OORRECT ORbER NOMBER

:‘P""“”‘f;:"\‘:"“""‘"“m State of West Virginla
\| Purchasing Division INVOIC AND SHIPPING PAPERs
R et Master Agreement Eo:ra NEERNING THIS”
Post Offtce Box 50130 THEDEPKA‘QI'MEI&FFE CONTACEFD
Charleston, WV 25305-0130 Order Date: 2016-07-18
Order Number: CMA (212 - 0212 TEMPI6B ’ Procurement Folder: 238615
Document Name: STATEWIDE GONTRACT TEMP18E Reason for Modfication:
Document Description: TEMPORARY STAFFING SERVICES
(Original PF: 211608)
Procurement Type: Central Master Agreement
Buyer Name: Mark A Atkine
Telephane: (304) 558-2307
Ematl: mark.a.atkins@wv.gov
Shipplng Method: Best Way Effective Stert Date: 2016-07-15
Fres on Board: FOB Dest, Freight Propaid Effective End Date: 2017-07-14
Vandor Customer Code: 000000181600 Requestor Nama: Mark A Atkina
KELLY SERVICES INC Requestor Phona: (304) 558-2307
£99 WEST BIG BEAVER RD Requostor Emall: mark.a.atkins@wv_gov
TROY Ml 480844712
us
Vendor Contact Phone: (298) 888-9990 Extenslon:

Discount Percontage: 0.0000
Discount Dayn: ©

o f T W s s
ALL STATE AGENCIES STATE OF WEST VIRGINIA
VARIOUS LOCATIONS AS INDICATED BY ORDER VARIOUS LOCATIONS AS INDICATED BY ORDER
No Clty WV 98989 No City WV peges
us us
| Total Order Amount [ Open End |

SIGNED BY:

puucHAsman BTN AL
//
DATE: ,

RIZ) EY GEN APPROV, ENCUMBRANCE CERTIFICATION
, ; SIGN MQ’Z‘_ SIGNED BY:
, ¢ i DATE:
[GRATURE ON FILE CTRONIC SIGNATURE ON Fll£7— o? ?_/!e ELECTRONIC &m&pﬁéw

Date Printed:  Jui 1B, 2018 Order Number: TEMP18B H wwﬂw B4




Extended Description:
TheVendor Kelly Sarvices In dl#gmatoemervdlh Sta‘ieofWest Inla into an end contract fo ide T

18 mcorpomtadhergerhyreferanm

Bpe! ons, Terms and Conditions, Bid Requirements, Addendum_1 d 054 172018 and the Vendor's
and made apart hereof.
Line GCommodity Gode  Manufacturer Model No Unit Unit Price
1 80111818 HOUR $0.000000
Servige From Service To

Commodity Line Description: TEMPORARY EMPLOYEE SERVICES

Extended Description:

Date Printed:  Jul 18, 2016 Order Number: TEMP1€B Page: 2

FORM D : WV_PRC_CMA_001 &/14




TEMP1SB

Document Phase
Draft

Document Dascription
TEMPORARY STAFFING SERVICES
{Original PF: 211808)

Page 3
of3

ADDITIONAL TERMS AND CONDITIONS

See attached document(s) for additional Terms and Conditions




GENERAL TERMS AND CONDITIONS:

1. CONTRACTUAL AGREEMENT: Issuance of a Award Document signed by the
Purchasing Division Director, or his designee, and approved as to form by the Attorney
General’s office constitutes acceptance of this Contract made by and between the State of West
Virginia and the Vendor. Vendor’s signature on its bid signifies Vendor’s agreement to be bound
by and accept the terms and conditions contained in this Contract.

2. DEFINITIONS: As used in this Solicitation/Contract, the following terms shall have the
meanings attributed to them below. Additional definitions may be found in the specifications
included with this Solicitation/Contract.

2.1. “Agency” or “Agencies” means the agency, board, commission, or other entity of the State
of West Virginia that is identified on the first page of the Solicitation or any other public entity
seeking to procure goods or services under this Contract.

2.2, “Bid” or “Proposal” means the vendors submitted response to this solicitation.

2.3. “Contract” means the binding agreement that is entered into between the State and the
Vendor to provide the goods or services requested in the Solicitation.

2.4. “Director” means the Director of the West Virginia Department of Administration,
Purchasing Division.

2.5. “Purchasing Division® means the West Virginia Department of Administration, Purchasing
Division.

2.6. “Award Document” means the document signed by the Agency and the Purchasing
Division, and approved as to form by the Attorney General, that identifies the Vendor as the
contract holder.

2.7. “Solicitation” means the official notice of an opportunity to supply the State with goods or
services that is published by the Purchasing Division.

2.8. “State” means the State of West Virginia and/or any of its agencies, commissions, boards,
efc. as context requires.

2.9. “Vendor” or “Vendors” means any entity submitting a bid in response to the
Solicitation, the entity that has been selected as the lowest responsible bidder, or the entity that

has been awarded the Contract as context requires.
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3. CONTRACT TERM; RENEWAL; EXTENSION: The term of this Contract shal] be
determined in accordance with the category that has been identified as applicable to this
Contract below:

Term Contract

Initial Contract Term: This Contract becomes effective on

July 15, 2016 and extends for a period of one (1) year(s).
Renewal Term: This Contract may be renewed upon the mmutual written consent of the Agency,
and the Vendor, with approval of the Purchasing Division and the Attorney General’s office
(Attomey General approval is &s to form only). Any request for renewal should be submitted to
the Purchasing Division thirty (30) days prior to the expiration date of the initial contract term or
appropriate renewal term: A Contract renewal shall be in accordance with the terms and
conditions of the original contract. Renewal of this Contract is limited to three (3)
successive one (1) year periods or multiple renewal periods of less than one year, provided that
the multiple renewal periods do not exceed thitysh (38) months in total. Automatic renewal of
this Contract is prohibited. Notwithstanding the foregoing, Purchasing Division approvel is not
required on agency delegated or exempt purchases. Attorney General approval may be required
for vendor terms end conditions.

Delivery Order Limitations: In the event that this contract permits delivery orders, a delivery
order may only be issued during the time this Contract is in effect. Any delivery order issued
within one year of the expiration of this Contract shall be effective for one year from the date the
delivery order is issued. No delivery order may be extended beyond one year after this Contract

has expired.
[ Fixed Period Contract: This Contract becomes effective upen Vendor’s receipt of the notice
to proceed and must be completed within days.

(] Fixed Period Contract with Renewsals: This Contract becomes effective upon Vendor’s
receipt of the notice to proceed and part of the Contract more fully described in the attached

specifications must be completed within days.

Upon completion, the vendor agrees that maintenance, monitoring, or warranty services will be
provided for one year thereafter with an additional successive one year
renewal periods or multiple renewal periods of less than one year provided that the multiple
renewal periods do not exceed months in total. Automatic renewal of this
Contract is prohibited.

L] One Time Purchase: The term of this Contract shall run from the issuance of the Award
Document until all of the goods contracted for have been delivered, but in no event will this
Contract extend for more than one fiscal year.

[] Other: See attached.
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4. NOTICE TO PROCEED: Vendor shall begin performance of this Contract immediately
upon receiving notice to proceed unless otherwise instructed by the Agency. Unless otherwise
specified, the fully executed Award Document will be considered notice to proceed.

5. QUANTITIES: The quantities required under this Contract shall be determined in accordance
with the category that has been identified as applicable to this Contract below.

Open End Contract: Quantities listed in this Solicitation are approximations only, based on
estimates supplied by the Agency. It is understood and agreed that the Contract shall cover the
quantities actually ordered for delivery during the term of the Contract, whether more or less
than the quantities shown.

Service: The scope of the service to be provided will be more clearly defined in the
specifications included herewith.

[] Combined Service and Goeds: The scope of the service and deliverable goods to be
provided will be more clearly defined in the specifications included herewith.

[] One Time Purchase: This Contract is for the purchase of a set quantity of goods that are
identified in the specifications included herewith. Once those items have been delivered, no
additional goods may be procured under this Contract without an appropriate change order
spproved by the Vendor, Agency, Purchasing Division, and Attorney General’s office.

6. PRICING: The pricing set forth herein is firm for the life of the Contract, unless specified
elsewhere within this Solicitation/Contract by the State. A Vendor’s inclusion of price
adjustment provisions in its bid, without an express authorization from the State in the
Solicitation to do so, may result in bid disqualification.

1. EMERGENCY PURCHASES: The Purchasing Division Director may authorize the
Agency to purchase goods or services in the open market that Vendor would otherwise provide
under this Contract if those goods or services are for immediate or expedited delivery in an
emergency. Emergencies shall include, but are not limited to, delays in transportation or an
unanticipated increase in the volume of work. An emergency purchase in the open market,
approved by the Purchasing Division Director, shall not constitute of breach of this Contract and
shall not entitle the Vendor to any form of compensation or damages. This provision does not
excuse the State from fulfilling its obligations under a One Time Purchase contract.

8. REQUIRED DOCUMENTS: All of the items checked below must be provided to the
Purchasing Division by the Vendor as specified below.

[] BID BOND: All Vendors shall farnish a bid bond in the amount of five percent (5%) of the
total amount of the bid protecting the State of West Virginia. The bid bond must be submitted

with the bid.
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[J PERFORMANCE BOND: The apperent successfil Vendar shall provide a performance
bond in the amount of - The performance bond must be received by the
Purchasing Division prior to Contract award. On construction contracts, the performance bond
must be 100% of the Contract value.

[JLABOR/MATERIAL PAYMENT BOND: The apparent succesaful Vendor shall provide a
lsbor/material payment bond in the amount of 100% of the Contract value. The labor/material
payment bond must be delivered to the Purchasing Division prior to Coniract award.

In lieu of the Bid Bond, Performance Bond, and Labor/Material Payment Bond, the Vendor may
provide certified checks, cashier’s checks, or irrevocable letters of credit. Any certified check,
cashiers check, or irrevocable letter of credit provided in lieu of a bond must be of the same
emount and delivered on the same schedule as the bond it replaces. A letter of credit submitted in
lieu of a performance and labor/matstial payment bond will only be allowed for projects under
$100,000. Personal or business checks are not acceptable.

[ MAINTENANCE BOND: The apparent successful Vendor shall provide a two (2) year
maintenance bond covering the roofing system. The maintenance bond must be issued and

delivered to the Purchasing Division prior to Contract award.

INSURANCE: The apparent successful Vendor shall furnish proof of the following insurance
prior to Contract award and shall list the state as a certificate holder:

Commercial General Liability Insurance: In the amount of one milkion doliars (§1,000,000.00)
or more.

[] Builders Risk Insurance: In an amount equal to 100% of the amount of the Contract.

0

0
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The apparent successful Vendor shall also furnish proof of any additional insurance requirements
contained in the specifications prior to Contract award regardless of whether or not that
insurance requirement is listed above.

[JLICENSE(S) / CERTIFICATIONS / PERMITS: In addition to anything required under the
Section entitled Licensing, of the General Tetms and Conditions, the apparent successful Vendor
shall furnish proof of the following licenses, certifications, and/or permits prior to Contract
award, in a form acceptable to the Purchasing Division.

O

O
O
O

The apparent successfil Vendor shall also furnish proof of any additional licenses or
certifications contained in the specifications prior to Contract award regardless of whether or not
that requirement is listed above.

9, WORKERS’ COMPENSATION INSURANCE: The apparent successful Vendor shall
comply with Iaws relating to workers compensation, shall maintain workers® compensation
insurance when required, and shall furnish proof of workers’ compensation insurance upon
request.

10, LITIGATION BOND: The Director reserves the right to require any Vendor that files a
protest of an award to submit a litigation bond in the amount equal to one percent of the lowest
bid submitted or $5,000, whichever is greater. The entire amount of the bond shall be forfeited if
the hearing officer determines that the protest was filed for frivolous or improper purpose,
including but not limited to, the purpose of harassing, causing unnecessary delay, or needless
expense for the Agency. All litigation bonds shall be made payable to the Purchasing Division.
In lieu of a bond, the protester may submit a cashier’s check or certified check payable to the
Purchasing Division. Cashier’s or certified checks will be deposited with and held by the State
Treasurer's office. If it is determined that the protest has not been filed for frivolous or improper
purpose, the bond or deposit shall be returned in its entirety.

11, LIQUIDATED DAMAGES: Vendor shall pay liquidated damages in the amount of

KA

for NiA ‘ :
This clause shall in no way be considered exclusive and shall not limit the State or Agency’s
right to pursue any other available remedy.
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12. ACCEPTANCE: Vendor's signature on its bid, or on the certification and signature page,
constitutes an offer to the State that cannot be unilaterally withdrawn, signifies that the product
or service proposed by vendor meets the mandatory requirements contained in the Solicitation
for that product or service, unless otherwise indioated, and signifies acceptance of the terms and
conditions contained in the Solicitation unless otherwise indicated.

13. FUNDING: This Contract shell continue for the term stated herein, contingent upon funds
being appropriated by the Legislature or otherwise being mede available. In the event fands are
not appropriated or otherwise made aveilable, this Contract becomes void and of no effect
beginning on July 1 of the fiscal year for which funding has not been appropriated or otherwise

made available.
14. PAYMENT: Payment in advance is prohibited under this Contract. Payment may only be

made after the delivery and acceptance of goods or services. The Vendor shall submit invoices,
in arrears.
15. TAXES: The Vendor shall pay any applicable sales, use, personal property or any other

taxes arising out of this Contract and the transactions contemplated thereby. The State of
West Virginia iz exempt from federal and state taxes and will not pay or reimburse such taxes.

16. CANCELLATION: The Purchasing Division Director reserves the right to cancel this
Contract immediately upon written notice to the vendor if the materials or workmanship supplied
do not conform to the specifications contained in the Contract, The Purchasing Division Director
may also cancel any purchase or Contract upon 30 days written notice to the Vendor in
accordance with West Virginia Code of State Rules §§ 148-1-6.1.¢.

17. TIME: Time is of the cssence with regard to all matters of time and performance in this
Contract.

18. APPLICABLE LAW: This Contract is governed by and interpreted under West Virginia
law without giving effect to its choice of law principles. Any information provided in
specification manuals, or eny other sourge, verbel or written, which contradicts or violates the
West Virginia Constitution, West Virginia Code or West Virginia Code of State Rules is void
and of no effect.

19. COMPLIANCE: Vendor shall comply with all applicable federal, state, and local laws,
regulations and ordinances. By submitting a bid, Vendor acknowledges that it has reviewed,
understands, and will comply with all applicable laws, regulations, and ordinances.

20. PREVAILING WAGE: Vendor shall be responsible for ensuring compliance with
prevailing wage requirements and determining when prevailing wage requirements are
applicable.

21. ARBITRATION: Any references made to arbitration contained in this Contract, Vendor’s
bid, or in any American Institute of Architects documents perteming to this Contract are hereby
deleted, void, and of no effect.
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22. MODIFICATIONS: This writing is the parties” final expression of intent. Notwithstanding
anything contained in this Contract to the contrary no modification of this Contract shall be
binding without mutual written consent of the Agency, and the Vendor, with approval of the
Purchasing Division and the Attorney General’s office (Attorney General approval is as to form
only). Any change to existing contracts that adds work or changes contract cost, and were not
included in the origimal contract, must be approved by the Purchasing Division and the Attorney
General*s Office (as to form) prior to the implementation of the change or commencement of
work affected by the change.

23. WAIVER: The failure of either party to insist upon a strict performance of any of the terms
or provision of this Contract, or to exercise any option, right, or remedy herein contained, shall
not be construed as a waiver or a relinquishment for the future of such term, provision, option,
right, or remedy, but the same shall continue in full foree and effect. Any waiver must be
expressly stated in writing and signed by the waiving party.

24, SUBSEQUENT FORMS: The terms and conditions contained in this Contract shall
supersede any and all subsequent terms and conditions which may appear on any form
documents submitted by Vendor to the Agency or Purchasing Division such as price lists, order
forms, invoices, sales agreements, or maintenance agreements, and includes internet websites or
other electronic documents, Acceptance or use of Vendor’s forins does not constitute acceptance
of the terms and conditions contained thereon.

25. ASSIGNMENT: Neither this Contract nor any monies due, or to become due hereunder,
may be assigned by the Vendor without the express written consent of the Agency, the
Purchasing Division, the Attorney General’s office (as to form only), and any other government
agency or office that may be required to approve such assignments. Notwithstanding the
foregoing, Purchasing Division approval may or may not be required on certain agency delegated
or exempt purchascs.

26. WARRANTY: The Vendor expressly warrants that the goods and/or services covered by
this Contract will: (a) conform to the specifications, drawings, samples, or other description
furnished or specified by the Agency; (b) be merchantable and fit for the purpose intended; and
(c) be free from defect in material and workmanship.

27. STATE EMPLOYEES: State employees are not permitted to utilize this Contract for
personal use and the Vendor is prohibited from permitting or facilitating the same.

