
Request for Proposal 
 

District Name:   Pendleton County School District 
E-Rate BEN:    126796 
E-Rate Form 470#:    260000277 
RFP Title:     2026 Pendleton County School District WAN 
RFP Issued:     December 5, 2025 
Questions Due:   December 12, 2025, by 3:00 p.m. Eastern Standard Time 
RFP Close Date/Time:  January 14, 2026, by 3:00 p.m. Eastern Time. All bids must be 

submitted by this date to be considered. 
*Attachments B & C must be submitted with your proposal by the bid submission deadline to avoid disqualification. 

 
All RFP Questions and comments must be sent to: 
J.P. Mowery, Director of Finance/Treasurer, via email at jmowery@k12.wv.us, and Reggie Myers at bids-
rmyers@e-ratecentral.com. 
 
All inquiries for information regarding Proposal Submission requirements or Procurement Procedures shall be 
directed to the above email addresses by December 12, 2025, at 3:00 p.m., Eastern Standard Time, as per the 
Official Purchasing Timeclock.  Pendleton County School District shall not be responsible for verbal clarification 
of information provided by parties other than contacts provided in this document. Unauthorized contact may be 
grounds for disqualification. 
 
Sealed proposals shall be clearly marked and delivered to the following addresses no later than the RFP 
Close/Date Time. Emailed proposals will not be considered. 
 
USPS Deliveries to:     Fed Ex, UPS, or Hand Deliveries to: 
Pendleton County School District   Pendleton County School District 
2026 Pendleton County School District WAN  2026 Pendleton County School District WAN  
ATTN: J.P. Mowery     ATTN: J.P. Mowery 
P.O. Box 888      125 North Main Street 
Franklin, WV 26807     Franklin, WV 26807 
 
Pendleton County School District does not discriminate against faith-based organizations or against any 
contractor, bidder, or offeror because of race, religion, color, sex, national origin, age, disability, or any other basis 
prohibited by law relating to discrimination in employment. 
 
By signing this document, the Offeror agrees that he has carefully examined all the requirements of this solicitation 
and that there are no contradictions, ambiguities, errors or infeasible requirements apparent. The undersigned 
further agrees that he will accept an award to carry out the required services under this solicitation. 
 
In compliance with this Request for Proposal and all the conditions imposed herein, including the General Terms 
and Conditions, and Attachments, the undersigned offers and agrees to furnish the products and/or services in 
accordance with the signed Proposal or as mutually agreed upon by subsequent negotiation. 
 
Name and Address of Firm: 
 
       Date:       
 
       By:         
                                       Signature in Ink 
        
 
Telephone:              
                Printed/Typed   
 
Email:         FIN/SSN:       
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Section 1: Procurement Timeline 
 
December 5, 2025  RFP Issue Date 
December 12, 2025 Vendor Questions Deadline due by 3:00 p.m. Eastern Time 
December 16, 2025 Responses to Questions Distributed 
January 14, 2026  RFP Close Date; Proposals due by 3:00 p.m. Eastern Time 
 

Section 2: Introduction 

Pendleton County School District, hereafter referred to as Pendleton County, is requesting proposals for delivery 
of fully managed Wide Area Network services to the school district including the backhaul WAN transport 
connection to the statewide K-12 network where the district receives Internet Access. The new service is 
needed effective July 1, 2026, upon execution of this Agreement by an authorized Pendleton County 
representative and will continue until June 30, 2027 (12 months) (“Initial Agreement Period”), with an option of 
two (2) one (1) year renewals from July 1 to June 30 (each period hereinafter referred to as “Subsequent 
Agreement Period”), subject to modifications as provided in the Agreement Documents. In the event that special 
construction is required, commencement of services shall not occur prior to January 1, 2026, and no service 
commencement date earlier than July 1, 2026, shall be effective unless expressly authorized in writing by 
Pendleton County. 
 
