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Invitation for Bid (IFB) 04312

TRANSLATION (WRITTEN WORD) SERVICES



Solicitation Amendment No. 1

Dated May 7, 2013

The above referenced solicitation is amended as follows:


		Purpose:

		The purpose of this amendment is to provide WebEx information for the Pre-Bid Meeting to occur May 14, 2013.





		

		Amendment need not be submitted with bid.  All other Terms, Conditions, and Specifications remain unchanged.



		

		Topic: Written Translation Pre-Bid 
Date: Tuesday, May 14, 2013 
Time: 8:00 am, Pacific Daylight Time (San Francisco, GMT-07:00) 
Meeting Number: 928 168 245 
Meeting Password: sammons#1 


------------------------------------------------------- 
To join the online meeting (Now from mobile devices!) 
------------------------------------------------------- 
1. Go to https://wadismeetings.webex.com/wadismeetings/j.php?ED=224252797&UID=1573345982&PW=NM2VkYzhmYjk3&RT=MiM0 
2. If requested, enter your name and email address. 
3. If a password is required, enter the meeting password: sammons#1 
4. Click "Join". 

To view in other time zones or languages, please click the link: 
https://wadismeetings.webex.com/wadismeetings/j.php?ED=224252797&UID=1573345982&PW=NM2VkYzhmYjk3&ORT=MiM0 

------------------------------------------------------- 
To join the audio conference only 
------------------------------------------------------- 
To receive a call back, provide your phone number when you join the meeting, or call the number below and enter the access code. 
Call-in toll-free number (US/Canada): 1-877-668-4493 
Call-in toll number (US/Canada): 1-650-479-3208 
Global call-in numbers: https://wadismeetings.webex.com/wadismeetings/globalcallin.php?serviceType=MC&ED=224252797&tollFree=1 
Toll-free dialing restrictions: http://www.webex.com/pdf/tollfree_restrictions.pdf 

Access code:928 168 245 

------------------------------------------------------- 
For assistance 
------------------------------------------------------- 
1. Go to https://wadismeetings.webex.com/wadismeetings/mc 
2. On the left navigation bar, click "Support". 

You can contact me at: 
Sylvia Sammons

(360) 407-8226


sylvia.sammons@des.wa.gov





		Dated this 7th day of May, 2013



		/s/



		        Sylvia Sammons, Contract Specialist
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Invitation for Bid (IFB) 04312

TRANSLATION (WRITTEN WORD) SERVICES



Solicitation Amendment No. 2

Dated May 16, 2013

The above referenced Invitation for Bid (“IFB”) is amended as follows:


		Purpose:

		The purpose of this amendment is to provide clarification and correction regarding a number of items in the IFB and to answer questions.





		

		Amendment needs to submitted with bid.  All other Terms, Conditions, and Specifications remain unchanged.



		

		IFB Body Document Changes:


1. The following provision shall be applied to the IFB as a whole and will supersede any other provisions to the contrary:


Categories one through five (1-5) will only be used by the Department of Social & Health Services (“DSHS”), the Health Care Authority (“HCA”), and the Health Benefit Exchange (“HBE”).

2. IFB Section 1.2 Estimated Usage the first sentence shall be deleted and replaced with the following:

Purchases over years 2011-2012 of the Contract approximated $4,048,482.00. 


3. IFB Section 2.1 The Contract shall be modified to add the following language as the first sentence of the Section:

Bidders may bid on only one category, more than one category, or all categories. 

4. IFB Section 2.6 Contract Term the first sentence shall be deleted and replaced with the following sentence:


The initial term of the Contract will be two (2) years after the effective date of the Contract (see Authorized Offer & Contract Signature Page) with the option to extend for additional term(s) or portions thereof.  

5. IFB Section 4.1 General Provisions shall be modified to include the following language at the beginning of the provisions:

· Bidders may bid on only one category, more than one category, or all categories.

6. IFB Section 4.5.1 Preferences and Penalties shall be modified by deleting the last sentence in the paragraph and replacing it with:

Please see Price Evaluation Methods and Examples in Section 4.5.3 for more details on pricing.

7. IFB Section 5 Definitions shall be modified to add the following text, applicable to all defined terms in the IFB:

The words and definitions provided herein shall be considered standards of performance under the IFB and some contain agency policy.


