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

1. Awards will be 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 fee.

4, All services performed or goods delivered under State Purchase Qrder/Contracts are to be continued for the
term of the Purchase Order/Contracts, 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.

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

6. Interest may be paid for late payment in accardance with the West Virginia Code.

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

8. The Stafe 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 nafice to the seller.

10. The laws of the State of West Virginia and the Legislative Rules of the Purchasing Division shall govemn the
purchasing process.

11. Any reference to automatic renewal is hereby deleted. The Contract may be renewed only upon mutual written
agreement of the parties.

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

13. HIPAA BUSINESS ASSOCIATE 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/purchase/vre/hipaa.htm
and 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..

14. 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/Awww state wv.us/admin/purchase/privacy/notice Confidentiality 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 Virginia Secretary
of State’s Office, the West Virginia Tax Department, and the West Virginia Insurance Commission. 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 transfer to the State of West Virginia all rights, title and interast
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.

| certify that this bid is made without prior understanding, agreement, or connection with any corporation, firm, limited
liability company, partnership, or person or enfity submitting a bid for the same materal, supplies, -equipment or
services and is in all respects fair and without collusion or Fraud. | further cerlify that | am authorized to sign
the ceriification on behalf of the bidder or this bid.

INSTRUCTIONS TO BIDDERS
1. Use the quotation forms provided by the Purchasing Division. Complete all 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 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 fo specifications. '

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

4. 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 ime will result in bid disqualifications: Depariment of
Administration, Purchasing Division, 2019 Washington Street East, P.Q. Box 50130, Chardeston, WV 25305-0130

5. Communication during the solicitation, bid, evaluation or award periods, except through the Purchasing Division,
is strictly prohibited {W.Va. C.S.R. §148-1-6.6). :

Rev. 12/15/09
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BCSE RFQ Specifications # CSE11062

Purpose

The Acquisition and Contract Administration Section of the Purchasing Division,
hereinafter referred to as “State”, is soliciting bids for the Department of Health
and Human Resources, Bureau for Child Support Enforcement, hereinafter
referred to as “Agency”, to provide for the centralized collection, distribution, and
tracking of child support payments. This solicitation serves as notice, pursuant to
West Virginia Code §5A-3-10b, of the commodity or service being sought and is
to be considered the opportunity for vendors to indicate their interest in bidding
on such commaodity or service.

The mission or purpose of the project is to ensure that all support payments are

collected, tracked, and distributed efficiently and accurately, and that the majority

of said payments, approximately 99%, are disbursed within twenty-four hours of
_receipt.

The Vendor/contractor, hereinafter referred to as the “Vendor,” shall be
responsible for providing a centralized system for.the processing of all support
payments received under the West Virginia Child Support Enforcement Program.
This responsibility shall include, but is not limited to: receiving, opening, sorting,
and imaging mail; depositing receipts into an interest bearing account; identifying
the correct payor and payee when necessary; loading all required information
into the On-line Support Collections and Reporting system, “OSCAR;” distributing
money to the appropriate party based on a computer file generated by the
OSCAR system by means of direct deposit, debit card, and check; and
maintaining a Web-based payment option for non-custodial parents to initiate
payments by Visa, Master Card, Debit Card, and through the Automatic Clearing
House (ACH) network.

The Vendor shall in all circumstances meet the mandatory requirements set forth
in this RFQ. Mandatory requirements are those which must be met by the Vendor
as a part of the submitted bid. Failure on the part of the Vendor to meet any of
the mandatory specifications shall result in the disqualification of the bid. The
terms “must”, “will”, “shall”, “minimum”, “maximum”, or “is/are required” identify a
mandatory item or factor. Decisions regarding compliance with any mandatory

requirements shall be at the sole discretion of the State.

Background

A. Since July 1988, the Agency has used the services of a local financial
institution for its lockbox services in order to process and track receipts
and make disbursements in relation to its child support enforcement

1



program.

B. The services provided include, but are not limited to, traditional lockbox
functions such as collecting mail from a dedicated post office box, sorting
and batching the envelopes’ contents, endorsing and depositing the
remittances into an interest bearing account maintained by the Agency,
providing detailed management reports to the Agency, and disbursing
child support receipts by check, debit card, and through the ACH network,
and establishing Web-based and telephonic payment options.

C. Additional Services have included:

1.

Loading remittance information into the data base of the Agency’s
OSCAR system for the purpose of wupdating payment,
disbursement, and other case related information.

Initial research on all remittances that contain incomplete or
incorrect identifying information.

Scanning all information received with all remittances.

Receiving electronic funds transfers, including ACH/Electronic Data
Interchange (EDI) transactions, as well as initiating outgoing wire
transfers, ACH/ED! transactions, and direct deposits.

Managing the debit card program for the disbursement of child
support.

Printing and mailing disbursement checks to custodial parents and
non-custodial parents, as well as other properly identified and
approved third parties, including out of state agencies, based on
data transmitted to the Vendor each night by OSCAR.

Routine banking and financial institution services such as stop
payments, check re-issuance, and account reconciliation, and
electronic disbursement reversals.

Managing a Web-based payment and telephonic options for non-
custodial parents and third parties to initiate the payment of child
support through a Web site or toll-free telephone number by use of,
at a minimum, a Visa, Master Card, Debit Card, or through the ACH
network.

Working closely with the Agency’'s State Disbursement Unit (SDU)
liaison, who may be located on-site, to resolve “point of entry”
problems, issues, and concerns.

Required Services

The Vendor:



Shall assume full and complete responsibility for the cost and timely
accomplishment of all activities and duties required by this RFQ
and carry out those activities and duties in a competent and timely
manner. '

Shall notify the Agency in writing within 48 hours of any personnel
changes in the Vendor's management hierarchy that would be
related to the successful operation of the contract resulting from
this RFQ.

Shall cooperate and communicate with the Agency in order to
accomplish the successful performance of the responsibilities
outlined in this RFQ.

Shall agree that no aspect of its performance under the contract will
be contingent upon the Agency’s personnel or the availability of the
Agency’s resources, except for access to the OSCAR system and
the training required to perform the contract, or for those actions
arising out of the normal operation which can be expected in such
contractual relationships.

Shall submit in writing to the Agency immediately upon learning of
any situation which could reasonably be expected to adversely
affect the collection and distribution process a detailed account of
the situation, including a recommendation for resolution whenever
possible.

Shall be responsible for and have full knowledge of current and
detailed Federal and West Virginia laws, regulations, and
guidelines promulgated thereunder which are pertinent to the IV-D
collection and distribution process, as well as to the tasks and
responsibilities outlined within this RFQ.

Shall cooperate fully with any other Vendors/contractors that may
be engaged by the Agency to work on the activities related to the
collection and distribution process.

Shall recognize and agree that any and all work performed outside
the scope of this RFQ/Contract or without the consent of the
Agency shall be deemed by the Agency as gratuitous and not
subject to charge by the Vendor.



Shall be liable for any improperly disbursed support payments
when such improper payments occur as the result of normal day to
day processing errors made by the Vendor or are otherwise
attributable to the negligent or willful failure of the Vendor to adhere
to the collection and performance standards established by the
Agency, this RFQ/Contract, or State and Federal laws and
regulations. The Vendor shall reimburse the Agency for any funds
distributed to a wrong party and for any other costs incurred by the
Agency from personal injuries and/or litigation arising from such
wrongful distribution. Said funds will be immediately reimbursed
upon presentation of documentation verifying the error, even if the
Vendor has been unsuccessful with attempts to recover said funds.

Shall maintain Web-based and telephonic payment options which
must be user friendly and accessible by custodial parents, non-
custodial parents, employers, etc. with credit card, debit card, and
ACH initiated payment options available. The Agency shall send
the Vendor a daily Web-based pre-registration file. The Vendor
shall send the Agency the following daily files: Web-based payment
responses, Electronic Funds Transfer (EFT) outgoing returns, and
Web-based ACH and credit card payments and receipts/returns.

The Vendor will allow for a minimum of four (4) Automated Teller
Machine (ATM) withdrawals per month per customer from the
financial institution's ATM network at no cost to the debit card
holder.

The Vendor will maintain a 24/7 toll-free debit card cusiomer
service line and internet site with no cost to the customers for the
purposes of:

e Choosing or changing a Personal |dentification Number
(PIN);

. Reporting lost or stolen cards;

+ Requesting replacement cards;

¢  Checking remaining account balances;

e  Locating the nearest network ATM; and

e Resolving any other questions/issues regarding use of
the card.



M. The Vendor will submit a monthily report, which provides debit card
information for the preceding month’s activities, including but not
limited to:

. The total number of cards issued:
. The total number of cards cancelled;

e A list of accounts with balances having no customer
usage during the preceding six month period; and

e  Alist showing debit cards mailed but not activated.

[If necessary, other reports may be added during the transition
phase of the project as required by the Agency.]

N. The Vendor will provide at least one network ATM in each of
West Virginia’s 55 counties.

Mandatory Requirements
Access Requirements:

To insure compliance with the contract and for any other reason the
Agency deems appropriate for the effective and continuing operation of
the centralized collection and distribution process, the Agency and ifs
authorized representatives and designees shall at all times have the right
to enter any premises of the Vendor used in the performance of the
contract, including the centralized coflection and distribution operations
site, or such other place where duties of the contract are being performed.
The Agency’s right of access shall be exercised in order to inspect,
monitor, or otherwise evaluate the work performed or being performed
therein, or to elicit information concerning the operation of the centralized
collection and distribution function. All such instances of access shall be
undertaken in such a manner that will not unduly disrupt the Vendor's
operations or performance under the contract, and shall be coordinated
through the responsible Vendor representative and account officer.

Confidentiality of Respondent and Client Information:

A The Vendor, its officers, agents, employees and subcontractors
shall treat all information, including Federal and State tax
information, with particular emphasis on information relating to
customers and litigants, which is obtained through performance
under the contract, as confidential information to the extent required
by the laws of the State of West Virginia and of the United States,
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as well as any regulations promulgated thereunder.

1. Allindividually identifiable information relating to any customer

<+~ and litigant shall be held confidential and shall not be
disclosed by the Vendor, its officers, agents, employees, or
contractors without the prior written approval of the Secretary
of the Department of Health and Human Resources or his/her
designee.

2. The Vendor may not at any time furnish case file information
or documentation to any requesting customer or litigant.

3. The use of information obtained by the Vendor in the
performance of its duties under any contract resuiting from this
RFQ shall be limited to those purposes directly connected with
such duties.

4. The Vendor shall advise the Agency within 48 hours of any and
all requests received for information described in this RFQ.

B. The Vendor shall be responsible for assuring that any agreement
between itself and any of its officers, agents, employees, or
subcontractors contains a provision which strictly adheres to the
provisions of confidentiality as described in this section.

Payment Processing.

The Vendor shalt provide the following services in refation to processing
payments, which are received by mail, electronically through the ACH network,
through the Web-based payment option, or through any other means or medium.