 
The Contractor understands and agrees that continuity of this award is subject to availability of funding by 
Pendleton County and satisfactory performance by the Contractor. 
 
 
Section 3: Service Requests 
 

1. Pendleton County is seeking proposals for a single-provider, turnkey transport circuit solution for all 
locations and backhaul to the K-12 network where the District receives Internet access.  

2. Network Design and Construction Routes 
a. Pendleton County is not advocating or mandating any preconceived network design or 

construction route and leaves this decision up to the vendor to present their best solution. 
b. Respondents should clearly illustrate proposed network design and construction routes. 
c. Pendleton County’s stated decision criteria (outlined in the RFP) will be used to determine if an 

award is made as-a-result of this RFP.  Pendleton County has, in accordance with E-Rate 
guidelines, rated cost of E-Rate eligible services as the highest weighted factor in its decision 
criteria. 

3. Special Construction 
a. For the purposes of the E-Rate program, special construction charges are the upfront, non-

recurring costs of deploying new or upgraded network facilities to E-Rate eligible entities. 
Special construction and service eligibility for reimbursement have changed starting funding 
year 2016.  See the Federal Communications Commission E-Rate modernization order 2 (WC 
Docket No. 13-184) (https://www.fcc.gov/document/fcc-releases-order-modernizing-E-Rate-
21st-century-connectivity) for more information. 

b. Special construction charges eligible for Category One support consist of three components: 
i. construction of network facilities 
ii. design and engineering 
iii. project management 

c. If no new facilities are being installed, then any installation costs are considered standard non-
recurring costs (NRC).  

i. For solutions requiring special construction, this means that the costs associated with 
building the network are considered special construction and the costs associated with 
the equipment required to activate the service are a standard NRC. 
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d. Excess fiber strands for special construction projects (if applicable) 
i. To the extent that the winning service provider installs additional strands of fiber for 

future business ventures, the winning service provider assumes full responsibility to 
ensure those incremental costs are allocated out of the special construction charges to 
the district in accordance with FCC rules and orders.  

ii. If, after the issuance of the FCDL, USAC or the FCC determines that the winning 
service provider did not cost allocate those charges associated with the additional 
strands, Pendleton County will not be responsible for reimbursing the winning vendor 
and the winning vendor will assume all responsibilities deemed ineligible by USAC.  

 
Section 4: Solution Specifications 
 

1. Wide Area Network 
a. Internet access is provided by the West Virginia K-12 Statewide Network. 
b. Pendleton County must have a minimum of the following bandwidths of dedicated, symmetrical 

transport bandwidth between the designated endpoints: 
i. 20 Mbps at the Pendleton County Bus Garage 
ii. 1 Gbps at Pendleton County Middle/High School 
iii. 500 Mbps at all other locations 
iv. 5 Gbps for the Backhaul Connection to West Virginia K-12 Statewide Network Northern 

Point of Presence currently located at 837 Chestnut Ridge Road, Morgantown, WV 
26505 

c. The solution must be scalable to 10 Gbps. Vendors should price lower-speed options without 
including upfront charges for future upgrades. Charges for upgrades will apply only when the 
client requests an increase in speed. 

d. Offers for WAN services must include all locations listed in the Pricing Attachment (Attachment 
A) – partial bids will not be considered. 

e. Each respondent is requested to complete the Pricing Attachment (Attachment A) with this RFP.  
i. Special construction, monthly recurring costs, and any additional non-recurring costs 

are required to be broken out and listed separately. 
ii. Respondents are free to propose alternate pricing terms provided they have also 

included pricing in the requested format. 
iii. No increased pricing will be allowed during the term of the quoted special construction, 

NRC, and MRC rate in each pricing cell of the matrix.  
f. If an increase in bandwidth is requested during the contract period, the contract does not renew; 

the existing agreement may be modified to allow the change.  
g. All contracts should include a provision permitting early termination or transfer of circuits, with 

no penalty per the WV-96, should a location be closed or relocated by Pendleton County. 
Additionally, if Pendleton County opens a new location, the final agreement must include a 
provision permitting that site to be added at the existing MRC rate for the duration of the 
contract, with Pendleton County paying for any one-time charges associated with adding the 
new site to the network. 

h. All solutions should adhere to the Service Level Agreement (SLA) terms in Section 5. 
 
