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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 rejectin part, or in whole, any bid.

3. Prior to any award, the apparent successful vendor must be propetly registered with the Purchasing Division
and have paid the required $125 fee.

4. All services performed or goods delivered under State Purchase Order/Contracts are to be continued for the
term of the Purchase Order/Contracts, contingent upon funds being appropriated by the 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 accordance with the West Virginia Code.

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

8. The State 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 notice to the seller.

10. The laws of the State of West Virginia and the Legislative Rules of the Purchasing Division shall govern 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 bankrupicy 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 Aftorney General, is available online at www.state.wv.us/admin/purchase/vrc/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 infofmation consents fo 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:/iwww.state wv.usfadmin/purchase/privacy/moticeConfidentiatity 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 Depariment, and the West Virginia Insurance Commission. The vendor must
provide all necessary releases fo obtain information fo 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 Wes! Virginia all rights, title and interest
in and to all causes of action it may now or hereafter acquire under the antitrust laws of the United States and the State of
Woest Virginia for price fixing and/or unreasonable restraints of trade relaling 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 entity submitting a bid for the same material, supplies, equipment or
services and is in all respects fair and without collusion or Fraud. | further certify 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 to specifications. .

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

4. All quotations must be delivered by the bidder to the office listed below prior to the date and time of the bid
opening. Failure of the bidder to deliver the quotations on time will result in bid disqualifications: Department of
Administration, Purchasing Division, 2019 Washington Street East, P.O. Box 50130, Charlestion, 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).

Aev. 12/15/03
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REQUEST FOR QUOTE

Building Maintenance Services

The Public Service Commission of West Virginia (PSCWYV) is requesting bids for
the services of a vendor to perform certain maintenance, upkeep and emergency and/or
temporary repairs to the Commission’s buildings (all property presently owned by the
PSCWYV), and the building’s offices and contents. .

The scope of this contract is generally restricted to “odd-job” services: those items
that are too small in scope or cost to warrant separate bidding, and shall include all
services, labor and hand tools to complete any and all assignments under this contract

The PSCWYV is a state agency responsible for the regulation and oversight of all
public and private utilities operating within the state of West Virginia. The PSCWV’s
sole office facility is Jocated at 201 Brooks Street, Charleston, West Virginia. This office
facility is a three-story, flat-roofed, brick and glass building of approximately 56,000
square feet with approximately 200 offices, one small and one large hearing room, 10
restrooms, two elevators and three, three-story atriums. The on-site parking lot has a three
story parking garage (which will require work not covered by warranty including lighting,
plumbing and electrical) and a parking lot which will accommodate approximately 50
cars. Approximately 95% of the building is carpeted. The balance of the floor space is
either covered with finished oak or marble. The walls are of dry wall construction over
~ aluminum studding with drop ceilings. There is significant electrical and communication
wiring throughout the building’s walls and above the drop ceiling (all employeés have
. personal computers, internet/intranet connections, and telephones). The heating and
cooling system is covered by a separate maintenance agreement and is not a part of this
contract, however the vendor will sometimes be required to assist in emergencies and will
need to have general knowledge of the chiller and boiler room and assist with replacing
filters if necessary.

A second building, which is located beside the main office building, is a three
story brick building of approximately 15,000 square feet which will hold approximately
30 to 40 employees. The building is carpeted with dry wall construction and drop ceilings
and has a flat roof. All employees in this building also have personal computers,
internet/intranet connections and telephones. The heating and cooling system is covered
by a separate maintenance agreement and is not a part of this contract, however, the
vendor will sometimes be required to assist in emergencies and will need to have general
knowledge of the chiller and boiler room and assist with replacing filters if necessary.



The vendor shall be licensed, insured, bonded and certificated as required by State
and local regulations and law to perform any and all building maintenance, and any and
all building repair, alteration and modification as requested by the PSCWV, including
electrical and plumbing. The vendor shall provide evidence of all required certificates and
insurances prior to entering into the contract. The vendor shall be on call 24 hours a day,
seven days a week, and, shall be prepared to respond within 24 hours of any request by
the PSCWYV for normal maintenance and repair items. In the event of an emergency, the
vendor must respond to the premises within thirty minutes of the PSCWV’s request.
Vendor must be capable of overseeing all jobs and/or have enough adequate staff. There
will be no subcontracting allowed. The bulk of the work will be in the evenings and
weekends and sometimes required to work on a state holiday. Also there will be no
overtime pay - all work is a flat rate as per quote.

All work will be inspected by the PSCWYV prior to authorizing payment to the
vendor. The PSCWYV shall agree to process all Vendor invoices on the day received if
work performed is completed in a satisfactory manner.

