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

1. Awards will be mads 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 registerad with the Purchasing Division
and have paid the required $125 fee.

5. All services performed or goods delivered under State Purchase Order/Contracts are to be continued for the
term of the Purchase Order/Contracts, contingent upon funds being appropriated by the Ledislature 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.

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

7. Interest may he 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/Confract upon 30 days written notice to the seller.

11. The laws of the State of West Virginia and the Legislative Rules of the Purchasing Division shall govern
glld ri%]ts and duties under the Conitract, including without limitation the validity of this Purchase
rder/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 may be
deemead null and vold, and terminated without further order.

14. HIPAA BUSINESS ASSOCIATE ADDENDUM: The West Virginia State Government HIPAA Business Associate
Addendum (BAA), approved by the Atftorney General, and available online at the Purchasing Division's web site
(http://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 Cover Entity (45 CFR §160.103) and will be disclosing Protected Health
Information (45 CFR §160.103) to the vendor.

15. WEST VIRGINIA ALCOHOL & DRUG-FREE WORKPLACE ACT: If this Contract constitutes a public improvement
construction contract as set forth in Arlicle 1D, Chapter 21 of the West Virginia Code ("The West Virginia Alcohol
and Drug-Free Workplace Act"), then the following language shall hereby become part of this Contract: "The
contractor and its subcontractors shall implement and maintain a written drug-free workplace policy in compliance
with the West Virginia Alcohol and Drug-Free Workplace Act, as set forth in Article 1D, Chapter 21 of the West
Virginia Code. The contractor and its subcontractors shall provide a sworn statement in wriling, under the
nenalties of perjury, that they maintain a valid drug-free work place policy in compliance with the West Virginia
and Drug-Free Workplace Act. It is understood and agreed that this Contract shall be cancelled by the awarding
authority if the Contractor: 1) Fails to implement its drug-free workplace policy; 2) Fails to provide information
regarding implementation of the coniractor's drug-free workplace policy at the request of the public authority; or
3) Provides to the public authority false information regarding the contractor's drug-free workplace policy."

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. bidder offering an alternate should attach complete specifications
and literature to the bid, The Purchasing Division may waive mihor deviations to specifications.

3. Complete all sections of the quotation form.
4. Unit prices shall prevall in case of discrepancy.

5. Al quotations are considered F.O.B. destination uniess alternate shipping terms aré clearly identified in the
quotation.

6. BID SUBMISSION: All guotations 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:
Department of Administration, Purchasing Division, 2019 Washington Street East, P.O. Box 50130,
Charleston, WV 25305-0130 :

Rev. 7/01/08
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GSD Rug/Mat Service RFQ 2009

REQUEST FOR QUOTATION #GSD096422
ENTRY MAT SERVICES FOR WEST VIRGINIA STATE CAPITOL.

The West Virginia Department of Administration, General Services Division (the
“Agency” or “Owner”), is requesting quotations for a complete service package to supply
and service entry mats at Agency-owned or leased facilities throughout the State.

GENERAL SPECIFICATIONS

1.

All rugs and/or mats will be of industry quality (commercial-grade nitrile rubber
based, 180z minimum weight nylon-face or twist) and flat appearance as to not
pose a tripping hazard. No torn or damaged rugs and/or mats will be permitted to
remain in place during the life of the contract. No soiled or dirty mats or rugs
shall be used as replacements during a service call. Mats or rugs should have an
anti-slip backing. Mats or rugs shall be available in a minimum of twelve solid
colors from which the Agency shall select for each facility.

Service will consist of pick-up and delivery on a weekly basis during the months
of November through April, and bi-weekly during the months of May through
October, totaling 39 service calls per annum. Service will also consist of equal
service level for customer-owned logo mats (existing logo mats are of sizes equal
to those listed on bid form, below).

Bidders are required to include any and all extraneous fees, such as environmental
disposal fees, fuel sur-charges, delivery fees, etc., as part of the bid cost. Under
NO circumstance will any of these types of fees be “tacked-on” over and above
the unit bid cost of the contract.

Two copies (one original and one copy) of invoices will be submitted for payment
monthly (in arrears) and must include the following information:

a. Copies of all service orders completed as witnessed and signed by
Agency’s Representative at each designated Building location. Each Building
will require a separate service ticket.

b. One of the invoices must be in original type or state “original” on the face if
computer generated. Invoice must include FEIN number and the complete
address of vendor. Invoices shall be mailed to the following address:

General Services Division
Attn: Business Manager
1900 Kanawha Blvd. E.
Building 1, Room MB-68
Charleston, WV 25305

¢. Successful vendor is required to submit — within ten (10) working days
after award of the contract - a chain or book sample representative of



GSD Rug/Mat Service RFQ 2009

product being quoted to include all colors which are available for selection
under this contract.

d. Successful vendor shall be requlred to accept payment by the State
Purchasing Card for monthly invoices.