Section 5: Service Level Agreement 
 

1. Proposed services should meet the following specifications: 
a. The provider will make all reasonable efforts to ensure 99.99% network availability of each 

circuit.  
b. .25% frame/packet loss commitment 
c. 3ms network latency commitment 
d. 4ms network jitter commitment 
e. There is no right of provider to limit or throttle the capacity of the circuit at any time for any 

reason 
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f. Vendor stated commitment is to respond to any outage within two (2) hours and a four (4) hour 
restoration of service. 

2. Network operations center: Solution will provide customer support functions including problem tracking, 
resolution and escalation support management on a 24x7x365 basis. Customer has the right and is 
encouraged to call concerning any problems that may arise relative to its connection with vendor 
provided services.  

3. Trouble reporting and response: Upon interruption, degradation or loss of service, Customer may 
contact Vendor by defined method with a response based on trouble level. Upon contact from the 
Customer, the Vendor support team will initiate an immediate response to resolve any Customer issue. 
Customer will receive rapid feedback on trouble resolution, including potential resolution time.  

4. Escalation: In the event that service has not been restored in a timely manner, or the Customer does 
not feel that adequate attention has been allocated, the Customer can escalate the trouble resolution by 
request. A list of escalation contacts will be provided when implementation schedule is completed.  

5. Resolution: The Customer will be notified immediately once the problem is resolved and will be asked 
for verbal closure of the incident.  

6. Trouble reporting, escalation and resolution: A detailed trouble reporting, escalation and resolution plan 
will be provided to the district.  

7. Measurement: Time starts from the time the Customer contacts vendor and identifies the problem. 
Credits for outages of a certain duration or longer will be identified.  

8. Reports: Upon request, an incident report will be made available to the Customer within five (5) working 
days of resolution of the trouble.  

9. Link performance per segment: The service will maintain the proposed link performance throughout the 
term of the contract.  

10. Historical uptime: Provide aggregate uptime statistics for your proposed service in the geographic area 
encompassing Pendleton County. 

 
Section 6: General Terms for All Proposals 
 

1. Awards will be made in the best interest of the LEA. 
2. The LEA may accept or reject in part, or in whole, any bid. 
3. All quotations are governed by the West Virginia Code and Policy 8200. 
4. All services performed or goods delivered under LEA Purchase Orders/Contracts are to be continued for 

the term of the Purchase Order/Contracts, contingent upon funds being appropriated by the Legislature 
or otherwise being made available. In the event funds are not appropriated or otherwise available for 
these services or goods, this Purchase Order/Contract becomes void and of no effect after June 30.  

5. Payment may only be made after the delivery and acceptance of goods or services.  
6. Interest may be paid for late payment in accordance with the West Virginia Code.  
7. Vendor preference will be granted only upon written request at the time of bid in accordance with the 

West Virginia Code and LEA purchasing policy.  
8. The LEA is exempt from Federal and State taxes and will not pay or reimburse such taxes.  
9. The Purchasing Director may cancel any Purchase Order/Contract upon 30 days written notice to the 

seller.  
10. The laws of the State of West Virginia Code and Policy 8200 shall govern all rights and duties under the 

Contract, including without limitation the validity of this Purchase Order/Contract.  
11. Any reference to automatic renewal is hereby deleted. The Contract may be renewed only upon mutual 

written agreement of the parties. 
12. The language in this solicitation has been standardized: "must," "shall," "mandatory," and "required" 

indicate mandatory specifications that Pendleton County expects in the proposed solution. Proposals 
failing to meet these will be disqualified. "Should" and "may" indicate desirable specifications. A 
mandatory requirement may be waived if all respondents fail to meet a mandatory requirement.  

