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

1. Awards wifl he 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, Prior to any award, the apparent successful vendor must be properly registered with the Purchasing Division
and have paid the required $125 fes.

4. All services performed or goods delivered under State Purchase Order/Contracis are fo be coniinued for the
term of the Purchase Order/Contracts, contingent upon funds being appropriated by the Legislalure or otherwise
heing made available. In the event funds are not appropriated or otherwise available for thess services or goods
this Purchase Order/Coniract becomes void and of no effect after June 30.

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

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

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

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

9. The Director of Purchasing may cancel any Purchase Order/Contract upon 30 days written nofice © the seller.

10, The laws of the State of West Virginia and the Legisfative Rules of the Purchasing Division shall govern the
purchasihg process.

11. Any reference to automatic renewal is hereby deleted. The Conlract may be renewed only upon muiual writte
agreement of the parties. .

12. BANKRUPTCY: In the event the vendor/contractor files for bankruptcy protection, the Stale may deem
this contract null and void, and terminate such contract without further order.

13, HIPAA BUSINESS ASSCCIATE ADDENDUM: The West Virginia State Government HIPAA Business Associate
Addendum (BAA), approved by the Attorney General, is available online at www.state.wv.us/admin/purchasefvre/hipaa.htm
and is hereby made part of the agreement Provided that the Agency meets the definiton of a Cover Entity
(45 CFR §160.103) and wilt be disclosing Protected Health information (45 CFR §160.103}) to the vendor, .

14, CONFIDENTIALITY: The vendor agrees that he or she will not disclose to anyone, directly or indi-eclly, any such
personally identifiable information or other confidential information gained from the ageney, unless the tidividual who is
the subject of the information consents to the disclosure in writing or the disclosure is made pursuantio the agency's
policies, procedures, and rules. Vendor further agrees to comply with the Confidentiality Policies ad Information
Security Accountability Requirements, set forth in htip:/Awww state wv_us/admin/purchasefprivacy/notice Cor fidentiality pdf.

15. 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 Virginla Secretary
of State's Office, the West Virginia Tax Department, and the West Virginia Insurance Comimission. 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. :

16. 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 fransfer to the State of West Virginia all rights, tile 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 frade relating to the particular commodities or serviceés
purchased or acquired by the State of West Virginia. Such assignment shall be made and become effective at the fxne the
purchasing agency tenders the initial payment to the bidder.

| certify that this bid is made without prior understanding, agreement, or connection with any corporation, firm, linited
liability company, parthership, or person or entity submitting a bid for the same malerial, supplies, equipment or
services and is in all respects fair and without collusion or Fraud. 1 further cerlify that | am authorized to sign
the certification on behalf of the bidder or this bid.

INSTRUCTIONS TQ BIDDERS

1. Use the guotation forms provided by the Purchasing Division. Complete ali sections of the quotation form.

2. ltems offered must be in compliance with the specifications. Any deviation from the specifications must be clearly
indicated by ihe bidder. Alternates offered by the bidder as EQUAL io the specifications must be clearly
defined. - A bidder offering an alternate should aitach complete specifications and literature to the bid. The
Purchasing Division may waive minor deviations to specifications. '

3. Unit prices shall prevail in case of discrepancy. All quotations are considered F.O.B. destination unless alternate
shipping terms are clearly identified in the quotation.

4, Al 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 daliver the quotations on time will result in bid disqualifications: Department of
Administration, Purchasing Division, 2019 Washington Street East, P.Q. Box 50130, Charleston, WV 25305-0130

5, Communication during the solicitation, hid, evaluation or award periods, except through the Purchasing Division,
is strictly prohibited (W.Va. C.5.R. §148-1-6.8)}.

Rev. 12/15/08
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STATE OF WEST VIRGINIA
WORKFORCE WEST VIRGINIA
REQUISITON FOR QUOTATION

WWV-10-866

WorkForce West Virginia (WFWV), Board of Review (BOR) is responsible for conducting administrative
hearings for disputed claims of unemployment compensation benefits. Currently, BOR utilizes a standard
teleconferencing service to conduct telephonic hearings; manual transcription of both the telephone and on-
site hearings; and hard copy and cassette storage of those transcripts. BOR desires to convert this
process fo digital to reduce expense and improve efficiency.

