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

1. Awards will be made in the best interest of the State of West Virginia.

2. The State may acceplor reject in part, or in whole, any bid.

3. Prior to any award, (he apparent successful vendor must be properly registered with the Purchasing Division
and have paid the required $126 (ee.

4. Al sewvices petlormed or goods delivered under Slate Purchase Order/Contracts are 1o be continuad for tho
term of the Purchase Order/Conlracts, contingent upon funds being approprialed by the Legislature or olherwise
being made available. In the event funds are nol appropriated or otherwise available for these services o goods
this Purchase QOrder/Contract hecomes void and of no eflect aller June 30.

5. Payment may only be made after the delivery and acceptance of goods or setvices.

6. Interest may be paid for late payment in accordance wilh the West Virginia Code.

7. Vondor preference will be granted upon wrilten request in accordance with the West Virginia Code,

8. The Stalo of West Virginia is exempt from federal and stale taxes and will not pay or reiinburse such taxes.

9. The Director of Purchasing may cancel any Purchase Order/Contract upon 30 days wiilton nolice'to the seller.

10, The Jaws of the State of Wesl Virginia and the Legislative Rules of the Purchasing Division shall govern the
purchasing process.

11, Any reference to automalic renewal is hereby deleled. The Coniract may be renewed only upon mutual wiitten
agreament of the pailies.

12, BANKRUPTCY: In the event the vendor/conlractor files for bankiuptey protection, lhe Stale may deem
this contract null and void, and terminate such conlract without further order,

13. BIPAA BUSINESS ASSOCIATE ADDENDUM: The Waest Virginia State Government HIPAA Business Associate
Addendum (BAA), approved by the Attorney General, is available online al wwiw.state.wv.as/admin/purchase/ivie/hipaa.htng
and is hereby made pait of the agreement provided that the Agency meels the definition of a Cover [ntily
(45 CFR §160.103) and will be disclosing Protected Health Inforination (45 GFR §1 60.103) to he vendor,

14, CONFIDENTIALITY: The vendor agrees that he or she will not disclose to anyone, directly or indirectly, any such
personally identifiable information or other confidential information gained from the agency, unless the individual who is
the subject of the information consents to the disclosure In writing or the disclosure is made pursuant to the agency's
policies, procedures, and rules. Vendor further agrees lo comply with the Confidentiality Policles and Informalion
Security Accountabilily Requirerents, sat forth in hilp:/iwww slate wy usfadimin/purchasefprivacy/motice Conlidentiality. pdf.

16, LICENSING: Vondors must be licensed and in good standing in accordance with any and all state and local laws and
requiraments by any slate or local agency of Wesl Virginia, including, but not limited to, the West Virginia Secrelary
of State's Office, the Wesl Virginia Tax Department, and the West Virginia Insurance Commission. The vendor musl
provide  all necessary  releases  to oblain information  lo enable  the  director or  spending unit o
verify that the vendor is licensed and in good standing with the above ontilies,

16, ANTITRUST: In submilling a bid to any agency for the Slale of West Virginia, the bidder offers and agrees that
if the bid is accepted lhe bidder will convey, sell, assign or transfer to the State of West Virginia all tights, title and interest
in and 1o all causes of action it may now or hereafler acquire under the antitust laws of the United Slales and the State of
West Virginia for price fixing and/or unreasonable restraints of trade 1elating to the palicular commodities or services
purchased or acquired by the State of West Virginia. Such assignment shall be made and become effective at the time the
purchasing agency tendars the initial paymontto the bicider,

| cerlify that this bid is made without ptior understanding, agreement, or connection with any corporation, firm, limited
liability company, pattsership, or person or enlity submilling a bid for the same malerial, supplies, equipment ol
sepvices and is ih all respects fair and without collusion or Fraud. | further cettify that | am authotized to sign
the cerlificalion on behalf of the bidder or this bid.