A.  Mail Extraction and Scanning Equipment

The Vendor shall be responsible for supplying, programming, and
implementing Mail Extraction Equipment. This equipment must
provide scanned electronic images that will be fransmitted to a
workflow environment for processing.

B. Receipt of Mail:
1. Shall maintain a post office box dedicated to the receipt of child
support collections and related activities.

2. All mail shalt be transported directly to the Vendor's operations
center each business day, unopened.
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3. All mail shall be opened on the day of receipt. Every envelope
received shall be candled in order to ensure that the entire
content of each envelope is removed. Candling is the process
of slitting all three sides of the envelope and laying it open on a
lighted table. This process will be completed by the Vendor who
will ensure that 99.999% of the time the entire contents of an
envelope will be removed. All envelopes that contain
correspondence shall be segregated from the other envelopes.
The Vendor shall remove all correspondence from each such
envelope and shall physically deliver both the envelope and the
correspondence to the Agency's SDU liaison daily.

4., The Vendor shall review each receipt for the foliowing
exceptions:

a. Amount- When the writien amount and the numeric
amount disagree, the remittance documents shall be
returned to the maker.

b. Date- The Vendor shall notify the Agency upon
receipt of a post-dated or stale dated check. (A stale
dated check is any check that is more than six months
old, unless otherwise stated.) The Agency will either
approve the check for deposit or instruct the Vendor
to return the check to the maker, indicating that it is
stale dated or post dated.

C. Signature- All checks received which are not properly
signed and/or endorsed shall be returned to the
maker. The Vendor shall indicate to the maker that
the check is being returned because of an illegal or
missing endorsement, an endorsement not as drawn,
a missing signature, or other appropriate reason. All
legal endorsements shall be honored.

d. Payee- Unless otherwise notified by the Agency, any
time the payee identified on the check is significantly
different from “Bureau for Child Support Enforcement”
the envelope, along with all of the related information,
shall be forwarded to the Agency for further
processing.

5. After removing the documents from the envelopes and sorting
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the payments from the correspondence, the Vendor shall
immediately endorse each payment. “For Deposit to the
Account of the Within Named Payee.” The endorsement shall
clearly include the date the mail is received by the Vendor.

Document Imaging and Retrieval

1.

Vendor shall provide a scanning solution to securely transform
payments and correspondence into electronically retrievable
information which can be quickly accessed by the Agency and
Vendor's staff.

Vendor's scanning solution must provide for the safe and

secure electronic capture, storage, retrieval, and distribution of

all documents retrieved from the post office box, including
checks and payment documentation.

Vendor shall provide the Agency with the electronically imaged
information on a daily basis.

The electronically imaged information must be provided in a
format that allows Agency staff to instantaneously retrieve the
secured, electronic documents from their desktops for viewing,
annotating, faxing, printing, or e-mailing.

Deposits:

1.

All payments shall be deposited into an interest bearing Daily
Deposit Account (DDA) within twenty-four hours of receipt. All
monies shall be deposited into a financial institution which is
designated or eligible to be designated as a State Depository
pursuant to West Virginia Code, Sections 12-1-1 et seq., in
addition to being a direct participant in the Federal Reserve
Automated Clearing House System. Receipts not deposited in
the Agency’s account shall be secured in an Office of
Management and Budget (OMB) approved safe when they are
not being processed. The Vendor shall maintain records that
will disclose the dates that payments are received and
subsequently deposited. Performance of this standard will be
measured periodically by review of the Vendor’s office records.

The Agency’s operating account shall be established as a zero
balance account with a corresponding interest bearing account.
The Vendor will debit/credit the interest bearing account daily

8
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E.

based on the monetary needs of the Agency’'s operating
account. The interest bearing account shall bear a variabie
interest rate based on such interest indices as shall be mutually
agreed upon, including but not limited to, the current T-Bili rate,
Fed Funds, or Standard Savings indices. The spread on this
rate shall be part of the cost proposal fo this RFQ. The Agency
understands that there will be balance requirements attached to
any account for which a rate is quoted. The Vendor shall
provide full disclosure with regard to the computation of any rate
applied to the Agency’s interest bearing account.

The Vendor shall have the right to charge the Agency's
operating account for any checks that have not been honored
by the drawee bank and subsequently returned. Said checks,
along with the debit advice, shall be forwarded to the Agency
along with the daily attachments.

. In those instances where the financial institution’s processing

center is physically located outside the Charleston, West
Virginia, area, rather than transporting the receipts to the
processing center by a courier who might be delayed by
inclement weather, the Vendor must use electronic cash letters
prepared in Charleston where the receipts are received which
reduce the receipts to digital images and electronicalily forward
them to the operational center to process and make all deposits
to the Agency’s account, so that, pursuant to Federal mandate,
the daily receipts will be credited to the Agency’s account on the
same day they are received.

Entry of Payment Information into OSCAR:

1.

Payments shall be sorted into two categories for processing:

a. Payments accompanied by remiftance documents, whether
generated by OSCAR or an employer, shall contain the
necessary information for processing into the OSCAR

system without further inquiry. Entry should be made based on

information contained on the remittance.

b. Payments not accompanied by remittance documents, or
remittance documents that have been determined to contain
incomplete or erroneous information, shall require the
Vendor to inquire into the appropriate OSCAR data files in
order to identify the appropriate and correct case related
information.  Every available related resource shall be
utilized in an effort to identify the payment. If the payment is

9
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G.

still unidentified after all resources have been exhausted, the
Vendor shall enter the receipt as an “Unidentified Receipt.

Payment information, with the reconciliation record included, must
be entered into OSCAR by the receipts file created by the Vendor's
mail extraction and scanning equipment.

Whenever necessary, hand-keying of the information into OSCAR
is acceptable.

Balancing Batch Entries to the Daily Deposit:

All payments entered into OSCAR on any given day must balance to the
totai amount deposited to the Agency’s account for that day. Once the
day’s receipts have been entered and balanced to the deposit, the Vendor
shall reconcile the batch as being complete. The batch will then be
processed and the payments alflocated by a nightly programming job in the
OSCAR system which is controlied by the Agency. Each day’s receipts
shall be processed and included in an approved batch on the same day
they are received.

Error Rate:

1.

2.

The Vendor shall not exceed a processing error rate of two one
hundredths of one percent (.02%). This error rate shall be calculated
by dividing the number of errors by the total number of receipts
processed in any one month: ie., 100 errors/80,000 receipts =
.00125% error rate. Payments may be defined as all those payments
received that are to be credited to a non-custodial parent’s account,
whether single or multiple accounts, and those that are ultimately
credited to the operating account as unidentified. An error exists if
there is a failure to process a receipt within the payment processing
standard, a failure to credit the correct amount to the appropriate case
or unidentified category, or failure to identify or credit the correct
OSCAR case to which a payment should be processed given the
identifying information provided. Failure to process a payment entirely
from receipt through credit to an OSCAR case shall be counted as an
error for inclusion in the error rate calculation.

Fach month the Vendor shall take a sampling of the payment
transactions from the previous month using standard statistical
sampling techniques that shall allow the disclosure of an accuracy
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rate of 99.8% or an error rate of no more than .2 %, with a 95%
confidence level and a standard deviation of no more than .1%. The
Vendor shall perform the sampling monthly, including in the universe
all those receipts received in the previous month.  All the work
papers and sample transactions shail be retained by the Vendor
from audit period to audit period and may then be discarded. A
summary of this sampling, including the error rate calculation, will be
provided to the Agency each month.

The monthly analysis of the payment processing error rate shall be
conducted by the Vendor and verified by the Agency. The Agency,
at its option, may conduct its own analysis, which will take
precedence over the Vendor's analysis.

H. Project Management

1.

The Vendor must provide a proposed work plan which
demonstrates that the Vendor can provide the
products and services which are the subject of this RFQ.

The Vendor must use a formal and documented project
management approach based on Project Management Institute
(PMI) industry standards and guidelines (http://www.pmi.org).
Microsoft Project or comparable software tools must be used to
develop the work plan that includes tasks, milestones and
deliverables. The Vendor must accomplish the work plan
milestones and deliverables as scheduled. The Vendor shall
designate a full-time project manager.

The Vendor must provide a list of all deliverables and the due date
of those deliverables by task. The Vendor shall provide a ten (10)
workday review period by the State, a five (5) day revision time by
the Vendor and an additional five (5) day re-review period by the
State.

Disbursement Process:

Each business day, the Agency shall transmit to the Vendor data files
containing information for payees to whom disbursements are to be
effectuated. The Vendor's responsibilities will include:

A. Check Stock:
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The Vendor shall maintain on hand sufficient supplies of checks to
allow for the generation of checks for at least two months, Checks will
be used for those disbursements not made by ACH or Debit Card.

The Vendor shall be required to maintain a log of dates, time
and check numbers provided to the Agency.

Receipt of Disbursement Information:

1.

The computer data files containing disbursement information to be
used in printing child support checks, effectuating ACH
disbursements, or uploading Debit Card information shall be
electronically transmitted to the Vendor by the Agency’s computer
center, Management Information Services (MIS), as follows:

The check files and Debit card fites shall be transmitted at 6:00
a.m.

The ACH files shall be transmitted at 2:00 p.m.

. The Vendor shall maintain a log which records the date and time

the disbursement data files were received from the Agency and the
respective disbursement dates the data files represent.

Check Printing and Mailing:

1.

Each day, the Vendor shall print ali of the checks required as a
result of the previous business day's OSCAR nightly account
processing which appears on the daily OSCAR disbursement data
file. These checks shall meet the definition of negotiability as set
forth in West Virginia Code Section 46-3-104.

_The Vendor shall hold the checks until 12:00 PM in order to allow

the Agency time to review the disbursements file and, as may be
necessary, request checks to be pulled and not disbursed.

_All checks printed each day shall be prepared for mailing and

delivered by the Vendor to the US Postal Service no later than 3:00
PM that day. (The per check fee to be quoted by the prospective
Vendors in their cost proposals should include the postage amount
for mailing.) The envelopes used for mailing shall clearly dispiay
the Agency's return address so that undeliverable checks will be
returned to the Agency and not the Vendor.

. The Vendor shall be required to include envelope stuffers with the
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disbursement chécks from time to time. Stuffers are defined as
client notification information prepared by the Agency. These
stuffers must be tri-folded letter sized.

_ The Vendor shall provide the Agency with a monthly statement of
all checks written, ACH transactions initiated, and Debit Card
uploads from the coliection/disbursement operations account. The
Agency prefers this statement be provided in secure electronic
format. The Vendor must return a file to the Agency containing the
check number and check date for every disbursement record sent
in the initial check file. Furthermore, the report must be in a format
that can be converted to a compact disc (CD) and the Vendor must
provide the Agency with a minimum of three CD copies of this
report. This report must provide the following information and
features: '

a. Must show all returns and exceptions, including
checks and ACH transactions. This must include not only
items that have been sent to the Agency for payment of
court-ordered child support, but also outgoing child support
payments which are returned to the Agency due to “no
account,” “account closed,” etc.

b. Must show checks paid in descending order by
check amount as well as showing checks paid in ascending
order by check number;

C. Must show account balance and transaction detail;

d. Must contain a one-page account summary, including:
(1)  Opening ledger;
(2)  Credits;
(3)  Debits;
(4)  Closing iedger;
(5)  Total float;
(6)  Float adjustment;

(7)  Total monthly credits;
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(8)  Total monthly debits;

(9)  Average debits and credits, both monthly and year to date;
(10) Total ACH credits;

(11) Total ACH setilement debits;

(12) Total checks paid; and

(13) Total deposited items returned.

e. Must show opening ledger, closing fedger, closing available, one
day float and 2+ days float.