8. IFB Section 5.16 Fixed Fee shall be deleted and replaced with the following language:


Purchaser will pay a Fixed Fee Charge for requests of 75 words or less with unlimited corrections of original or new text under 75 words total. Per Word charges, Formatting and Project Management Fees shall not apply in such cases. All translations performed for a Minimum Flat Fee must be proofread by a second certified linguist prior to Bid.


9. IFB Section 5 Definitions shall be modified to add the following text for a new definition provision 5.30:


5.30 Shared Translation Library Check-Out Per Word Charge.


The reduced-rate per-word charge that the Contractor will charge the purchaser to access previously translated text which was entered into Contractor’s translation memory software when translated for another purchaser under Category 8 of this IFB.

Special Terms and Conditions

10. Certification/Qualification Section 2.2 shall be deleted in its entirety and replaced by the following language:


All translators providing services under Categories 1-5 of this contract must undergo an translator skills assessment by the DSHS Language Testing and Certification (LTC) program and/or the American Translator’s Association (ATA).  Note: Translators who translate into the following seven languages must be certified by DSHS or ATA:  Cambodian, Chinese, Korean, Laotian, Russian, Spanish, and Vietnamese.  Translators who translate into all other languages can be either certified or qualified. All translators providing services under Categories 6-8 of this contract must obtain a translator certification by an organization or institution offering certification for the respective language, including, but not limited to DSHS certification, ATA or by becoming a Certified Translation Professional.

Category Document Changes:

11. Categories 1-5: 


Categories 1-5 shall be modified to include a reference to the Health Benefits Exchange (“HBE”) as a purchaser utilizing these categories in addition to the Department of Social and Health Services (“DSHS”) and the Health Care Authority (“HCA”). HBE requirements will mirror those of HCA. All references to HCA in Categories 1-5 in the context as purchasers, requestors of work, and requirements shall also include a reference to HBE.

12. Categories 1-4, Section 14 shall be deleted and replaced with the following provision:


Vendor shall utilize the DSHS/Health Care Authority Tracking System for Category projects requested by DSHS or HCA.  In addition to using the DSHS/HCA tracking systems, vendors must be capable of accepting translation projects via various means, such as, but not limited to, emails, fax, mailed hard copies, compact discs, USB flash drives, or downloading from provided website links. 

13. Category 8, Section 3 shall be deleted and replaced with the following provision:


The majority of requests in this category are for Spanish, Russian, Vietnamese, Somali, Chinese, Ukrainian, Korean, Tagalog, and Arabic.  All other languages, which may be requested are considered non-principal languages.

14. Category 8, Section 16 shall be deleted and replaced with the following provision:

Vendor shall maintain translation memory of all text translated under this Category. Shared translation text shall be charged to the purchaser upon first translation, but then shall be provided at a reduced per-word rate, defined in Section 5.30 of the IFB as Shared Translation Library Check-Out Per Word Charge for all other purchasers to use in conjunction with a translation order. The original purchaser of this translation shall retain all rights to it as with any other translation under this IFB.

IFB Appendices

15. IFB Appendices shall be modified by the following:

Category Eight  Price Sheet shall be deleted in its entirety and replaced with the following Price Sheet:
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Bidder Checklist shall be deleted in its entirety and replace by the following Bidder Checklist:
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Question and Answer Document I
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Authorizing Signatures


		For Contractor:


Contact name, Contractor name

Phone


Address


City, state, zip


email.address@company.com

Signature ___________________________________


Date _______________




		For State of Washington:


Sylvia Sammons, DES Master Contracts and Consulting (MCC)

(360) 407-8226


sylvia.sammons@des.wa.gov

Signature ___________________________________


Date _______________



		

		MCC Authorizing Manager:


Signature ___________________________________


Date _______________
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			Category 8 - Education Related Documents


ssammon: ssammon:
This category will be used by educational institutions in Washington, including but not limited to, the Office of the Superintendent of Public Instruction and school districts. Schools must translate certain documents when a significant percentage of the population in a school district requires them in an alternate language from English. Translation of education related materials will include school newsletters, handbooks, brochures, short notices and incident reports. Also included may be program information and applications, discipline notices, consent forms, compliant forms, notices of rights, and letters or notices.


