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NOTICE OF A COMMENT PERIOD ON A PROPOSED RULE

AGENCY: Department of Administration:Information Services ‘TT‘I'LENUMBERL

T COMTUn AT onS :
RULE TYPE: Legisiative . CITE AUTHORITY W.V.Code Section BA-7-2

AMENDMENT TO AN EXISTING RULE: YES_ NO A
IF YES, SERIES NUMBER OF RULE BEING AMENDED:
TITLE OF RULE BEING AMENDED:

IF NO, SERIES NUMBER OF NEW RULE BEING Proposzn: __ 01 (1)

TITLE OF RULE BEING PROPQOSED: Plan  of Ofafma.‘f‘, o N
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IN LIEU OF A PUBLIC HEARING, A COMMENT PERIOD HAS BEEN ESTABLISHED DURING WHICH

ANY INTERESTED PERSON MAY SEND COMMENTS CONCERNING THESE PROPOSED RULES. THIS

September 15, 1980 AT 4:30 p.om.

COMMENT PERICD WILL END ON
ONLY WRITTEN COMMENTS WILL BE ACCEPTZD AND ARE TC BE MAJLED TO THE FOLLOWING

ADDRESS.
Information Services & Communications

Capitol Complex Bldg. & Rocom B-112

THE ISSUES TO BE HEARD SHALL BE
Charleston, N.V. 25305 ___ LDMITED TO THIS PROPOSED RULE.

Attn: Director

ATTACH A BRIEF SUMMARY OF YOUR PROPOSAL




STATE OF WEST VIRGINIA .
DEPARTMENT OF ADMINISTRATION voo BUG -7 B

State Capito!l
Charleston, WV 25305

Gaston Caperton .
Govemnor

Secretary”

August 7 , 1990C

|
Honorable Ken Hechler
Secretary of State
Suite 157-K
Capitol Building
Charleston, West Virginia 25305

Re: Legislative Rules For The Plan 0f
Operation Of The Information Services
And Communications Division i
Dear Mr. Hechler:
Approval 1s hereby given for filing of legislative

rules for the Plan Of Operation for the Infecrmaticn Services
and Communications Division, entitled "Plan Of Cperatiocn,"”
as enclesed, in accordance with West Virginia Code, 5A-7-2.

Sincerely,

&t fLAk

Chuck Polan
Secretary

CP:bt

Attachnment
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Rule Tizle: Plap OF Qnsration

TrTe Qf Rule: y_ Lecislacive Procedural

Agercy [nfomation Services & Communicatiomddwses Cap{tal Complex Bldg. &

Room B-10Z Charleston, WY 25305
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1. ZEfZect of Frocoossd Ruls Incre=sse Degrsasa) Cirrent Next Thersafisr
Esmimatsed Total Cost ] $ g [ ) 3
]
Ferscnal Services 1
Curzent =<oensa
Recairzs and Altsrzticns
T
2. =Z@lanaticn Cf abowve sstimstas:  No additional costs are anticipated by
impiementing these rulas..
2. Chjectives of thess zules: Tg astablish the plan of cperaticn for the

Information and Communications Division.




SUMMARY OF PROPOSED RULE

To egtablish the plan of operation for

the Information and Communications Division.




TITLE i

LEGISLATIVE RULES A
WEST VIRGINIA DEPARTMENT OF ADMINISTRATION

INFORMATION SERVICES AND COMMUNICATIONS DIVISION

SERIES _ |

PLAN OF OPERATION

Section -~ =1, General.

1.1 Sccpe--These Lagislative Rules establish the plan of
operatlon for +the Infcormation Services and Communications
Division for data process;ng, telecommunication, and central
mailing coffice services. These rules supplement West Vlrglnla
Cocde article seven, chapter five-a, and must be read in
conjunction with this article.

1.2 Authority--West Virginia Cocde 5A-~7-2.

1.3 Filing Date--

1.4 Effective Date--

Section ~ =2, Applicable Departments.
These Legislative rules shall apply to each spending unit of
state . or 1lccal government or any other entlty served by the

Information Services and Communications Division, hereinafter
nIsC", except where otherwise provided.

Section - =3, Rate Schedules and Inveicing.

3.1 Rate Schedules.

ISC's rate structure is developed at the beginning cf each
fiscal yvear .and reviewed quarterly for the first three guarters.
Bach revenue center charges for goods or services to enable that
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revenue center to ke self-sufficient. Actual costs are
accunulated for each revenue center and ccocmpared against the
revenues received for the corresponding period. Differences will
be evaluated to determine if.an adjustment of the rate and/or if
debits or c¢redits are required to remedy large variances between
pilling and operating expenses by individual revenue center.
Compariscns are made for each revenue center for the current
periocd using cumulative history. Major consideraticns feor rate
determinations include such things as the total cumulative
recovery position for all services and the changes expected in
future cost or usage that would effect the recovery levels. If
rate revisions are regquired during any fiscal year, these
revisions shall be anncunced to users prior to implementation.

3.2 Rates for Services.

(a) Each user shall be invoiced for services rendered, with
charges to be fixed in a schedule or schedules prepared by the
Director. and apprecved by the Governor. A schedule of federal
reimbursable rates and a Federal Cost Allocation Plan cemplying
with the U. 8. Office of Management and Budget Circular Number A-
87 shall ke submitted annually, to assist agencies receiving
federal funds in determining the portion of the ISC bill that is
reimbursable using federal funds. Nevertheless, the ISC billing
rate is the rate all ISC users will pay for services.