E. Debit Card:
1. Vendor's Responsibility:

a. The Debit Card shall be a branded VISA or MasterCard,
shall operate via the VISA or MasterCard network, shall be
accepted by any participating merchant, and shall allow for
PIN based and signature based purchases.

b. The Debit Card must be “Regulation E" compliant. The
Agency is a government entity, and Section 205.15 of
Regulation E applies.

¢. The Vendor will assume all “Regulation E” responsibility for
the Debit Card, including the providing of monthly
statements by mail to cardholders. At the cardholder's
option and agreement, secure electronic copies available on
the website may be substituted for paper copies.

d. The Vendor will accept, at a minimum, the foliowing data
elements to establish a customer account:

First Name
Last Name
Address Line 1
Address Line 2
City
14



State

Zip Code

Phone Number (if known)
Social Security Number
Date of Birth

OSCAR PIN Number

. The Debit Card must perform through an operating ATM
network and allow for withdrawal of cash through a normal
ATM ftransaction.

" The card must operate as a Debit Card and have no line of
credit associated with it.

. The Vendor will provide and issue the initial cards to the
customers at no cost to the Agency.

. The Vendor will issue a Debit Card to the customer within 15
days after receipt of the account set-up information from the
Agency.

The day after receiving the enroliment file from the Agency,
the Vendor will notify the Agency that the account is ready to
accept deposits and will provide the Agency with the account
number.

The Vendor will be responsible for the issuance of
replacement Debit Cards to the cardholders. The Vendor
shall issue one free replacement Debit Card per cardholder .
per year. Thereafter, each cardholder will be responsible for
paying the cost of any subsequent replacement cards.

~ The network must be accessible to customers and the

technology used must be currently active and availabie
throughout the state.

Due to the anticipated volume, there must be an automated
procedure for an electronically secure data connection to
accept customer account information on a daily basis (i.e.,
new accounts, updates), requiring no manuai entry of data

15



[l

by the Agency.

Funding transactions from the Agency to the financial
institution will be made according to the National Automated
Clearing House Association (NACHA) approved Cash
Concentration of Disbursement accompanied by one
addenda record (CCD+) format for child support
transactions.

Funds must be processed and credifed to the customer's
account so that they are available by close of business on
the day that the funds settle to the financial institution.

The Vendor will allow the Agency to initiate, if necessary,
reversals for any customer entries made in error to the
account, per NACHA regulations.

The Vendor must be Federal Deposit Insurance Corporation
(FDIC), Federal Savings and Loan insurance Corporation
(FSLIC), or National Credit Union Savings Insurance Fund
(NCUSIF) insured, affiliated with a VISA or MasterCard
system, and EFT capable, using NACHA regulations.

. The Vendor must not deny any eligible customer referred by

the Agency for participation in the Debit Card Program.

The Cardholder may not make deposits or add value to the
card.

The Cardholder will not be able to obtain checks or negotiate
checks against the card or the underlying account.

The Vendor will provide the cardholders with the instructional
material associated with the card at no cost to the Agency.

The Vendor will notify the customers in advance of changes
in policy that affect them and/or their accounts at no cost to
the Agency.

The Vendor will notify the Agency in advance of any changes
effecting cardholders at no cost to the Agency.

The Vendor will treat any cardholder of the Agency's Debit

Card as it would any cardholder of a non-agency card. This
16
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will include all services provided to all cardholders of the
financial institution’s Debit Card that are not in conflict with
any of the above listed guidelines.

x. The Vendor will provide, at a minimum, monthly status reports

Y.

during the transition, testing, and implementation phases of
the project. The report will contain, at a minimum, the
following items:

o Tasks that were completed that month;
e Tasks to be completed the following month; and
« Outstanding issues that need to be resolved.

Due to the numbering scheme currently in use, new cards
and new numbers may have to be issued to existing BCSE
debit card customers, at the Vendor's expense.

2. The State’s Responsibilities:

a.

The Agency will initialty refer only those customers that had
four or more distributions during the preceding 12 month
period.

Thereafter, the Agency will only refer new customers when
any of the following occur: :

+ The customer’s case with the Agency changes from an
establishment case to an enforcement case;

o The customer opens a new case with the Agency as
an enforcement case; or

¢ The customer has a distribution in a case which does
not aiready have a Debit Card.

Customers will not be referred to the Vendor if they meet the
Agency’s exception criteria which limits their ability to access
account funds electronically.

. The Agency will inform the Vendor when a customer is no

longer required to have a Debit Card.

The Agency will continue to provide its customers with both
a 24/7 Interactive Voice Response System and an internet
site which allow customers to access case payment and
other child support information. Through these systems, the
parent can find the date the payment applied to his/her
cases(s).
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3.

Required Scope of Work for Debit Cards:

a.

The Vendor will allow the Agency to provide a name for the
Debit Card. .-

The Vendor will allow the Agency to choose an appropriate
graphic for Debit Card from the graphics available through
the partner financial institution.

The Vendor will allow the Agency to provide a graphic for the
Debit Card if a suitable graphic is unavailable through the
financial institution.

The Vendor will allow the Debit Card to remain active until
the Agency indicates otherwise.

The operating network will make every effort to disallow any
transaction that causes the cardholder to exceed the amount
available in the account and will be responsible for
recoupment of any overdraft from the cardholder at no cost
to the Agency.

The Vendor will not charge a monthly account fee to the
Agency or the Cardholder.

The Vendor will allow for withdrawals at the financial
institution's teller window at no cost to the cardholder.

The Vendor will allow the cardhoider to choose and change
a PIN.

The Vendor will allow the Agency to have the final approval
of the instructional materials provided with the Debit Card.

The Vendor will notify the Agency when a Debit Card is
returned by the United States Postal Service as
undeliverable, and must allow for the automatic re-issuance
of debit cards that have been returned as undelivered when
a new or updated address for the cardholder is received.

The Vendor will send daily response data files which wiil
inform the Agency of the date the account is created and its
associated account number. If the account cannot be
created, the appropriate error reason will be sent in the
response files.

The Agency and the Vendor will exchange any cardholder

demographic changes, including name and address

changes, in a daily batch file that will update the cardholder

information so that the cardholder does not need to make

multiple calls to accomplish demographic changes. The

Vendor will also send the Agency daily account and card
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F.

1.

status changes.

m. The Agency would like for the Debit Card cardholders to
have the option to have ongoing monthly bills automatically
“debited from their child support accounts. These automatic
monthly debits will be made only if sufficient funds exist to
make the required payment. At no time will a payment be
made that creates a negative balance.

n. As a general rule, Debit Cards will not be sent to individuals
residing in foreign countries. However, each potential
occurrence may need to be dealt with on an individual basis.
The Agency recognizes there may be limitations for issuing
foreign cards. Therefore, the successful Vendor will work
with the Agency to resolve these issues.

0. The Vendor will begin issuing the initial Debit Card to
customers no later than six months after the date of the
contract.

p. The Vendor will begin to accept initial deposits from the
Agency no later than 10 days after the initial cards are
distributed to the cardholders.

q. When requested by the cardholders, the Vendor shall send
them e-mail or text messages informing them of deposits to
their Debit Cards.

Reporting:

The Vendor shall prepare for the Agency a detailed daily listing of all
checks printed, ACH disbursements effectuated, or Debit Cards
uploaded which will include the payee, amount paid, date paid, and
the check or trace number or Debit Card upload identifying
information as may be appropriate.

Each month the Vendor shall provide the Agency with a status report
of the Agency’s operating and interest bearing accounts as of the last
business day of the month. This report will include, at a minimum,
deposit amounts credited to the account, disbursements charged
against the account, and a list of outstanding checks.

The Vendor shall make daily cash management information available
to the Agency on-line. This information shall include normal account
information, including one day float and extend float information.
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4. The Vendor must provide the Agency with the ability to:

a. See, approve, and pay or return items that have
been rejected due to stop pay, duplicate items, stale dated
checks, etc.;

b. Electronically transfer money between the Agency’s
accounts or to send money to an individual third
party or outside bank account (this ability entails generating
a check without linking it to a specific case);

C. Stop payments on checks as well as remove
stop payment requests;

d. Research, identify, and print copies of credits to
the Agency's accounts resulting from recall request of
outgoing ACH transactions;

e. Research and retrieve images of paid items; and

f. Research and print images of incoming items.

G. Disbursement Errors:

1. The Vendor shall ensure that all disbursements wili be made for the
correct amount and to the correct beneficiary. An error exists if there
is a failure to disburse funds within the established performance
standard. Failure to verify the accuracy of the disbursement dates on
the Agency’s disbursement file so that duplicate payments are issued
will result in disbursement errors being charged against the Vendor.

- Reimbursement to the Agency for such errors is expected.
2. Performance under this standard shall be monitored by the Agency.

The Agency's local offices will report potential disbursement errors and
the Agency will review and verify the existence or non-existence of any
reported errors. Errors that result in the disbursement of funds for the
wrong amount or to the wrong individual will resulf in the Vendor being
liable to the Agency for the full amount of said funds, as well as any
related costs and expenses incurred by the Agency in each and every
case.

3. The potential for loss resulting from disbursement errors through the

use of Direct Deposit or Debit Card is greater than with check
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disbursements. This fact is due to the elimination of float funds and
the immediate availability of funds to the recipient. Errors attributed to
the Vendor and resulting in a loss to the Agency will resuit in the
Vendor's being liable for a full reimbursement to the Agency after a
written request with supporting documentation attached is presented to
the Vendor by the Agency.

H. File Transfers

All file transfers shall be made with Sterling’'s Connect Direct software or
its equivalent. These files include:

File Description Created Frequency
by
File of checks WV BCSE | Monday-Friday
Requested to be
printed
Checks requested BANK Monday-Friday

response file
containing check
numbers and check

date

File containing BANK Monday-Friday
Paid/Cashed or Voided

checks

Incoming ACH receipts | BANK Monday-Friday

(Employers, Qut-of-
State (O0OS) agencies)
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File Description Created Frequency

by
Outgoing ACH WV BCSE | Monday-Friday
disbursements (Direct
Deposit, Debit Cards &
QO0S ACH)
Response file from the | BANK Monday-Friday
outgoing ACH file
Debit card enrollment | WV BCSE | Monday-Friday
file
Debit card BANK Monday-
acknowledgments file Saturday
(includes DDA
numbers)
Debit card file for BANK Monday-
demographic & card Saturday
status updates
Web based payment BANK Monday-Friday
response file
Web based payment WV BCSE | Monday-Friday
Pre-Registration file
Web based ACH & BANK Monday-Friday

Credit Card payments.

