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SUMMARY OF PROPOSED RULZE

Te establish the plan of operation for

=he Informatien and Communications Divisicn.
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LEGISLATIVE RULES
WEST VIRGINIA DEPARTMENT OF ADMINISTRATION

INFORMATION SERVICES AND COMMUNICATIONS DIVISION

S8ERIES _|

PLAN OF OPERATION

Section - =-1. General.

1.1 Scope--These Legislative Rules estaklish the plan of
operaticn for the Information Services and Communicaticns
Division for data processing, telecommunication, and central
malling office services. These rules supplement West Virginia
Code article seven, chapter five-a, and must be read in
conjuncticon with this article.

1.2 2Authority--West Virginia Code 3a-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 local government or any other entity served by the

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

Section - =3. Rate Schedules and Inveicing.

3.1 Rate Schedules.

ISC's rate structure is developed at the beginning of each
fiscal year and reviewed quarterly for the first three guarters.
Each revenue center charges for goods or services to enable that

1




ravenue center to be self-sufficient. Actual costs are
accumulated for each revenue center and compared against the
revenuses received for the corresponding period. Differences will
be evaluated to determine if an adjustment of. the rate and/or 1if
debits or credits are required to remedy large variances between
billing and operating expenses by individual revenue center.
Comparisocns are made for each revenue center for the current
pericd using cumulative history. Major considerations for rate’
determinations include such things as the teotal 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 required during any fiscal year, these
revisions shall be announced to users prior tc implementation.

3.2 Rates for Services.

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

(b} TUser billings 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 resource usage expressed in terms c¢f billable
units, and will, as nearly as may ke practical reflect the actual
costs incurred in the performance of services rendered toc user
agencies. If actual costs or actual usage vary greatly from the
projections upon 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 variance.

3.3 Rates for Dedicated Charges.

Costs for dedicated 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 beesn performed and the invoice is
received from the vender, the charges shall be determined upen
receipt cf the invoice from the vender providing the goods or
services.

2.4 Invoicing.

Users will be inveiced on a monthly basis for ISC services.
Invoices will show each chargeable service perfcrmed 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 to this schedule
is when an agency's menthly ISC charges are less than $5.00.
Inveoices in this categery will ke held and sent only three times
a year: approximately November 15, March 15, and July 15.

Section - =4, Regquisition Review.

4.1 Ceneral.

ISC shall review and, in most cases, approve all data
preocessing and office automation hardware, software and
consulting requests for State spending units. All spending units
shall submit documentation requesting such gocods and services to
ISC for review prior to issuing a formal purchasing document.
Exceptions may be granted by the Secretary of Administration.

4.2 Procedures.

ISC review shall focus upon the cost justificaticon of the
request, as well as its suitability within the overall
envircnment of the user and the State in relation to integraticn
and communication. ISC shall make recommendations regarding the
appropriate procurement method to be utilized (e.g., statewide
contract, direct purchase, bids attached, competitive bkid, etc.).

4.3  Procurement of Data Processing Equipment.

Any spending unit desiring to prccure data processing
eguipment shall contact ISC for assistance in preparing the
Justificaticn 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 Secticn, for processing.

4.4 Procurement of Office Automation Equipment.

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 egquipment is tc be procured from statewide
contract, ISC and the vendor will work with the spending unit to
determine the appropriate eguipment 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 subkmission to ISC for final processing.
During this approval process, ISC and the vendor will work with
the spending unit to develop an installation support plan,
including an analysis of the envircnmental spec1f1catlons and a
training plan, and, i1f necessary, a ccnversion plan and statement
cf proposed consulting assistance required %o become operaticnal.

4.5 Acquisition of Consulting Services.

(a) Under $250,000.00 - For acgquisition of consulting
services estimated tc cost less than $2850,000.00, the spending
unit must submit a WV-84 Consulting Questlonnalre and a draft
Letter of Sclicitation (LCS) to ISC for approval. 2An LOS is a
letter sent out to the vendor community which addresses the
spending unit's needs and expectatlons of the potential
consultant. After ISC approval is received, the spending unit
will send the LOS to peotential bidders. Upcen receipt of
responses from vendors, the spending unit will evaluate and make
a recocmmendation for award. This recommendation, aleng with
complete documentation and a Wv-47, shall be forwarded to ISC for
approval. TISC will review the reguest and upon approval, forward

to Purchasing.

(b) $250,000.00 and Over - For acquisition of consulting
services estimated to cost $250,000.00 or more, the spending unit
must submit a WV-84 Ceonsulting Questicnnaire and an LOS to ISC
for approval. Upeon ISC approval, the spending unit shall submit
a Wv-35, the LOS and the ISC approval letter to Purchasing for
bidding purpcses. The spending unit shall be responsible for
evaluatlng the bids received, making a recommendaticn and
preparing a Wv-47, as well as for forwarding the reccmmendation
and WvV-47 to ISC. ISC will review the package and upon approval
forward it teo Purchasing for award.

4.6 Acqguisiticn of Scftware Packages and Scftware
Maintenance.

If a spénding unit desires to procure software estimated to
cost in excess of $10,000, it shall complete the Software
Questicnnaire, form Wv-85, and submit it to ISC for appreval.

Once approval is granted, the final procurement document and
copies of any past correspondence must be forwarded tec ISC for
final processing. ISC shall forward all procurement documents to
the Purchasing Division, through the Budget Section, for
preocessing.

4.7 Monetary Limit.

The current ISC review policy requires a formal review, as
outlined previcusly in section 4.6, of all requests which exceed
a total purchase price of $10,000. 00. Procurements under the
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$10,000.00 limit also reguire a letter of justlflcatlon, but the
involvement of ISC is after-the-fact in that coples of the
documents are sent to ISC after the purchase to insure the
solution is wviable. This policy is for the convenience of the
spending units and requires the least amount of time for
commodity and service acquisition. The total purchase price is
intended to include 2ll items associated with the prccurement
effort and circumvention of the dollar limitation by splitting
invoices among different payment dates or procurement documents

may result in revocation of this privilege.




STATE OF WEST VIRGINIA
DEPARTMENT OF ADMINISTRATION

State Capitol
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Gaston Caperton . Chuck Polzn
Governor o _ Secretary
MEMORANDUM
T3 - The Henorable Ken Hechler
FROM: Chuck Polap¥et™
Secrata?
DATE: Septenmber 25, 199C

SUBJECT: IS&C Rules and Regulations

A comment period was held on the proposed rule, ending on
September 15, 18%0. Ne comments were received. Therefcre, the
propeosed rule is filed for vour review.
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