13. Description of Proposal 
a. Respondent will provide a description of their proposal for all services and solutions.  
b. Description will include an overview of the proposal, any deviations from the requested 

architecture, design or requirements, assumptions made, and other detail Pendleton County 
may find useful or necessary (or could differentiate the solution from a competing proposal). 
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14. Timeline 
a. Services are needed effective July 1, 2026. For each response, respondents must include a 

timeline for bringing service online. If service cannot be guaranteed by this date, this should be 
indicated in the proposal. 

b. Proposals requiring little to no special construction should be able to bring all sites online by the 
July 1 start of the funding year.  

c. For solutions requiring special construction, a schedule of bringing the service online must be 
included with an explanation of how this timeline shifts if the date of the E-Rate funding 
commitment shifts. 

d. In the event winning proposer cannot deliver services starting July 1, 2026, this proposer will be 
responsible for the financial difference that the District incurs in the price differential of the 
incumbent proposer, until the new service is fully provisioned and operational, to make the 
County financially whole. 

15. Demarcation 
a. All solutions must terminate service or infrastructure in the demarcation point at address 

specified in the Pricing Attachment (Attachment A). 
b. Solutions bringing service to the property line but not to the demarcation point are not 

acceptable.  
c. Respondent must specify the specific demarcation setup included in base fees, e.g., wall-

mounted CPE and CAT6a handoff, rack-mount patch panel, etc. 
16. Network Diagram 

a. For each response, respondents must include a network diagram displaying the paths to be 
used to serve each endpoint.  

b. Diagrams must show if the circuit is routed through any aggregation hubs, equipment, or third-
party facilities between district site and point of presence. 

17. References 
a. For each response, respondent must provide 3 references from current or recent customers 

(preferably K-12) with projects equivalent to the size of Pendleton County. 
18. E-Rate Program Integrity Assurance (PIA) Review 

a. If their solution is chosen, respondents are required to promptly provide Pendleton County with 
any information being requested as part of PIA review. 

b. Vendors may assist filing entities with preparing funding requests or responding to PIA 
questions and may speak directly with PIA reviewers. 

c. For all responses that include special construction, the respondent agrees to, by submitting its 
proposal, produce all construction labor, construction materials and other cost information 
requested during PIA review. 

d. All responses must agree, in writing, to this section with a yes or no answer. Answering 
no or failure to answer at all is grounds for disqualification. 

19. Required Notice to Proceed and Funding Availability 
a. Pendleton County will follow the purchasing policies of Pendleton County Board and 

requirements and procedures of the FCC’s E-Rate program as administered by the Universal 
Service Administrative Company to be eligible for all available funding. 

b. Proposers must submit the following required attachments with their proposal response. Failure 
to submit the documents below by December 12, 2025, will result in disqualification: 

i. Vendor Packet 
ii. No Debt Affidavit  

c. The implementation of any associated contracts resulting from this competitive bid process will 
be dependent on the district’s issuance of a written Notice to Proceed.  

d. E-Rate funding notification alone will not signify Notice to Proceed. The district will have the 
right to allow the contract to expire without implementation if appropriate funding (including any 
state matching funds for special construction projects) does not come available. 

20. Equipment Restrictions 
a. By submitting a proposal on the requested services herein, the vendor certifies its proposed 

services and/or products are in compliance with Part 47 Section 54.9 of the FCC rules which 
prohibits the sale, provision, maintenance, modification, or other support of equipment or 
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services provided or manufactured by Huawei, ZTE, or any other covered company posing a 
national security threat to the integrity of communications networks or the communications 
supply chain. 

b. Offerors proposing equipment whose prices may increase depending upon new U.S. 
government tariffs imposed on foreign imports are encouraged to (a) identify such products in 
their proposals, and (b) propose an acceptable methodology for limiting price adjustments over 
the life of the contract. 

c. Temporary loan equipment for product demonstrations and/or evaluation purposes will not be 
accepted, and product demonstration meetings will not be granted during the competitive 
bidding process. Proposals of or requests for such will be ignored. 

