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

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

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

3. All quotations are governed by the West Virginia Code and the Legislative Rules of the Purchasing Division.

4. Prior to any award, the apparent successful vendor must be properly registered with the Purchasing Division and have
paid the required $125.00 registration fee.

5. All services performed or goods delivered under State Purchase Orders/Coniracts are to be continued for the term '
of the Purchase Order/Contract, contingent upon funds being appropriated by the Legislature or otherwise being
made available. In the event funds are not appropriated or otherwise available for these services or goods, this
Purchase Ordet/Contract becomes void and of no effect after June 30.

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

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

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

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

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

11.  The laws of the State of West Virginia and the Legislative Rules of the Purchasing Division shall govern all rights
and duties under the Contract, including without limitation the validity of this Purchase Order/Contract.

12.  Any reference to automatic renewal is hereby deleted. The Contract may be renewed only upon mutual written
agreement of the parties.

~13.  BANKRUPTCY: In the event the vendor/contractor files for bankruptcy protection, this contract is automatically
null and void, and is terminated without further order.

14. HIPAA Business Associate Addendum - The West Viginia State Government HIPAA Business Associate
Addendum (BAA), approved by the Attorney General, and available online at the Purchasing Division’s web site
(http:/lwww.state.wv.us/admin/purchase/vre/hipaa.htm) is hereby made part of the agreement. Provided that, the
Agency meets the definition of a Covered Entity (45 CFR §160.103) and will be disclosing Protected Health
Information (45 CFR §160.103) to the vendor.

INSTRUCTIONS TO BIDDERS

1. Use the quotation forms provided by the Purchasing Division.

2. SPECIFICATIONS: Items offered must be in compliance with the specifications. Any deviation from the specifications
must be clearly indicated by the bidder. Alternates offered by the bidder as EQUAL to the specifications must be
clearly defined. A bidder offering an alternate should attach complete specifications and literature to the bid. The
Purchasing Division may waive minor deviations to specifications.

3. Compilete all sections of the quotation form.

4. Unit prices shall prevail in cases of discrepancy.

5. All quotations are considered F.O.B. destination unless alternate shipping terms are clearly identified in the quotation.

6. BID SUBMISSION: All quotations must be delivered by thie bidder to the office listed below prior to the date and time

of the bid opening. Failure of the bidder to deliver the quotations on time will result in bid disqualifications.

SIGNED BID TO:

Department of Administration
Purchasing Division

2019 Washington Street East
Post Office Box 50130
Charleston, WV 25305-0130

Rev. 06/21/2006
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COTS-BASED SINGLE USER IMAGING SYSTEM
REQUEST FOR QUOTE
WEST VIRGINIA DIVISION OF JUVENILE SERVICES
RFP #: DJS010228

GENERAL INFORMATION

The central office for the Division of Juvenile Services (DJS) is located at 1200
Quarrier Street, Charleston, WV 25301.

DJS is seeking a cots-based, single user imaging system to for archiving and
retrieving resident and eventually personnel files. DJS is interested in a solution which
will allow the central site to store all records and via a secure internet connection,
transmit files to their external facilities as required.

Each resident file is made up of approximately 100 pieces of paper, some double-
sided, some multi-copy and various paper weights and sizes, including card stock,
ranging in size from 5 x 7 to 8-1/2x 11.

There are approximately 1000 intakes and 100 re-entries into the system files per
year, equating to an average of 1,000,000 pages, or images, which will need to be
scanned.

SPECIFICATIONS
1. Only COTS Application Solutions will be considered.

2. Vendor shall quote an ODBC compliant, COTS solution that will accommodate the
requirements for a system providing real-time access for up to five (5) users, but
shall be scalable to allow for future expansion.

3.  The system shall have the ability to include electronic documents from other
applications such as Word, WordPerfect or Excel. The vendor shall describe the
method by which electronic documents are associated with imaged DJS files.

4.  Ataminimum, DJS needs to have all files indexed by name, social security number
and date of birth (DOB), DJS#, MMIS# and Intake Facility name. The vendor
should propose additional indexing schemes for consideration.

a. With regard to personnel records, the vendor should propose separate indexing
scheme. This indexing scheme should include Name, DOB, SSN, Title, and
Work Facility. : '

Page 1 of 3
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The system shall have the ability to perform frequent queries using these indexing
fields for the purpose of locating specific resident records. The system shall also be
flexible, allowing the user to add additional index fields, as required.

The system shall have security access capabilities, including, but not limited to:
HIPPA compliance and agency authorization levels, with regard to resident records.

The system shall have the ability to apply temporary redaction of the document, e.g.
strike sensitive information.