The purpose of this Requisition of Quotation (RFQ) is to solicit potential vendors to provide digital
teleconferencing, recording and storage of BOR's hearings.

SCOPE OF WORK:
The successful vendor must evaluate the following information regarding current equipment, resources,
and site connectivity to determine what will be required to implement digital teleconference bridging, and

digital recording and storage of the telephonic hearings conducted.

Currently, BOR conducts hearings at the following West Virginia locations with the following equipment and
telephonefinternet service:

Location Internet Connection | Telephone | Equipment info.
Service

200 Value City Center in Beckiey Frame Relay T1 Verizon Laptops with Windows XP,
Intel Core 2 Duo processor,
2.80 GHZ processor speed
and 2GB RAM (at
minimum)

1321 Plaza East in Charleston 10 meg circuit Verizon Same as above

320 Adams Street in Fairmont Frame Relay T1 Verizon Same as above

2699 Park Avenue in Hunfington 10 meg circuit Verizon Same as above

212 Dingess Street in Logan Clear Channel T1 Verizon Same as above

801 Aufo Parts Place in Martinsburg | Frame Relay 71 Verizon Same as above

304 Scott Avenue in Morgantown Frame Relay T1 Verizon Same as above

300 Lakeview Center in Parkersburg | Clear Channel T1 Verizon Same as above

830 Northside Drive in Summersville { Clear Channel T1 Verizon Same as above

1275 Warwood Avenue in Wheeling | Frame Relay T1 Verizon Same as above

10«866 (digital teleconferencing for BOR)




MANDATORY REQUIREMENTS:
The vendor must:

1. provide all equipment and services necessary for WFWV to utilize digital teleconference bridging,
digital recording, and digital storage of unemployment insurance hearings. All costs associated with
the proposed system must be clearly fisted in the Cost Bid Sheet provided herewith.

2. host and store all services and related data on the Vendor's equipment;

3. provide access to these services through the internet. All web interfaces of the proposed system
must be compatible with internet Explorer versions 6.x, 7 x, and 8.x. All web interfaces of the
proposed system must be compatible with the current versions of Internet Explorer, FireFox, and
Netscape Navigator;

4. ensure that the proposed system will be compatible with the then-current web browsers throughout
the life of any Purchase Order that results from this RFQ:

5. provide a system in which all software proposed is off-the-shelf; generally available; i.e. not in beta
or test: and currently in production as proposed. All item(s) shall be new, in current mainstream
production, and immediately available. The State shall not accept prototypes or items in test
production and not formally announced for market avaitabiity.

6. must store and retain digital recordings of hearings for up to 2 years. Digital recordings of all
hearings must be readily accessible during the entire length of their retention.

7. not purge any hearing along with that hearing's associated files without the written approval of a

designated BOR employee(s)
. i

9. have measures in place to ensure that only hearings approved for purging are ourged. Responders
must provide quarterly destruction request log to BOR which must be approved in writing by
designated BOR employee(s).

10. notify WFWYV within one hour of the beginning of the lapse in service if the successful vendor is
unable to provide services.

11. In the event of a disaster affecting the ability of the successful vendor to provide services, the
vendor must notify WFWV within three hours of the estimated date and time of service restoration.

12. provide system redundancy, fault tolerance, and a fully functional and tested disaster recovery

facility..

13, securely destroy all WFWV records following WFWV's extraction.

14. ensure the security of unemployment insurance records, including compliance with applicable
State and Federal data privacy statutes, in complete detail. _

15, require that all employees of the successful vendor who shall have access to the information
acquired through the execution of any Purchase Order resulting from this RFQ must sign a data
confidentiality agreement ensuring WFWV that all staff with access to West Virginia unemployment
insurance records complies with the requirements of West Virginia data privacy statutes.

restrict access o the proposed system by WFWYV staff via a secure socket layer protocol.

datad it etier than SSL3.0(Secure Sacket

18. generate itemized, monthly reports showing usage of the dial out conference bridge by BOR,
length of call, origin of call, destination of call, date, and time of calls, etc. Reports must be able to
be broken down and provided in a manner which shows records of calls by date, Applicant ID,
lssue 1D number, issue sequence number, and Law Judge, at the request of WFWV staff, Such
requests shall not be made more than 12 times per year. :

—1 0-866 {digital teleconferencing for BOR)



19.

