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Process/Law Changes to Help You

« Purchasing Affidavit Eliminated (2022)
Affidavit is no longer required.

(Does not apply to exempt Agencies)

« Moved All Forms to Internet (2020) At
the request of several agencies, the
Purchasing Division aggregated all
forms on a single internet page instead
of the intranet

e Forms page revamped on WV
Purchasing’s website (2022-ish)

ForMms

WV.gov | Administration | Purchasing |Forms Att|AlA- Translate g swschsromse s Ghrame or Freies)

The following forms are in PDF format. Use your Adobe Reader (TM) to view and print them:

Agency | Alternative Purchasing Metheds | Construction | Contract Management

Miscellaneous | RFP Packet | Sur

Terms and Conditions | T

Agency
I. Agreement (W\V-48)

2. Agreement (WV-48A)

Compliance Checldist (for RFQs and change ¢
4. Non-Conflict of Interest Certifica

5. Pre-Bid Conference Sign In Sheet

8. Risk Assessment Template (WV-114)

9. Verbal Bid Quotation Summary (WV-45)




Objectives

e How to Find the Forms

e Types of Forms

e Purpose of each form (Code and Rule)

e How to Complete Forms

e Common Pitfalls, Misunderstandings, and Problem Areas




How To Find The Forms www.WVPurchasing gov

WEST VIRGINIA Bt
CHASI e T

STREET
\WV.gov | Administration | Purchasing

News, Eventsy&J OOOrtunities

Vendor Agency Emergency
Resource Conter Resource Center Purchasing Procedures

Suspended Vendors

customers: state agencies, vendors, and the general public.

Welcome to the West Virginia Purchasing Division. This website is dedicated to providing valuable information to our

AGENCY RESOURCE
CENTER

WV.gov | Administration | Purchasing | Agency Resource Center A++|A|A- Translate mus swizh brs
Select Lang

Welcome to the Agency Resource Center (ARC). To assist our agency procurement officers, the Purchasing Division has :
collection of reference material which may prove useful to you.

PURCHASING.HELP@WV.GOV

Purchasing Division's Dedicated Email Support Helpline

Quick Links

2. Purchasing Division Procedures Handbook
3. wwOASIS



ForMms

WV.gov | Administration | Purchasing |Forms Att|Ala. Translate s sees swane to Caromw or srvtso
G Select Language | ¥

The following forms are in PDF format. Use your Adobe Reader (TM) to view and print them:

Miscellaneous | REP Packet | Surplus/lnventory Management | Templates

JYerms and Conditions | Travel Management | Vendor | Resources

Agency
I. Agreement (WV-48)
2. Agreement (WV-48A)

3. Compliance Checldist (for RFQs and change orders) (WV-36)

4. Non-Conflict of Interest Certification
5. Pre-Bid Conference Sign In Sheet

6. RFQ Recommendation for Award and Manual Vendor Compliance Search Verification Form (Agency Delegated Purchases)

7. REQ Recommendation for Award and Manual Vendor Compliance Search Verification Form (Central Purchases)
8. Risk Assessment Template (WV-114)

9. Verbal Bid Quotation Summary (WV-49)

TIP: Bookmark the page for

easy access!
(CTRL + D) for most browsers

2023 WEesT VIRGINIA
AGENCY PURCHASING CONFERENCE

Celebrating 90 Years of West Virginia Purchasing




Types of Forms

e AgencyForms
e Alternative Purchasing

Methods

Construction

Contract Management
Miscellaneous
Resources

RFP Packet

e Surplus/Inventory

Management
Templates
Terms and Conditions
Travel Management
Vendor




Agency Forms

l. Agreement (W'-48)

. Agreement (WV-48A)

- Compliance Checklist (for RFOs and change orders) (WW-36)

. Mon-Conflict of Interest Certification

. Pre-Bid Conference Sign In Sheet

. RFQ) Recommendation for Award and Manual Vendor Compliance Search Verification Form (Agency Delepated Purchases)

. RFQ) Recommendation for Award and Manual Vendor Compliance Search Verification Form (Central Purchases)

. Risk Assessment Template (WV-114)

. Verbal Bid Quotation Summary (WV-49)




WV-36 Compliance ChecRlist
(for RFQs and Change Orders)

COMPLIANCE VERIFICATION CHECKLIST
FOR REQUISITION SUBMISSION

Why do I need the Checklist?
To help eliminate work

When do I use the Checklist?
Anytime you submit a Request For
Quote or a Change Order

How do I use the Checklist?
See example

REMEMBER: RFQ / CO will be
rejected if it’s not included, or the
checklist is blank!

Purchasing Division Use:
Buyer: Date:

Agency:

Solicitation No.

0432 Division of Culture & History

Dale Malcomb

This checklist MUST be completed by a
Purchase Requisition to the Purchasing
procurement officer has obtained and |
process the requisition without future |
submit the checklist by attaching it to1
Folder.

Procurement Officer Submitting Requisition:

Requisition No.
CRQS DCH24"01

FOR ALL SOLICITATION TYPES:

Compliance Check Type

1 specifications and Pricing Page included

Use of correct specification template

Use of correct requisition type
[CRQS = CCT or CPO] or [CROM = CMA]

Use of most current terms and
conditions
MWW State W

2df)

budgeted amount in WvOASIS
Suggested vendors in wvOASIS

capitol Building Commission
pre-approval

Financing (Governor’s Office)
pre-approval

Fleet Management Division
pre-approval

Required

Q0 ®

]

OO0 OdeeE

Provided, if
Required

SIS

=

OO0OoOos®

Not Requir

O ooo

=200

B =

Purch. Div.
Confirmation

O
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Non-Conflict of Interest
Certification

State code prohibits conflict of interest

The Purchasing Division requires all
evaluators of solicitations to sign.

All evaluators must attest that they have
not had or will not have contact relating
to the solicitation with any participating
vendor between the time of the bid
opening and the award without prior
approval of the Purchasing Division.

STATE OF WEST VIRGINIA
Purchasing Division

CERTIFICATION OF NON-CONFLICT OF INTEREST

West Virginia Code § 5A-3-31: It shall be unlawful for any person to corruptly act alone or combine, collude or conspire
with one or more other persons with respect to the purchasing or supplying of services, commodities or printing to the
state under the provisions of this article if the purpose or effect of such action, combination, collusion or conspiracy is
either to: (1) Lessen competition among prospective vendors; or (2) cause the stale to pay a higher price for such
services, commodities or printing than would be or would have been paid in the absence of such action, combination,
collusion or conspiracy; of (3) cause one prospeciive vendor or vendors 1o be preferred over one or more other
prospective vendor or vendors. Any person who violates any provision of this section is guilty of a felony and, upon
conviction thereof, shall be imprisoned in a state correctional facility not less than one nor more than five years, and be
fined not exceeding $10,000."

West Virginia Code § 6B-2-5(b)(1): “A public oifictal or public employee may not knowingly and intenfionally use his or
her office or the prestige of his or her office for his or her own private gain or that of another person

West Virginia Code § 6B-2-5(d)(1): ‘o elected or appeinted public official or public employee or member of his or her
immediate family or business with which he or she is associated may be a parfy to or have an interest in the profits or
beneiits of a contract which the official or empioyee may have direct authority fo enter info, or over which he or she may
have control :

The individual(s) listed below have been charged to evaluate or serve as members or advisors of an evaluation commitiee
as specified [ 1

By signing this form, each individual acknowledges that: (1) his or her service on the evaluation committee is not
in violation of West Virginia Code § 5A-3-31, § 6B-2-5, or any other relevant code section; (2) his or her service on
the evaluation committee does not create a con «of interest with any of the participating vendors; and (3) he or
she has not had or will not have contact relating to the solicitation identified above with any participating
vendors between the time of the bid opening and the award recommendation without prior approval of the
Purchasing Division.

Name/Title Agency Signature Date I‘

Revised June 30, 2022




Pre-Bid Conference Sign In Sheet

Solicitation Number:

Pre-Bid Sig n-ln Sheet Date of Pre-Bid Meeting:

Location of Prebid Meeting:

Please Note:

Vendors must sign-in on this sheet to verify attendance at the Pre-Bid meeting.
Failure to legibly sign in may be grounds for declaring a vendor ineligible to bid.
For further verification, please also provide a business card if possible.

Firm Represented:* Rep Name (Printed): Firm Address: Telephone #: Fax #: Email:

*One Vendor Per Representative - No one individual is permitted ro represent more than one vendor at the pre-bid meeting. Any individual that does
attempt to represent two or more vendors will be required to select one vendor to which the individual’s attendance will be attributed. The vendors not
selected will be deemed to have not attended the pre-bid meeting unless another individual attended on their behalf:

Remember:

When vendor’s sign in; it must be
legible. If you can’t read it, then it
didn’t happen.

