State of West Virginia Request for ¢

e

Department of Administration  Quotation

FOROS009 1

Purchasing Division
2019 Washington Street East

Post Office Box 50130

Charleston, WV 253050130 FRANK WHITTAKER
304 -

E58-2316

RFQ COBY
TYPE NAME/ADDRESS HERE

Commercia) Teshnolos (rouwsp
3% Caoood R, Bhe 330
QX\'Q\"\eg\—gf\ \ uN ARI Y

DIVISION OF FORESTRY

BUILDING 13
4720 BRENDA LANE
CHARLESTON, WV

25312 558-2788

5125 EQ{ZOGQ
BB OPENING DATE:

3001 LS 099~00-01~001
1

[TTME AND LEAVE MANAGEMENT SYSTEM

ITHE, WEST VIRGINITA| PURCHASING DIVISION,
THE WEST VIRBINIA DIVISION OF FORESTRY;
RIDS FROM RESPONSIBLE VENDORS TO ENTER
HND CONTRACT] FOR A WEB-BASED TIME AND

TECHNICAL QUESTIO&S MAY BE SUBMITTED I
FPRANK WHITTARKER IN THE PURCHASING DIVI
AT FRANK.M.WHITTAKER@WY.GOV OR VIA FAX
DEADLINE FOR| TECHNICALl QUESTIONS IS 03

EXHIBIT 3

LEFE OF CONTRACT: THIS CONTRACT BECO
................. .. ANpD EXTENDS FOR A
YEAR OR UNTIL SUCH "RERSONABLE TIME® T
NECESSARY TO| OBTAIN A NEW CONTRACT COR
ORIGINAL CONI'RACT]. THE "REASONABLE TI
NOT EXCEED TWELVE| (12)| MONTHS., DURING

REASON UPON {IVING THE| DIRECTOR OF PUR
WRITTEN NOTICE.

[N THIS CONTRACT DOCUMENT, THE TERMS,
PRICING SET HEREIN ARE| FIRM FOR THE LT

LEAVE MANAGEMENT
QYSTEM PER THE ATTACHED SPECIFICATIONS.

N WRITING TO
SION VIA BEMAIL

MES EFFECTIVE ON

TFIME" THE VENDOR MAY TERMINATE THIS COp

UNLESS SPECIFIC PROVISEONS ARE STIPULA

FOR THE AGENCY,
, IS SILICITION
INTO AN OPEN-

AT 304-558-4115.
03/09 AT 4:00 PM

PERIOD OF ONE (1)
HEREAFTER AS I8
RENEW THE

ME" PERIOD SHALL

s Passawsisl RECENVED

CHASING 30 DAYS
Z009HAR 12 AM ¢ 38
[ED ELSEWHERE

CONDITIONS AND WV PURCHASING

[

FE OF THE i i\ f:(\; \I

“TDATE

TITLE FEIN

ADDRESS CHANGES TO BE NOTED ABOVE

WHEN RESPONDING TO RFQ, INSERT NAME AND ADDRESS

IN SPACE ABOVE LABELED 'VENDOR'




Section 1:

Section 2:

Section 3:

Section 4:

Section 5:

Table of Contents

Request for Quotation Completed
Bid Specifications Response
System Data Sheets
Implementation and Support

Quotation



State of West Virginia Request for
Depariment of Administration  Quotation
Purchasing Division

2019 Washington Street East

Post Office Box 50130

Charleston, WV 25305-0130 FRANK WHITTAKER
304-558-2316

RFQ COPY

TYPE NAME/ADDRESS HERE
Commercial Technology oL
F%% Qacwood RoAd; Sre B30

Unacteston, WY as3\y

DIVISION OF FORESTRY

BUILDING 13
4720 BRENDA LANE
CHARLESTON, WV

25312 558-2788

432 /'i /2009
BE) OPENING DATE:

0001 ' e |0 pg9-00-01-001

1 Aeo. pogg) g% Egg&ihgunﬁgudimma
TIME AND LEAVE MANAGEMENT SYSTEM

BIDS FROM RESPONSIBLE

EXHIBIT 3

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

NOT EXCEED TWELVE| (12)

WRITTEN NOTICE.

FND CONTRACTI FOR A WEBMBASED TIME AND
SYSTEM PER THE ATITACHED SPECIFICATIONS)L

TECHNICAL QUESTIONS MAY BE SUBMITTIED I
FRANK WHITTARER IN THE PURCHASING DIVI
AT FRANK.M.WHITTAKER@WV.GOV OR VIA FAX
DEADLINE FOR| TECHNICAIL{ QUESTIONS IS 03

LIFE OF CONTRACT: TH

YEAR QR UNTI[L. SUCH "REBSCNABLE TIME" T
NECESSARY TO! OBTAIN A NEW CONTRACT OR
DRIGINAL CONYRACT. THE "REASONABLE TI

FIME" THE VENDOR MAY TERMINATE THIS CO
REASON UPON FIVINE THE| DIRECTOR OF PUR

THE WEST VIRSINIA| PURCHASING DIVISION,! FOR THE AGENCY,
THE WEST VIRGINIA| DIVISICN OF FORESTRY

VENDORS TO ENTER|

EXTENDS FOR A

MONTHS. DURING

TNLESS SPECIFIC PROVISIONS ARE STIPULA
TN THIS CONTRACT DOCUMENT, THE TERMS,
PRICING SET HEREIN ARE| FIRM FOR THE LT

1S CONTRACT BECOMES EFFECTIVE ON

, IS SILICITION
INTO AN OPEN-
LEAVE MANAGEMENT

N WRITING TO
STON ViIA EMAIL
AT 304-558-4115.
03/09 AT 4:00 PM

PERIOD OF ONE (1)
HEREAFTER AS IS
RENEW THE

MEY PERIOD SHALL
THIS "REASONABLE
NTRACT FOR ANY
CHASING 30 DAYS

'ED ELSEWHERE
CONDITIONS AND
P OF THE

EEHENE

"%a%@c@

TELEPR{JN’E

203

ng o0/ P 3)i1a{09

TITLE

eiber s~ 1190885

ADDRESS CHANGES TO BE NOTED ABOVE

WHEN RESPONDING 7O RFQ INSERT NAME AND ADDRESS IN SPACE ABOVE LABELED 'VENDOR'




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

1. Awarde will be made In the best interest of the State of West Virginia.
2. The State may accept or reject in part, or in whole, any bid.
3. All quotations are governed by the West Virginia Code and the Legislative Rules of the Purchasing Division.

4. Prior io any award, the apparent successful vendor must be properly registered with the Purchasing Division
and have paid the required $125 fee.

5. Al services performed or goods delivered under State Purchase Order/Contracts are to be continued for the
ierm of the Purchase Order/Conlracts, contingent upen 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 vold and of no effect after June 30.

6. Payment may only be made after the dalivery and acceptance of goods or services.

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

8. Vendor preference will be granted upon written request in accoerdance with the West Virginia Code.

9. The State of West Virginia is exempt from federat and state taxes and will not pay or reimburse such taxes.

10. The Director of Purchasing may cancel any Purchase Order/Contract upon 30 days writien notice to the seller.

11. The laws of the State of West Virginia and the Legisfalive Rules of ihe Purchasing Division shall govemn
all rghts and duties under the Contract, including without limitation the validity of this Purchase
CrderfContract. :

12, Any reference o automalic renewal is hereby deleted. The Contract may be renewed only upon mutual writien
agreement of the parties. :

13. BANKRUPTCY: In the event the vendoricontractor files for bankruptey protection, this Contract may be
deemed null and void, and terminated without further order.

14, HIPAA BUSINESS ASSOCIATE ADDENDUN: The West Virginia Stale Government HIFPAA Business Associate
Addendum (BAA), approved by the Attorney General, and available online at the Purchasing Division's web site
(htip:Ilwww.state.wv.usladminfpurchaselvrclhipaa.h!m) is hersby made part of the agreement. Provided that,
the Agency meets the definition of a Cover Enlity (45 CFR §160.103) and will be disclosing Protected Health
Information (45 CFR §160.108) to the vendor.

