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1 - Purpose and Scope

WVARF respectfully submits this bid to continue as the Central Nonprofit Agency to manage the
state use contract. Our mission is “To give every individual with a disability the opportunity to have
gainful employment.” We believe strongly in the purpose of the state use program and will continue to
strive to “encourage the employment of people with disabilities so that they can be self-sufficient,
productive, and independent and at the same time provide goods and services to the state at fair
market value.” We have a long history of success collaborating with the Governor’'s Committee for the
purchase of commodities and Services from the Handicapped and hope to continue our successful
relationship into the future.

2 — Definitions
WVARF agrees to comply with the provided definitions.

3 - Qualifications

3.1 Vendor Experience

Established in 1973, West Virginia Association of Rehabilitation Facilities (WVARF) has served as
the Central Nonprofit Agency (CNA) for the State Use Contract in the state of West Virginia for over
thirty (30) years. WVARF has 501(c)3 status and is a registered entity through the West Virginia
Secretary of State. WVARF has been dedicated to providing services to the Governor’s Committee,
training and collaborating with Community Rehabilitation Partners (CRPs), and upholding and improving
Quality Assurance (QA) standards for our programs. WVARF has the proven expertise and capacity to
fulfill the requirements of CRFQ 0932 DRS2200000013.

WVARF works closely with our customers and our vendors to ensure high quality and high
satisfaction results. In each example below, WVARF marketed services, conducted the negotiation of
prices, coordinated the delivery of services and goods, ensured Quality Assurance, Invoiced the
customer, and processed payments to vendors in a professional and efficient manner, just as we have
done on over two hundred contracts each year.

Past Performance Example 1
Project: Stream Access Grounds Maintenance (statewide)

Agency: WVDNR
Contact: Mark Scott (mark.t.scott@wv.gov)

Goal/Objective: Coordinate the completing of grounds maintenance across 126 boating and/or fishing
sites, among 12 CRPs, while meeting state and federal funding requirements. We defined a scope and
updated the process with the 6 DNR district Biologist. We streamlined the process with the creation of a
centralized timesheet and the institution of SharePoint for data collection. This yielded a substantial
time savings from completion, collection, billing, and payment processes.
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Past Performance Example 2
Project: Fogging/Disinfecting (statewide)

Agency: WVDHHR
Contact: George Montgomery (George.l.montgomery@wv.gov)

Goal/Objective: During the pandemic, the need for a quick, efficient, and safe disinfecting service
became urgent. With the coordination from CRP, The Op Shop, we were able to coordinate a 24—48-
hour turnaround, in most cases, to disinfect offices that had a COVID exposure. This allowed the state
agencies (DHHR mainly but spread across a few agencies) to open quickly to continue helping the public.
We were able to expand this service across several other CRPs to broaden the range and completion
ability. The Op Shop also assisted with training of other CRPs.

Past Performance Example 3
Project: Janitorial Service Agreement Updates

Agency: All State Use Program agencies — 224 service agreements for 21-22
Contact: WVARF/AIl SUP agencies

Goal/Objective: WVARF successfully updated all janitorial service agreements by applying the industry
ISSA Clean Standards. This helped establish a framework for excellence across every agreement by
assessing the effectiveness of the cleaning processes. This also helped ensure that the participants of
the SUP were receiving adequate, standardized, times to complete the needed work.

3.2 Vendor Staff
WVARF has eight full time staff dedicated to servicing the State Use Contract. In addition,
WVARF partners with contractors to further supplement the skills and expertise of the staff.

Job Descriptions:
WVARF utilizes the following roles, as needed, to fulfill the contract requirements. All roles require at
least 5 years of experience with skills relevant to the fulfillment of the state use contract.
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Accounting Assistant
Organization: West Virginia Association of Rehabilitation Facilities

Organization Profile: The West Virginia Association of Rehabilitation Facilities, Inc. (WVARF) serves as
the state’s Central Nonprofit Agency, linking people with disabilities to meaningful employment
opportunities. WVARF is a collaboration of nonprofit corporations and government agencies working to
advance preferential purchasing programs, or “State Use” programs, which create jobs for individuals
with disabilities.

Status: Salaried/Exempt, 40 hours a week
Supervisor: Associate Director
Location: Charleston, WV

Job Overview: The accounting assistant is a mid-level to senior position that ensures accurate data entry
and maintenance of accounting functions, such as accounts receivable, accounts payable, vendor lists,
customer lists, payment information, and invoice entry and reconciliation. This position works in a team
environment and may advise fellow team members on accounting functions.

Responsibilities and Duties:

- Provide accounting data entry to the accounting department (AR, AP)

- Type accurately and maintain accurate, detailed records

- Process ACH payments and prepare ACH payment receipts

- Reconcile payments received to accounts receivable and accounts billable

- Interface with customers and vendors verbally and in written correspondence

- Proficiently utilize software for accounting functions (QuickBooks, Excel, Word, etc.)

- Create and present training topics

- Collaborate with and direct other department team members to ensure accuracy and effective
workflow

- Create Reports, as requested, for the Associate and Executive Managers

- Problem solve basic accounting issues within the team

- Operate General Office Equipment including Computers, Printers, Fax Machines, Multi-line
telephones, Postage Machines, etc.

Qualifications:

- Associates Degree or higher in accounting or related field

- 5years of experience in an accounting function role (AR or AP)

- Proficient in Microsoft Office, QuickBooks, and ERP systems

- Detail oriented with the ability to quickly change from one task to another with ease and
accuracy

- Professional communication skills and the ability to maintain confidentiality

- The ability to type at least 40 WPM

- The ability to work autonomously and provide accurate direction to others
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Office Clerk

Organization: West Virginia Association of Rehabilitation Facilities

Organization Profile: The West Virginia Association of Rehabilitation Facilities, Inc. (WVARF) serves as
the state’s Central Nonprofit Agency, linking people with disabilities to meaningful employment
opportunities. WVARF is a collaboration of nonprofit corporations and government agencies working to
advance preferential purchasing programs, or “State Use” programs, which create jobs for individuals
with disabilities.

