gtate of West fVirginia ' quutestt for ==
spartment of Administration uotation

Purchasing Division ""—'—’V“ 2852 1
2019 Washington Street East
Post Office Box 50130
Charleston, WV 25305-0130

306-RE8~2314

RFQ COPY
TYPE NAME/ADDRESS HERE

Arnett & Foster,. P.L.L.C.
P.0O. Box 2629 _
Charleston, WV 25329

BUREAU OF EMPLOYMENT PROGRAMS
OFFICE DF ADMIN. SUPPDRT-5302

112 CALIFDRNIA AVENUE
CHARLESTON, WV :
25305-0112 5E58-2634

BID OPENING DATE! 02 NG TIME D1:30PM

. Bee attached
proposal $87,000.00

0001 | .S -~ |961-20
‘ 1 ‘

CONSULTING

THE WEST VIRGINIA PURCHASING DIVISION,l FOR THE ABGENCY,
ORK FORCE WEST V[IRGINIA, IS SOLICITIN BIDS FROM
QUALTIFIED FIRMS T REVIISE/DEVELOP THE POLICIES AND
ROCEDURES MANUAL| FOR MORKFORCE WEST VIIRGINIA IN
CCORDANCE WITH FEDERAL DEPARTMENT OF [LABOR
EQUIREMENTS, AND [THE TACHED BID SPECIFICATIONS.

XHIBIT 3

LIFE OF CONTRACT: THIS CONTRACT BECOMES EFFECTIVE ON
st v e e s s o0 alen e afes A EXTENDS THRUU JUNE I’ 2009

CANCELLATION: THE| DIRECTOR OF PURCHASING RESERVES THE
IGHT TO CANCEL THIS NTRACT IMMEDIATELY UPON WRITTEN
OTICE TO THE VENDOR IF THE COMMODITIES AND/OR SERVICES
UPPLIED ARE} OF INFERIOR QUALITY OR DO NOT CONFORM
0 THE SPECIFICAT|IONS OF THE BID AND CONTRACT HEREIN.

-

BANKRUPTCY: | IN THE EVENT THE VENDOR/UUNTRACTOR FILES
FOR BANKRUPTEY PROTECTIION, THIS CONTRACT MAY BE
UEEMED NULL JAND ID, AND TERMINATED WITHOUT FURTHER

GRDER. P
RECEIVED
A SIGNED BiD MUST BE SUBMITTED TO: 2008 FEB 19 AMIl: 3]
DEPARTMENT OF ADMINISTRATION '
PURCHAS|ING D{IVISIGN : WV PURCHASING
DIVISION

EEPEVERSE SIDE PR TEANS ARD CONDITON:

HONE g DATE
304-346-0441 : _2/19709

e 5550486667 ADDRESS CHANGES TO BE NOTED ABOVE

WHEN RESPONDING TO RFQ, INSERT NAME AND AﬁDRESS IN SPAGE ABOVE LABELED VENDOR'




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

1. Awards will be mads 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. Al quotations are govemad by the West Virginia Code and the Legisiative Rufes of the Purchasing Division,

4. Prior 1o any award, the apspamht successful vendor must be properly registered with the Purchasing Division
and have paid the required $125 fes. ' : . '
5. All services performed or goods defiverad under State Purchase Order/Contracts are to be continued for the

term of the Purchase Order/Contracts, conlingent upon funds being appropriated by the Legislature or otherwise
being mede avaflable.” In tho ovent 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 defivery and acteptance of goods of setvices.

7. Interest may be paid for late payment in accordence with the West Virginia Code, - o

8. Vandor praference will be granted upon written request in accordance with the West Virginia Code.

2. The State of West Virginia is exempt from federa! and state taxes and will not pay or reimburse such taxes.

10. The Diractor of Purchasing may cance! any Purchase Order/Contract upan 30 days written riofioe o the seller.

11, Tho laws of the State of West Virginia and the Legislative Rules of the Purchasing. Division shal gover

all rights and duliess under the nract, including without fimitation the validity of tis Purchase

Order/Conlract | : ' : :

" 12 Any referance t automatic renewal is hereby deleted. The Contract may ba renewed only upon mubual wiittan

agreement of the parfies e e N C N ‘

13, BANKRUPTCY: In the svent Fie vendor/contractor fis for bankuptey protection, this Contract may be

deemed null and vold, and tarminated without further order. N .