Receipts/Returns file
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File Description Created Frequency

by
EFT outgoing returns BANK Monday-Friday
file
Receipts from BANK Monday-Friday
Document
Imaging System

Repayment Lockbox Services:

A

The Vendor shall be responsible for collecting, processing, and
depositing all payments forwarded to a separate lockbox designated
for repayments and receipt of expense reimbursements. This
lockbox shall be separate and in addition to the operations lockbox
established for regular support payments. These remittances will
represent payments made to the Agency for situations in which
there was an incorrect or over-distribution of child support collected,
as well as reimbursements established by court order for expenses
incurred by the Agency, such as court costs or paternity testing.

The Vendor shall provide the following repayment processing
services:

Mail Extraction and Scanning Equipment

The Vendor shali be responsible for supplying, programming, and
implementing Mail Extraction Equipment. This equipment must
provide for scanned electronic images that will be transmitted to a
workflow environment for processing.

Receipt of Mail:

1. Shall maintain a post office box dedicated to receiving mail
relating to repayments and expense reimbursement.

2. All mail shall be transported directly to the Vendor's

operations facility each business day, unopened.
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Once at the Vendor’'s, ail mail shall be opened on the day of
receipt. Every envelope received shall be candled in order to
ensure that the entire contents of each envelope is removed.
Candling is the process of slitting all three sides of the
envelope and laying it open on a lighted table. This process
will be completed by the Vendor who will ensure that
90.999% of the time the entire contents of the envelope will
be removed. Ali envelopes that contain correspondence shalt
be segregated from the other envelopes. The Vendor shall
remove all correspondence from each such envelope and
shall physically deliver both the envelope and the
correspondence to the Agency’s SDU liaison daily.

An electronic copy of each remittance document shall be
made on the day the remittance is received. The electronic
copy and any documentation included with the remittance
shall be forwarded fo:

The Bureau for Child Support Enforcement
Repayment Unit

The Vendor shall review each receipt for the following
exceptions:

a. Amount- When the written and numerical amount
disagree, the remittance document shall be returned
to the maker.

b. Date- The Vendor shall notify the Agency upon
receipt of a post-dated or stale dated check. (A stale
dated check is any check that is more than six months
old, unless otherwise stated.) The Agency will either
approve the check for deposit or instruct the Vendor
to return the check to the maker, indicating that it is
stale dated.

C. Signature- All checks received which are not properly
signed and/or endorsed shall be returned to the
maker. The Vendor shall indicate to the maker that
the check is being returned because of an illegal or
missing endorsement, an endorsement not as drawn,
a missing signature, or other appropriate reason. All
legal endorsements shall be honored.

d. Payee- Unless otherwise notified by the Agency, any
time the payee identified on the check is significantly
24
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different from “Bureau for Child Support Enforcement”
the envelope, along with all of the related information,
shall be forwarded to the Agency for further
processing.

Document Imaging and Retrieval

a. Vendor shall provide a scanning solution to securely
transform  payments and correspondence  into
electronically retrievable information which can be quickly
accessed by the Agency and Vendor’s staff.

b. Vendor's scanning solution must provide for the safe and
secure electronic capture, storage, retrieval, and
distribution of all documents retrieved from the post office
box, including checks and payment documentation.

¢. Vendor shall provide the Agency with the electronically
imaged information on a daily basis.

d. The electronically imaged information must be provided
in a format that allows Agency staff to instantaneously
retrieve the secured, electronic documents from their
desktops for viewing, annotating, faxing, printing, or e-
maiting.

After removing the payments from the envelopes and
separating them from the correspondence, the Vendor shall
immediately endorse each payment “For Deposit to the
Account Within Named Payee,” or other such legal
endorsement as may be appropriate. This endorsement shall
clearly include the date the mail is received by the Vendor.

All payments shall be deposited into the Agency’s interest
bearing repayment account within twenty-four hours of
receipt. All monies shall be deposited into a financial
institution designated or eligible {o be designated as a State
depository pursuant to West Virginia Code § 12-1-1 et seq.,
shall be a member of the FDIC, in addition to being a direct
participant in the Federal Reserve Automated Clearing
House System. This account shall be separate and in
addition to the operations account established to receive
regular child support payments. The Vendor shall establish
a procedure whereby the repayment funds shall periodically
be transferred to another account upon receipt of written

25

31



10,

instructions from the Agency.

The repayment account shall be established as a “zero
balance account” with a corresponding interest bearing
account. The Vendor shall debit/credit the interest bearing
account daily based on the monetary needs of the
repayment account. The repayment interest bearing
account will bear a variable interest rate based on

based on such interest indices as shall be mutually
agreed upon, including but not limited to, the current

T-Bill rate, Fed Funds, or Standard Savings indices.

The Agency realizes that there will be a balance requirement
attached to any interest rate quoted for this account. The
Vendor shall provide the Agency with full disclosure with
regard to the method used by the Vendor to determine the
applicable interest rate.

In those instances where the financial institution’s
processing center is physically located outside the
Charleston, West Virginia, area, rather than transporting the
receipts fo the processing center by a courier who might be
delayed by inclement weather, the Vendor must use
electronic cash letters prepared in Charieston where the
receipts are received which reduce the receipts to digital
images and electronically forward them to the operational
center to process and make all deposits to the Agency’s
account, so that, pursuant to Federal mandate, the daily
receipts will be credited to the Agency’s account on the
same day they are received.

Electronic Funds Transfer; Automated Clearing House/Electronic Data
Interchange(ACH/EDI):

A

The Agency's automated OSCAR system has been designed and
developed to accommodate electronic funds transfers through a
Vendor's ACH/EDI participation.  Transactions will follow the
Bankers Convention Corporate Trade Exchange (CTX), CCD+, or
Prearranged Payment and Deposit (PPD) format as is appropriate.

The Vendor's responsibilities shalt include:

1.

2.

Receiving transmissions from the Agency which contain
information for outbound transactions/direct deposit;

Receiving data transmissions from the ACH network which
contain inbound information regarding child support
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System Transition:

A

payments for entry into the OSCAR system;

Sending data transmissions to the ACH network which
contain information for credit to financial accounts belonging
to recipients of the Agency's services, as well as to other
state’s distribution units;

Crediting the Agency’s account with the proper fransaction
amount for all inbound ACH transactions and providing the
Agency with the appropriate credit advices;

Charging the Agency’s operating account for the proper
transaction amount for all outgoing ACH transactions and
providing the Agency with the appropriate debit advices; and

Providing the Agency with an operational/logistical
procedure that would ensure that ACH/EDI transactions are
handled in a timely manner, as well as ensuring that the
proper balances and controls are in place.

The following requirements encompass the tasks that the Vendor
must complete prior to performing the centralized coliection and
distribution function. The objectives are as follows:

1.

Shall work closely with both the Agency and the existing
Vendor in order to provide for an orderly and controiled
transition from the current Vendor to the new Vendor.

Shall work closely with both the Agency and the existing
Vendor in order to minimize any disruption of processing and
the services provided to the Agency's local offices and the
recipients of the Agency’s services.

Shall work closely with both the Agency and the existing
Vendor in order to maintain the ievel of effectiveness
required by the performance standards set forth in this RFQ.

The following requirements encompass the tasks that the Vendor
must complete prior to ceasing the centralized collection and
distribution function if the Vendor is not awarded a new contract
upon the expiration of this contract. The objectives are as follows:

1.

Shall work closely with both the Agency and the new Vendor
in order to provide for an orderly and controlled transition
from the Vendor to the new Vendor.
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2. Shall work closely with both the Agency and the new Vendor
in order to minimize any disruption of processing and the
services provided to the Agency's local offices and the
recipients of the Agency's services.

3. Shall work closely with both the Agency and the new Vendor
in order to maintain the tevel of effectiveness required by the
performance standards set forth in this RFQ.

State Responsibilities:

A.  Training:

1.

The Agency shall provide training which shail be
accomplished through a mixture of formal and on-the-job
sessions. Training shall focus on providing the Vendor's
management and front line staff with information regarding
all operational aspects of the collection and distribution
process, the appropriate OSCAR screens and functions, and
the appropriate Federal rules and regulations. The Agency
shall provide all the instructional materials necessary to
successfully complete this training.

An experienced transition team shall be established by the
State in order to assist the Vendor to overcome any
problems or obstacles which might occur and to ensure a
smooth transition from the existing Vendor to the new
Vendor.

The Agency shall provide test data files for the Vendor's use in
testing the operation of its collection and distribution processes.
The Agency owns all of the computer programs, manual
procedures, operating plans, documentation, data, records, and
any related items arising out of the collection and distribution
process, and shall make any and all of this available to the Vendor

- when it is deemed necessary for the successful accomplishment of

the contract.

Vendor Responsibilities:

The Vendor is required to begin participation in transition activities no later
than six months prior to the assumption of the centralized collection and
distribution process. Vendor responsibilities during the transition period
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shall include the following:

A

Management Team:

The Vendor shall assemble a fully functional management team
during the first two weeks of the transition period. Furthermore, the
Vendor shall provide the Agency with the names and biographical
sketches of all management team members. After the transition
period expires, the management team shall assume full and
complete responsibility for the centralized collection and distribution
process.

Planning:

Immediately upon notification of selection, the Vendor shall prepare
a detailed transition plan for the Agency's approval. The plan, at a
minimum, shall include:

1. Planned activities;

2. Staffing levels;

3. A time line for completion and appropriate deliverables;

4. A checklist for review and acceptance by the Agency of the
policies and procedures developed by the Vendor to
accomplish a successful transition; and

5. A detailed disaster recovery/business contingency plan

which shall be approved by the Agency and must be
submitted prior to the expiration of the three month transition
plan.

Operating Facility

The Vendor shall establish an operating facility at a single site
through use of existing facilities, expansion of existing facilities, or
acquisition of a new facility. The operating facility for meeting the
contract requirements shall be located within a five mile radius of
the Agency's main office in Charleston, West Virginia. The Agency
must tour and inspect the facility several times a year to insure
compliance with State and Federal laws as well as with this
contract. The Agency personnel who conduct these inspections
are located in the Agency’'s main office in Charleston, West
Virginia. Additionally, the Agency is required by Federal law to
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receive child support payments at its main office, so the Vendor
must be located where an Agency courier can safely walk daily
receipts, including cash, to the Vendor's facility each day.
Furthermore, the Agency will have an employee stationed at the
Vendor's facility as an on-site liaison who must make several trips
each day between the Agency's main office and the Vendor's
facility. Finally, the Agency’s employees also provide back-up
staffing to the Vendor in times of emergencies. For all these
reasons, therefore, the Vendor's facility should ideally be located
within walking distance of the Agency’s main office in Charleston,
West Virginia.