21. As required by Section 54.500(f) of Part 47 of the Code of Federal Regulation all bids in response to this 
RFP must offer the lowest corresponding price (LCP) which is defined as the lowest price that a service 
provider charges to nonresidential customers who are similarly situated to a particular E-Rate applicant 
(school, library, or consortium) for similar services. See https://www.usac.org/E-Rate/service-
providers/step-2-responding-to-bids/lowest-corresponding-price/ for more information on the 
requirements relating to LCP. 

22. Pendleton County reserves the right to accept or reject any or all offers, to waive any informalities or 
irregularities, and to accept a proposal, which is deemed in its best interest.  

23. Vendor is responsible for the timely filing of the FCC Form 473 for each related E-Rate application Fund 
Year. Reimbursement amounts denied by USAC due to failure of vendor to complete this program 
requirement will be the responsibility of the vendor. Pendleton County will not be held responsible for 
otherwise reimbursable fees due to failure of vendor to successfully complete this form.  

24. Pendleton County has a preference for SPI billing. Vendors must state their willingness to offer SPI 
discounts in their response. Vendor is responsible for submitting reimbursement requests via the FCC 
Form 474 by the invoice deadline.  Pendleton County will not be responsible for repayment of funds not 
claimed by vendor due to untimely filing of the FCC Form 474. 

25. Additional locations may be added during the contract term. Any additional sites added to the 
agreement will be co-terminus with the main agreement. 

 
 
Section 7: Instructions to Bidders 
 

1. Vendor is requested to use the Pricing Attachment (Attachment A) provided by the District. 
2. SPECIFICATIONS: Items offered must be in compliance with the specifications. Any deviation from the 

specifications must be clearly indicated by the bidder. Alternates offered by the bidder as “equal to” the 
specifications must be clearly defined showing equivalency. A bidder offering an alternate should attach 
complete specifications and literature to the bid.  

3. The Purchasing Director may waive minor deviations to specifications. 
4. Complete all sections of the quotation form. 
5. Unit prices shall prevail in case of discrepancy. 
6. All quotations are considered Free On Board (F.O.B.) shipping to destination unless alternate shipping 

terms are clearly identified in the quotation. 
7. The vendor must clearly instruct on the bid document if the vendor wishes to have the payment sent to 

a different “remit to” address other than the address on the face of this document. 
 
Section 8: Locations and Network Configuration 
 
Pendleton County’s current network environment is built on a leased-lit fiber transport circuit WAN infrastructure. 
Individual site circuits range from 20 Mbps at the bus garage to 500 Mbps at Pendleton Middle/High School.  
See attached for individual location details. There is currently a 2 Gbps connection to WVNET in Morgantown 
that the District anticipates increasing to 5 Gbps during this procurement cycle. 

 
These circuits are currently aggregated at the incumbent vendor's hub, where the data traffic from each location 
is centralized. From this hub, a 2 Gbps backhaul circuit transports the aggregated traffic to the WV State 
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Network through the northern point of presence (POP) currently located at 837 Chestnut Ridge Road, 
Morgantown, WV 26505, for Internet access. 
 
Please see the Pricing Attachment (Attachment A) for all locations, along with all requested connections and 
bandwidths. The table below shows the location as well as the minimum bandwidth sought for each. These 
minimums will be used to evaluate the bids provided; however, optional speeds and costs should be provided as 
part of contract options to permit growth during the terms of the contract. 
 

