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1 Debt collection services - Colleges
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Type of Account - Per Debt
% of Amount Collected -
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Compensation
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SPECIFICATIONS 
 

 
1. PURPOSE AND SCOPE:  The West Virginia Purchasing Division is requesting bids for a 

statewide, open-end Contract for Debt Collection for all West Virginia State Agencies and 
political subdivisions. 
 
West Virginia State Code §14-1-18A empowers the Secretary of the Department of 
Administration to collect, or cause to be collected, debts and claims due to the State of West 
Virginia and/or its spending units. Any changes made in the law will be communicated to the 
successful vendor(s) by the Purchasing Division of the Department of Administration and 
made a part of the contract. All collections must be in accordance with West Virginia State 
Code Chapter 45A, West Virginia Consumer Credit and Protection Act, and Chapter 46A-2-
122-129 (attached as Exhibit A); along with any Federal law that may preempt the West 
Virginia Consumer Credit and Protection Act.  
 
 

2. DEFINITIONS:  The terms listed below shall have the meanings assigned to them below.  
Additional definitions can be found in section 2 of the General Terms and Conditions. 

 
2.1 “Contract Services” means debt collection services, as specified below. 

 
2.2 “Pricing Page” means the pages upon which Vendor should list its proposed price 

for the Contract Services.  The Pricing Page is either included on the last page of this 
CRFQ or attached hereto as Exhibit C.  

 
2.3 “CRFQ” means the official request for quotation published by the Purchasing 

Division and identified as CRFQ 0212 SWC1500000005. 
 
2.4 “Primary Placement” is an account that has never been placed with another 

collection company or collection attorney.  
 
2.5 “Second Placement” is an account that another collection company or collection 

attorney has previously tried to collect and failed.  
 

 
1. QUALIFICATIONS:  Vendor shall have the following minimum qualifications: 

 
1.1.  The collection agency must be a full service agency and have the ability to 

handle several classifications of accounts, including educational, medical, and 
any other account assigned to it. A minimum of 22 state spending units have 
indicated to the Purchasing Division that they anticipate the utilization of 
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collection services. Other State Agencies may elect to use the collection 
services provided by the successful bidders.  
 
These spending units are –  

1.1.1. Marshall University – Huntington, WV  
1.1.2. West Virginia State University – Institute, WV  
1.1.3. Shepherd College – Shepherdstown, WV  
1.1.4. West Liberty State College – West Liberty, WV  
1.1.5. Bluefield State College – Bluefield, WV  
1.1.6. Glenville State College – Glenville, WV  
1.1.7. Concord College – Athens, WV  
1.1.8. West Virginia Northern Community College – Wheeling, WV  
1.1.9. West Virginia Graduate College – Institute, WV  
1.1.10. Potomac State College – Keyser, WV  
1.1.11. WV  University Institute of Technology – Montgomery, WV  
1.1.12. WV School of Osteopathic Medicine – Lewisburg, WV  
1.1.13. West Virginia University – Morgantown, WV  
1.1.14. Fairmont State College – Fairmont, WV  
1.1.15. Southern West Virginia Community College – Logan, WV  
1.1.16. West Virginia Division of Highways – Charleston, WV  
1.1.17. West Virginia Department of Transportation – Charleston, WV  
1.1.18. West Virginia Dept. of Health and Human Resources – 

Charleston, WV  
1.1.19. West Virginia Dept. of Tax and Revenue – Charleston, WV  
1.1.20. Barboursville Veterans Home – Barboursville, WV  
1.1.21. WV Workers’ Compensation – Charleston, WV  
1.1.22. WV Division of Environmental Protection – Charleston, WV  

 
1.2. Out-of-State Collection Agencies: Out-of-state collection agencies without 

an office in the State of West Virginia are restricted to contacting residents of 
this State for the collection of debts by letters and telephone calls. Prior to 
award the successful bidder is required to designate to the Tax Commissioner 
a resident agent (name, address and phone number) upon whom notices, 
orders or other communications may be served and upon whom process may 
be served. West Virginia Secretary of State may be designated as the resident 
agent for service process pursuant to West Virginia State Code §56-3-33, 
attached as Exhibit B. 
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2. MANDATORY REQUIREMENTS: 
 

4.1 Mandatory Contract Services Requirements and Deliverables:  Contract Services 
must meet or exceed the mandatory requirements listed below.  