20.

pait

22,

23.

submit monthly bills o WFWV for the previous month's usage within 15 calendar days of the month
being billed. Monthly bills must include, at a minimum, the following information: a unique invoice
number and invoice date, vendor address, Purchase Order Number WWV-10-862, call date, call
start time, call duration, number of participants, charges per call, Law Judge Name, phone
number(s) caled, origin of call, and total charges.

maintain a domestic Help Desk for troubleshooting problems and assisting users. The Help Desk
must be operational 7 A.M. to 6 P.M, ET, Monday fo Friday, excluding State Holidays. The Help
Desk must be accessible via a local or toll-free telephone number.

rom WFWV's BOR staff
ed for all 25 BOR staff at

necessary 1o prope
one time and will require & maximum of € hours.
provide fraining materials for 25 BOR employees that can be used by these key personnel to train
other users.

have three years” experience in implementing conference bridging, digital recording and storage in
an infegrated system. At least one completed project must be similar to this project in size and
scope.

The proposed system must:

1.

W

1.
12.

13.

14.

file hearings by the following index values: Issue 1D Number, Issue Sequence Number, Applicant
ID, Employer Account Number, Hearing Date, Hearing Time, Unemployment Law Judge, Applicant
Name, Employer Name, Telephone Numbers, Witnesses' Names, Witnesses’ Telephone Numbers,
Representatives’ Names and Representative’s Telephone Numbers.

allow for the establishment of hearing records via an upload from WFWV.

allow either a nightly electronic transfer or an automatic fransfer of the data from WFWV to the
successful vendor.

have a mechanism to alert the BOR to discrepancies between record uploads from WFWV and
records entered manually by BOR via the successful vendor's web interface. Note: WFWV does
not anticipate transmitting social security numbers or employers’ federal identification number as a
part of the fransmitted record.

allow entry of calling data (phone numbers of the parties involved) prior to a hearing to provide
efficient calling of all parties. Call data must be able to be added automatically via an electronic
interface and manually via a web page(s).

" be capable of calling and connecting all parties involved in a hearing.

not call and connect the parties involved in a hearing without being commanded fo do so by the
BOR or other authorized WFWV user.

be capable of auto-dialing extension phone numbers and navigating auto-attendant phone
systems,

be capable of dialing international numbers.

. provide both audible and visible (through the web inferface) cues fo notify the BOR when any party

becomes disconnected during the hearing. Such cues must not be a tone that would trigger
disconnect if the recording is replayed at a subsequent time.

include audio quality control, add/drop capability, and muting capability.

have a high volume capacity, such that up to 10 separate participants may participate in one
conference call.

have the capacity to set up and record 10 simultaneous hearings with at least five (5) participants

each.
be capable of hosting at least 2,000 conference calls per year, and must be scalable to 4,000

conference calls per year.

~1-866 (digital teleconferencing for BOR)



15.

16.

17.

18.

19.

20.
21.

22,

23,

be capable of recording at least 1,000 minutes of conferences per day, scalable to 2,000 minutes
per day. Calls will have an average length of 60 minutes per hearing.

allow for access, selection, and playback of prior hearing recordings during a subsequent hearing
such that all parties on the teleconference can hear the prior recording. The playback must be able
to occur while continuing fo record the subsequent hearing.

nermit users the capabiiity fo create or customize "markers” to tag or "bookmark” noteworthy
events in the recording (i.e., oath, introduction of exhibits, applicant, employer, and withess
testimony, etc).

aliow authorized staff access to hearing recordings for selection and playback.

save hearing recordings in a format (such as .wav) that does not require special software to listen
fo.

permit authorized users to make a copy of the recording via digital media and/or fiie transfer.
permit searching for recorded hearings by index values including: Applicant ID, fssue ID, Employer
Account Number, and Unemployment Law Judge's Name.

permit the user fo search for and playback bookmarked events from a hearing, while recording the
same hearing.

be available and functionally operational 99% of the time, Monday-Friday, £:00 AM. CT to 6:00
PM. CT, not including State Holidays, such that the proposed system is available and functionally
operational for 89% of all minutes within each calendar month. Force Majeure events shall not be
counted against the successiul vendor for the purposes of this requirement.