INSTRUCGTIONS TO BIDDERS
1. Use the quotation forms provided by he Purchasing Division. Complete all sections of the quotation form.

2, llems offered must be in compliance with the spacifications.  Any devialion from the specifications must be clearly
indicaled by the bidder.  Alternales offered by the bidder as EQUAL to the specificalions must be cleatly
definad. A bidder offering an allemnate should attach complete specifications and literalure to the bid. The
Purchasing Division may waive minor deviations lo specificalions.

3. Unit prices shall prevail in case of discrepancy. All quolations are considered F.O.B. destination unless alternate
shipping terms are clearly identified in the quotalion, :

4, Al quotations must be delivered by the bidder to the office listed below prior to the dale and time of the bid
opening. Failure of the bidder to deliver the quotations on time will resultin bid disqualifications: Department of
Administration, Purchasing Division, 2019 Washington Sltreet Fast, P.O. Box 50130, Charleston, WV 25305-0130

5. Communication during the solicitation, bid, evaluation or award periods, oxcept through the Purchasing Division,
is stiiclly prohibited (W.Va, C.S.R. §148-1-6.G).

Hov, 11/089/11
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State of West Virginia
Department of Adiminislration
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RIFQH CHIP1L2007
Request for Quotations
Specifications

Purpose:

To establish an open end contract to provide printing and associated bulk mailing services to the West
Virginia Children’s Health Insurance Program (WY CHIP).

1.0 DEFINITIONS
A The "Agency” shalt be defined as the WV CHIP,
B. The “Vendor” shall be defined as the successful bidder.
C. The “Contract” shall be defined as the binding agreement that is entered into between the State
of West Virginia and the Vendor to provide the services as herein specified.
0. “Release Order” shall be defined as order placed against the Contract by the Agency,

"o

minimum”, “maximum®, or “is/are

F. Mandatory Requirements: The terms “must”, “will”, “shall”,
required” identify a mandatory itein o factor. Declsions regarding compliance with any

mandatory requirements shall be at the sole discretion of the State.
2.0 SCOPE OF WORK

The successful Vendor shall provide to WV CHIP office (2 Hale St., Charleston, WV) a finished hard copy
proof of all the items listed on the cost sheet for agency approval. All proofs must be approved by the
Agency hefore any orders are place,

2.1 Technical Requirements:

2.1 Summary Plan Descriptions (SPD’s) - this is an 80 - 90 page booklet that Is
printed once a year. These have a cover 4/4 full color and inside pages 2/2 color, These
are printed on 50 paper with offset printed on both sides. These should be saddle
stitched with tabs per USPS regulations. Pages above 90 will be paid an additional fee,
based on a 4 page fee.

2.1.2  Miscellancous Booklet - this is an 8 page booklet that is printed as needed by
the Agency. These have a cover 4/4 {ull color and inside pages 2/2 color., These are
printed on SOM paper with offset printed on both sides, These should he saddle stitched
with tabs per USPS regulations. Pages above 8 will be paid an additional fee, based on a
4 page foe.

2.3 WV CHIP Poster — this is a one-sided 117 X 14" size poster. This is printed on
801t Altima Gloss Cover. This item must be packed in cartons only,

204 WV CHIP vacious flyers - this is 9 various flyers thal will be printed on an as
needed basls, Examples of each fiyer will be provided to the Vendor.




2.2 Freight/Shipping

Alliters will he shipped to cither Jackson County Development Center (270 Jack
Burlingame Dr, Millwood, WV) or WV Chip Office (2 Hale St., Charleston, WV). A
separate cost shall be established for both locations.

2.3 Delivery

2.3.1  Deliveries shall be made to one of two locations. Jackson County Development
Center at 270 Jack Burlingame Drive, Millwood, WV and WV CHIP office at 2 Hale Street,
Charleston, WV,

2,372 SPD's will e malled to all WV CHIP members throughout the State. The Vendor
will be provided with a member listing for this mailing, The Vendor will use the Agency's
butk mail permit to mail these SPD’s.

