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

1. Awards will be made in the best intarest 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 fee,

5. All services performed or goods delivered under State Purchase Order/Contracis are to be continued for the
term of the Purchase Order/Coniracts, contingent upon funds being approptiated 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.

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 Wast 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/Coniract upon 30 days written notice to the seller.

11. The laws of the State of West Virginia and the Legislalive Rules of the Purchasing Division shall govern
aiid ri%ts and duties under the Coniract, 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, the State may deem
this contract nult and void, and terminate such contract without further order.

14. HIPAA BUSINESS ASSOCIATE ADDENDUM: The West Virginia 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.htm) is hereby made part of the agreement. Provided that,
the Agency meets the definition of a Cover Eniity (45 GFR §160.103) and will be disciosing 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 Article 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 confractor and its subcontractors shall provide a sworn statement in writing, under the
penalties 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 workpiace policy; 2) Fails to provide information
regarding implementation of the contractor's drug-free workplace policy at the request of the public authority; or
3) Provides to the public authorily 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. Allernates 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 o specifications.

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

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

6. BID SUBMISSION: All quotations must be delivered by the bidder o 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 Washinglon Street East, P.O. Box 50130,
Charleston, WV 25305-0130

Rev, 5/19/09
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REQUEST FOR QUOTATION — SIGNAGE

1. GENERAL INFORMATION:

1.1

1.2

1.3

The Real Estate Division is requesting a monetary quote for the products listed herein.
All vendors are encouraged to review attached Section 10431 for product information.
Do not bid fewer items even if the items bid will not physically fit on the provided floor
plan.

All work shall be in compliance with National Electric Code, State Fire Marshall’'s Office

(NFPA 101), applicable building codes, and any other governing agency as well as

meeting industry standards.

This shall be a turn-key job and everything required for a total complete installation and
approved operation shall be included in the original bid.

2. BASE BIDS:

2.1

2.2

All qualified bidders, being familiar with and understanding the bidding documents and
being familiar with all local conditions affecting the project hereby propose to furnish all
material, equipment, supplies and to perform all work in accordance with the bidding
documents within the time set forth below.

It is the bidder’s responsibility to verify all field conditions and limitations prior to bidding.
It is also the bidder's responsibility to notify the Real Estate Division in writing, of
conditions detrimental to performing the scope of work. Do not proceed until
nonconforming conditions have been corrected.

3. SCOPE OF WORK:

3.1

3.2

The objective of this quotation is to obtain a turnkey installation of new Signage for State
Office Building # 5, 10" Fioor (Office of Technology).

Signage provider will be responsible for providing the signage indicated on the attached
plan, and specified in the attached section:
= Section 10431 Sighage

4. INSPECTION:

4.1

Signage provider shall inspect product prior to shipment to verify proper construction.
No allowance will be made subsequently on behalf of the contractor for any error or
negligence on his part in connection with the requirement.



5. SHOP DRAWINGS:

5.1 Signage provider shall provide shop drawings to owner for approval specifying methods
and products for the scope of work as defined in Section 3. A notice to proceed will be
issued indicating approval of the shop drawings.

6. TEMPORARY FACILITIES:

6.1 Signage provider will assure himself that the electrical system is adequate for his
requirements or will supply addition temporary electrical power at his own expense.
Signage provider shall provide safety barriers around work area as required by OSHA.

7. COORDINATION OF WORK:

71 Signage provider shall coordinate with the Real Estate Division project manager for the
proper relation of the work to the building, and any other contractors that may be.

8. WARRANTY: (GUARANTEE)

8.1 Signage provider warrants to the Real Estate Division all materials and equipment wili
be new, and that all work will be of good quality, free from faults and defects in
conformance with the contract documents. All work not conforming to these
requirements may be considered defective.

9. PERMITS:

9.1 The signage provider shall secure and pay for the building permit and for all other
permits, governmental fees and licenses, which are necessary for the proper execution
and completion of the work specified.

10. CLEAN UP:

10.1  The contractor shall take ail necessary precautions to protect the interior of the building
from debris, dust any residue resulting from work.

10.2 The contractor shall keep the work area as clean as possible during the entire process,
and shall be responsible to remove from the site, the packaging material from his
product and other debris as it accumulates.

11. WAGE RATES:

11.1  Prevailing Wages shall be paid as indicate on the Secretary of State’s website,
www.wvsos.com/adlaw/wagerates/building09.htm.

12. PROGRESS PAYMENTS:

12.1 Due to the scope of the project, one payment wiil be made at 100% completion, upon
acceptance by the Real Estate Division.



12.2  The signage provider shall submit to the Real Estate Division, one original invoice for
payment, supported by such data substantiating the contractor’s right to payment under
the terms of this contract. After agreement by both parties, the Rea! Estate Division shail
make payment.

12.3  Application for payment shall be submitted to the Real Estate Division for work
completed and approved by the Real Estate Division. The Department reserves the
right to refuse payment in the event the completed work is not commensurate with the
amount shown on the Application for Payment or if the completed work is not in
accordance with Section 1.2 or industry standards or sub-standard in any way.