The purpose of the operating facility shall be the Vendor's
performance of the centralized collection and distribution function in
accordance with the provisions set forth in this RFQ and any
resulting contract.  While other unrelated functions may be
performed at the Vendor's operating facility, the centralized
collection and distribution of support payments must be operated
with a dedicated staff in a manner that clearly separaies these
actions from any other functions performed at that facility. The
Vendor shall be responsible for all modifications to the facility,
including those required to house OSCAR equipment and software,
as well as document imaging hardware and software. In addition,
the Vendor shall be responsible for establishing and maintaining
the needed security, fire control, telephone lines, and related
equipment for the facility other than that provided by the Agency,
and shall be responsible for all of the costs related thereto. The
Agency reserves the right to reject the operating facility established
by the Vendor.

OSCAR Equipment:

The Vendor shall purchase video display terminals or PC's, related
equipment, and software, as well as maintenance on the same,
sufficient to successfully accomplish the centralized collection and
distribution function as outlined in Page 14 through Page 28 of this
RFQ. This must include terminal emulation software such as
Seagull's Blue Zone to access the State’s IBM mainframe.

Testing
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The Vendor shall provide test data files for the Agency's use in
testing the operation of its collection and distribution processes.

F. Operating Procedures:

1.

The Vendor shall design and develop detailed written
operating procedures, as well as complete the necessary
administrative coordination and planning for each of the
following operational functions, in order to ensure that each
is performed in accordance with the performance standards
as set forth in this RFQ.

a. Shall include incoming Payment Processing-- mail,
ACH, Web-based, and Integrated Voice Response

(IVR);
b. Shall provide Payment Processing- [nquiry and eniry;
C. Shall provide Disbursement Process—Check, ACH,
Debit Card,;
d. Shall include Banking Services;

e. Shall include Security and Confidentiality; and
Shall include Disaster Recovery Plan.

The operating procedures and related administrative
functions shall be established and in place prior to the
Vendor assuming responsibility for any part of the
centralized collection and distribution process. All
procedures shall be coordinated with and approved by the
Agency prior to implementation.

G. Administrative Functions:

1.

The Vendor must implement normal banking processes
relating to accounting, purchasing, internal audit, balancing,
financial controls, and other administrative functions relevant
to this RFQ prior to assuming responsibility for the
centralized collection and distribution process.

Complete accounting reports detailing the Vendor's cost,
including start up/transition costs, shall be required by the
Agency for the transition period and shall be part of the
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H.

Vendor's cost proposal.

Impiement Personnel Function and Begin Hiring:

The Vendor shall ensure that sufficient experienced and trained
staff are available to complete the centralized collection and
distribution process without any disruption of service to the local
offices and recipients of the Agency's services. The personnel
function is to be established and all hiring/training completed prior
to assuming the responsibility for the centralized collection and
distribution process.

Training New Personnel:

The Vendor shall be responsible for staffing the centralized
collection and distribution function with experienced and trained
personnel. In order to take advantage of the Agency's specialized
training, the Vendor shall commit sufficient personnel for the formal
and on-the-job training offered by the Agency in accordance with
the transition plan. The Vendor shall be responsible for monitoring
the training of its personnel during the transition period. The
Vendor shall also be responsible for notifying Management
Information Services (MIS) within 24 hours when any staff
terminate employment at the SDU.

Disaster Plan:

The disaster plan presented as part of the transition plan shall be
developed into a fully functional and documented plan during the
transition period. Backup equipment shall be tested for
compatibility and capacity and any identified shortcomings shall be
resolved. Any backup facility shall also be tested to show that it
can provide sufficient operational capacity for a minimum of two
months.

Continuity of Operations:

The continuity of operation plan presented as part of the transition
plan shall be developed into a fully functional and documented plan
during the transition period. Vendor's continuity of operations plan
must give consideration to the unavailability of its workforce over
extended periods of time and should employ strategies {o cope with
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such an eventuality, including but not limited to: moving work
instead of staff, permitting or increasing telecommuting, or dividing
business units over multiple sites.

Milestones and Deliverables:

A

Transition Plan for Test of Operating Procedures:

The Vendor shall deliver to the Agency for its review and approval a
detailed plan outlining any and all activities and staffing levels
required during the transition period. This plan shall include a
method for ensuring the complete review of operational procedures
and acceptance testing of each of the centralized collection and
distribution process functions.

Completed Procedural Test Process:

The Vendor shall provide the Agency with the resuits of the
completed acceptance testing for each operational procedure of the
centralized collection and distribution process as outlined in this
RFQ.

Progress Reports:

Weekly progress reports shall be provided to the Agency beginning
two weeks after the effective date of any contract resulting from this
RFQ. These progress reports shall include, but are not limited to,
significant events, progress and/or obstacles to procedural
development, current staffing levels and the status on the hiring
process, any problems or backlogs encountered, planned activities
during the next reporting period, meetings held, and any other
information deemed to be relevant by the Agency or the Vendor.

Final Disaster Plan:

The Vendor shall provide to the Agency for its review and
acceptance a final written disaster plan which shall include detailed
procedures, the names of designated responsible persons and
contact instructions for reaching them, test results, and a periodic
test schedule. This plan is due to the Agency no later than one
month prior to the Vendor's accepting full responsibility for the
operation of the centralized collection and distribution process.
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E. Operations Staff in Place:

The Vendor shall complete the installation of experienced and
trained operational staff prior to assuming responsibility for the
centralized collection and distribution process.

Vendor Compensation:

A.

C.

The Vendor's compensation for any transition efforts associated with the
testing and development of operational procedures shall be based upon
an agreed fixed price. Equal monthly progress payments covering the
transition costs shall be made during the transition period. Payments shall
begin one month after the Agency’s approval of the transition plan. Each
payment shall only be made upon review and approval of a detailed
invoice outlining the milestones and/or deliverables achieved during the
invoice period. The transitional cost shall be included as a part of the cost
proposal.

The Vendor's compensation for the term of the contract, outside of the
transition period, shall be made in accordance with the State of West
Virginia's purchasing rules and regulations as prescribed and enforced by
the Department of Administration. The Vendor shall submit monthly
invoices in arrears to the Agency summarizing the costs of the services
rendered in the month prior to the billing. No payment shall be made
prior to the receipt of service. No purchase will be reimbursed without the
Agency’s approval prior to the expenditure. Payment on the invoice will
be in the form of a State warrant.

The Vendor shall adjust the monthly invoice to reflect reimbursements owed
to the Agency for erroneous disbursements or related errors that resuited in
an expense or loss to the Agency or any of the Agency’s recipients of
services or shall credit the Agency's distribution account with the hard
dollar equivalent of the error.

Technical Information:

A

The Bureau for Child Support Enforcement uses the State's central
computer system maintained by the West Virginia Office of Technology
(OT). The Vendor shall install leased data communications lines between
the IBM 9672-R66 Enterprise server at OT and the Vendor's location,
frame relay or point to point T1 terminating in the OT third party room or
utilize a secure Web browser provided by the West Virginia Department of
Heaith and Human Resources to connect to the above. The Vendor shall
be responsible for all telecommunication costs.
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B. The Vendor shall be responsible for the purchase, lease and maintenance
of all equipment and software necessary to meet the requirements set
forth in this RFQ, other than the equipment and software relating to
OSCAR and the State's central computer system.

C. The Agency shall control, account for, and monitor all child support
activities through the automated statewide OSCAR system. The Vendor
shall not operate, maintain, or otherwise have access to the Agency's
OSCAR system or its programs other than what is required to successfully
accomplish the centralized collection and distribution process. OSCAR
shall continue to be operated and maintained by the Agency and will
continue to perform all child support individual case accounting and case
management.

D. OSCAR is available from 7:00 AM to 7:00 PM Monday through Friday,
except the first and last working day of the month when the hours are 7:00
AM to 5:00 PM. OSCAR is also available from 7:00AM to 5:00PM on
Saturdays except for the last working day of the month, when it is not
available. OSCAR is not available on the following holidays: New Year's
Day, Martin Luther King Day, President's Day, Memorial Day, the Fourth of
July, Labor Day, Veteran’s Day, Thanksgiving Day, and Christmas Day, or
as otherwise advised.

Bureau for Child Support Enforcement Operations:

Although payment processing and disbursement shall be completed by the
Vendor, all other functions currently being performed by the Agency shall
continue to be performed by the appropriately assigned Agency units. The
Vendor shall not have direct contact with any recipients of the Agency’s services
without first obtaining approval from the Agency. These functions handled by the
Agency shall include, but are not limited to:

A Establishing cases in OSCAR;

B. Addressing client and respondent inquiries and complaints,
except for complaints relating to the Debit Card program;

C. Initiating and/or completing enforcement actions;

D. Processing adjustments to case level accounting (for error
resolution, undeliverable checks and billing statements, etc.);

E. Maintaining case files;
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F. Performing bank reconciliation based on information provided by
the Vendor; and

- G Extracting daily reports from OSCAR.
Operational Reports:

The Vendor shall provide the Agency with operational reports on a timely basis.
These reports shall provide summary information regarding the collection and
disbursement functions and shall include information on daily receipts, daily
disbursements, repayments, stop payments, and returned checks. The Vendor
shall work closely with the Agency in order to develop other reports that may
become necessary. These reports are to summarize the collection and
distribution process and shall be used to assist the Agency in monitoring the
Vendor's performance. The Vendor shall also provide online cash management
information. This information shall include summaries of account activity as well
as one (1) day float and extended float data. The Agency shall determine the
content and parameters of these reports.

Error Resolution:

A Errors detected during payment processing shall be corrected by the
Vendor, prior to completing the specific process. The Vendor shall modify
any process necessary to ensure that the error does not occur again.

B. Errors detected by the Vendor or the Agency after payment processing is
complete must, in most cases, be corrected by the Agency. In the event
that the Vendor identifies an error after payment processing is complete, it
must notify the Agency within 24 hours. In those instances where the
Agency determines corrective action must be completed by the Vendor,
the Vendor shall follow the Agency’s recommended action. The Vendor is
required to provide the Agency with written documentation within two
business days which details the action taken to resolve the problem or
which documents that the Agency’s instructions were carried out. The
Vendor shall initiate action to modify any and all procedures and internal
controls necessary to ensure that the error does not occur again. Any loss
incurred by the Agency or recipients of the Agency’s services shall be
reimbursed by the Vendor on a dollar for dollar basis upon presentation of
appropriate verifying documentation. This shall include, but is not limited
{0, incorrect distributions that result in reimbursements by the Agency to
custodial parents, non-custodial parents, payment remitters, etc.

OPTIONAL SERVICES
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Payment Processing and Repayment Lockbox Services--Document Imaging and
Retrieval

‘As an option, the Agency would like for the Vendor to explore the possibility of its

system interfacing with the Agency’s current document imaging system (OnBase)
and, if technically and economically feasible, to implement the same within six (6)
months of the date of the contract. Upon implementation, the Vendor must
produce a file of receipts to load into OSCAR.

PROCUREMENT TERMS

Vendor Registration: Vendors participating in this process should complete
and file a Vendor Registration and Disclosure Statement (Form WV-1) and remit
the registration fee. Vendor is not required to be a registered vendor in order to
submit a Quotation, but the successful vendor must register and pay the fee prior
to the award of an actual purchase order/contract.