Entity Name Physical Address Minimum Speed 
Pendleton Central Office 125 North Main Street, Franklin, WV 26807 500 Mbps 

Pendleton County Middle/High School 409 Maple Avenue, Franklin, WV  26807 1 Gbps 

Franklin Elementary School 67 South Branch Street, Franklin, WV 26807 500 Mbps 

North Fork Elementary School 189 Price Way, Circleville, WV  26804 500 Mbps 
Brandywine Elementary School 11480 Blue Gray Trail, Brandywine, WV  26802 500 Mbps 

Pendleton Bus Garage 3809 Blue Gray Trail, Franklin, WV  26807 20 Mbps 
Backhaul Connection to WV K-12 

Network Northern Point of Presence 
Currently located at 837 Chestnut Ridge Road, 

Morgantown, WV 26505 5 Gbps 

 
Section 9: Additional Information/Questions 
 

1. All questions or comments concerning this Request for Proposal must be submitted in writing to J.P. 
Mowery at jmowery@k12.wv.us and Reggie Myers at bids-rmyers@e-ratecentral.com.  

2. All questions or comments must be submitted by December 12, 2025, at 3:00 PM EST. 
3. Appointments for site visits will not be scheduled. 

 
Section 10: Proposal Procedures 
 

1. Sealed proposals will be received until Wednesday, January 14, 2026, at 3:00 PM EST. 
2. The proposal Title must be clearly shown on the face of the envelope. 
3. Offerors shall mail or hand deliver proposals.  Emailed files will not be accepted. 

a. Proposals delivered by USPS must be sent to P. O. Box 888, Franklin, WV  26807 
b. Proposals delivered by Fed Ex, UPS, or in person must be sent to: 125 North Main Street, 

Franklin, WV  26807 
4. Proposals must be received by Pendleton County by the date/time noted above. Pendleton County will 

not accept proposals after that date and time. Proposals received after the date and time prescribed will 
not be considered for evaluation and will be returned, unopened, to the Offeror. 

5. It shall be the Offeror’s responsibility to ensure his/her proposal has been received on or before the 
deadline published above. 

6. Pendleton County is not responsible for delays in the Postal service or other methods of delivery. 
7. Award Protest- Proposers may appeal the award decision by submitting a written protest to the 

Purchasing Director within (5) five business days of the date of the award notice and meet all 
requirements for protest in West Virginia Department of Education (WVDE) Policy 8200, 23.1-23.2.2. 
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Section 11: Evaluation Criteria 

 
% Weight Criteria 

30% E-Rate Eligible Costs 

10% E-Rate Ineligible Costs 

25% Implementation and Transition Plan 

20% Prior Experience of Respondent including their Technical Capability & 
Service Reliability 

15% Willingness to Offer SPI Billing 

 

Section 12: Award of Contract 

1. Selection shall be made of one offeror deemed to be most cost-effective, fully qualified, and best suited 
among those submitted proposals on the basis of the factors involved in the Request for Proposal. 

2. Price of E-Rate eligible services shall be the primary consideration. 
3. Negotiations shall be conducted with the offeror so selected. 
4. After negotiations have been conducted with the selected offeror, Pendleton County shall award the 

contract to that offeror. 
5. The award document will be a contract incorporating by reference all the requirements, terms, and 

conditions of the solicitation and the offeror’s proposal as negotiated. Similarly, any materials provided 
by the offeror for the purpose of Pendleton County to evaluate the proposal might be referenced to 
become part of the purchase agreement between Pendleton County and the offeror. 
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Attachment A 

 
Pricing Attachment 

Should be completed by the vendor and submitted with the RFP response. 
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Attachment B 

 
No Debt Affidavit 

Must be completed by vendor and submitted with the RFP response 
      

 
The No Debt Affidavit is administered in accordance with the West Virginia Code, §5A-3-10A.  
 
