Department of Administration
Purchasing Division

7§| 2012 Washington Street East
Post Offlce Box 50130
Charleston, WV 25305-0130

State of West Virginla
Master Agreement

Order Date: 2018-05-18

CORRECT ORDER NUMBER
ST PPEAR ON ALL PACKAGES,
VOICES, AND SH PPING PAF‘ERS
QUESTIONS CONCERNIN
ORDER SHOULD BE DIRECTED TO
THE DEPARTMENT CONTACT.

Order Number: CMA 0212 0212 TEMP16BB

Procurement Folder: 454031

Document Name: Statewide contract for temporary staffing services

Reason for Medification:

Document Description: TEMPORARY STAFFING SERVICES

Procurement Type: Central Master Agreement

Buyer Name: Heather D Bundrage

Telephone: (304) 558-0067

Email: heather.d.bundrage@wv.gov

Shipping Method: Rest Way

Effective Start Date: 2016-07-15

Free on Board; FOB Dest, Freight Prepaid

Effective End Date: 2019-07-14

Vendor Customer Code: 000000181601
KELLY TEMPORARY SERVICES
155 GEORGE ST

BECKLEY WV 258014736

us
Vendor Centact Phone: (999) 599-9999

Discount Percentage: 0.0000
Discount Days: 0

Extension:

Requestor Name: April E Battle
Requestor Phone: {304) 558-0067
Requestor Emall: april.e.batte@wv.gov

ALL STATE AGENCIES

VARIOUS LOCATIONS AS INDICATED BY ORDER

No City WV 99999

us

STATE OF WEST VIRGINIA

VARIOUS LOCATIONS AS INDICATED BY ORDER

Ne City . WV 99899

Us

%
Op

| Total Order Amount Open End |

PURCHASING DIVISION AUTHORIZATION
SIGNED BY:

DATE:
ELECTRONIC SIGNATURE\ON F

ATTORNEY GENERAL APPROVAL AS TO FORM | ENCUMBRANCE CERTIFICATION

NE :
DATE:
ELEC RONIC SIGNATURE ON ELECTRONIC SIGNATURE ON FILE

SIGNED BY:

J1iRE o A’P

Date Printed: May 18, ZC:]IGN OfﬁNm: TEMP16BB

Page:

(3"
FORM ID : R‘g CMA 001 814

4/%47



Extended Description:
Confract document issued:

\L.vc'l)'o éngmonahz? the change in vendor information, specifically changing the vendor number from the non-headquarters WvOASIS account to the headquarters
accoun

Vendor was: Kelly Services, Inc.
est B:g eaver Road

FmKl 38151076
WYOASIS No. 000000181600

Vendor now: Ks!lg TemEoraréSenrioes Inc.

Beckle

FEIN: 3%1 5107

WVOASIS No. 000000181601

Effective Date of Change: 04/23/2018
2. To renew the original ¢contract according to all terms, oo conditions, prices and specifications contained in the original contract including al! authorized change orders.
Effective date of rengwal: 07/1 5/2018 through 07/14/2019
Renewals Remaining: 1
All provisions of the ariginal Contract, CMA TEMP16B, and all change orders of the orlginal contract will remain in full force and effect.

Line Commodity Code Manufacturer Model No Unit Unit Price
1 80111613 HOUR §0.000000
Service From Service To

Commodity Line Description: TEMPORARY EMPLOYEE SERVICES

Extended Description:

Date Printed: May 18,2018  Order Number: TEMP18BEG Page: o FORMID: WV_PRC_CMA‘_UOT 84




TEMP16EB

Document Phase
Draft

Document Description
TEMPORARY STAFFING SERVICES

Page 3
of3

ADDITIONAL TERMS AND CONDITIONS

See attached document(s) for additional Terms and Conditions
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Vickie Simmnm-na.aip
Kefly Services, Ine.

999 West Big Beaver Roug
Troy, MI 48084

Subject: Confracty TEMPi63. Statéwide Contract for Temporary Staffing Sarvices

Dear Vickie Simmuns»f}efp,

The State of West Virginia is offering to renew subject contract under the same terms, conditions
and pricing, The reniewal dates pre July 15,2018 tirough July 14, 2919 If your tompany garees

10 this renewal, pleage sign below ang return the originaf 1 my attention as sogn as possible.

Also attached s an Affidavit that is to be part of the purchase order and s required 1o he signed
and dated.

Pleasa call if You have any Questions.
Very try fy yours,

Heather Bundrags *

Buyer

Attachment

We agree 1 renew ihe confrens Jor the periggd as stated aboye Wder the seppe ermy ang
conditions iy the origing! purehase ovder engd any change orders therety,

Mzl

Dgre

SOHLE: funty 5o <2006 - - G s .
:::X"('E"‘:} 552«4'25 ’ WE"-‘D?‘.’:&’“&N#{#.?{‘? HE G B AR SRV Aoy ps



| Post Office Box

Department of Administration
. "&z3| Purchasing Division
il 2019 Washington Street East

Charleston, Wv 25305-0130

State of West V|

50130

Master Agreement

irginia

Order Date: 2017-06-30

Order Number; CMA 02

12 0212 TEMP1eB

Procurement Foider: 23g615

Document Name:

Change Order One - STATEWIDE CONTRACT TEMP16B

Reason for Modiflcation:

Document Description: TEMPORARY STAFFING SERVICES ?Eagﬁfy?édﬁﬁf ;‘5,'25?5’1;'0%‘;,2}25’?;“;?}‘;‘2%:‘ Ty
(Original PF: 211609) conditions, prices, and specifications.
Procurement Type: Cenirai Master Agreement
Buyer Name: Gharies b Barnette
Telephone: (304) 558-2566
Emall; charies.d.barnetle@wv.gov

Shipping Method: Best Way

Effective Start Date: 2016-07-15

Free on Board; FOB Dest

, Freight Prepaid

Effective End Date: 2018-07-12

_DEFARTMENT CONTACT

|

KELLY SERVICES INC
899 WEST BIG BEAVER RD

| TROY

Vendor Customer Code: 0000001816800

Ml 480844712
| us
Vendor Contact Phone: (999) 995-g9g9 Extension:
Discount Percentage: 0.0000
Discount Days: ©

Requestor Name: Charles D Barnette
Requestor Phone: (304) 558-2586
Requestor Emall: charles.d.barne!te@wv.gov

18

FILE LOCATION

380!

ALL STATE AGENCIES

VARIOUS LOCATIONS AS INDICATED BY ORDER

STATE OF WEST VIRGINIA

VARIOUS LOCATIONS AS INDICATED BY ORDER

No City WV 99999 No City WV 99099
us us J
, sing Division's ile Copy
Ryrqhaamg ' p lEtal Order Amount l Open End j
'ﬂ EN TERED N -
et S = RETURNED TO BUYER
YOy DATE: JUL 17 ap19
oMy 770 8 e
PURCHASING DIVISION AUTHORIZATION ATTORNEY GENERAL APPROVAL AS TO FORM ENCUMBRANCE CERT!_FICATlQN
SIGNED BY: } = . | SIGNED BY:
DATE: % 1 !Ié'l T oY | DATE: ‘
ELECTRONIC SIGNATURE ON I ." (} ELECTRONIC SIGNATULE gﬂ'FILE
Date Printed:  Jun g, 2017 Order Number: TEMP18B Page: ¢ FORMID : WV_PRC_CMA_001 8/14

23/




Extended Description:

Ghange Order One - lssusd to renew the original contract according to all terms, conditions, prices and specificati

authorized change orders.
Effactive Date of Renewal: July 15, 2017 through July 14, 2018.
Renewals remaining: 2

No otner changes.

ons contained in tne original contract including all

Line Commodity Code Manufacturer Model No Unit Unit Price
1 80111613 HOUR $0.000000
Service From Service To

Commodity Line Description: TEMPORARY EMPLOYEE SERVICES

Extended Description:

Date Printed:  Jun 30,2017  Order Number: TEMP16B Page:

EORM ID : WV_PRC_CMA_001 8114




Document Phase Document Description
TEMP16B Draft TEMPORARY STAFFING SERVICES

(Original PF: 21 1608)

Page 3
of 3

ADDITIONAL TERMS AND CONDITIONS

See attached document(s) for additional Terms and Conditions



JOHN A, MYERS

JIM JUSTICE STATE OF WEST VIRGIN!IA
GOVERNCR DEPARTMENT OF ADMINISTRATION CABINET SECRETARY
PURCHASING DIVISION ) DA R
2019 WASHINGTON STREET, EAST M M/
June 7, 2017 CHARLESTON, WEST VIRGINIA 25305-0130 @f:py
/{‘W ¥ @
< gy

Vickie Simmons-Delp
Kelly Services, Inc.

999 West Big Beaver Road
Troy, M148084

Subject: Contract# TEMP168B - Statewide Contract for Temporary Staffing Services

Dear Ms. Simmons-Delp:

The State of West Virginia is offering to extend the subject contract under the same terms,
conditions and pricing. The extension dates are july 15, 2017 through July 14, 2018. If your
company agrees to this extension, please sign below and return the original to my attention as
soon as possibie.

Also attached is an Affidavit that is to be part of the purchase order and is required to be signed
and dated.

Please call if you have any questions.

Sincerely,
Charles Barnette
Senior Buyer

Attachment

We agree to.renew the contract for the period as stated above under the same terms ond
conditions in the original purchase order ond any change orders thereto.
g’ A . b -

PHONE: {304) 558-2306
FAX: {304) 558-4115 WVPurchasing.gov E.E.OJAFFIRMATIVE ACTION EMPLOYER



STATE OF WEST VIRGINIA
Purchasing Division

PURCHASING AFFIDAVIT

MANDATE: Under W. Va. Code §5A-3-10a, no coniract or renewal of any contract may be awarded by the state or any
of its political subdivisions to any vendor or prospective vendor when the vendor or prospective vendor or a related party
To the vendor or prospective vendor g a debtor and: {1) the debt owed is an amount greater than one thousand doliars in

the aggregate; or (2) the debtor is in empioyer default.

EXCEPTION: The prohibition listed above does not apply where a vendor has contested any tax administered pursuant fo
chapter eleven of the W. Va. Code, workers’ compensation premium, parmit fee or environmental fee or assessment ang

DEFINITIONS:

“Debt” means any assessment, premium, penalty, fine, tax or other amount of money owed to the staie or any of its
political subdivisions because of a judgment, fine, permit violation, license assessment, defaulted workers'
compensation premium, penaity or other assessment presently definquent or due and required to be paid to the slate

or any of its political subdivisions, including any interest ot additional penalties accrued thereon.

“Employer default” meang having an outstanding balance or liability to the oid fund or to the uninsured employers’
fund or being in policy default, as defined in W. Va. Code § 23-2¢-2, failure to maintain mandatory workers'
compensation coverage, or failure to fully meet its obligations as a workers' compensation sel-insured employer. An

“Related party” means a party, whether an individual, corporation, partnership, association, limited liability company
or any other form or business association or other entity whatsoever, related io any vendor by bloog, marriage,

contract amount.

AFFIRMATION: By signing this form, the vendor's authorized signer affirms and acknowiedges under penalty of
law for false swearing (W. Va. Code §61-5-3) that neither vendor nor any related party owe a debt as defined
above and that neither vendor nor any related party are in employer default as defined above, unless the debt or
employer default is permitted under the exception above,

WITNESS THE FOL!_.OWING SIGNARE: .

Vendor's Name: rAY: / AV P T ~

Authorized Signaturg’ /4

State of W\/ / / I

County of (% bﬂ( ‘ , to-wit:
Taken, subscribed, and swornh to before me this Lfday of J Wﬁ , 20 ﬂ
My Commission expires . C{[ 3»‘? , 200

AFFIX SEAL HERE o - NOTARY pUBL.c.&/d%ﬂujg\z Y \(?R
M . - " ‘w lc ) -

L ., \_7‘__1,--1.-' ri A W 4...1' " Date; '~ r'/ ?

Purchasing Affidayit (Revised 08/0 1/20135)




7V SOS - Business an

| of 4

West Virginia Secretary of State — Online Data Services

Business and Licensing
Online Data Services Help

Business Organization Detail

NOTICE: The West Virginia Secretary of State's Office makes every reasonable effort to
ensure the accuracy of information. However, we make no representation or warranty as to
the correctness or completeness of the information. If information is missing from this page, it
is not in the The West Virginia Secretary of State's database.