15. WEST VIRGINIA ALCOHOL & DRUG-FREE WORKPLACGE ACT: If this Contract constitutes a public improvement
construction cohtract 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 Coniract: "The
contracior and Its subcontractors shall implement and maintain a written drug-free workplace policy in compliance
with the West Virginia Alcohol and Drug-Free Workplace Act, as set forth in Aricle 1D, Chapler 21 of the West
Virginia Code. The confractor and its subcohiractors shall provide a sworn statement in wiiting, under the
penalties of perjury, that they maintain a valid drug-free work place policy in compliance with the West Virginia
and Drug-Free Workplace Act. It is understood and agreed that this Contract shall bs cancelled by the awarding
authority if the Coniractor: 1) Fails to implement jts 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-free 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 oclearly indicated by the bidder. Alternates offered by the bidder as EQUAL to the
- specifications must be clearly defined, A bidder offering an altemate should attach complete speciiications
and literature to the bid. The Purchasing Division may waive minor deviations to specifications.

3. Complete all sections of the quotation form.

4. Unit prices shall prevall in case of discrepancy.

5. Ali quotations are considered F.O.B. destination unless alternaie shipping terms are clearly identified in the
guotation.

6. BID SUBMISSION: All quotations must be delivered by the bidder to the office listed below prior to the date and fime
 of the bid opening. Failure of the bidder io deliver the quotations on fime will result in bid disqualifications:
: Department of Administration, Purchasing Division, 2019 Washington Street East, P.O. Box 50130,
Charleston, WV 25305-0130 :

Rev. 7/01/08
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BID SPECIFICATIONS FOR WEB-BASED TTME AND LEAVE MANAGEMENT

SYSTEM
WEST VIRGINIA DIVISION OF FORESTRY

Purpose

The West Virginia Division of Forestry (WVDOF) is secking a web-based
time and leave management system. The WVDOF is seeking to replace two
existing paper-based systems — a time tracking system and a leave request
form — with a single web-based system solution.

Current Operating Environment

The WVDOF employees approximately 100 (one hundred) individuals at any

‘given time who utilize the time tracking system and leave request form. In the
yormal course of business, individuals may leave the employ of the WVDOF
and be replaced at any given time.

TIME TRACKING

The WVDOF crrrently utilizes an Excel spreadsheet based system of tracking
an employee’s time & activity (T&A). Fach employee utilizes 2 (two)
spreadsheets per month, based on the pay period, for a total of 24 (twenty-
four) spreadsheets per year. An emiployee’s T&A can be charged to any of
approximately 20 (twenty) different work areas; most individuals will not
have T&A i all work areas. Individual spreadsheets are then electronically
merged info a summary spreadsheet for each work group on a quarterly basis.
“Fhere are currently 7 (seven) distinct work groups in the WVDOFE,

LEAVE TRACKING

As a separate, but related, tracking system, the WVDOF currently ufilizes an
Excel spreadsheet based system of tracking an employee’s Annual {vacation)
and Sick Leave. This system is updated independently from the above-
referenced T&A system, based on hand-written requests for leave.

LEAVE/HOURS WORKED

Employees accrue Annual Leave atf different rates, based on their time of
longevity. Additionaily, employses accrue Sick Leave at a consistent rate,
regardless of time of longevity. In all, there are approximately 22 (twenty-
two) types of Leave or Howrs Worked that an employee could ufilize in a pay

period; most individuals will not utilize all these types in one pay peziod.
EXPENSE ALLOCATION

Utilizing the summary spreadsheets from the seven distinet work groups noted
sbove, a master summary spreadsheet is used to allocate agency expenses o

Page 1 -
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various federal grants, This is currently done in an Excel spreadsheet based
system.

Scope of Project -

The WVDOF intends to implement a web-based time and leave management
system program. The Vendor shall provide a turnkey, fully functional (where
customization or programming of WVDOF computers, SCIvers, or the
purchase of additional bardware is not required) web-based system solution
that has the following capabilities: Project Management Tracking; Real Time
Project Statiis Information; seamless transfer of data to ourrent or future
payroll systems; remote access; grant management; time eniry accuracy;
antomatic field population; document management; remote and off-line
access; time and leave sheet workflow approval automation; and overall
reliability. Specifications are listed in Sections 7 through 15 and shall be
compieted by each Vendor. Failure to complete this information may result in
the bid 1o be considered non-responsive.

General Bid Requirements

4,1) The program offered must be in full comamercial production and
ufilization, and have been in production for at least 3 (three) years prior to bid
submission. No “brand new”, “beta”, or “nrototype’” models will be accepted,
If requested, proof of current sales and utilization of the specified program
over the past 12 months shall be provided, in writing, referencing no less than
5 (five) current customers with contacts pames and phone numbers for
verification. These references should include state or other governmental
agencies. :

4.2y All Vendors must provide documentation that they are authorized to sell
and support the product which they bid. '

4.3) No additional hardware shall be required to be purchased by the WVDOE
for suceessful implementation and long ferm utilization of this program.

4.4) All Vendors must complete Qection 14 and related Attachiment A. Failure
to provide this information may result in rejection of the bid. .

4.5) Bid clarifications: In fhe event that a section or subsection of this bid is
omitted, or the Vendor has failed to respond, the agency reserves the right fo
request a bid clarification. if the Vendor fails to submit a bid clarification
within the time allotted, the bid shall be considered non-responsive and be
disqualified.

Page 2
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4.6) The WVDOF reserves the right to initiate fermination of the contract for
unaceeptable performance according to specifications, untimely delivery times
on prodact, or lack of technical support.

47) The term of this contract shall be 1 {one) year from the eﬁectivé date,
with up to 2 (fwo) one-year renewals with the mutnal agreement of the
WVDOF and Vendor.

4.8) The WYDQF may request a demonstration of the bid programy; this
demonstration will use either data supplied by the WYDOF or the Vendor, at
the discretion of the WVDOF.

Format of Product Bid Responses

All Vendors should complete the bid response sheets (Sections 7 through 15).
Vendor should mark “YES” or “NO” for full compliance with fhe
specifications of each paragraph. By marking «“yRS”, Vendor acknowledges
that the bid product meets or excesds the stated specification, Vendors
returning only information concerning their bid product, without addressing
the following specifications, may be eliminated from consideration as non-
responsive.

P8
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Program-General Specifications

6.1) The program shall be capable of being fuily deployed within 60 days of

contract award.
YES A NO__

6.2) The program shall be capable of being Tun on Windows 2000 or
Windows XP; this docs not preclude the use of future Windows operating
systems, including but not Yimited to Vista.

YES X NO____

6.3} The Vendor shall submit a progrem that can be utilized without being
resident on the laptop, desktop, or tablet.

vies X NO

6.4) The program shall provide multiple levels of security, enabling the
WVDOE to limit aceess, review, and approval paths as needed.

vEs K NO
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6.5} The program shall be user friendly and require no special knowledge of
computers other than normal user training for either the time and leave request

entry or the report feature areas,
YES_X NO

6.6) The WVDOF requires a web-based time and leave management program
that is composed of modules for report completion, statistical analysis, and
electronic report distribution, all created by the Vendor. Submissions from
Vendors of a program comprised of various third parfy modules for the above
fanctions will not be accepted unless proof of full integration and
functionality is provided.

YES_X_NO
6.7) The program shall include a built-in help system accessible from within
the program.
YES_X__NO
Report Features

The program must be able to compile cumulative time totals by employee,
work avea, and/or work group for a specified time frame (month, quarter, life
of project, etc).

The program must be able to compile cunnilative cost totals (utitizing each
employee’s profile) by employee, work area, and/or work group for a
specified time frame (month, quarter. life of project, efc).

