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MAC WARNER
T T Office of West Virginia
ADMINISTRATIVE LAW DIVISION Secretary Of State

NOTICE OF RULE MODIFICATION OF A PROPOSED RULE

AGENCY: Office of Technoilogy
RULE TYPE: Legisiative TITLE-SERIES:  163-04
RULE NAME: Plan of Operation

CITE AUTHORITY: W.Va. Code §5A-6-4

The above proposed Legislative rules, following review by the Legislative Rule Making Review
Committee, is hereby modified as a result of review and comment by the Legislative Rule
Making Review Committee. The attached modifications are filed with the Secretary of State.

BY CHOOSING 'YES', | ATTEST THAT THE PREVIOUS STATEMENT IS TRUE AND CORRECT.

Yes
Misty Peal -- By my signature, | certify that | am the person authorized to file
legislative rules, in accordance with West Virginia Code §29A-3-11 and §39A-3-2.
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TITLE 163
LEGISLATIVE RULES
OFFICE OF TECHNOLOGY

SERIES 4
PLAN OF OPERATION

§163-4-1. General.

1.1. Scope -- This legslative rule establishes the plan of operation for the Office of Technology of

the Department of Administration for data processing, telecommunication, and central mailing office
services. These rules supplement West Virgimia Code §5A-6-1 ef seg.. and must be read in conjunction with

this article.

1.2. Authority -- West Virginia Code §5A-6-4.

1.3. Filing Date --

1.4. Effective Date --

1.5. Sunset Date -- This rule shall terminate and have no further force or effect upon August 1, 2030.

§163-4-2. Applicability.

2.1. This legislative rule applies to each spending unit of the executive branch of state government

utilizing the services of the Office of Technology.

§163-4-3. Definitions.

3.1. As used in this rule, all terms shall have the same meaning as provided in West Virginia Code
§5A-6-2. and as follows:

3.1.1. "Cost center” means expenses related to a specific resource.

3.1.2. "Purchasing Division" means the Purchasing Division of the Department of

Adminmistration.

3.1.3. "Resource"” means a service or commodity provided by WVOT.

3.1.4. "Revenue center' means a specific tvpe of resource that generates revenue.

3.1.5. "Secretary” means the Secretary of the Department of Administration.
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3.1.6. "User" means a spending unit of the executive branch of state government utilizing the
services of the Purchasing Division or any other entity utilizing the services of WVOT.

8§163-4-4. Rate Schedules and Invoicing,

4.1. Rate Schedules.

WVOT's rate schedules are developed prior to the beginning of each fiscal vear and reviewed quarterly

for the first three quarters. Each revenue center charges for goods or services to enable that revenue center

to be self-sufficient. Actual costs are accumulated for each revenue center and compared against the

revenues received for the corresponding period. Differences between costs and revenues will be evaluated

to determine if an adjustment of the rate is required and if debits or credits are required to remedy large
variances between billing and operating expenses by an individual revenue center. Comparisons are made

for each revenue center for the current fiscal year or quarter using the cumulative history of all revenues

and expenses and usage that would affect the rate structure. Rate revisions shall be announced to users prior

to implementation.

4.2. Rates for Services.

4.2.1. Fach user shall be invoiced for services rendered. with charges to be fixed in a schedule or
schedules prepared by the Chief Financial Officer and approved by the Chief Information Officer. The

WVOT billing rate is the rate all WVOT users will pav for services.

4.2.2. WVOT charges standard rates for services provided. WVOT calculates standard rates bv

dividing the known and anticipated fiscal year resource costs by the projected usage expressed in terms of

billable units. Billings reflect the most up to date projections of actual costs incurred in the performance of
services rendered. Rates mav be adjusted to compensate for variances between actual costs and projections.

4.3. Rates for Administrative Charges.

Users may be assessed an administrative service expense fee up to 10%. The fee will be based on each
user’s portion of service and usage. The Chief Information Officer will determine the fee percentage.

4.4. Invoicing.

Users will be mvoiced on a monthly basis for WVOT services. Invoices will show each chargeable

service performed for the user during the previous month in addition to any administrative service fee
assessed. Invoices will be provided to each user by the end of cach month. An exception to this schedule 1s

when a user's monthly WVOT charges are less than $5.00. Invoices in this catepory mav be held and sent

onlv once a veat.

8163-4-5. Requisition Review.

5.1. Technology Procurements.

WVOT shall review all technology procurements prior to purchase. WVOT must approve any

procurement requests before an agency submits them to the Purchasing Division. This includes technology

2




163CSR4
procurements such as hardware, software, professional services, and associlated mamtenance.

Documentation should include the justification for the purchase. any alternative solutions considered and
the desired contract length and rencewals. if appropriate. Exceptions to the review process mav be granted

bv the secretary.

5.2. Procedurecs for Review.

WVOT s approval must be attached to the procurement file. When reviewing a purchase, WVOT will
examine the cost of the purchase and its suitability within the overall environments of the user and the state

in relation to integration and communication with existing systems. The cost of the purchase mcludes., but

15 not limited to. all items associated with the procurement effort.