(b) User biliings are based upon standard rates for
services provided by ISC. Standard rates are calculated using
the known and anticipated fiscal year rescurce costs divided by
the projected rescurce usage expressad in terms of billable
units, and will, as nearly as may be practical reflect the actual
costs incurred in the performance of services rendered to user
agencies. If actual costs or actual usage vary greatly from the
projections upcon which the rates are based, a cost center will
recover more or less than is necessary for it to be self-
sufficient. Adjustments are made to increase or decrease future
rates to compensate for this wvariance.

3.3 _Rates for Dedicated Charges.

Costs for dedicatasd charges shall be invoiced on the basis
of the actual cash expenditures made by ISC for the benefit of
the user and a service charge. As these charges are freguently
unknown until the service has been performed and the inveoice is
received from the vendor, the charges shall be determined upon
receipt of the invoice from the vendor providing the goeds or
services.

3.4 Invoicing.

Users will be inveoiced on a monthly basis for ISC services.
Invoices will show each chargeable service performed for the
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agency during the previous month and will be mailed on or about
the fifteenth day of each month. An exception te this schedule.
is when an agency's monthly ISC charges are less than $5.00.
Invoices in this category will be held and sent only three times
a year: approximately Novemker 15, March 15, and July 15.

Section -_=4. Reguisiticn Review.
4,1 General. B, _ _

ISC shall review and, in meost cases, approve all data
proce551ng and office automatlon hardware, scfiware and
consulting requests for State spending units. All spendlng units
shall submit deocumentation requestlng such geeds and services to
ISC for review prior to issuing a formal purchasing document.
Exceptions may be granted by the Secretary of Administration.

4.2 Preoccedures.

ISC review shall focus upon the cost justification of the
request, as well as its suitability within the overall
environment of the user and the State in relation to 1ntegratlon
and communication. ISC shall make recommendations regarding the
appropriate procurement method to be utilized (e.g., statewide
contract, direct purchase, kids attached, competltlve bid, etec.).

4.3 Procurement of Data Processing Equipment.

Any spending unit desiring to procure data processing
equipnent shall contact ISC for assistance in preparing the
justification document showing agency need. Once the need is.
approved, ISC will work with the agency in determining the
appropriate equipment type needed and procurement method. The
agency will then be responsible for preparing the final
procurement document, attaching the ISC approval of need, and
submitting it to ISC for final processing.

ISC shall forward all procurement documents to Purchasing,
through the Budget Section, for processing.

4.4 Procurement of 0Office Automaticn Egquipment.

Any spending unit desiring to procure office automation
equipment should first contact ISC for assistance in preparing
the justification document showing agency need. If the need is
approved and if the equipment is to be procurad from statewide
contract, ISC and the vendor will work with the spending unit to
determine the appreopriate egquipment configuraticn. The spending
unit will then be responsible for preparing the final procurement
document, attaching the ISC approval of need and the recommended
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configuration sheet, for submission to ISC for final processing.
During this approval process, ISC and the vendor will work with
the spending unit tc develop an installation support plan,
including an analysis of the environmental specificaticns and a
training plan, and, if necessary, a conversion plan and statement
of propesed consulting assistance required to become cperaticnal.

4.5 BAcqguisition of Consulting Services.

(a) Under $250,000.00 - For acquisiticn of consulting
services estimated to cost less than $250,000.00, the spending
unit nmust submit a WV-84 Consulting Questicnnaire and a draft
Letter of Solicitation (L0S) to ISC for approval. 2an LCS is a
letter sent out to the vendor ceommunity which addresses the
spending unit's needs and expectations of the potential
consultant. After ISC approval is received, the spending unit
will send the LOS to potential bidders. Upcn receipt of
responses from vendors, the spending unit will evaluate and make
a racommendation for award. .This recommendation, along with
complete deccumentation and a Wv-47, shall be forwarded to ISC for
approval. ISC will review the regquest and upon approval, forward
£o Purchasing. ' '

{b) $250,000.00 and Over - For acguisition of consulting
services estimated to cost $250,000.00 or more, the spending unit
mnust submit a WV~84 Consulting Questionnaire and an LOS to ISC
for approval. Upon ISC approval, the spending unit shall submit
a Wv-35, the 1L0S and the ISC approval letter to Purchasing for
bidding purposes. The spending unit shall be respeonsible fer
evaluating the bids received, making a recommendaticn and
preparing a wWv-47, as well as for forwarding the recommendation
and WV-47 tc ISC. IsC will review the package and upon approval
forward it to Purchasing feor award. ,

4.6 Acqguisiticn of Scoftware Packages and Software
Maintenance.

If a spending unit desires to procure scftware estimated to
cost in excess of $10,000, it shall complete the Scoftware
Questicnnaire, form WV-35, and submit it to ISC for approval.
Once approval is granted, the final procurement document and
coples of any past correspondence must be forwarded to ISC for
final preccessing. ISC shall forward all procurement documents to
the Purchasing Division, through the Budget Section, for
processing.

4,7 Monetary Limit.

The current ISC review pclicy requires a fcrmal review, as
outlined previcusly in section 4.8, of all reguests which exceed
a total purchase price of $1C,000.00. Preccurements under the
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$10,000.00 limit also require a letter of justification, but the
involvement of ISC is after-the-fact in that copies of the
documents are sent to ISC after the purchase to insure the
solution is viable, This policy is for the convenience of the
spending units and regquires the least amount of time for
commodity and service acguisition. The total purchase price is
intended to include all items associated with the procurement
effort and circumvention of the dollar limitation by splitting
inveoices among different payment dates cor procurement documents
may result in revocation of this privilege.