Status: Hourly/Non-Exempt, 40 hours a week
Supervisor: Associate Director
Location: Charleston, WV

Job Overview: The Office Clerk is responsible for accurate filing, proofreading, reconciling and
recordkeeping. This position works in a team environment and must take direction from multiple
employees.

Responsibilities and Duties:

- Provide administrative support to the accounting department (AR, AP)

- Type accurately and maintain accurate, detailed records

- Proofread Customer and Vendor Invoices for accuracy

- Sort, Reconcile and Mail correspondence

- Create and maintain filing systems for record keeping

- Use basic software applications for communication and data entry

- Operate General Office Equipment including Computers, Printers, Fax Machines, Multi-line
telephones, Postage Machines, etc.

Qualifications:

- High School Diploma, or equivalent

- 5years of Office or Receptionist work, required

- Basic Software exposure

- Detail oriented with the ability to quickly change from one task to another with ease and
accuracy

- The ability to take direction from multiple people

- Professional communication skills and the ability to maintain confidentiality
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Receptionist
Organization: West Virginia Association of Rehabilitation Facilities

Organization Profile: The West Virginia Association of Rehabilitation Facilities, Inc. (WVARF) serves as
the state’s Central Nonprofit Agency, linking people with disabilities to meaningful employment
opportunities. WVARF is a collaboration of nonprofit corporations and government agencies working to
advance preferential purchasing programs, or “State Use” programs, which create jobs for individuals
with disabilities.

Status: Hourly/Non-Exempt, 40 hours a week
Supervisor: Associate Director
Location: Charleston, WV

Job Overview: The Receptionist is responsible for answering phones, directing calls, taking accurate
messages, and transcribing accurate payment information from customers. This position works in a
team environment and must take direction from multiple employees.

Responsibilities and Duties:

- Provide professional receptionist support to the organization

- Write accurately and maintain accurate, detailed records

- Sort Mail correspondence

- Operate General Office Equipment including multi-line telephones, Postage Machines, Copiers
etc.

Qualifications:

- High School Diploma, or equivalent

- 5years of Office or Receptionist work

- The ability to take direction from multiple people

- Professional communication skills and the ability to maintain confidentiality
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Contract Administrator

Organization: West Virginia Association of Rehabilitation Facilities

Organization Profile: The West Virginia Association of Rehabilitation Facilities, Inc. (WVARF) serves as
the state’s Central Nonprofit Agency, linking people with disabilities to meaningful employment
opportunities. WVARF is a collaboration of nonprofit corporations and government agencies working to
advance preferential purchasing programs, or “State Use” programs, which create jobs for individuals
with disabilities. |

Status: Salaried/Exempt, 40 hours a week
Supervisor: Executive Director
Location: Charleston, WV

Job Overview: The Contract Administrator is a mid-level to senior position that ensures accurate and
detailed contract terms are created and met through partnerships with CRPs. This position works in a
team environment and may advise fellow team members on contract matters.

Responsibilities and Duties:

- Create contracts with state agencies and collaborate with Contract Managers to fulfill contract
obligations ‘

- Coordinate and manage Commodities contracts

- Type accurately and maintain accurate, detailed records

- Interface with customers and vendors verbally and in written correspondence

- Proficiently utilize software for creating and tracking contract terms, obligations, and results

- Create and present training topics

- Collaborate with other team members to ensure accuracy and effective workflow

- Problem solve contract issues in collaboration with Contract Managers

- Create and maintain accurate Inventory Management systems

- Create reports, as requested, for the Associate and Executive Director

- Interface with the Accounting Department to ensure accurate billing practices for contracts

- Operate General Office Equipment including Computers, Printers, Fax Machines, Multi-line
telephones, Postage Machines, etc.

Qualifications:

- Associates Degree or higher in Business or related field, or equivalent experience

- 5years of experience in a Purchasing or Mid-level Management role

- Proficient in Microsoft Office, QuickBooks, and ERP systems

- Detail oriented with the ability to quickly change from one task to another with ease and
accuracy

- Professional communication skills and the ability to maintain confidentiality

- The ability to type at least 40 WPM

- The ability to work autonomously and provide accurate direction to others
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Contract Manager — Temp Contracts
Organization: West Virginia Association of Rehabilitation Facilities

Organization Profile: The West Virginia Association of Rehabilitation Facilities, Inc. (WVARF) serves as
the state’s Central Nonprofit Agency, linking people with disabilities to meaningful employment
opportunities. WVARF is a collaboration of nonprofit corporations and government agencies working to
advance preferential purchasing programs, or “State Use” programs, which create jobs for individuals
with disabilities.

Status: Salaried/Exempt, 40 hours a week
Supervisor: Executive Director
Location: Charleston, WV

Job Overview: The Contract Manager — Temp Contracts is a mid-level to senior position that coordinates
the fulfilment of State Use Temporary Worker Contracts through partnerships with CRPs. This position
works in a team environment and collaborates with team members to ensure accurate terms, billing,
and fulfillment of contract requirements.

Responsibilities and Duties:

- Assist in the creation of contracts with state agencies and collaborate with CRPs and state
agencies to fulfill contract obligations

- Type accurately and maintain accurate, detailed records

- Interface with customers and vendors verbally and in written correspondence

- Proficiently utilize software for creating and tracking contract terms, obligations, and results

- Create and present training tools and topics

- Collaborate with other team members to ensure accuracy and effective workflow

- Problem solve contract issues in collaboration with Contract Administrator

- Create reports, as requested, for the Associate and Executive Director

- Interface with the Accounting Department to ensure accurate billing practices for contracts

- Operate General Office Equipment including Computers, Printers, Fax Machines, Multi-line
telephones, Postage Machines, etc.