28. BANKRUPTCY: In the event the Vendor files for bankruptcy protection, the State of West
Virginia may deem this Contract null and void, and terminate this Contract without notice.
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29. PRIVACY, SECURITY, AND CONFIDENTIALITY: The Vendor agrees that it 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
Jiwwrw state wy.us/admi hage/privacy/defaul A

30. YOUR SUBMISSION IS A PUBLIC DOCUMENT: Vendor’s entire response to the
Salicitation and the resulting Contract are public documents. As public documents, they will be
disclosed to the public following the bid/proposal opening or award of the contract, as required
by the competitive bidding laws of West Virginia Code §8 5A-3-1 et seq., 5-22-1 et seq., and
3G-1-1 et seq. and the Freedom of Information Act West Virginia Code §§ 20B-1-1 et seq.

DO NOT SUBMIT MATERIAL YOU CONSIDER TO BE CONFIDENTIAL, A TRADE
SECRET, OR OTHERWISE NOT SUBJECT TO PUBLIC DISCLOSURE.

Submission of any bid, proposal, or other document to the Purchasing Division constitutes your
explicit consent to the subsequent public disclosure of the bid, proposal, or document, The
Purchasing Division will disclose any document labeled “confidential,” “proprietary,” “trade
secret,” “private,” or labeled with any other claim against public disclosure of the documents, to
include any “trade secrets™ as defined by West Virginia Code § 47-22-1 et seq. All submissions
are subject to public disclosure without notice.

31. LICENSING: In accordance with West Virginia Code of State Rules § 148-1-6.1.¢, Vendor
must be licensed and in good standing in accordance with any and all state and local laws and
requirements by any state or local agency of West Virginia, including, but not limited to, the
West Virginia Secretary of State’s Office, the West Virginia Tax Department, West Virginia
Insurance Commission, or any other state agency or political subdivision, Upon request, the
Vendor must provide all necessary releases to obtain information to ensble the Purchasing
Division Director or the Agency to verify that the Vendor is Licensed and in good standing with
the above entities.

32. ANTITRUST: In submiiting a bid to, signing a contract with, or accepting a Award
Document from any agency of the State of West Virginia, the Vendor agrees to convey, sell,
assign, or fransfer to the State of West 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 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
shail be made and become effective at the time the purchasing agency tenders the initial payment
to Vendor.
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33. VENDOR CERTIFICATIONS: By signing its bid or entering into this Contract, Vendor
certifies (1) that its bid or offer was made without prior understanding, agreement, or connection
with any corporation, firm, limited liability company, partnership, person or entity submitting a
bid or offer for the same material, supplies, equipment or services; (2) that its bid or offer is in all
respects fair and without collusion or fraud; (3) that this Contract is accepted or entered into
without any prior understanding, agreement, or connection to any other entity that could be
considered a violation of law; and (4) that it has reviewed this Solicitation in its entirety;
understands the requirements, terms and conditions, and other information contained herein.

Vendor’s signsature on its bid or offer also affirms that neither it nor its representatives have any
interest, nor shall acquire any intérest, direct or indirect, which would compromise the
performance of its services hereunder. Any such interests shall be promptly presented in detail to
the Agency. The individual signing this bid or offer on behalf of Vendor certifies that he or she is
authorized by the Vendor to execute this bid or offer or any documents related thereto on
Vendor's behalf: that he or she is authorized to bind the Vendor in a contractual relationship; and
that, to the best of his or her knowledge, the Vendor has properly registered with any State
agency that may require registration.

34, PURCHASING CARD ACCEPTANCE: The State of West Virginia currently utilizes a
Purchasing Card program, administered under contract by a banking institution, to process
payment for goods and services. The Vendor must accept the State of West Virginia’s
Purchasing Card for payment of all orders under this Contract unless the box below is checked.

[] Vendor is not required to accept the State of West Virginia’s Purchasing Card as
payment for ull goods and services.

35. 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
contempiated or created by 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 Selicitation and resulting contract. Neither the Vendor, nor any employees or
subcontractors of the Vendor, shali be deemed to be employees of the State for any purpose
whatsoever. Vendor shall be exclusively responsible for payment of employees and contractors
for all wages and salaries, taxes, withholding payments, penaltics, 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, licensing fees, ete. and the filing of all necessary documents, forms, and
returns pertinent to all of the foregoing.

Vendor shall hold harmnless the State, and shall provide the State and Agency with a defense

against any and all claims inchuding, but not limited to, the foregoing payments, withholdings,
contributions, taxes, Social Security taxcs, and employer income tax returns.
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36. 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 ¢laims 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 2 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 and hour laws.

37. PURCHASING AFFIDAVIT: In accordance with West Virginia Code § 5A-3-10a, all
Vendors are required to sign, notarize, and submit the Purchasing Affidavit stating that neither
the Vendor nor a related party owe & debt to the State in excess of $1,000. The affidavit must be
submitted prior to award, but should be submitted with the Vendor’s bid. A copy of the
Purchasing Affidavit is included herewith.

38. ADDITIONAL AGENCY AND LOCAL GOVERNMENT USE: This Contract may be
utilized by other agencies, spending units, and political subdivisions of the State of West *
Virginia; county, municipal, and other local government bodies; and school districts (“Other
Government Entities”). Any extension of this Contract to the aforementioned Other Government
Entities must be on the same prices, terms, and conditions as those offered and agreed to in this
Contract, provided that such extension is in compliance with the applicable laws, rules, and
ordinances of the Other Governmecnt Entity. If the Vendor does not wish to extend the prices,
terms, and conditions of its bid and subsequent contract to the Other Government Entities, the
Vendor must clearly indicate such refusal in its bid. A rcfusal to extend this Contract to the Other
Government Entities shall not impact or influence the award of this Contract in any manner.

39. CONFLICT OF INTERIEST: Vendor, its officers or members or employees, shall not
presently have or acquire an interest, direct or indirect, which would conflict with or compromise
the performance of its obligations hereunder. Vendor shall periodically inquire of its officers,
members and employees to ensure that a conflict of interest does not arise. Any conflict of
interest discovered shall be promptly presented in detail to the Agency.

40. REPORTS: Vendor shall provide the Agency and/or the Purchasing Division with the
following reports identified by a checked box below:

[/] Such reports as the Agency and/or the Purchaging Division may request. Requested
reports may include, but are not limited to, quantities purchased, agencies wtilizing the
contract, total contract expenditures by agency, etc.

[7] Quarterly reports detailing the total quantity of purchases in units and dollars, along

with a listing of purchases by agency. Quarterly reports should be delivered to the
Purchasing Division via email at purchasing requisitions@wv. gov.
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41, BACKGROUND CHECK: In accordance with W. Va. Code § 15-2D-3, the Director of the
Division of Protective Services shall require any service provider whose employees are regulatly
employed on the grounds or in the buildings of the Capitol complex or who have access to
sensitive or critical information to submit to a fingerprint-based state and federal background
inquiry through the state repository. The service provider is responsible for any costs associated
with the fingerprint-based state and federal background inquiry.

After the contract for such services has been approved, but before any such employees are
permitted to be on the grounds or in the buildings of the Capitol complex or have access to
sensitive or critical information, the service provider shall submit a list of all persons who will be
physically present and working at the Capitol complex to the Director of the Division of
Protective Services for purposes of verifying compliance with this provision. The State reserves
the right to prohibit a service provider’s employees from accessing sensitive or critical
information or to be present at the Capitol complex based upon results addressed from a criminal

background check.

Service providers should contact the West Virginia Division of Protective Services by phone at
{304) 558-9911 for more information.

42. PREFERENCE FOR USE OF DOMESTIC STEEL PRODUCTS: Except when
authorized by the Director of the Purchasing Division pursuant to W. Va. Code § 5A-3-56, no
contractor may use or supply steel products for a State Contract Project other than those steel
products made in the United States. A contractor who uses steel products in violation of this
section may be subject to civil penalties pursuant to W. Va. Code § 5A-3-56. As used in this
section:

a. “State Contract Project” means any erection or construction of, or any addition to,
alteration of or other improvement to any building or structure, including, but not limited
to, roads or highways, or the installation of any heating or cooling or ventilating plants or
other equipment, or the supply of and materials for such projects, pursuant to a contract -
with the State of West Virginia for which bids were solicited on or after June 6, 2001.

b. “Steel Products” means products rolled, formed, shaped, drawn, extruded, forged, cast,
fabricated or otherwisc similarly processed, or processed by a combination of two or
more or such operations, from steel made by the open heath, basic oxygen, electric
furnace, Bessemer or other steel making process. The Purchasing Division Director may,
in writing, authorize the use of foreign steel products if:

¢. The cost for each contract item used does not exceed one tenth of one percent (.1%) of
the total contract cost or two thousand five hundred dollars ($2,500.00), whichever is
greater. For the purposes of this section, the cost is the value of the steel product as
delivered to the project; or

d. The Director of the Purchasing Division determines that specified steel materials are
not produced in the United States in sufficient quantity or otherwise are not reasonably
availabie to meet contract requirements,
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43. PREFERENCE FOR USE OF DOMESTIC ALUMINUM, GLASS, AND STEEL: In
Accordance with W. Va, Code § 5-19-1 et seq., and W. Va. CSR § 148-10-1 et seq., for every
contract or subcontract, subject to the limitations contained herein, for the construction,
recenstruction, alteration, repair, improvement or maintenance of public works or for the
purchase of any item of machinery or equipment to be used at sites of public works, only
domestic aluminum, glass or steel products shall be supplied unless the spending officer
determines, in writing, after the receipt of offers or bids, (1) that the cost of domestic aluminum,
glass or steel products is unreasonable or inconsistent with the public interest of the State of
West Virginia, (2) that domestic aluminum, glass or steel products are not produced in sufficient
quantities to meet the contract requirements, or (3) the available domestic siuminum, glass, or
steel do not meet the contract specifications. This provision only applies to public works
contracts awarded in an amount more than fifty thousand dollars ($50,000) or public works
contracts that require more than ten thousand pounds of steel products.

The cost of domestic aluminum, glass, or steel products may be unreasonable if the cost is more
than twenty percent (20%) of the bid or offered price for foreign made aluminum, glass, or steel
products. If the domestic aluminum, glass or steel products to be supplied or produced in a
“substantial labor surplus area”, as defined by the United States Department of Labor, the cost of
domestic aluminum, glass, or steel products may be unreasonable if the cost ig more than thirty
percent (30%) of the bid or offered price for foreign made aluminum, glass, or steel products.
This preference shall be applied to an item of machinery or equipment, as indicated above, when
the item is a single unit of equipment or machinery manufactured primatily of aluminum, glass
or steel, is part of a public works contract and has the sole purpose or of being a permanent part
of a single public works project. This provision does not apply to equipment or machinery
purchased by a spending unit for use by that spending unit and not as part of a single public
works project. ’

All bids and offers including domestic aluminum, glass or steel products that exceed bid or offer
prices including foreign aluminum, glass or steel products after application of the preferences
provided in this provision may be reduced to a price equal to or lower than the Iowest bid or
offer price for foreign aluminum, glass or steel products plus the applicable preference. If the
reduced bid or offer prices are made in writing and supersede the prior bid or offer prices, afl
bids or offers, inchuding the reduced bid or offer prices, will be reevaiuated in accordance with

this rule.

Revised 10/27/2015



CERTIFICATIONAND SIGNATURE PAGE

By signing below, or submitting documentation through wvOASIS, 1 certify thet I have reviewed
this Solicitaticn in its entirety; that I understand the requirements, terms and conditions, and
other information contained herein; that this bid, offer or proposal constitutes an offer to the
State that cannot be unilaterally withdrawn; that the product of service proposed meets the
mandetory requiremeiits contained in the SoHlcitation for that product or service, unless
Solicitation, unless otherwise stated berein; that I am submitting this bid, offer or propessl for
review and consideration; that I am authorized by the vendot to execute and:submit this bid,
offer, or proposal, or any documents related thercto on vendor”s behalf; that I am authorized to
bmdﬂ:emdormacomnctnalmlmomhxp mdﬂntmthabestofmyknnwledge,thevmdm

thott “ e*‘ ne, ] '-
m@éﬁf ﬁﬁ{m or 2y #15.
S/ 2008
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THONE: {304) 558-2308
WA/Pumhasing sov

PURCHABING DIVIBION DIRECTOR

2019 WASHINGTON STREET, EAST
CHARLESTON, WEST VIRGINIA 25305-0130

Juiy 14, 2016

Vickie' Sifmoris-Délp, District Msnagar
5707 MacCorkle Ave, S.E.

Sufte 385
Charleston, WV 25304

Re: CRFQ 0212 SWC1600000009 Statew|de Contract for Temporary Staffing Services

Dear Ms. Simmons-Delp:

This letter s to Inform you that Kelly Services is an apparsnt successful bidder on the solicitation listed
above, Included within your bid submission, 3 letter dated May 17, 2016 was provided which proposes
changes to the contract. The State of West Virginia, Department of Administration - Purchasing Division
cannot agree 10 the proposed changes. Therefore, please salect the appropriate response to the

following:
-._.\é:dmowledge the rejection of the proposed changes to the contract submitted by Kelly Service
dated May 17, 2016 by the State and agree to withdraw the proposed changes.

w ;| CANNOT agree to withdruw the proposed changes to the contract and understand that fallure to
withdraw.the pro p Apnges will result in my bid being djsqualified.

’f V2 ate: ) /é,- FE

Please respond on or before 10:00 am EST, July 18, 2016. Fallure to respond by the date and time
refareniced in this latter vl result in thee disqualification of your bid.

Mo Os—

Mark Atkins
Senior Buyer

TAX: [304Y BAN-4115

NB
TARY

ER.OJAFFIREIATIVE AFTIN FR OVER




TEMPORARY STAFFING SERVICES

SPECIFICATIO

1. PURPOSE AND SCOPE: The West Virginia Purchasing Division is soliciting bids to
establish a statewide open-end contract for 18 specific temporary job classifications
commonly required by State Agencies. Job classification requirements for each position are
included as attachment_1.

2, DEFINITIONS: The terms listed below shall have the meanings assigned to them below.
Additional definitions can be found in section 2 of the General Terms and Conditions.

2.1 “Contract Services” means 18 specific temporary job classifications commonly
required by the West Virginia State Agencies as more fully described in these
specifications.

2.2 “Pricing Page” means the pages, contained wvOASIS or attached hereto as Exhibit
A, upon which Vendor should list its proposed price for the Contract Services.

2.3 “Solicitation” means the official notice of an opportunity to supply the State with
goods or services that is published by the Purchasing Division.

2.4 “Temporary Employee” means an employee provided by a vendor awarded a
contract under this Solicitation, to an agency of the State of West Virginia on a

temporary basis.

2.5 “CNA” means Central Non-Profit Agency bidding on this solicitation and gets
awarded a contract.

2.6 “Withholding” means any fee, tax or other sum of money required to be withheld

from an employee's paycheck by federal, state, county, or municipal govemning
bodies.

Revised 10/27/2014




TEMPORARY STAFFING SERVICES

3. QUALIFICATIONS:

Vendor, or Vendor’s staff if requirements are inherently

limited to individuals rather than corporate entities, shall have the following

minimum qualifications:

3.1. NOTE: If a Vendor awarded a contract subsequent to the REQ observes any
pericds of shutdowns for more than a public holiday or a weekend, that
information must be provided to the West Virginia State Agencies that they
have provided temporary employees. An emergency telephone number must
be supplied to permit the State Agencies a contact at the temporary agency
duoring any overtime hours worked.

4. MANDATORY REQUIREMENTS:

4.1 Mendateory Comtract Services Requirements and Deliverables: Contract Services
must meet or exceed the mandatory requirements listed below.

41.1 Payment:

4.1.1.1 Agencies shall pay Vendor for all temporary services in

accordance with the rates established by the Contract as shown on
the Pricing Pages. The only exceptions include overtime and
holiday pay and authorized travel. The Vendors billing rate for
each job classifications shall include all costs associated with
facilitating the temporary employment (e.g. employee
compensation and overhead), as well as any and all insurance,
taxes and other costs associated with employment of the

Temporary Employees.

4.1.2 Overtime and Holiday Pay:

Revised 10/27/2014

4.1.2.1 Temporary Employees may work more than forty (40) hours in a

week. Any Temporary Employee working in excess of forty (40)
hours per week must obtain prior anthorization from the agency.
4.1.2.1.1 Vendor shall bill and Agency shall pay 1.5 times the
hourly billing rate contained on the Pricing Pages for
all authorized work in excess of forty (40) hours per
week.




TEMPORARY STAFFING SERVICES

4.1.2.2 Temporary Employees may work on days recognized as & holiday
by the State of West Virginia, Vendor shall bill and Agency shall
pay 1.5 times the hourly billing rate for any work performed on
days recognized as a holiday by the State of West Virginia.

4.1.2.3 In any instance where the Agency is billed 1.5 times the hourly
billing rate, Vendor must pay the Temporary employee 1.5 times
the Temporary Employee’s normal wage.