13. TERM OF WORK.
13.1  The time frame is sixty (60) days following the issuance of a notice to proceed.
14. DELAYS AND EXTENSION OF TIME:

14.1  |f the signage provider is delayed at any time in the progress of the work by any act or
neglect of the Real Estate Division or by any employee of the Real Estate Division, or by
any separate contractor employed by the Real Estate Division, or by changes in the -
work, or by labor disputes, fire, unusual delay in transportation, adverse weather
conditions not reasonably anticipated, unavoidable casualties, or any other cause which
the Real Estate Division determines may justify the delay, then the contract time may be
extended by written approval of the Real Estate Division.

15. TOOLS AND EQUIPMENT STORAGE:

15.1  The signage provider is responsible for his tools, equipment, and materiais.
16._SAFETY EQUIPMENT:

16.1  Signage provider shall provide safety barriers around work areas where heavy
equipment may be in operation when placing materials on the building or at times as
required by OSHA.

17. DAMAGES:

17.4  Any damages occurring to the building or property resulting from the performance of this
work shall be the responsibility of the signage provider to repair at his expense, either by
using his own forces or that of a sub-contractor. The repair method and finished
product will be subject to the approval of the Real Estate Division.

18. SCHEDULE OF BID RESPONSES:

18.1  Bidders shall submit one lump sum bid for all work and equipment under all the terms
and conditions as described herein on the attached bid form.

18.2 Successful bidder shall submit full warranty information. The warranty information shall
minimally contain the product warranty and labor warranty product.

14



BID FORM

DATED:
(Bidder to insert date bid submitted)

SUBMITTED BY: (Name and Address)

WEST VIRGINIA CONTRACTOR LICENSE NUMBER: WV

SUBMITTED TO:  State of West Virginia
Finance and Administration
Purchasing Division

The undersigned, being familiar with local conditions affecting the cost of the work and the contract documents,
including the Request for Quotations, Drawing, and Specifications and any Addenda issued, hereby propose to
perform everything required to be performed and to provide and furnish all the labor, materials, tools, expendable
equipment and all services necessary to complete in a workmanlike manner all the work required for the:

SIGNAGE FOR

RENOVATIONS TO STATE OFFICE BUILDING NO. 5 - 10™ FLOOR
WEST VIRGINIA CAPITAL COMPLEX

CHARLESTON, WEST VIRGINIA

all in accordance with the drawings and specifications as prepared by ZMM, Inc., 222 Lee Street West, Charleston,
West Virginia 25302, as follows:

BASE BID:

For the sum of:

¢ ).

BID INFORMATION:
Provide the total cost of all Signage as shown on the Drawing and as specified.

If awarded contract on Base Bid, I {we) agree to perform the work to completion and ready for occupancy no later
than sixty (60) day following the Notice to Proceed.

The Bidder must coordinate actual delivery and installation times and dates with the Owner.

It is hereby certified that the undersigned is the only person(s) interested in this bid as principal, and the bid is made
without collusion with any person, firm, or corporation.

Bidder acknowledges receipt of the following addenda: (Please list by number and date)

BID FORM 00300 - 1 0821 — 08/24/09
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Bidder guarantees that, if awarded the contract, he will furnish and deliver all materials, tools, equipment, tests,
transportation, secure all permits and licenses, and perform all labor, pay all fees, except those specifically exciuded
and do all incidental work to execute, construct, and finish the work in an expeditious, substantial, and workmanlike
manner, in accordance with the contract documents to the complete satisfaction and acceptance of the Owner, for the
prices stated.

It is understood that the Owner reserves the right to reject any/or all bids, or part thereof or items therein, and to

waive technicalities as required for the best interests of the Owner. It is further understood that competency and
responsibility of bidders will receive consideration before the award of the contract.

The bidder hereby agrees to commence work under this contract on or before a date to be stipulated in the written
Notice to Proceed by the Owner and to fully complete the scope of this contract in accordance with the Project
Schedule and achieve FINAL COMPLETION of the entire project within the time period indicated above.

Liquidated damages will be assigned at the rate of $500 per day for every calendar day, beyond the time period
stated herein, that the work of this confract remains incomplete.

THE CONTRACT AMOUNT STATED ABOVE INCLUDES ALL APPLICABLE SALES TAXES, EXCISE
AND OTHER TAXES FOR MATERIALS AND APPLIANCES SUBJECT TO AND UPON WHICH TAXES
ARE LEVIED.

The undersigned agrees that the contract documents are incorporated herein by reference and shall be construed to
be part thereof, with the same affect as if such were repeated at length herein, or where physically attached hereto.

The undersigned further certifies that: (1) this bid is genuine and is not sham, collusive, or fraudulent; (2) this bid is
not made in the interest or in behalf of any person other than the undersigned; (3) the undersigned has not sought in
any manner, by collusion or otherwise, to secure any advantage over other bidders.

SIGNATURE OF BIDDER:

Firm: By:
Address: Title:
Address: Phone:

END OF BID FORM

BID FORM 00300 -2 0821 -- 08/24/09
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SECTION 10431 - SIGNAGE

PART 1 - GENERAL

1.4

A

1.2

A,

B.