			Vendor 1


			A. Regular Turn-Around Translations Word Rate


						Price Bid			Fixed/Rush Weight			F/R Weight Calc			Cat Weight			Cat Weight Calc


			 Spanish-Only Per Word Charge:						0.3333			0.00


			Non-Spanish Principal Languages Per Word Charge						0.3333			0.00


			 Non-Principal Languages Per Word Charge:						0.3333			0.00


			SubTotal						Eval Calc Subtotal			0.00			0.5			0.00





			C.           Emergency Turn-Around Translations (All Languages) Hourly Rate


						Price Bid			Fixed/Rush Weight			F/R Weight Calc			Cat Weight			Cat Weight Calc


			24 hours or less:						0.25			0.00


			12 hours or less:						0.25			0.00


			6 hours or less:						0.25			0.00


			2 hours or less:						0.25			0.00


			SubTotal						Eval Calc Subtotal			0.00			0.2			0.00





			D. Re-Keying any size document:


						Bid Price			Fixed/Rush Weight			F/R Weight Calc			Category Weight			Cat Weight Calc


			Per word charge:						0.9			0.00


			Rush Per word charge:						0.1			0.00


			SubTotal						Eval Calc Subtotal			0.00			0.1			0.00





			E. Desktop Publishing


						Bid Price			Fixed/Rush Weight			F/R Weight Calc			Cat Weight			Cat Weight Calc


			Per Hour charge:						0.9			0.00


			Rush Per Hour charge:						0.1			0.00


			SubTotal						Eval Calc Subtotal			0.00			0.1			0.00





			F. Proofreading any size of the document:


						Bid Price			Fixed/Rush Weight			F/R Weight Calc			Cat Weight			Cat Weight Calc


			Per word charge:						0.9			0.00


			Rush Per word charge:						0.1			0.00


			SubTotal						Eval Calc Subtotal			0.00			0.025			0.00





			G. Shared Translation Library Check-Out Fee:


						Bid Price									Cat Weight			Cat Weight Calc


			Per Word Charge												0.075			0.00





			 Evaluation Calc Total												1			0.00











Sheet3










_1443609583.doc

BIDDER CHECKLIST


			This checklist identifies the documents to be submitted with each Response.  Any Response received without any one or more of these documents may be rejected as being non-responsive.









			Authorized Offer and Contract Signature Page (1 electronic upon bid, 1 original if awarded)


			





			Price Sheet – (1 for each Category Being Bid – Must be in Excel – Not in PDF)


			





			Bidder Profile 


			





			Attached to Bidder Profile, 1 Copy of your Emergency Recovery Plan


			





			Management Questions (1 Set of first 10 Questions, 1 Set of Each Category Specific Questions for each Category Being Bid)


			





			Reference Questionnaire (4 References)


			





			Amendments (if applicable)
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Invitation for Bid (IFB) 04312

TRANSLATION (WRITTEN WORD) SERVICES



Solicitation Amendment No. 3

Dated June 4, 2013

The above referenced Invitation for Bid (“IFB”) is amended as follows:


		Purpose:

		The purpose of this amendment is to extend the Bid Due Date and to answer questions.





		

		Amendment needs to submitted with bid.  All other Terms, Conditions, and Specifications remain unchanged.



		

		IFB Changes:

1. The Bid Due Date set forth on the cover page of the IFB shall be deleted and replaced with the following:


Bids Are Due …………..June 21, 2013 at 4:00 PM

IFB Appendices

2. IFB Appendices shall be modified by the following:

Question and Answer Document II
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Category Eight  Price Sheet shall be deleted in its entirety and replaced with the following Price Sheet:



[image: image2.emf]Revised Category 8  Price Sheet Amend 3.xls










Authorizing Signatures


		For Contractor:


Contact name, Contractor name

Phone


Address


City, state, zip


email.address@company.com

Signature ___________________________________


Date _______________




		For State of Washington:


Sylvia Sammons, DES Master Contracts and Consulting (MCC)

(360) 407-8226


sylvia.sammons@des.wa.gov

Signature ___________________________________


Date _______________



		

		MCC Authorizing Manager:


Signature ___________________________________


Date _______________
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Cat 8


			Category 8 - Education Related Documents


			Vendor 1


			A. Regular Turn-Around Translations Word Rate


						Price Bid			Fixed/Rush Weight			F/R Weight Calc			Cat Weight			Cat Weight Calc


			Spanish-Only Per Word Charge:						0.3333			0.00


			Non-Spanish Principal Languages Per Word Charge						0.3333			0.00


			Non-Principal Languages Per Word Charge:						0.3333			0.00


			SubTotal						Eval Calc Subtotal			0.00			0.5			0.00


			C.           Emergency Turn-Around Translations (All Languages) Per Word Rate


						Price Bid			Fixed/Rush Weight			F/R Weight Calc			Cat Weight			Cat Weight Calc


			24 hours or less:						0.25			0.00


			12 hours or less:						0.25			0.00


			6 hours or less:						0.25			0.00


			2 hours or less:						0.25			0.00


			SubTotal						Eval Calc Subtotal			0.00			0.2			0.00


			D. Re-Keying any size document:


						Bid Price			Fixed/Rush Weight			F/R Weight Calc			Category Weight			Cat Weight Calc