The program must be able 1o provide a leave balance report by employes,
work area, and/or work group for a specified time frame (month-ending,
quarter-ending, efe).

System Data Collection System.

8.1) The program shall provide a data collection captore method that requires
the wser to complete an electronic formatied time sheet and feave request form
which shall be flexible and configurable dependant upon WYDOF needs.

YES X__NO

8.2) The program must be capable of expanding to incorporate additional
paper-based forms within the electronic work flow as necessary.

YES R NO

Page 4
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2.3} The program shall provide a mechanisiy for the completion of a time
sheet or leave sheet by the WVDOF employee in both an onlive environment
(Internet) and an offline environment.
. YES_ K_NO

Qiaona, Raes dakesls wh Asekiow .
8.4) The program shall include a robust and customizable validation system to
ensure the time sheet or leave sheet is completed accurately by the employee.
These validation rules shall include, but not be Hmited to, the following:

2.4.1) Field fookup validation — the form capture system should have the
ability to cross-check fields with database values to ensure the comect

values have been entered.
YES X NO

8.4.2) Visual indications of mandatory fields gtill requiring aftention.

YES_KA__NO

8.5) The program shall allow 41l business rules (edits, validations) to be
executed at the employee level in order to permit the employee to correct

observed errors immediately.
YES ¥ _NO___

8.6) The program shall permit an employee to exit an incomplete report and
retarn to finalize the report at a later time.
YES K. NO

8.7) The program shall tnchude descriptive dropdown menus with all codes
for the employee time and leave forms. _
vES K. NO

8.8) The program shall have the capability to print all completed and
approved teports as needed in PDF, exported to Excel, ox attached as an e-
mail.

YES K NO

8.9} The program shall have integrated employee level security to ensure time
and leave request forms completed by the employee can only be modified by
the employee Or SUPErVisors within {he employee approval path.

vES A NO

System-Electronic Tuformation Management Sexvices
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16.

9.1} The program must provide a web-based method for employees,
supervisors, and other authorized personnel to access the time sheet and leave
request forms. This web-based program shall include the ability to view the
reports, approve o reject reports, and query the program for statistical
analysis.

vES_ K _NO

9.2) The program shall include an approval/rejection system which provides
the ability for comments fo be attached to the previously submitied forms for
employee review. These comments shall mutomatically be transmitted with

the repott.
YES_ K NO

9.3) The program shall be capable of supporting a minimum of five-tiered
approval/rejection system for time sheet and leave request forms. The
workflow involving the five-tiered approach will be determined at a later date.

_ . ves__ No_X
Plaome. Aea. Gokoils N Dtk Q.
9.4) The program shall include integrated security that requires each employee
to have a unique profile and will permit submission, review, approval, and

query of onty those features they have been assigned to.
YES N NO

9,5) The employee profile shall inelude a hourly rate to be utilized in the
report features of the program; this shall be updated only by authorized

administrators.
vES X NO

9.6) The program shall support a flexible role-based secutity system that
allows access to specific functionality to be enabled or disabled by authorized

administrators.
YES K NO

9.7y The program shall provide a comprehensive report activity tracking
system. The audit log shall track any activity on a reporl including viewing,

submitting, Tejection, and approvals.
vEs_ NO X

Ploo e Ase. Gakails Un dackiow Q.
Additional Specifications

10.1) The program shall provide a flexible and configurable interface which
provides the WVDOF the ability to customize and configure the application to

its specific needs.
YES X __NO
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11.

12,

10.2) The program shall permit the creation of separate approval paths for

time sheets and leave requests.
YES_A _NO

10.3) The program shall have the capability of sending automated e-mail
notifications to users/supervisors advising of the need to submit or approve

time sheets and leave requests.
YES Y NO

10.4) The program shall permit establishment of leave time accrual rules (see
Section 2) that are automatically applied and will permit each vser to view

available time off prior to submitting any request. .
YES_A NO

10.5) The program shall provide the capability of assigning funds, tasks, or

activities to specific resources.
YES_A__NO

10.6) The program shall permit specific authorized WVDOF personnel the
ability to establish estimates by Fund to Task and monitor actual utilizations

against estimated utilizations.
YES_¥X__NO

10.7) The program shall permit specific users within the WVDOF to modify
any report by the inclusion or removal of data fields and determine the format

of the report.
vES X__NO

Hardware Requirements

The Vendor shall acknowledge that the utilization of their submitted web-
based program does nof require the purchase of any additional hardware by

the WVDOF.
vES_X_ NO

Mainfenance

12.1) The Vendor shall acknowledge that there shall be no additional

maintenance fee or technical support fee for their submitted web-based
program, over and above any bid maintenance fes, for the term of the contract,
The maintenance fee to be included in the contract is bid in Number 4 of
Attachment A to this Request for Quotations. No separate relimbursement
shall be made to the Vendor by the WVDOF.
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YES K NO

12.2) The Vendor shall provide off-site secure database storage and back up.

vus X NO

12.3) The Vendor should specify a Vendor Point of Contact for issues with the
performance of the progr

ateicid Q. .
VENDOR POINT OF CONTACT NAME

3Aoyd- LS - 0ol XHOS
VENDOR POINT OF CONTACT NUMBER

12.4) The Vendor shall guaranice an 8 {eight) business hour response time for

jssues with the performance of the program.
YES_X__NO

12.5) Ay travel costs incurred far. the maintenance of the program must be
factored as part of maintenance fee bid; no separate reimbursement ghall be
made to the Vendor by the WVDOF.

13, Confidentiality

The WVDOF may grant Vendor and its employees specific access fo WYDOF’s
physical facilities, its computer network, systems/applications and equipment and
ite information in various oral, written, or electronic forms as required for
implementation of Vendor program. All information .disclosed or provided by
WVDOF will be considered to be Confidential Information regardless of whether it
was provided before or after the date of this agteement or how it was provided.
Confidential Information will riot jnclude information that:

o Is generally known about the WVDOF and West Virginia State
Government;

o Is now or subsequently becomes generally available to the public through no
wrongful act of the Vendor;

o The Vendor rightfully had in its possession prior to the disclosure to the
Vendor by the WVDOE;

» Is independently created by the Vendor without direct or indirect use of the
Confidential Information; or

o The Vendor rightfully obtains from a third party who has the right to
transfer or disclose it.
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14,

The Vendor may only disclose the WVDOF’s Confidential Information to its
employess and agents that have a need to know in relation to work fhey are
performing under this Purchase Order.

The Vendor will access the WVDOPFs and the State of West Virginia’s
governmental facilities, computer network, systems/applications, equipment, and
information only after requesting and being granted permission. Vendor must
request permission from the WVDOF's Project Administrator. Upon receiving
permission, Vendor will be instructed as fo the limitations of the approved access
and Vendor will not exceed those limitations.

Vendor will only use the information and physical or network accesses approved
by the WVDOF to perform the required services. :

Vendor will limit access to the WVDOF’'s Confidential Information, computer
network, systems/applications, and equipment to only those of its employees or
agents that are directly involved in performing the contracted work. Vendor will
inform those employecs and agents of their responsibilify to not disclose the
information and 10 protect the permitted accesses from unauthorized use and will
take all necessary steps to ensure that the terms of this agreement are not violated
by such personnel.

Vendor will keep track of Confidential Information, computer network,
systems/applications, and equipment to which it has been granted access, The
WVDOF may at any time request the return of any or alk Confidential Information
or revoke access permissions. Upon completion and acceptance of all work or
upon completion or termination of Confract, Vendor must relinguish all
Confidential Information and access to computer networks, systems/applications,
and equipment of the WVDOF.