Qualifications:

- Associates Degree or higher in Business or related field, or equivalent experience

- 5years of experience in a Purchasing or Administrative role

- Proficient in Microsoft Office

- Detail oriented with the ability to quickly change from one task to another with ease and
accuracy

- Professional communication skills and the ability to maintain confidentiality

- The ability to type at least 40 WPM

- The ability to work autonomously



10

CRFQ 0932 DRS2200000013 Technical Proposal: WVARF

Contract Manager — Janitorial/Services Contracts

Organization: West Virginia Association of Rehabilitation Facilities

Organization Profile: The West Virginia Association of Rehabilitation Facilities, Inc. (WVARF) serves as
the state’s Central Nonprofit Agency, linking people with disabilities to meaningful employment
opportunities. WVARF is a collaboration of nonprofit corporations and government agencies working to
advance preferential purchasing programs, or “State Use” programs, which create jobs for individuals
with disabilities.

Status: Salaried/Exempt, 40 hours a week

Supervisor: Executive Director

Location: Charleston, WV

Job Overview: The Contract Manager — Janitorial/Services Contracts is a mid-level to senior position that
coordinates the fulfilment of State Use Janitorial/Services Contracts through partnerships with CRPs.
This position works in a team environment and collaborates with team members, CRPs, and customers
to ensure quality assurance, accurate terms, billing, and fulfillment of contract requirements.

Responsibilities and Duties:

Assist in the creation of contracts with state agencies and collaborate with CRPs and state
agencies to fulfill contract obligations

Travel throughout assigned region to meet with CRPs to ensure quality and compliance of
contracts through inspections and interviews

Travel throughout assigned region to meet with State Agencies to troubleshoot non-compliance
issues with contracts, and to generate additional contract opportunities

Interface with customers and vendors verbally and in written correspondence

Proficiently utilize software for creating and tracking contract terms, obligations, and results
Collaborate with other team members to ensure accuracy and effective workflow

Problem solve contract issues in collaboration with Contract Administrator

Interface with the Accounting Department to ensure accurate billing practices for contracts
Operate General Office Equipment including Computers, Printers, Fax Machines, Multi-line
telephones, Postage Machines, etc.

Qualifications:

Associates Degree or higher in Business or related field, or equivalent experience

5 years of experience in a Purchasing or Administrative role

Proficient in Microsoft Office

Detail oriented with the ability to quickly change from one task to another with ease and
accuracy

Professional communication skills and the ability to maintain confidentiality

The ability to type at least 40 WPM

The ability to work autonomously

The ability to travel, daily, as needed
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CEO/Executive Director

Organization: West Virginia Association of Rehabilitation Facilities

Organization Profile: The West Virginia Association of Rehabilitation Facilities, Inc. (WVARF) serves as
the state’s Central Nonprofit Agency, linking people with disabilities to meaningful employment
opportunities. WVARF is a collaboration of nonprofit corporations and government agencies working to
advance preferential purchasing programs, or “State Use” programs, which create jobs for individuals
with disabilities.

Status: Salaried/Exempt, 40 hours a week

Supervisor: WVARF Board of Directors

Location: Charleston, WV

Job Overview: The Executive Director is a senior executive position that oversees organizational
functions and ensures the mission of WVARF is met through responsible fiscal, personnel, customer,
community and CRP policy and relationship management.

Responsibilities and Duties:

Develop positive relationships with state agencies to maximize opportunities for CRPs

Develop positive relationships with CRPs to maximize organizational mission

Develop positive relationships with Legislators and decision makers to align legislation with
organizational mission.

Direct and motivate employees to meet organizational needs.

Create and implement Strategic Planning initiatives to ensure the longevity of the organization.
Create and implement well defined fiscal and personnel policies and procedures that meet legal
requirements and best practices in the industry.

Train and facilitate the training of employees in job duties and KSAs needed for organizational
success.

Create, manage, and maintain an annual budget approved by the BOD.

Manage the overall workflow and processes necessary to carry out the organization’s mission.
Create and present reports to the BOD reflecting organizational budget status, progress, goals,
and challenges, as requested, and at least bi-monthly.

Qualifications:

MBA or similar degree, or equivalent experience. Fiscal Management experience required.
2 years of experience in an Executive Director role, or 5 years in an Associate Director role
2 years of Management Experience in a Non-Profit Organization

Proficient in Microsoft Office and ERP software

Professional communication skills and the ability to maintain confidentiality

Training and Development experience

The ability to work autonomously and direct others

The ability to create and implement strategic planning initiatives

The ability to travel, daily, as needed
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CFO/Associate Director
Organization: West Virginia Association of Rehabilitation Facilities

Organization Profile: The West Virginia Association of Rehabilitation Facilities, Inc. (WVARF) serves as
the state’s Central Nonprofit Agency, linking people with disabilities to meaningful employment
opportunities. WVARF is a collaboration of nonprofit corporations and government agencies working to
advance preferential purchasing programs, or “State Use” programs, which create jobs for individuals
with disabilities.

Status: Salaried/Exempt, 40 hours a week
Supervisor: Executive Director
Location: Charleston, WV

Job Overview: The Associate Director/CFO is a senior position that oversees and directs organizational
functions pertaining to fiscal, personnel, and CRP relationship management. This position leads a team
environment and directs team members to complete required tasks, as needed, for organizational
success.

Responsibilities and Duties:

- Develop positive relationships with CRPs to maximize organizational mission

- Direct and motivate employees to meet organizational needs.

- Assist the ED in implementation of Strategic Goals

- Assist ED in implementing well defined fiscal and personnel policies and procedures that meet
legal requirements and best practices in the industry.

- Train employees in job duties and KSAs needed for organizational success.

- Oversee Accounting Department functions. Complete Bank Reconciliations and internal audits.

- Create, Implement and Conduct HR Policies and Procedures, including hiring, employee file
maintenance, benefits, employee reviews, and discipline.

- Create and Present Fiscal and Human Resource Reporting for the BOD.

Qualifications:

- Bachelors in accounting or similar degree, or equivalent experience, required. Fiscal
Management experience, required. Human Resource Management, required.