KELLY SERVICES, INC.

l
Organization Information |
|
. . . |
Effective Established _.. Sec Termination Termination
Org Type Date Date Filing Date Charter Class Type Date Reason 5
1
g | . 11/14/195€ 11/14/1956 Foreign Profit |
orporation |
Organization Information
5613 - Admin/Support Waste ;
Mgt/Remediation Services - |
. Administrative and Support '
?:usmess Services - Employment Services Cse:plt:I 0.0000
urpose (placement, executive search, oc
temporary help, professional
employer orgs)
Charter Control 0
County Number ;
Charter DE Excess 0 !
State Acres
| Member
At Will Term m
Managed
At Will Term Par Value 0.000000
Years
Authorized |

A30/72017 1:00 PN

d Licensing - Corporations - Online Data Services http://apps.sos.tw.gov/business/corporations’organizaﬁdh.aspx‘?org



"WV SOS - Business and Licensing - Corporations - Online Data Services

L]

http ://apps.sos.wv.govfbusiness/coxporations/organizaﬁon. aspx

Mailing Address

ATTN: TAX DEPARTMENT
DETROIT, MI, 48266
USA

Shares ‘
Addresses
Type Address
PO BOX 331179

Notice of Process
Address

CT CORPORATION SYSTEM
5400 D BIG TYLER ROAD
CHARLESTON, WV, 25313

Principal Office

999 WEST BIG BEAVER ROAD
TROY, MI, 48084 %)

Address USA
Type Address
Officers
Type Name/Address
JAMES POLEHNA
Director 999 WEST BIG BEAVER ROAD
TROY, MI, 48084
GEORGE S. CORONA
President 999 WEST BIG BEAVER ROAD
TROY, Mi, 48084
JAMES POLEHNA
Secretary 999 WEST BIG BEAVER ROAD

TROY, Mi, 48084

Vice-President

MICHAEL F. ORSINI
999 WEST BIG BEAVER ROAD
TROY, MI, 48084

Type Name/Address
—

DBA

DBA Name Description Effective Date Termination Date

20f4

/3072017 1-09 PA



~ $OS - Business and Licensing - Corporations - Online Data Services

3of4

o KELLY TEMPORARY SERVICES

| COMPANY TRADENAME 3/3/1988 3/13/2003 :
DBA Name Description Effective Date Termination Date '.
Date Amendment !
—
7/9/1996 AMENDMENT TO ARTICLES OF INCORPORATICN l
7/30/1993 CHANGE TO AMEND ARTICLES OF CERTIFICATE OF AUTHORITY
6/11/1987 AMENDMENT TO THE ARTICLES; |
AMENDMENT: TO THE ARTICLES OF INCORPORATION, FILED ON
8/16/1984 THIS D ATE.
5/20/1982 AMENDMENT: CERTIFICATE OF INCORPORATION, FILED ON THIS
DATE.
AMENDMENT: CERTIFICATE OF INCORPORATION, FILED ON THIS
6/4/1981
DATE,
6/27/1979 SIXI_FE\IDMENT: CERTIFICATE OF INCORPORATION, FILED ON THIS
| ' .
i 4/13/1967 AMENDMENT: CERTIFICATE OF INCORPORATION. FILED ON THIS :
DATE, BOOK 210, PAGE 47¢. ' . J
CHANGE OF NAME: FROM KELLY GIRL SERVICE, INC.; BOOK 2486, |
4/11/1966 PAG E 477,
2/20/1965 AMENDMENT: CERTIFICATE OF INCORPORATION, FILED ON THIS '
DATE, BOOK 210, PAGE 410. _;
1123/1962 AMENDMENT: ARTICLES OF INCORPORATION FILED ON THIS ;
DATE, BOO K 210, PAGE 321. 'i
6/10/1960 AMENDMENT: ARTICLES OF INCORPORATION FILED ON THIS |
DATE, BOO K 219, PAGE 270.
CERTIFICATE OF OWNERSHIP OF RUSSELL KELLY OFFICE
10/5/1959 SERVICE, IN C.; OF STATE OF MICHIGAN; FILED ON THIS DATE,
BOOK 229, PAGE 228.
14/25/1957 CHANGE OF NAME: FROM RUSSELL KELLY OFFICE SERVICE OF
! DELAWAR E, INC., BOOK 222, PAGE 262.
||;ate Amendment

Annual Reports

Date filed

7/13/2016

6/30/2017 1:09 PM

http://apps.s08.WV. govfbusiness.-'corporations/organizatioﬁ.aspx?org=



"Wy S”O‘S - Business and Licensing - Corporations - Online Data Services htlp://apps.sos.wvlgov/business/coxporations/organization.asp:

6/27/2017
10/9/2015
7/25/2014

6/18/2012

9/12/2008

10/28/2005
9/28/2004
4/6/2004

10/8/2002

o

Date filed

For more information, please contact the Secretary of State's Office at 304-558-8000.
Friday, June 30, 2017 — 1:09 PM
© 2017 State of West Virginia

Jof4 63072017 1:00 PM



7 ) DATE (MMD
ACORD CERTIFICATE OF LIABILITY INSURANCE r2ony

THIS CERTIFICATE IS ISSUED AS A MATTER OF INFORMATION ONLY AND CONFERS NO RIGHTS UPON THE CERTIFICATE HOLDER. THIS
CERTIFICATE DOES NOT AFFIRMATIVELY OR NEGATIVELY AMEND, EXTEND OR ALTER THE COVERAGE AFFORDED BY THE POLICIES
BELOW. THIS CERTIFICATE OF INSURANCE DOES NOT CONSTITUTE A CONTRACT BETWEEN THE ISSUING INSURER(S), AUTHORIZED
REPRESENTATIVE OR PRODUCER, AND THE CERTIFICATE HOLDER.

IMPORTANT: if the certificate holder is an ADDITIONAL INSURED, the pollcy(ies) must have ADDITIONAL INSURED provislons or be endorsed.
If SUBROGATION IS WAIVED, subject to the terms and conditions of the policy, certaln policies may require an endorsement. A statement on
this certlficate does not confer rights to the certlficate holder In lisu of such endorsement(s).

CONTACT

PRODUCER | Rl
%EEEIZG&%QEU%E‘I‘)?& %;lellt-el_%j\gs OF GEORGIA, INC. ::;Tl\fo e, 404 497.7500 Tr% or
’ ADDRESS:
INSURER(S) AFFORDING COVERAGE NAIC #

INSURER A :ACE American Insurance Company 22667

'l'(‘;'l-;"‘s'igwices Inc. and it's Subsidiaries INSURER & :ACE Fire Underwriters Insurance Gompany 20702

989 West Big Beaver Road INSURER ¢ :indemnlty Insurance Company of Narth America 43575

Egﬁ’cm:)t?:?gosz INSURER D :Federal Insurance Company 20281
INSURER E :ACE Property and Casualty Insurance Company 20699
INSURERF :

COVERA_CiES CERTIFICATE NUMBER:YRLX5MFD REVISION NUMBER:

CERTIFICATE MAY BE ISSUED OR MAY PERTAIN, THE INSURANCE AFFORDED BY THE POLICIES DESCRIBRED HEREIN IS SUBJECT TO ALL THE TERMS,
EXCLUSIONS AND CONDITIONS OF SUCH POLICIES, LIMITS SHOWN MAY HAVE BEEN REDUCED BY PAID CLAIMS.
B

[y TYPE OF INSURANCE o POLICY NUMBER MDD E2Y) | Moy LmITS
A | X | commERcIAL GENERAL LiaBILITY HDO G27874332 010172018 [ OTT2018 | ¢\ oo curnence 5 1,000,000
El
cLams-maoe | X | occur PREMISES (s ovounencal | 1,000,000
MED EXP (Any ane person) 3 5,000
PERSONAL & ADV INJURY § 1,000,000
GEN'L AGGREGATE LIMIT APPLIES PER: GENERAL AGGREGATE $ 2,000,000
X | rouey || RBS: [ Jwe PRODUCTS - COMPIOP AGG | § 2,000,000
OTHER: $
A [ AuToNoBILE LineiLTTY ISA HZ5150156 01/01/2018 | 01/01/2019 ZOMBINED IN%F,HEIT_._ N 2,000,000
X | ANy auTo BODILY INJURY (Per person) | §
. ] T BODILY INJURY (Per accident) | $
7 HIRED NON-OWNED PROPERTY DAMAGE 5
| A | AUTOS ONLY AUTOS ONLY (Per accident)
§
$
E | X fumerertatias | X | ooour XOOG2792413A 003 01/01/2018 | 0170172019 | ca oy occuRREncE 3 15,000,000
EXCESS LIAB CLAIMS-MADE AGGREGATE $ 15,000,000
peo | | RETENTION § $
A | WORKERS COMPENSATION WLRCB4625214 (AZ, CA, MA 01/01/2018 | 01/01/2019 PER OTH-
B | AND EMPLOYERS' LIABILITY YIN SCFC84825226 (ﬁNl ' X |stifre | |
C | ANY PROPRIETOR/ARTNER/EXECUTIVE WLR C84625238 (AOS) E.L. EACH ACCIDENT $ 1,000,000
OFFICER/MEMBER EXCLUDED? E NIA
{Mandatory in NH) E.L. DISEASE - EA EMPLOYEE| § 1,000,000
If yes, describe under 1,000,000
DESCRIPTION OF DPERATIONS below E.L DISEASE - POLICY LIMIT | § ,000,
D |CRIME 68018744 01/01/2018 | 01/01/2019 | Each Loss 5 3,000,000
Covers Employse Dishonestﬂ gl'heft) ]
& Customer Protection D) :
5
DESCRIPTION OF OPERATIONS ! LOCATIONS /VEHICLES (AGORD 101, Addltional R Schedule, may be attachsd if mare space Is required}
Any provisions referenced on this Certificate of Insurance apply only as required by written contract subject to policy terms, conditions and exciusigns.
Evidence Only
Branch/Dept: 0052
CERTIFICATE HOLDER CANCELLATION
Name: State of West Virginia SHOULD ANY OF THE ABOVE DESGRIBED POLICIES BE CANCELLED BEFORE
. . . e THE EXPIRATION DATE THEREOF, NOTICE WILL BE DELIVERED IN
Address 1. Purchasing Division - Bldg 15 ACCORDANCE WITH THE POLICY PROVISIONS.
Address 2: i
2019 Washington Street E AUTHORIZED REPRESENTRTS
City Charleston State: WV Zip: 25305-0° / ,é ,ﬂr

Page1of2 © 1988-2015 ACORD CORPORATION. All rights reserved.
ACORD 25 {2016/03) The ACORD name and logo are registered marks of ACORD e638  R4/18



AGENCY GUSTOMER ID:

LOC #:
’ ) ]
ACORD ADDITIONAL REMARKS SCHEDULE Page 2 of 2
PRODEER INSURED .
MCGRIFF, SEIBELS & WILLIAMS OF GEORGIA, ING. Kelly Services Inc. and it's Subsidiaries
POLICY NUMBER
CARRIER NAIC CODE
ISSUE DATE: 12/21/2017
ADDITIONAL REMARKS

THIS ADDITIONAL REMARKS FORM IS A SCHEDULE TO ACORD FORM,

FORMNUMBER: ____  FORM TITLE:

Coverage - Excess Workers Compensation

Carrier - ACE American Insurance Company {NAIC Code 22667)
Policy # - WCU C6462524A

Term - 1/1/2018 - 1/1/2019

Limits -

Each Accident $1,000,000

Digease Policy Limit $1,000,000
Disease Each Employee $1,000,000

Coverage - Retro Workers Compensation

Carrier - ACE Fire Underwriters Insuran
Policy # - SCF 64625226

Tertn - 1/1/2018 - 1/1/2019

Limits -

Bach Ageident $1, 000, 000

Disease Policy Limit $1,000,000
Disease Each Employee $1,000,000

c¢e Company (NAIC Code 20702)

ACORD 101 (2008/01)

© 2008 ACORD CORPORATION. All rights reserved.

The ACORD name and logo are registered marks of ACORD CERTIFICATE NUMBER: YRLX5MFD




"\" [ Department of Administrat —m— CORREGT ORDER NUNEBER
SRR | o ment of Adminlstration State of West Virginia MUST APPEAR ON ALL PACKAGES
2| Purchasing Division

5} 201 Washington Strest East Master Agreement QUESTIONS CONCERNING THIS

,;’?5

¥ | Post Office Box 50130 THE DEPARTMENT CONTACT.
,,,,,,, Charleston, WV 25305.0130 Order Date: 2016-07-18
Order Number; CMA 0212 0212 TEMP16B Procurement Folder: 236615
Document Name: STATEWIDE CONTRACT TEMP 168 Reason for Modlification:

Decument Description: TEMPORARY STAFFING SERVICES
(riginal PF: 211609)

Procurement Type: Central Master Agreement
Buyer Name: Mark A Atkins
Telephone: (304) 558-2307
Email: mark.a.atkins@wv.gov

Shipping Methed: Best Way Effective Start Date: 2016-07-15
Free on Board: FOB Dest, Freight Prepaid Effective End Date: 2017-07-14
e =, WENDOR D T e e S e B (T __~ DEPARTMENT CONTACT
Vendor Customer Coda: 000000181600 Requestor Name: Mark A Atkins
KELLY SERVICES INC Requestor Phone: (304) 558-2307
999 WEST BIG BEAVER RD Requestor Email: mark.a.atkins@wv.gov
TRQY Ml 480844712
us :
Vendor Contact Phone: (999) 999-9999 Extension: 3vv (! ?
Discount Percentage: 0.0000 FILE LOCATION >
Discount Days: 0
A R W T ROR 0 [ = e P ST T T L e YO e e e
ALL STATE AGENCIES STATE OF WEST VIRGINIA
VARIOUS LOCATIONS AS INDICATED BY ORDER VARIOUS LOCATIONS AS INDICATED BY ORDER
No City WV 99999 No City WV 99989
us us
| Total Order Amount OpenEnd |
RET RNE PUrchasing Division’s File Copy

SIGNED BY:
DATE:

ON ATTORNEY GENERAL APPROVAL AS.TO FORM | ENCUMBRANGE CERTIFICAT%A
p/ /6 sichED 7 : - . |siGNED Bv:—gwl
DATE: DATE: -25-

C SIGNATURE ON FILE CTRONIC SIGNATURE ON FiLE 7 _737__ /{ ELECTRONIC SIGNATURE ON FILE

Dats Printed:  Jul 18, 2018 Order Number: TEMP16B Page: 1 FORM 1D : Wv_PRC_CMA_001 8114



Extended Description:

The Vendor, Kelly Services inc., agrees to enter with the State of West Virginia inlo an ogen enc contract to provide Temporary Staffing Services, per the
Spgciﬁcgtions,r;l'grms ?nd Conclitions, Bid Requirements, Addendum_1 daled 05/11/2016 and the Vendor's bid dated 05/18/2016 incorporated herein by reference
and made apart hereof.