Purchasing Affidavit: West Virginia State Code 5A-3-1-a-(3) (d) requires that
all vendors submit an affidavit of debt, which certifies that there are no
outstanding obligations or debts owing the State of West Virginia. The Affidavit is
attached to this request for Quotation which must be completed, signed, and
returned. If bidding a joint Quotation, an Affidavit must be completed for both
vendors.

Subcontracts Prohibited: The Successful vendor will be solely responsible for
all work performed under the contract. The vendor shall not enter into written
subcontracts for performance or work under the contract without written
permission of the Bureau for Child Support Enforcement.

Compliance with Law and Regulations: Vendor shall pay any sales, use and
personal property taxes arising out of this contract and the transactions
contemplated thereby. Any other taxes levied upon this contract, the transaction,
or the equipment, or services delivered pursuant hereto shall be borne by the
vendor. Vendor must be governed by the laws of the State of West Virginia.
Vendor shall comply with all related federal and state laws and regulations.

Bid and Performance Bonds: Vendor must provide a bid bond in the amount of
$100,000.00 which should be attached to the Title Page of the vendor's proposal
response. Successful vendor shall provide a performance bond in the amount of
$500,000.00. The performance bond shall be on a bond form approved by the
State Attorney General's Office of the State of West Virginia. Performance bond
is required prior to the issuance of a contract.
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Retrieval

As an option, the Agency would like for the Vendor to explore the possibility of its
system interfacing with the Agency's current document imaging system (OnBase)
and, if technically and economically feasible, to implement the same within six (6)
months of the date of the contract. Upon implementation, the Vendor must
produce a file of receipts to load into OSCAR.

PROCUREMENT TERMS

Vendor Registration: Vendors participating in this process should complete
and file a Vendor Registration and Disclosure Statement (Form WV-1) and remit
the registration fee. Vendor is not required to be a registered vendor in order to
submit a Quotation, but the successful vendor must register and pay the fee prior
to the award of an actual purchase order/contract.

Purchasing Affidavit: West Virginia State Code 5A-3-1-a~(3) (d) requires that
all vendors submit an affidavit of debt, which certifies that there are no
outstanding obligations or debts owing the State of West Virginia. The Affidavit is
attached to this request for Quotation which must be completed, signed, and

returned. If bidding a joint Quotation, an Affidavit must be compieted for both.

vendors.

Subcontracts Prohibited: The Successful vendor will be solely responsible for
alt work performed under the contract. The vendor shail not enter into written
subcontracts for performance or work under the contract without written
permission of the Bureau for Child Support Enforcement.

Compliance with Law and Regulations: Vendor shall pay any sales, use and
personal property taxes arising out of this contract and the transactions
contemplated thereby. Any other taxes levied upon this contract, the transaction,
or the equipment, or services delivered pursuant hereto shall be borne by the
vendor. Vendor must be governed by the laws of the State of West Virginia.
Vendor shall comply with all related federal and state laws and regulations.

Bid and Performance Bonds: Vendor must provide a bid bond in the amount of
$100,000.00 which should be attached to the Title Page of the vendor's proposal
response. Successful vendor shall provide a performance bond in the amount of
$500,000.00. The performance bond shall be on a bond form approved by the
State Attorney General's Office of the State of West Virginia. Performance bond
is reguired prior to the issuance of a contract.

37

44



Insurance Requirements: The Vendor, as an independent contractor, shali be
solely liable for the acts and omissions of its employees and agents. The Vendor
shall maintain and furnish proof to the Department of coverage of liability
insurance for loss, damage, or injury (including death) of third parties arising from
acts and omissions on the part of the Vendor, its agents and employees prior to
the awarding of this Contract. Said coverage shall provide minimum coverage in
the following amounts:

1. For bodily injury (including death): $500,000.00 per person,
to a minimum of $1,000,000.00 per occurrence.

2. For property damage: to a minimum of $1,000,000 per
occurrence.

3. For professional liability: to a minimum of $1,000,000.00
per occurrence.

License Requirements:

Upon award of any Contract pursuant o this Request, the successful
Vendor must:

A Be a FDIC member and a licensed West Virginia financial institution
or a company that has a contract with a FDIC member licensed in
West Virginia;

B. Provide certification that it is registered with the Office of the
Secretary of State, State of West Virginia, to do business in the
- State of West Virginia,;

C. Provide evidence that it is in good standing with the West Virginia
Bureau of Employment Programs as to Unemployment
Compensation coverage and Workers' Compensation coverage or
exempt from such coverage;

D. Provide certification that it is registered as a Vendor with the West
Virginia Department of Administration, Division of Purchasing; and

E. Obtain necessary licensing through State Tax Department.

Project Term: This contract will be effective (date set upon award) and shall
extend for the period of three (3) years, at which time the contract may, upon
mutual consent, be renewed. Such renewals are for a period of up to one (1)
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year, with a maximum of four (4) one year renewals, or until such reasonable
time thereafter as is necessary to obtain a new contract. The reasonable time
period shall not exceed twelve (12) months.

Any change in Federal or State law, or court actions which constitute binding
precedent in West Virginia, and which significantly alters the Vendor's required
activities or any change in the availability of funds, shali be viewed as binding
and shall warrant good faith renegotiation of the compensation paid to the
Vendor by the Agency and of such other provisions of the contract that are
affected. If such renegotiation proves unsuccessful, the contract may be
terminated by the State upon written notice to the Vendor at least thirty (30) days
prior to termination of this contract.

Conflict of Interest:

Vendor affirms that it, its officers or members or employees presently have no
interest and shall not acquire any interest, direct or indirect, which would conflict
or compromise in any manner or degree with the performance or its services
hereunder. The Vendor further covenants that in the performance of the
contract, the Vendor shall periodically inquire of its officers, members and
employees concerning such interests. Any such interests discovered shall be
promptly presented in detail to the Agency.

Prohibition Against Gratuities:

Vendor warrants that it has not employed any company or person other than a
bona fide employee working solely for the vendor or a company regularly
employed as its marketing agent to solicit or secure the contract and that it has
not paid or agreed to pay any company or person any fee, commission,
percentage, brokerage fee, gifts or any other consideration contingent upon or
resulting from the award of the contract.

For breach or violation of this warranty, the State shall have the right to annul this
contract without liability at its discretion or to pursue any other remedies available
under this contract or by law.

Certifications Related to Lobbying:

Vendor certifies that no federal appropriated funds have been paid or wili be
paid, by or on behalf of the company or an employee thereof, to any person for
purposes of influencing or attempting to influence an officer or employee of any
Federal entity, a Member of Congress, an officer or employee of Congress, or an
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employee of a Member of Congress in connection with the awarding of any
Federal contract, the making of any Federal grant, the making of any Federal
loan, the entering into of any cooperative agreement, and the extension,
continuation, renewal, amendment or modification of any Federal contract, grant,
loan or cooperative agreement.

if any funds other than federally appropriated funds have been paid or will be
paid to any person for influencing or attempting to influence an officer or
employee or any agency, a Member of Congress, an officer or employee of
Congress or an employee of a Member of Congress in connection with this
Federal contract, grant, loan or cooperative agreement, the Vendor shall
complete and submit a disclosure form to report the lobbying.

Vendor agrees that this language of certification shall be included in the award
documents for all sub-awards at all tiers, including subcontracts, sub-grants, and
contracts under grants, loans, and cooperative agreements, and that all sub-
recipients shall certify and disclose accordingly. This certification is a material
representation of fact upon which reliance was placed when this contract was
made and entered into.

Vendor Relationship:

The relationship of the Vendor to the State shall be that of an independent
contractor and no principal-agent relationship or employer-employee relationship
is contemplated or created by the parties to this contract. The Vendor as an
independent contractor is solely liable for the acts and omissions of its
employees and agents.

Vendor shall be responsible for selecting, supervising and compensating any and
all individuals employed pursuant to the terms of this RFQ and resulting contract.
Neither the Vendor, nor any employees or contractors of the vendor, shall be
deemed to be employees of the State for any purposes whatsoever.

Vendor shall be exclusively responsible for payment of employees and
contractors for all wages and salaries, taxes, withholding payments, penalties,
fees, fringe benefits, professional liability insurance premiums, contributions to
insurance and pension or other deferred compensation plans, including but not
limited to, Workers' Compensation and Social Security obligations, and licensing
fees, etc. and the filing of all necessary documents, forms and returns pertinent
to all of the foregoing.

Vendor shall hold harmless the State, and shall provide the State and Agency
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with a defense against any and all claims including but not limited to the
foregoing payments, withholdings, contributions, taxes, social security taxes and
employer income tax returns.

The Vendor shall not assign, convey, transfer or delegate any of its
responsibilities and obligations under this confract to any person, corporation,
partnership, association or entity without expressed written consent of the
Agency. '

Indemnification:

The Vendor agrees to indemnify, defend and hold harmless the State and the
Agency, their officers, and employees from and against: (1} Any claims or losses
for services rendered by any subcontractor, person or firm performing or
supplying services, materials or supplies in connection with the performance of
the contract; (2) Any claims or losses resulting to any person or entity injured or
damaged by the Vendor, its officers, employees, or subcontractors by the
publication, translation, reproduction, delivery, performance, use or disposition of
any data used under the contract in a manner not authorized by the contract, or
by Federal or State statutes or regulations; and (3) Any failure of the Vendor, its
officers, employees or subcontractors to observe State and Federal laws,
including but not limited to labor and wage laws.

Contract Provisions:

After the successful Vendor is selected, a formal contract document will be
executed between the State and the Vendor. In addition, the RFQ and the
Vendor's response will be included as part of the contract by reference. The
order of precedence is the contract, the RFQ and the Vendor's proposal in
response to the RFQ.

Governing Law:

This contract shall be governed by the laws of the State of West Virginia. The
Vendor further agrees to comply with the Civil Rights Act of 1964 and all other
applicable laws and regulations, Federal, State and Local Government.

Compliance with Laws and Regulafions:

The vendor shall procure all necessary permits and licenses to comply with all
applicable laws, Federal, State or municipal, along with all regulations, and
ordinances of any regulating body.
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The Vendor shall pay any applicable sales, use or personal property taxes
arising out of this contract and the transactions contemplated thereby. Any other
taxes levied upon this contract, the transaction, or the equipment, or services
delivered pursuant here to shall be borne by the contractor. It is clearly
understood that the State of West Virginia is exempt from any taxes regarding
performance of the scope of work of this contract.

Non-Appropriation of Funds:

If the Agency is not allotted funds in any succeeding fiscal year for the continued
use of the service covered by this contract by the West Virginia Legislature, the
Agency may terminate the contract at the end of the affected current fiscal period
without further charge or penaity. The Agency shall give the vendor written
notice of such non-allocation of funds as soon as possible after the Agency
receives notice. No penalty shall accrue to the Agency in the event this provision
is exercised.