413 Fee Adjustment:

4.1.3.1 The State of West Virginia may consider a vendor’s request to
increase the hourly billing rate only if the federal or state minimum
wage rate changes during the life of the contract and that rate
change entitles the Temporary Employee to an increased salary.
Any adjustment shall be based on the actual dollar value of the
increase not a percentage. A request to increase the hourly billing
rate by the Vendor may result in a change to the Vendor’s priority
level.

4.1.3.2 Any request for an increase should be submitted to the Purchasing
Division thirty (30) calendar days prior to the effective date of the
increase and the contract may be amended accordingly or
cancelled and re-bid. No other increases will be considered.

4.14 Time Card:

4.1.4.1 The Vendors shall supply all Temporary employees with time
cards. Hours worked shall be reviewed and approved on a daily or
weekly basis by the State Agency’s area supervisor or designee.
Computer generated time keeping is acceptable as long as the time
record is updated daily.
4.1.5 Conduct and Management:

4.1.5.1 The Vendors shall be responsible for the conduct and management
of the Temporary employee provided through this Contract and the
Temporary employee are and shall remain the employees of the
contractor, The State of West Virginia shall in no way be
considered a co-employer.

Revised 10/27/2014




TEMPORARY STAFFING SERVICES

4.1.6 One-Week Notice of Temporary Employee Replacement

4.1.6.1 Vendors shall provide one week notice, except in cases of a bona
fide emergency, should Vendor be required to replace the existing
Temporary Employee or provide a new Temporary Employee.
The State Agency is not required to justify any request to replace a
Temporary Employee, nor are the State Agencics required io give
advance notice.

41.7 Smoke Free and Drog Free:
4.1.7.1 Vendors shall advisc their employees that the Statc Agencies
require a smoke free and drug free work place. This Contract may
require drug testing of the Vendor's employees for specific
placements.
4.1.8 Background Check/References:
4.1.8.1 State Agencies may request background checks and/or references
for any Temporary Employee. State Agencies may request to
interview the Temporary Employee prior to filling the positions to
verify the individual hes the qualification for the temporary
assignment. Please note that, if requested, Vendors will be
responsible to pay for background check,

419 HIPPA

4.1.9.1 The HIPPA requirements are attached. This must be signed by the
Vendors and retned prior to issuance of any Contract.

4.1.10 Ethics in Public Contracting:

4.1.190.1 Vendors certifies the temporary services contract is entered into
without collusion or frand and the Vendors has peither offered nor

received any inducements from any individual(s), public or private,
in the preparation and pricing of the services to be provided.
4.1.11 Immigration Reform and Control Act of 1986:

4.1.11.1 Vendors shall provide temporary workers which are in compliance
with the Jmmigration Reform and Control Act of 1986 (or current

immigration laws).

Revised 10/27/2014




TEMPORARY STAFFING SERVICES

4.1.12 Equal Employment Opportunity:
4,1.12.1 Vendors shall be an Equal Opportunity Employer and shall take all
employment actions without regard to an individual’s race, color,
national origin, ancestry, sex, religion, age, physical handicap,
disability or political affiliations.

4.1.13 Reports:

4.1.13.1 In addition to what is covered by the General Terms and
Conditions on this solicitation, Quarterly reports required from the
Vendors must contain:

Identification of each Temporary Employee (complete
name).

Classification of each Temporary Employee.

State Agencies where each Temporary Employee is
working.

Number of hours each Temporary Employee has worked
(for each quarter, YTD, and since initially beginning work
for any State Agency).

The Hourly pay rate for each Temporary Employee.

Total dollars paid to the Temporary Employee.

NOTE: These reports are mandatory; failure to adhere to this may result in
the cancellation of the Contract. Such reports must be sent electronically
(excel document) to each agency utilizing this Contract and to the buyer
responsible for this Contract at the Purchasing Division. These reports are
due within thirty (30) calendar days after the end of each calendar year

quarter.

4.1.14 Exception labor Sources:

4.1.14.1 There are certain labor services available to the State Agencies
outside of the temporary services contracts, and the issnance of the
temporary service contracts shall not alter or interfere with the
existing laws, policies, and/or procedures for the use of these
exceptional labor sources. Some example of these sources include:

Revised 10/27/2014

Division of Personnel’s temporary personnel registers,
Other State Agencies.
The CNA.




TEMPORARY STAFFING SERVICES

e Prison labor,
» Students from institutions of higher legrning,
* Volunteers.

4.1.15 Agency Ordering Precedures:

Revised 10/27/2014

4.1.15.1 When the Contract(s) are issued, the State Agencies will receive a

spreadsheet to identify the lowest cost supplier for each
classification, according to regions. In instances where the CNA
bids on a Temporary Employee classification, the CNA may
receive a first priority contract even though it is not the lowest cost
supplier for that classification.

4.1.15.2 If the CNA bids and is awarded a Contract, the CNA will have first

priority for providing that Temporary Employee classification even
if the CNA is not the lowest cost supplier and State Agencies shall
first contact the CNA using TSCS Form (Temporary Services
Contract Sheet) or TSCN Form (Temporary Services Change
Notice) to fill a position in the Temporary Employee classification
awarded to the CNA. CNA shall reply to the State Agency within
forty-cight (48) hours. A reply from the CNA indicating an
unwillingness or inability to supply a Temporary Employee shall
operate as a waiver from the CNA and must be retzined by the
State Agency. When CNA is unable to supply the Temporary
Employee, or does rot respond to the Agency within forty-eight
(48) hours, the awarded Vendor with the lowest hourly rate for that
position in the region in question shall be contacted. If the
Temporary Employee sent by the CNA is unable or unwilling to
perform the job duties, the State Agency may request a waiver
form the CNA and contact the next Vendor if a waiver is granted.

Delivery Orders in excess of $25,000.00 shall require
processing as Centralized Delivery Orders through the WV
State Purchasing Division. Order of $25,000.00 or under will
be processed as Agency Delivery Orders. Sigoed, dated vendor
quote shall be incduded with each Delivery Grder (L.e., scanned
and ¢lectronically attached in WVOasis).



TEMPORARY STAFFING SERVICES

Revised 10/27/2014

4.1.15.3 A Vendor providing services for this Contract shall respond to any

request for a Temporary Employee within forty-eight (48) hours of
receiving the request, unless the request is identified by the
Agency as an emergency. When a Temporary Employee is
required on an emergency basis, the State Agency may require an
expedited response from the CNA or a Vendor providing the
Temporary Employee under this Contract.

4.1.15.4 State Agencies must send a Delivery Order to the Vendor to

initiate the procurement of temporary services. The Delivery
Order shall contain a description of the services required, job
location within the relevant region, job classification, hourly
billing rate and number of hours required, and start wand end dates
of the assignment. All Delivery Orders shall be completed by the
ordering State Agency. Waivers from the CNA must be attached
1o all invoices processed through the West Virginia State Auditor’s
office.

4.1.15.5 At the discretion of the West Virginia State Agency, the form

attached as Exhibit B Temporary Worker Request Form may be
required priar to accepting a Temporary Employee offered by any
Vendor. K this form is used, it shall detail the job description,
acceptable dress code, overtime requirements, and any other
pertinent information the State Agency finds relevant. This will
ensure that all Temporary Employees arriving at 8 West Virginia
State Agency will have a full understanding of all that is required
of them for the temporary position. If requested by the State
Agency, this form must be signed by the Vendor and the
Temporary Employee, indicating that both the worker and the
Vendor understand and accept the restriction and requirements for
the temporary position. The State Agency may also use this form
to list any prohibited activities by the Temporary Employee
(discussion of pay, cell phone use, internet privileges, tobacco use,
etc.).




TEMPORARY STAFFING SERVICES

4.1.15.6 If CNA or any Vendor has indicated they can fill the position and

the temporary worker does not report for the temporary position
without a reagonably acceptable explanation (in the opinion of the
West Virginia State Agency), the State Agency may then go to the
next low bidder to fill the temporary position.

4,116 Absent Temporary Werkers:

4.1.16.1 Al Vendors (including CNA) must notify the West Virginia State

Agency immediately wpon learning that a Temporary Employee
will be tardy or will be absent from work. The Vendor must
instruct its employees that they must report absences to the Vendor
and Vendor wili communicate the absence to the State Agency.
Failure {0 notify the State Agency of an absent employee is
grounds to move on to the mext bidder to fill the position.
Information for Temporary Employees supplied through the CNA
should be reported to the CNA and the CNA will report the
absence to the State Agency.

Note: It is strongly recommended to the Vendors that they check
with each temporary worker one day prior to the beginning of the
assignment to verify the start date. Vendors with a high percentage
of “no shows” or a history of sending unacceptable temporary
workers may be removed from the contract.

4.1.17 Removing a Temporary Worker:

4.1.17.1 Whenever a Temporary Employee is to be relieved of duties, the

Vest Virginia State Agency shall notify the Vendor. Whenever
this removal is due to behavior and/or other unacceptable problem,
the Vendor shall assist the State Agency in retrieving the electronic
pass card whenever one has been issued.

4.1.18 Soiicitation for Temporary Employee’s:

Revised 10/27/2014

4.1.18.1 Vendor shall not solicit work from the West Virginia State

Agencies. When the need arises for a Temporary Employee, the
State Agency shall make the necessary contact. Salicitation for
work for temporary workers is strictly prohibited.
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4.1.19 Hiring of Temporary Workers/Credit Applications:

4.1.19.1 There shall be no fee incurred by the State of West Virginia if an
Agency decides to hire a Temporary Employee into a permanent
position.

4.1,19.2 Vendor shall not require & credit application to be completed by
any State Agency.

4.1.19.3 Vendor shall not request nor requirc any additional forms, policy
statements, etc. to be signed by any State Agency.

4.1.19.4 No additional terms and conditions shall be requested or required
by Vendors to any State Agency for any position filled through this
contract.

4,120 Temporary Worker’s Job Classifications (job description and
requirements will be provided as attachment_1).

Revised 10/27/2014

4.1.20.1
4.1.20.2
4.1.20.3
4.1.204
4.1.20.5
4.1.20.6
4.1.20.7
4.1.20.8
4.1.20.9
4.1.20.10
4.120.11
4.1.20.12
4.1.20.13
4.1.20.14
4.1.20.15
4.1.20.16

Accounting Technician 2
Administrative Services Assistant 1
Administrative Services Assistant 2
Cook

Custodian

Data Entry Operator 2

Executive Secretary
Groundskeeper

Health Service Worker

Laboratory Assistant 3

Laborer

Mail Runner

Office Assistant 2

Office Assistant 3

Painter

Paralegal
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4.1.20.17 Parking Attendant
4,1.20.18 Word Processor

5. CONTRACT AWARD:

5.1 Contract Award: The Contract is intended to provide Agency with o
purchase price for the Contract Services. The Contract award may be limited
to the three (3) lowest bidders meeting the specifications in each job
classification for ecach Region, Under this scenario, it will be possible for a
Vendor to be awarded a contract for only a portion of the temporary positions

they bid on.

5.2 Pricing Page: The State of West Virginia has divided the State into four (4)
Regions. The Vendor should provide billing information for cach job
classification in each Region they are bidding on. Vendor shouid complete
the Pricing Pages (Exhibit A) for each region (1 thru 4) they are interested in
suppling temporary workers by providing an hourly rate paid to the
Temporary Worker, Withholding, and overhead rates. Those three (3) items
will be added to determine the Total Rate amount for each job classification in

the region Vendor is bidding.

Vendor should complete the Pricing Pages in full as failure to complete the
Pricing Page in its entirety may result in Vendor’s bid being disqualified.

Vendor should type or electronically enter the information into the Pricing
Pages to prevent errors in the evaluation. Notwithstanding the foregoing, the
Purchasing Division may correct errors as it deems appropriate.

6. PERFORMANCE: Vendor and Agency shall agree upon a schedule for performance of
Contract Services and Contract Services Deliverables, unless such a schedule is already

included herein by Agency. In the event that this Contract is designated as an open-end
contract, Vendor shall perform in accordance with the release orders that may be issued
against this Contract.

7. PAYMENT: Agency shall pay hourly rate as shown on the Pricing Pages, for ail Contract
Services performed and accepted under this Contract. Vendor shall accept payment in
accordimce with the payment procedures of the State of West Virginia.

Revised 10/27/2014
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8. TRAVEL: Vendor will only be paid for Temporary Employee's travel in instances where
the State Agency specifically provides written authorization for the Temporary Employee to
travel. Vendor shall only bill for time that Temporary Employees are working at a
designated temporary employment location or on approved travel. Vendor shall not bill for
travel from the Temporary Employee's home to the designated temporary employment
location. The Vendor shall be reimbursed for a Temporary Employees travel expenses in
accordance with the State of West Virginia travel regulations.

9. FACILITIES ACCESS: Performance of Contract Services may require access
cards and/or keys to gain entrance to Agency’s facilities. In the event that access
cards and/or keys are required:

9.1. Vendor must identify principal service personnel which will be issued access
cards and/or keys to perform service.

9.2, Vendor will be responsible for controlling cards and keys and will pay
replacement fee, if the cards or keys become lost or stolen.

9.3. Vendor shall notify Agency immediately of any lost, stolen, or missing card or
key.

9.4. Anyone performing under this Contract will be subject to Agency’s security
protocol and procedures.

9.5. Vendor shall inform all staff of Agency’s secutity protocol and procedures.

10. VENDOR DEFAULT:
10.1. The following shall be considered a vendor default under this Contract.

10.1.1.Failure to perform Contract Services in accordance with the requircments
contained herein,

10.1.2.Failure to comply with other specifications and requirements contained
herein.

10.1.3.Failure to comply with any laws, rules, and ordinances applicable to the
Contract Services provided under this Contract.

Revised 10/27/2014
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10.1.4. Failure to refnedy deficient performance upon request.
10,2, The following remedies shall be available to Ageney upon defanit.
10.2.1. Immediate cancellation of the Contract.

10.2.2. Immediate cancellation of cas or more release orders issusd under this
Contract.
18.2.3, Any other remedics avaiiable in 1w or equity.

11. MISCELLANEOUS:

111 Contract Mamager: Duoring its patformance of this Contiact, Vendor must
Vendor’s responsibilities under this Contract. The Confract manager mnst be
available during normal business hours to address any customer service or other
issues related to this Contract. Vendor should Est its Contract manager and his or

Revisad 10/27/2014




SOLICITATION NUMBER: CRFQ SWC1600000009
Addendum Number: 1

The purpose of this addendum is to modify the solicitation identified as
(“Solicitetion™) to reflect the change(s) identified and described below.

Applicable Addendum Category:
| 1} Modify bid opening date and time:
[ | Modify specificationis of product or sérvice béing soughit
l¥/{ Attachritent of vendor questiorns anid responses
| | Aftachment of pre-bid sign-in sheet
[ | Ot
Description of Modifieation to Solicitation:

1. Vendor Questions:and Responses ailached.
No:ather changes mada.

Additional: Documentation: Docunientation related 1o this Addendum (if‘any) has been

Terms and Conditions:
1. Allprovisions. of the Solicitation and other addends not medified hetcin shall remain in
full force and effect,

2. Vendor should acknowleidge receipt of all addenda issued for this Solicitation by
completing an Addendum Acknowledgment, a.copy-of which is included herewith.
Fallure to ecknowledge sddenids may result ini bid disqualification. The addendum
acknowledgemerit should be submitted with the bid to expedito. document processing.

Bewined 6/8/2012
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Reovied /8/2012




ADDENDUM_1 CRFQ 0212 SWC1600000009
ATTACHMENT A TEMPORARY STAFFING SVCS QUESTIONS AND RESPONSES

QUESTION 1:
What Is the definition of overhead rate?

RESPONSE:
Any fee, markup, or ather summ of money that the vendor deems as cost assaciated with their ability to

provide the services requested in the sollcitatlon and.Is net a part of the Worker Pay Rate or
“Withhoiding Rate” listed In Sectlon Z subsection 2.6 of the specifications:

QUESTIONS Z:

Is it single award or multiple award?

RESPONSE:

Multiple, please see Specification Section 5 Contract Award.

QUESTION 3:
s there an Incumbent on the:RFP? if yes, please provide the Incumberit detalls.
RESPONSE: There are multiple Incurnbents on the current contract that wiil expire on 5/18/2016. You

may view the:-TEMP14 contract by visiting the synapsis tab within following weeb fink:

hitp:/fwww. wv.ug/admin/purchas m
QUESTION 4:

Plepse letus-know the last year's spending.onthe RFP.
RESPONSE:

2015fy spending 5 expected 10 exceed $1.5 millian dollars.
QLUESTION 5:

What Is thie anniual btidgét for this RFPT

RESPONSE:

The State does:not release budgeting amounts. This is-an open end contract that will require temporary
warkers on an “as:needed” basis,

QUESTION 6: _ _

Is it possible to recelve the current Employee Pay Rate, Bill-Rate and Markup for the currént contract?