4.1.1 Vendor must attempt to collect debts on behalf of the State of West Virginia 
and/or its spending units. 

 
4.1.2 The Department of Administration reserves the right to request an 

examination or audit of any or all records relating to matters covered 
by this contract. All records must be kept a minimum of six (6) years 
by the vendor.  
 

4.1.3 In accordance with national direct student loan guidelines, all fees 
charged against student loan accounts will apply only to the original 
principal and interest owed by the debtor, excluding any added 
collection costs.   

 
4.1.4 Placements (Both Primary Placement and Secondary Placement)  

 
4.1.4.1 The vendor(s) must have the ability to handle several account 

classifications of accounts separately, in order to provide the spending 
unit with information on the collection performance for each class of 
accounts.  

4.1.4.2 By West Virginia State law, a spending unit must attempt to collect a 
claim for three (3) months before a claim can be placed with a 
collection agency. 

4.1.4.3 Upon Placement of an account with a collection agency, the spending 
unit will forward a letter of transmittal to the collection agency in its 
designated area. These transmittals will contain the following –  

4.1.4.3.1 Type of Account and description of service  
4.1.4.3.2 Name of whom the claim is made against  
4.1.4.3.3 Address, including zip code  
4.1.4.3.4 Balance Due  
4.1.4.3.5 Date of Service or age of account  
4.1.4.3.6 Telephone number (Optional)  
4.1.4.3.7 Previous collection reports received on individual 

accounts when available  
4.1.4.3.8 Any other information deemed important by the 

spending unit.  
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4.1.4.4 The collection agency will have a minimum of 180 calendar days to 
attempt to collect debts. Upon expiration of 180 calendar days, the 
collection agency will transfer all uncollected debts back to the 
originating spending unit. Collection agencies are not required to 
transfers accounts back to the spending unit on which payments are still 
being received at the end of the 180 day period or that are in dispute or 
nearing settlement, however all accounts not paid in full at the end of 
two (2) years, inclusive of the 180 day period, will be referred back to 
the originating spending unit unless exempted by the Secretary of 
Administration. When returning a claim, the collection agency must 
submit a completed litigation referral form.  

4.1.4.5 The vendor will implement collection procedures and attempt to 
achieve maximum recovery from debtors. These procedures will 
include at least 2 monthly telephone calls and 1 monthly letter. 
Procedures will also include direct mailing efforts and skip tracing 
procedures when the address is identified as undeliverable by the post 
office.   
 

4.1.5 Payments and Reporting  
 

4.1.5.1 The collection agency will forward all payments collected during any 
month by the 15th day of the following month to the originating 
spending unit accompanied by the report specified below. The 
collection effort will continue until an account is paid in full, except as 
otherwise restricted, until the spending unit desires collection efforts to 
be terminated, or until the 180 period has lapsed.  

4.1.5.2 The collection agency must send a completed report to the spending 
unit on or before the 15th of every month for the preceding month, 
whether or not any payments were received.  

4.1.5.3 The following information must be included in each report by debtor in 
alphabetical order, by debtors surname:  

4.1.5.3.1 Debtor’s name(s) and social security number(s) or other 
identification number(s) as agreed upon by the spending 
unit and collection agency.  

4.1.5.3.2 Placement date of accounts  
4.1.5.3.3 Beginning amount to collect, additional amount 

authorized for collection, amounts previously collected, 
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amounts collected for current month, total collections to 
date, and balance owed.  

4.1.5.3.4 Amount(s) forwarded to spending unit and balance due 
to spending unit.  

4.1.5.3.5 Fees assessed, amount collected and balance due  
4.1.5.3.6 Reason for returned or closed accounts (if applicable)  
4.1.5.3.7 Remarks  
4.1.5.3.8 Percent of dollar amounts collected to date  
4.1.5.3.9 All collection agencies shall have the capacity to add 

accrued interest to applicable accounts on a monthly 
basis, this shall be included in the report  
 

4.1.6 Litigation – Accounts that have not been collected by the collection 
agencies may be referred to the Attorney General’s Office for litigation. 
When returning a claim to the referring state spending unit, the collection 
agency must submit a completed litigation referral form which must contain 
all information requested.  
 

4.1.7 HIPPA Any Collection Agency doing business with any State Agency that 
is bound by the Health Insurance Portability and Accountability Act of 1996 
(HIPAA) must sign the attached agreement and return prior to award of bid.  