¥ Vendor loses or makes unauthorized disclosure of the WVDOF’s Cenfidential
Tnformation, Vendor will immediately notify the WVDOF’'s Project
Administrator and will take all necessary steps to refrieve the lost or irnpropetly
disclosed information. Likewise, if Vendor discovers that their access to the
WVDOF’s computer network, systems/applications, and equipment has been nsed
by any unauthorized individual or entity, Vendor will immediately notify the
WVDOF's Project Administrator and will take all reasonable and necessary steps

i0 terminate the unauthorized access.
vES X NO

Cost Snmmary

On Attachment A, the Vendor should list ail costs to be included in this
Agreement. Cost comparisons shall be based on 100 employees, and all costs
shall be apnualized.
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This cost shall include any and all additional training necessary for utilization of
the program. No separate reimbursement will be made to the Vendor for travel,
training or other expenses. ‘

15.  Piggybacking

While it is the intention of the WVDOF to procure this system for its own benefit,
it is anticipated that other agencies of the State of West Virginia may be interested
in using this same Request for Quotations as a basis for also procuring the same
system for their benefit.

The Vendor shall stipulate whether they are willing o contract with other State of
West Virginia agencies for the same prices quoted to the WVDOF; this shall have
no bearing on the decision of the WVDOF.

YES_¥ NO

Plaarna . Hee. Aukcdd Un Neckitw &,
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ATTACHMENT A

BID SPECIFICATIONS FOR WEB-BASED TIME AND LEAVE MANAGEMENT
SYSTEM
WEST VIRGINIA DIVISION OF FORESTRY

Please provide pricing quotes for all components as applicable. The number of usezs is
estimated for comparison purposes only and is not an indication of minimumm or
meximum sumber of users.

Please anumalize pricing quotes for Numbers 1 — 4 for compatison purposes. Number 3
will be used only for payment upder the Agreement, if applicable.

ANNUAL
COST

1) User License/Service Fees for 100 Users for a 12 month ferm:
I 100 12, $ B33P
FRE PER USER X USERS X MONTHS = YEARLY TOTAL
PER MONTH

2) Hosting fees (if not inctuded as part of #1): et eadade

8 ' 12 i3

HOSTING FEE X MONTHS YEARLY TOTAL

PER MONTH

3) One-time Implementation and Training Costs (this should be included as a lump sum
fee, with NO itemization for travel costs included)y:
$ \3RD.2%

LUMP SUM

4} Ongoing system maintenance and support fees — see Section 12.1 for additional

information: Q. §od

$ 12 $
MAINTENANCE/ X MONTHS YEARLY TOTAL
SUPPORT FEE :

PER MONTH

Page 11

P16




P17

$_ U S,00
TOTAL YEARLY
COST (TOTAL OF
NUMBERS 1-4)

5) Cost to add additional users (there should be no minimum increment when adding
additional users); this will not be part of the bid comparison, but must be included as

part of the contract for payment:
$ IO

FEE PER USER
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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 confract or renewal of any contract may be awarded by the
state or any of its polifical subdivisions to any vendor or prospective vendor when the vendor or prospective
vendor or a related party to the vendor or prospective vendor is a deblor and the debt owed is an amount
greater than one thousand doflars in the aggregate.

PUBLIC IMPROVEMENT CONTRACTS & DRUG-FREE WORKPLAGE ACT:

I this is a solicitation for a public improvement construction contract, the vendor, hy its signature below, affirms
that it has a written plan for a drug-free workplace policy in compliance with Article 1D, Chapter 21 of the West
Virginia Code. The vendor must make sald affirmation with its bid submission. Further, public improvement
construction contract may not be awarded fo a vendor who does 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 to the appropriate contracting authority in timely fashion. For a vendor who is a
subcontractor, compliance with Section 5, Article 1D, Chapter 21 of the West Virginia Code may 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 fransfer to the state of West Virginia all rights, fitle 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 of services purchased or acquired by the state of West Virginia, Such assignment shall be made
and bacome effective at the time the purchasing agency tenders the initial payment to the bidder.

| certify that this bid is made without prior understanding, agreement, or connection with any corporation, firm,
limited liabitity 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 West 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 refeases to
obtain information 1o 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 pursuart to the
agency’s policies, procedures and rules. Vendor further agrees to comply with the Confidentiality Policies and
information Security Accountability Reqguirements, set forth in hitp:/iwww.state wv.usfadmin/purchase/privacy/
noticeConfidentiality.pdf.

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

Vendor's Name: C oy excial _Tech RO\DQ\J Li\} GrowDd,LLC,
Authorized Signature: Chtieca B, cOaal Date: x2(10./09

Purchasing Affidavit (Revised 010108}
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State of West Virginia
VENDOR PREFERENCE CERTIFICATE

Certification and application* is hereby made for Preference in accordance with West Virginia Code, §8A-3.37. (Does not apply to
construction contracts). West Virginia Code, §5A-3-37, provides an opportunity for qualifying vendors fo request (at the time of bid)
preference for their residency status. Such preference is an evaluation method only and will be applied only to the cost bid In
accordance with the West Virginia Code. This certificate for application Is fo 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:
___ Bidderis an individual resident vendor and has resided continuously in West Virginia for four (4) years immediately preced-
' ing the date of this certification; or, :

_)"[m Bicider is a partnership, association or corporation resident vendor and has mairiained its headquarters or principal place of
business continuously in West Virginia for four (4) years immediately preceding the date of this certification; or 80% ofihe
ownership interest of Bidder is held by another individual, partnership, association or corporation resident vendor who has
maintained its headquarters or principal place of business continuously in West Virginia for four (4} years immediately
preceding the date of this cerfification; or,

Bidder is a nonresident vendorwhich has an affiiate or subsidiary which employs a minimum of one hundred stale residents
and which has maintained lts headquarters or principal place of business within West Virginia continuously 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 T5% of the employees
working on the project being bid are residents of West Virginia who have resided in the state continuously for the twe years
immediately preceding submission of this bid; or,

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

Ridder is a nonresident vendor employing a minimum of one hundred state residents or is a nonvesident vendor with an
affiliate or subsidiary which maintains s headquarters or principal place of business within West Virginia smploying a
rinimum of one hundred state residents who certifies that, during the life of the contract, on average at least 75% of the
employees or Bidder'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 subrnission of this bid; or,

Bidder meets either the requirement of both subdivisions (1) and (2} or subdivision {1y and {3) as stated above; or,

Application is made for 3.5% resident vendor preference who is a veteran for the reason checked:

Bidder is 2n individuat resident vendorwho is a veteran of the United States armed forces, the reserves orthe National Guard
and has resided in West Virginia continuously for the four years immediately preceding fhe date on which the bid is
submitted; or,

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

Bidder is a resident vendor who is @ veteran of the United Stafes armed forces, the reserves orthe National Guard, ¥, for
purposes of producing or distributing the commodities or cormpleting the project which is the subject of the vendor’s bid and
continuousty over the entire ferm 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 imimediately pracading years.

4, , Application is made for 6% resident vendor preference for the reason checked:
L)

Bidder understands if the Secretary of Revenue determines thet a Bidder receiving preference has failed to confinue to meet the
requirements for such preference, the Secretary may orderthe Director of Purchasing to: (a8} reject the bid; or {b) assess a penalty
against such Bidder in an amount not fo exceed 5% of the bid amount and that such penalty will be paid to the contracting agency
or deducted from any unpaid balance on the confract or purchase order.

By submission of this certificate, Bidder agrees to disclose any reasonably requested information to the Purchasing Division and
authorizes the Department of Revenue o disclose to the Director of Purchasing appropriate information verifying that Bidder has paid
the required business taxes, provided that such information does not contain the amounts of taxes paid nor any ofher 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 issued fo 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: Qommemia,l TQQ\{\QMD%{S (ai“oup Signed:“%&; acd Z’ﬂ o
Date: GIIQ_/UC] Tige:_ 1Y) €) ber”

*Chack any combination of preference consideration(s} Indicated above, which you are entitled to recaive.