Contract Termination

The State may terminate any contract resulting from this RFQ immediately at any
time the Vendor fails to carry out its responsibilities or to make substantial
progress under the terms of this RFQ and resulting contract. The State shall
provide the Vendor with advance notice of performance conditions which are
endangering the contract's continuation. If after such notice the Vendor fails to
remedy the conditions contained in the notice, within the time period contained in
the notice, the State shall issue the Vendor an order to cease and desist any and
ail work immediately. The State shall be obligated only for services rendered and
accepted prior to the date of the notice of termination.

The contract may also be terminated by the State with thirty (30) days prior
notice.

NO CHANGE SHALL BE IMPLEMENTED BY THE VENDOR UNTIL SUCH

TIME AS THE VENDOR RECEIVES AN APPROVED WRITTEN CHANGE

ORDER.

invoices and Payments: Vendor shall submit detailed monthly invoices, in
arrears, to the Bureau for Children Support Enforcement, Office of Finance and
Administration for all services provided pursuant to the terms of the contract.
The Bureau of Children and Families reserves the right to reject any or afl
invoices for which proper documentation has not been provided. State law
forbids payment of invoices prior to receipt of services.
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Progress payments may be made at the option of the Agency on the basis of
percentage of work completed if so defined in the final contract. Any provision
for progress payments must also include fanguage for a minimum 10% retainage
until the final deliverable is accepted.

If progress payments are permitted, Vendor is required to identify points in the
work plan at which compensation would be appropriate. Progress reports must
be submitted to Agency with the invoice detailing progress completed or any
deliverables identified. Payment will be made only upon approval of acceptable
progress or deliverables as documented in the Vendor’s report. Invoices may not
be submitted more than once monthly and State law forbids payment of invoices
prior to receipt of services.

Liquidated Damages:

According to West Virginia State Code §5A-3-4(8), Vendor agrees that liquidated
damages shall be imposed at the rate of $1000.00 per work day (not to exceed
180 days) for failure to meet deliverables, miles stones identified to keep the
project on target, or performance standards until such deliverable, milestone, or
performance standard is completed and accepted by the State of West Virginia.
This clause shall in no way be considered exclusive and shall not limit the State
or Agency’s fright to pursue to any other additional remedy to which the State or
Agency may have legal cause for action including further damages against the
Vendor.

Record Retention (Access & Confidentiality).

Vendor shall comply with ail applicable Federal and State of West Virginia rules
and regulations, and requirements governing the maintenance of documentation
to verify any cost of services or commodities rendered under this contract by
Vendor. The Vendor shall maintain such records a minimum of five (5) years and
make available all records to Agency personnel at Vendor's location during
normal business hours upon written request by Agency within 10 days after
receipt of the request.

Vendor shall have access to private and confidential data maintained by Agency
to the extent required for Vendor to carry out the duties and responsibilities
defined in this contract. Vendor agrees to maintain confidentiality and security of
the data made available and shall indemnify and hold harmless the State and
Agency against any and all claims brought by any party attributed to actions of
breach of confidentiality by the Vendor, subcontractors or individuals permitted
access by Vendor.
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Evaluation Process: Bids will be evaluated as to the lowest responsible bidder
meeting specifications.

The bid should be formatted in the same order, providing the information listed

below:

Title page — Should state the RFQ Subject and number, the name of the
Vendor, Vendor's business address, telephone number, name of authorized
contact person to speak on behalf of the Vendor, dated and signed.

Table of Contents — Clearly identify the material by section and page number.

Transmittal Letter — The transmittal letter shall be in form of a standard business
letter and shall be signed by an individual authorized to legaily bind the Vendor.
it should include:

1.

A statement indicating that the Vendor is a corporation or other
legal entity;

A statement identifying all addenda to the bid (If there are no
addenda, a statement fo that effect must be inciuded.);

A statement certifying that the person signing the bid is the person
in the Vendor's organization that is responsible for, and authorized
to make, decisions regarding the prices quoted;

A statement that the bid and all prices quoted shall remain valid for
a period of one year after the closing date for the receipt of bids;
and

A statement of agreement with ail the terms and conditions
presented in this RFQ, Exhibits and Appendices, if any, as well as
any addenda to this RFQ.

Organizational Experience:

A

This section shall contain all pertinent information relating to the
Vendor that would substantiate its qualifications and capabilities
arising out of past and present experience that would allow the
Vendor to successfully perform the services described within this
RFQ.

It shall be divided into the following separate categories:

1. Eligibility of the Proposer —The Vendor shall provide a
statement and documentation that it is:

a. A State depository institution pursuant to West Virginia
Code, §12-1-1 et seq., or a company affiliated with such
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an institution, (as defined by the Banking and Financial
Institutions Act of 2006) or show that it can meet these
requirements by April 1, 2011.

b. A direct participant and originator in the Automated

Clearinghouse system, or a company affiliated with such
a participant and originator.

Related Experience—The Vendor shall provide the location of
its headquarters as well as the location of the facilities from
which services to the State shall be provided. The Vendor
shall also provide the names of three (3) of its largest clients
for which services similar to those which are described in this
RFQ are currently being provided.

Documentation of Qualifications

Organizational Size and Structure:

A

The Vendor shall provide documentation regarding the size of its
corporation and its current organizational structure, its transaction
capacity currently being utilized, and any capacity that may be
acquired in order to provide the specific work reguirements as
outlined within this RFQ.

1.

Specifically, the Vendor shall demonstrate the capability to
process an estimated 100,000 incoming receipts and
outgoing disbursement transactions a month (200,000 total).

The Vendor shall also provide documentation regarding the
average monthly transaction volume, both incoming and
outgoing, currently being handled by its lockbox operation.

Project Description and Documentation:

In relation to the scope of the services to be provided, the Vendor
should provide a response to the following items of specific
information:

1.

Provide a written plan and prioritized schedule for the
performance of each of the required activities outlined in this
RFQ. The plan shall contain a description of how the work
shall be accomplished for each function. Simple statements
that a task shall be completed or a reiteration of the RFQ
language relating to the tasks is not acceptable. Anticipated
dates of accomplishments for the transition phase shall also
be included with this schedule.
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2. The Vendor shall provide a chart of the proposed project
organization and a description of how the personnel
employed directly or through a subcontractor shall be

- organized, and shall identify who shall be responsible for
providing the overall direction to the centralized coliection
and distribution function. The Vendor shall also provide
documentation showing bonding for each empioyee in a
minimum of $100,000.00 for the services that are to be
performed.

Costs:

The volumes used in the following Cost Sheet are all based upon historical
data. Using the Cost Sheet, the Vendor shall provide a cost proposa! that
includes pricing for the transition phase, the monthly operational costs, and
ancillary costs. The Vendor must also provide for projected costs for all future
optional services.

Cost Sheet #CSE11062

Not to Exceed Total Components of All-inclusive Annual Cost

Time Frame| Of All-inclusive Annual Cast | Transitional Cost |Monthly Operational] Ancillary Cost
Cost :

Year 1

Year 2

Year 3

Year 4

Year 5

Year 6

Year 7

Total Cost
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Account Rate Structure

CSE#11062

Account Type

Caiculation

Proposed Rate

Current Rate

Interest Bearing

Checking Account

Per Unit Fees

# CSE11062

Unit

Yearl

Year 2

Year 3

Year 4

Year 5 Year 6

Year 7

Total $§

Mail payments
posted-
43,000/month

EFT/EDH
payments
posted-
44,000/month

Per payment
disbursed per
ACH-
114,000/month

Checks
disbursed—
includes
postage-
4200/month

Debit Cards:

#cards-
600/month

#Deposits-
76,000/month
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# of

Web-based
payments
370/month

# of Customer
Service
Representative
Payments
60/month

# of Integrated
Voice
Recognition
Payments
60/month

Scanning Services

# CSE11062

Scanning Services

$ peritem

Year

Cost

Total Cost

47,000
units/month

Yearl

$

47,000
units/month

Year 2

47,000
units/month

Year 3

47,000
units/month

Year 4

47,000
units/month

Year 5

47,000
units/month

Year 6

47,000
units/month

Year 7
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OPTIONAL SERVICES  # CSE11062
Document S per item Year Cost
Imaging
and
Retrieval
interfaced
with
Agency’s
OnBase
system
47,000 units/month Year 1 S
47,000 units/month Year 2 S
47,000 units/month Year 3 S
47,000 units/month Year 4 )
47,000 units/month Year 5 5
47,000 units/menth Year 6 S
47,000 units/month Year 7 S
Total Cost s
Reports CSE#11062
Report $Per | Year | Year |Year |Year |Year | Year | Year | Total
] Item |1 2 3 4 5 6 7 cost
(Daily)
Cash $ $ $
Reporting
Balance
Report
Balance $ $ $
and
Transaction
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Detall

Cash
Reporting
Balance
Transaction

Summary

Checks
Paid
Ascending
Check
Number

Checks
Paid
Descending
Dollar

Cash

| Reporting---
Returns

and
Exceptions

Check
Inquiry

{Feature)

Stop
Payment
Request

(Feature)

Image
Retrieval-
Batch Entry

{Feature)

Exception
Review

(Feature)

[If necessary, other reports may be added during the
transition phase of the project as required by the Agency.]
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Vendor’s Transition Plan CSE11062
Task Primary Start Date End Date
Responsibhility
Process Creation | Vendor Date Contract | 8 Months
Awarded from Award
of Contract
Site Preparation | Vendor Date Contract | 8 Months from
Awarded Award of
Contract
Technology Vendor Date Contract | 8 Months from
Installation Awarded Award of
7 Contract
Connectivity Vendor Date Contract | 8 Months from
Installation Awarded Award of
Contract
End to End | Vendor Date Contract |8 Months from
Testing Awarded Award of
Contract
Complete Vendor Date Contract {8 Months from
Recruitment Awarded Award of
Contract
Complete . Staff | Vendor Date Contract |8 Months from
Training Awarded Award of
Contract
Finalize Disaster | Vendor Date Contract | 8 Months from:
Recovery Plans Awarded Award of
Contract
Finalize Quality | Vendor Date Confract | 8 Months from
Metrics Awarded Award of
Contract
Go Live Vendor Date Contract | 8 Months from
Awarded Award of
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Contract

Transitional Vendor
Reports

Date Contract
Awarded

Award
Contract

8 months from

of

Debit Card Fee Services CSE#11062

Type of Service Fee

Prepaid Card

Setup Fee

Monthly Account Services

ATM Withdrawals

ATM Surcharge

Balance Inquiry Transactions

Account Overdraft

Denial for Insufficient Funds

Account inactivity

Card Issuance Services

Web Account Services

Cardholder Customer Service Contact

Change of PIN

Monthly Statement

Account Transaction Research

Point of Sale (POS)

Conversion of foreign currency

Overnight Delivery Service Requested
by Cardholder

52

59



66

*Debit Cards 1ssued—600 per month
Debit Account Holders—65,000 per month
Debit Card Postings:

# Deposits—76,000 per month

Total $ Volume—3$9,774,868 per month

Overall Grand Total $

Basis of Award: The Vendor should bid on all tasks listed above. The Vendor
should provide documentation supporting the meeting of all Mandatory
Qualifications as listed. The contract will be awarded to the lowest bidder who
can meet all the requirements of this RFQ.