The system must be capable of storing images on media that meets legal
governance regarding evidence in a court of law. (WORM)

The system shall capable of sharing resident files with external DJS facilities, via a
secure web-based server.

The vendor shall list and quote costs associated with ALL hardware required
implementing a single user imaging system.

DJS intends to purchase a separate server to house the active, searchable imaging

system. The vendor must include the specifications recommended for any hardware

needed for this project, including, but not limited to: the central server, the
recommended storage device, the imaging workstation and attached scanner.

Vendor shall quote all costs associated with a proposed storage solution which is
appropriate to the volume of documents anticipated over a five year period. At a
minimum this shall include consideration for storage on CD-R media.

The system shall provide a backup mechanism for both data and indexes. The
vendor shall describe how their system will meet this requirement.

The system shall be capable of providing print on demand functionality as well as
full record printing, as well as the ability to fax or e-mail documents.

The vendor must indicate any additional costs of hardware required to expand the
initial system to accommodate multiple users.

The vendor must provide a detailed Project Plan, describing milestones, and
timelines associated with each portion of this project.

DJS requests that the successful vendor’s Project Leader be available, on a weekly
basis to meet with the DJS staff, to provide updates and progress reports on the
implementation.

The vendor shall propose necessary services and costs required for training of DJS
personnel on the imaging system. This shall include at least eight hours of train-the-
trainer training, for a minimum of three (3) DJS employees.
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The vendor shall quote costs associated with all necessary services required for the
installation of the imaging system. The vendor shall include any costs associated
with modifications needed to customize system for DJS’ specific needs.

The quote shall include any on-going maintenance cost necessary.

The vendor shall provide a minimum of three client references. The references shall
be for systems of similar configuration. One of these references shall be for a
system implemented in a similar government facility environment. References shall
include a contact name, telephone number, company name, address and description
of system, software, hardware, number of users, etc.

All costs associated with implementation, customization or installation shall be
inclusive of travel, as required by West Virginia Purchasing Guidelines.

Vendor shall provide a detailed project proposal and description of system and
elements being proposed.
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RFQ No.

AFFIDAVIT

West Virginia Code §5A-3-10a states:

No contract or renewal of any contract may be awarded by the state or any of its political subdivisions to any
vendor or prospective vendor when the vendor or prospective vendor or a related party to the vendor or
prospective vendor is a debtor and the debt owned is an amount greater than one thousand dollars in the
aggregate

DEFINITIONS:

“Debt” means any assessment, premium, penalty, fine, tax or other amount of money owed to the state or any
of its political subdivisions because of a judgment, fine, permit violation, license assessment, defaulted
workers' compensation premium, penalty or other assessment presently delinquent or due and required to be

P9

paid to the state or any of its political subdivisions, including any interest or additional penalties accrued ‘

thereon.

“Debtor” means any individual, corporation, partnership, association, limited liability company or any other form
or business association owing a debt to the state or any of its political subdivisions. “Political subdivision”
means any county commission; municipality; county board of education; any instrumentality established by a
county or municipality; any separate corporation or instrumentality established by one or more counties or
- municipalities, as permitted by law; or any public body charged by law with the performance of a government
function or whose jurisdiction is coextensive with one or more counties or municipalities. “Related party” means
a party, whether an individual, corporation, partnership, association, limited liability company or any other form
or business association or other entity whatsoever, related to any vendor by blood, marriage, ownership or
contract through which the party has a relationship of ownership or other interest with the vendor so that the
party will actually or by effect receive or control a portion of the benefit, profit or other consideration from
performance of a vendor contract with the party receiving an amount that meets or exceed five percent of the
total contract amount.

EXCEPTION: ‘

The prohibition of this section does not apply where a vendor has contested any tax administered pursuant to
chapter eleven of this code, workers’ compensation premium, permit fee or environmental fee or assessment
. and the matter has not become final or where the vendor has entered into a payment plan or agreement and
the vendor is not in default of any of the provisions of such plan or agreement.

LICENSING:

Vendors must be licensed and in good standing in accordance with any and all state and local laws and
requirements by any state or local agency of West Virginia, including, but not limited to, the West Virginia
Secretary of State’s Office, the West Virginia Tax Department, West Virginia Insurance Commission, or any
other state agencies or political subdivision. Furthermore, the vendor must provide all necessary releases to
obtain information to enable the Director or spending unit to verify that the vendor is licensed and in good
standing with the above entifes.

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. Vendors should visit www.state.wv.us/admin/purchase/privacy for
the Notice of Agency Confidentiality Policies. :

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

Vendor's Name:

Authorized Signature: : Date:

No Debt Affidavit (Revised 10/13/06)




