State of West Virginia
Department of Administration
Purchasing Division

Post Office Box 50130
Charleston, WV 25305-0130

RFQ COPY
TYPE NAME/ADDRESS HERE

Request for
Quotation

2019 Washington Street East

BEPO08064
FRANK WHITTAKER
306-558-2316

BUREAU OF EMPLOYMENT PROGRAMS
OFFICE OF ADMIN. SUPPORT-5302

112 CALIFORNIA AVENUE
CHARLESTON, WV

25305-0112 558-2634

04/10/2008

BID OPENING DATE. 04/24/2008

BID OPENING TIME 01:30PM

0001

1
AUDITING SER

THE WEST VIR
WORKFORCE WE

LS

VICES

GINIA
ST VI

QUALIFIED AND RES

PURC
RGINI
PONSI

946-20

HASING DIVISION,
A, IS SOLICITING
BLE VENDORS TO T

FOR THE AGENCY,
BIDS FROM

0 AWARD A
AGENCY*®S
PECIFICATIONS,

NOD.:

LA R I Y I Y

LLOWING CHECKED
Y REVISIONS TO MY
ETC.

CONTRACT FOR| THE [ANNUAL REVIEW OF THE
FINANCIAL RE[CORDS|, PER| THE FOLLOWING S
SCOPE OF WORK, AND TERMS & CONDITIONS.
EXHIBIT 10

REQUISITION
ADDENDUM ACKNDWLEDGEMENT
I HEREBY ACKNOWLEDGE RECEIPT OF THE FO
ADDENDUM(S) |AND HAVE MADE THE NECESSAR
PROPOSAL , PLANS AND/OR SPECIFICATION,
ADDENDUM NO.['S:
No‘ 1’.."."
No.z'.'.'..'
NO.S.‘.QI...
No.q..“'.‘l
ND.5.Q..."‘

TITLE FEIN

ADDRESS CHANGES TO BE NOTED ABOVE

WHEN RESPONDING TO RFQ, INSERT NAME AND ADDRESS IN SPACE ABOVE LABELED 'VENDOR'




CalE

@ N

10.
11.

12

13.

14.

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 Legislative 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 registration fee.

All services performed or goods delivered under State Purchase Orders/Coniracis are to be continued for the term
of the Purchase Ordet/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 Order/Contract becomes void and of no effect after June 30.

Payment may only be made after the delivery 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 federal and state taxes and will not pay or reimburse such taxes.

The Director of Purchasing may cancel any Purchase Order/Gontract 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 to automatic renewal is hereby deleted. The Contract may be renewed only upon mutual written
agreement of the parties.

BANKRUPTCY: Inthe event the vendor/contractor files for bankruptcy protection, this Contract may be deemed
null and void, and terminated without further order.

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
(hitp:/iwww.state.wv.us/admin/purchase/vre/hipaa.hitm) is hereby made part of the agreement. Provided that, the
Agency meets the definition of a Covered Entity (45 GFR §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: Htems 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.
Compilete 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 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. 9/25/07
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PROCUREMENT SPECIFICATIONS FOR RFQ BEP08-064 for Auditing Services

General Requirements:

The qualified firm of certified public accountants will audit the financial statements for
WORKFORCE West Virginia for the fiscal year ending June 30, 2008, with the option to audit
the financial statements for each of the two (2) subsequent fiscal years. The audit for fiscal year
2008 and forward must also be audited in accordance with Government Auditing Standards,
issued by the Comptroller General of the United States.

Scope of Work:

Scope: The auditing firm shall issue an opinion on the fair presentation, in conformity with
Generally Accepted Accounting Principles, of its general purpose financial statements that will
include all WORKFORCE West Virginia Programs (the audit for fiscal year 2008 and forward
must be audited in accordance with Government Auditing Standards, issued by the Comptroller
General of the United States). This work is to include providing technical assistance to
WORKFORCE West Virginia’s financial personnel for the continuation of GASB 34 “Basic
Financial Statements and Management’s Discussion and Analysis for State and Local
Governments” and the continuation of SAS 99 which revises guidance on the consideration of
fraud in financial statement audits.

WORKFORCE West Virginia desires the auditing firm to express an opinion on the fair
presentation of its financial statements and schedules in conformity with Generally Accepted
Accounting Principles.

The auditing firm is required to audit the additional financial information schedules required by
the Financial Accounting and Reporting Section (FARS) of the West Virginia Department of
Administration.

The auditing firm shall also be responsible for performing certain limited procedures involving
required supplementary information required by Governmental Accounting Standards Board as
mandated by Generally Accepted Auditing Standards.

All work under the proposed contract will be under the direction of the Executive Director of
WORKFORCE West Virginia or his designee. Written reports must be submitted initially in
draft form in order that any necessary changes may be discussed and agreed upon before final
acceptance. Any public statements, which may be required,

must be discussed with the Executive Director or designee prior to the statements being made or
released.