BID SPECIFICATIONS FOR WEB-BASED TIME AND LEAVE MANAGEMENT
SYSTEM
WEST VIRGINIA DIVISION OF FORESTRY

1. Purpose

The West Virginia Division of Porestry (WVDOF) is seeking a web-based time and
leave management system. The WVDOF is seeking to replace two existing paper-based
systems-a time tracking system and a leave request form-with a single web-based system
solution.

2. Current Operating Environment

The WVDOF employees approximately 100 (one hundred) individuals at any given time
who utilize the time tracking system and leave request form. In the normal course of
business, individuals may leave the employ of the WVDOF and be replaced at any given
time.

TIME TRACKING

The WVDOF currently utilizes an Excel spreadsheet based system of tracking an
employee’s time & activity (T&A). Each employee utilized 2 (two) spreadsheets per
month, based on the pay period, for a total of 24 (twenty-four) spreadsheets a year. An
employee’s T&A can be charged to any of approximately 20 (twenty) different work
areas; most individuals will not have T&A in all work areas. Individual spreadsheets are
then electronically merged into a summary spreadsheet for each work group on a
quarterly basis. There are currently 7 (seven) distinct work groups in the WVDOF.

LEAVE TRACKING

As a separate, but related, tracking system, the WVDOF currently utilized an Excel
spreadsheet based system of tracking an employee’s Annual (vacation) and Sick Leave.
This system is updated independently for the above-referenced T&A system, based on
hand-written request for leave.

LEAVE/HOURS WORKED

Employees accrue Annual Leave at different rates, based on their time of longevity.
Additionally, employees accrue Sick Leave at a consistent rate, regardless of time of
longevity. In all, there are approximately 22 (twenty-two) types of Leave or Hours
Worked that an employee could utilize in a pay period; most individuals will not utilize
all these types in one pay period.

EXPENSE ALLOCATION ,

Utilizing the summary spreadsheets from the seven distinct work groups noted above; a
master summary spreadsheet is used to allocate agency expenses to various federal
grants. This is cwrrently done in an Excel spreadsheet based system.



3. Scope of Project

The WVDOF intends to implement a web-based time and leave management system
program. The Vendor shall provide a turnkey, fully functional (where customization or
programming of WVDOF computers, servers, or the purchase of additional hardware is
not required) web-based system solution that has the following capabilities; Project
Management Tracking; Real Time Project Status Information; seamless transfer of data
to current or future payroll systems; remote access; grant management; time entry
accuracy; automatic field population; document management; remote and off-line access;
time and leave sheet workflow approval automation; and overall reliability.
Specifications are listed in Sections 7 through 15 and shall be completed by each Vendor.
Failure to complete this information may result in the bid to be considered non-
responsive.

4, General Bid Reguirements

4.1) The program offered must be in full commercial production and utilization, and have
been in production for at least 3 (three) years prior to bid submission. NO “brand new”,
“beta”, or “prototype” models will be accepted. If requested, proof of current sales and
utilization of the specified program over the past 12 months shall be provided, in writing,
referencing no less than 35 (five) current customers with contacts names and phone
numbers for verification. These references should include state or other government al
agencies.

4.2) All Vendors must provide documentation that they are authorized to sell and support
the product which they bid.

4.3) No additional hardware shall be required to be purchased by the WVDOF for
successful implementation and long term utilization of this program.

4.4) All Vendors must complete Section 14 and related Attachment A. Failure to provide
this information may resulit in rejection of the bid.

4.5) Bid certifications: In the event that a section or subsection of this bid is omitted, or
the Vendor has failed to respond, the agency reserves the right to request a bid
clarification. If the Vendor fails to submit a bid clarification within the time allotted, the
bid shall be considered non-responsive and be disqualified.

4.6) The WVDOF servers the right to initiate termination of the contract for unacceptable
performance according to specifications, untimely delivery times on product, or lack of
technical support.

4.7) The term of this contract shall be 1 (one) year from the effective date, with up to 2
(two) one-year renewals with the mutual agreement of the WVDOF and Vendor.



4.8) The WVDOF may request a demonstration of the bid program; this demonstration
will use either data supplied by the WVDOF or the Vendor, at the discretion of the
WVDOF.

5. Format of Product Bid Responses

All Vendors should complete the bid response sheets (Section 7 through 15). Vendor
should mark “YES” or “NO” for full compliance with the specifications of each
paragraph. By marking “YES”, Vendor acknowledges that the bid product meets or
exceeds the stated specification. Vendors returning only information concerning their bid
product, without addressing the following specifications, may be eliminated from
consideration as non-responsive.

6. Program-General Specifications

6.1) The program shall be capable of being fully deployed within 60 days of contract
award.

YES_ X NO____
The number of parallel runs with the new system and the current system can affect the
implementation timeline. 60 days for a system of this size would be feasible. Please see
sample implementation schedule in Section 4.

6.2) The program shall be capable of being run on Windows 2000 or Windows XP; this
does not preclude the use of future Windows operating systems, including but not limited
to Vista.

YES_X_ NO____
The TimeForce web-based (ASP ) solution will only need a computer with Internet
Explorer. Any operating system will be sufficient.

6.3) The Vendor shall submit a program that can be utilized without being resident on the
laptop, desktop, or tablet.

: YES_X__ NO____
TimeForce ASP version is web-based and there are no individual computer or server
instaliations required.

6.4) The program shall provide multiple levels of security, enabling the WVDOF to limit
access, review, and approval paths as needed.

YES _X_ NO___
TimeForce has an unlimited number of security roles which define the users’ access to
access, review, and approve employees’ timesheets.

6.5) The program shall be user friendly and require no special knowledge of computers
other than normal user training for either the time and leave request entty or the report
feature areas. '

YES_X_ NO



TimeForce is very user friendly and other than our operator training requires no special
knowledge of computers. Both admin users and employees will find the software very
easy to use.

6.6) The WVDOF requires a web-based time and Ieave management program that is
composed of modules for report completion, statistical analysis, and electronic report
distribution, all created by the Vendor., Submissions from Vendors of a program
comprised of various third party modules for the above functions will not be accepted
unless proof of fall integration and functionality is provided.

YES _X_ NO
The reports in TimeForce have multiple employee filters as well as custom field selection.
Output options for reports include preview, print, or saved as a file. “Favorite” Report
definition may be saved by user.

6.7) The program shall include a built-in help system accessible from within the program.
YES_X___NO
TimeForce has an online help system with field specific help.

7. Report Features

The program must be able to compile cumulative time totals by employee, work area,
and/or work group for a specified time frame (month, quarter, life of project, etc).

History is unlimited in TimeForce so once the history is present in the system,; the ability
to compile time totals by employee, work area, and/or work group for any specified time
frame will be available.

The program must be able to compile cumulative cost totals (utilizing each employee’s
profile) by employee, work area, and/or work group for a specified time frame (month,
quarter, life of project, efc).

TimeForce allows the entry of base wage rates per employee as well as overtime and
premium wage calculations . This will allow reports to be generated that will include
cumulative cost totals. This information can be grouped by employee, work area, and/or
work group.

The program must be able to provide a leave balance report by employee, work area,
and/or work group for a specified time frame (month-ending, quarter-ending, etc).

TimeForce can be configured to antomatically accrue or grant leave time based on a
number of different policies, including accrual based on years of service, different accrual
date ranges, etc. Accrual balances are always available by preview or printed report.



8. System Data Collection System

8.1) The program shall provide a data collection capture method that requires the user to
complete an electronic formatted time sheet and leave request form which shall be flexible
and configurable dependant upon WVDOF needs.

YES_ X _NO_.___
TimeForce has the ability to allow employees to complete an electronic time sheet by
entering either the number of hours worked or the times of the day worked. In addition
TimeForce can allow employee to request leave time off electronically.

8.2) The program must be capable of expanding to incorporate additional paper-based
forms within the electronic work flow as necessary.

YES _X__NO
More information is needed on exactly on what paper-based forms would be included but
generally TimeForce is capable of handling significant amounts of employee-specific data.
An add-on HR module makes the system even more flexible.