—1{)—866 (digital teleconferencing for BOR)
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State of West Virginia
WorkForce West Virginia

REQ # WWV-10-866
Cost Bid Sheet

ONE TIME COSTS:
On-Site Training

6 { estimated number of hours) x (hourly rate} = 5
System Configuration and Customization

20 { estimated number of hours} x {hourly rate} = s
initial programming

20 ( estimated number of hours) x (hourly rate} = 5

TOTAL ONE TIME COSTS $ (1)
SOFTWARE REQUIREMENTS:
ftemized list of software* required
s
TOTAL SOFTWARE COSTS: $ (2)

COST FOR CALLS:**
S - [rate per minute)
Multiplied by 130 calls per month
Multiplied by 120 minutes (2 hours per call)
Multiptied by 5 participants per call = $ {3)
Grand total of Costs (1) + {2} +(3) = S

TOTAL BID

*A list of additional computer hardware needed is to be listed separately and will be purchased under an existing State-wide
contract separate from any cortract resulting from this RFQ

#*Rate per minute should include all long distance charges, conference bridging charges, recording of hearings, storing of
recordings and retention, and unlimited access to downioad and replay recordings.

Note: The number of calls, minutes and participants provided herein are for cost estimating purposes only and are not
intended to reflect current volumes.

WWV-10-866 (digital teleconferencing for BOR)



Rev. 08/08 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.

10

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

Ridder is an individuat 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 principal place of
pusiness continuously 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 affiiate 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; o,

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 76% of the employees
working on the project being bid are residents of West Virginia who have resided in the state continuousiy 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 minimurn 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
minimur of ane 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
confinuously 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
submitted; or,

6. 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, 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 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 penalty
against such Bidder in an amount not to exceed 5% of the bid amount and that such penalty wili 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 fo disclose fo 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 ceriificate 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 wiil notify the Purchasing Division in writing immediately.

Bidder: Signed:

Date: Title:

*heck any combination of preference consideration(s) indicaled above, which you are entitled fo receive.




RFQ No.

STATE OF WEST VIRGINIA
Purchasing Division

PURCHASING AFFIDAVIT

West Virginia Code §5A-3-10a states: No contract or renewal of any contrast may be awarded by the state or any of its
political subdivisions to any vandor or prospective vendor when the vendor or prospeciive vendor or a related party o the
vendor or prospeciive vendor is a debtor and the debt owed ts an amount greater than one thousand dollars in the
aggregate.

DEFINITIONS:

“Debt” means any assessment, premium, penalty, fine, tax or other amount of money cwed fo the state or any of ifs
political subdivisions because of a judgment, fine, permit violation, license assessrment, defaulted workers' compensation
premium, penalty or other assessment presently delinquent or due and required fo be paid to the state or any of ifs
political subdivisions, including any interest or additional penalties accrued thereon.

*Debtor” means any individual, corporation, partnership, association, limiled Rability company or any other form or
business association owing a debt fo the siate or any of its political subdivisions. "Political subdivision” means any county
commission; municipaiity, 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 permitied 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 counfies or munigipaliies. “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 aciually or by effect receive or controt a portion of the benefit, profif 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.

Under penaity of faw 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.

WITNESS THE FOLLOWING SIGNATURE

Vendor's Name:

Authorized Signature: . Date:

State of

County of , fo-wit:

Taken, subscribed, and sworn to before me this ___ day of , 20

My Commission expires 20 .

AFFIX SEAL HERE NOTARY PUBLIC

Purchasing Affidavit (Revised 12/15/08)

11