If they do not sign in, they cannot
participate.

Once pre-bid meeting is over, send
the sign in sheet to the buyer (if
Purchasing Delegated) or do an
addendum to post the sign-in sheet
(if Agency Delegated).

Sign-In Sheet will be a part of the
contract file.

2023 WEesT VIRGINIA
AGENCY PURCHASING CONFERENCE

Celebrating 90 Years of West Virginia Purchasing




WV-50: RFQ Recommendation for Award

Before sending recommendation
for award to your buyer,
remember to provide the
following information:
* Tell us the vendor to award.
* Tell us if any vendors are
disqualified and the
mandatories they missed.

You must certify that the vendor
compliance checks are completed.

Award Recommendation and
Manual Vendor Compliance Search Verification Form

(Central Purchases)

DATE: [insert date]

TO [insert designated buyer], [insert buyer's title]
West Virginia Purchasing Division

FROM: [must be from Procurement Officer]
[insert State Agency name]
SUBJECT:  Recommendation for Award

Number: Procuren

Solicitation Description:

Bid Information:
[List Vendor # 1 Name - TOTAL BID AMOI
[List Vendor # 2 Name - TOTAL BID AMO!
[List Vendor # 3 Name - TOTAL BID AMO!
[List Vendor # 4 Name - TOTAL BID AMO!

Award Recommendation: Check the appropriate box bel

officer ¢

List Vendor # Name —
Reasen for Disqualification Missed specification:

Manual Search Verifications: By signing below the procusement officer certifies that he or she
has verified that

[

Vendor is in compliance with the Secretary of State requirements for business
registration {or s not required 1o register with that office or has obtained the
necessary exemption), that the vendor is aot identified as 2 debarred vendor within
the Federal SAM system, and that the vendor is not listed on the West Virginia
‘Purchasing Division’s list of debarred vendors.

Vendor is not in compliance with the Secretary of State requirements for business
registration and this will need to remedied before contract award.

Procursment Officer Signature Date

[ ]1Lowest Bid: By signing below, the
evaluated and award to
responsible bidder meeting the required specifications

Procursment Name

[ 1Multiple Award: By signing below, the p |
properly evaluated and recommends award to multiple bidders
Those bidders receiving an award are identified as follows:

[ ] Other Than Lowest Bid: By signing below, the procurg
‘been properly evaluated and recommends award to

lowest responsible bidder meeting the required specifications
made due to disqualifications described in more detail below!

List Vendor # Name -
Reason for DisqualificationMissed specificati

WV Puschasimg Division Use Only

Ihave reviewed the recommendation to award and agree with the agency’'s recommendation to
award to the bidder(s) identified.

Purchasing Division Signature (

I “Othes than Lowest Bid" bex
review signature i required bel

I have reviewed the recomme
to award to the biddes(s) ider

Purchasing Division Sigaatues (




WV-50A: RFQ Recommendation for Award

Award Recommendation and
M 1 Vendor C liance Search Verification Form
(Agency Delegated Purchases)

DATE: [insert date]

TO: Memo to File

SUBJECT: Recommendation for Award
Solicitation Number: Procurement Folder Number:

Solicitation Description:

Bid Information:

[List Vendor # 1 Name - TOTAL BID AMOUNT]
[List Vendor # 2 Name - TOTAL BID AMOUNT]
[List Vendor # 3 Name - TOTAL BID AMOUNT]
[List Vendor # 4 Name - TOTAL BID AMOUNT]

Award Recommendation: Check the appropriate box below.
[ 1Lowest Bid: By signing below, the procurement officer certifies that bids have been properly

evalvated and recommends award to as the lowest
responsible bidder meeting the required specifications.

[ ]1Other Than Lowest Bid: By signing below, the procurement officer certifies that bids have
‘been properly evaluated and rec ds award to as the
lowest responsible bidder meeting the required specifications. Award to the lowest bid was not
made due to disqualifications described in more detail below:

List Vendor # Name —
Reason for Disqualification/Missed specification:

List Vendor # Name —
Reason for Disqualification/Missed specification:

WV-50A
Rev. 1/20/2023

Manual Search Verifications: By signing below the procurement officer certifies that he or she
has verified that:

[ 1 Vendorisin compliance with the Secretary of State requirements for business
registration (or is not required to register with that office or has obtained the
necessary exemption), that the vendor 1s not identified as a debarred vendor within
the Federal SAM system, and that the vendor 1s not listed on the West Virginia
Purchasing Division’s list of debarred vendors.

[ 1 Vendor is not in compliance with the Secretary of State requirements for business
registration and this will need to remedied before contract award.

Procurement Officer Signature Date

Procurement Officer Printed Name

2023 WEesT VIRGINIA
AGENCY PURCHASING CONFERENCE

brating 90 Y of West

jinia Purchasing




Rlsk Assessment Template (WV-114)

Risk Assessment & Constitutional Compliance Check

Contract Information

Solicitation/Contract l\umbe [insert information here]
Commodity/Service Contracted For: [insert information here]
Vendor: [ms nmfrmatcmhﬂc]

Agency: [insert information here]

Proposed Liability Limit:

Please quote below the proposed contract that would blish the vendor's proposed
liability limit.

[insert liability limit language here]

Assessment:
1. Risk of Temporary Interruption

a. Identify the types of temporary interruption that could occur in this contract and the
consequences associated with them.

[insert information here]

b. Complete the chart below to provide an estimate of the cost of the risk associated with a
Temporary Interruption

Estimated - -
. Probability of Probability
Potential Costs (S:rl:m the Occurrence Adjusted Cost
Lost Revenue

Cost of Replacement

Loss of Funding

Cost of Inability to Perform
Mission

Penalties or Fines Against Agency
Potential Litigation

Other Mitigation Costs

State agencies cannot contractually agree to
limit a vendor’s liability at a level less than
the potential risk.

The risk assessment is intended to assist
agencies in determining if a vendor’s
proposed liability limit complies with the
constitutional mandate.

NOTE: This assessment is not for determining appropriate
insurance limits. Reach out to BRIM to determine those limits.




Verbal Bid Quotation Summary (WV-49)

W

Ao e State of West Virginia

VERBALBID o MARY Verbal Bid Summary form requires a minimum of

- three verbal quotes, quotes, and or screenshots
— S— from vendors. The quotes and screenshots can
— — stay in the file; the form should be attached in the
- header.

Be sure to provide the following information:

* Date

* Vendor Name
| e Unit Price

Reason for award

2023 WEesT VIRGINIA

WVOASIS Vendor Customer #:

PuchasefuthorizedBy: ik



Alternative Purchasing Methods

Alternative Purchasing Methods
. Cooperative Purchasing Request, |ustification, and Approval (MWV-40)

2. Direct Award Request for Consideration (Agency Delepated) (WV-65A)

. Multiple Award Determination (VWV-70)

. Section 9 Exemption Opinion Request Form (WV-68)

. Section 9 New Exemption Request Form

. Standardization Request and MNotice Form (WV-80)




Cooperative Purchasing Request, Justification, and

Approval (WV-40)

W40 Revised 41,2010

COOPERATIVE PURCHASING REQUEST, JUSTIFICATION AND APPROVAL

In accordance with Wesr Virginia Code §5A-3-19, anrlCds ]'Snm;ﬁn}ml»ﬂ?l S the D ector of the West Virginia

Deportunent of Aduinistration. Pusckasing Dision, ey perait » spending s o e pu]ha;lnz ifthe legally

mandsted paramsters ars met. Please complete the form below e quenhaﬂhepumhasm  Disctot reven b spending unit's

request to angage in cooperative purchasing

ing Agency: Cooperative Contract Name/Number:
Agenecy Contact: Contract Purpase:

Estimated Contract Spend:

Contract Source (Identify the source of the cooperative contract by checking the appropriate box

ntity (Ex: NASPO) West Virginia state entity
(B General Servioss D ision)
List state entity:

Public Cooperative Ent
cooper

Other Public Body
(Ex: City of Charleston)
List public body:

Intended Use of Contract (check the box below fhat applies)
Single (One-Time) Purchaze
Join As & Party or Add Spending Unit to Existing Contract (Open End Contract)

Lead or Parficipate In Solicitation for Cooperative Procurement

cial Adva to State: Provide documentation fi'meﬂaa the act is financially advantagecus to the state

and s s comparal b 5 st oo b2 sbaimed ugh cmpm -2 bidding

Esisting State Contracts Compasison: T thespace provided blow, plase dentify any riting contaststhesgency &

required to utilize e pm vida the as the proposad contract identified above. If no known contracts
Fulfill the same or similar purpos: 1 1O on line 1 belon
L
Agency Representative: Purchasing Division Representative
Submitted by: Approved by:
Signature: Signature:

Date: Date:

When submitting the WV-40 provide the
following information:
* Contract number and a copy of the contract.