8.3) The program shall provide a2 mechanism for the completion of a time sheet or leave
sheet by the WVDOF employee in both an online environment (Internet) and an offline
environment

YES__X__NO
Employees and /or supervisors may approve a time sheet online or alternatively a printed
timesheet can be generated allowing for employee and/or supervisor approval with
handwritten signature. Timesheet entries to the database requires online mode.

8.4) The program shall include a robust and customizable validation system to ensure the
time sheet or leave sheet is completed accurately by the employee. These validation rules
shall include, but not be limited to, the following:

8.4.1) Filed lookup validation-the form capture system should have the ability to
cross-check fields with database values to ensure the correct values have been entered.
YES_ X NO__
TimeForce uses data validation to ensure that correct values have been entered.

8.4.2) Visual indications of mandatory fields still requiring attention.
_ YES X NO___
Mandatory field requiring entry will be indicated. In addition, exceptions requiring
attention, such as missing punches, duplicate punches, etc. are easily identified making
correction by exception easy for the user.

8.5) The program shall allow all business rules (edits, validations) to be executed at the
employee level in order to permit the employee to correct observed errors immediately.



YES__X___NO
TimeForce allows for individual access to edits, validations, etc. Security may be set so
that the employee may correct timesheet errors immediately.

8.6) The program shall permit an employee to exit an incomplete report and return to
finalize the report at a later time.

_ YES_X NO___.
If an employee is entering a time slice in the electronic time sheet or actually running a
report, he/she may exit and return to complete at a later time.

8.7) The program shall include descriptive dropdown menus with all codes for the
employee time and leave forms.

YES__ X NO___
Absence codes can be identified by description when entering time for the employee.

8.8) The program shall have the capability to print all completed and approved reports as
needed in PDF, exported to Excel, or attached as an e-mail.

YES_X _NO
Standard reports in TimeForce can be exported to a csv file which can be opened in Excel
or attached to an email. TimeForce uses Microsoft SQL, an open database, so reports can
be generated using a third part report writer as well.

89) . ' The program shall have integrated employee level security to ensure time
and leave request forms completed by the employee can only be modified by the
employee or supervisors within the employee approval path.

YES_X__NO____

Security within Timeforce is extremely flexible. An unlimited number of “roles” that

define allowable functionality may be configured and assigned to appropriate users. In

addition, access to employees may be defined by defined or individual employee.

9, System-Electronic Information Management Services

9.1) The program must provide a web-based method for employees, supervisors, and other
authorized personnel to access the time sheet and leave request forms. This web-based
program shall include the ability to view the reports, approve or reject reports, and query
the program for statistical analysis.

YES_X NO____
TimeForce is a web-based time & attendance system. Employees, supervisors, and other
authorized personnel may access the time sheet and leave request forms, view reports, etc.
based on the security role and employee access assigned to the employee, supervisor, or
other user.



9.2) The program shall include an approval/rejection system which provides the ability for
comments to be attached to the previously submitted forms for employee review. These
comments shall automatically be transmitted with the report.

YES_X NO___ .
Comments and or Notes are available in many areas of TimeForce. Employees may add
notes when submitting hours/times. Supervisors may add notes when editing or approving
employees’ time records. Notes are always “connected to” the appropriate record.

9.3) The program shall be capable of supporting a minimum of five-tiered
approval/rejection system for time sheet and leave request forms. The workflow involving
the five-tiered approach will be determined at a later date.

YES___ NO_X__
TimeForce is capable of supporting three levels of approval for time sheets - employee,
supervisor, and director. However, with leave request forms, there are an unlimited
number of supervisors that can approve leave request forms depending on the security

configured and licensed number of users.

9.4) The program shall include integrated security that requires each employee to have a
unique profile and will permit submission, review, approval, and query of only those
features they have been assigned to.

YES_X_ NO____
These features not only exist in Timeforce but it is one of the most flexible systems on the
market today for assigning integrated security for viewing, editing, approving, and query of
information.

9.5) The employee profile shall include a hourly rate to be utilized in the report feature of
the program; this shall be updated only by authorized administrators.

YES__X__NO
Employees’ base wage rates may be entered in TimeForce and multiple wage rates can be
maintained per employee.

9.6) The program shall support a flexible role-based security system that allows access to
specific functionality to be enabled or disabled by authorized administrators.

YES__X__NO
Yes, only authorized users will have access to define additional users and the security roles
that they are assigned to.

9.7.) The program shall provide a comprehensive report activity tracking system. The audit
log shall track an activity on a report including viewing, submitting, rejection, and
approvals.

YES_ . NO__X



TimeForce keeps a comprehensive on any changes/edits made to an employee’s timesheet.
There is no record of users viewing employees’ records. However, the security roles allow
for only authorized users to view, edit, or approve employees’ records.

10. Additional Specifications

10.1) The program shall provide a flexible and configurable interface which provides the
WVDOF the ability to customize and configure the application to its specific needs.

YES_X_NO____
TimeForce has available an Import Utility which allows for import of employee and/or user
data into the system. In addition, TimeForce has multiple formats of pay data export
available.

10.2) The program shall permit the creation of separate approval paths for time sheets and
leave requests.

YES_X__NO____
In TimeForce, employees may submit leave requests and, if the employee has multiple
supervisors, which supervisor should receive the request. Time sheet approval is a separate
process all together.

10.3) The program shall have the capability of sending automated e-mail notifications to
users/supervisors advising of the need to submit or approve time sheets and leave requests.

YES X _.NO___.
TimeForce can send email notifications to supervisors/users when there are exceptions on
the employee’s timesheet and/or the employee has submitted a leave request. Additionally,
the system can email the employee when the leave request has been approved/denied.

10.4) The program shall permit establishment of leave time accrual rules (see Section 2)
that are automatically applied and will permit each user to view available time off prior to
submitfing any request.

YES__X__NO____
In TimeForce, leave time accruals rules can be applied based on years of service, accrued
based on hours worked or passage of time (monthly, by pay period,etc.), with various
qualifying roles and rollover options. If given access, employees and/users will have the
ability to view available time off prior to submitting any request.

10.5) The program shall provide the capability of assigning funds, tasks, or activities to
specific resources. '

YES X _NO____
With TimeForce, departments and an unlimited number of multiple department levels may
be configured. In addition, the Job Tracking option with TimeForce, allows for additional
levels of labor tracking.



10.6) The program shall permit specific authorized WVOF personnel the ability to establish
estimates by Fund to Task and monitor actual utilizations against estimated utilizations.

YES__X___ NO____
“Budgeted hours/dollars™ may be assigned using the Job Tracking module of TimeForce to
track actual vs. actual labor amounts.

10.7) The program shall permit specific users within the WVDOF to modify any report by
the inclusion or removal of data fields and determine the format of the report.

YES X NO___
Even the “standard” reports in TimeForce allow for the modification of reports by various
filters and inclusion or removal or data fields.

11. Hardware Requirements

The Vendor shall acknowledge that the utilization of their submitted web-based program
does not require the purchase of any additional hardware by the WVDOF.

YES_X__NO__..
The ASP version of TimeForce requires only Internet Access and a Web Browser on the
workstation.

12. Maintenance

12.1) The Vendor shall acknowledge that there shall be no additional maintenance fee or
technical support fee for their submitted web-based program, over and above any bid
maintenance fee, for the term of the contract. The maintenance fee to be included in the
contract is bid in Number 4 of Attachment A to this Request for Quotations. No separate
reimbursement shall be made to the Vendor by the WVDOF.

YES_X__NO___
The monthly access fees for TimeForce include the support and maintenance feels for the
system. In addition, support includes unlimited on-site support in addition to web-based and
phone- based support.

12.2) The Vendor shall provide off-site secure database storage and back up.

YES_X_NO
With the ASP version of TimeForce, the database is securely stored and backed up on Qqest
Servers.