			Per word charge:						0.9			0.00


			Rush Per word charge:						0.1			0.00


			SubTotal						Eval Calc Subtotal			0.00			0.1			0.00


			E. Desktop Publishing


						Bid Price			Fixed/Rush Weight			F/R Weight Calc			Cat Weight			Cat Weight Calc


			Per Hour charge:						0.9			0.00


			Rush Per Hour charge:						0.1			0.00


			SubTotal						Eval Calc Subtotal			0.00			0.1			0.00


			F. Proofreading any size of the document:


						Bid Price			Fixed/Rush Weight			F/R Weight Calc			Cat Weight			Cat Weight Calc


			Per word charge:						0.9			0.00


			Rush Per word charge:						0.1			0.00


			SubTotal						Eval Calc Subtotal			0.00			0.025			0.00


			G. Shared Translation Library Check-Out Fee:


						Bid Price									Cat Weight			Cat Weight Calc


			Per Word Charge												0.075			0.00


			Evaluation Calc Total												1			0.00





ssammon:
This category will be used by educational institutions in Washington, including but not limited to, the Office of the Superintendent of Public Instruction and school districts. Schools must translate certain documents when a significant percentage of the population in a school district requires them in an alternate language from English. Translation of education related materials will include school newsletters, handbooks, brochures, short notices and incident reports. Also included may be program information and applications, discipline notices, consent forms, compliant forms, notices of rights, and letters or notices.
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Invitation for Bid (IFB) 04312


TRANSLATION (WRITTEN WORD) SERVICES





Question and Answer Document II


Issued May 31, 2013



1. Question:  Will references be made public record?


Answer:  Your response to this IFB will be public record. See Section 1.5 of the Competitive Procurement Standards for exemptions to this rule.


2. Question:  On the pricing spreadsheet, would you like the vendor to fill out the “F/R Weight Calc” and “Cat Weight Calc” columns, or is that to be left blank and filled out by DES?



Answer:  Those columns/cells will be automatically calculated once you enter prices. However, if they don’t auto calculate, do not fill in the space. In such a case, DES will calculate once the response is received.


3. Question:  In Category 1, is each individual form considered one request, or could one request include 15 different forms all requested at the same time?



Answer:   Calculation of bid price is based on per document.


4. Question:  Can you provide more information regarding what is meant by the phrase “technically inaccurate” as it applies to submitted translations?



Answer:  Technically inaccurate is a term used to describe an objective error; it is more than a disagreement over preference. It is a circumstance requiring a correction.


5. Question:  In Category 8, roughly how many graphic design requests can be expected?



Answer:  This information is not historically tracked.


6. Question:  When a translated document is submitted to an agency, by whom is the document reviewed, i.e. a linguist or a bilingual staff member?



Answer:  Each individual agency will have its own policy and decisions as to staffing and duties. 


7. Question:  The RFP states that the vendor must submit “the name of the translator who translated the document” and “the name of the reviewer who reviewed the translated document for accuracy” with every completed project.  We consider the identity of our linguists proprietary and confidential, and request that this requirement be removed from the RFP.  We would be happy to submit the name of the project manager who oversaw that specific project.  We could also submit an identification number for each linguist and reviewer, allowing the agency to track who translated/reviewed which document, but still protecting our linguists’ personally identifiable information.  



Answer:  Translator names are not exempt information under RCW 42.56.230 or RCW 42.56.270. The state and the public have legitimate reasons for requiring this information, as many translations that have the potential to affect health, safety and rights. 


8. Question:  Category 1, 2, 4, 5, 6, 7 and 8:  Technical Specifications:



a. On the pricing sheets for the categories listed above, can you please clarify what “Proofreading any size of the document” means?  Per the definitions contained in the IFB, we are to provide an all-inclusive rate, including translation and proof reading by a second linguist, however, the IFB is asking for us to provide a separate cost for “Proofreading”.  We want to make sure we understand why this is itemized separately and when it might be requested as a separate service.  Also, will there be a minimum charge associated with this service?