 
 

3. CONTRACT AWARD: 
 
5.1 Contract Award:  The Contract is intended to provide Agency with a 

purchase price for the Contract Services.  If it is in the best interest of the 
state, the contract will be a progressive award with multiple vendors. Award 
will be made for low bid percentage to high percentage and usage will be in 
the same manner, per line item. If the low bid cannot provide the needs for the 
Facility at the requested time, the second low bid will be contacted. We will 
allow 48 hours for vendor to determine if they will be able to meet our needs. 
 

5.2 Pricing Page:  Vendor should complete the Pricing Page. The fees stated on 
the cost proposal must be wholly contingent on collection. Cost proposals 
must be bid in the form of percentage rates, as a percentage of collections. 
Price shall be a straight overall percentage. The quoted fees in the bid 
proposal shall be all inclusive and shall include all expenses to be incurred in 
connection with the services to be performed. Vendor should complete the 
Pricing Page in full as failure to complete the Pricing Page in its entirety may 
result in Vendor’s bid being disqualified.     
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Vendor should type or electronically enter the information into the Pricing 
Page to prevent errors in the evaluation.   

 
 
4. PERFORMANCE:  Vendor and Agency shall agree upon a schedule for performance of 

Contract Services and Contract Services Deliverables, unless such a schedule is already 
included herein by Agency.  In the event that this Contract is designated as an open-end 
contract, Vendor shall perform in accordance with the release orders that may be issued 
against this Contract.        

 
5. PAYMENT:  Upon payment to the spending unit of all sums collected on behalf of the 

spending unit by the collection agency, the collection agency will invoice the spending unit 
for the fee assessed. Compensation will be paid only if the debtor pays all or a portion of the 
account due.  The collection agency is prohibited from retaining its fee from the amount 
collected on behalf of the State. Furthermore, fess assessed by the collection agency for 
collecting a claim shall never exceed the fee specified in the purchase order issued by the 
Purchasing Division of the Department of Administration, or the amount specified by law. 
Agency shall pay for all Contract Services performed and accepted under this Contract.  
Vendor shall accept payment in accordance with the payment procedures of the State of West 
Virginia.  
 

6. TRAVEL:  Vendor shall be responsible for all mileage and travel costs, including travel 
time, associated with performance of this Contract.  Any anticipated mileage or travel costs 
may be included in the flat fee or hourly rate listed on Vendor’s bid, but such costs will not 
be paid by the Agency separately.     
 

7. FACILITIES ACCESS:  Performance of Contract Services may require access 
cards and/or keys to gain entrance to Agency’s facilities.  In the event that access 
cards and/or keys are required: 
 

7.1. Vendor must identify principal service personnel which will be issued access 
cards and/or keys to perform service.   
 

7.2. Vendor will be responsible for controlling cards and keys and will pay 
replacement fee, if the cards or keys become lost or stolen.   
 

7.3. Vendor shall notify Agency immediately of any lost, stolen, or missing card or 
key.   
 

7.4. Anyone performing under this Contract will be subject to Agency’s security 
protocol and procedures. 
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7.5. Vendor shall inform all staff of Agency’s security protocol and procedures.   
 

 
8. VENDOR DEFAULT: 

 
8.1. The following shall be considered a vendor default under this Contract. 

 
8.1.1. Failure to perform Contract Services in accordance with the requirements 

contained herein. 
 
8.1.2. Failure to comply with other specifications and requirements contained 

herein. 
 
8.1.3. Failure to comply with any laws, rules, and ordinances applicable to the 

Contract Services provided under this Contract. 
 
8.1.4. Failure to remedy deficient performance upon request. 

 
8.2. The following remedies shall be available to Agency upon default. 

 
8.2.1. Immediate cancellation of the Contract. 
8.2.2. Immediate cancellation of one or more release orders issued under this 

Contract. 
8.2.3. Any other remedies available in law or equity. 

 
 

9. MISCELLANEOUS:  
 

9.1. Contract Manager:  During its performance of this Contract, Vendor must 
designate and maintain a primary contract manager responsible for overseeing 
Vendor’s responsibilities under this Contract.  The Contract manager must be 
available during normal business hours to address any customer service or other 
issues related to this Contract.  Vendor should list its Contract manager and his or 
her contact information below. 

 
Contract Manager:  _Ray Perez______________  
Telephone Number:  _800-886-9177    Ext. 14260_ 
Fax Number:  ______781-681-4358____________ 
Email Address:  _ray.perez@eos-cca.com 
 

 
















































































































