According to the statute, no contract or renewal of any contract may be awarded under this article to any 
vendor or prospective vendor when the vendor or prospective vendor or a related party to the vendor or 
prospective vendor is a debtor as defined in this section and the debt owed is an amount greater than $1,000 
in the aggregate. 
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Affidavit 
Must be completed by vendor and submitted with the RFP response 

      

 
West Virginia Code §5A-3-10a states:  
 
No contract or renewal of any contract may be awarded under this article to any vendor or prospective vendor 
when the vendor or prospective vendor or a related party to the vendor or prospective vendor is a debtor as 
defined in this section and the debt owed is an amount greater than five thousand dollars in the aggregate.  
 
Definitions:  
 
“Debt” means any assessment, penalty, fine, tax or other amount of money owed to the state because of a 
judgment, fine, permit violation, license assessment, penalty or other assessment presently due and required 
to be paid to the state or any of its political subdivisions, including any interest or additional penalties accrued 
thereon;  
 
“Debtor” means any individual, corporation, partnership, association, limited liability company or any other 
form or business association owing a debt to the state or any of its political subdivisions;  
 
“Related party” means a party, whether an individual, corporation, partnership, association, limited liability 
company or any other form or business association or other entity whatsoever related to any vendor by blood, 
marriage, ownership or contract through which the party has a relationship of ownership or other interest with 
the vendor, so that the party will actually or by effect receive or control a portion of the benefit, profit or other 
consideration from performance of a vendor contract with the party receiving an amount that meets or 
exceeds five percent of the total contract amount.  
 
Exception:  
 
The prohibition does not apply where a vendor has contested any tax administered pursuant to chapter eleven 
of the West Virginia Code, worker’s compensation premium, permit fee or environmental fee or assessment, 
and the matter has not become final, or where the vendor has entered into a payment plan or agreement and 
the vendor is not in default of any of the provisions of such plan or agreement.  
 
Under penalty of law for false swearing (West Virginia Code §61-5-3), it is hereby certified that the bidder and 
all related parties do not owe any debts or, if a debt is owed, that the provisions of the exception clause 
(above) apply. 
 
Vendor Name: ______________________________________________________________________ 
 
Authorized Signature: _____________________________   Date: _____________________________ 
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Attachment C 

Vendor Package 
Please complete and return the forms starting on the next page with your proposed solution. 

     
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 





 

Vendor Registration Memorandum 
 

Before engaging in a business transaction with the PENDLETON County Board of Education school district, vendors 
shall complete and certify the following (check one): 
 
☐ We, _______________________________________ (company name), hereby attest to be a NONEXEMPT 
vendor and are fully registered and authorized to conduct business within the State of West 
Virginia per West Virginia Legislative Rule 148, Title 1, Section 6.1.7 (WVSOS) and West Virginia Code 
§11-12-3 (WV Tax) and have submitted applicable forms to Pendleton County Board of Education school 
district verifying registration with these entities. 
 
Please attach the following forms to this signed Vendor Registration Memorandum: 
____ W-9 (IRS) 
____ Copy of WV Business License OR Remote Seller Registration issued by WV State Tax Dept 
____ Proof of WV Secretary of State Registration (WVSOS) 
 

OR 
☐ We, _______________________________________ (company name), hereby attest to be EXEMPT 
from the State of West Virginia vendor registration requirements per West Virginia Legislative Rule 
148, Title 1, Section 6.1.7 (WVSOS) and West Virginia Code §11-12-3 (WV Tax). Specifically, the 
business activity conducted by the above-named company is considered to be an exempt organization 
indicated under EXEMPTION # _________ found on page 3 of this document. 
 
Please attach the following form to this signed Vendor Registration Memorandum: 
____ W-9 (IRS) 
 
*Please note that a vendor may be exempt from one agency’s requirements but not the other. If the vendor is 
exempt from only a portion of the requirements, applicable registration documentation shall be attached to 
this memorandum submission. 
 
After the date of this signed memorandum, _______________________________________ (company name), 
agrees to notify the Pendleton County Board of Education school district upon the occurrence of any event that 
would cause the above attestation to be false or incorrect. 
 