While the following is not intended to portray a complete listing of the possible
jobs that might need to be completed, it is intended to give an idea of the nature of the

possible assignments under this contract. A maintenance schedule or program will
consist of:

1. Changing out light buibs in 3 buildings and replacing blown breakers.
2. Replace ballasts when bad, end clips, heat sensors, and pinging.
3. General plumbing including changing deodorizers; repairing sinks, toilets &
- ~urinals; repair hand dispensers and replace batteries; clean floor drains (use - -
drain-o max); repair broken stalls, mirrors and faucets and replace wax

rings.

4, Snack Room: unstop & clean floor; shut down, clean & change filter of the
~ ice machine; check hot water dispenser.

5. Janitorial Closets - clean/unstop drains
6. Water fountains: clean chillers out and change out water control valves

7. Transportation Building sewage pump - sometimes has to be manually
pumped to get sewage out.

8. Hearing Room: repair theater seating when necessary; help with dimmer



10.

11.

12.

13.
14,

15.

16.
17.
18.
19.

20.

21.

The above list is not a conclusive list. The vendor performs these maintenance and

control lights; check heater where the intercoms are located to keep panel
boxes from getting cold and causing speakers to crackle and ceiling lights to
blink.

Replace and repaint bad ceiling tiles (cheaper to paint them)

Weed grounds and spray for bugs; pressure wash walks, driveways and
parking garage (vendor must have own equipment). Clean storm drains.

Assist building manager in the removal of snow, shovel & salt (large jobs
are contracted out). Usually includes breeze way and surrounding areas,

handicap ramp & sidewalks (areas that can’t be done by truck)

Painting/touch up as needed of stairwells, breeze ways, hand rails, steel

“door jams, support brackets, walls.

Move, repair and assemble furniture
Hang bulletin boards, coat hooks and install keyboard trays

Replace/repair receptacles; sockets, switches, light timers, electrical panels
and emergency lights, and blown breakers.

Mechanical Rooms: clean & touch up floors with paint

Reset electric timers on auto lights - reset time clock for outside pole lights
- change timer boxes when time changes

Pickup supplies asneeded

Elevator doors - cleén door slides

Repair wall heaters (have 22 in building)

Vendor shall have general knowledge about building so to save agency

money on major repairs - The maintenance program, once established,
should assist the agency in preserving and maintaining all buildings.

handy man jobs and others as needed.

10



Wage Rates: The vendor shall pay the higher of the U.S. Department of Labor
minimum wage rates as established for Kanawha County, pursuant to West Virginia Code
21-5A, et, seq. Rates charged cannot be less than the hourly rates plus fringe benefit
costs as listed on the prevailing wage for Kanawha County.

11



Bid Sheet

Electrical Maintenance and Repairs:

900 Hours x $

Plumbing Maintenance and Repairs:

900 Hours x $

General Unskilled Maintenance Laborer:

3,000 Hours x $

General Skilled Maintenance Laborer:

1,200 Hours x $

Total

12
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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 opportunify for qualifying vendors to request {at the time of bid)
preference for their residency status. Such preference is an evaluation method only and will be applied only to the cost bid in
accordance with the West Virginia Code. This certificate for application is to be used to request such preference The Purchasing
Division will make the determination of the Resident Vendor Preference, if applicable.

1. Apptication 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 principal 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 piace of business continuously in West Virginia for four (4) years immediately
preceding the date of this certification; or,

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

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

3. Application is made for 2.5% resident vendor preference for the reason checked:
Bidder is a nonresident vendor employing @ 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,

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

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

Bidder understands if the Secretary of Revenue determines that a Bidder receiving preference has failed to continue to meet the
requirements for such preference, the Secretary may order the Director of Purchasing to: (a) reject the bid; or (b) assess a penalty
against such Bidder in 2n amount not fo exceed 5% of the bid amount and that such penalty will be paid to the contracting agency
or deducted from any unpaid balance on the contract or purchase order.

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

Under penaity of iaw 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 & contract is issued to Bidder and if anything contained within this certificate
changes during the term of the contract, Bidder will notify the Purchasing Diviston in writing immediately.

Bidder: Signed:

Date: Title:

*Check any combination of preference consideration(s) indicated abaove, which you are entilfed fo receive.
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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
politica! subdivisions to any vendor or prospective vendor when the vendor or prospective vendor or a related party to the
vendor or prospective vendor is a debtor and the debt owed is an amount greater than one thousand dollars in the
aggregate.

DEFINITIONS:

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

“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. “Palitical 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, parinership,
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 wilt actually or by effect receive or control a portion of the benefit, profit or other
consideration from performance of a vendor contract with the party receiving an amount that meets or exceed five percent
of the total contract amount.

EXCEPTION: The prohibition of this section does not apply where a vendor has contested any tax administered pursuant
to chapter eleven of this code, workers’ compensation premium, permit fee or environmental fee or assessment and the
matter has not become final or where the vendor has entered into a payment plan or agreement and the vendor is not in
default of any of the provisions of such plan or agreement.

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

Vendor'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

Purchasing Affidavit (Revised 12/15/09)