2.3.3  Release Ocders shall be delivered in a maximum of 10 working days from receipt
by the Vendor.

3.0 MINIMIUN QUALIFICATIONS
3.1 The Vendor must meet the following specifications:
301 Show examples of 3 printing projects of similar size and scope,

3072 Possess the equipment and staffing capahle of producing the documents as
described above and processing the bulk mailings of these documents. This will be
demonstrated by the examples mentioned in 3.1.1 above,

4.0 ORDERING AND INVOICING
4.1 Release Orders

4,11 Forallorders, the Agency will issue Lo the Vendor a WV-39 Release Order.
Issuance of the Release Order shall contain the type of merchandise to be purchased
and shall serve as the authorization to begin work, Mo work other than that specified in
the Release Order shall he undertaken by the Vendor.

4.7 Payment

4,2.)  The Slate of West Virginia currently utilizes a VISA purchasing card program
whichis issued through a local bank. The Vendor must accept the State of West Virginia
purchasing card for payment of all orders placed against this Contract.
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type cost sheets.




4.2.7  All invoices musl be submitted to WV CHIP olfice at 2 Hale Street, Charleston,
WV for iteras ordered from this Contract.

5.0 COST
5.1 Cost Sheet

5.1.1  The Vendor shall submit the atiached cost sheet with all applicable costs

associated with this Contracl.
6.0 AWARD

6.1 Award shall be made to the lowest bidder meeting all the specified qualifications. This s a
single award Contract.
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VENDOIR PREFERENCE CERTIFICATE
Cerlification and application” is hereby made for Preference in accordance with West Virginta Code, §5A-3-37. (Does not apply to
construction contracls). West Virginia Code, §5A-3-37, provides an opportunily for qualifying vendors to request (al the lime 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 lo be used to request such preference. The Purchasing
Division will make the delermination of the Residant Vendor Preference, if applicable.

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

Bidderis anindividual resident vendor and has resided conlinucusly in Wesl Virginia for four (4) years immediately preced-
ing the date of this certification; or,

Bidderis a parlnership, 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 80% of the
ownership interest of Bidder is held by anather individual, parinership, association or corporation resident vendor who has
maintained its headquarters or principal place of business continuously in Wesl Virginia for four (4) years immediately
preceding he dale of this certification; or,

Bidderis a nonresident vendor which has an affiliate or subsidiary which employs a minimum of one hundred state residents
and which has mainlained its headquarters or principal place of business within West Virginia continuously for the four (4)
years immediately preceding the date of this cerlification; or,

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

_ Bidder is a resident vendor whe cerlifies thal, during the life of the coniract, on average at least 76% of the employees
working on the project being bid are residents of West Virginia who have resided in the state continuously for the bwo years
immediately preceding submission of this bid; or,

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

_ Bidder is a nonresident vendor employing a minimum of one hundred stale residents or is a nonresident vendor with an
affiliate or subsidiary which maintains ils headquarters or principal place of business within West Virginia employing a
minimum of one hundred stale residents who cedifies thal, during the life of the contract, on average al least 75% of the
employees or Bidder's affiliate's or subsidiany's employces are residents of West Virginia who have resided in the state
conlinuously for the two years immediately preceding submission of this bid: or,

4. Application is made for 5% resident vendor preference for the reason checkod:

___ Biddermeels cither the requirement of both subdivisions (1) and (2) or subdivision (1) and (3) as staled above; or,

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

Bidderis an individual resident vendorwho is a veleran of the United Slates armed forces, the reserves or the Nalional Guard
and has resided in West Virginia continuously for the four years immediately preceding the date on which the bid is
submilled; or,

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

Bidder is a resident vendor who is a veteran of the Uniled States armed forces, he resenves or the National Guard, if, for
purposes of producing or distributing the commodities or compleling he project which is the subject of the vendor's bid and
continuously over the entire term of the project, on average al least seventy-five percent of the vendor's employees are
residents of West Virginia who have resided in the state continuously for the two immedialely preceding years,

Bidder understands if the Secretary of Revenue delermines that a Bidder receiving preference has failed 1o continue lo meel the
requirements for such preforence, the Secrelary may order the Direclor of Purchasing to: {a) reject the bid; or (b) assess a penally
against such Bidder in an amount not lo exceed 5% of the bid amount and thal such penalty will be paid to the conlracling agency
or deducted from any unpaid balance on the contract or purchase order.