* ldentify the source of the cooperative contract.
* How does the Agency intend to use the contract

* Documentation showing the contract is valid and was
properly awarded

* How is a cooperative contract financially advantageous
to the state and why it cannot be obtained by
competitive bidding



Direct Award Request for Consideration (WV-65 / WV-65A)

Tips for completing the WV-65(A)

Westirginia Purchaing Diiion * Make sure all the words can be seen in the text box. If you
DIRECT AWARD POSTING: . . .
Agency Request and Public Notice Form get the little black plus sign, then write “See attached” and

e Kot Intactons create a word document with the information. Be sure to

3. Basis for Direct Award: Please select one of the following and provide details and documentafion

wv-s5
Revised
06/08/2018

sufficient to confirm the basis.

Statutory Authority: Pursuant to West Virgin f h H f h f
of Purchasing may award, & contract directly i¢ Competition is not available from any other source: (I this item is selected ansvier the rererence t e€s eCtI on o t e rorm.
met. Those reguirements include providing the question below)

aloeng with providing certain information to the

A. The agency attempted to identify other sources by C. Any limitations that a competing vendor would need to satisfy:
Agency Request: The agency identified below . .
to the vendor identified below to provide the &f Needs to provide maintenance to out current software
Award, and any additional documentation has| No other source would be willing or able to replace the existing source without a . .
3 detrimental effect on the spending unit (Flease describe the detrimental effect in detail): Needs to have a contract in p|ace by September 30, 2023 \
Vendor Interest: Any vendor interested and Needs to perform inspections in adherence to NIST Handbook 133-Supplement 4, NIST
PS['LH";SQ‘LZSDW?;‘:)V:-B%’;‘; |genneﬂe§aas mggm Handhank 44 and NOWMA Dihkliratinn 10 in a ctate Anernmant amiiranmant

to be valid by the Purchasing Division, this DIrgl 4. other information Required for Direct Award Posting:

A Atime-period by which delivery must be made or performance must occur.
Direct Award Information

Agency /| Department: B. The price that will be paid for the commodity or service (include vendor quote) o FO r SeCtion 3A: AgenC)’ a.ttem Pted tO identify Other SOU rceS
Procurement Ofcer: by - Internet only is not enough information.
Date of Request:
1. Provide description of commodity or sef s DO not fo rget to Sign and date th e fo rm-
F——— = * If at the Agency level, remember, Direct Award

If requesting software as a sole source, |

Determinations are advertised for |0 working days.

2. Justification showing that the direct awa

For Purchasing Division's Use Only
Request to Advertise Direct Award Denied
Request to Advertise Direct Award Approved

Purchasing Diresior/ Dasignas Sgnatare Date




Multiple Award Determination (WV-70)

e Request for approval from the Purchasing
Division to award the contract to multiple
vendors

e Multiple award is not allowed at the Agency level.
Must go through WV Purchasing.

e Form must be completed init’s entirety and
submitted to be reviewed by the WV Purchasing
Division. Must get approval prior to creating
solicitation.

e Specifications must have Multiple Award
language in the contract award section.

e Basis for award must be included in the
specifications (i.e., Region, Location, Type). Must
match how it is listed on the WV-70.

e Do not forget to sign the form.

W70
Approved | Revised 02/01/15

State of West Virginia
Purchasing Division

MULTIPLE AWARD DETERMINATION

West Virginia Code § 5.4-3-11c and West Virginia Ci
Purchasing Division (“Director”) determine in writi
the state by considering a mumber of factors listed ba
provide written justification when requesting an awa
required written determination and justification.

The person signing below hereby finds that an award ¢
would be insufficient and recommends to the Directg
bidders.

Factors: In making this recommendation that an an
West Virginia, the undersigned considered the follaj
following explanations:

1. The quality, availability, and reliability of the {
to the particular use required:

Explanation

6. The need for flexibility in evaluating new products on 2 large scale before becoming contractually commitied
for all use;

Explanation

7. Any other relevant factors

Explanation

Selection Method: Please describe the recommended selection method among multiple vendors. Examples include,
but are not limited to: selection based on rank order, selection based on location of need, efc:

Explanation:
Avward To Multiple Bidders Is Bv:
Agency Name Date:
Signature Title of Person Signing:

2. The ability, capacity, and skill of the bidder;

Explanation:

3. The sufficiency of the bidder's financial resour

Carmlamntinms

;)

Pursuant to W. Va. Code § 54-3-11c and W. Va. CSR § 148-1-7.10, the Director:

O (Approved) has detemmi
identified above to m

at the time of

O (Demied) has determined that the request to avard to multiple bidders is not warranted at this time.

West Virginia Department of Administration

Purchasing Division

Director:

Date:

WV-70 Multiple Award Determination Created 0320113



Miscellaneous

Miscellaneous

|. Disclosure of Interested Parties to Contracts

2. Vendor Mon-Performance Motification Form (WV-82)

3. Vendor Mon-Performance/Contract Breach Demand Letter Template (WV-82A)




Disclosure of Interested
Parties

W.Va. Code §6D-1-2 — An agency may not allow
a vendor to perform work on a contract(s) that
have an actual or estimated value of $I
MILLION or more until the vendor completes
the disclosure of interested parties. Agency is
responsible for submitting to Ethics.

Business Entity: entity recognized by law
through which business is conducted.
Interested Party(ies): Vendor performing
work or service per the applicable contract. This
includes subcontractors.

State Agency: |L.E., board, commission, office,
department, agency, and publicly funded
institutions.

West Virginia Ethics Commission
Disclosure of Interested Parties to Contracts
{Required by W Va. Code § 6D-1-2)

MName of Contracting Busil Entity: Address:

Name of Authorized Agent: Address:

Contract Number: Contract Description:

Governmental agency awarding contract:

O Check here if this is a Supplemental Disclosure

List the Names of Interested Parties to the contract which are known or reasonably anticipated by the coniracting
business entity for each category below (aifach addifional pages if necessary):

1. Subcontractors or other entities performing work or service under the Contract
O Check here if none, otherwise list entity/individual names below.

2. Any person or entity who owns 25% or more of contracting entity (not applicable to publicly traded entities)
O Check here if none, otherwise list entity/individual names below.

3. Any person or entity that facilitated, or negotiated the terms of, the applicable contract (excluding legal
services related to the negotiation or drafting of the applicable contract)

O Check here if none, otherwise list entityindividual names below.

Signature: Date Signed

Notary Verification

State of , County of

I, the authorized agent of the confracting business entity listed
abqve. being duly sworn, acknowledge that the Disclosure herein is being made under oath and under the penalty of
perjury.

Taken, sworn to and subscribed before me this day of

Motary Public’s Signafure
To be completed by State
Date Received by State Agency:
Date submitted to Ethics Commission
Govemnmental agency submitting Disclosure:

Revised April 1, 2022



Vendor Non-Performance Notification (WV-82/ WV-82A)

WV-82: Formal notification from the
Agency to contract holders/vendors of
related and general performance issues.
This form is to memorialize any agreed
to resolutions.

WV-82A: Template for a Notice of
Breach and Opportunity to Cure.

NOTE: The memo and form is for the
Agency to send to the vendor. The
Agency is to contact WV Purchasing
when issues are not resolved with the
Vendor.

VENDOR NON-PERFORMANCE NOTIFICATION FORM
Rev. 4/5/2022
Wv-82
PO No.
Procurement Folder No.

The purpose of this form is to formalize the notification from West Virginia state agencies to contract holders/vendors of
contract-related and general performance issues and to memorialize any agreed to resolution.

PART I:

REPORTING DEPARTMENT/AGENCY INFORMATION

REPORTING DEPARTMENT/AGENCY NAME:
NAME OF CONTRACT ADMINISTRATOR/AGENCY CONTACT:
TELEPHONE NUMBER

) March 7, 2022

[Recipient Address]
VENDOR/BUSINESS NAME: __|

VENDOR CONTACT NAME: ___| Re: Notice of Breach and Opportunity to Cure
VENDOR CUSTOMER CODE Contract # [insert number] for [insert commodity/service description]
ADDRESS [STREET, CITY, STATE, {

TELEPHONE NUMBER.