12.3) The Vendor should specify a Vendor Point of Contact for issues with the performance
of the program.
Patricia C. Ward
VENDOR POINT OF CONTACT NAME



304-345-0201 x405
VENDOR POINT OF CONTACT NUMBER

12.4) The Vendor shall guarantee an 8 (eight) business hour response time for issues with
the performance of the program.

YES_X NO____
Response includes phone, web-based, and on site support. Normal response is well below 8
hours.

12.5) Any travel costs incurred for the maintenance of the program must be factored as part
of maintenance fee bid; no separate reimbursement shall be made to the Vendor by the
WVDOF,

13. Confidentiality

The WVDOF may grant Vendor and its employees specific access to WVDOF’s physical
facilities, its computer network, systems/applications and equipment and its information in
various oral, written, or electronic forms as required for implementation of Vendor program.
All information disclosed or provided by WVDOF will be considered to be Confidential
Information regardiess of whether it was provided before or after the date of this agreement
or how it was provided. Confidential Information will not include information that:
» s generally known about the WVDOF and West Virginia State Government;
» Is now or subsequently becomes generally available to the public through no
wrongful act of the Vendor;
» The Vendor rightfully had in its possession prior to the disclosure to the Vendor by
the WVDOF;
» s independently created by the Vendor without direct or indirect use of the
Confidential Information; or
» The Vendor rightfally obtains from a third party who has the right to transfer or
disclose it.

The Vendor may only disclose the WVDOF’s Confidential Information to its employees and
agents that have a need to know in relation to work they are performing under this Purchase
Order. :

The Vendor will access the WVDOF’s and the State of West Virginia’s governmental
facilities, computer network, systems/applications, equipment, and information only after
requesting and being granted permission. Vendor must request permission from the
WVEDOF’s Project Administrator. Upon receiving permission, Vendor will be instructed as
to the limitations of the approved access and Vendor will not exceed those limitations.



Vendor will only use the information and physical or network accesses approved by the
WVDOF to perform the required services.

Vendor will limit access to the WVDOF’s Confidential Information, computer network,
systems/applications, and equipment to only those of its employees or agents that are
directly involved in performing the contracted work. Vendor will inform those employees
and agents of their responsibility to not disclose the information and to protect the permitted
accesses from unauthorized use and will take all necessary steps to ensure that the terms of
this agreement are not violated by suck personnel.

Vendor will keep track of Confidential Information, computer network, system/applications,
and equipment to which it has been granted access. The WVDOF may at any time request
the return of any or all Confidential Information or revoke access permissions. Upon
completion and acceptance of all work or upon completion or termination and access to
computer networks, systems/applications, and equipment of the WVDOF.

If Vendor loses or makes unaunthorized disclosure of the WVDOF’s Confidential
Information, Vendor will immediately notify the WVDOF’s Project Administrator and will
take all necessary steps to retrieve the lost or improperly disclosed information. Likewise, if
Vendor discovers that their access to the WVDOF’s computer network,
systems/applications, and equipment has been used by any unauthorized individual or entity,
Vendor will immediately notify the WVDOF’s Project Administrator and will take all
reasonable and necessary steps to terminate the unauthorized access.

YES_X_NO___

14. Cost Summary

On Attachment A, the Vendor should list all costs to be included in this Agreement. Cost
comparisons shall be based on 100 employees, and all costs shall be annualized.

This cost shall include any and all additional training necessary for utilization of the
program. No separate reimbursement will be made to the Vendor for travel, training or other
expenses.

15. Piggybacking

While it is the intention of the WVDOF to procure this system for its own benefit, it is
anticipated that other agencies of the State of West Virginia may be interested in using this
same Request for Quotations as a basis for also procuring the same system for their benefit.

The Vendor shall stipulate whether they are willing to contract with other State of West
Virginia agencies for the same prices quoted to the WVDOF; this shall have no bearing on
the decision of the WVDOF.



YES X _NO___
Within a reasonable timeframe and with the same requirements, Commercial Technology
will be willing to contract with other State of West Virginia agencies for the same prices
quoted to the WVDOF. '



TimeForce is software that allows
you to easily collect, manage and
process your time and attendance
data. It interfaces seamlessly with
all of our time clocks and can
export data in a variety of formats.

TimeForce software empowers you 1o
proficiently and successfully manage
time. Thorough TimeForce employee
information is readily availabile for you to
review, edit, respond to, repori on, and
use. It is a very powerful tool for
managing the most important resource
of any organization—peopte.

TimeForce is conveniently organized
into different areas to help you navigate
through your time keeping and payroll
processes.

TimeForce uses a browser-based
interface that incorporates years of
customer input. As a result, TimeForce
i5 easy to use, access and control,

Getting started is fast and efiicient.
Seeing and using employee data is
intuitive and informative. Permission levels
are at your discretion for administration,
supervisors, managers and statf.

Pay rules, exceptions, and difierentials are
up to you. Reporting is extensive and you
can review the valuable information you
need whenever and however you need it.
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Tabbed-styie browsing moves you quickly

tlhrough reviewing, editing, reporting and processing time

Easily collect, manage and process

your time & attendance data

@ easy to set up and use—
quick to learn

@ unlimited employees, pay policies, and
shifts

@ simplified tracking of all accruals, such
as sick and vacation time

@ error checking system to evaluate time
punches against shift and pay policies

@ autornatic time entries for approved
absences

@ multiple overtime categories

@ time rounding based on setiings you
creaie

@ premium time and shift differentials
@ meal and break time reporting
@ handles flex time and split shifts

@ holiday and employee benefit
management

® unlimited user-defined schedules

@ consistent business rules-based
processing

@ administrator security defines and
restricts access

@ optional employee Self Service
@ optional Job Costing medule
@ optional HR module

@ exports to all popular payroli programs

with standard and customized reports you
will have all the information you need

Commercial Technology Group, LLC  Phone 1.304.345.0201

888 Qakwood Rd.
Suite 330
Charleston, WV 25314

tommerciol




Preparation Phase

Sample
Time & Attendance
Implementation Chec

Prepare Implementation Schedule Draft ComTech /
Customer
Configuration Survey Meeting ComTech/
Customer
Finalize implementation calendar ComTech
System Environment Analysis Meeting ComTech/
Customer
Finalize Order ComTech
Determine adequacy of computing ComTech/
Environment Customer
Document policies and rules as necessary Customer
Document configuration parameters ComTech
Confirm receipt of hardware/software ComTech
Configure system parameters ComTech
Make backup of original configuration ComTech
Testing Phase
Enter test employees & transactions into fest | ComTech
database
Review test data at ComTech ComTech
Review test data with Customer ComTech/
Customer
Installation/Training Phase
Restore configuration backup at ComTech ComTech
Import Employees ComTech
Create backup of database for installation ComTech
Complete installation of cabling, power and Customer
back-plate, if applicable
Install and configure system on site ComTech
Restore database on site ComTech
Install Clock(s) ComTech
Test Clock Communications ComTech
Train Supervisors on ¢lock functionality ComTech
Train system administrator(s) on software ComTech /
. Customer
Train supervisors (in classroom) (Optional) ComTech /
Customer
Hold employee training Customer
Develop system back-up plan Customer
Build data files (enter accounts, employees, Customer

etc.) if applicable

Prepared: 0311709

Page 1 of 1




Sample
Time & Attendance
Implementation Checklist

Enroli Employees in Handreader Clock, if Customer
applicable
I"arallel Phase
Employees in parallel group start punching Customer
on “clock”
First parallel with old system Customer
Second paralle! Customer
Configaration Review Meeting ComTech/
Customer
Make necessary configuration changes ComTech
Test payroll export ComTech
Go-Live & Follow-Up Phase
Go Live (date) Customer
Live Pay Period Customer
Process live payroll using payroll export ComTech/
Customer
Implementation Follow-Up ComTech

Prepared: 03/11/08

Page2 of 2




Commercial Technology Group, LLT

PHONE: (304) 345-0201 FAX: (304)-345-0356

Implementation

Qur Implementation Services Help Get You Up-And-Running Quickly and Efficiently!