Line Commodity Code Manufacturer Model No Unit Unit Price
1 80111613 HOUR $0.000000
Service From Service To

Commodity Line Descriptlon: TEMPORARY EMPLOYEE SERVICES

Extended Description:

Date Printed:  Jul 18, 2018 Order Number: TEMP16B Page: 2 FORM D : WW_PRC_CMA_C01 814



Document Phase Document Description

TEMP16B Draft TEMPORARY STAFFING SERVICES

{Original PF: 211609)

Page 3
of 3

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.

3 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.

9.4, “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,
etc. 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 shall 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, 2018 and extends for a period of one (1) year(s).
Renewal Term: This Contract may be renewed upon the 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 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 thiysix(36) months in total. Automatic renewal of
this Contract is prohibited. Notwithstanding the foregoing, Purchasing Division approval is not
required on agency delegated or exempt purchases. Attorney General approval may be required
for vendor terms and 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 Peried Contract: This Contract becomes effective upon Vendor’s receipt of the notice
to proceed and must be completed within days.

[ Fixed Period Contract with Renewals: 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.

[] 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 Goods: 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 iterns have been delivered, no
additional goods may be procured under this Contract without an appropriate change order
approved 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.

7. 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 furnish 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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[] PERFORMANCE BOND: The apparent successful Vendor 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.

[JMAINTENANCE 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 miflion doliars ($1,000,000.00)
Or more.

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

O

O
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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.

W LICENSE(S)/ CERTIFICATIONS / PERMITS: In addition to anything required under the
Section entitled Licensing, of the General Terms 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 successful 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.

¢. WORKERS’ COMPENSATION INSURANCE: The apparent successful Vendor shall
comply with laws 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

N/A

for WA .
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 indicated, and signifies acceptance of the terms and
conditions contained in the Solicitation unless otherwise indicated.

13. FUNDING: This Contract shall continue for the term stated herein, contingent upon funds
being appropriated by the Legislature or otherwise being made available. In the event funds are
not appropriated or otherwise made available, 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 is 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.e.

17. TIME: Time is of the essence 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 any other source, verbal 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 pertaining 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 original contract, must be approved by the Purchasing Division and the Attorey
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 force 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 forms 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 purchases.

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 CONFIDEN TIALITY: 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

ht_‘lp://www.state.wv.us/admin/purchase/privacx/default. himl.

30. YOUR SUBMISSION IS A PUBLIC DOCUMENT: Vendor’s entire response to the
Solicitation 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 §§ 5A-3-1 et seq., 3-22-1 et seq., and
5G-1-1 et seq. and the Freedom of Information Act West Virginia Code §§ 29B-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 enable 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 submitting 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 transfer 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
shall 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 signature on its bid or offer also affirms that neither it nor its representatives have any
interest, nor shall acquire any interest, 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 V endor 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 all 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
contemplated 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 Solicitation and resulting contract. Neither the Vendor, nor any employees or
subcontractors of the Vendor, shall 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, penalties, fees, fringe benefits,
professional liability insurance premiums, contributions to insurance and pension, or other
deferred compensation plans, including but not limited to, Workers’ Compensation and Social
Security obligations, licensing fees, etc. and the filing of all necessary documents, forms, and
returns pertinent to all of the foregoing.

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

against any and all claims including, but not limited to, the foregoing payments, withholdings,
contributions, taxes, Social Security taxes, and employer income tax returns.
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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 claims or
losses resulting to any person or entity injured or damaged by the Vendor, its officers,
employees, or subcontractors by the publication, translation, reproduction, delivery,
performance, use, or disposition of any data used under the Contract in a manner not authorized
by the Contract, or by Federal or State statutes or regulations; and (3) Any failure of the Vendor,
its officers, employees, or subcontractors to observe State and Federal laws mcluding, 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 a 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 Government 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

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 Purchasing Division may request. Requested
reports may include, but are not limited to, quantities purchased, agencies utilizing the
contract, total contract expenditures by agency, etc.

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@wy. 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 regularly
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 10
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 otherwise 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:

c. 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 (82,500.00), 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
available 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,
reconstruction, 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 aluminum, 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 (850,000) 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 is 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 primarily 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 lowest 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, all
bids or offers, including the reduced bid or offer prices, will be reevaluated in accordance with
this rule.
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CERTIFICATIONAND SIGNATURE PAGE

By signing below, or submitting documentation through wvOASIS, I certify that I have reviewed
this Solicitation 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 thiat cannot be umlaterally withdrawn; that the product or setvice proposed meets the
mandatory requirements ¢ ned in the Solicitation for that produet or service, unless
otherwise stated herein; that the Vendor accepts the terms and conditions contained in the
Solicitation, unless otherwise stated herein; that I am submitting this bid, offer or proposal for
review and consideration; that I am authorized by the vendor to execute and submit this bid,
offer, or: pmposal or any documerits related thereto on vendor’s behalf; that I am authorized to
bind the vendor in a contractual relationship; and that to the best of my knowledge, the vendor
has prope: ly reglstered with any State agency that may require registration.

(Phone Number) (Fax Number) (Date)
d a0k

Revised 10/27/2015



[
A
2

I L"\

e

EARL RAY TOMBLIN MARY JANE PiCKE‘!
STATE OF WEST VIRGINIA ACTING CABINET SECRE

GOVERNOR DEPARTMENT OF ADMINISTRATION T SR
PURCHASING DIVISION f Rt

2018 WASHINGTON STREET, EAST
CHARLESTON, WEST VIRGINIA 25305-0130

July 14, 2016

Vickie Simmons-Délp, District Manager
5707 MacCorkle Ave. S.E.

Suite 385

Charleston, WV 25304

Re: CRFQ 0212 SWC1600000009 Statewide Contract for Temporary Staffing Services

Dear Ms. Sim mons-Delp.

This letter is to inform you that Kelly Services is an apparent successful bidder on the solicitation listed
above. Included within your bid submission, a 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 to the proposed changes. Therefore, please select the appropriate response to the

% foliowing:
. V.,V acknowledge the rejection of the proposed changes to the contract submitted by Kelly Service

YHONE: (304) 558-2308
AX: (304) 558-4115 WV Purchasine.cow

dated May 17, 2016 by the State and agree to withdraw the proposed changes.

| cannot agree to withdraw the proposed changes to the contract and understand that failure to
withdra ropd nanges will result in my bid being disqualified.

Please respond on or before 10:00 am EST, July 18, 2016. Failure to respond by the date and time
réferenced In this letter will result in the disqualification of your bid,

Mot Oy

Mark Atkins
Senior Buyer

TARY

E E. OJAFFIRMATIVE ARTION FMDI NnyYrER




TEMPORARY STAFFING SERVICES

SPECIFICATIONS

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. .

5. 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 “Ceontract 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 governing
bodies.
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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 2 Vendor awarded a contract subsequent to the RFQ observes any
periods 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
during any overtime hours worked.

4. MANDATORY REQUIREMENTS:

4.1 Mandatory Contract 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 inclode 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:

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 authorization 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.,

Revised 10/27/2014
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4.1.2.2 Temporary Employees may work on days recognized as a 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.

4.1.3 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.

4.1.4 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 shail 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

4.1.7

4.1.8

4.1.9

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 Agencies required to give
advance notice.

Smoke Free and Drug Free:
4.1.7.1 Vendors shall advise their employees that the State Agencies
require a smoke free and drug free work place. This Contract may
require drug testing of the Vendor's employees for specific
placements.
Background Check/References:

4.1.8.1 State Agencies may request background checks and/or references

HIPPA

for any Temporary Employee. State Agencies may request to
interview the Temporary Employee prior to filling the positions to
verify the individual has the qualification for the temporary
assignment. Please note that, if requested, Vendors will be
responsible to pay for background check.

4.1.9.1 The HIPPA requirements are attached. This must be signed by the

Vendors and returned prior to issuance of any Contract.

4.1.10 Ethics in Public Contracting:

4.1.10.1 Vendors certifies the temporary services contract is entered into

without collusion or fraud and the Vendors has neither 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:

Revised 10/27/2014

4.1.11.1 Vendors shall provide temporary workers which are in compliance

with the Immigration Reform and Control Act of 1986 (or current
immigration laws).



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
pame).

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.

Tota! 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:

Revised 10/27/2014

4.1.14.1 There are certain labor services available to the State Agencies
outside of the temporary services contracts, and the issuance 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:

e Division of Personne!’s temporary personnel registers.

Other State Agencies.
The CNA.



TEMPORARY STAFFING SERVICES

® Prison labor.
* Students from institutions of higher learning.
® Volunteers,

4.1.15 Agency Ordering Procedures:

Revised 10/27/2014

4.1.15.1

4.1.15.2

When the Contract(s) are issued, the State Agencies will receive a
spreadsheet to identify the Iowest 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.

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 1is 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-eight (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 retained by the
State Agency. When CNA is unable to supply the Temporary
Employee, or does not 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. Signed, dated vendor
quote shall be included with each Delivery Order (i.e., scanned
and electronically attached in WVOQasis).



TEMPORARY STAFFING SERVICES

Revised 10/27/2014

4.1.153

4.1.15.4

4.1.15.5

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.

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
to all invoices processed through the West Virginia State Auditor’s
office.

At the discretion of the West Virginia State Agency, the form
attached as Exhibit B Temporary Worker Request Form may be
required prior to accepting a Temporary Employee offered by any
Vendor. If 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 a 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.).
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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 reasonably 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.

4.1.16 Absent Temporary Workers:

4.1.16.1 All Vendors (including CNA) must notify the West Virginia State
Agency immediately upon 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 will communicate the absence to the State Agency.
Failure to notify the State Agency of an absent employee is
grounds to move on to the next 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 Solicitation for Temporary Employee’s:

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.  Solicitation for
work for temporary workers is strictly prohibited.

Revised 10/27/2014
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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 a credit application to be completed by
any State Agency.

4.1.19.3 Vendor shall not request nor require 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.

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

41.20.1 Accounting Technician 2

4.1.20.2 Administfative Services Assistant 1
41203 Administrative Services Assistant 2
4.1.204 Cook

41.20.5 Custodian

4.1.20.6 Data Entry Operator 2

4.1.20.7 Executive Secretary

4.1.20.8 Groundskeeper

4.1.20.9 Health Service Worker

4.1.20.10 Laboratory Assistant 3

4.1.20.11 Laborer

4.1,20.12 Mail Runner

4.1.20.13 Office Assistant 2

4.1.20.14 Office Assistant 3

4.1.20.15 Painter

4,1.20.16 Paralegal

Revised 10/27/2014
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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 a
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 each 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 each job
classification in each Region they are bidding on. Vendor should 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 all Contract
Services performed and accepted under this Contract. Vendor shall accept payment in
accordance 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 security 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 requirements
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 remedy deficient performance upon request.
10.2. The following remedies shall be available to Agency upon defanit.
10.2.1. TImmediate cancellation of the Contract.

10.2.2. Immediate cancellation of one or more release orders issued under this
Contract.
10.2.3. Any other remedies available in law or equity.

11. MISCELLANEOUS:

11.1. Contract Manager: During its performance of this Contract, Vendor must
designate and maintain a primary contract manager responsible for overseeing
Vendor’s responsibilities under this Contract. The Contract manager must be
available during normal business hours to address any customer service or other
issues related to this Contract. Vendor should list its Contract manager and his or
her contact information below.

Contract Manager: Vickie Sin ons- istric
Telephone Number: gq,4 o 5-0041-0r.304 E 141
Fax Number: 304,940 4794 ‘
Email Address: _.__ .

Revised 10/27/2014



SOLICITATION NUMBER: CRFQ SWC1600000009
Addendum Number: 1

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

Applicable Addendum Category:
[ ] Modify bid opening datc and time:
[ | Modify specifications of product or service being sought
[¢1 Attachment of vendor questions and responses
1 1 Attachment of pre-bid sign-in sheet
[ | Correction of error
[ 1 Other

Description of Modification to Solicitation:
1. Vendor Questions and: Respanses attached.