[Recipient Name],

Please consider this letter as notice that [insert company name] is in breach of its
contractual obligations under the above identified contract. More specifically, [insert company
name] failed to [insert coniractual failure] as required by section [insert section of comtract
breached] of the contract

COMPLAINT DESCRIPTION:

This failure must be remedied by [insert the desired remedy] no later than [insert drop
dead date for cure/contract time period for cure] or the State will be forced to pursue all available
remedies, including but not limited to. contract cancellation, breach of contract suit. vendor
suspension, and vendor debarment. Should you have any questions regarding this matter, please

CONTRACT CLAUSE(S)/PROVIS  contact [insert contact name and phone number/address/email].

Respectfully,

[insert sender information]




Resources
(Forms, Documents, and More)

Resources (Forms, Documents, etc.)

I. A Guide to wvOASIS Document Submission
2. Agency Process Checklists
3. Change Orders Reference Guide

4. Insurance Guidance Document for Purchasing

5. Newsletter (The Buyers Network)

6. Procedures Handbook

7. Specification Drafting Tips

8. Welcome Packet




uides and CheckRlists

Guide to wvOASIS Document Submissions:

Solicitation Requests (i.e., CRQS/CRQM)
Change Order

Addendums

Central Delivery Order (CDO)

Other Helpful Information

Agency Process Checklists:

Request For Quotes (RFQ)
Change Orders (CO)

Direct Award

Central Delivery Order (CDO)
Emergency Purchase

EQOIs (under 250K / over 250K)
Request For Proposals (RFP)

DOCUMENTS REQUIRED FROM AGENCY FOR
A REQUEST FOR QUOTATION

Request for Quotation: A preferred purchasing method, containing the specifications or scope of work and all
contractual terms and conditions, which is used to salicit written bids. Conformity to specifications and price are the
only factors used in the evaluation process.

The information below is a checklist of agency responsibilities in processing a Request for Quotation (RFQ). Please note
that while this information is accurate in most cases, there may be occasion where additional information may be

needed or required

DOCUMENTS REQUIRED FROM AGENCY FOR
A REQUEST FOR QUOTATION

v Request for Quotation: A preferred purchasing methad, containing the specifications or scope of work and all

|| solicitation I contractual terms and conditions, which is used to solicit written bids. Conformity to specifications and price are the
Agency submil only factors used in the evaluation process.

|| conditions §
Specifications
(Enter in va;l

The information below is a checklist of agency responsibilities in processing a Request for Quotation (RFQ). Please note
that while this information is accurate in most cases, there may be occasion where additional information may be

needed or required.
Pre-approvals

Building Coma CHECKLIST FOR RFQ
Bid Process
| Addend. i v DESCRIPTION
s y Pr T —
— Agency submits Electronic Requisition with maximum budget amount and master terms and
Award Pma conditions

Signed Agency Specifications and Suggested Vendor List for at least three vendors with name, address, and email

requirements) (Enter in wvOASIS under Vendor Tab or in Free Form Vendors, if not registered)

second Chief1 Pre-approvals, wljen applicable (such as Attorney General, Chl_e_f Technul?gv Officer/IS&C, Capitol
T Ty yr Building Surplus Property, Statewide Interoperability Executive Committee)

Verification of Bid Process.

debarment), 3 if applicable. (Information prepared by Agency for processing by Purchasing Division)

bid Mandatory Pre-bid Attendee List, if applicable

Award Process
Signed Agency for Award (with di and those meeting
ents). Letter should state the lowest responsible vendor and that it meets sp:
Second Chief Technology Officer/IS&C approval, if applicable
Verification of Vendor Properly Registered with the Purchasing Division (check for suspension or
debarment), and ensure Taxpayer Identification Number (TIN) in wvOASIS matches the TIN on the

Verification of
state, includin|
Verification of
| | database)
Certification g

appropriate st bid
m Verification of Vendor in Good Standing within wvOASIS (with all laws and requirements of the
———= state, including Insurance Commission, Federal and State Debarment and Workers Compensation)
WV-96 Agreen Verification of Vendor in Good Standing with Secretary of state (check the Secretary of State’s
applicable database)
Purchasing Diy Certification of Non-Conflict of Interest (signed by Agency Procurement Officer and other

b | appropriate staff)

AIA Documents (for construction)
Wv-96 Agreement Addendum (or WV-96A for Software) signed by vendor and agency, if
and described in West Virg applicable
Purchasing Division obtains bonds and insurance, if applicable

*Maximum budget amoun]

Revised July 1, 2022
*Maximum budget amounts must be reflected on the Electronic Requisition to allow for price negotiations as authorized

and described in West Virginia Code §5A-3-11a and Code of State Rules 148-1-7.10.

Revised July 1, 2022



Guides and Chechlists
Change Order Guides and Standard Language:

Instructional Guide

Don’t reinvent the wheel

Standard Language - Change Orders

* Renewals

* Renewals w/ Increase

* Renewals w/ Decrease

* Notice to Proceed

» Construction Extension of Time (increase /decrease)

Standard Language - Cancellations
* Entire Contract/Purchase Order Roll it down a different street
* Partial Cancellation

Standard Language - Administrative Changes

* Name Change
* Address Change
* Closeout / Rescinding of Unused Funds

2023 WEesT VIRGINIA
AGENCY PURCHASING CONFERENCE

Celebrating 90 Years of West Vi



Insurance Guidance Document

Insurer Rating

Occurrence v. Claims Made Insurance Coverage
Coverage Term

Cancellation

Deductibles

Types of coverage requirements

Commercial General Liability (CGL)

Automobile Liability

Workers Compensation / Employer’s Liability

Cyber Liability

Builder’s Risk / Installation Floater

Professional Liability / Malpractice / Errors & Omissions
Commercial Crime & Third-Party Fidelity

Pollution Liability

Aircraft Liability

A!L()_K.IJ CERTIFICATE OF LIABILITY INSURANCE (4 prreoeorren
THIS CERTIFICATE 15 1SSUED AS A WATTER OF INFGRWATION GNLY AND CONFERS NG RIGHTS UPGN THE CERTIFICATE HOLDER. THIS
CERTIFICATE DOES. NOT AFFIRMATIVELY OR NEGATIVELY AMEND, EXTEND OR ALTER THE COVERAGE AFFORDED BY THE POLICIES
BELOW. TS CERTIFIGATE Cr INSURANCE DDES NOT COUSTITUTE A CONTRACT SETVEEN THE 1SSUNG NSURERS), AUTHORIED
REFRESENTATIVE O PRODUCER, AND THE CERTIFICATE HOLD!
MEGRTART ¥ e coifcas bldr s 0 AODITIONAL NSUREC, e ey s 0T

ED provisions or
G, A Sruttt o

T
West Virginia Board of Risk & Insurance
Charlesion, WV 25301

T8 345586004
Jyim.ndenariting@wy.gov

e =
T e B
= o
SPECIMEN - T E 1
) [ 4)
[oo=e
|

COVERAGES CERTIFICATE NUMBER: REVISION NUMBER:
TS 5 TO

I
+INGLUDED
$NONE

SPECIMEN

cxcess s
meTENTIon 3

PECINEN

STOP GAP

SPECIMEN
O
CERTIFIGATE HOLDER CANGELLATION 5
SPECIMEN “/
B1OULD ANY OF INE ASOVE DESCRIGED POLIGES BE CANCELLED BETC

THE EXPRATION DATE TWEREDF, NOTICE Wil
ACCORDANCE WITH THE FOLICY PROVISIONS.

&2 M. Du

©1988-2018 ORATION. All rights reservad.




Links, and Tips
Newsletter — The Buyers Network
WY Purchasing Handbook

Welcome Packet
 Resources, tools, and other information for new
procurement officers completing day-to-day tasks.