- 2 years of experience in an Associate Director, or similar, role

- 5years of management or coordination experience, required

- Atleast 1 year of accounting experience in a Non-Profit Organization, preferred

- Proficient in Microsoft Office, Accounting, and ERP software

- Professional communication skills and the ability to maintain confidentiality

- Training and Development experience

- The ability to work autonomously and direct others
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Beginning in August 2022, WVARF intends to add an additional contract support position. The Job
Description follows:

Program/Grants Director

Organization: West Virginia Association of Rehabilitation Facilities

Organization Profile: The West Virginia Association of Rehabilitation Facilities, Inc. (WVARF) serves
as the state’s Central Nonprofit Agency, linking people with disabilities to meaningful employment
opportunities. WVARF is a collaboration of nonprofit corporations and government agencies
working to advance preferential purchasing programs, or “State Use” programs, which create jobs
for individuals with disabilities.

Status: Salaried/Exempt, 40 hours a week
Supervisor: CEO/Executive Director
Location: Charleston, WV

Job Overview: The Program/Grants Director is a senior position that oversees and directs
organizational functions pertaining to programing creation and implementation, responsible for
researching, planning, assisting in training and curriculum development, and implementing the
organization's programs and grant activities. They initiate goals based on the strategic objectives
and allocate resources necessary to achieve those plans from start to finish including identifying
processes, deadlines, outputs, and outcomes. This position leads a team environment and directs
team members to complete required tasks, as needed, for organizational success.
Responsibilities and Duties:

- Initiate and set goals for programs and grant activities according to the strategic objectives of
the organization

- Plan the programs from start to completion involving deadlines, milestones, and processes

- Develop budgets and operations

- Devise evaluation strategies to monitor performance and determine the need for
improvements

- Supervise all program and project partners and stakeholders involved to provide feedback and
resolve complex problems

- Discover ways to enhance efficiency and productivity of procedures and people

- Apply change, risk and resource management principles when needed

- Read and prepare reports to determine progress and issues

- Ensure program operations and activities adhere to legal guidelines and internal policies

- Keep CEO informed with detailed and accurate reports or presentations

- Assist with creating training curricula

Qualifications:

- Bachelor’s degree in business or similar degree, or equivalent experience,
required. Fiscal Management experience, required. Program Development,
required. Non-profit and Business Strategic Management and Development,
required. Grant Management, required
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- 2years of experience in a director, or similar, role

- Atleast 3 years of program and/or grant management experience in a Non-Profit Organization,
required

- Proficient in Microsoft Office

- Professional communication skills and the ability to maintain confidentiality

- Training and Development experience

- The ability to work autonomously and direct others

Staff Bios
Tara Martinez, MBA — CEO/Executive Director

An innovative leader with two decades of diversified leadership experience, including 16 years in state
government, Tara is a resourceful strategist offering steady program growth through positive
administration, partnership, and coalition building. Since 2019, Tara has led the organization toward
efficiency and transparency, overseeing the implementation of several system improvements at WVARF
during COVID 19 and beyond. Her extensive background in policy and strategic planning is extremely
valuable in executing the CNA contract. Her ability to develop, lead, and support her team is integral to
WVARF's success.

Nita Hobbs, MA — CFO/Associate Director

An experienced leader and problem solver, Nita has over 6 years of Management and Accounting
experience, as well as a Master of Arts Degree. She is also a current MBA Candidate with a focus in
accounting and will graduate in Fall 2023. As a systems thinker, she was integral in the reorganization
and upgrade of the accounting system for WVARF in 2020, as a part of the contractor team, prior to
joining the WVARF team as CFO in 2021. Her experience includes human resources functions and
management, accounting functions and management, vendor and employee training and development,
curriculum development, inventory management, and project management.

Andrea Higginbotham — Contract Administrator

Andrea is a dedicated and accomplished professional with comprehensive years of hands-on experience
in personnel training and development, operations supervision, public speaking, policy development,
interpretation, and implementation, as well as human resources. Since 2019, Andrea has served as the
Contract Administrator for WVARF. Her dedication to detail and accuracy, as well as her ability to
develop solutions in a fast-paced environment has been pivotal to improvements made in customer
service and quality assurance within our organization. She has over 18 years of experience in
management and coordination and brings to WVARF extensive knowledge of operations management
and project implementation.

Sabrina Jones, AAS — Accounting Assistant, Accounts Receivable

With over 28 years of office, customer service and accounting experience, Sabrina has created a proven
track record of success at WVARF since 2015. Sabrina has an Associate of Applied Science in Accounting
and was crucial to WVARF’s success during the leadership shift and accounting system transition in 2020
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by providing continuity and insight. Her attention to detail, accuracy and excellent customer service
skills exemplifies WVARF's commitment to excellence for our customers.

Kimberly Nichols, AS — Accounting Assistant, Accounts Payable

Kimberly joined the team in 2021, bringing with her over 20 years of experience in accounting, customer
service, and office experience. She holds an Associate degree in business and accurately types 18600
KPH. This paired with her extensive experience in Accounts Payable functions, attention to detail, and
excellent communication skills enhances the WVARF team and offers our vendors an excellent interface
for questions and concerns, and for prompt payment.

Eric Martin, BA — Contract Manager — Temp Contracts/Commodities Orders

With over 10 years of experience in management and customer service, Eric brings a diverse skill set of
accounting entries and reconciliation, in addition to employee coordination and customer education and
relations. Eric joined the team in 2020 as a contractor and moved into a permanent position in 2021. His
in-depth knowledge of commodities items, as well as his ability to fulfill Temp Contract requirements are
valuable assets for the state use contract.

Gary Wolfe — Contract Manager — Janitorial/Services Contracts (Northern)

Since 2012, Gary has worked closely with both customers and CRPs to assure success of the state use
contract. Gary is an ISSA Cleaning Industry Management Standard Certification Expert, and has over 30
years of management, customer service, and project management experience. Gary plays a key role in
implementation of WVARF’s QA program and is a solution-oriented professional dedicated to customer
satisfaction as well as vendor growth and development. Gary’s ability to translate customer needs to
vendor solutions is incredibly valuable for the success of the state use contract.