Features:

« Activation Of Your System

« Instaliation Of Your Data Engine

« Installation Of Your Administration Tools
+ Instaflation Of PC Time Clock

« Creation Of Your Database

» Configuration Of Your System

« Data Collection Terminal Diagnostics and Setup

Our Solutions Cost Less To Implement
Than Competing Products Because
There Are No Hidden Costs.

Good technical design can result in substandard system
performance if not implemented properly. In addition,
integrating technologies from multiple vendors can create
confusion regarding responsibility and accountability. Today's
market requires quick response fo  opportunities and
competition. To meet this need, ComTech provides time and
labor management solutions along with implementation
services that are not only comprehensive but also customized
to meet your needs.

Companies that do business with ComTech can expect a
partner that wilt be there through all phases of implementation
- from the initial planning phases to the final roll-out. ComTech
provides scalable levels of assistance that are tailored to each
implementation. We transform your payrolfhuman resource
departments into a cost-effective robust fime and labor
management environment that stands up to all deparimental
challenges. Professional Implementation by ComTech speeds
up the completion process, assures minimum downtime due to
improper instailation, and achievement of oplimum sysfem
performance.

On-Site _implementation - ComTech will send an
implementation specialist to the customer’s site to provide the
custormer on-site installation of the software and hooking up
the data coilection terminat. '

Professional implementation from ComTech will speed up the
installation process, assure minimum  down-time due 1o
improper system hookup, and help achieve oplimum
performance from your new Time and attendance system.

COMMERCIAL TECHNOLOGY GROUP,LLC,888 OAKWOOD ROAD, SUITE 330, CHARLESTON, WV 25314



Commercial Technology Group, LLC

PHONE: (304) 345-0201 FAX: (304) 345-0356
WWW.COMTECHWY.COM

Support/Maintenance

Our Support/Maintenance Services Help Keep Your System Running Worry-Free!

Features:

+  Controls costs
+  Enhances quality

»  Improves sysiem performance

Software Support
«  Uniimiied direct phone support
«  Uniimited direct email support
+«  Unlimited Web-based support
+«  Delivery of enhancements, updates and upgrades
«  Standard error correction and madifications

Hardware Maintenance
+«  Ongoing maintenance such as guality checks and
cleaning
+»  Onsite service for requested repairs

«  Temporary replacement equipment during offsite repairs

Good technical support is a necessity after you have
implemented your Workforce Management System. You wani
to be sure you have the ongeing support and maintenance to
keep vour software and hardware operating at their fuil
potential. Today's market requires quick response in the event
of a problem and with our maintenance/support agreements

you can enjoy peace of mind, knowing your system is covered.

Your labor management software is a mission-critical system
that has an effect on your employees’ payroll. We realize that
unanswered software questions and hardware problems can

leave your systems down and you frustrated. That is why we

have developed a comprehensive and cost-effective support

and maintenance prograr.

Software Support — Our support agreements include unlimited
telephone calls and web-based support with available Internet

Quality Customer Support
Maximizes
System Productivity!

technology. We provide assistance in using the software and
communicating with any data collection terminals.

Hardware maintenance — We will send a hardware specialist to
you to provide immediate on-site repair or temporary
replacement of the hardware terminals.

Companies that do business with Commercial Technology
Group can expect a partner that will be there throughout the
lifetime of their system. We provide scalable levels of
assistance that are tailored to your individual needs. Our
professional support assures minimum downtime and opfimum
system performance.

COMMERCIAL TECHNOLOGY GROUP LLC, 888 OAKWOOD RD, STE 330, CHARLESTON,WV 25314



Commercial Technology Group. LLC

PHONE: (304) 345-0201 FAX: (304)-345-0356

Training

Education Is The Key To Getting The Most Out Of Your New System!

Features:

» Training On Navigation Through The System

« Training On Scheduling Employees

« Training On Empioyee Data Entry Procedures
« Training On System Report Generation

« Training On Administrative Rule Adjustments

+ Training On Empioyee Data Entry Procedures
+ Training On Time Card Editing Procedures

« Training On Benefit Administration

« Training On System Options

+ Training On Management Of Employee Data

ComTech’s Training service provides professional instructor-led
fraining to make the transition to your fime and attendance
systems as simple as possible for all of your employees.
ComTech training sessions are designed to provide the fools
your staff will need to use your system successfully in your
business environment. Key concepts are taught using examples
failored to your businesses needs. Class sizes are kept smal in
order to facilitate the best hands-on learning experience,
providing personal attention for all sfudents.

Easy fo follow training materials ensure that students can focus
on learning rather than on faking nofes, and that students have
an easy-fo-use reference guide for after class. ComTech
Training can be provided in two ways:

A Curriculum That Empowers
Customers To Perform At Their Best
To Achieve The Most Benefits From

Our Systems...

GomTech Classroom — Customers can get focused training with
no distractions by going to ComTech fraining facilities in
Charleston, West Virginia,

On-Site Setup & Training - ComTech will send a cerdified
technical representative andf/or {rainer to the customer’s site to
provide the cusiomer on-site sefup and classrcom style training.

No matter which method you choose, professional setup and
training from ComTech will assure you get the highest return on
your investment from your time and attendance system.

COMMERCIAL TECHNOLOGY GROUP LLC, 888 OAKWOOD ROAD, SUITE 330, CHARLESTON, WV 25314



ATTACHMENT A

BID SPECIFICATIONS FOR WEB-BASED TIME AND LEAVE MANAGEMENT
SYSTEM
WEST VIRGINIA DIVISION OF FORESTRY

Please provide pricing quotes for all components as applicable. The number of users is
estimated for comparison purposes only and is not an indication of minimum or maximum
number of users.

Please annualize pricing quotes for Number 1-4 for comparison purposes. Number 5 will be
used only for payment under the Agreement, if applicable.

ANNUAL COST
1) User License/Service Fees for 100 Users for a 12 month term:
$ 2.80 100 12 $___3360.00

FEE PER USER X USERS X MONTHS X YEARLY TOTAL
PER MONTH

2) Hosting fees (if not included as part of #1): INCLUDED

$ 12 $
HOSTING FEE X MONTHS YEARLY TOTAL

3) One-time Implementation and Training Costs (this should be included as a lump sum fee,
with NO itemization for travel costs included):
$__ 1385.00
LUMP SUM

4) Ongoing system maintenance and support fees-see Section 12.1 for additional
information: INCLUDED

$ 12 $
MAINTENANCE/ X MONTHS YEARLY TOTAL
SUPPORT FEE
PER MONTH
$___ 474500
TOTAL YEARLY
COST (TOTAL OF

NUMBERS 1-4)

7%5&&3, 7 tched Shalog



5) Cost to add additional users (there should be no minimum increments when adding
additional users); this will not be part of the bid comparison, but must be included as
part of the contract for payment:
$...2.80
FEE PER USER

Duteia 7. edme 2107



GUOTATION

commercial Technialogy Group, LLC

304-345-0201
DATE: 03/12/09
SUBMITTED TO: WV Division of Forestry ATTENTION:
ADDRESS: 4720 Brenda Lane PHONE: ext.
CITY, STATE ZIF: . Charleston, WV 25312 EMAIL:
“SYSTEM DESCRIPTION"  Qqest TimeFarce Time and Leave Management Systam
QYY DESCRIPTION EACH EXTENDED TOTAL EXT.
160 Qqest TimeForee Monthly Access and Hosting Fees® 2.80 280.00
Total Monthly TimeForce Fees [based on 100 active employees) $280.00
1 implementation and Training Costs (one-ime fees)™ 1,885.00 1,385,00
Total Implementation and Training Fees $1,385.00

* Includes TimeTracking Option and Support
** Baged on 100 employees - Includes on site training

Terms: Net 30 Days
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