By submission of this cerlificale, Bidder agrees lo disclose any reasonably 1equested infoimation to the Puichasing Division and
authorizes the Deparlment of Revenue todisclose to the Director of Purchasing appropriate information verilying thal Bidder has paid
the required business laxes, provided that such information does not contain the amounts of taxes paid nor any other information
decmed by the Tax Commissioner lo be confidential,

Under penalty of law for false swearing (West Virginia Code, §61-5-3), Bidder horeby certifies that this certificate is true
and accurate in all rospects; and that if a contract Is issued to Biddey and if anything contained within this catificate
changes during the {erm of the contract, Bidder will notify the Purchasing Division in writing immediatoly.

Bidder:

Signed:

Date: o Titler

‘Check any combinaltion of preference consideration(s) indicaled above, which you ate entitied 1o 1eceive.
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PURCGHASITINIC Al

West Virginia Code §5A-3-10a states: Ne cenlract or renewal of any contracl may be awarded by the state or any of its
political subdivisions to any vendor or prospeclive vendor when the vendor or prospective vendor or a relaled parly o the
vendor or prospeclive vendor is a deblor and the debt owed is an amount grealer than one thousand dollars in the
aggregale,

i
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"Debl” means any assessment, premium, penally, fine, tax or other amount of money owed to the state or any of its
political subd;wsmnb becatise of a judgment, fine, parmit violation, license assessment, defaulted workers' compensation
premium, penalty or other assessmenl presently delinquent or due and required 1o be paid to the state or any of ils
polilical subdivisions, including any inlerest or additional penallies accrued thereon

“Debtor” means any individual, corporalion, parnership, association, limiled fiability company or any other form or
business associalion owing a debt to the slate or any of ils political subdivisions. "Political subdivision” means any county
commission; municipality; county board of education; any instrumentality established by a counly or municipality; any
separale corporation or instrumentalily established by one or more counties or municipalilies, as pmrnllle(! by law; or any
public body charged by law with the performance of a government function or whose jurisdiclion is coextensive with one
or more counties or municipalities. “Related parly” means a parly, whether an individual, corporation, partnership,
association, limited liability company or any other form or business association or other entity whatseever, related to any
vendar by blood, marriage, ownership or conteact through which the paity has a relationship of ownership or other interest
with the vendor so that the parly will actually or by effect receive or control a portion of the benefit, profit or other
consideralion from perfonmance of a vendor conlract with the: party receiving an amount that meets or exceed five percent
of the lotal contract amaount

EXCEPTION: The prohibition of this section does not apply where a vendor has contested any tax administered pursuant
to chapler eleven of this code, workers' compensation premium, permil fee or environmental fee or assessment and the
maller has nol become final or where the vendor has enlered inlo a payment plan or agreement and the vendar s not in
default of any of the provisions of such plan or agreement.

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

WITNESS THE FOLLOWING SIGNATURE

Vendor's Name: K AE D¢

Authorized Signature:

~ Dater ‘_'It_‘ \:[(L&*__

Stale of Pﬁ\«v\,&_\_{ \(Oraren

County of _A\\ g_%\,\qg«_\_[ L lomwit;

Taken, subseribed, and sworn to befare me this  dayof - , 20
My Commission expires B .
AFFIX SEAL HERE NOTARY PUBLIC _

Purchasing Affidavil (Revised 12/15/04)
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