Misty Mayville, BS — Contract Manager — Janitorial/Service Contracts (Southern)

Since 2009, Misty has developed and implemented training and development programs across the state.
Joining WVARF in 2021, Misty brings extensive experience in collaboration with Federal and State
agencies, as well as in monitoring for compliance of standards and documentation. Her experience
building programs from conception to implementation offers WVARF a robust resource for problem
solving as well as concept generation for CRPs.

Please see Attachment 3.2 for full resumes for each employee.

Contractor Bios

WVAREF utilizes trusted partners to supplement the employee staff, as needed. Utilizing
contractors allows WVARF to have access to expertise in an as needed, affordable manner. This assists in
limiting financial burden and offers on demand services during high volume timeframes.

This Place — www.thisplacewv.com

A consulting and services firm based in West Virginia and well versed in Non-Profit accounting; This
Place assisted in the accounting system efficiency improvements in 2020. They also assisted in
evaluating and implementing HR systems and procedures. This Place continues to offer supplemental
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data entry and accounting assistance, as needed. Their president and founder, Rachel Rae Dyer, has over
20 years of experience in human resource management, accounting, employee training and
development, efficiency improvement, project management and strategic planning. She has an MBA and
a BS in Accounting.

Ellis & Ellis - https://www.elliscpa.com/

Ellis & Ellis, PLLC is a full-service accounting firm serving clients throughout the state of West Virginia
and surrounding states, dedicated to providing clients with professional, personalized services and
guidance in a wide range of financial and business needs. Ellis & Ellis serves as the auditor for WVARF.
Kim Williams is a CPA who has conducted the annual audit for WVARF for fiscal years 2019 — 2021. She
provides additional expertise, as needed, and advises on accounting compliance and best practices.

3.3 Compliance

Vendor (WVARF) Resume

WVAREF has served as the CNA for the West Virginia State Use program since inception. WVARF’s
staff and support team has over 150 years of experience in fields and capabilities necessary to continue
to make the state use program successful. Employees have ongoing training and development through
organizations such as SUPRA, Leadership WV, ARC, USDOL, ISSA Trainings and Conferences, and various
other industry conferences and trainings. This ongoing training ensures our staff is well informed of
current industry expectations and innovations.

WVARF has continued to improve their management systems, each year, making the experience
for customers and vendors more streamlined and accurate. Since 2020, WVARF has implemented
improved electronic accounting and processing systems. Utilizing technology and the full breadth of our
accounting system, we now offer click to pay for customers, DocuSign for contract documents, and
SharePoint for Vendors to upload and share invoices and access training and procedure guidance.
During the COVID 19 pandemic, WVARF was able to pivot quickly to avoid extreme disruptions in
service, converting to remote work, adapting to new demands, and shifting the offerings to meet the
need of the moment.

QA programs have been improved through updated systematic evaluation procedures with clear
expectations and timing. Additionally new complaint procedures have been introduced to ensure
assertive and timely correction in any circumstances where the customer has not had their expectations
met.

WVARF has expanded their assessment of fair market price evaluation. Utilizing partners such as
Core America (Janitorial Fair Market Price Evaluation), and Tyler Mountain (commercial entity), as well
as with educational institutions like Marshall University and West Virginia University, we have been able
to gain a more thorough understanding of our market and its offerings and provide services and prices
accordingly.

In addition to servicing the state use contract, we have taken steps to enhance our offering for
CRPs and individuals with disabilities. In August we will have a dedicated program curriculum developer
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through ARC - assisting with business development in the private sector and municipal customers. This
role will focus on developing CRPs in business, non-profit management, and training for new skills.

To enhance the knowledge of our customers about the offerings we provide, we will conduct an
EXPO at the Charleston Convention Center in the fall to showcase the people we work with and services
we can provide.

We have sought to collaborate and partner with other organizations that align with our mission
such as the Statewide Independent Living Counsel and Governors Employment First Task Force. It has
been our primary focus to work as a collaborator and enhance our program to provide high quality, fair
priced services in service of the state use contract.

3 Mandatory Requirements

4.1.1 Contract Management

4.1.1.1 Evaluating CRP capabilities :
In accordance with 186CSR4, WVARF enters into an annual Master Service Agreement with each
CRP (Attachment 4.1.1.1) and requires the outlined documents be provided each year. These documents
are to be submitted using our SharePoint site:

1. A copy of the IRS nonprofit status letter

2. Copy of the most current By-laws.

3. Copy of the most current Articles of Incorporation (must include correct corporate name; and any
"dba" you are using; and all documents showing their filing date and Secretary of State Seal.

4. Copy of the letter from Secretary of State showing that the CRP is registered and in good standing
with the Secretary of State as a charitable organization pursuant to W. Va. Code § 29-19-1.

5. List of current Board of Directors and officers with names, addresses, and telephone numbers.

6. Copy of the current US Department of Labor Certificate authorizing wage payments pursuant to 29
U.S.C. § 214(c) if commensurate wages are paid.

7. Copy of the current Certificate of Liability, Automobile, Crime and Third-Party Fidelity, and Workers'
Compensation insurance coverage.

8. DRS Vendor Acknowledgement Letter approving the agency as a Community Rehabilitation Program

WVAREF also makes in-person site visits, conducts meetings through Zoom, and phone calls to ensure the

CRP is adhering to the contract.

4.1.1.2 List of Commodities

WVARF provides the Committee with a list of commodities and services available from qualified
vendors for consideration for the statewide contract. WVARF will continue to provide lists and will
update lists as new products and upgrades become available. Please see Attachment 4.1.1.2 for the
current commodities list. L



18
CRFQ 0932 DRS2200000013 Technical Proposal: WVARF

4.1.1.3 Assisting CRPs

WVARF Assists CRPs in developing new products and upgrading existing products. WVARF’s
contract managers, work to identify commodity and service needs from our customers. Once a heed has
been identified, WVARF works with the customer to capture the required information, then presents
this need to the CRPs.