RESPONSE:
You may view the current contract Temp14 by going to the following link and selecting each contract for

review.
|

dmi SW MP.htm
QUESTION 7;
How many temps do you currently have?
RESPONSE:

informaticn | mt avaliable. “This contract is state wide covering 4 Regions and 55 countles with numerous
Can you provide the approximate spend for each job class covered by the last contract?

RESPONSE:
See response to question 7.

1lPage ]




ADDENDUM_1 CRFQ 0212 SWC1600000009
ATTACHMENT A TEMPORARY STAFFING SVCS'  QUESTIONS AND RESPONSES

QUESTIOWN 9: ,
Can we bid category wise for this requirement?

RESPONSE:
Vendors may bld only ane, afl, or any number of classifications they wish to provide Temporary Workers.

QUESTION 10:

What you need in response lke, resume, company references, hourly rate etc.?

Pigase review all documents for this solicitation and respond dccordingly, Resumes and company
references dra not reguired. Pléase subniit Bids in accordance with the specifications as written.

QUESTION 11:
Havy sty rsoureas raquirsid for this projace?

RESPOMSE:
Do ot understand what “resources” being rafarred to. All requirements for this sollcitation may be

viewed by entering the publlc secess tabon the following web [ink:

nN=-

QUESTION 12:
I there I a current contract In place, what was the total spend under It for 20157 What [s the

anticipzid total annual spend under the new cosstract?

RESPDNSE:

For currant contract, please sse response for Quastions 3 ard 6.

For tofal spend 2015, please sep rasponse for Question 4,

There-is no anticipated total spand on this contract. Agencies will stllize the contract on an “as needed”

buisls,

QUESTION 13:
Adentliir-Atmowlsdgement Form would only resd to be sibmitted #f wa recaive addfitions|
Aden s for this RFQ?

RESPOMSE:

Vendor Is to acknowledge all addenda received.

QUESTION 14:
s there a Mandatory Pre-Bid Meeting? And If so...place and time...nothing was checked, but | Just want

to make sure.
No Mandstory Pre-Bid Meeting for this solicitation.

2[Page
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ADDENDUM_1 CRFQ 0212 SWC1600000009

ATTACHMENT A TEMPORARY STAFFING SVCS QUESTIONS AND RESPONSES
QUESTION 15:

When submitting our Bid information {rito the WV Casis System, Js our Login & Password the identifier
thatt |iriks the submitted Infarmation to each specific vendor such a5 XX0000000(?

RESPONSE:
Your login and password:in the Vender Self Servica (VSS) Is an identifier and will lirik to the taxpayer id

number associated with the Login Id.
NOTE: this solicitation does not permit an online response In-WVOASIS due to the complexity of the

prickrig: page bid stenario {i.e. classHication, region, county, étc.).

QUESTION 16::
Can you provide Temporary Staffing Services spend by Region over the iast 1 year renewal period?

Regional spend information Is not avallable. For anticipated total spend informaticn please see

réspanse to Question 4.

QUESTION 17:
‘Paragraph 5.2 of the RFQ Specifications state that a Pricing Page for etch reglon that we bid on must be

filled out In its entirety or it may be rejected. Does.that mean we must quote rates for all 18
classification, or can we quote rates just for the services we wish.to provide?

RESPONSE:

Pigasa see response to question 9. Also, sections 5.2 states “should” complete In its entirety, not
“must”. The Intent is to:provide complete information for each classification the vendor is Interested In
providing Temp Workers. Fallure to ilst all the information for the classification (l.e. Waorker Rate,
Withholding Rate, Overhead Rate, Total Rate, Region, County, etc.) may result In bid disqualification.

QUESTION 18:
Paragraph 2.6 of the RFQ Spedifications defines “Withholding”. is that the same definftion for the cost

listed on the Pricing Page, Withholding Rate? Since withholding {s a cost to the employee only, can you
further define what costs should be included in the Withholding Rate?

“Withholding” as defined in 2.6.of the RFQ Spetifications and.the priting pages “Withholding Rate” are

the same:

Qum ON. 18:

Paragraph #15 of the General Terms and Conditlons:state that vendors are responsible for arty sale tax
that arisas from this contract. However, it also state that the State of WV Is exempt form “state and
federal taxes”. Does that Include being exempt from state sales and municipal taxes?

Perem #15 of the General Terms and Conditions, the State of WV is exempt from Federal and State

taxes and-will:not relmburse back to the vendor-such taxes.

3]Page



Instructions: Please acknowleige rocelpt of all addend issed with this solicitation by compieting this
sddendum scknowledgment form. Cheok ths dox.next to each addendum received and sign below.
Failure to scknowiedge addends may result ih bid disqualification.

nicospary revisions to my peopossi, plens end/or specification, etc.

R -

(Check tho bo ettt cach adeschn receivod)

[V{AddmdmNe.l [ 1 AddendimNo: 6

[ ] AddendumNo.2 [ 1 AddendumNo.7

[ 1 AddedumNo.3 [ ] AddendumNo. 8

[ 1 AddendumNo. 4 [ ] AddendumNo.9

[ 1 AddendumNo.S5 [ 1 AddendumNo,10
T underetandthat fulluro $o confirm: the receipt of addenda may be cause for rejostion of this 5id, T
frthor undeqstand thet any verbal repreasntation made or assanied fo be muds duseig sary orsl

discussion hield between Vensiess roprosesitatives ynd any state personnel s not Sinding. Ouly the
informatian ssued in writing s sdded to the sposifications By an official addandurn fs binding,

". . ; f §7
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EXHIBIT B
= Temporary Worker Requast Form
[Viect Virgila Bfats Agericy: =

 Telephone Number:
Classifloation:

Viest Virginia St Agoricy Requirerments For Temparsry Woree)

| Restiictione/Frofibitions for Temporary Warkers

Form must ti signad by both tha temporary worler and réprasentative of the temporsr
worker position, i~

Temporary Agericy- Representative Temporary Worker

——

Deite Deie




EXHIBIT_C WV REGION map

4 REGIONS FOX CRFQ 0212 SWC1600000G09

Region )
Brocke Monongalia
Cathoun Ohilo
Doddridge Pleasgnis
Giimer Ritrhfe
Hancock Tyler
Harrisop Watze}
Marfon- Wirt
Marshal] Wood

Region I
Boone Mason
Cabeli Mingo
Jackson Putagn
Ranawha Roune
Lingain Wayne
Lopan

Region Il
Barbour Morgan
Berkel Pindiaton
Grant Py
Hampshire Randoiph
Hardy Taylor
Jeffersan Tocker
Lewis Upshur
Minera]

Reglon v
Braxtan Hicholas
Clay Focahontas
Fayecte Faleigh
Greenbrier Summers
MeDoweil Vebstar
Merper Viyoming

Monros



ATTACHMENT 1
CRFQ 0212 sSwC1600000009
TEMPORARY STAFFING SERVICES
JOB CLASSIFICATIONS

AND
REQUIREMENTS




ACCOUNTING TECHNICIAN 2

Nature of Work
Under general supervision, performs entry level accounting

support duties. The incumbent is responsible for performing
routine posting and adjusting to the general ledger,
processing claims and invoices, and reviewing transactions
for completeness, accuracy, and compliance with state and
federal laws and regulations. Performs related work as

required.

Distinguiahing Characteristics
This is beginning level paraprofessional
accounting/auditing work. Duties are distinguished by the
recording and balancing of routine firancial and numerical
data in accordance with agency standards and work

procedures.

Ixamplas of Wozrk
Processes claims and invoices; accurately calculates and
records amounts.

Prepares bank deposits and/or checks.

Performs routine posting and adjusting to ledger.
Identifies and corrects own routine posting errors.
Classifies/ codes according to a chart of accounts.
Performs routine reconciliation reports such as bank
reconciliations and batch reports.

Maintains accounting records; gathers data and prepares
financial statements and reports from records maintained.
Contacts associates, administrators, and general public in
order to obtain information, discuss changes in documents,
or resolve routine problems with accounts.

Knowladge, Skills, and Abilitias
Knowledge of basic mathematical computations.
Kncwledge of the operation of office equipment such as a
copier, fax machine, and personal computer.
S8kill in the use of a calculator.
Ability to detect and correct errors in arithmetic or to
refer to proper source for correction.
Ability to gather and compile data for use in financial

reports.
Ability to communicate effectively, both verbally and in

writing.




ACCOUNTING TECHNICIAN 2 (CONT’D)

Knowledge, Skills and Abilities {(cont’d)
Ability to establish and maintain effective working

relationships with others.

Minimum Qualifications

TRAINING: ,
Graduation from a standard four-year high school or the

equivalent.

EXPERIENCE :
Two years of full time or equivalent part time paid
bookkeeping, accounting or related experience.

SUBSTITUTION:
Successful completion of college-level accounting courses

from an accredited college or university may be substituted
at the rate of three semester hours equals six months

experience;

Successful completion of related business school or
vocatiocnal training may be substituted for the experience

through an established formula.




ADMINISTRATIVE SERVICES ASSISTANT 1

Nature of Work:

Under general supervision, performs administrative work in
providing support services such as fiscal, personnel, payroll or
procurement in a small division or equivalent organization level.
May function in an assist role or in a specialized capacity in a
large agency or department. Develops or assists in developing and
implements plans/procedures for resolving operational problems and
in improving administrative services. Work is typically varied and
includes inter- and intra-govermmental and public contact. Performs

related work as required.

Distinguishing Charactaristics:
Positions in this class are distinguished from the Administrative

S8ervices Assistant 2 by the size of the unit served and by the
independence of action granted. Positions in a small agency or
division may be responsible for a significant administrative
component; other poasitions assist an administrative supervisor in a
large state agency. Authority to vary work methods or policy
applications or to commit the agency to alternative course of
action is limited.

Examples of Work

Confers with inter- and intra-agency personnel to transact
Dusiness, gather information, or discuss information; may be in &
position with public or federal government contact.

Gathers and compiles information for state records; writes reports,
balances tally sheets, and monitors inventories, purchases, and
sales.

Updates records and contacts employees to gather information;
represents the supervisor or unit in the area of assignment at in-
house meetings.

Maintains files of information in hard copy files or electronic
format; runs reports for regular or intermittent review.

Assists in determining the need for changes in procedures,
guidelines and formats; devises a solution; monitors the success of
sclutions by devising quantitative/qualitative measures to document
the improvement of services.

Assists in the writing of manunals in the area of assignment;
clarifies the wording and describes new procedures accurately.

Knowledge, Skilis and Abilities
Knowledge of regulaticns, processes and procedures in the area of

assignment.
Knowledge of general office practices and procedures.

Knowledge of state and federal laws and regulations related to the
area of assignment.




ADMINISTRATIVE SERVICEE ASSISTANT 1 (cont’d)

Knowledge, Skills and Abilities (CONT'D)

2bility to collect and compile accurate information.

Ability to conceptualize the nature of service difficulties and
devise appropriate work methods, tools, and configurations to
correct the problem.

Ability to prepare flowcharts, graphs and status reports.

Ability to communicate with a wide variety of people, both orally
and in writing.

Ability to perform basic arithmetic.

Minimum Qualifications

Training:
Graduation from an accredited college or university. Preference may

ke given to candidates with a major in the area of public or
business administration, accounting, industrial relations,
communications or related field.

Substitution:
Additicnal qualifying experience as described below may be
substituted on a year-for-year basis for the required training.

Experience:

One year of full-time or equivalent part-time paid employment in a
technical or advanced clerical position providing administrative
services such as accounting, budgeting, project monitoring and
reporting, personnel, or procurement and property. Experience must
have been at the 0ffice Assistant 3 or Accounting Technician 3

level or higher.

Substitution:
Succesaful completion of graduate study in an accredited college or

university in one of the above fields may be substituted for the
required experiente on a year—-for-year basis.

e A bt i



ADMINISTRATIVE SERVICES ASSISTANT 2

Nature of Work:

Under limited supervision, performs administrative and
supervisory work in providing support services such as fiscal,
personnel, payroll or procurement in a state agency or facility
or serves as the assistant supervisor in a major administrative
support unit of a large state agency.

Develops policies and procedures for resolving operational
problems and for improving administrative services. Supervises
the work of office support staff in rendering required services.
Work is typically varied and includes extensive inter- and
intragovernmental and public contact. Has some authority to vary
work methods and pollcy applications and to commit the agency to
alternative course of action. Performs related work as required.

Distinguishing Characteristics: Positions in this class are
distinguished from the Administrative Services Assistant 1 by
the supervisory nature of the work performed, by the size of the
unit served and by the independence of action granted, Positions
in this class are responsible for a significant administrative
component in a medium size agency or state facility or serves as
an Assistant Director of a major administrative support
component of a large state agency. Authority to vary work
methods and to commit the agency to alternative course of action

ls granted.

Examples of Work

Confers with inter- and intra-agency personnel to transact
business, gather information, or discuss information; may be in
a position with public or federal government contact,

Conducts performance surveys and reviews agency methods of
operation; devises flowcharts and graphs; may conduct cost
aralysis studies.

Gathers and compiles information for state records; writes
reports, balances tally sheets, and monitors inventories,
purchases, and sales.

Updates records and contacts employees to gather information;
represents the agency in the area of assignment in both internal
and external meetings.

Mzintains files of information in hard copy files or electronic
format; runs reports for regular or intermittent rewview.
Determines the need for changes in procedures, guidelines and
formats; devises a solution; monitors the success of solutions
by devising quantitative/qualitative measures to document the

improvement of services.




ADMINISTRATIVE SERVICES ASSISTANT 2 (CONT'D)

Examples of Work (cont’d)

Writes manuals in the area of assignment; clarifies the wording
and describes new procedures accurately.

Supervises the work of Office Assistants, Accounting
Aggistants or other support staff.

Knowledge, Skills and Abilities

Knowledge of regulations, processes and procedures in the area
of assignment.

Xnowledge of general office practices and procedures.
Xnowledge of state and federal laws and regulations related to
the area of assignment.

Ability to collect and compile accurate informaticn.

Ability to conceptualize the nature of service difficulties and
devise appropriate work methods, tools, and confiqurations to
correct the problem.

Ability to prepare flowcharts, graphs and status reports.
Ability to communicate with a wide variety of people, both
orally and in writing.

Ability to perform basic arithmetic.

Ability to supervise the work of others.

Minimum Qualifications

Training:

Gradwation from an accredited 'college or university. Preference
may be given to candidates with a major in the area of public or
business administration, acccunting, industrial relations,
communications or related field.

SBubstitution:
Additional qualifying experience as described below may be
substituted on a year-for year basis for the required training.

Experiaence:

Iwo years of full-time or equivalent part-time paid employment
in a technical or professional position providing administrative
services such as accounting, budgeting, project monitoring and
reporting, personnel, or procurement and property.

Substitution:
Successful completion of graduate study in an accredited college
or university in one of the above fields may be substituted for

the required experience on a year for-year basis.




COOK

Nature of Work
Under general supervision, performs full-performance level work

preparing and cooking and/or baking food items in a state

facility. May select or vary methods and foods as neceded. May
supervise Food Service Workers or other positions assigned to
this area, as directed by supervisor. Performs related work as

required.

Examples of Work
Cocks meats, vegetables, and pastries in accordance with

standard recipes or oral instructions.
Prepares regular and special diets.
Operates mixers, ovens, steamers, peelers, grills and other food

preparation equipment.

Sets up cafeteria lines and serves meals on the line or in the
dining room.

Receives and stores food and food service items.

Cleans stoves, refrigerators and work areas.

Trains new workers in food preparation and kitchen Procedures.
May order or participate in ordering food and supplies,

Enowledge, Skills and Abilities

Knowledge of the methods and equipment used in large scale food
preparation and the preparation and serving of food in large-
scale kitchens.

Knowledge of terminoclogy, temperature and measurements used in
food preparation.

Ability to read and understand recipes for food preparation.
Ability to determine portion yield for all foods used in large~

scale food preparation.
Ability to lead and direct the work of kitchen workers.

Minimum Qualifications
TRAINING:

Ability to pass a written test at the eighth grade level.
EXPERTENCE :

One year of full-time or equivalent part—time paild experience in
large-scale food preparation and serving.

SPECIAL REQUIREMENTS:

Applicant must furnish an approved food handler's certificate

within seven days after appointment.



CUSTODIAN

Nature of Work

Under general supervision, performs routine manual work at the
full-performance level cleaning in and arcund State buildings
and institutions. Work involves maintaining cleanliness and
orderliness in an assigned area. Performs related work as

required.

Examples of Work

Dusts, cleans, polishes, and waxes furniture, fixtures,
woodwork, and equipment.

washes windows and cleans blinds.

Cleans restrcoms and replenishes with supplies.

Sweeps, mops, waxes, and polishes floors, stairs, corridors, and
courts using brooms, mops, and buffers.

Cleans rugs and carpets with vacuum cleaners.

Disposes of trash and waste materials.

Cleans doors, door facings, and walls with disinfectant.
Assists in moving equipment or in other manual tasks.