C.

1.3

A

SUMMARY

This Section includes cast aluminum dimensional letters and flat cut aluminum shapes for
signage, as well as other signage indicated on the attached drawing.

SUBMITTALS

Product Data: For each product indicated.

Shop Drawings: Include plans, elevations, sections, details, and attachments to other Work.

1. Verify dimensions by field measurements before fabrication and indicate measurements
on Shop Drawings.

Mock-up and samples: For each sign type exhibiting finished sign.
QUALITY ASSURANCE

Regulatory Requirements: Comply with reguirements of ICC/ANSI A117.1 and ADAAG.

PART 2 - PRODUCTS

2.1

A

B.

C.

DIMENSIONAL CHARACTERS
Manufacturers:

1. Vista System, inc. “Wall Frames” {Basis Of Design).
2. Gemini Incorporated.
3 Equal products of other manufacturers.

Aluminum Castings: Provide aluminum castings of alloy and temper recommended by sign
manufacturer for casting process used and for type of use and finish indicated.

Cast Characters: Form individual letters and numbers by casting. Produce characters with
smooth flat faces, sharp corners, and precisely formed lines and profiles, free from pits, scale,
sand holes, and other defects. Cast lugs into back of characters and tap to receive threaded
mounting studs. Comply with requirements indicated for finish, style, and size.

Material: Clear Anodized Aluminum.

Character Height: As shown on Drawings.

Character Style: To be selected from manufacturer’s range of lettering fonts.

Mounting: Stud Mound, Projections Recommended by Manufacturer for Heights Indicated.

PP

SIGNAGE 10431 -1 0821 - 11/26/08
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D.

2.2

A

2.3

A,

Flat Cut Aluminum Shapes: Cut aluminum special shapes by a specified manufacturer from
template furnished by Architect, to match design intent shown on Drawings.

1. Material: Clear Anodized Y-inch Aluminum Sheet,

2. Mounting: Stud Mount, Projections Recommended by Manufacturer.

ACCESSORIES

Mounting Methods: Use concealed fasteners fabricated from materials that are not corrosive to
sign material and mounting surface.

ALUMINUM FINISHES

Clear Anodic Finish: Manufacturer's standard clear anodic coating, 0.018 mm or thicker, over a
satin (directionally textured) mechanical finish.

PART 3 - EXECUTION

3.1

A.

B.

INSTALLATION

General: Locate signs and accessories where indicated, using mounting methods of types
described and in compliance with manufacturer's written instructions.

1. install signs level, plumb, and at heighis indicated, with sign surfaces free from distortion
and other defects in appearance.

Dimensionat Characters: Mount characters using standard fastening methods recommended in
writing by manufacturer for character form, type of mounting, wall construction, and condition of
exposure indicated. Provide heavy paper template to establish character spacing and to locate
holes for fasteners.

1. Projected Mounting: Mount characters at projection distance from wall surface indicated.

END OF SECTION

SIGNAGE 10431 -2 0821 - 11/26/08
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This solicitation contains a large drawing which cannot be
scanned. To request a copy of this drawing, please
contact the Bid Request Line at 304-558-2306.

Thank You!
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Rev. 09/08 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 Code, §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:

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

Bidder is a partnership, association or corporation resident vendor and has maintained its headquarters or principat place of
business continuously in West Virginia for four (4) years immediately preceding the date of this certification; or 80% ofthe
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,

Bidderis 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 immediately 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 life of the contract, on average at least 75% of the employees
working on the project being bid are residents of West Virginia who have resided in the state continucusly 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 headquarters or principal place of business within West Virginia employing a
minimum of one hundred state residents who certifies that, during the ife of the contract, on average at least 76% of the
employees or Bidder's affiiiate’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 made 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 who is a veteran for the reason checked:
Bidder is an individual resident vendor who is a veteran of the United States armed forces, the reserves or the National Guard
and has resided in West Virginia continuously for the four years immediately preceding the date on which the bid is
submitied; or,
Application is made for 3.5% resident vendor preference who is a veteran for the reason checked:

[ >

Bidder is a resident vendor who is a veteran of the United States armed forces, the reserves or the National Guard, i, for
purposes of producing or distributing the commodities or completing the project which is the subject ofthe 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 years.

Bidder understands if the Secretary of Revenue determines that a Bidder receiving preference has failed to continue to meet the
requirements for such preference, the Secretary may order the Director of Purchasing to: (a) reject the bid; or (b) assess a penally
against such Bidder inan amount not to exceed 5% of the bid amount and that such penaity will be paid to the contracting agency
or deducted from any unpaid baiance 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, §61-5-3), Bidder hereby certifies that this certificate is true
and accurate in all respects; and that if a contract is issued to 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: Signed:

Date: Title:

“Check any combination of preference consideration(s) indicated above, which you are entifled to receive.
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RFQ No.

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, fitle 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. 1 further certify that | am
authorized to sign the certification on behalf 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 pofitical 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)
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