WVARF also works with the CRPs on what commodities and services they have the ability to provide.
Once a need or a service has been identified, WVARF completes a needs assessment with our
customers, via email or conversation, to see if the commodity is a viable option for the State Use
Program.

WVARF then works with the CRPs on collecting the required fair market price comparison data and
presents the commodity or service to the Governor’s Committee for approval.

Additionally, WVARF staff participates in SUPRA surveys about new products and services. These surveys
assist state use programs across the country by sharing of success stories with other states. WVARF staff
has identified and developed new products and services through this participation. WVARF fully expects
to continue developing innovative programs with an increased emphasis on quality and customer
service.

4.1.1.4 Marketing Plan

WVARF establishes a Marketing Plan annually to inform State Agencies, Political Subdivisions,
and institutions of higher education of the advantages of this program. In addition to the website
(wvarf.org), WVARF partnered with the WVU John Chambers College of Business and Economics, Bureau
of Business and Economic Research to publish the “Economic Impact of the West Virginia State Use
Program” report (See Attachment 4.1.1.4). Infographics have also been created and shared with
customers and stakeholders that show the impact of our services (See Attachment 4.1.1.4). Relationship
building on the personal customer level has been intentional, as well. In October 2022, a robust
Marketing Plan is scheduled to begin development to enhance State Agency and private customer
knowledge of our offerings. This effort is expected to reach new customers while also making current
customers aware of additional options they may not be aware of.

4.1.1.5 Training Sessions

WVARF trains each participating CRP at least twice, annually. These training sessions are
recorded and housed on SharePoint, so CRPs can utilize them for training of new hires or retraining of
current staff. The trainings in 2021 focused on the migration of invoice submission to the digital
SharePoint platform. At the beginning of 2020, WVARF was still conducting physical paper invoicing and
performed a systemwide overhaul in the accounting department to increase the speed and efficacy of
invoice billing to the state and payments to CRPs.

As an example, Attachment 4.1.1.5 is a screen shot of the second training performed in 2021.
WVARF staff standardized invoicing requirements from CRPs, so item numbers corresponded with the
Statewide Contract line items and began requiring that PO numbers appear on all invoicing to match
state accounting records. We also require standardized naming of submitted invoice and backup
records. All these efforts to standardize accounting practices expedite our processes.
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As part of our 3-year strategic plan, we polled CRPs to determine what trainings will most
benefit them. Future potential topics include executive management, Board training, grant writing,
operations, staff training, and accounting processes.

4.1.1.6 Negotiating Contracts
Each year, WVARF is responsible for negotiating over two hundred contracts with CRPs. This
includes any changes and any new contracts.

4.1.1.7 Qualified Vendors

WVARF uses only qualified vendors to perform work on the statewide contract. WVARF works
with the CRPs to define their available commodities and services. Once a commodity or service has been
confirmed by WVARF, the CRP is presented to the Governor’'s Committee for approval to provide said
commodity or service. No orders from the state are given to any CRP that is not first approved by the
Committee.

4.1.1.8 CRP Compliance

WVARF ensures compliance with the contract through a Quality Assurance program. This
includes training, site visits, inspections, and customer feedback systems. The Corporation has always
and will continue to have mechanisms in place which assure quality of goods, services, and customer
requirements. The Corporation's continuous improvement plan is an integral part of the daily
methodology and philosophy on how to conduct its business.

Inspections and Sampling Methods/Procedures:

The Corporation has been and will continue to inspect commodities utilizing nationally recognized
methods and procedures for sampling and inspection. For example, the bottled water contract is
licensed through the WV Department for Distribution and the WV State Weights and Measures for
containers and volume of water. The National Sanitation Foundation {NSF) tests water regularly and
attached tags to water systems. The producing CRP follows the International Bottled Water Association
(IBWA) standards and attends conferences for this association. The liquid soap contract is measured
against standards set by the Food and Drug Administration (FDA), including contents, labeling and
conformity with intended use. Periodic site visits by WVARF staff includes the review of processes.

Nationally Recognized Evaluation Methods/Procedures:

The Corporation will continue to measure the quality of services using industry standards as part of its
program monitoring system. An example of an industry standard for a service is the ISSA standards of
quality measuring for janitorial contracts. Such instruments of quality measurement include periodic site
visits to inspect the quality and contact with the customer to determine their satisfaction. Additionally,
the Corporation will continue to encourage the CRPs to adopt and use the same rlgor when conducting
their own inspections, thereby allowing for standardizing processes.

Implementation of a Continuous Quality Improvement Plan:

The Corporation has policies, procedures, processes, and controls in place to ensure all work is
completed properly. Those quality assurance policies, procedures, processes, and controls are
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continuously reviewed and amended or updated in real time. The Corporation's quality improvement
plan is designed to ensure that all customers receive the highest quality products and services. This plan
includes:

) Meeting regularly with customers to fully understand their needs and expectations including
acceptable quality level

. Emphasizing best procurement value when developing specifications

. Obtaining agreement from the CRPs to provide the product or service per the specifications for
the agreed upon fair market price

. Conducting a pre-performance review for service contracts to ensure needs and expectations
are fully understood

. Conducting first article approval for non-routine products

. Providing written quality control checklists for each contract that are based on the specifications
] Detailing CRP quality control responsibilities

. Providing technical assistance to customers and CRPs

. Conducting periodic on-site inspections of each contract. Inspections are performed on a

random unannounced basis to obtain the most realistic appraisal of performance; If the performance is
not to standard, a quality assurance form is completed, and an action plan developed with the CRP and

communicated to the customer. The purpose of the continuous quality improvement plan is to enhance
quality and customer satisfaction.

4.1.1.9 Scope of Work

WVARF has established scopes of work for services provided utilizing national recognized
standards and commonly used practices. During service agreement communications with the customer,
WVARF covers the specific needs, and adjusts the scope to their requests. Attachment 4.1.1.9 is an
example of the grounds maintenance scope of work.