Checks and replaces light bulbs,

Sweeps sidewalks arcound buildings.

May shelve restroom and laundry supplies.

May deliver mail, messages and packages to other State offices,
local businesses, or central mail room.

Knowledge, Skills and Abilities

Knowledge of cleaning methods and procedures,

Ability to understand and follow oral instructions.
Apility to perform manual work.

Ability to operate vacuum cleaners and buffers.
Ability to choose and use appropriate cleaning agents.

Minimum Qualifications
TRAINING:
No formal education required.




DATA ENTRY OPERATOR 2

Nature of Work

Under direct supervision, at the full-performance level, rapidly
and accurately transcribes alpha/numeric data from routine,
complex, or rough source documents into computer usable form by
operating any of several devices. Performs complex azsignments
such as entering detailed budgets and pay plans or data which
deviates from a standard procedure according to changes in coded
information. Accessing and manipulating the data is normally not
required. Shift work may be necessary.

Performs related work as required.

Distinguishing Characteristics

Both Data Entry Operator 1 and 2 are production-intensive
classes vsing multiple formats as guidelines for rroper entry of
the data. The work requires repetitive and sustained high speed
operation of data entry devices, sitting for long periods of
time at fixed posture, handling confidential informatien and
working in & production environment under demanding time
constraints.

Data Entry Operator 2 is distinguished from Data Entry Operator
1 by the performance of the employee when evaluated against
several criteria such as strokes per hour, error rate,
independently developing low-level format programs for new jobs
and familiarity with multiple screens; the source documents are
aiso considered in the evaluation.

Examples of Work

Enters routine to complex data for computer input using either
teleprocessing terminals, key-to-disk, key-to-tape, key-to-
diskette or card punch machines.

Follows varied procedures as well as established guidelines such
as formats for entering data.

Develops and maintains low-level format programs for new jobs. i
After entering data, posts to batch ticket or production log
such information as the batch type, quantity, cperator's name
and saction, data, number processed, number rejected, etc.
Verifies data entered by other operators using either
teleprocessing terminals, key-to-disk, key-to-tape, key-to-
diskette, or card punch machines and makes necessary
corrections.

May identify errors on the source documents and make necessary

cerrections.




DATA ENTRY OPERATOR 2 {(CONT'D)

Knowledge, Skills and Abilities

Xnowledge of the operation of data entry equipment.
Knowledge of the data entry standards and formats used by the
unit.

Skill in the operation of data entry equipment such as
teleprocessing terminals, key-to-disk, key-to-tape, key-to-
diskette or card punch machines.

Ability to develop low-level format programs.

Ability to understand and follow detailed oral and written
instructions.

Ability to perform repetitive tasks accurately.

Ability to establish and maintain effective working
relationships with others.

Minimum Qualifications

TRAINING:

Graduation from a standard four-year high school or equivalent.
EXPERIENCE :

Cne year of full-time or part-time equivalent experience in data
entry.

SUBSTITUTION:

(1) Completion of twelve hours in computer science from an
accredited college or university

OR

{2} Completion of four courses in data processing, data entry,
and/or word processing from an accredited business or wvocaticnal
school may substitute through an established formula for the

required experience.



EXECUTIVE SECRETARY

Nature of Work

Under limited supervision, performs highly responsible advanced
level administrative support work in providing assistance to a
department secretary. Work involves independent responsibility
for making limited policy interpretations in dealing with the
publie and acting with authority on office management and
administrative functions in the absence of the superviscr.
Responsibilities include high level secretarial, clerical,
office management and general administrative duties with primary
emphasis on relieving the superviscor of administrative details.
Work is performed in strict confidence and in accordance with
modern professional secretarial principles and techniques.
Supervision may be exercised over subordinate office clerical
personnel. Performs related work as required.

Examplas of Work

Performs a variety of administrative tasks for the supervigsor
including organizing an appointment calendar, screening visitors
and telephone calls, making travel arrangements, answering
routine correspondence, accumulating information for reply to
requests by correspondence and/or telephone.

Takes dictation of a confidential and technical nature from the
supervisor or transcribes dictation from a transcribing machine.
Iypes correspondence, reports, forms, contracts, bulletins,
manuals,. narratives and other documents and related office
material which may require a familiarity with specialized
terminology such as medical and/or legal terms.

Independently composes and types correspondence for the
supervisor's signature from general instruction or marginal
astes.

Supervises the clerical operation of the office; directs the
clerical staff on departmental or divisional policies and
procedures.

Gathers and computes information for the supervisor on special
assignments, regular reports, budgets or speeches.

Schedules conferences and meetings; contacts individuals to
participate, assuring convenient time for all those involved or
arranges time changes convenient to ail participants, arranges
meeting facilities, transportation for guest participants and/or
speakers; takes minutes of meetings and transcribes minutes and
assures appropriate distribution of copies.

Maintains and organizes the office files; assures that preper
security measures are followed concerning confidential files and
materials; maintains supervisor's manuals, regulations, staffing

patterns, etc.



EXECUTIVE SECRETARY (CONT'D)

Examples of Work {cont’d)

Assists the supervisor in planning and analyzing specific office
problems affecting operations; advises the supervisor of the
current situation and problems resulting; and makes
recommendation of possible solutions.

Enowledge, Skills and Abilities

Knowledge of modern office procedures, practices, and equipment.
Knowledge of agency rules, regulations, and preocedures.

Ability to maintain detailed records according to a prescribed
format.

Ability to retrieve and utilize information from multiple
sources to complete assignments.

Ability to compose correspondence dealing with routine inquiries
regarding the services or procedures of the organizational unit.
Ability to plan, schedule, assign and review the work of other
employees.

Ability to take dictation or operate a transcribing machine.
Ability to deal with the public in an effective and courteous
manner, and to establish and maintain effective working
relationships with superiors, subordinates, associates, other
organizations, and the general public.

Ability to analyze operatiomnal procedures and prepare reports of
findings and recommendations for modifications.

Ability to operate standard office equipment.

Ability to add, subtract, divide, and multiply whole and
fractional numbers.

Minimum Qualifications

TRAINING:
Graduation from a standard four-year high school or egquivalent.

EXPERIENCE:
Six years of full-time or equivalent part-time paid secretarial
experience, two years of which must have included administrative

support or complex clerical duties.

SUBSTITUTION:

Successful full-time study in an accredited college cor
university or related business or vocational scheol training may
be substituted through an established formula for the required

experience outside the area of assignment.




GROUNDSKEEPER

NATURE OF WORK
Under general supervision, performs work at the full performance

level by being responsible for the appearance, repair and
general care of the grounds of a state facllity. Plants grass,
flowers, shrubs, trees; mows grass and trims shrubbery.
Performs necessary preventive measures for insect and vermin
control and against other damaging effects.

Assists in the selection of supplies and equipment.

Has some latitude to vary methods and procedures, within
prescribed guidelines.

May perform additional routine maintenance work and/or assign
work to other staff or residents.

Performs related work as required.

ESSEMTIAL JOE FUNCTIONS

(Any specific position in this class may not include all of the
duties listed, nor do the examples listed cover all of the
duties that may be assigned.)

Rssigns work details to employees, patients or inmates.
Supervises and participates in grounds maintenance, including
trimming trees, cutting grass and cultivating plants and shrubs.
Makes improvements to walks, lanes, sheds and benches, including
vainting and minor repairs.

Performs preventive maintenance pertaining to grounds area.

KNOWLEDGE, SKILLS AND ABILITIES

Knowledge of grounds keeping and simple horticulture practices.
Knowledge of care of flowers, trees and shrubs common to grounds
work and of methods of cultivating, pruning, spraying, trimming
and scdding.

Xnowledge of the materials and tools used in such work and of
ordinary plant diseases and pest control.

Ability to maintain and make ordinary repairs to machinery and
equipment.

Ability to make improvements and minor repairs to walks, lanes,
perking lots, sheds and benches.

Apility to plan, layout and supervise the work of patients,

inmatas or employees,



GROUNDSKEEPER (CONT’D)

MINIMUM QUALIFICATIONS
Training:
Must be able to pass a written test at the eighth grade level.

Expaerience:
Six months of full-time or equivalent part-time pald experience
in grounds keeping work.

Special Requirement: Possession of a valid driver’s license may
be required.




HEALTH SERVICE WORKER

Nature of Work
Under direct supervision, performs work at the full-performance

level providing basic personal and nursing care related to the
treatment, habilitation and rehabilitation for the mentally
and/or physically challenged at state operated facilities or in
a community setting.

Performs basic nursing care under direct supervision; performs
basic personal and/or therapeutic treatment duties.

ITravel may be required. Performs related work as required.

Distinguishing Characteristics
This is full-performance level work providing basic care. The
incumbents have successfully completed training courses and/or
have passed competency skills and written tests.

Exsmples of Work

Participates in a formal training program to develop the
knowledge and abilities required for the class and for career
growth and opportunity.

Provides required personal care and hygiene services for clients
such as bathing, grooming, dressing, and feeding clients.
Teaches clients basic skills for the development of daily living
habits regarding cleanliness, personal hygiene, dressing, and
eating skills, etc.

Motivates and encourages clients to promote their treatment and
development by engaging in one-to-one discussions and supportive
relationship with the clients.

Provides nursing care such as taking temperature, blood
pressure, pulse readings, and performs routine treatment and
first-aid under the direction of a licensed practical nurse,
registered nurse or physician.

Interacts with clients in a therapeutic manner.

Participates with other treatment team members in overall
programmatic rehabilitation activities to facilitate change in
the clients' behavior. {
Oversees or participates in planned recreational and social *
programs.

Observes, records and reports clients! behavior, attitudes and
physical condition and reports significant changes to proper

staff.
Serves as a role model in the training of less experienced

workers.
Escorts clients to meals, therapy, medical appointments and

scheduled activities within and outside the facility.




HEALTH SERVICE WORKER (CONT'D)

Examplaes of Work (cont’d)
Performs duties necessary to maintain a safe, clean and crderly

living and work area.

EKnowlaedge, Skills and Abilities

Knowledge of the concepts of mental health, health diserders and
related physical conditions and treatment approaches.

Xnowledge of simple nursing care, first-aid and personal and
environmental hygiene.

Knowledge of the policies and procedures of the department,
facility or service entity.

Ability to provide simple nursing care, personal care and
hygiene.

Ability to perform established treatment and programmatic
activities.

Ability to teach clients eating, bathing, dressing, grooming and
other self-care skills.

Ability to observe, record and report clients' behavior,
attitudes and physical condition.

Ability to perform basic arithmetic.

Ability to observe the rights and personal dignity of clients,
Ability to maintain effective working relationships with clients
and octher employees.

Minimum Qualifications

Training:

Graduation from a standard high school or equivalent.

Exparience:

One year of full-time or equivalent part-time paid or volunteer
experience in the care, treatment and development of the
physically challenged, mentally ill or mentally retarded.

Substitution for Veterans Nursing Facility, Long Term Care
Facilities (Hopemont Hospital, Lakin Hospital, John Manchin Sr.
Health Care Center and Jackia Withrow Hospital and the long term
unit located at Welch Community Hospital):

Certification or registration as a Nursing Assistant or Nurse
Aide may substitute for the above training and experience.
Special Requirement for Department of Health and Human
Regources:

reference will be given to applicants who have completed an
approved Nursing Assistant course from an approved Vocational
Education Technical Center or other approved program or
certification by Department of Health and Human Resources as
Hezlth Service Worker.



HEALTH SERVICE WORKER (CONT’D)

Special Requirement for Department of Health and Human Resources
(cont’d)

Applicants for positions in long-term care facilities or long-
term care units must meet the following requirements:

1) Registration with the Nurse Aide Registry by passing a
written and manual skills competency evaluation;

CR

2) 8it for the written and manual skills competency evaluation
within twenty-four (24) months of completing a state-approved
curriculum which includes at least eighty (80) hours of
instruction and thirty-two (32) hours of clinical supervision;
OR

3) Certification through reciprocity from an out-of-state
program approved by the state agency.




LABORATORY ASSISTANT 3

Nature of Work:
Under general supervision, performs work at the advanced level

by conducting varied technical laboratory tests and analyses and
complex and difficult laboratory tasks and examinations.
Provides comprehensive assistance to technical or professicnal
personnel. May have lead work responsibility.

Performs related work as required.

Distinguishing Characteristics:

Performs various laboratory tests and analyses, as well as
complex and difficult technical laberatory tasks. Work at this
level has more impact and consequence ¢f error than the full-
performance level. Incumbent possesses considerable latitude to

accomplish tasks.

Examples of Work

Performs various tests and analyses, including total organic
carbon and chemical oxygen demand.

Registers and prepares samples for analysis.

Reads, interprets and computes test results.

Prepares media and reagents.

Responds to inquiries, requests and problems.

Sterilizes and discards infectious and disposable waste
materials according to Food and Drug Administration (FDA)and
Environmental Protection Agency (EPA) regulations.

Cleans and sterilizes laboratory glassware and equipment and
work area.

Maintains standardization of instruments and equipment to ensure
precision and accuracy of measurements.

Maintains adequate supplies.

Maintains required records.

Enowledge, Skills and Abilities

Knowledge of laboratory equipment, terminclogy, technigues and
practices.

Knowledge of the federal requirements regarding proper disposal
of laboratory waste materials.

Ability to perform calculations involving the application of
basic mathematics.

Ability to communicate effectively orally and in writing.
Ability to set-up and maintain accurate records.




LABORATORY ASSISTANT 3 (CONT’D)

Minimum Qualifications

Training:

Graduation from a standard high school or the equivalent.
Experience: Three years of full-time or equivalent part-time
paid experience in medical or other laboratory work.

Substitution:

Successfully completed study in an accredited college or
university which included at least ten semester hours in
physical or biological sciences or completion of a recognized
laboratory assistant course from a vocational school may be
substituted on a year-for-year basis for the required
experience.




LABORER

Nature of Work

Performs unskilled, light and heavy manual tasks in a wide
variety of construction and maintenance work. Some assignments
require limited skills which can be readily learned on the job.
Worke under the close supervision of a superior in performing
new or non-routine tasks and under general supervision when
performing routine and repetitive tasks. Work is performed both
indoors and cutdoors in all weather conditions and requires
physical strength to lift heavy objects. Performs related work

as required.

Examples of Work

Picks up trash and debris and empties trash barrels.

Cleans pit toilets and comfort statioms.

Paints and stains outbuildings and outdoor equipment.

Shovels snow and applies salt and sand as necessary.

Digs holes and drainage trenches, cleans out culverts with pick
and shovel.

Loads and unloads trucks with sand, gravel, and waste material
using hand tools.

Cuts grass with a hand scythe or hand mower.

Loads and unleoads equipment and supplies using a hand truck.
Moves furniture and equipment located in state buildings.

Knowledge, Skills and Abilities

Knowledge of hand toocls and maintenance techniques to keep them
in good condition.

Ability to use simple hand tools and motorized equipment.
Ability to understand and follow oral instructions.

Ability to 1ift heavy objects and perform other strenuous tasks.

Minimum Qualifications
Training:
No formal educaticnh required.




MAIL RUNNER

Nature of Work

JUnder general supervision, performs entry level mail delivery
tasks. Opens, sorts, and distributes incoming and outgoing mail
within & section or division of a state agency.

Work involves travel between other sections or divisions of the
agency, within the immediate area or between counties.

May retrieve and deliver supplies or parts if necessary.
Performs related work as required.

Examples of Work

Opens and sorts incoming mail for correct distribution.
Delivers mail, packages, or supplies to individual distribution
points.

Gathers and transports outgoing mail to the post office.
Delivers or picks—up packages from other points to be taken to a
final destination.

May assist in bulk mailings by folding, stuffing envelopes,
batching, affixing mailing labels, or recording number of jitems
sent.

May weigh items to be shipped and determine the method of
shipping; calculates shipping costs.

May keep a log of items received and delivered; may keep a log
of mailing costs for usage reports.

Knowledga, Skills and Abilities
RKnowledge of the agency's divisions or sections and their

function.
Ability to learn U.S5. Post Office regulations and mailing

procedures.
Ability to lift heavy packages.
Ability to maintain simple records.

Minimwm Qualifications
Training:
No formal training required.

Note: A valid West Virginia Driver's License may be required.




OFFICE ASSISTANT 2

Nature of Work:

Under general supervision, performs full performance level work
in multiple-step clerical tasks calling for interpretatiorn and
application of office procedures, rules and regulations.
Performs related work as required.

Distinguishing Charactarigtics:

Performs tasks requiring interpretation and adaptation of office
procedures as the predominant portion of the job.

Tasks may include posting information to logs or ledgers, and
checking for completeness, typing a variety of documents, and
calculating benefits,

May use a standard set of commands, screens, or menus to enter,
access and update or manipulate data.

At this level, the predominant tasks require the understanding
of the broader scope of the work function, and requires an
ability to apply job knowledge or a specific skill to a variety
of related tasks requiring multiple steps or decisions.
Day-to-day tasks are routine, but initiative and established
procedures are used to solve unusual problems.