14. HIPAA BUSINESS ASSOCIATE ADDENDUM: The Wast Virginia State Govemnment HIPAA Business Associate

Addenduin (BAA), approved b}( the Attorney General, and avallable onfine at the Purchasing Division’s web site

Ll:eup:lfwww.staie.m.uafadmhp ipaahtm) is hereby made part of the agreemant.  Provided that,
Agency meels the definition of & Cover Enfily (45 CFR §180.103) and wil be disciosing Protacted Health

Information {45 CFR §160.108) fo the vendor. ' :

15. WEST VIRGINIA ALCOHOL & DRUG-FREE WORKPLACE ACT: If this Contract constilutes a publc improvement
construction contract as sat forth in Article 1D, Chaptar 21 of the Wast Virginia Code ("The West Virginia Alcthol

and Drug-Free Woilkplace Act’), then the following language shall hereby become part of this Contract: "The
contractor and its subcontractors shall implement and maintain a writien g-free workplace policy In compliance
- with tha West Vimginia Akeoho! and Drug-Free Workplace Act, as set forth in Aricle 1D, Chapter 21 of the West
Virginla Code.  The contracior and subcontractors shall provide a swom statement In- writing, under the

penalfies of pg%;y that they maintain a valid drug-free work place policy in compliance with the West Virginla

rug-Free e Act. It Is understood and agreed that this Contract shall be cancelled by the awarding

authorily if the Coniraclor: 1) Falls to implement e drug-free workplace g'oﬁcy;, 2) Fails to provide information
regarding implementation of the contracior's drug-free waﬁqplaca policy at the request of the pubfic authority; or
3) Provides to the public authorlty 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 ba in compilance wih the specifications. Any deviaton from the

- specifications must be clearly indicaled by the bidder. Altermnates offered by the bidder as EQUAL to the
specificaions must be cleary defined. A bidder offering an allemate should attach complete specifications
and Rerature to the bid. The Purchasing Division may waive minor deviations to specificaions

3. Complets all sections of the quolation form.

4. Unit prices shall prevail in case of discrepancy. ‘ ,

5. olgl ﬁguotaﬁans are considered F.OB. destination unless allernate shipping terms are clearly identified In he
qu n. : ‘ .

6. BID SUBMISSION: All quotations must be deliverad by the biddar tv the dffice fisted balow prior fo the dats and lime
of ths bid opening, Failure of the bidder to doliver the quotalions on tme will result in bid disgualifications:
Departnent of Administration, Purchasing Division, 2019 Washinglon Steet Fast PO Box 50130,
Charleston, WV 25305-0130 ‘

Rev. Ho1/8




State of West Virginia
Purchasing Division
Post Office Box 50130

RFQ COPY
TYPE NAME/ADDRESS HERE

Request for i
Depariment of Administration  Quotation

2019 Washington Sirest East
Charleston, WV 25305-0130

WWVD98S

FRANK WHITTAKER

SN4-5588-23%16

BUREAU OF EMPLOYMENT PROGRAMS
OFFICE OF ADMIN. SUPPORT-5302

112 CALIFORNIA AVENUE
CHARLESTON, WV

25305~-0112 558-2634

02706472009

T 272009

BUILDING

15
2019 WASHINGTON S

CHARLES[TON,

ﬁV 2

NTAIN
Bl

THE BID snouhn Co
THE ENVELOPE| OR THE

SEALED BID

BUYER:

RFQ. NO.:

ID OPENING DATE:

ID DPENING TIME:

FAX N
GARDT

PLEASE PROVIDE A
TD CONTACT YDU RE

v - v oL sttt e i - ———

o - g - o

TREET, EAST
53505-01310

D MAY NOT BE

56
WWV09852
02/19/09

1:30 PM

G YOUR BID:
304-346-8333

THIS INFORMATIO

MBER IN CASE IT

o o ove . A A A e R me e m

PRINT CLEARLY):
Lane Ellis, Jr.

iwr wo - - e

ON THE FACE OF

CONSIDERED:

IS NECESSARY

) . T e p——

L e e T ——

DATE
2/19/09

/ IFEN

55-0486667

304-346-0447

ADDRESS CHANGES TO BE NOTED ABOVE

WHEN RESPONDtNG TO RFQ, INSERT NAME AND ADDRESS IN ‘SPACE ABOVE LABELED 'VENDOR'




State of West Virginia - Request_ for
Department of Administration  Quotation
Purchasing Division

2018 Washington Street East

Post Office Box 50130 : ‘ LORHESE

Charleston, WV 25305-0130 FRANK WHITTAKER
| 506-558-2316
RFQ COPY

TYPE. NAME/ADDRESS HERE BUREAU OF EMPLOYMENT PROGRAMS
, OFFICE OF ADMIN. SUPPDRT-5302
112 CALIFORNIA AVENUE
CHARLESTON, WV
25305-0112  558-2636

