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W. Va. Code § 5A-3-1

This training session is 
brought to you by: 



●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

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

Process/Law Changes to Help You



•How to Find the Forms

•Types of Forms

•Purpose of each form (Code and Rule)

•How to Complete Forms

•Common Pitfalls, Misunderstandings, and Problem Areas

Objectives



www.WVPurchasing.govHow To Find The Forms



TIP: Bookmark the page for 

easy access!
(CTRL + D) for most browsers



● Agency Forms

● Alternative Purchasing 

Methods

● Construction

● Contract Management

● Miscellaneous

● Resources

Types of Forms

● RFP Packet

● Surplus/Inventory 

Management

● Templates

● Terms and Conditions

● Travel Management

● Vendor



Agency Forms



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

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!



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.



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.

Pre-Bid Conference Sign In Sheet



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. 



WV-50A: RFQ Recommendation for Award



Risk Assessment Template (WV-114)

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)

Verbal Bid Summary form requires a minimum of 

three verbal quotes, quotes, and or screenshots 

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

• Unit Price

• Reason for award



Alternative Purchasing Methods



Cooperative Purchasing Request, Justification, and 
Approval (WV-40)

When submitting the WV-40 provide the 

following information:
• Contract number and a copy of the contract.

• Identify 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)
• Make sure all the words can be seen in the text box. If you 

get the little black plus sign, then write “See attached” and 

create a word document with the information. Be sure to 

reference the section of the form.

• For section 3A: Agency attempted to identify other sources 

by - Internet only is not enough information. 

• Do not forget to sign and date the form. 

• If at the Agency level, remember, Direct Award 

Determinations are advertised for 10 working days.



Multiple Award Determination (WV-70)

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

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

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

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

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

● Do not forget to sign the form. 



Miscellaneous



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 $1 

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: I.E., board, commission, office, 

department, agency, and publicly funded 

institutions. 



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.



Resources 
(Forms, Documents, and More)



Guide to wvOASIS Document Submissions:
• Solicitation Requests (i.e., CRQS/CRQM)

• Change Order

• Addendums

• Central Delivery Order (CDO)

• Other Helpful Information

Guides and Checklists

Agency Process Checklists:
• Request For Quotes (RFQ)

• Change Orders (CO)

• Direct Award

• Central Delivery Order (CDO)

• Emergency Purchase

• EOIs (under 250K / over 250K)

• Request For Proposals (RFP)



Guides and Checklists
Change Order Guides and Standard Language:
Instructional Guide

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

• Partial Cancellation

Standard Language - Administrative Changes
• Name Change

• Address Change

• Closeout / Rescinding of Unused Funds

Don’t reinvent the wheel

Roll it down a different street



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



Links, and Tips
Newsletter – The Buyers Network

WV Purchasing Handbook

Welcome Packet
• Resources, tools, and other information for new 

procurement officers completing day-to-day tasks. 

Specification Drafting Tips
• Draft specs for the appropriate procurement method

• Clearly describe desired commodity or service

• 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



Request for Proposal (RFP) Packet



Approvals, Committee, Evaluation, Scoring, and Award 
WV-110 RFP Agency Approval 

Request
Per §5A-3-10b and WV CSR §148-1-7.7, a 

state agency may request, and the director 

of WV 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.



Approvals, Committee, Evaluation, Scoring, and Award 



Approvals, Committee, Evaluation, Scoring, and Award 



Surplus / Inventory Management



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 WV 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 WV Code §5A-3-35, agencies are required to certify their inventory and submit it annually to the 

Purchasing Director by July 15th.

• 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. 



• 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 15th to Purchasing.



Templates



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. 

1. Catalog Discount RFQ

2. Construction Specifications

3. Construction Specifications without AIA Documents

4. Elevator Maintenance

5. Expression of Interest (EOI) for Architectural / Engineering services

6. HVAC Maintenance

7. One-Time Purchase RFQ

8. Open-End RFQ

9. Request for Information (RFI)

10. Request for Proposal (RFP)

11. Services RFQ

12. Software Maintenance and Support Specifications

13. Standardization (RFI)



Terms and Conditions



Agreement Addendum (WV-96)
What is an Agreement Addendum WV-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 I 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!

When using a WV-96 the 

PO/contract should go to the AGs 

Office for approval (as to form).



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. 



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. 



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



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 WV Purchasing for guidance. 



Travel Management



Hospitality Service / Travel 
Authorization

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 
refreshment will be provided, the Agency will need to 
complete the form and have it with the file. 

Travel Authorization – Any Agency’s staff must 
complete this form for approving travel related 
requests. 



LARRY D. McDONNELL - SENIOR BUYER
304-558-2063

LARRY.D.McDONNELL@WV.GOV

BRANDON L. BARR – BUYER
304-558-2652

BRANDON.L.BARR@WV.GOV

Purchasing.Help@wv.gov
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