The steps of each task allow the employee to operate with a
latitude of independence.

Work is reviewed by the supervisor in process, randomly or upon
completion. Contacts are usually informational and
intergovernmental.

Examples of Work

Posts information such as payroll, materials used or eguipment
reatal to a log or ledger; may be required to check for
completeness; performs basic arithmetic calculations (addition,
subtraction, division or multiplication); corrects errors if the
answer is readily avallable or easily determined.

Maintains, processes, sorts and files documents numerically,
alphabetically, or according to othetr predetermined
classification criteria; reviews files for data and collects
information or statistics such as materials used or attendance
information.

Answers telephone, screens calls, takes messages and complaints;
gives general information to callers when possible, and specific
irformation whenever possible.

Receives, sorts and distributes incoming and outgoing mail.
Operates office equipment such as adding machine, calculator,
cepying machine or other machines requiring no special previous

training.



OFFICE ASSISTANT 2 (CONT'D)

Examples of Work (cont'd)

Types a variety of documents from verbal instruction, written or
voice recorded dictation.

Collects, receipts, counts and deposits money.

Calculates benefits, etc., using basic mathematics such as
addition, subtraction, multiplication, division and percentages.
Posts records of transactions, attendance, etc., and writes
reports.

May compile records and reports for supervisor.

May operate a VDT using a set of standard commands, screens,
menus and help instructions to enter, access and update or
manipulate data in the performance of a variety of clerical
duties; may run reports from the database.

Xnowledge, S$kills and Abilities

Knowledge of office procedures and methods,

Knowledge of business English, spelling and arithmetic.

Ability to operate the common types of office equipment related

to the job. _
Ability to understand and follow oral and written instructions.

Hinimwm Qualificationa
Training:

Graduation from a standard high school or the equivalent,

Experience:
Two years of full-time or equivalent part-time paid experience
in routine office work.

Substitution:
College hours, related business school, or vocational training
may be substituted through an established formula for the

required experience.



OFFICE ASSISTANT 3

Nature of Work:

Under general supervision, performs advanced level, responsible
and complex clerical tasks of a complicated nature involving
interpretation and application of policies and practices.
Interprets office procedures, rules and regulations.

May function as a lead worker for clerical positions.

Performs related work as required.

Distinguishing Characteristics:

Performs tasks requiring interpretation and adaptation of office
procedures, policies, and practices.

A significant characteristic of this level is a job inherent
latitude of action to communicate agency policy to a wide
variety of people, ranging from board members, federal auditors,

officials, to the general public.

Exemples of Work

analyzes and audits invoices, bills, orders, forms, reports and
documents for accuracy and initiates correction of errors.
Maintains, processes, sorts and files documents numerically,
aiphabetically, or according to other predetermined
classification criteria; researches files for data and gathers
information or statistics such as materials used or payroll
information.

Types a variety of documents from verbal instruction, written or
voice recorded dictation.

Prepares and processes a variety of personnel information and
payroll documentation.

Plans, organizes, assigns and checks work of lower level
clerical employees.

Trains new employees in proper work methods and procedures.
Answers telephone, screens calls, takes messages and complaints
and gives information to the caller regarding the services and
procedures of the organizational unit.

Receives, sorts and distributes incoming and outgeing mail.
Operates office equipment such as electrical calculater, copying
machine or other machines.

Posts records of transactions, attendance, etc., and writes
repoxrts.

Files records and reports.
May operate a VDT using a set of standard commands, screens,

merus and help instructions to enter, access and update or
manipulate data in the performance of a variety of clerical
duties; may run reports from the database and analyze data for

management.

A



OFFICE ASSISTANT 3 {(CONT'D)

Knowledge, Skills and Abilities
Knowledge of office methods of practices and procedures.
Knowledge of business English, Bpelling and arithmetie.
Knowledge of program operations and policies with respect to
general functions performed.

Rbility to maintain or supervise the maintenance of records of
some complexity and to prepare reports and tabulations from
these records.

Ability to establish and maintain effective working
relationships with other employees and the public.

Abllity to understand and effectively carry out complex oral and

written directicns.

Minimum Qualifications
Training:
Graduation from a standard high school or the equivalent,

Experiance:
Four (4) years of full-time or equivalent part-time paid

experience performing routine office work.

Substitution:
College hours, related business school, or vocatlional training
may be substituted through an established formula for the

required experience.




PAINTER

Nature of Work

inder general supervision, performs, at the intermediate to
experienced journey level, painting, finishing and decorating
wood, metal and concrete surfaces of buildings, egquipment,
machinery and furnishings, interior and exterior, at state
correctional, educational, recreational, health facilities, and
other public buildings.

Performs related work as required.

Examples of Work

Moves furniture and covers non-movable items such as shelves and
lab bench tops to protect them from splatters.

Cleans new and old surfaces for finishing by the use of
sandpaper, burners, scrapers, brushes, sanding machines,
dusters, washing compounds and finish removers; fills small
holes and cracks.

Mixes paints and allied products; matches colors, applies
tndercoats and finish coats to furnishings, machinery,
equipment, exterior and interior surfaces of buildings using
prush, roller or spray gun.

Erects scaffolding needed to paint structures.

Creates and uses stencils; letters signs.

Cuts and installs glass; performs routine glazing opeérations.
Performs a limited amount of related carpentry, minor plumbing
and electrical tasks occasionally as well as other maintenance

work.

Enowledge, Skills and Abilities

Knowledge of methods, materials, tools and equipment used in
painting and finishing.

Kaowledge of occupational hazards and safety precautions of the
trade.

Skill in preparing surfaces for finishes.

Skill in using brush, roller and spray gun in painting and
finishing.

8kill in preparing and applying varnishes, shellacs and paints
wkich have water, oil and latex bases.

Skill in mix paints and match ceolors.

Ability to keep simple records and prepare simple reports.
Ability to safely work with finishing products that produce
toxic or hazardous fumes.

Ability to safely work at various heights on ladders, platforms

and scaffolds.




PAINTER (CONT’D)

Minimum Qualifications
TRAINING :
No formal education required.

EXPERIENCE :

Two years of full-time or equivalent part-time paid experience
as a painter or self-employment in the painting trade or as a
skilled painter's helper.



PARALEGAL

Nature of Work

An employee in this class assists an attorney or administrative
superior in a legal setting by conducting research of legal
sources such as statutes, regulations, legal opinions and
related documents necessary for the preparation of briefs,
pleadings and appeals.

In a regulatory setting, the incumbent may review and approve
applications and reports for compliance with laws and
regulations.

The work may involve the preparation of case summaries and
reports of pertinent facts in hearings attended.

Considerable contact is maintained with attorneys and judicial
personnel in the compilation of information.

The incumbent may direct an office clerical staff.

Performs related work as required.

Example=z of Work

Researches legal sources such as statutes, recorded judicial
decisions and legal codes.

Writes abstracts of evidence presented at administrative
hearings and summaries of information on hearings or claims.
Writes transcripts of appeal proceedings and transmits a copy of
such transcripts to the appeal or hearing board.

Directs clerical personnel in the typing and preparation of
briefs and legal documents.

Writes transcripts or hearings of appeals proceedings and
transmits copy of such transcripts to the appeal or hearing
board.

Maintains records of all cases before -counsel including briefs
submitted, rulings and opinions and all cases appealed te the
Supreme Court of Appeals.

Attends hearings before the appeal or hearing board or the
Supreme Court of Appeals.

Keeps abreast of changes in agency or departmental laws, rules
ard regulations as well as state, federal and local laws
reiating to the area of assignment.

Collects and summarizes information from books and periodicals
for review by a responsible administrator or counsel.

Composes routine correspondence.

May maintain office statistical records.

May prepare legal documents for civil action in tax cases,
Monitors the movement of pending legislation in order to answer
questions for departmental or agency personnel.



PARALEGAL (CONT’D)

Knowledge, Skills and Abilities
Knowiedge of the broad principles and application of law,
evidence, pleadings, and judicial procedure in West Virginia.
Knowledge of and ability to effectively utilize the English
language.

Knowledge of legal citations.

Ability to gather and interpret pertinent statutory and
requlatory provisions and present findings in a logical and
rersuasive written form.

Ability to supervise personnel engaged in clerical duties.
Ability to understand governmental organization and operation,

Minimum Qualifications

Training:

Successful completion of a Paralegal (Legal Assistant) training
program.

Substitution:

Iwo years of full-time or equivalent part-time paid experience
in a legal setting which required performing legal research,
reading and interpreting laws and other legal authorities, and
preparing legal documents, under the supervision of an attorney,
may substitute for the required training OR a combination of
training and experience as described above may substitute
through an established formula for the required training.




PARKING ATTENDANT

Nature of Work:

Under general supervision, controls parking and provides
information to the public and employees.

Work is performed mainly outdoors and involves long periods of
standing and exposure to all types of weather.

Performs related work as required.

Examples of Work

Regulates parking on the governor's drive and assigned parking
area; monitors metered parking areas use.

Monitors two hour metered parking area use.

Mcnitors assigned employee and reserved parking spaces; ensures
buses use assigned places.

Directs public and delivery vehicles teo available parking
spaces.

Greets public and provides directions to various agencies,
departments and meetings.

Gives information to tourists concerning interstates, the
Capitol Complex, and points of interest.

Enowledge, Skills and Abilities

Knowledge of the location of the various agencies, departments,
and special meetings in the Capitol Complex.

Knowledge of the various areas in the different lots in order to
know where to send buses, delivery trucks, visitors and vendors.
Ability to give clear directions and information to the public
and employees.

Ability to stand for long periods of time in all kinds of
weather.

Ability to keep simple records.

Minimum Qualifications

Training:

Education equivalent to completion of the eighth
(8) Grade.

Substitution:
Experience as described below may substitute for two years of

the required training.

Experience:
Two years of full-time or equivalent part-time paid experience
involving public contact.




WORD PROCESSOR

Nature of Work
Under close supervision, at the full-performance level, performs

skilled operation of word Processing equipment such as a memory
typewriter, a personal computer, or other electronic keyboard to
produce draft and final copies of a variety of typed materials
such ag letters, memos, reports, newsletters, brochures,
articles, functional statements, legal motions, briefs,
contracts, etc.

This class is limited to those positions where the primary
function is the operation of word processing equipment capable
of data storage, formal coding, and/or text editing in a
production setting requiring advanced typing skills.

It is not intended for use in general office settings where
workers use word processing equipment in lieu of typewriters in
the course of daily clerical support.

Performs related work as required.

Examplas of Work
Creates and sorts numerical and/or alphabetic data files.

Chooses form and format for routine correspondence and reports;
follows given instructions for new or more complex tasks; may
suggest style of format to users.

Refers te equipment manuals to determine methods for operating
equipment and coding; refers to departmental manuals for
commonly used formats.

Inserts and deletes information; moves material from document to
document; merges items; searches for spelling errors; searches
ard replaces items globally.

Stores information on disk or other magnetic storage medium;
retrieves irnformation from storage medium for revision: or
printing.

Specifies and executes printer control commands such as single
or double space, special margins, last line instructions, etc.
Proofreads printed materials to ensure accuracy and proper
grammar, corrects errors, and reprints the copy.

Deletes obsolete documents from storage. i

Enowledge, 2kills and Abilities
Knowledge of grammar, spelling and punctuation.

Krowledge of standard office procedures and practices,

8kills in using the text editing functions of the word
processing equipment.

Ability to type accurately and rapidly.

Ability to edit documents without altering the intended legal

meaning.
i




WORD PROCESSOR (CONT'D)

Knowledge, Skills and Abilities (cont’d)
Ability to read equipment and departmental manuals and implement

their instructions.

Minimum Qualifications
TRAINING:
Education equivalent to graduation from a standard high school

or the equivalent.

EXPERTIENCE:
One year of full-time or equivalent part-time paid experience in

an office clerical position requiring word processing.

SUBSTITUTION:

Completion of formalized training in word processing from a
business or vocational school may substitute through an
established formula for six months of the required experience.




This Health Insurance ‘Portabilty and Accountabvility Act of 1938 (hevssailer, HIPAA)
Busineas Assoolate Addandum ‘("Addenduin™ is- made = past 6f the Agréament {*Agresment”)
by and bistwaan the Stete of Wast Vinginia (*Agency?), and Business Associate (“Assoiste’,
and is effective as of the:date of execution of the Addendum,

The Asgociate: perforis cariain. setvices: on behalf of or-for the Agercy prsusmit to the
undérdying. Agreerient thet requirés the éxcharge of information including profecied health
Information protecied by the Heelh ingursnce Porisbily wnd Accourteblity Act of 1086
CHIPANY), a5 amendod by the Amaricen Retavery and Reinvestment st of 2009, {Pub. L. Ne,
111-B) fthe "HITECH Aﬂz.‘_a_ny #sgociated regulstions snd thie fedarat reguiativng piiblished at
45 GFR parts 160 and 164 {sometimies collectively referred to -as "HIPAAY, The Agency 1s:a
‘Coweyed Erlfty” as thiaf temn Is defined in HIPAA, and the parties to the underlying Agreement
are entering into this Addendum fo establish the responsiilliies of both parties regarding
HiPAA-covered Information and fo bring the underiying Agreement info complianes with HIPAA.

Whereis it i dasitable, in order to further-the sontinued efficiert eparations of Agency o
disclose i{o s Assopisle certain nfamation Viich may contsin. confidential ndhddually
identifiable haalth informétion {hersafter, Protectod Meatth-information ar PHI): and

‘Whereas, it is the: desire of both parfies that the confidentiality of the PHI disclosad
hereungigr be. rigintaingd and treated in accordance with all eppilicable laws. relating to
regulstions, and the parties do agree to st all tines treul the: PHI and. intarpret: tiis Addendum
consistant with $hat.desira.

NOW THEREFORE: th partiss agres thet I conskferstion of the. muitisal promises
herain, I the:Afiréenieid, ‘and of thé exchange of PHI hereynder that:

1. Definltions, Terms used; but notottierwise defined, in Yis Addendim shall have the sarfie

moaning se those terme In the Privavy, Security, Bresch Noiffication, dnd: Enforcaiment
Rules at 45 CFR Pt 180 aid Part 184,

8. Ageacy Procuroment Officer shall mean iie appropriste Agency individusi

listed-at: hifog : _ _

b, Agerit ghall mean those person(s) who are agenl{s) of the' Business Assoplate;
I accordance with the Federa) common lew of agency, ae referenced In 45 CFR
§ 160.402¢c),

6. Breach shall sden the scquislifion, access, use of disclosure of protected heafth
Iformation which corfipromisés the security or privacy of -sueh “tiformation,
except 4. exluded iivthe-dafinition of Breash in.48 CFR § 164,402,

o, ?g;hﬂgs Associate shall bive the: meaning given to sush terr in.45 CFR §
60.1

e HITECH Act shall mean the Health information Technbiogy for Enohomic ard
Clinfcal:Health Act. Public Law No, 111-05° 111% Gongress (2009).

1
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Privacy Rule means. the Standards for Privacy of Individually Identifiable Health
Inforration: fourid at 45 CER Parls 180 and 164.

Protécted Health Information-or PHI shall have ihe meaning given to such term
in 45 CFR § 160.103, imited-to the information cteated ar recdived by Associate

from:or on. behaifengenw

Becurity Incidient means- any knowr successfil or-unsuccessfill aftempt by an
authorized of unauthorized individual to inappropristely use, disglose, modify,
atsess, or destroy dny information. or inferference with systern sperations in an
Infanna!uon gystem,

Security. Rule means the Sedurity Stendards for the Protection of Electronic.
Peotatted Hialh informafion:found at 46 GFR Parte 160 and 164.

Subcontractor means a person to whom & bugitess assotiate: delegates a
funetion, ‘activity, or service, ofher than ih the capacity of & member of the
waﬂdbm of such:buginess assotiate.

2. Permitted Uses and Bisclosures.

PH) Descrived. This reans FHI created, received, maintained or tranemitied on
békaif of the Agency by the Associale, This: FHI is governad by thig Addenduin
and is limited to the minimum recessary, to-camplete-the tasks or to provide the
senvices associaled with the tetms of the original Agreement, and is deseribed in
Appariiix A.

Puiposes. Excopt as otherwise. limited in this Addendum, Assadiate may use or
disclose: the FHi‘on behalf of, or 1o provids serviees to, Agency ior the purpeses
necessary fo compiele the tasks, or provide the sefvices, assoclated with, and
required by the ferms of the: originel Agreemont, oras required by Taw, if such
use or discioEuie of the PHI. woult not-violate the Privacy or-Sscwity Riiles or
applicéitie: state faw If dene. by Agency or Assodiate; or viokile the fmilkighuin
necessary and related Prvecy and Secdrity poticles and prodedures of the
Agency:.. ‘The Assodiats fs. direclly Uatie undet-HIPAA for impermissible. uses and
disclosures-of the FH it hanidies on bihalf of Ageney.