SpeC|f' ication Drafting Tips
Draft specs for the appropriate procurement method

* Clearly describe desired commodity or service

e  Ensure critical contract terms included

* Ensure specs have incorporated changes from prior
solicitations

*  Price evaluation

* Eliminate “with the bid” requirements

* General drafting best practices

* Proper requisition types

Step-by-Step Procurement Guide

Revised 7/1/2022

%, & ATt N .
West Virginia Purchasing Division

West Virginia Purchasing Division
MBI 2019 Washington Street, East
Charleston, WV 25305
- WVPurchasing.gov

s (304) 558-2306

A Message to All Designated Procurement Officers

West \Hrgim’a! You are receiving this email because you serve as a procurement contact for
| your agency, s designsted by your agency head. Tn this role, you play a
Pun ritical part in obtaining the goods and services needed to help your agency
2019| perform fts mission. If you are new to West Virginia state procurement, I am
Chaj pleased to welcome you. If you are not new to the public procurement field, I
hope you still find value in the information provided as part of this packet.
Tel§
In-State ToH»F; The goal of this packet was to compile and make available in one location
| resources, tools, and other procurement information designed to assist agency
| procurement officers in completing their day-to-day jobs. This packet includes
guick reference Links (we encourage you to bockmark these in your browser), a

E

| procurement guide that highlights the steps required once an agency identifies



Request for Proposal (RFP) Packet

RFP Paclet

2. RFP Bvaluation Committee Designation Form (WV-111)

3. RFP Recommendation for Award Memorandum (WV-113)

4. REP Technical Evaluation Committee Scoring Memorandum (WV-112)

5. RFP Technical Scoring Spreadsheet




Approvals, Committee, Evaluation, Scoring, and Award

WV-110 RFP Agency Approval

Request

Per §5A-3-10b and WV CSR §/48-1-7.7, a
state agency may request, and the director
of WYV Purchasing may approve, the use of
an RFP, provided certain requirements are
met and have been incorporated into the

request form.

WV-111 RFP Evaluation

Committee Designation

Agency must list evaluators and advisors
prior to the release of the RFP. Must
provide a minimum of 3 but no more than 5
evaluators. Agency Procurement Officer
must be an evaluator.

WV-112 RFP Technical Evaluation Committee

Scoring Memo

Memo stating that the Evaluation Committee has completed
technical and has reached a consensus. List vendors in order
from highest score XX/70. Then an explanation of vendors that
failed to meet the minimum score and any disqualified vendors
for missing mandatories.

WV-113 RFP Recommendation for Award Memo
List vendors with the highest score; then list vendors that were
disqualified for failure to attain minimum acceptable score and
vendors that missed mandatories. Show the math!

RFP Technical Scoring Spreadsheet

Template to help the Agency with the evaluation process.




A

Wvie
Revized
07/01:2019
=2
West Virginia Purchasing Division
REQUEST FOR PROPOSAL:
Agency Approval Request
Instructions

Statutory Authority: Pursuant to W. Va. Code §5A-3-10b, and W. Va. CSR §148-1-7.7, a state agency may request, and
the Director of the Purchasing Division mav approve, the use of a request for proposal provided that certain requirements
are met. Those requirements have been incorporated into this request form

Agency Request: By submitting this form_the agency identified below it requesting hat the Purchasing Division grant

rovals, Committee,

Evaluation,

[Wv-111 PN
Revised Q-’\
07012019
‘West Virginia Purchasing Division
REQUEST FOR PROPOSAL:
Evaluation Committee Designation Form
Instructions:

Form Submission: The agency must list each evaluator and advisor on this form zlong with any additional information
Tequested prior to the release of the request for proposal

Evaluators: The Puchasing Dms.omequm a omitee of o leas hree and recommends no more then five evalustors
be included on an RFP evaluati d in response o the RFP identified
below. The agency pmmremem e et o e o e v AT e v vt proposal scoring. A

permission to utilize the request for proposal method of procurement. The requesting agency must £ll out the
form and include any additional documentation that supports its request when submitting this form.

Requestor Information

- Agency / Department:

ploves shall not serve as voting member of the evaluation committes.

Advisors: The agency may elso invite individuals o serve as advisors Who are subject matier experts, knowledgeable in
the area of discussion. The advisors may assist the evaluators in understanding the proposals, but are not permitted to vote
in proposal scoring.

- Officer:

- Date of Request:

General Information

- Description of service being sought with REP:

- Estimated Budget (Spend through contract established by RFP):

- Solicitations utilized to procure this service in the Past:

Date of older
Procurement

(RFQ. RFP,

Tvpe
Dizect Award. Ete.

o |~

o

General
Agency / Department: Procurement Officer:

Date of Form Submission: No. (if known):

Description of service being sought with RFP:

Evaluation Committee Members

Name Committee Role Emplover Position Title

1 Procurement Officer -
Committee CorChair

2 Voting Manber *
Co-Chair (if desired)

3 Voting Masber

4 Voting Member -

5 Voting Member -

* The Procurement Officer maust be sither the Chair o Co-Chair of the evaluation committes.
*+ Committee members 4 and § are optional. The Purchasing Division only requires 3.

Scoring, and Award

[Wv-112
Revised
07012010
TECHNICAL EVALUATION COMMITTEE
SCORING MEMORANDUM
DATE: [insert date]
TO: [insert designated buyer], [insert buyer’s title]
West Virginia Purchasing Division
FROM: [must be from Evaluation Committee Chairperson]
[insert State Agency name]
SUBJECT: Technical Evaluation of [insert procurement folder and BFP number]

The Evaluation Committee has completed the technical evaluation for the proposal received for the above
referenced CRFP and has reached a consensus decision on the technical scoring of the proposal

‘The proposals received the following technical scores out of 70 possible points:
1. [insert first vendor name] . R XX/70
2. [insert second vendor mame].............oooooiiieiiiiiiiiiieae 370

A more detailed explanation of the technical score is attached. The following vendors failed to meet the
minimum acceptable score.

3. [insert second vendorname] e X0
4 [insert second vendor name] . XX070

The following proposals were disqualified for failing to meet one or more mandatory requirements as
more fully detailed below.

5. [insert first vendor name disqualified for failing to meet mandatory requirements]

- [insert mandatory requirement vendor failed to meet with a reference to the specification
number and location m the vendor’s proposal.

- [insert mandatory requirement vendor failed to meet with a reference to the specification
number and location in the vendor's proposal

6. [insert second vendor name disqualified for failing to meet mandatory requirements]




Approvals, Committee, Evaluation,

Wv-112
Revised
07012019
TECHNICAL EVALUATION COMMITTEE
SCORING MEMORANDUM
DATE: [insert date]
TO: [insert desienated buver], [insert buyer’s title]
West Virginia Purchasing Division
FROM: [must be from Evaluation Committes Chairperson]
[insert State Agency name]
SUBIJECT. Technical Evaluation of [insert procurement folder and RFP number]

The Evaluation Committee has completed the technical evaluation for the proposal received for the above

referenced CRFP and has reached a consensus decision on the technical scoring of the proposal.
The proposals received the following technical scores out of 70 possible points:

1. [insert first vendor name] ...............o.occooeeiinne X

2. [insert second vendor name).._.....

A more detatled explanation of the technical score is attached. The following vendors failed to mest the

minimum acceptable score

3. [insert second vendormame] ... . XX70

4. [insert second vendormame] ... . XX70

The following proposals were disqualified for failing to meet one or mors mandatory requirements as
more fully detailed below.

5. [insert first vendor neme disqualified for failing to meet mandatory requirements]

- [insert mandatory requirement vendor failed to mest with a reference to the specification
number and location m the vendor’s proposal.

- [insert mandatory requirement vendor failed to mest with a reference to the specification
mumber and location in the vendor's proposal.

6. [mnsert second vendor name

for failing to meet

(RS VE]
o120
MEMORANDUM
DATE: [insert date]
TO: [insert designated buyer], [insert buyer’s title]
West Virginia Purchasing Division
FROM: [must be from Evaluation Committee Chairperson]
[insert State Agency name]
SUBJECT:  Technical and Cost Scoring of [insert procurement folder and RFP number]

Recommendation for Award

By our signature below, the undersigned, have reached a consensus decision regarding the Request
for Proposal in the above referenced solicitation. The total points allowed for the technical review

and cost review are 100 and the result of our decision is as follows:

List Vendor # 1 Name - TOTAL SCORE - 99.38
List Vendor # 2 Name - TOTAL SCORE - 97

The following vendors were disqualified:

List Vendor #3 Name - Failure to attain the minimum acceptable score as detailed

in the technical evaluation.

List Vendor #4 Name — Failure to affain the minimum acceptable score as detailed

in the technical evaluation.

List Vendor #5 Name - Failure to meet one or more mandatory requirement as
detailed in the technical evaluation.

List Vendor #6 Name — Failure to meet one or more mandatory requirement as
detailed in the technical evaluation

The justification/explanation for the technical and cost evaluation is attached for the above
referenced vendors. We recommend the award be made to (List name of vendor with highest
total score).

Scoring, and Awar

nsert Vendor # 1 Name ALF11

nsert CRFP Number

Section 4.2.1. Approach and Methodology to Goals and Objectives - (insert total points possible) Points

RFP Section #

Points

Deducted

Point Reduction Justification

nsert section # of first
point deduction’

Location in Vendor|

Proposal, if
applicable [page
section, etc.

ch of monitoring

widget productign through remote cameras was
deficient in that it failed to also indlude supplementa

in person monitoring as desired

nsert section # of first
point deduction

(Example: Vendor's proposal was inferior to ABC Corp's
proposal because it only provided for 3 remote camera's
instead of the & proposed by ABC Corp.]