5. Upon termination of this contract, vendor will be solely responsible for the
removal of all rugs and mats (EXCEPT customer-owned logo mats) from State
premises. Upon termination of service in any facility for which service is initiated
under this contract, vendor shall be solely responsible for the removal of all rugs
and mats (EXCEPT customer-owned logo mats).

6. Agency will designate size and color application per Building to include quantities
to be utilized; such modification may only be authorized in writing by Agency.
Agency will generate an individually numbered release order listing the sizes
needed per facility. Emergency additional service may be requested by Agency to
supplement service for short terms (minimum one week) due to inclement
weather conditions or special circumstances. Such requests shall be filled same
day or no later than within 24 hours of request. Established service fees will
apply at no additional surcharge for special requests deliveries. A release order
will also be generated by the Agency for such special requests, indicating the
number, sizes and color(s) of mats/rugs needed and the duration of the temporary
service.

7. The Agency currently owns or leases property statewide in the following locations
(parenthetical number indicates current quantity of buildings in each location):
State Capitol Complex, Charleston (15)

. Other Locations in Charleston, WV (5)

South Charleston, WV (1)

. Beckley, WV (1)

Williamson, WV (1)

Huntington, WV (1)

. Parkersburg, WV (1)

. Fairmont, WV (1)

i. Weirton, WV (1)

SR e e o

These buildings range in size from residential (single family dwellings) to
commercial (11 floors), and the quantities and locations may change during the
life of the contract. Not all facilities will require service.

FACILITY VISITATION

A site visit, if desired, shall be coordinated with General Services Custodial Manager,
Jim Hawley 558-2335.
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ADDITIONAL INFORMATION
1. Contract will be awarded to the bidder with the lowest overall cost for annual service.
2. Successful vendor must be registered or be willing to become registered with The State
Purchasing Division. This may require payment of an annual fee of $125.00. For
information on vendor registration contact WV Vendor registration at (304) 558-2311.
3, Successful bidder must be registered with WVFIMS by submission of W9 request for

taxpayer identification. For information on W9 submission contact (304) 558-4587.

BID SUBMITTAL

BID FORM

B C b

Mat or Rug Estimated Cost Per Mat Total Cost One Total Annual Service
Size Number Service Call for (39 Service Calls})
this sized Mat or (DX39)
Rug (BX C)

3'X 10 22 $ $ $
4 X 10 8 $ $ $
4X8 5 $ $ $
4'X6 10 $ $ $
5'X 10 8 $ $ $
3'XS 6 $ $ b
4.X20' 2 $ $ $

BID TOTAL $

* Quantities are representative for evaluation purposes
** Projected number of Services per year

The above bids are submitted on behalf of the following, authorized individual:

(Name)

(Signature of Representative)

(Company)

(Address)

(Date)
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| State of West Virginia
VENDOR PREFERENCE CERTIFICATE

Certification and application*® is hereby made for Preference in accordance with West Virginia Code, §5A-3-37. {Does not apply to
construction contracts). West Virginia Codle, §5A-3-37, provides an opportunity for qualifying vendors to request {(at the time of bid)
preference for their residency status. Such preference is an evaluation method only and will be applied only to the cost bid in
accordance with the West Virginia Code. This certificate for application is to be used to request such preference. The Purchasing
Division will make the determination of the Resident Vendor Preference, if applicable.

1. Application is made for 2.5% resident vendor preference for the reason checked:

Bidderis an individuat resident vendor and has resided continuously in West Virginia for four (4) years immediately preced-
ing the date of this certification; or,

Bidderis a partnership, association or corporation resident vendor and has maintained its headquarters or principal place of
business continucusly in West Virginia for four (4) years immediately preceding the date of this certification; or 80% of the
ownership interest of Bidder is held by another individual, partnership, association or corporation resident vendor who has
maintained its headquarters or principal place of business continuously in West Virginia for four (4) years immediately
preceding the date of this certification; or,

Bidder is a nonresident vendor which has an affiliate or subsidiary which employs a minimum of one hundred state residents
and which has maintained its headquarters or principal place of business within West Virginia continuously for the four (4)
years immaediately preceding the date of this certification; or,

2, Application is made for 2.5% resident vendor preference for the reason checked:
Bidder is a resident vendor who certifies that, during the lifs of the contract, on average at lsast 75% of the employees
working on the project being hid are residents of West Virginia who have resided in the state continuously for the two years
immediately preceding submission of this bid; or,