02/04/2009 L
B’DOPEN'NGDME 82/19/2089 BID OPENINE TIME pDl:30PM

exxxxx THIS| IS THE END OF RFQ  WWVO9B52 *xxxxx TOTAL: _$87,000.00

SEER BEVE

; G 4-346-0441 " 2/19/09
e P 50186667 | ADDRESS CHANGES TO BE NOTED ABOVE
WHEN RESPONDING TO RFQ, INSERT NAME AND ADDRESS IN SPAGE ABOVE LABELED VENDOR




Page2 of 2 , _
Reguisition No. WW\-09-852
WVFIMS Dacuinent # P19385

Vendor must have at least five {5) years experience in developing policies and procedures for Federal and/or State
govemmeﬁt agencies Vendor must be familiar with Federal Department of Labor requirements for State government
operations and must have provided similar services as herein requested to at least two {2} other State government
organizations. Vendor must provide a company resume and must include at least two {2} references for similar projects

Vendor must review existing policies and procedures for the functions of each unit of the Fiscal and Administrative
Management (FAM) Division {see attached organizational chart), and shail revise or develop new where necessary to
comply with Federal Department of Labor requirements In addition, vendor shall develop a flow chart of each of the

function

Poiicies and procedures to be developed should he detailed enough that any reasonable person can understand and
follow the procedures enough to parform that function

Vendor shali provide both electronic and printed copies of their work as follows; 1) 30 printed and bound copies of the
complete compilation of policies, procedures and flow charts for the entire FAM Division; 2} 30 printed and bound
copies of the compilation of policies, procedures and flow charts by section; and, 3) one (1) of each in electronic format

in WORD

Vendor is to assume starting from “zero” and that nothing has been previously documented Vendor is also to assums
full and timely cooperation of each section within the FAM Dlvision. -

Vendor must be available to begin work by no later than March 1, 2008 and have docunﬁenj:s completed by no iater than

June 1,2009
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Rev 09/08 State of West Virginia
VENDOR PREFERENCE CERTIFICATE

Certification and application® is hereby made for Preference in accordance with West Virginia Code, §5A-3-37 (Dees notapplyto
construction contracts). West Virginia Code, §5A-3-37, provides an opportunity for qualifying vendors to request (2t 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 to be used to request such preference. The Purchasing
Division will make the determination of tha Resident Vendor Preference, if applicable.

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

Bidder s an individual resident vendor and has resided continuously in West Virginia for four (4) years immediately preced-

ing the date of this cerlification; or,

—  Bidderisapartnership, association or corporation resident vendor and 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 B0% of the
ownership inferest of Bidder is held by another individual, partnership, association or corporation resident vendor who has
maintained its headquanters or principal place of business continuously in West Virginia for four (4) years immediately
preceding the dafe of this cerfification; or,

. Bidderisanonresident vendorwhich has an affiiate or subsidiary which employs a minimum of one hundred state residents
and which has maintained its headquarters or principal place of business within West Virginia continuously for the four (4)

years immediately preceding the date of this certification; or,

Application Is made for 2.5% resident vendor preferénce for the reason checked:

Bidder is 2 resident vendor who certifies that, during the life of the contract, on average at ieast 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 ysars
immediately preceding submission of this bid; or, '

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 or is a nonresident vendor with an
affiliate or subsidiary which maintains its headquarters or principal place of business within West Virginia employing a
minimum of one hundred state residents who certifies that, during the life of the confract, on average at least 75% of the
employees or Bidder's affiliate’s or subsidiarny'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,

Application is made for 5% resident vendor preference for the reason checked:
Bidder mests efther the requirement of both subdivisions (1) and (2) or subdivision (1) and (3) as stated above; or,

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

Bidderis an individual resident vendorwho is a veteran of the United Siates amed forces, the reserves orthe National Guard

and has resided in West Virginia continuously for the four years immediately preceding the date on which the bid is

submitted; or,

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

..  Bidderisa resident vendor whe Is a veteran of the United States armed forces, the reserves orthe National Guard, if, for
purposes of producing or diskributing the commodities or completing the project which is the subject of the vendor's bid and

continuously over the entirs 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 iwo immediately preceding years. :

Bidder understands if the Secretary of Revenue determines that a Bidder receiving preference has failed to continue to meet the
reguiremendts for such preference, the Secretary may order the Direstor of Purchasing to: (a) 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 agen
ar deducted from any unpaid balance on the contract or purchase order. :
By submission of this certificate, Bidder agrees to disclose any reasonably requested information to the Purchasing Division and
suthorizes the Department of Revenue to disclose to the Director of Purchasing appropriate imformation verifying that Bidder has paid
the required business taxes, provided that such information does nof contain the amounts of taxes paid nor any other information
deemed by the Tax Commissioner to be confidential :

Under penatty of law for false swearing (West Virginia Code, §61-5-3), Bidder hereby certifies that this cerfificate is true
and accurate in all respects; and that if a contract is issued to Bidder and if anything contained within this certificate

" changes during the term of the contract, Bidder will notify the P;‘ha? Division jn writing immediately.
Bidder: Arnett & ¥oster, P.L.L.C. Signed: W%,%
. [y fy

| »

l @

lsni.h
N.