No other changes made.

Additional Documentation: Documentation related to this ‘Addendum (if any) has been
included herewith as Attachment A and is specifically incorporated herein by reference.

Terms and Conditions:

1. Allprovisions of the Solicitation and other addenda not modified herein shall remain in
full force and effect.

2. Vendor should acknowledge receipt of all addenda issued for this Solicitation by
completing an Addendum Acknowiedgment, a copy of which is included herewith.
Failure to acknowledge addenda may result in bid disqualification. The addendum
acknowledgement should be submitted with the bid to expedite document processing.

Reviged 6/8/2012
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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 other surn of money that the vendor deems as cost assaciated with their ability to

"thhholdlng Rate” listed in Sectlon 2 subsectaon 2 6 of the spemf jcations.

QUESTIONS 2:
Is it single award or multiple award?

RESPONSE:
Multiple, please see Specification Section 5 Contract Award.

QUEST ION3:
Is there an incumbent on the RFP? If yes, please provide the incumbent details.
'RESPONSE: There are multiple Incumbents on the current contract that will-expire on 5/18/2016. You

may view the TEMP14 contract by visiting the synopsis tab within following. web link:

httg:([www.state.wv.us.{admin[gurchase[swcﬂEMP.htm

QUESTION 4:
Please let us know the last year's spending on the RFP.

RESPONSE:
2015fy spending is expected to exceed $1.5 million dollars.

QUESTION 5:
What Is the annual budget for this RFF?

RESPONSE:
The State does not release budgeting amounts. This is-an-open end-contract: that will require temporary

workers on an “as needed” basls.

QUESTION 6:
I§ it possible to receive the current Empioyee Pay Rate, Bill Rate and Markup for the current contract?

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

review.
http:/fwww.state.wv.us/admin/purchase/swc/TEMP.htm

QUESTION 7:
How many temps do you currently have?

'RESPONSE:
Informatlon not available. This contracts state wide.covering 4 Regions and 55 countles with numerous

state agenmes

QUESTION 8:
Can you provide the-approximate spend for each job class covered by the last contract?

RESPONSE:
See response to question 7.

ilPage



ADDENDUM_1 CRFQ 0212 SWC1600000009

ATTACHMENT A TEMPORARY STAFFING SVCS QUESTIONS AND RESPONSES
QUESTION 9:

Can we bid category wise for this requirement?

RESPONSE:

Vendors may bid only one, all, or any number of classifications they wish to provide Temporary Workers,

QUESTION 10:
What you need in response like, resume, company references, hourly rate etc.?

RESPONSE:

QUESTION 11:

How many resources required for this project?

RESPONSE:

Do not understand what “resources” being referred to. All requirements for this solicitation may be
vlewed by entering the public access tab on the foliowing web link:

https://prod-fin-
V$S.wvogsis.gov/webapp/prdvss1 ;[AItSelfService?ogenDoc:ogenDoc&DocumentCode-agRFg&DeQartm
entCode=0212&Dogument!D=SWC1M09&DocumentVersNo=1&Destination=g§olication

QUESTION 12:

If there Is a current contract in place, what was the tota} spend under it for 20157 What is the
anticipated total annual spend under the new contract?

RESPONSE:

For current contract, please see response for Questions 3 and 6.

or total spend 2015, please see response for Question 4.

There is no anticipated total spend on this contract. Agencies will utilize the contract on an “as needed”

basis.

QUESTION 13:
Addendum Acknowledgement Form would only need to be submitted if we receive additional
Adderidums for this RFQ?

RESPONSE:

Vendor is to acknowledge all addenda recelved.

QUESTION 14;
Is there a Mandatory Pre-Bid Meeting? And if so...place and time...nothing was checked, but f just want

to make sure.
RESPONSE:
No Mandatory Pre-Bid Meeting for this solicitation,

i l P o



ADDENDUM_1 CRFQ 0212 SWC1600000003
ATTACHMENT A TEMPORARY STAFFING SVCS QUESTIONS AND RESPONSES

QUESTION 15:

When submitting our Bid information into the WV Qasis:System, s our Login & Password the Identifier
t.h?tfli;nk's:?jthe}s'!.ibmittedinfdrfriatlon-to-each-speciﬁc vendor:such as X000

RESPONSE:" ‘

Your login ahd password in the Vender Self Service (VSS) is an ldentifier and will link to the taxpayer id
number associated with the Login id.

NOTE: this solicitation does not permitanonline response in' WVOASIS due to the complexity of the
pricing page bid scenarlo {i.e. classification, region, county, etc.).

QUESTION 16:

Can you provide Temporary Staffing Services spend by Region over the last 1 year renewal period?
RESPONSE:

Regional spend Information Is not available. Foranticipated total spend information please see
response to Question 4.

QUESTION 17:
Paragraph 5.2 of the RFQ Speclfications state that a Pricing Page for each region that we bid on must be

fillad 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:

Piease see response to question S. 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. Failure to list all the information for the classification (i.e. Worker Rate,
withiholding Rate, Overhead Rate, Total Rate, Region, County, etc.) may result in bid disqualification.

QUESTION 18:
Paragraph 2.6 of the RFQ, Specifications defines mnithholding”. Is that the same definition for the cost

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

RESPONSE:

mwithholding” as defined in 2.6.of the RFQ Specifications and the pricing pages “Withholding Rate” are
the same.

QUESTION 19:

Paragraph #15 of the General Terms and Conditians state that vendors are responsible for any 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?

RESPONSE:

Per item 15 of the General Terms and Conditions, the State of WV is exempt from Federal and State
taxes and-will not reimburse back to the vendor such taxes.

hrﬁééé
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Instructions: Please acknowledge receipt of all addenda issued with this solicitation by compieting this
2ddendum acknowledgment form. Check the box next io each addendum received and sign below.
Failure to acknowledge addenda may result in bid disqualification.

Acknowledgment: Ihereby acknowledge receipt of the following addenida and have made the
necessary revisions to my proposal, plans end/or specification,; ete.

(Check the box next to each addendum received)

[\4 Addendum No. 1 [ 1 AddendumNo.6
[ ] AddendumNo.2 [ ] AddondymNo.7
[ ] Addendum No.3 [ ] Addendum No.8
[ 1 Addendum No, 4 [ ] Addendum No.9
[ 1 Addendum No.5 [ 1 Addendum No.10

I understand that failure to confirm the receipt of addenda may be cause for rejoction of this bid. I
further understand that any verbal representation made or assumed to be made during any oral
discussion held between Vendor’s reprosentatives and any state personne] is not binding. Only the
inhrmation_issuedinwﬁﬁngmdnddedmthaspeciﬁcaﬁombymofﬁoiﬂaddendumisbinding.

NOTE: This addendum acimowledgement should be submitted with the bid to expedite document processing.
Rovised 6/2012



EXHIBIT B
Tem porary Worker Request Form

| West Virginia State Agenc)
 Confact: |
‘Telephone Numbar;
Clagsification:. '

West Virginia Stats Agency Requirements For Temporary Worker(s)

Restrictions/Prohibifions for Temporary Workers

Form must be signed by both the temporary worker and representative of the temporary
Aagency indicating acceptance of ali requirements. and restrictions for this temporary

worker position.

Temporary Agency Representative Temporary Worker

Date Date



EXHIBIT_C WV REGION MAP

4 REGIONS FOR CRFQ 0212 SWC1600000009

Reglon 1
Brooke Monongalia
Cathoun Ohio
Doddridge Pleasants
Gilmer Ritchie
Hancock Tyler
Harrison Wetze)
Marion - Wirt
Marghall Wood

Region I
Baone Mason
Cabell Mingo
fackson Putnam
Kanawhz Roane
Lincoln Wayne
Logan

Region 111
Barbour Morgan
Berkelay Pendiaton
Grant Preston
Hampshire Randolph
Hardy Taylor
Jefferson Tucker
Lewig Upshur
Mineral

Ragion tv
Braxton Nicholas
Clay Pocahontas
Fayette Raleigh
Greenbrier Summers
McDowell Webster
Mercer Wyoming

Monroe

8¢



ATTACHMENT 1
CRFQ 0212 SWC1600000009
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.

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

Examples of Work
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.

Knowledge, Skills, and Abilities
Knowledge of basic mathematical computations.
Knowledge of the operation of office equipment such as a
copier, fax machine, and personal computer.
Skill 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 TECENICIAN 2 (CONT'D)

Knowledge, Skills and Abilities (cont’'d)
Ability to establish and maintain effective working
relationships with others.

Minimum Qualifications

TRAINING:
Graduaticn from a standard four-year high schocl or the
eguivalent.

EXPERIENCE:
Two years cf full time or equivalent part time paid

bookkeering, acccunting cr related experience.

SUBSTITUTION:
Successful ccmpieticn c¢f college-level accounting ccurses
from an accredited college cr university may be stubstituted
at the rate of three semester hours equals six months
experience;

OR
Successful completion of related kusiness schcol or
vocational training may be substizuted fcr the experience
through an estabiished formula.



ADMINISTRATIVE SERVICES ASSISTANT 1

Nature of Work:

Under general supervision, performs administrative work in
providing support services such as fiscal, personnel, payrell or
procurement in a small division or egquivalent 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-governmental and public contact. Performs
related work as required.

Distinguishing Characteristics:

Positions in this class are distinguished from the Administrative
Services 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 positions 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
business, gather information, or discuss information; may be in a
position with public or federal government contact.

Gathers and compiles information for state records; writes reports,
balances tally sheets, and monitors inventories, pPurchases, 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
solutions by devising quantitative/qualitative measures to document
the improvement of services.

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

KEnowledge, Skills and Abilities

Knowledge of regulations, 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 SERVICES ASSISTANT 1 (cont’d)

Knowledge, Skills and Abilities (CONT'D)

Ability tc collect and compile accurate information.

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

Ability to prepare flowcharts, grapns and status reports.

Au_l*uy to communicate with & wide variety cf pecple, both crally
and in writing.

Ability tc perform basic arithmetic.

Minimum Qualifications

Training:

Graduaticn from an accredited ccllege cr university. Preference may
be civen to candidates with & majcr in the area cf puklic or
pusiness administration, accounting, industrial relations,
communications ¢or related field.

Substitution:
Additicnal gualifying experience as descrikbecd below may be
stukbstituted on a year-for-vear basis for the recuired traininc.

Experience:

One year of full-time cr ecL¢va+ent cart—time paid emplcoyment in
technical or advanced clerical position previding administrative
services such as accounting, budgeting, proiject menitoring ancd
repcrting, personnel, ©or procurement anc property. Experience must
have been at the Cffice Assistant 3 cor Accecunting Technician 3
level or higher.

m

Substitution:

Successful completicn of graduate study in an accredited college or
university in one of the akcve fields may be substituted for the
required experience on a year-for-vear basis. '



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 policy 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
is 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
analysis 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.

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

Assistants or other support staf:r.

Knowledge, Skills and Abilities

nowledge of reguiations, prccesses and procedures in the area
of assignment.

Krowledge cf general cffice practices and procedures.
Knowledge cf state and federal laws and regulations related tc
the area cof a551gnmen:.
Ability to collect and compile accurate information.
Ability to ccnceptualize the nature of servic difficulties and
devise appropriate work methods, tccls, and configurations tec
correct the problem.
Ability toc prepare flcwcharts, graphs and status reports.
Ability to communicate with & wice variety of peocvle, both
crally and in writing.
Ability to perform basic arithmetic.
Ability to supervise the work of others.

pt

Minimum Qualifications

Training:

Graduaticn from an accredited college or university. Preference
may be given to candidates with a major in the area of public or
business adulnis ration, accounting, industrial relations,
communications or related fielcd.

Substitution:
Additional cualifying experience as described below may be

substituted on a year-for year basis fcr the requirea train ning.

Experience:

Twe years of full-time cr equivalent part-t ime paid employment
in a technical or professicnal pesition prov_alnc administrative
services such as accecunting, budgeting, project monitoring and
repeorting, personnel, cor prccurement and property.

Substitution:

Successful completion cf graduate study in an accredited college
or university in one of the above £fieids may be substitutec for
the required experience on & year for-year basis.



COCK

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 needed. May
supervise Food Service Workers or other positions assigned to
this area, as directed by supervisor. Performs related work as
required.

Examples of Work

Cooks 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.

Knowledge, 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 terminology, 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.
EXPERIENCE:

One year of full-time or equivalent part-time paid 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 wcrk at the

full-performance level cleaning in and around State kbuildings

and institutions. Work invelves maintaining cleanliness and
orderliness in an assigned area. Performs related work as
reguired.

Examples of Work

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

Washes windows and clieans blinds.

Cleans restrocms and replenishes with supplies.

Sweeps, mors, waxes, and pclishes fleoors, stairs, corridors,
cecurts using brooms, mcps, and buffers.

Cleans rugs and carpets with vacuum cieaners.

Disposes cf trash and waste materials.

Cleans dcors, door facings, and walls with disinfectant.
Assists in meving equirment or in other manual tasks.
Checks and replaces light bulbs.

Sweeps sidewalks around buildings.