Standards: To meet the requirements of this request, the audits shall be performed in accordance
with generally accepted auditing standards. The audit for fiscal year 2008 and forward must also
be audited in accordance with Government Auditing Standards, issued by the Comptroller
General of the United States.



Required Reports: Following the completion of each audit of the fiscal year’s financial
statements, the auditing firm shall issue reports on the fair presentation of the financial
statements in conformity with Generally Accepted Accounting Principles and in accordance with
Government Auditing Standards. The firm shall be required to give to the Director of the
Financial Accounting and Reporting Section (FARS) of the Department of Administration, 2101
Washington Street Fast, Building 17, 31 floor, Charleston, WV 25305, under the authority of
Section 5A-2-23 of the State Code, an immediate, written report of all irregularities and illegal
acts of which the firm becomes aware. Additionally, a copy of all such reports will be given to
the Executive Director of WORKFORCE West Virginia and to the Director of FAM. The firm
must inform the Executive Director of WORKFORCE West Virginia and the Director of FAM in
writing of each of the following:

The auditing firm’s responsibility under generally accepted auditing standards.
Significant accounting policies. ' .

Management judgments, accounting estimates and proj ections.

Significant audit adjustments and significant revisions of past and current
estimates and projections.

Other information in documents containing audited financial statements and/or
estimates and projections.

Disagreements with management.

Consultation with other accountants and actuaries

Major issues discussed with management prior to retention.

Difficulties encountered in performing the audit.
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Any issues that arise during the course of the audit that could cause delays in the issuance of the
report or have an adverse impact on the audit opinion must be immediately communicated to the
Executive Director of WORKFORCE West Virginia and the Director of FAM. A written
summary of the issue must also be provided within 24 hours.

Management Communication: WORKFORCE West Virginia’s financial statements are to be
included in the financial statements of the State of West Virginia. The auditing firm may be
required to provide special assistance to WORKFORCE West Virginia’s auditors, the State’s
auditors, and the Financial Accounting and Reporting Section of the West Virginia Department
of Administration.

Working Paper Retention and Access: All working papers and reports must be retained, at the
auditing firm’s expense, for a minimum of five (5) years, unless the firm is notified by
WORKFORCE West Virginia of the need to extend the retention period. The firm will be
required to make working papers available, upon request, to the Executive Director of
WORKFORCE West Virginia and the Director of FAM and the Financial Accounting and
Reporting Section of the West Virginia Department of Administration.

In addition, the firm must respond to the reasonable inquiries of federal grantors and successor
auditors and allow them to review working papers relating to matters of continuing significance.



Assistance and Report Preparation: The accounting staff of WORKFORCE West Virginia, as
well as management, will be available during the audit to assist the auditing firm by providing
information, documentation and explanations. The preparation of confirmations will be the
responsibility of the auditor. In addition, an appropriate number of hours of clerical support will
be made available to the auditing firm for preparation of routine confirmation/informational
letters and memoranda.

No internal audit support will be available.

WORKFORCE West Virginia will provide the auditing firm with reasonable workspace, desks,
and chairs. The auditing firm will also be provided with access to telephone lines, internet
access, photocopying facilities, and fax machines. The firm will provide WORKFORCE West
Virginia with an estimate of the number of personnel to be assigned to the audit in the detailed
audit plan. E ’

Final report preparation, editing, and printing shall be the responsibility of the auditing firm.
The firm must deliver 50 copies of the bound final audit report to the Director of FAM in Room
618, 112 California Avenue, Charleston, WV 25305-0112 by October 16, 2008. Also, an
electronic copy of the report must be provided in a PDF or similar format for public review on

the agency’s website.

The dates in the following schedule are required delivery deadlines:

Delivery Schedule

Entrance Conference Before June 24, 2008
Detailed audit plan July 17,2008

Field work to begin On or after July 17, 2008
Draft of WORKFORC West Virginia September 2, 2008
Reports and financial statements for review

Revised draft with all requests changed and September 9, 2008

modification of WORKFORCE West Virginia reports
and financial statements for review

Draft submitted to the Financial Accounting and September 15, 2008
Reporting Section (FARS) of the WV Department of
Administration with copies to Executive Director of
WORKFORCE West Virginia and Director of FAM
Unsigned final draft with all modifications to October 9, 2008
WORKFORCE West Virginia management for final
review

Final signed report submitted to WORKFORCE West | October 16, 2008
Virginia and FARS '

In accordance with West Virginia State Code 5A-3-4(8), failure to deliver the required reports by
the dates specified above will result in liquidated damages at the rate of $2,500.00 per day for
reasons attributable to the firm. In the event of such failure by the firm, this contract may be



terminated immediately at the discretion of WORKFORCE West Virginia. The firm will not be
subject to liquidated damages if the reasons for the failure are attributable to WORKFORCE
West Virginia.

