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

Awards will be made in the best interest of the State of West Virginia,
The State may accept or reject in part, or in whole, any bid.
All quotations are governed by the West Virginia Code and the Legisiative Rules of the Purchasing Division.

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

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

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

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

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

The State of West Virginia is exempt from {ederal and state taxes and will not pay or reimburse such taxes.
The Director of Purchasing may cancel any Purchase Order/Contract upon 30 days written notice to the seller,

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

Any reference 1o automatic renewal is hereby deleted The Gontract may be renewed only upon mutual written
agreement of the patties.

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

HIPAA Business Associate Addendum - The West Viginia Siate Government HIPAA Business Associate
Addendum (BAA), approved by the Attorney General, and available online at the Purchasing Division's web site
{http:/i'www state.wv.us/admin/purchase/vrc/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
Use the quotation forms provided by the Purchasing Division.

SPECIFICATIONS: ltems offered must be in compliance with the specifications. Any deviation from the specifications
must be clearly indicated by the bidder. Alernates 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.

Complete all sections of the quotation form.
Unit prices shall prevail in cases of discrepancy.
All quotations are considered F.O B. destination unless alternate shipping terms are clearly identified in the quotation.

BID SUBMISSION: All quotations must be delivered by the bidder to the office listed below prior to the date and time
of the bid opening Failure of the bidder to deliver the quotatiens 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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SPECIFICATIONS

Consultant for the West Virginia Department of Education

to serve as a Learn & Serve Traiming Specialist beginning upon award and extending for a
period of one year (1 year with two possible I year renewals at the same annual rate upon
successful performance) to meet the WV requirements of a three-year federal grant with
the Corporation for National and Community Service (CNCS) and the successful vendor
must perform the following duties:

! Arrange on-site sub-grantee consultation visits to provide in-depth training to statewide
WYV students, teachers, administrators, parents and community partners to expand and
strengthen service-learning, teambuilding, diversity, communicaticn, leadership,
character education, community and faith-based programming, homeland security, anger
management/tolerance, multi-cultural awareness/cultural awareness, reading and writing
focused service-learning projects, art (music, singing, theater, painting, drawing), and
healthy lifestyles (obesity, weliness, etc );

Train at least 40 K-12 students and 50 adults per year;

Develop Learn & Serve written materials, and a monthly newsletter as part of contract;

4 Irain at least two classroom teachers for each sub-grantee (16 in 2007) to serve as
Service-Learning Teachers (SLTs) and two students to serve as WV Youth Action
Council (WVYAC) members during each academic school year in service-learning 101
techniques including rationale, benefits, reflection, curriculum integration, and how to
create effective teambuilding activities, community partnerships and collaborations and
orientation sessions, and monitor and evaluate the integration of at least one service-
learning project into their classroom curriculum through developing | planning and
completing objectives tied directly to their class goals;

5 Assist in monitoring and evaluation (WVDE form} each sub-grantees’ student

experiences of coordinating and completing a service-learning project of their own design

in neighborhood improvement based upon student research of the needs in their

COmMImunity;

6 Work with WVDE to plan, coordinate and operate the annual three-day, statewide Learn
& Serve Workshop involving training to students, teachers, administrators, community-
based personnel and/or faith-based personnel

7 Write and compile semi-annual progress reports (WVDE form) and materials for the WV

K-12 Service Learning Program as needed

L B2

Requirements

Vendor must have a minimum of a Masters degree
Vendor must have a minimum of five-vears experience working with Learn & Serve educational

programs

Funding
Position contingent upon receipt of federal funding

Cost
Vendors are asked to submit an hourly rate computed to include all incidentals such as travel or

other reimbursable expenses  § Per Hr.




Terms and Renewal of Contract:
This confract is to commence upon award by the Purchasing Division and will extend for a period

of one year. Renewal of this contract shall only occur only after written mutual agreement by
both parties and be limited to two one-year renewal periods.

Bid Submission
As there is only one rate fo be established on this contract, to facilitate evaluation of bids, the

lowest hourly rate shall be awarded the contract. However, it is the intent of the RFQ that this
contract be awarded as an open-ended contract. The actual hours needed for program
customization is anticipated to fluctuate and unknown at this time. The vendor’s rate will be
established as a result of this award, but the quantity of hours will be considered open-ended, to be
authorized in advance by the WVDOE, not to exceed 1,040 in any one-year period

Verification of Qualifications

The West Virginia Department of Education plans to hire a service-learning specialist who will
monitor, evaluate and provide technical assistance to the WV K-12 Leain and Serve Programs
over the next three years. Therefore, the Department is seeking a vendor who possesses
experience with the Learn & Serve program. It is preferred the vendor submit verifiable proof of
qualifications with their bid response. If not, the agency reserves the right to request this
information after the bid opening and the vendor must provide requested information within 48
hours. Failure to provide current educational qualifications may result in disqualification of the

vendor’s bid

Incuzring Costs
The state and any of its employees or officers shall not be held liable for any expenses incurred

by any bidder responding to this RFQ for expenses to prepare, deliver the bid, or to attend any
meetings, oral presentations or protest hearings

Price Quotations
The price(s) quoted in the bidder’s RFQ will not be subject to any increase and will be

considered firm for the life of the contract.

Any anticipated overhead, support staff, travel expenses, indirect costing of expenses or any other
reimbursable expenses must be incorporated into the vendor’s fee No separate payments for
these types of expenses will be made, and they shall be considered the sole responsibility of the

vendor

Evaluation and Award
The vendor’s bid shall consist of a single hourly rate and award will be made to the responsible

vendor submitting the lowest hourly rate
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RFQ No ¥DD267301

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
paid to the state or any of its political subdivisions, including any interest or additional penaities 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 locai 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 entities.

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 fo 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
acknowiedges 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 10/13/08)