Answer:  This is the price for a proofreading service only, per word, any size of document. Proofreading is defined in the IFB.


9.  Category 1, 2, 3, 4, 6, 7 and 8:  Technical Specifications:



a. Will a minimum charge be associated with “Re-Keying”?



Answer:  No.



10. Category 3:  Technical Specifications:



a. On the bottom of the pricing sheet, there is a pricing section called “Cat Weight Calc”.  Should this have been “E. Proofreading any size of the document” like the other categories or is this something different?  Can you please clarify this section?



Answer:  No. The Cat Weight Calc is a calculation made by DES. It should auto-populate once you in-put your price. If it does not, please see answer to Question 2 above.



11. Category 6:  Technical Specifications:



a. On the pricing sheet, can you please clarify what “Press-Proof Any Size Document” means?  Is this equivalent to a draft version?



Answer:  Press Proof is defined in the IFB.


12. Category 7: Technical Specifications:



b. On the pricing sheet, can you confirm that the pricing for “A. Regular Turn-Around Translations” and “C. Emergency Turn-Around Translations” should be listed as an hourly rate instead of a per word rate?  It is common for these charges to be per word.



c. Should there be a pricing section B on the pricing sheet?



d. On the pricing sheet, in section C, should we list the total price charged for Emergency requests or only the surcharge added to the Regular Turn-Around price?



e. Will there be a minimum charge associated with this category? 



Answer:  Category 7 has hourly pricing. Section B was omitted. Section C pricing should stand on its own and not include regular turn-around pricing. No minimum charge for Category 7.


13. Category 8:  Technical Specifications:



a. On the pricing sheet, can you confirm that the pricing for “C. Emergency Turn-Around Translations” should be listed as an hourly rate instead of a per word rate? It is common for these charges to be per word.



b. Should there be a pricing section B on the pricing sheet?



c. On the pricing sheet, in section C, should we list the total price charged for Emergency requests or only the surcharge added to the Regular Turn-Around price?



d. Will there be a minimum charge associated with this category for translations (regular and rush)?  



Answer:  Refer to Question 20 below and second amended price sheet. Section B was omitted. Section C pricing should stand on its own and not include regular turn-around pricing. No minimum charge for Category 8.


14. Question:  Normal Timeframes, Delivery: 9 business days . There doesn’t seem to be any kind of allowance for large word counts which could require more time.  This is consistent across all categories. Will the state allow extra manpower costs for large document completion in 9 days? Rush timeframe, 4 days.  Same comment as above. 


Answer:  The state is aware that larger jobs may take more resources to comply with deadlines. Bidders should bid according to the pricing they think is appropriate.


15. Question:  Previously Translated Document Updates.  Please Clarify: Are we only proofreading the revisions themselves, or does this mean that all revised documents must be proofread.  Are you defining “proofreading” the same as elsewhere in that they are referring to a 2nd certified linguist?


Answer:  Per Section 2.11 of the IFB, all translations must be proofread by an independent certified linguist prior to submission.


16. Question:  Last Sentence: Are we able to charge for complete sentences? Or just the new word(s) within that sentence?


Answer:  Vendors may charge for words translated. 


17. Question:  TM Software:  Does this mean that we really shouldn’t be using it, or can we use it to maximize efficiency?


Answer:  Vendors may use TM Software where they deem beneficial. However, all translations must be proofread according the requirements of the IFB.


13.  Question:  On Category 4, what if I bid a fixed minimum charge for 75 words or less that exceeds the rate of the per word charge when calculated for 77 words? 


Answer: The state cannot provide advice on how bidders should price their services, except that Bidders should take into consideration all the requirements and specifications in the IFB when deciding on their prices. If a bidder would like to submit a fixed minimum charge for75 words or less that exceeds the rate of their per word charge when calculated for 77 words, a bidder may do so. In doing so, Bidders will know they are offering a less expensive fee for more words. It is up to Bidders to decide if this is the arrangement they desire and bid accordingly. The customers using these contracts have requested the price sheets as they are set-forth and once the contract has been awarded, parties are bound by the terms and conditions.   


18. Question:  Is Section C of Category 8 Price Sheet supposed to be hourly?  


Answer:  No, it should be per word. Please see Category 8 price sheet as amended by Amendment 3.


19. Question:  CATEGORY 2 – 19 and 20.  Publishing Requests: This process will take significantly more time. Must go through all of the end phase work 2x, essentially which will add to our QC and formatting costs. This note applies to section 20 below.