3. Application is made for 2.5% resident vendor preference for the reason checked:
Bidder is a nonresident vendor employing a minimum of one hundred state residents or is a nonresident vendor with an
affiliate or subsidiary which maintains its headguarters or principal place of business within West Virginia employing a
minimum of one hundred state residents who certifies that, during the life of the contract, on average at least 75% of the
employees or Bidder's affiliate’s or subsidiary's employees are residents of West Virginia who have resided in the state
continuously for the two years immediately preceding submission of this bid; or,

4, Application is macle for 5% resident vendor preference for the reason checked:
Bidder meets either the requirement of both subdivisions (1) and (2} or subdivision {1) and (3) as stated above; or,

5. Application is made for 3.5% resident vendor preference whe is a veteran for the reason checked:
Bidder is an individual resident vendorwho is a veteran of the United States armed forces, the reservas or the National Guard
and has resided in West Virginia continuously for the four years immediately preceding the date on which the bid is
submitted; or,

6. Application is made for 3.5% resident vendor preference who is a veteran for the reason checked:

Bidderis a resident vendor who is a veteran of the United States armed forces, the reserves or the National Guard, if, for
purposes of producing or distributing the commodities or completing the project which is the subject of the vendor’s bid and
continuously over the entire term of the project, on average at least seventy-five percent of the vendor's employees are
residents of West Virginia who have resided in the state continuously for the two immediately preceding vears.

Bidder understands if the Secretary of Revenue determines that a Bidder receiving preference has failed to continue to meet the
reguirements for such preference, the Secretary may order the Director of Purchasing to: (a) reject the bid; or (b) assess a penality
against such Bidder in an amount not to exceed 5% of the bid amount and that such penalty will be paid to the contracting agency
or deducted from any unpaid balance on the contract or purchase order.

By submission of this certificate, Bidder agrees to disclose any reasonably requested information to the Purchasing Division and
authorizes the Department of Revenue to disclose to the Director of Purchasing appropriate information verifying that Bidder has paid
the required business taxes, provided that such information does not contain the amounts of taxes paid nor any other information
deemed by the Tax Commissioner to be confidential.

Under penalty of law for false swearing {West Virginia Code, §81-5-3), Bidder hereby certifies that this certificate is true
and accurate in all respects; and that if a contract is issued fo Bidder and if anything contained within this certificate
changes during the term of the contract, Bidder will notify the Purchasing Division in writing immediately.

Bidder: Sighed:

Date: Title:

*Check any combination of preference consideration(s) indicated above, which you are entitfed to recelve.
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STATE OF WEST VIRGINIA
Purchasing Division

PURCHASING AFFIDAVIT

VENDOR OWING A DEBT TO THE STATE:

West Virginia Code §5A-3-10a provides that: 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.

PUBLIC IMPROVEMENT CONTRACTS & DRUG-FREE WORKPLACE ACT:

If this is a solicitation for a public improvement construction contract, the vendor, by its signature below, affirms
that it has a written plan for a drug-free workplace policy in compliance with Article 1D, Chapter 21 of the West
Virginia Code. The vendor must make said affirmation with its bid submission. Further, public improvement
construction contract may not be awarded to a vendor who does not have a written plan for a drug-free
workplace policy in compliance with Article 1D, Chapter 21 of the West Virginia Code and who has not
submitted that plan to the appropriate contracting authority in timely fashion. For a vendor who is a
subcontractor, compliance with Section 5, Article 1D, Chapter 21 of the West Virginia Code may take place
before their work on the public improvement is begun.

ANTITRUST: _

In submitting a bid to any agency for the state of West Virginia, the bidder offers and agrees that if the bid is
accepted the bidder will convey, sell, assign or transfer to the state of West Virginia all rights, title and interest
in and to all causes of action it may now or hereafter acquire under the antitrust laws of the United States and
the state of West Virginia for price fixing and/or unreasonable restraints of trade relating to the particular
commodities or services purchased or acquired by the state of West Virginia. Such assignment shall be made
and become effective at the time the purchasing agency tenders the initial payment to the bidder.

i certify that this bid is made without prior understanding, agreement, or connection with any corporation, firm,
limited liability company, partnership or person or entity submitting a bid for the same materials, supplies,
equipment or services and is in all respects fair and without collusion or fraud. | further certify that t am
authorized to sign the certification on behaif of the bidder or this bid.

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. Vendor further agrees to comply with the Confidentiality Policies and
Information Security Accountability Requirements, set forth in http://www.state.wv.us/admin/purchase/privacy/
noticeConfidentiality.pdf.

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

Vendor's Name:

Authorized Signature; Date:
Purchasing Affidavit (Revised 01/01/09)