May shelve restrocm and laundary supplies.

May deliver mail, messages and packages tce cther State offices,

local businesses, cor central mail room.

Knowledge, Skills and Abilities

Xncwiedge of cleaning metheds and procequres.

Bbility tc understand and fcilow cral instructions.
Bbility to perform manual work.

Ability tc operate vacuum cieaners anc buffers.
Ability tc choose and use apprepriate clearing agents.

Minimum Qualifications
TRAINING:
Nc 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 assignments
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 using multiple formats as guidelines for proper 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 information and
working in a 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
also 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.
After entering data, posts to batch ticket or production log
such information as the batch type, quantity, operator's name
and section, 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
corrections.



DATA ENTRY OPERATOR 2 (CONT'D)

Knowledge, Skills and Abilities

Knowledge of the operation cf data entry eguipment.

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

Skiil in the operaticn of data entry equipment such as
teleprocessing terminals, key-to-disk, key-to-tape, key-to-
diskette cr card punch machines.

Ability to develop low-level format pregrams.

Ability *o uncerstand and follow detailed cral and written

n

Ability tec rerform repetitive tasks accurately.
Ability to establish and maintain effective working
relaticnships with others.

Minimum Qualifications

TRAINING:

Graduation from a standard four-year high schocl or eguivalent.
EXPERIENCE:

One year of full-time or part-time eqguivalent experience in data
entry.

SUBSTITUTION:

{1) Completion cf 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 prccessing from an accredited business or vocatiornal
scheol 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
public and acting with authority on office management and
administrative functions in the absence of the supervisor,
Responsibilities include high level secretarial, clerical,
office management and general administrative duties with primary
emphasis on relieving the supervisor 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.

Examples of Work

Performs a variety of administrative tasks for the supervisor
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.
Types 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
notes.

Supervises the clerical operation of the office; directs the
clerical staff on departmental or divisional pelicies 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 all 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 proper
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 pianning and analyzing specific offic
problems affecting operaticns; advises the superviscr of the
current situation and prcbiems resulting; and makes
recommendation ¢f possible sclutions.

Knowledge, Skills and Abilities

XKnowledge of modern office prcocedures, practices, and equipment.
Knowledge of agency rules, regulaticns, and procecures.

Abiiity to maintain detailed records accorcding to a prescriked
format.

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

Ability to compcse ccrrespondence dealing with routine inguir
regarding the services or procedures cf the organizational un
Ability to »lan, schedule, assign ana review the werk cf cther

emclicoyees.

Ability to take dictatior or operate a transcribing machine.

Ability tc deal with the public in an effective and courtecus

manner, and tc establish and malntalq effective werking

relationships with superiocrs, su tcrdinates, associates, other
organizations, and the general public.

Abiiity tc analyze operaticnal procedures and prepare reports ol

findings end recommerdations for mecdifications.

Ability tc operate standard ofifice eguipment.

Lbhility to aao, subtract, divide, and multiply whole ancd

fracticnal numbers.
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Minimum Qualifications
TRAINING:
Graduation from a stancarc four-year high schcol or equivalent.

EXPERIENCE:

Six years of full-time or eguivalent part-time paid secretarial
experience, two years cf which must have included administrative
suppcrt or complex clerical duties.

SUBSTITUTION:

Successful fuil-time study in an accredited cclliege or
urniversity cor related business or vocaticnal schoecl training may
pe substituted through an established fcrmula for the reguired
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 facility. 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.

ESSENTIAL JOB 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.)

Assigns 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
painting 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 sodding.

Knowledge 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,
parking lots, sheds and benches.

Ability to plan, layout and supervise the work of patients,
inmates or employees.



GROUNDSKEEPER (CONT'D)

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

Experience:
Six months of full-time or equivalent part-time rald experience
in grounds kXeeping worx.

Special Requirement: Pcssessicn cof & valid driver’s license may
e 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.

Travel 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.

Examples 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, etec.

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)

Examples of Work (cont’d)
Performs duties necessary to maintain a safe, clean anc orderly
living and wcrk area.

Knowledge, Skills and Abilities

Xnowledge of the concepts of mental health, health disorders and
related physical conditions and treatment approaches.

Knowledge of simple nursing care, first-aid and personzl and
environmentai nygiene.

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

Ability tc previde simple nursing care, personal care and
hygiene.

Ability to perferm established treatment and programmatic

ctivities.
Ability tc teach clients eating, bathing, dressing, grecoming and
her self-care skills.

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

Akility to perform basic arithmetic,

Ability tc cbserve the rights and personal digrnity of clients.
Ability to maintain effective working relationships with clients
and other emplcyees.

Minimum Qualifications

Training:

Graduaticn from a standarc high schcol or equivalent.

Experience:

One year of full-time or eguivalent part-time paid or volunteer
experience in the care, treatment and cevelopment 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 Jackie Withrow Hospital and the long term
unit located at Welch Community Hospital):

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

Preference will be given to applicants who have completed an
approved Nursing Assistant course from an apprcved Vecational
Education Technical Center or other apprcved program or
certification by Department of Health and Human Resources &as
Health Service Werker.



HEALTH SERVICE WORKER (CONT' D)

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

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;

OR

2) Sit 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 supervisicn, performs worx at the advanced level
by ccnducting varied technnical laboratory tests ancd analyses and
cecmplex and difficult iaboratory tasks and examinations.
Provides comprehensive assistance tc technical or rrofessional
personnei. May have lead werk respensibility.

Ferforms related work as reguired.

Distinguishing Characteristics:

Performs various laboratory tests and analyses, as well as

complex and difficult technical laboratery tasks. Work at this
level nas mcre impact and conseguence of error than the full-

perfcrmance level. Incumpent DOSSesses censiderable iatitude to
ccomplish tasks.

Examples of Work
Performs various tests and analyses, including total crganic
carkon and chemical cxygen cemand.
Registers and prepares samples for analysis.
Reads, interprets and computes test results.
Prepares media anc reagents.
Responds to inquiries, requests and prcblems.
Sterilizes and discards infectious and disposable waste
materialis accerding to Feed and Drug Administration (FDA}and
Envircnmental Protection Agency (EFA) regulations.

teans and sterilizes laboratory glassware and egquipment and
work area.
Maintazins standardization cf instruments and edquipment to ensure
precision and accuracy of measurements.
Maintains adeguate suprlies.
Maintains reguired reccrds.

Knowledge, Skills and Abilities

Knowliedge of laboratory equipment, terminolcgy, techrigues and

practices.

¥rnowledge of the federal requlrerents regarding proper dispcsal

cf lzboratcry waste materials.

Ability to perform calculations invelving the application of

basic mathematics.

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



LABORATORY ASSISTANT 3 (CONT’ D)

Minimum Qualifications
Training:

Graduation from a standard high school or the equivalent.
Experience: Three yYears of full-time or equivalent part-time
pPaid 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 wice
variety of constructicn and maintenance work. Some assignments
require limited skiils which can be readily learned on the Zcb.
%orks under the clcse supervision cf a supericr in performing
new or ncn-routine tasks and under general supervisicn wien
performing routine and repetitive tasks. Work is perfcrmed both
indoors and outdoors in ail weather conditions and requires
physical strength £0 1

as reguiredc.

ift heavy cbiects. Perfcrms related work

Examples of Work

Picks up trash and debris and empties trash barrels.

Cieans pit toilets and comfort stations.

ints and stains outbuildings and outdoor eguipment.

ovels snow and appiies sait and sand as necessary.

gs hcles and drainace trenches, cleans out culverts with pick
nd shovel.

Loads and unlcads Trucks with sand, gravel, and waste material
using hand tocls.

cuts grass with a hand scythe or hand mower.

Lcads and unloads eguipment and supplies using a hand truck.
Moves furniture and eguipment located in state buildings.
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Knowledge, Skills and Abilities

Knewledge of hand tcols and maintenance technigues tc keer them
in gccd ccnditicn.

+o use simple hand tcols and mctorized equipment.

tc understand and follow cral instructions.

to 13ift heavy cbjects and perform other sitrenucus tasks.

—

Minimum Qualifications
Training:
Ne formal educaticn reguired.



MATIL RUNNER

Nature of Work

Under general Supervision, performs entry level mail delivery
tasks. Opens, sorts, and distributes incoming and outgoing mail
within a 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 items
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.

Knowledge, Skills and Abilities

Knowledge of the agency's divisions or sections and their
function.

Ability to learn U.S. Post Office regulations and mailing
procedures.

Ability to 1lift heavy packages.

Ability to maintain simple records.

Minimum 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, perfocrms full performance level work
in multiple-step clerical tasks calling for interpretation and
application of office procedures, rules and regulaticns.
Performs related work as recuirecd.

Distinguishing Characteristics:

Performs tasks requiring interpretation ana acaptaticn of cffice
prccedures &s the predcminant portion of the Zob.

Tasks may include posting informaticn tco logs or ledgers, and
checking for completeness, typing a variety of documents, and
calculating benefits.

Mzy use a standard set cf commands, screens, oI menus to enter,
access and update or manipulate cdata.

At this levei, the precominant rasks require the understanding
cf the brcader scope cf the work function, and reguires an
ability tc apply job knowledge or a specific skill tc a variety
of related tasks reguiring multiple steps or decisions.
Day-to-day tasks are routine, but initiative anc established
prccegures are used tc solve unusual problems.

The steps of each task allew the empioyee to cperate with a
iatitude of independence.

Work is reviewed by the supervisor in process, ranccmly Cr upon
completion. Ccntacts are usually informationai and
intergovernmental.

Examples of Work

=osts information such as payroll, materials used cr eguipment
rentzl to a lcg cr ledger; may be re vired tc check for
completeness; performs basic arithmetic calculations (addition,
subtraction, division or multiplicaticn); corrects errors if the
answer is readily available or easily cetermined.

Maintains, processes, sorts and files dccuments numerically,
alphabetically, or according to other predetermined
classification criteria; reviews files for data and col S
information or statistics such as materizls used or attenaance
information.

Answers telephcne, screeis calls, takes messages anc complaints;
gives general information te callers when pcssible, and specific
information whenever possible.

Receives, sorts and cdistributes incoming and outgoing mail.
Cperates cffice equipment such as adding machine, calculator,
copying machine ¢r cther machines reguiring nc 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 ang 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.

Knowledge, Skills 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.

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

Experience:
Iwo 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 ccmplex clerical tasks cf a complicated nature involving
interpretaticn and applicaticn of pclicies and practices.
Interprets office procedures, ruies and regulaticns.

May function as & lead worker for clerical positions.

Performs reiated work as reguirec.

Distinguishing Characteristics:

Performs tasks reguiring interpretation and adaptation of cffice
prccedures, policiles, and practices.

A significant characteristic of this level is a jop inherent
latitude of acticn tc communicate agency policv to a wige
variety cf pecple, ranging from bocard members, federal auditors,
cfficials, tc the general pubiic.

Examples of Work

Analyvzes and audits inveices, bills, crders, forms, reports anc
documents for accuracy and initiates ccrrection of errors.
Maintains, prccesses, sorts and files documents numerically,
aivhabetically, or according tc other predeterminec
classificaticn criteria; researches files for data and gathers
information or statistics such as materials used or payroll
infcrmation.

Tyces a variety cf documents frecm verbal instruction, written or
voice recocrded dictation.

Prepares and prccesses & variety of personnel information and
payroll documentation.

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

Trains new emplcyees in prcoper work methods and prccedures.
Answers telephone, screens calls, takes messages and ccmplaints
and gives infcrmaticn to the caller regarding the services and
preccedures of the organizational unit.

Receives, sorts and distributes incoming ané outgecing mail.
Operates office equipment such as eliectrical caiculater, copying
machine cr other machines.

Posts records of transacticns, attencance, etc., and writes
repcrts.

Files reccords ang reports.

May operate a VDT using & set of stancdard commands, Screens,
menus and help instructions to enter, access and update oY
manipulate data in the performance sf a varietv of clerical
duties; may run repcrts from the database and analyze cata for
management.

7 ™~



OFFICE ASSISTANT 3 (CONT 'D)

Knowledge, Skills and Abilities
Knowledge of office methods of practices and procedures.
Knowledge of business English, spelling and arithmetic.
Knowledge of Program operations and policies with respect to
general functions performed.

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

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

Ability to understand and effectively carry out complex oral and
written directions.

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

Experience:
Four (4) years of full-time or equivalent part-time paid
exXperience performing routine office work.

Substitution:

College hours, related business school, or vocational training
may be substituted through an established formula for the
required experience.



PAINTER

Nature of Work

Under general supervisicn, performs, at the intermediate to
experienced journey level, painting, finishing and decorating
wood, metal ané concrete surfaces of buildings, eguipnment,
machinery and furnishings, interior and exterior, at state
correcticnal, educational, recreaticnal, health facilities, and
cther public buildings.

Performs related work as required.

Examples of Work

Mcves furniture and ccvers non-movakle items such as shelves anc
1ak bench tcps to protect them from splatters.

Cleans new and cid surfaces for finishing by the use of
sandparer, burners, Scrapers, brushes, sanding machines,
dusters, washing compounds ang finish remcvers; fills small
heles and cracks.