WORKFORCE West Virginia requires that the accounting firm be available to assist with
accounting issues and new reporting requirements as they arise on an as-needed basis. The bid
must include a firm fixed fee for the services discussed above as well as an hourly rate scale for
accounting and auditing consulting services. The total cost submitted for bid must include all
travel and out-of the-pocket expenses.

Mandatory Requirements:

Independence:

Governmental auditing standards required by the governmental accounting office define
independence in the second general standard for governmental auditing as follows: “In all
matters related to the audit work, the audit organization and the individual auditors, whether
government or public, should be free from personal and external impairments to independence,
should be organizationally independent, and should maintain an independent attitude and
appearance.”

The firm must provide an affirmative statement that it is independent of WORKFORCE West
Virginia and related systems as defined by general accepted auditing standards and the
aforementioned governmental auditing standards as promulgated by United States General
Accounting Offices. The firm must also provide an affirmative statement that it is independent
of the State of West Virginia and any other component units of that entity as defined by those
same standards.

In addition, the firm will provide an affirmative statement that it will review the independence of
all personnel within the firm assigned to this engagement to ensure that they are independent of
WORKFORCE West Virginia and the State of West Virginia and its component entities.

In addition, the firm shall give WORKFORCE West Virginia written notice of any professional
relationships entered into during the period of the agreement with any major contractors as
defined in WV §29.22.23. The firm will also notify WORKFORCE West Virginia in writing if
any other matters come to its attention during the engagement, which may impair its
independence.

License to Practice in West Virginia:

The firm and all assigned key professional personnel and all associated and subcontracted firms
must be licensed to practice in West Virginia. In addition, the firm and all associated and
subcontracted firms are in good standing with the Unemployment Compensation Division of the
State of West Virginia.

10



Quality Control:

The fourth general standard as set forth in governmental auditing standards is promulgated by the
United States Governmental Accounting Office states that “each audit organization conducting
audits in accordance with these standards should have an appropriate internal control system in
place and undergo an external quality control review.”

The firm and all associated and sub-contracted firms have in place an internal quality control
system to provide reasonable assurance that an adequate quality standard will be maintained
during the engagement. In addition, copies of the firm or firms internal control document should
be attached to the RFQ as well as a copy of the most recent external quality control review or
made available within 48 hours upon request of the agency. Should the written report of the
most recent external quality review disclose significant matters that would leave doubts as to the
ability of the firm to maintain quality control, a written explanation should be attached to say
what steps have been taken by the firm to improve their quality control procedures. The quality
control review should have included a review of specific governmental engagements.

The firm should provide with the bid or make available within 48 hours request from the agency
information on the results of any federal or state desk reviews or field reviews of its audits
during the past three years.

Section I: Firm Qualifications and Experience

Should the firm intend to include any subcontracted firms the firm must provide the information
for each subcontracted firm as for the primary firm; however, the primary firm will still be
responsible for the results and deliverables of the contract.

Section II: Personnel Qualifications and Experience

The firm must identify the managing partner of the office from which the engagement will be
performed upon request within 48 hours. The contact information for the managing partner must
include the name of the managing partner, his address, his direct dial telephone number, fax
number, and email address. This information is intended for use in the unlikely event that
WORKFORCE West Virginia is unable to obtain satisfactory responses from the audit team and
need to have direct contact with management.

The firm must identify the principal supervisory and management personnel to be included in the
engagement including the engagement partner, reviewing partners, managers, other supervisors
and specialists. All personnel must hold a license to practice as a Certified Public Account in
West Virginia.

The Vendor must provide for each of the aforementioned personnel a resume outlining the
qualifications and experience including years of experience in the auditing field and in the
governmental sectors. Resumes should be attached to the bid response or made available
within 48 years upon request of the agency. At a minimum, each resume must include the
following:

e Number of years of total experience

11
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e Number of years of experience in specific specialties and a description of each
specialty

e General certifications and qualifications obtained

o Listing of relevant continuing professional education courses within the last three
years

* A list of those clients similar to WORKFORCE West Virginia for which the person
has performed a significant amount of work within the last three years

A chief concern of WORKFORCE West Virginia is the ability of the successful firm to maintain
the quality of staff assigned to the engagement over the term of agreement. The firm must

clearly state what steps will be taken in order to ensure the quality of staff over the term of the
agreement. '

All personnel assigned to the engagement must have at least one year of auditing
experience in public accounting or a similar environment. -

Subcontracted and jointly associated firms can only be added, dropped, or changed with the
expressed written permission of WORKFORCE West Virginia, which retained the right to
approve and reject these changes. Personnel assigned to the engagement by subcontracted or
jointly associated firms must go through the same approval process as the primary firm’s
personnel discussed above. Any changes regarding a subcontractor must be made via a contract
change order and subject to approval of the State Purchasing Division.
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RFQ No.

STATE OF WEST VIRGINIA
Purchasing Division

PURCHASING 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 owed 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 penalties accrued
thereon. S

“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 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 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:

Purchasing Affidavit (Revised 06/15/07})
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