AFFIRMATION: 
I, __________________________________________ (company representative), hereby declare under penalty 
of perjury and/or false swearing that the information provided in this Vendor Registration Memorandum is 
true and correct to the best of my information and belief. 
 
__________________________________     __________________________________ 
Company Representative Signature    School District Representative Signature 
Date __________________________   Date __________________________ 

 

 

 

 

 

 



 

E xemption 1 – Small Seller (WV Tax Department) 
Beginning January 1, 2019, remote sellers, as defined below, are required to collect West Virginia State and municipal sales and use 
taxes on sales delivered in West Virginia on or after January 1, 2019, unless the small-seller exception applies. This requirement was in 
direct response to the “Wayfair decision” set forth by a case law of the US Supreme Court on June 21, 2018, in South Dakota v. 
Wayfair, Inc., et al. 
 
“Remote seller” means a person selling tangible personal property and/or services for delivery in West Virginia who does not have a 
physical presence in West Virginia and who has not voluntarily agreed to collect West Virginia sales and use taxes. Smaller remote 
sellers that have no physical presence in West Virginia will not be required to collect West Virginia State and municipal sales and use 
taxes when the remote seller has annual sales of products and services into the state of (1) no more than $100,000 and (2) has less than 
200 separate transactions for goods and services delivered in West Virginia. 
 
 
h ttps://tax.wv.gov/Business/SalesAndUseTax/ECommerce/RemoteSellers/Pages/RemoteSellersAndWestVirginiaTax.aspx 
 
E xemption 2 – Business Structure Exemption (WV Secretary of State) 
Based on information provided by the WV SOS, the following business structures are exempt from registration with the agency: Sole 
Proprietorship, General Partnership, Joint Venture, and Association. All other business structures are required to register with the WV 
SOS. This exemption is specific to filing requirements with the WV SOS; thus, registration with the WV State Tax Department is 
r equired for the listed incorporation types. 
 
 
h ttps://sos.wv.gov/FormSearch/Business/Documents/BusStructuresList.pdf 
 
E xemption 3 – Certain Business Activity Exemptions (WV Secretary of State and WV State Tax Department) Persons 
engaged in the following activities are not required to register with the WV SOS and WV Tax Department if they engage solely in 
these activities. (tsd360.pdf) 

• Judicial sales directed by law or court order. 
• Sales for delinquent taxes of real or personal property. 
• Licensed charitable raffles. 
• Horse or dog race meetings by any licensed racing association under W. Va. Code § 19-23-1. 
• Operation of the pari-mutuel system of wagering during a licensed horse or dog race meeting. 
• Sale of commodities during a horse or dog race meeting. 
• Occasional or casual sales of property or services by persons not engaged in a business activity. 
• Any person engaging in a business activity who meets all three following conditions: 

a. Is not required by law to collect or withhold a tax; 
b. Does not claim exemption from payment of the West Virginia Consumers Sales and Service Tax or Use Tax; AND 
c. Had a gross income from business activity of $4,000 dollars or less from operations in all states during the income 

tax year most recently completed. 
 

E xemption 4 – Activities not constituting transacting business (WV Secretary of State) 
In accordance with WVC §31B-10-1003 and WVC §31D-15-1501, there are several exemptions to WV SOS registration requirements 
afforded to foreign limited liability companies and foreign corporations that do not constitute “transacting business” by the definition 
of the term found in WV Code. Those code sections can be found at the following links. West Virginia Code | §31B-10- 1003 
(wvlegislature.gov) West Virginia Code | §31D-15-1501 (wvlegislature.gov) 
 
E xemption 5 – Government Entities and Intangible Sales 
Federal and State entities not required to register with the WV State Tax Dept or the WV Secretary of State OR suppliers of 
intangible sales (i.e. software) that do not have a physical presence in West Virginia. 
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