Vendor Total Score for Section 4.2.1 - (insert total points after deductions) Points

Section 4.2.2. Approach & Methodology to Compliance with Mandatory Project Requirements -

{insert tatal points passible) Points

RFP Section #

Points
Deducted

Point Reduction Justification

Vendor Proposal
Location (if
applicable

nsert section # of first
point deduction’

d cumger for arfe usBr metthe
2 P'sp n of real time

access for un d users

nsert section # of first
point deduction

(Example: Vendor's security protocols for road runner
data security met the mandatory requirements for data
security, but were |ess desirable than Acme Corp's
coyote hackproof security)

Vendor Total Score for Section 4.2.2 - (insert total points after deductions) Points




Surplus / Inventory Management

Surplus/Inventory Management
. Application for Eligibility (Public Agencies and Non-Profit Organizations) (WV-107A)
2, Asset Management Certification Cover Sheet (WV-102)
. Asset Management Coordinator Designation (WV-101)
. Cannibalization Asset Request (WV-105)

. Fixed Asset Reconciliation Approval Statement (WV-100)

. Vehicle Inventory Certification Cover Sheet (WV-104)




Per WV Code §5A-3-34, the Purchasing Division has authority over inventories and property.
§5A-3-35 says heads of spending units of state agencies need to submit a list of real and personal
property, equipment, supplies and commodities in its possession. Inventory will be kept on file at
the WYV Purchasing Division as public record.

* Application for Eligibility (WV-107A)
To receive Federal (41 CFR 101-44-207) or State (W.Va. Code §5A-D) Surplus Property.

* Asset Management Certification Coversheet (WV-102)
Per WYV Code §5A-3-35, agencies are required to certify their inventory and submit it annually to the
Purchasing Director by July 15t

¢ Asset Management Coordinator Designation Form (WV-101)
Per WV Code §5A-3-34, agencies must designate at least one individual to serve as the asset coordinator.

* Cannibalization Asset Request Form (WV-105)
For use when retiring equipment by cannibalizing for use of component parts.

2023 WEesT VIRGINIA
AGENCY PURCHASING CONFERENCE




Fixed Asset Reconciliation Approval
Statement (WV-100)

Form used to convert fixed asset from WVFIMS to
wvOASIS. It was also used to certify that items
listed were deemed lost and approved for removal
from agency’s inventory.

Surplus Property Retirement Form

(WV-103 and WV-103N)
For retiring equipment that cost $1,000.00 or
more and not listed in wvOASIS Fixed Assets

Module. For non-state agencies use this to request
WVSASP dispose of asset.

Vehicle Inventory Certification Cover
Sheet (WV-104)

Agencies must certify their vehicle inventory and
submit annually by July 15t to Purchasing.

S West Virginia State Agency
@®P for Surplus Property

APPLICATION FOR ELIGIBILITY

To Receive Federal Surpius Properyy (41CFR 101-44,207) andior State Surpius Froperty (West Virginia Code £34-3)

L Leea —
& 1wy

7‘\».....'-‘:'
STATE OF WEST VIRGINIA

WV-101

g 5

Asset Mar

II. Applicant =taf STATE OF WEST VIRGINIA
[m] Public s Department of Administration

o NDCI—FII Agency Name: Purchasing Division
II  Typeorpurpa Agency State Level Department Nuj Asset Management Coordinator Designation Form

State i X Fiscal Year

County Agency Asset Coordinator:

City Telephone Number: In accordance with the guidelines established by the West Virginia Purchasing Division, pursuant to the West

School Disfl Virginia Code §5A-3-34, each state agency must designate at least one individualin their agency to serve as
ol that agency’s asset coordinator. The coordinator will manage the agency's fixed assets and be provided

oooooooo

CollezeUni i i signature authority to sign lost, stolen, and destroyed asset letters. This signature authority does not apply to
Agencies are required to certify the
Secondaryd  shoot and submitting it to the Purg] (e A55et Management Certfication Cover Sheet o the Asset Management Coordinator Designation Form
Elementary Complete the requested information below and submit along with your Asset Management Certification
Preschoal > The last physical inventory of af  Cover Sheet noater than Jy 15, ,to:
- . 4 (AR West Virginia Purchasing Division
. I&“‘.‘I?‘.’;’ v : MONTH/YEAR ¢/0: Program Services Section, Surplus Property Unit

h f I 2700 Charles Avenue
three years for all agency-owne Dunbar Wy 25064
FAX:304-766-2631

wsasp@wr.gov

[m]
=
#

v

All assets under the departmen

VI Has the orzan mare, computer equipment wit

Revenue Code one year or more regardless of |
O Yes (oom fiscal year and all shell-manual| Mame of Designated Coordinator:
i
VI Has the orzan  » All obsolete assets under the dg ' "°
O Yes (copy palicy, procedures and guidelin  agency Number

VIIL. Certification 1

¥

All real property under the depi  siate Agency Name:

lower tier co¥ Module. (West Virginia Code §

mﬂf&ex Division. By signing this form, t  Telephone Number.

fa] are nor A wvOASIS and that wiOASIS will  E-mail:

voluntarily exg . o

agency; Head of Spending Unit Signature: |
%;‘;ﬁ;k;; Head of Spending Unit Title: Head of Spending Unit Signature:

IX.  Drovide a st Date: Head of Spending Unit Title:
Date:
To be submitted no later than July 13, LT

E



Templates

Templates
. Catalog Discount RFQ)
2. Construction Specifications
. Construction Specification without AlA Documents
. Elevator Maintenance
. Expression of Interest (for Architectural and Engineering services)
5. HVAC Maintenance
. One-Time Purchase RFQ)
. Open-End RFQ
. Request for Information (RFI}
. Request for Proposal (REP)
. Services RFQ)

2. Software Maintenance and Support Specification

. Standardization (REI)




There are several specification templates that have been prepared to assist the agency in
streamlining the procurement process. An agency can modify it to fit their specific needs.

© N h WD =

O

10.

12.
3.

Catalog Discount RFQ
Construction Specifications

Construction Specifications without AIA Documents

Elevator Maintenance

Expression of Interest (EOI) for Architectural / Engineering services

HVAC Maintenance
One-Time Purchase RFQ
Open-End RFQ

Request for Information (RFI)
Request for Proposal (RFP)
Services RFQ

Software Maintenance and Support Specifications

Standardization (RFI)

REQUEST FOR QUOTATI
[RFQ Number] Elevator Main

SPECTFICATIONS

1. PURPOSE AND SCOPE: The West Virginia Purchasing Division is soliciting bids on
‘behalf of [insert agency name] to establish an open-end contract for Elevator Maintenance.
In accordance with W. Va. Code § 5-22-1(a)(5), total payments under this contract will not
exceed $500,000. This includes all payments under the initial contract term, any renewal
terms, all delivery orders, and any change orders

2. DEFINITIONS: The terms listed below shall have the meanings assigned to them below

Additional definitions can be found in section 2 of the General Terms and Conditions.

21 “Elevator Mai » means i i and  Comective
Maintenance services provided by Vendor under this Contract.

22 “Preventive Mai ctivitics that have been specifically identificd
on Exhibit A < is intended to include regularly scheduled
activities that arc known and anticipated in advance rather than one-time repairs.

23 “Corrective Maintenance” includes all work not identified as Preventive
Maintenance on Exhibit A Corrective Maintenance 1s intended to cover work
performed on an as-needed basis to identify and correct a malfunction or failure in an
Elevator system, and testing to ensure that equipment 1s in proper working order after
the repair.

2.4 “Pricing Pages” means the schedule of prices, estimated quantity, and totals attached
heseto as Exhibit C.

2.5 “RFQ” means the official RFQ published by the Purchasing Division and identified
as [insert RFQ no .

3. PERFORMANCE REQUIREMENTS: Vendor shall provide Agency with

Elevator Maintenance on an open-end and continuing basis as outlined in this
Contract.

3.1 Elevator Maintenance (Preventive and Corrective)

3.1.1 Vendor shall provide Elevator Maintenance in accordance with
s dati and i as well as
industry best practices. at all facilities listed on Exhibit B attached

hereto and incorporated herein by reference.




