Ordering Instructions
Statewide Contract

SECSVS19A

Security Guard Services

Ordering Requirements - All agencies utilizing statewide contract SECSVS19A, should create
an ADO through wvOasis with an attached SECSVS19A Request Form. The Request Form is
attached above the vendor’s name at http://www.state.wv.us/admin/purchase/swc/SECSVS .htm .

Special Instructions— Agencies should fill out SECSVS19 Request form and send to the vendor
for signature prior to creating any order to ensure guard availability. Once the form is returned by
the vendor, the agency may create the delivery order.

NOTE: It is highly recommended that the agency contact the vendor for any new location
requesting security guards at least 14 days prior to the creation of the delivery order.

Contract. The request form should be attached to the header of the ADO in wvOasis.
Approvals Required — None. Submit the completed ADO to the vendor.

Vendor Contact Information:

Universal Protection Service LP, Universal Protection Service LLc, dba Allied Universal Security
Service

Lisa Nomar, Operational Support Manager Capitol Market DC NCR, VA & WV

Phone: 304-727-4608 Office
Cell: 304-550-8747

Fax: 304-727-4198

Email: lisa.nomar@usa.g4s.com
Web: www.g4s.com/us

Email: lisa.nomar@usa.g4s.com and copy cha.mail@usa.g4s.com (universal mail box)

Type of Delivery Order — An ADO should be created in w v Oasis with the
appropriate documentation attached to the header.

How to submit the completed order to the Vendor: Email or fax the completed ADO to the
vendor.