Mixes paints and allied procducts; matches colors, applies
underccats and finish coats tc furrishings, machinery,
equipment, exterior anc interior surfaces of buildings using
brush, roller cr spray gun.

Frects scaffolding needed tc paint structures.

Creates and uses stencils; letters signs.

Cuts and installs glass; performs routine glazing operaticns.
Perferms & limited amcunt of related carpentry, mincr plumbing
and electrical tasks cccasicnally &s well as other maintenance
work.

Knowledge, Skills and Abilities

Knowledge c¢f methods, materials, tocls and eguipment use
paintirg and finishin
Knowledge cf cccupati
trade.

Skill in preparing surfaces for finishes.

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

Skill in preparing and applying varnishes, shellacs and paints
which have water, oil and latex bases.

Skill in mix paints and match colors.

2bility tc keer simple recoras and prepare simple reports.
Ability teo safely work with £inishing products that produce
cxic or hazardous fumes,

Abiiity to safely work at various heights on ladders, platforms
anag scaffolds.

[$

in
g.
Io}

nal hazards and safety precautions cf the



Minimum Qualifications
TRAINING:
No formal education required.

EXPERIENCE :

PAINTER (CONT'D)

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 researcn of legal
gsources such as statutes, regulations, legal cpinions and
related documents necessary for the preparation of briefs,
pleadings and apreals.

in regulatory setting, rhe incumbent may review and approve
applicaticns and reports for compliance with laws and
regulations.

The work may invelive the preparation of case summaries and
reports of pertinent faots in hearings attended.

Considerable contact is maintained with attorneys and Judicial
perscnnel in the compilation cf informaticn.

The incumbent may direct an office cierical steaff.

Perfcrms reliated work as required.

- m

Examples of Work

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

Writes apstracts of evidence rresentec at administrative
hearings and summaries of ipformation on hearings or claims.
Writes transcripts of appeal proceedings and transmits a ccpy of
sueh transcripts to the appeal or hearing board.

nirects cierical perscnnel in the fyping and preparation of
priefs and legal documents.

Writes transcripts or hearings of appeals prcceedings ana
transmits copy of such sranscripts tc the appeal or hearing
beard.

Maintains records of all cases before -counsel including briefs
submitzed, rulings and opinions and all cases appealed to the
Supreme Court cf hppeals.

r+ends hearings before the appeal or hearing bpard or the
Supreme Court of Apreals.

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

coliects and summarizes infermation from books and pericdicals
for review by & responsible admipistrator or counsel.

Composes rcutine correspondence.

May maintain cffice statistical records.

May prepare legal Gocuments for civil action in tax cases.
Monitcrs the movement of pending legislation in order LC answer
qguestions for departmental or agency personnel.



PARALEGAL (CONT’ D)

Knowledge, Skills and Abilities

Knowledge of the broad pPrinciples 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
regulatory provisions and Present findings in a logical and
Persuasive 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:



Nature of Work:

PARKING ATTENDANT

Under general supervisicn, controls parking and provides

information to the publi
Work is performed malniy
and exposure tc
related work &s

standing
Performs

Examples of Work
Regulates parking on

c and employees.

sutcoors and inveclves long reriocds of
all types of weather.

required.

the governor's drive and assigned parking

area; moniteors metered parking areas use.

Mecnitcrs two hour metered parking area
Monitors assigned employee and reserved parking spaces;

use.
ensures

buses use assigned places.

Directs public and delivery vehicles

spaces.

tc available parking

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

aives information to tourists

Capitel Ccmplex, and pcints of in

concerning interstates, the
1terest.

Knowledge, Skills and Abilities

Knowledge cf the lccat
and special meetings 2

2
I
iy

Knowledge of the varicus areas
kncw where to send buses, delivery trucks,
Ability to give clear di

and employees.

Ability to stand for long veriods cf

weather.
Abili

Minimum Qualifications
Training:

Education equivalent teo
{8} Grace.

Substitution:
Experience &s cescriped
the reguired training.
Experience:

on cf

the various agencies, departments,
the Capitol Comp.ex.

in the different lots in crder to
visitors and venders.
rections and information tc the public

+ime in all kinds of

ity to keep simple records.

completion of the eighth

belcw may substitute for twe years ot

Two years of full-time oOr equivalent part-time paid experience
invelving 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 as letters, memos, reports, newsletters, brochures,
articles, functional statements, legal motions, briefs,
contracts, etc.

function is the operation of word brocessing 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.

Examples of Work

suggest style of format to users.
Refers to 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
and replaces items globally.

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

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

Deletes obsoclete documents from storage.

Knowledge, Skills and Abilities
Knowledge of grammar, spelling and Punctuation.

Knowledge of standard office procedures and Practices.

Skills 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.



WORD PROCESSOR (CONT'D)

nowledge, gkills and Abilities (cont’d)
Ability to read equipment and departmental manuals and impiement
their instructions.

Minimum Qualifications

TRAINING:

Education equivalent to graduation from a standard high school
cr the equivalient.

EXPERIENCE:
One vear cf full-time cr equ*va‘ent part-time paid experience in
an cffice clerical pesition requl :ring word processing.

SUBSTITUTION:

Completion of formalized training in word processing from &
business or vccational schocl may suostltute through an
estabiished formula for six months of the required experiernce.



This Health insurance Portability and Accountability Act of 1906 (hereafter, HIPAA)
Business Associate Addendum ("Addendum”) is made a part of the Agreement ("Agreement”)
by and between the State of Waest Virginia (*Agency”), and Business Associate (*Assogiate”),
and is effective-as of the date of execution of the Addendum.

information protected by the Health Insurance Portabllity and Accountability Act of 1996
(‘HIPARY,-as amended by the American Recovery and Reinvestment Act of 2009 {Pub. L. No.
111-5) (the “HITECH Act), any associated regulations and the federal reguiations published at

45 CFR parts 160 and 164 (sometimes collectively refarred to as “HIPAA"). The Agency is a
“Covered Entity” as that term is defined in HIPAA; and the parties to the underlying Agresment
are entering into this Addendum to establish the -responsibilities of both parties regarding
HIPAA-covered information and to bring the underiying Agreement into compliance with HIPAA.

Whereas it is desirable, in order to further the continued efficient operations of Agency to
disclose to its Associate certain information Which may contain confidential “individyatly
identifiablé health informiation thereafter, Profected Health Information or PHI); and

Whereas, it is the desire of both paities that the confidentiality of the PHI disclosed
hereunder be maintained and treated .in accordanice with all applicable laws relating to
confidentiality, iin-‘clud.ingz_the:- Privacy and Sequrity Rules, the 1I;1_|T'ECH Act.and its associated

NOW THEREFORE: the parties agree that in consideration of the. mutual promises
hetein, in the Agreement, and.of the exchange of PHI hereunder that;

1. Definitions. Terms used, but not otherwise defined, in this Addendum shall have the same
meaning as those terms in the Privaey, Security, Breach Notification, ang Enforcement
Rules at 45 CFR Part 160 and Part 164.
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Agent shall mean those person(s) who are agent(s) of the Business Assogiate,
in accordance with the Federat common law of agengy, -as referenced in 45 CER
§ 160.402(c),

Breach shall mean the acquisition, access, use or disclosure of protected health
information which compromises the security or privacy of such information,
except as excluded in the-definition of Breach in 45 CFR § 164.402.

Business Associate shai have the meaning given to such térm in 45 CFR §
160.103,

HITECH: Act shall mean the Health Information Technology for Economic and
Clinical Health Act. Pyblic Law No. 111-05. 114 Congress (2009).

1.



Privacy Rule means the Standards for Privacy of Individually Identifiable Health
Informiation found at 45 CFR Parts 160 and 164,

Protacted Hedlth Information or PHI shall have the-meaning given to such ferm
in 45 CFR § 160.103, limited to the information created or received by Associate
from-or.on behalf of Agency.

Sscurity Incident means any known successful or unsuccessful atfempt by an
authorized of unauthorized individual to inappropriafely use, discloss, modtfy,
access, of destroy any information. or interference with system operations in an
information system.

Security Rule means the Security Standards for the Protection of Electronic
Protected Haalth infarmation found at 45 CFR Parts 160 and 164,

Subcontractor means a person to- whom a business associate delegates a

function, ‘activity, or service, ather than in the capacity of a member of the

workforce of such business associate.

2. Permitted Uses and Disclosures.

a

PMI Described. This means PHI created, received, maintained or transmitted on
behalf of the Agency by the Associate. Thisg PHI is govemsd by this Addenduim
and is fimited to the minimum necessary, to camplete the tasks or to. provide the
services associated with the terms of the original Agreement, and is described in
Appéndix A.

Purposes. Except as otherwise limited in this Addendum, Associate tmay use or
disclose the PHI on behalf of, or to provide services to, Agency for the purposes
necessary fo complete the tasks, or provide the sefvices, associated with, and
required by the terms of the original Agreement, or as required by law, if-such
uise or disclosure of the PHI would not violate the Privacy or Security Rudes or
applicable state law Iif done by Ageney or Associate, or violate thé frilnimum:
necessary and related Privacy and Security policies and procedures of the
Agericy. The Associate is directly liable under HIPAA for impermissible uses and
disclosures of the PHI it handles .on behalf-of Agency.

Further Uses and Disclosures. Except as otherwise limited iri this Addendum,
the Associate may.disclose PHI ta thitd parties for the purpose-of its own proper
managemen't and admiinistration, or as required by law, provided that () the
digclosure is raquired by law, or (i) the Associate has ootalned from the ‘third
party reasonable assurances that the PHI will be hieid confidentially and used.of
further disclosed only as required by law or for the purpese for which it was
distlosed fe the third party by the Associate; and, {iii) an agreement to notify the
Associate and Agency of any instances of which it {the third party) is aware in
‘which the confidentiality of the information ‘has been breached. To the extent
practical, the information should be in a limited date set of the minimum

necessary information pursuant to 45 CFR § 164502, or take other measures as
necessary to satisfy the Agericy's obligations under 45 CFR § 164.502,



3. Obligations of Associate,

Stated Purposes Only, The -PHI may not be used by the Associate for any
purpose other than as stated in this Addendum or as required or permitted by
law.

law. Associate is prohibited from directly or indirectly Teceiving any remuneration
in-exchange for an individual's PHI unless Agency gives written approval and the
individual provides a vaiid authorization, Associate will refrain from marketing
activities that would viglate HIPAA, including specifically Section 13406 of the
HITECH Agt. Assogiate will Feport to Agency any use or disclosure of the PHI,
including any Security Incident not provided for by thig Agreement of which it
becomes aware.

Safeguards. The Associate will use -appropriate safeguards, and comply with
Subpart C of 45 CFR Part 164 with respect to electromic protegted heaith

infermation, to prevent.use or disclosure of the: PHI, .--exeéfpt.-as'_ ﬂmvidéti"fdr :ign{thi;s

Addendum. This shall include, but not be limited to:
3 Limitation of the groups of its workioree and agents, to whom the PH! is
Isclosed to those ‘reasonably required to accomplish the purposes

stated in this Addendum, and the use and disclosure of the finimur

PHI necessary or a Limited Data Set:

il Appropriate notification and training of its workforce and agents in order
to protect the PH| from unauthorized uge and disclosure;

ifi, Maintenance of a comprehensive, reasonable and appropriate written-
PHI privacy and security program that includes administrative, technieal
and physical safeguards appropriate to the size, nature, scope and.

complexity of the Associate's operations, in compliance with tha Security
Rule; "

iv.. In accordarite with 45 CFR §§ 1644'.502‘(e)(51')'(ii) and 164.308(b)(2), if
applicable, ensure. that apy subcontractors that create, receive,
maintain, or transmit protected health information on behalf of the
business associate agree fo the same reslrictions, conditions, and
requirements that apply to the business associate with respect to such
informiatioh. '

Compliance With Law. The Associate will not use or disclose the PHI in a

manner in violation of existing iaw and specifically not in-vislation of laws relating

to confidentiglity of PH, ineluding :but not fimited o, the Privacy and Security
Rules.

Mitigation, Associate agrees to mitigate, to the extent practicable, any harmful
effect that is known to Associate of a uge or disclosure of the PHI by Associate in
violation of the reéquirements of this Addendum, and report its mitigation activity

back to the Agency:



f!

Support of Individual Rights.

N

iil.

Access to PHI, Associate shall make the PHI riaintairned by Associate
or jts agents or subcontrastors in Designatéd Record Sets available to
Agency for inspection. and copying, and in electronic format, if
requested, within ten (10) days of a request by Agency to enable
Ageniy to fulfill its obligations under the Privacy Rule, -including, but not
limited to, 45 GFR § 164.524 and consistent-with Section 13405 of the
HITECH Act:

Ameridment of PHI. Within ten (10). days of receipt of 8 request from
Agency for an -amendment of the BHl or 4 record about an individual
contained in a Desighated Record Set, Assticiate or ifs agents or
subcontractors shall make such PHI available to Agency for amendment,
and incorporate any such. amendment to enable Agency to fulfill its
obligations undet the Privacy Rufe, including, but not limited to, 45 GFR
§ 164.526.