Terms and Conditions

Terms and Conditions

. Agreement Addendum (WV-96)

. Business Associate Addendum (BAA)
. Federal Funds Contract Clause Addendum Form
. Order of Precedent and Additional Terms Agreement

5. Purchasing Master Terms and Conditions (Central) (Instructions)

. West Virginia Office of Technology 5aa5 Addendum (Cloud Addendum)

. Third Party Software Addendum



Agreement Addendum (WV-96)

WV-96
112019

STATE OF WEST VIRGINIA
ADDENDUM TO VENDOR'S STANDARD CONTRACTUAL FORMS

State Agt,m:y Board, or Con n (the “State™):

se Number (“Cantract”):
ice:

Vendor are entering into the Contract identified above. The Vendor desires ta i tcremted
into the Contract. Vendor's formis), however, include(s) onc or morc contractual terms and conditions that the State cannot or will not
accept. In consideration for the State's incorporating Vendor's form(s) into the Contract, the Vendor enters into this Addendum which
specifically eliminates or ahers the legal cnforceability of certain terms and conditions contained in Vendor' sform(s) Therefore, on

nditions in this Addendum are

Vendor ther
endor orany Ot o dors form(s) whether or not

JICT BETWEEN VENDOR'S

proper invaice, detailing the
regoing. payments for software

15, INSURANCE ~
16, RIGHT TO: REPOSSESSION NOTICE - fay

tisdeleted.  prigied by the WV Legislature
1t ntice is hereby delted.  vailable, the Contract becomes
may notify the Vendor that an

ppropriation or non-funding

17. DELIVERY. il i and knowi
o contny delcry s sk et

18. CONFIDENTIALITY - Any et or
et contrac

(30) days written notice to the
s rendered or goods received
) compensate Vendor, in whole
aminated carly.

unding is hereby deleted.

n board, commission, panel or

my state other than the Sme ol'
ught in the West Virgi

) by s smrumrne.xﬂxsa Jumdmmﬂ

e u:mgmm«z)n ving the Otice

is Addendum can only be amended by
for language being del

zed by the Constitution or laws

Bu: omey's fees. unless ardered by

When using a WV-96 the
POJ/contract should go to the AGs
Office for approval (as to form).

deleted.

1|Page

What is an Agreement Addendum WYV-96?

This acts as an order of precedence when a vendor has their
terms/conditions with contractual terms and conditions the State
cannot or will not accept.

When Do You Use the WV-96?

Anytime a Vendor presents their own terms and conditions or takes
exceptions to the state’s (i.e., they’re the lowest bid meeting
specifications, or entering in a direct award).

How Do | Know If A Vendor Has Their Own T/Cs?
When you see the words terms and conditions, payment terms,
conditions, agreement addendum, and or service agreement.

How Do You Use The WV-96?

If Agency delegated purchase; complete the information at the top of
the form, writing by hand or use the typewriter tool on Adobe Acrobat
or Equal. The Vendor MUST sign it first; then the Agency will sign it.

Do not advertise the WV-96 with the solicitation!



General Terms and Conditions (Agency / Purchasing)

When To Use:

Anytime a solicitation is advertised at the Agency or Purchasing level.

Anytime an Agency is entering into an agreement (i.e., purchase
order, direct award, fixed period, or open-end.)

How To Use:
Before advertising a solicitation, prepare the required fields

Pre-bid Meeting

Vendor Question Deadline:
Bid Submission

Term Contract <—
Quantities
Licenses/Certifications/Permits
Insurance

Liquidated Damages

Reports

Additional Terms and Conditions (Construction, Architect and
Engineering contracts only)

If preparing terms/conditions for
a direct award, start here.

INSTRUCTIONS TO VENDORS SUBMITTING BIDS

L REVIEW DOCUMENTS THOROUGHLY: The attached documents contain a selicitation
for bids. Please read these instructions and all documents attached in their entirety. These
instructions provide eritical informatien about requirements that if overlooked could lead to
disqualification of a Vendor's bid. All bids must be submitted in accordance with the provisions
contained in these instmictions and the Solicitation Failnre to do 2o mav resnlt in disanalification

of Vendor’s bid.

2. MANDATORY |
the use of the words
Solicitation will resy

3. PREBID MEET]
A pre-bid meetinj

AMANDATOR

All Vendors submitt
mandatory pre-bid it
individual is permitt
individual that does
vendor to which the
be deemed to have n
behalf.

An aftendance sheet|
verifying attendance
on the aftendance sh

Additionally, the pet
address, phone numl
responsibility to logt
complete the attenda

All Vendors should

starting time but prg
knowing all matters

Revised 8/24/2023

GENERAL TERMS AND CONDITIONS:

1. CONTRACTUAL AGREEMENT: Issuance of an Award Document signed by the
Purchasing Division Director, or his designee, and approved as to form by the Attorney
General's office constitutes acceptance by the State of this Contract made by and between the
State of West Virginia and the Vendor. Vendor's signature on ifs bid, or on the Contract if the
Contract is not the result of a bid solicitation, 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
secking to procure £00ds or services under this Contract

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

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

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

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

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

“Solicitation” means the official notice of an opportunity to supply the State with g0ods of
vices 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.

Revised 8/24/2023



General Terms and Conditions (Agency / Purchasing)

REMEMBER: When submitting a centralized request to
the Purchasing Division, the agency must include the most
current version of the Purchasing Master Terms and
Conditions with the request.

Do not forget to attach the Purchasing Master Terms and
Conditions to the requisition. Leave it in edit mode so the
Agency’s Buyer can add their information.

Not sure on how to prepare the terms and conditions;
there is a guide available.

Lastly, do not hesitate to reach out to your Buyer if you
have questions on preparing the terms/conditions.

INSTRUCTIONAL GUIDE FOR COMPLETING

CENTRAL TERMS AND CONDITIONS

1. REVIEW DOCUMENTS THOROUGHLY: The attached decuments contain a solicitation
for bids. Please read these instructions and all documents attached in their entirety. These
instructions provide critical information about requirements that if overlooked could lead to
disqualification of a Vendor ®hid At hids munet ha enhmittad in A with the i
contained in these instructior
disqualification of Vendor’s

INSTRUCTIONAL GUIDE FOR COMPLETING
CENTRAL TERMS AND CONDITIONS
2. MANDATORY TERMS! i ¥ S——

s cords “must = etermined in accordance with the 4
the use othe \mr?: m“!t:. Contract below: This Is usually one year but may be a different amount if
the Solicitation will result in pre-approved by the Purchasing Division.

[ ] Term Contract
3. PREBID MEETING: Th

Inif tract Term: The Initial Contra eriodof "
[ ] A pre-bid meeting will ng . The Initial Cf This is typically  effective on the effective start
- irac] one to three e of West Virginia contract
The agency must determine the [, | years uniess Attorney General and
: ] type of contract it expects to another amount ;
[1A MANDATORY PRE] award and check the appropriate [“1!| has been

box within this section. e ] pre-approved by |shown on the first f{ge of this

the Purchasing
If an agency buyer is not sure which Division,
one fits his or her need, he or she is This field is "
encouraged o call the Purchasing | | The agency WIS oty used i [0
The agency must seleg Division buyer for clarification. ol determines this  |C AtOT the effective
two options. m of amount. The enewal dates are not £d to
the Agency and then submitted to the Purcl standard is three. | (30) d contained on |iration
R date of the initial contract term or appropri ntract| the first page.
The Purchasing Divisiol y w 5 .
accordance with the terms and conditions of the I contract. Unled pis snould e 4
All| with the agency to dete below, renewal of this Contract is limited to su{ completed by [ar
mar at a later date. periods or multiple renewal periods of less than one year, provided that | the agency. [l
DelTimrrromreroprereerre periods do not exceed the total number of months available in all renewal years combine
to fepresent two or more ve  Automatic renewal of this Contract is prohibited. Renewals must be approved by the Vendor,
attendance will be attributed,  AZenCy. Purchasing Division and Attorney Generals office (Attorney General approval is asto

meeting unless another indiv form only)

i [] Alternate Renewal Term — This contract may be renewed for

An attendance sheet provide( successive vear periods or shorter periods provided that they do not
verifying attendance. Any pg the total number of months contained in all available renewals. Automat;
on the attendance sheet his of - = by the Vendor, Agedf This is used
eneral approval is as| if a renewal

Di{ A fixed price contract can be used for

. service contracts, such as construction. term other
dtres phose momber 1] DL ctpermis 4 { g dndtdone
P 3 order ma| 1he number of days for completion is decided [\ crrect Any gelive

to three years
effective for one ye4  has been

tended beyond one 3| pre-approved

responsibility fo locate the af  wigp +] by he agency and must be included il the
complete the attendance sheg the deliy| 298"°Y chooses the Fixed Period Contract type.