4.1.1.10 Fair Market Price Assurance

WVARF conducts surveys of private industry to acquire data points for costs of labor,
equipment, supplies, raw materials, delivery, overhead, etc. WVARF analyzes this information and
provides reasonable Fair Market Prices to the Governor’s Committee. Methodologies for determining
fair market prices are based upon:

e Source America pricing models

¢ International Sanitary Supply Association’s (ISSA) Clean Standards
e Market surveys, including price comparison and quotes

s Industry sector pricing models

e Competitive environments
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Once the fair market price has been formulated, based upon hard data, the fair market price is
presented to the Governor's Committee for approval. No adjustments to established pricing are allowed
prior to the Governor’s Committee review.

4.1.1.11 Management Services

WVARF performs all contract management functions at the set percentage fee. This includes
QA, Accounting, Customer Service and Operations. WVARF understands that additional revenue from
this contract can only come as a result of a higher volume of sales rather than a change in the set
percentage fee.

Regarding Accounting specifically, WVARF improved and streamlined accounting systems in
2020 and 2021, making the entire process electronic, efficient, and transparent. The established process
for accounting for over two hundred contracts monthly, is as follows:

Receiving Bills from CRPs

CRP accounting staff submits their invoices and any backup documents required for proof of
services for all janitorial services, temporary workers, and commodities. Submissions are made to the
individual WVARF/CRP SharePoint folder by the 10™ of the month following the month of service.

Invoices are audited by WVARF accounting staff and entered as a bill dated with the last of the
month the service was performed. The due date is determined to be net 60 days (or net thirty for Rest
Area janitorial services) from the date that the CRP submitted the invoice. If any discrepancy is found in
the auditing process it is communicated with the CRP.

Weekly vendor payments are conducted to pay CRPs by the net sixty due date. WVARF attempts
to pay CRPs at 50 days when cash flow allows.

Invoicing State Customers

WVARF accounting staff obtains the audited bill from the SharePoint folder, identifies the
appropriate state customer, and creates a corresponding invoice that reflects the appropriate ADO or
Statewide Contract line-item number as needed. If a customer is known to pay consistently via p-card,
then invoices are structured with the appropriate p-card line-item pricing.

Janitorial invoicing is completed first, as this is the largest revenue stream for WVARF and
enables consistent cash flow to pay vendors in a timely manner. If any backup documentation is
required, it is attached and sent with the invoice.

Customers who pay regularly by p-card receive a link in the email distribution of invoices to pay
invoices online. This streamlines payment and cuts down on person-hours from both the state customer
and WVARF staff. A WVARF Receptionist is also available to take payment information from customers
who call the office to make payment. Customers are also able to pay via OASIS/EFT.

Remittances received from OASIS are processed daily and corresponding invoices marked paid.
Reconciliations are conducted monthly to locate any payment discrepancies.

Weekly reminders of past due bills are sent to state customers.
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4.1.2 Monitoring Quality Assurance

4.1.2.1 Commodities Inspection

WVARF uses nationally recognized methods and procedures for sampling and inspections. For
example, the bottled water contract is licensed through the WV Department for Distribution and the WV
State Weights and Measures for containers and volume of water. The National Sanitation Foundation
(NSF) tests water regularly and attached tags to water systems. The producing CRP follows the
International Bottled Water Association (IBWA) standards and attends conferences for this association.
The liquid soap contract is measured against standards set by the Food and Drug Administration (FDA),
including contents, labeling and conformity with intended use. Periodic site visits by WVARF staff
includes the review of processes.

4.1.2.2 Services Inspection
WVARF will continue to measure the quality of services using industry standards as part of its program
monitoring system. An example of an industry standard for a service is the ISSA standards of quality
measuring for janitorial contracts. Such instruments of quality measurement include periodic site visits
to inspect the quality and contact with the customer to determine their satisfaction. Additionally,
WVAREF will continue to encourage the CRPs to adopt and use the same rigor when conducting their own
inspections, thereby allowing for standardizing processes.

4.1.2.3 Continuous Quality Improvement Plan

WVARF has implemented a continuous quality improvement plan. The Corporation has policies,
procedures, processes, and controls in place to ensure all work is completed properly. Those quality
assurance policies, procedures, processes, and controls are continuously reviewed and amended or
updated in real time. The Corporation's quality improvement plan is designed to ensure that all
customers receive the highest quality products and services. This plan includes:

. Meeting regularly with customers to fully understand their needs and expectations including
acceptable quality level

. Emphasizing best procurement value when developing specifications

. Obtaining agreement from the CRPs to provide the product or service per the specifications for
the agreed upon fair market price

. Conducting a pre-performance review for service contracts to ensure needs and expectations
are fully understood

. Conducting first article approval for non-routine products
. Providing written quality control checklists for each contract that are based on the specifications
. Detailing CRP quality control responsibilities

. Providing technical assistance to customers and CRPs
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. Conducting periodic on-site inspections of each contract. Inspections are performed on a
random unannounced basis to obtain the most realistic appraisal of performance; If the performance is
not to standard, a quality assurance form is completed, and an action plan developed with the CRP and
communicated to the customer. The purpose of the continuous quality improvement plan is to enhance
quality and customer satisfaction.

4.1.3 CNA Responsibilities

4.1.3.1 Annual Review and Action Plan
4.1.3.1.1 Number of persons with disabilities to be employed
4.1.3.1.2 Sales of Commodities and Services
4.1.3.1.3 Wages paid to persons with disabilities
4.1.3.1.4 Hours Worked by persons with disabilities
4.1.3.1.5 Responsiveness to customer inquiries and/or complaints
4.1.3.1.6 Quality Standards for participdting CRPs
4.1.3.1.7 Training activities to increase CRP capability and efficiency

4.1.3.1.8 Financial Controls
Please see Attachment 4.1.3.1 for examples of Annual Review and Action Plan.

4.1.4 Reports

4.1.4.1 Annual Report

Annually, WVARF makes available an annual report for each fiscal year. This report details the
operation of the non-profit workshops. This annual report is made public and is available to the Director
of Rehabilitation Services, the Governor’s Committee, the Legislature, and the Governor. Please see
Attachment 4.1.4.1 for an example of an annual report.

