(West Virginia Code, §61-5-3), Bidder hereby certifies that this certificate is true
and accurate In all respects; and that if a contract is jssued to Bidder and if anything contained within this certificate
changes during the term of the contract, Bidder will notify the Purchasing Division in writing immediately.

Bidder:__ /15 1211 cc Signed: /K/A/\j’ SBirTis o
Date: }/:QD/D ('} Title: 52 /“fﬁ ]7%37?1‘%’ S“f#"v/_‘?’»ﬁ Ve

*Check any combination of preference consideration(s) indicated sbove. which you are enfitied fo receive
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STATE OF WEST VIRGINIA
Purchasing Division

PURCHASING AFFIDAVIT

VENDOR OWING A DEBT TO THE STATE:

West Virginia Code §5A-3-10a provides that: No contract or renewal of any contract may be awarded by the
state or any of its political subdivisions to any vendor or prospective vendor when the vendor or prospaclive
vendor or a related party to the vendor or prospective vendor is a debtor and the debt owed is an amount

greater than one thousand dollars in the aggregate.

PUBLIC IMPROVEMENT CONTRACTS & DRUG-FREE WORKPLACE ACT:

West Virginia Code §21-1D-5 provides that: Any solicitation for a public improvement construction contract
shall require each vendor that submits a bid for the work to submit at the same time an affidavit that the vendor
has a writlen plan for a drug-free workplace policy in compliance with Article 1D, Chapter 21 of the West
Virginia Code A public improvement construction contract may not be awarded to a vendor who dogs not
have a written plan for a drug-free workplace policy in compliance with Article 1D, Chapter 21 of the West
Virginia Code and who has not submitted that plan o the appropriate contracting authoerity in timely fashion.
For a vendor who is a subcontractor, compliance with Section 5, Article 1D, Chapter 21 of the West Virginia
Code rmay take place before their work on the public improvement is begun.

ANTITRUST:
In submitting a bid to any agency for the state of West Virginia, the bidder offers and agrees that if the bid is

accepted the bidder will convey, sell, assign or transfer to the state of West Virginia alf 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 andfor 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 becoms effective. at the time the purchasing agency tenders the initial payment fo the bidder. ..

| certify that this bid is made without prior understanding, agreement, or connection with any corporation, firm,
limited liability company, partnership or person or entity submitting a bid for the same materials, supplies,
equipment or services and Is in all respects fair and without collusion or fraud. | further certify that | am
authorized to sign the certification on behalf of the bidder or this bid.

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 Wast Virginia, including, but not fimited to, the West Virginia
Secretary of State’s Office, the West Virginia Tax Department, West Virginia Insurance Commission, or any
other state agencies or political subdivision. Furthermore, the vendor must provide all necessary releases {o
obtain information to enable the Director or spending unit to verify that the vendor is licensed and In good

standing with the above entities.

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. Vendors should visit www.state.wv.us/admin/purchase/privacy for

the Notice of Agency Confidentiality Policies.

Under penalty of law for false swearing (West Virginta Code §61-5-3), it is hereby certified that the vendor
acknowledges the information in this said affidavit and is in compliance with the requirements as stated

Vendor's Name: % ])/ I C,f
Authorized Signature: /F_J/A/'/ [ pein VD Date: /, / A D// 09

Purchasing Affidavit (Revised 07/01/08)