Accounting Rights. Within ter (10) days of notice of a request for an
aécounting of disclosures of the PHI, Associate and its agents. or
subcontractors shall make available to Agency the documentation
required to provide an aceounting -of disclosures 1o ehable Agency to
fulfill tts obligations under the Privacy Rule, inciuding, but not limited to,
45 CFR §164.628 and consistent with Sedtion 13405 of the HITECH
Act. Associate dgrees to document disclosures of the PHI and
informiation related to. such disclosures-as would be requited for Agency
to respond to &-request by an individual for-an ascounting of disclosures
of PHI in accordance with 45 CFR. § 164.528. This should include a
process that allows for an accounting %o be collected and maintained by
Associate and ite agents or subcontractors for at least six(6) years from
thie date of disclosure, or longer if required by stafe law. At a minimum,
such documentation shall include:
. the date of disclosure; )
. the-name of the entity or person who received the PHI, and:
if known, the address of the eritity or persen;
. 4 brief description of the PHI: disclosed; and
. a brief statement of purposes of the disclosure that
reasonably informs the individual of the basis for the
disclosure, or a copy of the individual's authorization, or a
copy of the-written request for disclosure.,

Request for Restriction. Under the direction of the Agency, abide by
dny individual's request to. restrict the disclosure of PHI, consistent with
the requiremenis: of Section 13405 of the HITECH Act and 45 CFR §
184.522, when the Agency determings to do-so (excspt as tequired by
1aw) and if the disclostre is to ‘a heaith plan for payment or-health care

operations and it pertains:to @ heatth care item or senvige for which the
health’ care provider was paid in full “put-of-pocket.”

Immediate Discontinuance of Use or Disclosure. The Assopiate will
immediately discontinue use. or’ disclosure of Agency PHI pertgining to
any individual when 8o requested by Agency. This ineludes; tutis not
limited to, cases in ‘which an individual has withdrawn or modified an
authorization o use or disclose PHI.

4



g Retention of PHI, Notwithstanding section 4.a. of this Addendurn, Assoghte and
its subcontreictors or-agerits shall retain alt PHi pursuant to state and federal law
and shall continue to maintain the PHI required under Section 3., of this
Addendum for a period of six (6) vears after termination of the Agresment, or

longer if required-under state law.

h,  Agent's, Subcontractor's Compliance. The Associate shall notify the: Agency
of afl subcontracts and agreements relating to the Agreement, where the
suboontractor or agent receives PHI as described in section 2.a. of this
Addendum. Such nofification shall aceyr within 30-{thirty) calendar days of the
execution of the subcontract and shall be delivered to-the Agency Procurement
Officer. The Associate will.ansure that any of its subcontractors, to whom' it
provides ariy of the PHI it receives hereunder; or to whom it provides any PHi
which the Associate creates or receives on behalf of the Agency, agree fo the
restrictions and conditions which apply to the Associate hereunder, Thi Agency
may request coples of downstream subcontracts and agreements to determine
whether all restrictions, terms and conditions have been flowed down. Failure to
ensure that downstream confracts, subcontracts and agreements confain the
required restrictions, terms and tonditions may result in terminstion of the
Agreement. '

i Federal and Agency Access. The Assoclate shall make fts interngl practices,
' books, and records relating to the use and disclosurg of PHI, aswell as the PH),
received from, or created o received by the Associate on behalf of the Agency

Agency, or Agency's contractor, for periodic audit of Associate’s compliance with
the Privacy and Security Rules, Upon Agency's request, the Assocliate shall
provide proof of ‘compliance with HIPAA and HITECH data privaty/protection
guidelines, certification of -a secure network and other assurance relative to
compliance with the Privacy and Security Rules. This section shall also apply to
Associate's subcontractors, if any.

k. Security. The Associate shall take all steps necessary to ensure the confinlious
Security of all PHI and data systems contaiting PHL i addition, compliance with
74 FR 19008 Guidancs Specifying the Technologies and Methadologies That
Render PH| Unusable, “Unreadable, or [ndeciphergble to Unauthorized
Individuals. for Purposes of the Breach Notification Requirements uhder Section
13402 of Title Xill is required, to.the extent practicable. If Associate chooses not
to adopt such methodologies as defined i 74 FR 18008 to secure the PH
governed by this Addendum, it must submit such waitten rationale; including its
Security Risk Analysis, {o the Agency Procurement Officer for review prior to the
execution of the Addendum, This review may take up to ten (10) days.

1. Notification of Breach, During the term of this Addendum, the Associate shall
notify the Agency and, unless othierwise directed by the Agency in writing, the
Wy of Technology immediately by e-mail or web form upon the diseovery
of any Breach of unsecurad PHI: or within 24 hours by e-misil or web foim of any
suspected Security Incident, intrusion or Unauthorized use: or-disclosure-of PHJ in
violation of this Agreenient and this Addendum, or poteritiat loss of confidential
data affecting this Agreement. Nofification shall be provided fo the Agency
Procurement Officer at Www. state;wy.us/admin/purchasesvrelage neyli.bim and,




m‘

involved in the Breach:

nless otherwl

The Associate shali immediately investigate such Security Incident, Breach, or
unauthorized Use or disclosure of PHI or confidential data: ‘Within 72 hours of the
discovery, the Associdte shall notify the Ageney Procurement Officer, and, unless

otherwise directed by the Agency in writing, the Office of Technolagy of: (2) Date:

data elements were involved and trie ‘extent of the data
() A deseription of the unauthorized persons: known of
aved 1o have impropefly used. or disclosed PHI or confidential

of discovery; (b) What

reasonably bel

dates (@) A description of where the PHI or confidential data is believed to have
been improperly. fransmitted, sent, or wiillzed; |
causes-of the improper use: of disclosy

y A deseription of the: probable

and {f) Whether any faderal or state

taws requiring Individual nctificatione of Breaches are triggered.

Agency will coordinate with Associate fo delermine additional specific actions

that will be required of the Associate for mitigation -of the Breach, which. may
include notification to the individual or other authorities.

All assaciatéd costs shail be bérme by the Associate. This may include, byt not
belimited to costs associated with netifying affected individuals.

i the Assogiate enters into a subcoritract relating to the Agrecment where the
subcantractor or agént receives PHI as described in section 2.a. of this
Addendurn, ail ‘such subeontracts or downsiream ;ag.reementjs-_shali' contain the
same incident nofification requirements -as contained herein, with reporting
directly to the Agency Procurement Officer. Failure to include such requirement
in -any subsontract ot agreement may result in the Agency's termination of the
Agresment. '

Assistance in Litigation or Administrative Proceedings. The Associate shall
make ‘tself and any subcantractors; workfores: or agents assisting Associate in
the performance of its obligations under this Agreement, availablé to the Agency:
at no gost to the Agehey to testify as witriesses, of dtherwise, in the event of
litigétion o administrative praceedings being commenced against the Agency, its
officers or employees based upon claimed viclations of HIPAA, the HIPAA
regulations or other laws relating to security and privacy, which involves inaction
or actions by the Associate, except where Assoclate or its subcontractor,
workforze or agent Is & hamed as-an advérse party.

4. Addendum Administration.

a.

Term. This Addendum shall ferminate on termination of the underlying
Agreement or on the date the Agency ferminates for causa as authotized in
paragraph (c) of this Section, whichever is soonier.

Duties at Termination, Upon any terminatioh of the uiderlying Agreement, the
Associate shall fetufr or destroy; at the Agéncy's option, all PHI received from.or
creafed or received by the Associate on behalf of the Agency that the Assaciate
still maintains in any form and retain no dopies of sueh PHI or, if such return or
destruction fs not feasible, the Associate shall extend the protections of this
Addehdum-to the PH) and limit further uses and disclosures to the purposes that
make the eturn oF destruction of the PHI infeasible. This shail also apply te. all
agents and subcontractors of Associate. The duty of the Associate:and its agents.
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e,

and subcentractors to assist the Agency with any HIPAA required. accotintin g-of
distiosures survives the termination of the underlying Agreement,

Termination for Cause, Associate authotizes termination of this Agreement by
Agency, if Agency determines Associate has violatéd a material term of the
Agreement.  Agency may, at Jts sole discretion, allow Associate a reasonsble
period of time fo-cure the material breach befors termination.

Judicial or Administrative Proceedings. The Agency may terminate this
Agreement If the Associate is found guilty of 2 criminal violation of HIPAA. The

by the Department of Justice for violations of HIPAAHITECH and shall be

responsible for any and all costs associsted ‘with prosecution.

Survival. The respective rights and obligations of Associate under this
Addendum-shall survive the termination of the underlying Agreernent.

5. ‘General Provisions/Ownership of PHI,

a.

C.

Retention: of Owrership. Qwnership of the PHI resides with the Agency and is

to be returned on-demand or destroyed at the Agency's option, at any-time, .and
subject to the restrictions found within section 4, b dbove,

Secondary PHI. Any data or PHI generated from the PH| disclosed hereunder
which would permit identification of an individugl must be held confidential-and. is
aiso the property of Agency.

Electronic Transmission. Except as permitted by law or this Addendum, the
PHI or-any data genersted from the PHI which would permit idenfification of an
individual must riot be transmitted to another paity by electronic or other means
for additional uses. or discigsures. not authorized by this Addendum or-to another
contractor, or aliied agency, or affiliate witheut prior written approval of Agency.

No Sales. Reports or data: ontaining the PHI'may not bis sold without Agency's
orthe affected individual's-written coisent,

No Third-Party Beneficiaries. Nothing: express or implied in this Addendum is
intended to confer, nor shall anything :herein confer, upon ary persan other-than
Agency, Associate and their respattive successors or assigns, any rights,
remedies, bligations or liabilitias whatsoever,

Interpretation. The provisions of this Addendim shall prévail over any
provisions. in the Agreemerit that may conflict or appear incansistent with any
provisiong in this Addendum, The interpretation of this Addendum shall bemade
under the laws bf the state of West Virginia.

Amendment. The parties agree that fo the extent necessary to .comply with

applicable law they will agree to- further amend this Addendurm.

Additional Terms ahd Conditions, Additional discretionary terms may be
included in the release order or change order process,

7.



AGREED:

Natie of Agsnoy: Thg State ofJegtvirgina
Signature: %/ M ,
e JUAYT
Dater___. 7/)‘?/%

Ferm WVBAA-MZ@M
Amended 05:26:2013;
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Appendix A
(T ke completed by the Aganay's Procurenient Offcer prior to the execution of the Addsndum,
and shell be made a part of the Addendum. PHI not identified prior to execution of the

‘Addendum may only be added by amending Appendix A afid the Addendam, via Change
er.) : . . K e

‘Neme of Azsociate:

Name of Agency;_The State of West Virginia

Describa the PH] -(do-nat-éhclﬂder-.anyﬁ_et_t_;_a_[_%lﬁﬂl)i_ if not applicable, please. indicate the ssime.

All possible Personal Health Information.



REGION 1:

TEMP16
SYNOPSIS AWARD LEVELS 1-3 Temporary Staffing Services
Hancock] Brooke | Ohio f Marshall |  Wetzel IMonongalia] ~ Marion  JHarrison]  Dodridge | Gilmer I Pleasants| Cathoun | Wirt | Wood | Tyler ] Ritchie
AWARD LEVEL 1 AWARD LEVEL 2 AWARD LEVEL 3
CLASSIFICATION VENDOR RATE § VENDOR RATE S VENDOR RATE &
— - couming Techniganz . " WareT& T 12.90 | FxPRESS Emp | S 12.33 | KEUY Sves |5 13.86 |
Administrative Services Assistant 1 WVARF S 1546 | EXPRESSEmp § $ 12.33 | KELLY Svcs $ 12.60
Administrative Services Assistant 2 WVARF §  15.81 | EXPRESSEmp || $ 13.18 § KELLY Svcs $ 13.86
Cook WVARF 5 13.00 | EXPRESS Emp | $ 12.33 |22nd CENTURY $ 12,94
Custodian WVARF 5 1300 KELLYSves ]S 11.97 | EXPRESSEmp | $ 12.33
Data Entry Operator2 WVARF 5 14.05 KELLY Svecs $ 12.60 SAUNDERS 5 12.63
Executive Secretary WVARF $ 16.86 | EXPRESSEmp | 5 14.61 ] KELLYSves ] $ 14.62
Groundskeeper WVARF $ 13000 KELLYSves |5 12.23 | EXPRESSEmp | $ 12.33
Health Service Worker WVARF S 14.05 | EXPRESS Emp | $ 14.04 J22nd CENTURY $ 16.03
Laboratroy Assistant 3 EXPRESSEmp | 5  12.33 22nd CENTRUY $ 12.65 | MANPOWER | § 13.88
Labarer WVARF S 13.00 KELLY Svcs § 11.34 | EXPRESS Emp $ 12.33
Mail Runner WVARF S 1265 KELLY Svcs | § 11.34] SAUNDERS | $ 11.95
Office Assistant 2 WVARF 5 13.49 KELLY Svcs $ 11.34 SAUNDERS $ 12,09
Office Assistant 3 WVARF 5 14.90 KELLY Svcs S 11.97 SAUNDERS § $ 12.45
Painter WVARF S 14,05 §22nd CENTRUY] $ 12.58 ADECCO S 12.64
Paralegal EXPRESSEmp | 14.32 }22nd CENTRUY] § 17.97 KELLY Sves || 6 18.27 |
Parking Attendant WVARF S 13.00 KELLY Svcs $ 11,34 | EXPRESS Emp $ 1233
Word Processor WVARF S 13.49 KELLY Svcs $ 1182 SAUNDERS || 5 12.36
:::::::::::::::::::::::::::::::__BE*E*{":!?E*EESE::::::::::::::::::::::::::::::::
CONTRACTS COUNTIES
CMA0212 0212 TEMPIGA WVARF B ey (T
IFMA 0212 0212 TEMP16B KELLYSVCS o AL
CMIA 0212 0212 TEMP16C EXPRESS EMPLOYMENT | PROFESSIONALS | ALl
[CMA 0212 0212 TEMP16D "SAUNDERS STAFFING T AL
CMA 0212 0212 TEMPI6E 22nd CENTURY TECHNOLOGIES AL
|CMAOg12 0212 TEMP16F Aﬁ_EEéﬁ - . ONLY Hancock, !s_rgogg, Ohlo, Marshall Wetz_e_l_ _Manor_lgal_la, ‘Marion, Pleas_ant_s, _V\Iood Ritchie. |
CMA 0212 0212 TEMPlGG MANPOWER OF WV ONLY Monongalla, Marion, Harrison Dodrldge, Gilmer,Pleasants, Wirt, Wood, Tyler, Ritchie.
T o o o 1 Effective Date: 07/15/2016