-

Date:_ 2/19/09 Title: Member
“Cheek any combinalion of preference consideration{s) indicated above, which you are entilled o raceive
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RFQNo _WWV09852

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 fo any vendor or prospectwe vendor when the vendor or prospective
vendor or a related parly 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:
If this is a solicitation for a public improvement construction contract, the vendor, by its signature below, affirms

that it has a wiitten plan for a drug-free workplace policy in compliance with Article 1D, Chapter 21 of the West
Virginia Code. The vendor must make said 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 V'rg.'ma 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 wili convey, sell, assign or transfer fo the state of West Virginia all rights, title and interest

in'and to all causes of action it may now or hereafter acquire under the antitrust laws of the United States and

~ the state of West Virgm:a for. price fixing and/or unreasonable restraints of trade relating to the particular
commodities or services purchased or acquired by the state of West Virginia Such assignment shall be made

and become effective at the fime the purchasing agency tenders the initial payment to the bidder.

I certify that this bid is made without prior understanding, agreement, or connection with any corporation, firm,
limited liability company, parinership 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 hcensed and in good standing En 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 stafe agencies or political subdivision Furthermore, the vendor must provide all necessary releases to
obtain information to enable the Director or spending unit to verify that the vendor is licensed and ln goed

standing with the above entifies.

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 galned from the agency, uniess the individual who is
the subject of the information consents to the disclosure in writing or the disclosure is made pursuant fo the
agency's policies, procedures and rules Vendor further agrees to comply with the Confidentiality Policies and
Information Security Accountability Requ:rements set forth in htip://www state wv us/admin/purchase/privacy/

noticeConfidentiality pdf

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

Vendors Name:  Arnett & Foster, P.L.L.C.

Authorized Signature: /% % d/ ' Date: 2/19/09

Purchasing Affidavit (Revised 01/01/08) /




ARNETT s FOSTER

Certified Public Avcowntants, P.L.L.C.
Februaty 19, 2009

Bureau of Employment Programs
Office of Administrative Support
112 California Avenue
Chatleston, West Virginta 25305

Re: RFQ WWV(9852

We are please to provide this proposal to revise / develop the policies and procedures manual for
Wortkforce West Virginia in accordance with Federal Department of Labor requitements and the bid
specifications attached to RFQ WWV09852.

We have been assisting state government otganizations for over twenty years with the development
of policies and procedures manuals. A few examples of West Virginia state agencies that we have
assisted include the following:

West Virginia Health Information Network and the West Virginia Health Care Authority;
development of policies and procedures manual related to accounting for revenues and
expenses, Federal programs, allocations, and controls.

Division of Motor Vehicles; development of comprehensive policies and procedures manual
related to the revenue cycle process involving a detailed study of all processes involved and
fees charged.

Department of Natural Resources; development of policies and procedures manual related
to the collection of revenue through the state park system and internal controls related
thereto.

Welch Emergency Hospital; development of policies and procedures manual related to
procurement and accounts payable functions.

In the RFQ, you tequested two references for similar work. Our references will follow.

Sallie Milam, JD, CIPP/G, West Virginia Health Information Network; 304-558-4503;
smilam{@hcawv.otg smilam@hcawv.org

Dora Douglass, Summersville Memorial Hospital (cbunty governmental organization};
preparation of a revenue cycle policy manual; 304-872-5124.

Innovation With Results

AF Center * 101 Washington Sureet, East + PO, Box 2629  Charleston, West Virginia 2532
304/346-0441 » 800/642-3601

www.afnetwork.com,



Bureau of Employment Programs
February 19, 2008
Page 2

Our fee is included in the attached RFQ. Since the time for the performance covers three months
(March, April, and May), we would propose that one third of the fee be billed for each month. We
plan to follow the requirements set forth in the RFQ.

Arnett & Foster, P.L.L.C. and our personnel have substantial experience with state and Federal
regulatory requirements, having provided audit and comsulting setvices for state and Federal
programs for over thirty years. Additionally, the project leader assigned for this project, Lane Ellis,
Jt., served as the lead auditor of the Bureau of Employment Programs financial audits eatlier in his
cateer.

Thank you for the oppottunity to be of service.
Sincerely,
Lane Ellis, Jr., CPA, CISA, CVA, ABV

GLE/afp

h\afusers\gle\proposis\wokforeen
workforce 2 19 09 proposal.doc