Fuithér Uses and Disclosures. Except as.otberwse limied in this Addendur,
the Assoelate muy disglose PHI tethird parties for-the purpose-of its own proper
management and -administration, or as required by Jaw, provided that {j the
digclosure is required by law, or (i} the Assooiate has obtained from the third
perty reasonable assurances:that the- PHI-will Be held confidentially arid used or
further dieclosed only as required by. leiyor for the purpese for which it was
digcioged fo. the third perty by the Asddciate; and, (I} an.agreement to nofify the
Agsopiate and Agency of any lnstanges of which it (the third parly) is aware in
wihich the canfidentlalty of the fnformation has been breachind. To the extent
Praettoal, the information shopld. be in a limifsd data set. or the: minimium
necessary information pursuart fo 45 CFR § 164.502, or take athér measures as:
nscgssary.to satisty the Agency's abligations. unitler 46 CFR § 184.502,




3. dbligations of Associats,

d.

a.

Stated Purposes Only. The PHI may not be used by the Asacolate for any
purpose other then as stated in this Addendum or 25 required or parmitted by

Limitsd Disclosure. The PHI Ie confidential and will' not. be disclosed by the
-Asapciats otfer than ey statsd in this Addsndum or a8 required or permitied by
law. Associate is protithited from direcliy or Indirectly tecelving any remuneration
i exchange for an individual's PHI uniess. Agencygives writien. #pixpval end the
Individual provides a valid sufiwrizetion, Associate will refidin from markating
activifies that would violate HIPAA, iIncluding specifically. Section 43406 of the
HITECH Ast Associate will report to Agency. any use or disclogure of the PHi,
including eny Security Incidant.not provided. far by this Agreement of which i

beoemss gware:

‘Safeguards. The Associate will use appropnate safeguards, and eomply with
Subpart. C of 45 CFR Part 164 with respect to elecironic protected healfh
information o prevent use or disclosure of the: PHI, except-as proviga for in this
Addengum. This shall includs, bist not be mitiad -

L Limiftitlon of the grovps of e woikdoice and agents, fo whom the PHI i
disckised 1o those ressonubly required fo- accomplish the: purposes.
wiated in thie Addendum, and the use and disclosure of the Mmirumum’
FHI necessary or & Limitod Data Set;

it Appropriate nefifioation end training of ita workforos. and ggents In order
1o protest the PHI from urauihorized use and disciosure;

i, Mirilenance of a compratensive, reasonsble and appropriate written
P! privaty and setuity program that intllides adrministrative; fechnicsl
and physical safaguards apprepriate to the size, nalure, scope and
complexity of the Assodlate’s operations, in complignce: with the Becuyriy

v.. ki Eeecrdance with %5 CFR 184. 1)) -and 1843084 32y,
3§ 164.802¢e)( i A 30BE))

applicable, snsure thet any ractars: fhaf orests, receive,
majnidin, or tranemit trotected healih informetion on behall of e
blsiness associsie agree 10 the game restrietions, conditions, and
Taquirements that apply o the businges adsociate with respect to sueh

Complianse With Lew. The Apsociate’ wil nof use. or discidse the PHE i &
meannar fn vitilation of existing law arid spacifically not in vistetion of &iws relsting
16 confidentialty of PHI, includifig bt het limited 1o, the Privacy -and ‘Security

Rules.

Mitigation. Assuciate agrees to mitigste, to the .exfent practiceble, any harrul
effact that 15 known fo Assaciate of-a use or diselasurs of the PHI by Associate in
‘violation 6 the retjuirements of thi4 Addendurs, and raport its mitigation activity
ek fo the Agincey.



f-

Suppert of Individusl Rights,

t.

Iv.

Access to PHI. Assogiate shall make the PHI mairtained by Associate

-or its agents or subcontractors In Designated Record Sats available to

Agency for Inspection and eopying, and in elecfromic format, if
reGuestad, within ten (10 dbys of a request by Agemcy to enab}e
‘Agenay to iffill its obiigations under the Privacy Rile, fhciuding, but not
Ih:grﬂéog :;o A;s CFR § 184.682¢ and consistent with Section 13405 of the
Hi

Ameridment of PHI, Within t8n-(10) days of recelpt of a raquest fram.
Agency for an ‘amendmant of the PHI or s recard about an individual
contained in @ Designated Resord Set, Associate or its agents or
subcontractors shall make sush PHI avaliatife to Agency for amendment.
and mmrparate sny such amefidinent to enabls Agency o fulfill its
obl atlons under the Privacy Rule, including, hut tiot limited to, 45 GFR

§1

Accounting. Rights. Within ten (10)-days of nefice of a request for an
accounting of disclosures of the PHI, Associele and its agents or
subsonfractors shall make available to Agency the documientation
required to provide an ecoounting of disclosures to enable. Ageiicy th
fuiﬁll s obligations under the Privacy'Rule, includitg, but not limited 1o,
46 CFR §184.628 and sohsietent with Soction 13405 of the: HITECH
Aol Assodiate dgrees o document disclosures of the PHI .and
infermaltion retated to: such: disclgsures as would ba requited for Apency
to respond to a;regquest by an individual foran atcouribng of dissiosures
of PHI in gecordance with 45 CFR ﬁ 184,528, This should include o
process that allows for an accounting to be eollected and maintained by
Assdefats and its agents or subcontractars for at igast six (6) years fromh
the date of disclesure; or longer If required by:state law. Ata minimum,
such: dewmamaﬂm ghall inglude;
the-date of disclosire;
) the name of the entity or perstn who recsived the PHI, ‘and.
if known, the aduress of 'the entity oF perscn;
& @brief desoription of the PHI discloged; and
© A brief statomernt of purposes of the disclosure that
repsonably informs the Individisal of the basis for the:
disclosure, or a copy of the individuals authorization, or a
oopy ofthe written request for-disciosure.

Request for Restsictlon. Undér the direction ¢f the Agency, sbide by
any indivdaty reguest 1o restiict the disclosure of PH); consistent with
the tequirements of Section 13405 of the HITECH Act :and 48 CFR §
164,522, when the Ageney dstarmines. to do 50 (exnapt as requited by
Taw) ang i the disclesure s to a hewlfl plan for-payment of health care
opareticns. sind it pertaifie-to. a hiegith-care iter or service for which the
health pars provider was paid in $ulf *out-of-pocket:*

Iimmiciate Discontinuance of Use or Disclosure. Thé Assoclate will
immediately discontinue use: or discloiure &f Agency PHI pertaining to
any individusi whet so rexuestad by Agency. This includes, but is not
limitéd to, cases. in winch an individual has withdrawr or modifisd an.
authorlza‘tbn {o use or-digclose £HI.

4
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Retention of PHI. Notwithstanding section 4.a. of this' Addendusi, Asssclate and
its- subeontractors or agents. shall retain all PHI persisant to state and federal law
and shall continte fo malitain the PHI required under Seclion 3. of this
Adidendym for a patiod of six (8) years after termination of the Agreement, or

langer if required under stota faw,

Agent's, Sulicontrastor'a Qeuplisicy. The Asfobints skall nott the: Agency
of &l sulicontracts. and agresments retaling fo e Agrasment, whers the
-subontractor or sgent repeives PH| as doscrived i eedtion 2.8 of this
Addendim Suoh nofification shall agsur withtrs 30- fnirty) estemtier tays of the
axgoution of the subconifract and ‘shall be defivered to- e Agarey Procyrement
Officsr.  The: Asstclite ‘'will .esisive that sty of ks subeontractors, to whom it
provties gy of the PHI it recaives hereundar; or to wham It provides ary BHI
wiich dhe Assosiate creatis br repalves on behelf of the Agenty, Sgtes In the
resiricfione st corditions whith apply ¢ theAnsesiata Kerslindar. Thie Ageény
may requset capies of downstream subegntipets snd &greamsiis to -ﬂe‘@mlne
whether alt resirigiions; terths and conditions. have besn flowed down, Fallore to.
ensus that downstréam contracts, subcontraets and agreements ebnfain the
{:;wfrﬂd rastrictions, fems and condiions may resdlt in tersingtion of the

Fededral and Ageacy Aeceas. The Assoclats shail male: ity intermal pragtitss,
fiooks, ahd tecands relating to-the wee and disclosarg of PHI; g8 well s the PH| .
recelved from, or crealed or eseived by the Associate on behalf of the Agency
avallable o the-U.8: Secreiary-of Fealth and Human Seivioss considient with 45
CFR § 164,804, The Associale shall also rakd tisse records avalighie. to.

Ageincy, 6r AQERGY's sontracior, for patlonlc audlit.of Assoclaty’s Gormpliance with.

the. Frivacy and Sacurity Ryles; Upon. Agency's. requent, the: Asstotats shall
provide- proof of compliance with HIPAR and HITECH duta priveity/prelecton
quitelings, cartiicatbn of ‘& seeure neftwork and othet assuranca relative to
curmiplmaries, with this Priéicy and Security Ruiek, This secfion stiall slso apply to

Sscwliy. The Asseciaia shall take all stops figeemaary te engina tha Cofifincous
aacggiﬁinf ail Piéi@ﬂ data mwﬁgﬂg PHL In adeiion, ﬂmp]faig:q‘:\gtﬁ;
74 PR 18008 Guidance. Spetifying the Teshnologhis and Msthodslag at
Render PHI ‘Liiusable, Unreedatie, or Indeciphersbia to Unagthorized
Individuats for Purpeses of the Brosch Nobificetion: Requitements uiider Sextion
13402 of THle Xil Is required, 4 the axient prachegble, If Assosiute chooass hat
to adopt such methedalvgios @8 dafined in 74. FR 16008 fo seoure the PH
fovetrad by This Addendum, - st submit such wiitten rationale, insluding s
m Risk Analysis, fo-the Agenoy Frocurerment Dfficer for review prior 1o the
weculion of the Addsndum. This rewiew may take p.t6 ten {10} dsys.

Notification of Bresch. During it of thie-Addendum, the Assogiate shail
RSty e Agency and, uniees eifiensise. directed by fite Agency nwritmg, e
Vo Qfice: of Techmology immediately by wsmafl or wely fonw: upon tive thicoiery
of any Brsach of unsecured PHE or within 24 hours 18 a-mall or web foim of iy
Suspechsd Sepurity Inokent, ifrission bF unauthetized use.or dieaiosure of BH| in
Vvidiaton of this Agreemeit aid his Addendum; or potentiel loss of canfidentia
dete affecting this Agresment. ‘Nodfication shall be. provided f the. Agenicy
Procurement @fficer at Bite. wi us/admin/purchasefy: sneviLhify

o e



uniess: 6thierwise dlrested by the Agency in wﬁhng, tha Oﬂioe of Techmology at

The Azsnuiate shall Immediately investigate sush, Seburily incident, Breach, or
unauthorized Lse or disclasiite of PHI or confidential data, Withn 72 hours of the
dissovery, the Associate shall nofify the Agency Prosurement Gfficsr, and; uniess
otherwise directed by the Ageroy in writing, the: QmﬂenfTechnﬁlngyﬁf'(aJ Date:
of discovery; (b) What data elements wearis involved and the xdent of the dats
involved in the Breach; (o) A deseption of the unauthrorizad: persofts known of
raasoriabiy believed to have Impropery used ot disclosed PHI or confidentini

date; () ‘A-descriptich of where the-PHI or confidential-data s believed to hiave

'baen improperty transmitied; sent, or ufilized; (8): A desanption atme bl

ceuses ‘of the impraper use or disclosure; and, () Whethat ary federal or state
fgws tequiring ingividusl notifigations of Braaches dre triggarad.

Agetiey will cociditate with Associate fe determine additional spedific actions
that will be reguired of the Associafe for mitigation of the Breach, which thay
nplude nptiﬂcaﬁon fo: the individiral or-othier autheritiies.

All assaristed cogts shall be: bome by the Associate. This may include, but net
be fimited o eosts associated. with nollfying affected individysls,

If the Assouiate enters into a subcoritrant relating fe the Agresaient Whers the
suboonlrector of agent receives PHI s described I section Za. of this
Addendim, ¢t such subcontradts or downsireant egreaments shall -contain the
satiie: incidenit notication requirements as coniained havem, with repeting
directly o the Agency Procuremant Officer. Faiure:te intlude such requiredtiont
in any subconfract or agrseiment may reslt i the Agency's termination of the:

Agreetient.

Asslstincs In LKigation or Adminisiretive Proceedings. The Assoolate shail
make itself and any suboontryctors, workforge. pr agents assisting Asspclate in
the: perormarice of #= ubligations under this Agresment, aveilihle 1o the Agency
al. ho ooat-to the Agendy to testify ds Wilressas, or otherwise, i the event of
fiigiation' or adrinisirative procsedings being sommenced agingt the: Agenay, 3.
officers or employees. based upon claimad violations. of HIPAA, the HIPAA
regutations or ofher laws relating to secunty and privacy, which imvokes: inaction
or gefions by the Assdciate,. except whére: Assoclate or its' subconfractor,
workigree oragent 1s a ninmsd as-d@n advérse parly.

4. Addendum Adminlstration,

a.

Torn, This Addendumi shall teninate. o ‘terinination of fhe. underlying
Agreeiriant .or on the dete the Agency ferminates for celse. me autharized in

-paragraph.(c) of this Saction, whichever is.sooner
‘Duiies at Ternination. Upon any términation of the undédying Agresrrent, the

Associate shiall returri or destrby, at the Agency's opfion, all BHI regelved frony; or
created or received by the Associate on behalf of the Agency that the Assdcigte
still meintains in any form  Bnd retain no coples of sualy PHI or. if such returh or
destruction is not feusible, the Associate shiall extend the protections of s
Addendurrito the PHI and limit furtheruses and disclesures fo the purposes that
make the retumi: or destructivn of the PHI Infeasibie. This shall aiso appiy to-all
agents and subcontractors of Associate, Thedﬂyﬁthphmb&hhanﬂi&ﬁgm
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e,

and sdboorifraciors to assist the:Agenoy with ary HIPAA requited. atoounting- of
disclosures survives the tamiriation.of the undirlying Agreemer

Tarminetion for Sause. Asinciate authorizes tarmination of this Agreement by
Agency, It Agency détermines Asgoclale hes viclated & materal torm of ths
Agreement.  Agency may, af its sole discretior, ‘allow Assboiate & reasonable
peried of time to-gure the matsrial brescl before Simination,

Judicisl o Adminietrative Prociedings. The: Agensy may terminats this
Agresmpet if the Associate is found guilty 'of & el violatian of HIRAA, The
Agency may terminata this Agreement if s finding or stipufation that fiie. Assoomte
Rag violdted any siardard of requiremesit of HIPAA/HITECH, or dthet-security or
privacy lawe js made. in ity adwinistrative o civil progeeding in ‘which the
Assosizile Is.a.patty o has been Joined. Associato shal b subjact to prosecubion
by the Departmient of Justios for violations of MIBAAMITEGH #ind &hall be
responeible for eny.and all costs Assockited with-prosecutian,

Survival. Thb féspodive fights and obligalions of Associals uhder this
Addendum sheill survive the fermination of the underlying Agrererient.

6. Qemeral ProvisionsiOwmetship of B,

h.

Ratenilon of Ownerahip, Ownership of the PHI resides with ftie Agerncy and is
fo be returned on demand or desiroyed, at the Agency's aption, &t dny time, antt
subjett to-the restristions found within seution 4.b.-ghove

Secontary PHI. Any déta or PHI generated from the FHT disclosed hareundar
Which would partiit dentrfication of an Individust. rust be held cerffidentia and fs
also the property of Agency:

Elettronlc Fransinlsslon. Except as '-;l:ermﬁlud by law or this Addendur, ths
PEY or any dala genersted from the FHI whigh would permit identfication of an
Individugl must riot:tis transeitied to- drcther paity by @lectronic or vther means
for.additional usse or disslosures not authorzad by'this Addendum orto another

No Ggles. Reports or-datg pontsining the PHIMay nothel sokt withewt Agen:

or e affected indvidoals wiltieh conssr, e
Neo Third-Party Bineficlarfes. Nothing: sepress or impled in. this. Addentium s
intende ‘d-’ﬁawnfaréé nor ;n;ggﬂ_ anything ‘herein confer, tnon ahy: pemsen sther &N
Agengcy, Assosiate and thedr respantive HUbCEESHTS or assigns, any rights,
remmedies, obligaticns or litilities whatsoever.

intorpratation. The privisidns of this Addendlim shell pwvall oyer sny
prouisions in the Agreement thet. may .corfikt of #ppear inconefstart witti any

Amendment. The pariies agree haf to: fhe extent NEORSEAY 1o coniply with.
appiionble.law thay will- agreeo further arend this Addendun: '

Additional Terms snd Covidiiens. Additiorsl digoretionary tonms. may be
inclyded in the reloase order or'changs-order procgss.
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‘Nemva of Agency: ThaStatJaof Wsst Virginia

Deacribe the PH (do net indluds any geiugl PHI). i not appBtatie, plodss iridicate the same,

Alt possible Personal Health Informstion.