Vendor Signature:

Date:
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RFQ No. 56y itaia

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
premjum, 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.

“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 actuatly 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. ’

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.

WITNESS THE FOLLOWING SIGNATURE

Vendoi's Name:

Authorized Signature: - Date:

State of

County of , to-wit:

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

My Commission expires , 20

AFFIX SEAL HERE NOTARY PUBLIC

FPurchasing Affidavit (Revised 12/15/09)
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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 o 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 is 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% 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 continuousty 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 immediately preceding the date of this certification; of,

Application is made for 2.5% resident vendor preference for the regson 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 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 headquarters 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 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,
Application is made for 3.5% resident vendor preference who is a veteran for the reason checked:

1 o

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 far 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 penaity will be paid o 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, §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 entitied to receive.
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ATTACHMENT
- PO ¢

(¥

This agreement constitutes the entire agreement between (he panies, and there
are no other terms and conditions applicable to the licenses granied hereunder.

Agreed
Signature Date Signature Daiz
Tile Tile

Company Name Agency/Division



WV-96
Rev. 10/07

AGREEMENT ADDENDUM

1n the event of conflict between this addendum and the agreement, this addendum shall eontrol:

I

DISPUTES - Any references in the agreement to arbitration or to the jurisdiction of any court are hereby deleted. Disputes arising out of the
agresment shall be presented to the West Virginia Court of Claims. R

2, HOLD HARMLESS - Any clause requiring the Agency to indemnify or hold harmless any party is hereby deleted in its entirety,
GOVERNING LAW - The agreement shall be governed by the laws of the State of West Virginia. This provision replaces any references to any
oiber State's governing law.

4. TAXES - Provisions in the agreement requiring the Apency to pay taxes are deleted. Asa State entity, the Agency is sxempt from Federal, State,
&nd Total taxes and will not pay taxes for any Vendor including individuals, nor will the Agency file any tax retums or reporis o0 behalf of Vendor
or any other party.

5, PAYMENT - Any references to prepayment are deleted. Payment will be in arrears.

6. FNTEREST - Should the agreement includea provision for interest on late payments, the Agency agrees to pay the maximum le| al rate under West
Virginia [aw. All other reterences to interest or late charges are deleted. P geney el B

7. RECOUPMENT - Any language in the agreement waiving the Agency's right to set-off, counterclaim, recouprent, or other defense is hercby
eleted.

8 FISCAL YEAR FUNDING - Service performed under the agresment may be continued in succeeding fiscal t};&ars for the term of the agreement,
ContNgent Upon Tunds beill “appropriated by the Legislature or otherwise being avajlable for this service. In the event funds are not appropriated
or otherwise available for this service, the agreement shall terminate without penalty on June 30. After that date, the agreement becomes of no
effect and is nul} and void, However, the Agency agrees i uss its best efforts to have the amounts contemplated under the agresment included
in its budget. Non-appropriation or non-funding shall not be considered an event of default. -

g STATUTE OF LIMITATION - Any clauscs limniting the time in which the Agency may bring suit against the Vendor, lessor, individval, or any
other party are deleted.

10. SIMILAR SERVICES - Any provisions limiting the Agency's right to obtain similar services or equipment in the event of default or noﬁ-funding
during the term of the agreement are hereby deleted.

. ATTORNEY FEES - The Agency recognizes an obligation to pay attorney's fees or costs only when assessed by a court of competent jurisdiction.
A7y other provision is invall and considered mutl and void.

12, ASSIGNMENT - Notwithstanding any clause to the contrary, the Agency reserves the right to assign the agreemerit to another State of West
Virginia agency, board or commission upon thirty (30) days written notice to the Vendor and Vendor shall obtain the written consent of Agency
prior to assigning the agreement.

3. LIMITATION OF LIABILITY - The Apency, asa State entity, cannot agree to assume the potential labitity of a Vendor. .Accordinﬁly, an
TOVISION Timitg the ¥ endor's liability for direct damages to a certain dollar amount or to, the amount of the agreement is nereby deleted.
imitations en special, incidental or consequential damages are aceeptable. In addition, any limitation is null and void fo the extent that it prectudes

any action for injury to persons or for damages to personal properiy.

14. RIGHT TO TERMINATE - Agency shall have the right to terminate the agreement upon thity (30} days written notice to Vendor. Agency
agrees to pay vengor Tor scrvices rendered or goods received prior to the effective date of termination.

15. -TERMINATION CHARGES - Any provisioﬁ requiring the Agency to pay B fixed amount or liquidated damages apon termination of the
%greemeni 1s hereby deleted. Lhe Agency may only agre¢ to reimburse a endor for actnal costs incurred or losses sustained during the current

iscal year due to wrongful termination by the Agency prior to the end of any current agreement term.

i6. RENEWAL - Any reference to antomatic renewal is hereby deleted. The agregment may be renewed only upon mutual written agreement of the
parties. -

17 INSURANCE - Any provision requiring the Agency to insure equipment or property of any kind and name the Vendor as beneficiary or as an
additonal insured is hereby dclet?a%. 9

18. RIGHT TO NOTICE - Any provision for repossession of equipment without notice is hereby deleted. However, the Agency does recognize &
Tight of repossession with notice.

19. ACCELERATION - Any reference to aceeleration of payments in the event of defanit or non-funding is hereby deleted.

20. CONFIDENTIALITY: -Any provisionre arding confidentiality of the terms and conditions of the agreement s hereby deleted. State contracts

: are public records under the West Virginia Freedom of Information Act.

21. AMENDMENTS - All amendments, modifications, alterations or changes to the agreement ghall be in writing and si ed by both parties. No
amendment, moditication, alteration of change may be made to this addendum without the express written approval o the Purchasing Division
and the Aftorney General,

ACCEPTED BY:

STATE OF WEST VIRGINIA VENDOR

Spending Unit: Company Name:

Signed: Signed:

Title: Title:

Date: Date:
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Agency
REQ.P.O#
BID BOND
KNOW ALL MEN BY THESE PRESENTS, That we, the undersigned,
of . , as Principal, and
of . , @ corporation organized and existing under the laws of the State of ___
with its principal office in the City of , as Surety, are held and firmly bound unto the State
of West Virginia, as Obligee, in the penal sum of $ ) for the payment of which,

well and truly fo be made, we jointly and severally bind ourselves, our heirs, administrators, executors, successors and assigns.

The Condition of the above obligation is such that whereas the Principal has submitted to the Purchasing Section of the

Department of Administration a certain bid or proposal, attached hereto and made a part hereof, to enter into a contract in writing for

NOW THEREFORE,

{a) If said bid shall be rejected, or

(b) If said bid shall be accepted and the Principal shall enter into a contract in accordance with the bid or proposal attached
hereto and shall furnish any other bonds and insurance required by the bid or proposal, and shall in all other respects perform the
agreement created by the acceptance of said bid, then this obligation shall be null and void, otherwise this obligation shall remain in full
force and effect. It is expressly understood and agreed that the liability of the Surety for any and all claims hereunder shall, in no event,
exceed the penal amount of this obligation as herein stated.

The Surety, for the value received, hereby stipulates and agrees that the obligations of said Surety and its bond shall be in no
way impaired or affected by any extension of the time within which the Obligee may accept such bid, and said Surety does hereby
waive notice of any such extension.

IN WITNESS WHEREQF, Principal and Surety have hereunto set their hands and seals, and such of them as are corporations
have caused their corporate seals to be affixed hereunto and these presents to be signed by their proper officers, this
day of , 20

Principal Corporate Seal

(Name of Principal)

By

(Must be President or
Vice President)

(Title)

Surety Corporale Seal

{Name of Surety)

Attorney-in-Fact

IMPORTANT - Surety executing bonds must be licensed in West Virginia to transact surety insurance. Raised corporate seals
must be affixed, a power of attorney must be attached.
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NOTE:

BID BOND PREPARATION INSTRUCTIONS

WV State Agency

{Stated on Page 1 “Spending Unit™)
Request for Quotation Number (upper
right corner of page #1)

Your Company Name

City, Location of your Company
State, Location of yowr Company
Surety Corporate Name

City, Location of Surety

State, Location of Surety

State of Surety Incorporation

City of Surety Incorporation
Minimum amount of acceptable bid
bond is 5% of total bid. You may state
“5% of bid” or a specific amount on
this line in words.

Amount of bond in figures

Brief Description of scope of work
Day of the month

Month

Year

Name of Corporation

Raised Corporate Seal of Principal
Signature of President or Vice
President

Title of persen signing

Raised Corporate Seal of Surety
Corporate Name of Surety

Signature of Attorney in Fact of the
Surety

Dated, Power of Attorney with Raised
Surety Seal must accompany this bid
bond.

66

AGENCY (A)
REQ/REP# B
Bid Bond
KNOW ALL MEN BY THESE PRESENTS, That we, the undersigned,
[(9)) of (D) ) (E) —
as Principal, and (¥) of () ,
(H) , a corporation organized and existing under the laws

of the State of )

()]

of West Virginia, as Obligee, in the penal sum of

63 (L)

with its principal office in the City of

(X

, as Surety, are held and firmly bound unto The State

we jointly and severally bind ourselves, our heirs, administrators, executors,

successors and assigns.

) for the payment of which, well and truly to be made,

The Condition of the above obligation is such that whereas the Principal
has submitted to the Purchasing Section of the Department of Administration
a certain bid or proposal, attached hereto and made a part hereof to enter into a

contract in writing for

(M)

NOW THEREFORE.

(a) If said bid shall be rejected, or

(b) If said bid shall be accepted and the Principal shall enter into a

contract in accordance with the bid or proposal attached hereto and shall furnish
any other bonds and insurance required by the bid or proposal, and shall in all
other respects perform the agreement created by the acceptance of said bid then
this obligation shall be null and void, otherwise this obligation shall remain in full
force and effect. It is expressly understood and agreed that the liability of the
Surety for any and all claims hereunder shall, in no event, exceed the penal
amount of this obligation as herein stated

The Surety for value received, hereby stipulates and agrees that the
obligations of said Surety and its bond shall be in no way impaired or affected by
any extension of time within which the Obligee may accept such bid: and said
Surety does hereby waive notice of any such extension.

IN WITNESS WHEREOF, Principal and Surety have hereunto set their
hands and seals, and such of them as are corporations have caused their corporate
seals to be affixed hereto and these presents to be signed by their proper officers,

this (N) day of (O) , 20 (P)
Principal Corporate Seal ((0))]
(Name of Principal)
(R) By (S)
{Must be President or
Vice President)
(T)
Title
iy
Surety Corporate Seal (0]
(Name of Surety)
(W)

Attorney-in-Fact

IMPORTANT — Surety executing bonds must be licensed in West Virginia to
transact surety insurance. Raised Corporate Seals must be affixed and a Power of

Attorney must be attached.
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