4.1.4.2 Financial Statements

WVARF generates current financial reporting in a monthly format for use by the Governor’s
Committee. These financial reports are generated through our automated accounting system
(QuickBooks Enterprise) and detail the activities of the State Use Program. Please see Attachment
4.1.4.2 for examples of financial statements. '

4.1.4.3 Annual Budget

WVARF creates an annual budget available to the Governor’s Committee for approval, before
the committee’s May meeting (prior to WVARF's fiscal year), detailing the projected revenues, expenses,
and earnings. Please see Attachment 4.1.4.3 for an example.
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4.1.3.3.1
Specifically, WVARF will detail the allocation of the program fee to make clear what portion is
being allocated to directly support the program, what portion is overhead, and what portion is allocated
to expand direct services to programs. See Attachment 4.1.3.3.1 for breakdown of costs. Please note
that income in FY23 will be supplemented by grants and commercial contracts.

4.1.4.4 AR/AP Monthly Reports
WVARF makes available monthly Accounts Receivable and Payable reports. Please see
Attachment 4.1.4.4 as an example.

4.1.4.5 Quarterly Activity Report
WVARF complies with all reporting requirements and data information requirements.

4.1.4.6 Reporting Requirements Statewide Contract and Temporary Contract Services
WVARF complies with all reporting requirements and data information requirements of the
Statewide Contract and Temporary Contract Services.

4.1.4.7 Annual Review of the CNA

4.1.4.7.1 Annual Action Plan
Please see Attachment 4.1.3.1

4.1.4.7.2 Documented Outcomes
Please see Attachments 4.1.4.5and 4.1.1.4

4.1.4.7.3 Audited Financial Statements
Please see Attachment 4.1.4.7.3

4.1.4.7.4 Monthly Reports
Please see Attachment 4.1.4.4

4.1.4.7.5 Quarterly Reports
Please see Attachment 4.1.4.5

4.1.5 General Requirements

4.1.5.1 Conflict of Interest

All WVARF Board members, employees and contractors sign a conflict-of-interest agreement.
This agreement details the expectations that no officer, member, or employee of WVARF shall have any
financial or other interest, direct or indirect, which would conflict or compromise in any manner or
degree with the performance of the services provided by WVARF. Please see Attachment 4.1.5.1 for a
copy of the policy.
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4.1.5.2 Payment Terms.

WVAREF has the ability to pay CRPs within 60 days. In practice, WVARF strives to pay vendors
within 55 days (within 30 days for Rest Areas). Currently, WVARF has a line of credit exceeding the
minimum required by the contract of $350,000. Please see Attachment 4.1.5.2, a letter from our
banking institution Truist, verifying we meet requirements. Additionally, Attachment 3 includes the two
most recent 990 filings.

4.1.5.3 Non-Profit Status
Please see Attachment 4.1.5.3— the letter from the IRS indicating our 501c¢3 status.

4.1.5.4 Program Fee Reporting
Annually, WVARF has and will submit the program fees charged to the Committee for review.
These fees are detailed in our financial statements.

4.1.5.5 Separation of Monies

WVARF maintains separate bank accounts for monies not provided by the state use program.
Additionally, all monies are tracked through a classing system within our accounting system. This
ensures both physical monies and tracking of monies for reporting purposes is clearly separated from
other types of income WVARF may receive, such as grants.

4.1.5.6 Impartiality

WVAREF has a selection system in place that ensures impartiality in the assignment of services to
be provided through the state use program. The methods used are catalogued and analyzed to help
determine which CRPs are awarded contracts. When a new contract becomes available, a Request for
Interest (RFl) is sent to all CRPs, whether they currently have a State Use contract or not. Based on the
response to the RFl, WVAREF staff prepares a matrix of all interested CRPs outlining their capability based
on established criteria. WVARF then makes the contract assignment, using the matrix as a guide. Please
see Attachment 4.1.5.6 for a sample RFl and matrix.

4.1.5.7 Service Area
WVAREF services the entire state of West Virginia.

4.1.5.8 Physical Address
WVARF has a physical address in West Virginia where services are based from. The address is:
400 Patterson Lane Charleston, WV 25311

4 - Contract Award

5.1 Contract Award
WVARF meets all required specifications listed in the RFQ and has made effort to clearly detail
and prove compliance throughout this document.

5.2 Pricing Page

WVARF’s 4.1% program fee has been detailed on the pricing page. Please see Exhibit A,
attached. Additionally, we understand the 3% p-card pass through fee is not a part of the percentage fee
for services performed under this contract.
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5 — Performance

WVARF will perform in accordance with the release orders that may be issued against this
contract.

6 — Payment
WVARF will accept payment in accordance with the payment procedures of the State of West
Virginia.

7 — Travel

WVARF assumes responsibility for all mileage and travel costs associated with performing this
contract, including travel time. All associated costs are included in the program percentage fee.

8 — Facilities Access

8.2 Principal Service Personnel
WVARF will select key personnel to receive keys/cards in the case that access is
required.

8.3 Card/Key Control
WVARF will maintain key control. Any lost key/card will be replaced at WVARF’s cost.

8.4 Key Notification
WVARF will immediately notify the appropriate agency if a key/card is lost or stolen.

8.5 Security Protocol
WVARF will comply with all security protocols and procedures provided by the issuing
agency.

8.6 Staff Protocol Training
WVARF will train all staff in security protocols and procedures as provided by the issuing
agency.

9 — Vendor Default

WVARF intends to provide contract services and comply with all specifications and
requirements detailed within the agreement, follow all laws, rules and ordinances governing the
contracting services agreement, and rectify any deficiencies in performance efficiently, however, we
understand that should w