REGION 1:

TEMP16
SYNOPSIS AWARD LEVELS 1-3 Temporary Staffing Services
Hancack] Brooke | Chlo | Marshall]  Wetzel  [Manongalia]  Marion | Harrison] Dodridge | Glimer ] Pleasantsf Calhoun | Wit | Wood | Tyler | Ritchis
_ AWARD LEVEL 1 AWARD LEVEL 2 AWARD LEVEL 3
CLASSIFICATION VENDOR RATE § VENDOR | RATES | VENDOR | RATES
" Accounting Technician2 | WVARF ) §  18.90 | EXPRESS Emp | § 12.33 “KELLY Sves | § 13,85
Administrative Services Assistant 1 WVARF | 1546 ) EXPRESSEmp | § 12.33 | KELLYSwus S 12.60
Administrative Services Assistant 2 WVARF 5 1581 | EXPRESSEmp | $ 13.18 | KELLYSves [ $ 13.86
~ Cook WVARF | $  13.00 | EXPRESSEmp | $ 12.33 |22nd CENTURY] § 12.94
Custodlan WVARF | $ 13.00] KELLYSwes J$ 11.97 | EXPRESS Emp | § 12.33
Data Entry Operator2 WVARF  J$ 1405] KELLYSves |$ 12.60 | saunDERs |5 12.63
Executive Secretary WVARF ]$ 1686 | EXPRESSEmp | § 14.61 | KELLYSves | § 14.62
Groundskeeper WVARF | $ 13.00] KELYSves | 12.23 ] EXPRESS Emp ] § 1233
Health Service Worker WVARF | $ 14.05 | EXPRESS Emp | $ 14.04 |22nd CENTURY] $ 16.03
Labaratroy Assistant 3 EXPRESSEmp | $  12.33 §22nd CENTRUY] § 12.65 | MANPOWER | § 13.88
Laborer WvaRF_ | ¢ 13.00] KELLYSves |$ 1134 ] EXPRESSEmpl$ 1233
_ Mall Runner | WVARF IS 1265] KELLYSwcs J$ 1134 SAUNDERS [$ 1195
Office Assistant 2 WVARF | $§ 1349] KELlYSves ]38 1134 ] SAUNDERS |$ 12.09
Office Assistant 3 WVARF_ | $ 1490] KewYSves [$1197] SAUNDERS | 5 12.45
Palnter WVARF_ 15 1405 J22nd CENTRUY] $ 1258 ] ADECCO | § 12.64
Paralegal EXPRESSEmp § 5 14.32 |22nd CENTRUY] § 1797 | KELLYSves [ 18.27
Parking Attendant WVARF | $  13.00] KELLYSvcs § 5 11.34 ] EXPRESS Emp | § 12.33
Word Processor wWvakF _[$ 1349 Kelysves §811.82] SAUNDERs |§ 12.36
.. D
CONTRACTS TR
CMA 0212 0212 TEMP16A WVARF ALL
fCMA 0212 0212 YEMP16B KELLY SVCS AlL
JCMA 0212 0212 TEMP16C EXPRESS EMPLOYMENT PROFESSIONALS ALL
[CMA 0212 0212 TEMP16D SAUNDERS STAFFING ALl
fCMA 0212 0212 TEMPIGE 22nd CENTURY TECHNOLOGIES ALL
|CMA 0212 0212 TEMP16F ADECCO ONLY Hanoock, Brooke, Dhio, Marshall, Wetzel, Monangalia, Marlon, Pleasants, Wood, Ritchie.
|EMA 0212 0212 TEMP166 MANPOWER OF WV ONLY Monongalla, Marlon, Harrison,Dodridge, Glimer,Pleasants, Wirt, Wood, Tyler, Ritchle.

-

Effective Date: 07/15/2016

REGION 1




TEMP16
SYNOPSIS AWARD LEVEL 1-3 Temporary Stafting Services
Mason §_Cabell | Wayne § Mingo | Logan I Boone | Lincoln IKanawha]  Putnam | Roane | Jackson | 1 .
AWARG LEVEL 1 AVYARD LEVEL 2 AWARD LEVEL 3 B - S
CLASSIFICATION VENDOR RATES VENOOR f RATES |  vENDOR | RaTES
T Recounting Technigans — — frvamE— ?F"ﬁ?ﬁ%ﬁipﬁ'ﬁﬁ?ﬁ‘ FVET) T $13.86
Administrative Services Assistant1 | IWVARF 2 1546 JEXPRESSEmp ) $ 12.33 JKELLY Swcs $ 1260
Adminlstrative Sarvives Assistant 2 ARF $ 1581 JEXPRESSEmp § S 13.18 FKELLY Swes $ 13.86
Cook — JWVARF 3 1300 JEXPRESS Emp | § 1233 [22nd CENTURY ] ¢ 1294
ustodlin [WVARF _13.00 JKELLY Sves § 11.97 JEXPRESS Emp 1% 12.33
Data Entry Oparator2 FWVARF 9 14.05 [KELLY Sves 3 12.50 JSAUNDERS $ 12,63
Executive Secratary YWVARF S 1686 IEXPRESS Emp | § 14.61 JKELLY Svcs S 14.62
Groundskecper EWVARF $  13.00 JKELLY Sves 5 12.23 JEXPRESS Emp 1% 12.33
Health Service Worker FWVARF > 1405 {EXPRESSEmp |'S 14,04 |22nd CENTURY $ 16.03
- Laboratroy Assistant 3 EXPRESSEmp S 12.33 122nd CENVURY 1S 12.65 JMANPOWER |3 13281
Laborer EHWARF S 13.00 JKELLY Sves 5 11.34 JEXPRESSEmp [ § 12.33
Mall Runrar - INVVARF 5 12,65 BKELLY Swes 5 1134 NDERS $ 1195
Office Assistant 2 HWVARF > 13,49 HKELLY Sves $ 11.34 ISAUNDERS § 12,09
Office Assistant 3 IMVARF $ 1490 HKELLY Sves § 11.97 ISAUNDERS S 1245
Painter FWVARF 3 14.05 132nd CENTURY [ 5 12.58 JADECCO $ 1264
Paralegzl EXPRESSEmp |5 14.32 22nd CENTURY [ § 17.97 [KELLY Sves § 18.27
Parking Attendant IWVARF $ 1300 EKELLY Svcs S 1134 BEXPRESSEmp | S 12.33
Word Processor {WVARF §  13.49 JKELLY Sves S 11.82 INDERS 5 12.35 -
:Z:IZZZZZI:ZIZZJZ.'.ZZ."ZZIIZIZZZIZIIZIZ.‘.I:ZZZIZ:ZE-?Z-E-EEZZC""'“"'""ZZII:ZIZZIZZII:ZZZ.‘.Z:ZIIZZIZZZZ
CONTRACTS oS
{CMA 0212 0212 TEMPIGA WVARF ALl
[CMA 0212 0212 TEMP16R KELLY SWES ALL
fcMA 0212 0212 TEMPI6C EXPRESS EMPLOYMENT PROFESSIORALS . ALL
[CIA 0212 0212 TEMP16D SAUNDERS STAFFING ALL
JCMA 0212 0212 TEMF1SE 22nd CENTURY TECHNOLOGIES Al
[CMA 0212 0212 TEMP16F_ADECCO ORLY Mason, Cabell, Wayne, Logan, Baone, Lincoln, Kanawha, Pugnam, Roane, Jackson,
ICMA 0217 0212 TEMF16G MANPOWER OF WV ALL _ ,

Eifective Date:07/15/2016

REGION 2



TEMP16
SYNOPSIS AWARD LEVELS 1-3 Temporary Staffing Services
Lewls I Upshur lnandolphmdem Hady | Grant l Hampshire I Mineral I Morgan IBerl:zIev' Jeﬁersonl Tucker IBarbou;l Taylor IPmsronI ! | |
] | —
AWARD LEVEL 1 AWARD LEVEL 2 AWARD LEVEL 3
CLASS|FICATION VENDOR RATE § VENDOR | RATES VENDOR RATE $§
™" dccounting Tecknidand | WVARF B & 1490 | EXPRESS Emp | § 1233 ] KELLYSwes |3 13.86
= e e —— e ———— .
Admin/strative Services Assistant 1 WVARF S 15,46 || EXPRESS Emp || $ 12.33 KELLYSves | $ 12.60
Administrative Services Assistant 2 WVARF 5 1581 ) EXPRESSEmp | 5 13.18] KELLYSwes | § 13.86
Cook WVARF S  13.00 } BXPRESS $ 12.33 § 22nd CENTURY] $ 1294
Qustadian VWVARF $ 1300 KELLYSvcs | 4 11.97 ) EXPRESS Emp J § 1233
Data Entry Operator2 WVARF 14.05] KELLYSwes |5 12,60 SAUNDERS | $ 12.74
==t e —
Executive Secretary WVARF 16.86 || EXPRESS Emg $ 1461 KIE’LLYSVG s 14‘.62__.,
Grouniskeepear VWVARF $ 13.00] KELLYSves 12.23 | EXPRESSEmp J| 5 1233
Health Service Worker WVARF 5  14.05 || EXPRESSEmp | § 14.04 | 22nd CENTURY S 17.47
Laboratroy Assistant 3 EXPRESS EMP 12.33 J22nd CENTURY] 5 12.65 | MANPOWER $ 13.88
e —
Laborer WVARF $ 13000 KELLYSwves J S 11.34 ) EXPRESSEmp § § 12,33
B e —
Mall Runner WVARF 12.65] KELLYSvcs §S 1134 SAUNDERS | $ 12.05
— S T— T r—— T T
Office Assistant 2 WVUARF 1349 ) KEULYSves |5 11344 SAUNDERS FS$ 1230
i e — ol M e
Offica Assistant 3 WVARF 5 1490 KELLYSves BS 11978 SAUNDERS | S 1256
T T —
Painter WVARF 5 14.05 J22nd CENTURY] § 1258 | MANPOWER { $ 15.75
Paralegal EXPRESSEMP | 5 14.32 f22nd CENTURY] 5 1797 ] KELLYSwes { 5 1827
Pmmnndant WVARF > 13.00] KELLYSves J$ 1134 § EXPRESSEmp | $ 12.33
Word Processor WVARF $ 1349] KeLLYSwves S 1182 SAUMDERS {5 12.47
o - —
1.
. COUNTIES
JCMA 0212 0212 TEMP16A WVARF ALL
jcmA 0212 0212 TEMPIGB  KELLY SERVICES . ALL
fcma 0212 0212 TEMP1EC EMPLOYMENT PROFESSIONALS ALL
fcma 0212 0212 TEMPESD SAUNDERS STAFFING ALL
0212 0212 TEMPAGE 22nd CENTURY TECHNOLOGIES ALL ) ‘ .
0212 0212 TEMP16G MANPDWER OF WV ONLY Lewis, Upshur, Ranclolph, Hampshire, Mineral, Morgan, berkelay, Jefferson, Barbour, Taylor, Preston.

e

Effectiva Date: 07/ 16

REGION 3

Please type or write Legibly



REGION 4:

TEMPLS
SYNOPSIS AWARD LEVEL; 1-3 Temporary Staffing Servicas
Sraxton _Clay _} Nichotas | Fayetia | Raleigh | Wyoming | MeDavwel | Mercer [ summers JSreentrier] Pocahontas] Wesbster]Monroek T = ]
I AWARD LEVEL 1 AWARDLEVELZ T AWARD LBVELS e et T =]
Clapsifiention VENDOR RATES VENDOR | maTES | vENDOR RATE $
" Accounting Techmidan z - T e b 1490 | BPRES Emp | 1233 T ReY S N T
Admlnlstrative Services Assistent 1 WVARF 1$  15.46 | EXPRESS Emp [ § 12.33 KELLYSves [l $ 12.60
Administrative Services Assistant 2 WVARF § 1531 EXPRESSEmp | § 13.18| KELLYSws [ & 13.86
Cook WVARF _|$ 13,00 EXPRESSEmp | § 12.33 22nd CENTURY|| § 1204
Custodian WVARF §5  13.00] KELLYSwes [ § 1197 EXPRESSEmp I| § 1233
Data Entry Operator2 WVARF §S 14050 KELLY Sves 5 1260 SAUNDERS ['$ 12.63
Executive Secratary WVARF 1S 1636 | EXPRESSEmp | & 14.61 KELLYSwes /S 14,62
Groundskeeper WVARF |5  13.00]| KELYSws [ S 1223 EXPRESS Emp )| § -12.33
Health Service Worker WVARF 15 1405 EXPRESSEmp | $ 14.04 22nd CENTURY) §  16.03
labaratroy Assistant 3 JEXPRESSEmpd $ 1233 [ 22nd CENTURYE S 12.65 MANPOWER | $ 13.28
Laborer WVARF 1S  13.00] KELtYSws [S 1134 EXPRESSEinp { § 12.33
Mall Runnar WVARF 1265) KELLYSvcs | S 1134 ] SAUNDERS & 1195
Offios Assistant 2 WVARF §S  1349] KELLY Swis > 11.347  SAUNDERS | § 12.00
Offios Asgistant 3 WVARF S 1450] KEUYSves J$ 1197 SAUNDERS | ¢ 12.45
Palntar WVARE _B5 14,05 §22nd CENTURY] $ 12.58 MANPOWER §$ 1575
Paralzgal PRESS Emp] $§  14.32 [ 22nd CENTURY] § 17.57 KELLYSves [ § 1827
Parking Attendant WVARF 1S 1300 KELLYSves [ § 1134 EXPRESSEmp | $ 1233
Word Processor WVARF ]S 1349] KELLYSves [3 1582 SAUNDERS N § 1235
—I--_I-----ﬂ-I-l----ll—l-l-I-I_----I—-_D---------.--‘--I-I-I—--I-b_l---I-l-I-I-I-I-II-----l---l-ﬂ_l-l_I_I_
—-—:—--u—-—n---l-—-—n_-—--t—-—-—-—l—-----—-_-—-—-—--.—-—ui-—ll—-—-—---l—u—-n—-—--—-—---—-—-—-l—-—ll\—u-—--—-----—
CONTRACTS T
0212 0212 TEMP16A WVARE AlL
fcMvA 0212 0212 TEMPIGH KELLY SERVICES ALl
JCMA 0212 0212 TEMP16C EXPRESS EMPL.OYMENT PROFESSIONALS ALL
fCMA 0212 0212 TEMP16D  SAUNGERS STAFFING ALL
0212 0212 TEMPA6E 22nd CENTURY TECHNOLOGIES All
CMIA 0212 01242 TEMP16G MANPOWER OF WV ONLY

REGION &4



TEMP16
TEMPORARY STAFFING SERVICES

VENDOR CONTACT INFORMATION

CMA 0212 0212 TEMP16A (WVARF)
Waest Virginia Assoclation of Rehabilitation Facilities, Inc.

400 Allen Drive, Suite 100
Charleston, WV 25302

Phone: 304-205-7970 Ext. 207
Fax: 304-205-7915
Contact: Mary Jones

Emall: miones@wvarf.org
CMA 0212 0212 TEMPi68 {KELLY 5VCS}

Kelly Services, Inc.

5707 MacCorkle Ave. S.E., Suite 385
Charleston, WV 25304

Phone: 304-925-0041 or 304-529-2141
Fax: 304-342-4734

Contact: Vickie Simmons-Delp

Email: simmovi@kellyservices.com

CMA 0212 0212 TEMP16C (EXPRESS EMPLOYMENT PROFESSIONALS)
Express Services, Inc. dba Express Employment Professionals

47 RHL Boulevard

South Charleston, WV 25305

Phone: 304-746-8888

Fax: 304-746-1112

Contact: Tom Wirts

Email: tom.wirts@expresspros.co

CMA 0212 0212 TEMP16D (SAUNDERS STAFFING)
Saunders Staffing, inc.

POB 4211 / 400 North Street

Bluefield, WV 24701

Phone: 304-325-3273

Fax: 304-325-6817

Contact: Connte Saunders

Email: saundersem@®saundersstaffing.net



TEMP16
TEMPORARY STAFFING SERVICES

£MA 0212 0212 TEMP16E (22" CENTURY TECHNOLOGIES)

22™ Century Technologies, Inc.
1 Executive Drive, Sulteff 285
Somerset, NJ 08873

Phone: 732-658-4023

Fax; 501-421-3750
Contact: Karolina Plan

Email: Karolina.plan@tscti.com

CMA 0212 0212 TEMP16F (ADECCO)

Adecco USA, Inc.

1006 Washington St. East
Charleston, WV 25301
Phone: 304-345-8367
Fax: 304-345-8366
Contact: Melinda Brooks

Emall: Melinda.brooks@adeccona.com
CMA 0212 0212 TEMP16G {MANPOWER OF wv)

Manpower of Wv

503 Pennsylvania Ave.
Charleston, WV 25302
Phone: 304-525-03%1
Fax: = 304-525-0392
Contact: Becky Howard

Email: becky.howard@manpower.com