REGION 1



REGION 2:

TEMP16
SYNOPSIS AWARD LEVEL 1-3 Temporary Staffing Services
Mason | Cabell | wayne | Mingo | Logan ]| Boone | Lincoln [Kanawhal  Putnam | Roane | Jackson | | f | |
; AWARD LEVEL 1 AWARD LEVEL 2 AWARD LEVEL 3
CLASSIFICATION VENDOR RATE $ J. VENDOR RATE 5 VENDCR RATE §
™ Accounting Technician 2 - Jwvarl T TS EXPRESS Emp_ | § 12.33 LK_ET.L'VEG;E_'" $13.86
Administrative Services Assistant 1 WVARF $ 1546 [EXPRESSEmp | § 12.33 JKELLY Svcs $ 12.60
Administrative Services Assistant 2 WVARF $  15.81 [EXPRESS Emp $ 13.18 JKELLY Svcs S 13.86
Cook WVARF S 13.00 [EXPRESS Emp $ 12.33 [22nd CENTURY [ $ 12.94
Custodian JWVARF $  13.00 [KELLY Svcs $ 11.97 JEXPRESS Emp $ 12.33
Data Entry Operator2 WVARF $  14.05 JKELLY Svcs $ 12.60 JSAUNDERS $ 12.63
Executive Secretary ARF $  16.86 |[EXPRESS Emp $ 14.561 JKELLY Svcs 5 14.62
Groundskeeper WVARF $  13.00 JKELLY Svcs $ 12.23 [EXPRESSEmp [ $ 1233
Health Service Worker ARF $  14.05 JEXPRESS Emp $ 14.04 J22nd CENTURY | $ 15.03
Laboratroy Assistant 3 EXPRESS Emp | S 12.33 §22nd CENTURY || 5 12.65 [MANPOWER 5 13.88
Laborer WVARF 5 13.00 JKELLY Svcs 5 11.34 |EXPRESS Emp J$ 12.33
Mail Runner FWVARF S 12.65 IKELLY Sves $ 11.34 |SAUNDERS $ 11,95
Office Assistant 2 WVARF s 13.49 JKELLY Svcs $ 11.34 |SAUNDERS $ 12.09
Office Assistant 3 WVARF S 14.50 JKELLY Svcs $ 11.97 JSAUNDERS $ 1245
Painter [WVARF [ 14.05 §22nd CENTURY || 5 12.58 JADECCO $ 12.64
Paralegal JExPRESS Emp [$ 14.32 J2nd CENTURY | § 1797 JKELLY Sves $ 18.27
Parking Attendant WVARF $  13.00 JKELLY Svcs $ 11.34 JEXPRESSEmp ] S 1233
Word Processor WVARF S 13.49 [KELLY Svcs 5 11.82 JSAUNDERS $ 12.36
.
CONTRACTS COUNTIES
{CMA 0212 0212 TEMP16A WVARF ALL
JcMA 0212 0212 TEMP16B_KELLY SVCS ALL
IEMA 0212 0212 TEMP16C EXPRESS EMPLOYMENT PROFESSIONALS ALL
IEMA 0212 0212 TEMP16D SAUNDERS STAFFING ALL
ICMA 0212 0212 TEMP16E 22nd CENTURY TECHNOLOGIES ALL
ICMA 0212 0212 TEMP16F ADECCO ONLY Mason, Cabell, Wayne, Logan, Boone, Lincoln, Kanawha, Putnam, Roane, Jackson.
lgﬂA 0212 0212 TEMP16G MANPOWER OF WV ALL
1 | Effective Date:07/15/2016

REGION 2



REGION 3:

SYNOPSIS AWARD LEVELS 1-3

TEMP1&
Temporary Staffing Services

lewls | Upshur [RandolphfPendelton}  Hardy |  Grant

| Hampshire | Mineral |

Morgan | Berkeley| Jefferson)l Tucker [Barbour§ Taylor fPreston}

- AWARD LEVEL 1 AWARD LEVEL 2 AWARD LEVEL 3
CLASSIFICATION VENDOR RATE $ VENDOR RATE § VENDOR RATE $
" " " pecounting Techician 3 | WVARF 15 14.90 | EXPRESS Emp | § 12.33 | KELLY Sves | S 13.86
Administrative Services Assistant 1 WYVARF % 15.46 J EXPRESS Emp | 5 12.33 KELLY Sves % 12.60
Administrative Services Assistant 2 WVARF S 15.81 | EXPRESSEmp || $ 13.18 KELLY Svcs 5 13.86
Cock WVARF ¢ 13.00 | EXPRESS Emp | 5 12.33 | 22nd CENTURY| $ 12.94
Custodian WVARF ¢ 13.00f KELLYSves B 11.97 | EXPRESSEmp | S 12.33
Data Entry Operator2 WVARF ¢ 14057 KELLYSves | $ 12.60) SAUNDERS 5 12.74
Executive Secretary WVARF 5 16.86 | EXPRESS Emp | $ 14.61 KELLY Svcs 5 14.62
Groundskeeper WVARF § 1300] KELLYSves § 5 12.23 | EXPRESSEmp | $ 12.33
Health Service Worker WVARF $ 14,05 § EXPRESS Emp | $ 14.04 | 22nd CENTURY S 17.47
Laboratroy Assistant 3 EXPRESSEMPY & 12.33 §22nd CENTURY] $ 12.65 | MANPOWER $ 13.88
Laborer WVARF ¢ 13000 KELLYSves |$ 11.34 ]| EXPRESS Emp $ 12.33
Mail Runner WVARF § 12650 KELLYSves ]| $ 11.34) SAUNDERS J1 5 1200
Office Assistant 2 WVARF S 1349 ) KELLY Svcus_ $ 11.34] SAUNDERS S 12.20
Office Assistant 3 WVARF S 1490 ] KELLY Svcs $ 11.97 SAUNDERS S 12.56
Painter WVARF S 14.05 j22nd CENTURY] S 12.58 | MANPOWER $ 15.75
Paralegal EXPRESSEMPJ $  14.32 §22nd CENTURY]l 5 17.97 KELLY Sves $ 18.27
Parking Attendant WVARF $ 1300 KelySves §$ 11341 EXPRESSEmp || $ 12.33
Word Processor WVARF $ 1349 KELLY Sves | § 11.82 SAUNDERS $ 12,47
.. S
CONTRACTS COUNTIES
JCMA 0212 0212 TEMP16A WVARF AlL
ICMA 0212 0212 TEMP168 KELLY SERVICES ALL
ICMA 0212 0212 TEMP16C EXPRESS EMPLOYMENT PRDFESSIONALS ALL
ICMA 0212 0212 TEMP16D SAUNDERS STAFFING ALL
ICMA 0212 0212 TEMP16E 22nd CENTURY TECHNOLOGIES ALL
|CMA 0212 0212 TEMP16G MANPOWER OF WV ONLY Lewis, Upshur, Randolph, Hampshire, Mineral, Morgan, berkeley, lafferson, Barbour, Taylor, Preston.
| | Effective Date: 07/15/2016
REGION 3 Please type or write Legibly



REGION 4:

TEMP16
SYNOPSIS AWARD LEVELS 1-3 Temporary Staffing Services
Braxton | Clay | Nicholas | Fayette [ Raleigh J_Wyoming | McDowell | Mercer | Summers | Greenbried Pocahontas | WesbsterJMonroe] 1
AWARD LEVEL 1 AWARD LEVEL 2 AWARD LEVEL 3
Classification VENDOR RATE § VENDOR RATE $ VENDOR RATE $
| "~ Accounting Technician 2~ | WVARF |3 T3'9s “EXPRESS Emp | § 12.33 ] KELY Sves T & ~1%Es)
Administrative Services Assistant 1 WVARF S 15.46 | EXPRESSEmp | 5 12.33 KELLY Svecs $ 12.60
Administrative Services Assistant 2 WVARF E 15.81 ) EXPRESSEmp | 5 13.18T KELLY Svcs S 13.86
Cook WVARF S 13.00 | EXPRESS Emp || $ 12.33 | 22nd CENTURY § 1294
Custodian WVARF S 13.00 KELLY Sves $ 11.97 [ EXPRESS Emp | § 1233
Data Entry Operator2 WVARF [ 5 14.05) KEWYSves | S 1260 SAUNDERS | § 1263
Executive Secretary WVARF |5 16.86 § EXPRESSEmp | 5 14.61] KELLYSwes | & 14.62
Groundskeeper WVARF [ $ 13.00 ) KELLYSves J$ 12.23 | EXPRESSEmp | ¢ 12.33
Health Service Worker WVARF s 14.05 § EXPRESS Emp | $ 14.04 [ 22nd CENTURY $ 16.03
Laboratroy Assistant 3 EXPRESS Emp| 12.33 | 22nd CENTURY] 5 12.65 | MANPOWER $ 13.88
Laborer WVARF S 13.00 KELLY Svcs $ 11.34 | EXPRESS Emp | 5 12.33
Mail Runner WVARF S 12.65 KELLY Svcs $ 1134 SAUNDERS 5 11.95
Office Assistant 2 WVARF $ 13.49 KELLY Svcs $ 11.34 SAUNDERS $ 12.09
Office Assistant 3 WVARF 4 14.90 KELLY Svcs $ 11.97 SAUNDERS S 12.45
Painter WVARF 3 14.05 J 22nd CENTURYJ S 12.58 | MANPOWER § 15.75
Paralegal EXPRESS Emp] $ 14.32 §22nd CENTURY] 5 17.97 ] KELLYSves | § 18.27
Parking Attendant WVARF S 13.00 KELLY Sves § 11.34 | EXPRESS Emp | § 12.33
Word Processor WVARF [ & i349) KELLYSvcs |5 11.82f SAUNDERS | & 12.36
:::::::::Z:::::::f:f::::::f::::Z:f::]ié@E@E@E@Ef::.'_::'_'Z:::::::::f::f:f.’.:::f::::::::Z:
CONTRACTS [~ COUNTIES |
CMA 0212 0212 TEMP16A WVARF ALL
ICMA 02120212 TEMP16B KELLY SERVICES ALL
IFMA 0212 0212 TEMP16C EXPRESS EMPLOYMENT PROFESSIONALS ALL
[cma 0212 0212 TEMP16D SAUNDERS STAFFING ALL
IClVIA 0212 0212 TEMP16E 22nd CENTURY TECHNOLOGIES ALL
HIIA 0212 0212 TEMP16G MANPOWER OF WV ONLY Braxton, Clay, Nicholas, Fayette, Raleigh.

Effective Date: 07/15/2016

REGION 4



TEMP16
TEMPORARY STAFFING SERVICES

VENDOR CONTACT INFORMATION

CMA 0212 0212 TEMP16A (WVARF)

West Virginia Association 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

Email: mjones@wvarf.org

CMA 0212 0212 TEMP16B (KELLY SVCS)
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.com

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: Connie Saunders

Email: saundersem@saundersstaffing.net



TEMP16
TEMPORARY STAFFING SERVICES

CMA 0212 0212 TEMP16E (22" CENTURY TECHNOLOGIES)
22" Century Technologies, Inc.

1 Executive Drive, Suite# 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

Email: Melinda.brooks@adeccona.com

CMA 0212 0212 TEMP16G (MANPOWER OF wv)
Manpower of WV

503 Pennsylvania Ave.

Charleston, WV 25302

Phone: 304-525-0391

Fax: 304-525-0392

Contact: Becky Howard

Email: becky.howard@manpower.com