Contract has expired.
Purchasing

All Vendors should arrive pt Division.

starting time but prior to tha [] Fixed Period Contract: This Contract betta, }s effective upon Vendot's 1
khowing all matters discussd 10 Proceed and must be completed within days




Addendums (Federal, BAA,
Saas, 3rd Party)

Federal Funds Contract Clause Addendum

Per 2 CFR § § 200.317-200.327 this clause is intended to modify
solicitations to make a contract compliant with requirements to
expenditure of certain federal funds.

HIPAA Business Associate Addendum (BAA)

For use when a vendor or their staff may be exposed to records
containing to personal health information (PHI) maintained and
managed by the State.

Software as a Service Addendum
To be used when the State’s data will be sitting on the
vendor’s servers in the cloud.

Third Party Terms Indemnification Agreement
For use when the vendor is reseller of a software company
/manufacturer /developer. This means the Third Party has to
agree to the State’s terms or the vendor is responsible for them

Purpose: Thisa
with the requireg
fonds. This ol
procurement, sta

Instructions: V
requirements tha
CONTRACT P
AWARDS (2 Cl

Should the awat
reserves the righ
procurement req

Changes to Sp
solicitations, ong

State Level
identified i
contract for|

County Ley
identified ifl
establisha g

Award: Ifthet
solicitations will
being identified
award to multipl
funds procureme

State Governm|
to the above id
applicable fundi

County/Local €
contract for prog
federal agency |
County/Local gg
the procurement
Purchasing Divi
the contract terg
NON-FEDERAI
been added.

FEDERAL FUNDS ADDENDUM

2CFR §§200317-200327

WV STATE GOVERNMENT

HIPAA BUSINESS ASSOCIATE ADDENDUM

This Health Insurance Portability and Accountability Act of 1996 (hereafter, HIPAA)
Business Associate Addendum ('Addendum’) is made a part of the Agreement ("Agreement”)
by and between the State of West Virginia ("Agency"), and Business Associate (*Associate”),
and is effective as of the date of execution of the Addendum.

The As§
underlying Agl
information pr{
("HIPAA”), as @
111-5) (the "HI|
45 CFR parts {
Covered Entity
are entering If
HIPAA-covered

Wherea§
disclose to it§
identifiable heal

Whereal
hereunder be

Version 11-1-13
Software as a Service Addendum

1. Definitions:

Acceptable alternative data center location means a country that is identified as providing
equivalent or stronger data protection than the United States, in terms of both regulation
and enforcement. DLA Piper’s Privacy Heatmap shall be utilized for this analysis and may
be found at https:/www. d -
map&c=Us&c2=IN.

Authorized Persons means the service provider's employees, contractors, subcontractors
or other agents who have responsibility in protecting or have access to the public
jurisdiction’s personal data and non-public data to enable the service provider to perform
the services required

entiality, |
gulations, an{
consistent withi

NOW T
herein, in the Af

1. Definitions,
meaning a§
Rules at 45

a. 4
I
b. 4
il
§
c. E
it
¢
d E
1
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¢

Data Breach means the access and acquisition of unencrypted and
unredacted personal data that compromises the security or confidentiality of a public
jurisdiction’s personal information and that causes the service provider or public
jurisdiction = mmem= - B PSS e . SO oo
theft or othe

Indivigually

information]  Pursuant t this Third Party Terms Indempificaso

croated off Wt Vigmia (S gre ta e conirct resitng
ocument Number) for software, shall be modifi

zf:é:gg:i'; obligtion on the part of {Vendor) fi third party tems and conditions.

Third Parry Terme Indemuification Aereement

OF fULLFE DA Third Party Terms and Condicions Indemnification: The Partcs agree hat all hird par terms
rms of the WV-96 Agreement Addendum for Software and
services, both signed by (Veador) (the “WV-96 Addendum™). The intent of the parties is that the
WV-96 Addendum will prevail in the event of any conflicts. (Vendor) shall indemnify the State
for claims brought by a vendor asserting third parry terms and conditions prevail over the WV-56

the iNdividl  and conditions are modified by
information,

Non-Public

to the publf  Addend
public juris¢
aoministrall State Agency: (Agency Name)
Personal D
the person| By By
personally i e
Social Secl - Name:
including a  Tine: Title
(PHI)
Protected
transmitted,
maintained  West Virginia Purchasing Division Attorney General Approved As To Form
Family Edd
records des B By:
coveredent Title:
Date: Date

. (Vendor Name) and the State of
n the solicitation identified as: (Awasd
follows to include s indemnification



Order of Precedent and Additional Terms Agreement

Intended to provide an alternative to the standard Agency
Delegated terms and conditions on small dollar agency
procurements. It is preferred that the Agency still get the
Agency Delegated Terms/Conditions signed where
possible.

The idea use for this form is on no bid procurements
where a purchase is issued, on verbal bid procurements,
direct award procurements and emergency purchases.

Do Not Use on the following:
* RFQs for $20,000 to $100,000.00.
* Construction Contracts
* EOI Contracts

See instructions on how to use or reach out to your
Buyer at WYV Purchasing for guidance.

STATE OF WEST VIRGINIA
ORDER OF PRECEDENT AND ADDITIONAL TERMS AGREEMENT

THIS ORDER OF PRECEDENT AND ADDITIONAL TERMS AGREEMENT, by and
between [ ] (“Vendor™) and the
] (“State™) is intended to provide an order of priority
for the various documents that comprise the contract resulting from the
] solicitation identified as
1. (the “Contract™) and to add

certain required contract terms to the Contract.
The B USE INSTRUCTIONS:

1. STATE OF WEST VIRGINIA
~ - A

Purpose: This form is intended to provide an alternative to the standard Agency Delegated
Terms and Conditions on small dollar agency procurements in some circumstances. Itis
preferred that the agency still get the standard Agency Delegated Terms and Conditions
signed where possible.

Acceptable Use: This form can be used on no bid procurements where a purchase order 13

issued, on verbal bid procurements, direct award procurements, and emergency

procurements. Please note that this form is not necessary if the agency is completing a no
25 bid procurement without issuing a written purchase order/contract.

This form is not authorized for use on:

- Request for Quotations under delegated written bids (320,000 to $100,000)
- Construction Contracts
- EOI Contracts

Method of Use: If the use restrictions above are met, and the agency has decided to use this
form, the form would be completed by the agency and presented to vendor as part ofa
completed and ready to sign contract document. This wounld occur after the agency has
obtained a quote and vendor terms.

Cautions: This document can expedite contract consummation, but offers the State less
protection and more opportunity for legal dispute than the standard Agency Delegated
Terms and Conditions (ie. insurance is not addressed, nor is licensure, or liquidated
damages). Additionally, the document does not include things like price, quantity/scope,
term, renewal term, etc. because the assumption is that they are contained in the vendor
documents. The agency will need to make sure all necessary contract terms are present in
the vendor documents and are acceptable. Finally, the agency will need to determine if
additional documents like the Business Associate Addendum or Cloud Addendum are

required.
Rav 10



Travel Management

Travel Management

2. Travel Management Forms

a. Travel Expense Account Settlement

b. Travel Authorization




TMO 3 Forrn - Rev. 0672011 Agency Ref. #

Hospitality Service / Travel sTATE oF West ViRoiNiA

REQUEST FOR HOSPITALITY SERVICE

Authorization

SPENDING UNIT NAMEIORG #

CONTACT PERSON

TELEPHONE NUMBER

FUNCTION SPONSCR

Hospitality Services — When an Agency’s spending
unit is hosting a meeting, a conference, or an event
where meeting spaces is rented and or food and r— wtons " "

‘_ 3\ 'STATE OF WEST VIRGINIA WVTMP 1.0
§ Request # FY

ler
Travelers Title
Department
Division Special Revanua

refreshment will be provided, the Agency will need to = —

[ Teleshone Number __
complete the form and have it with the file. e | =

Statement of Purpose

Direct Biled ©  Relmbursed

‘Statement of Justification

Travel Authorization — Any Agency’s staff must B e

complete this form for approving travel related :
requests.

gy Requested By:
3 Traveler Signaturs & Pritad Name.

Approved By:
Evecuive Oficar Sigaatire & Privied Name.

B)  AsRequired: =
Travel Management Offca Signaturs 8 Prnted Nai




LARRY D. McDONNELL - SENIOR BUYER
304-558-2063
LARRY.D.McDONNELL@WYV.GOV

BRANDON L. BARR - BUYER
304-558-2652
BRANDON.L.BARR@WV.GOV

Purchasing.Help@wv.gov
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