Answer:  These are the requirements of the contract. 


20. Question:  CATEGORY 8 – 16 Shared Translations: This could lead to inconsistencies.  Any additional information on this area?


Answer:  This should not lead to inconsistencies. Shared translations are blocks of text previously translated and entered into Contractor’s translation memory software when translated for another purchaser. If the text needs to be changed, it is a new translation, and would not fall under the shared translation definition.


21. Question:  Is the bidder required to provide the translation in all of the languages listed in the IFP or may bid for providing translations in one particular language or specific number of languages?


Answer:  The bidder must be able to meet all the requirements of any category being bid.


22. Question:  My company is already registered in the webs, do I need to register again for this specific IFB04312 or do I need to down load the IFP document and submit a bid since I am already registered in the webs?


Answer:  If your company is already registered in WEBS, there is no need to register again. If your company would like to submit a response, your company should do so using the requirements of the IFB.


23. Question:  I did not attend the prebid meeting, May I still bid for the IFB?


Answer:  The prebid meeting was not required. You may still bid.


24. Question:  How many languages May I bid for?


Answer:   You must bid for every language required by any category being bid.


25. Question:  For the pricing sheets, we noticed that the Cat Calc Weight category (Column F) rounds the final calculation. As such, there are times when two similar prices presented in Column B, receive the same score. The concern is having two different bidders with the same Cat Calc Weight score who might not have bid the same pricing. Can you advise?


Answer:  In such a case, vendor scores may be differentiated by increasing the decimal places in the cell formatting.  


26. Question:  Additionally, in Category 3 there is a section "Cat Weight Calc" at the bottom of the sheet. Can you clarify what the per word rates in this category are for? Columns A, B and C above already cover translation rates.


Answer:  Cat Weight Calc is a DES field used to help balance state priorities in the price sheet. Each Bid Price will receive a unique weight to balance the State’s priorities on price factors within each category. The Category Weight will vary between price factors.


27. Question:  What is the estimated percentage of need per language?


Answer:  This data is not available. Primary and secondary languages are set forth in the Category Specifications where information is available.


28. Question:  Is the ATA requirement a must have or a preference? Because many of the languages mentioned aren't even capable of being ATA certified.
 


Answer:  The requirements of the IFB are mandatory. Please refer to Question and Answer I in Amendment 2 for further information.


29. Question:  Is the 1 day turnaround time requirement a must have as well?



Answer:  Where specifications indicate a requirement, bidders must be able to meet such requirements when bidding a category. The one day turn around requirement was discussed with customers and decided upon due to exigent circumstances in which government must act quickly to notify citizens and provide information quickly.


30. Question:  Will there be a central group who will be providing us with requests or will it come from a wide range of departments.


Answer:  Each category will have multiple agencies, each with potential multiple departments.


31.  Question:  Will the pricing for each category have to be a per word "blend" of all languages involved? Are there exceptions to this i.e. where languages can be bid separately for work within a Category?


Answer:  Where price sheets indicate a specific language, the price is only for that specific language. Where price sheets do not indicate a specific language, the price is for all languages. Category specifications indicate primary and secondary languages where that information is available.




____________________________________________



The Amendment 3 is required to be submitted with bid.  All other Terms, Conditions, and Specifications remain unchanged. Signature on Amendment 3 is proof bidder read the questions and answers as set forth above. 
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Invitation for Bid (IFB) 04312

TRANSLATION (WRITTEN WORD) SERVICES

The Washington State Department of Enterprise Services (DES) issues this Invitation for Bid (IFB) under the authority of the Revised Code of Washington (RCW) 39.26.  DES reserves the right to modify dates and times.  Any changes will be sent electronically as Amendments to all users of Washington’s Electronic Business Solution (WEBS) who downloaded this IFB.

Posting Date
…………..April 22, 2013 at 9:00 AM

Recommended Pre-Bid Meeting
…………..May 14,,2013 at 8:00 AM



1500 Jefferson Building, Room 2208 (WebEx may be available)



1500 Jefferson St. SE 




Olympia, WA




Directions/Parking: 



http://www.ga.wa.gov/Visitor/direction-park.htm



RSVP Requested


Question & Answer Period
…………..Q & A Period Ends May 24, 2013 


Complaint Period Ends
…………..Five days prior to when the Bids are due

Bids Are Due
…………..June 7, 2013 at 4:00 PM

Anticipated Award Date
…………..June 21, 2013

Contract Specialist
…………..Sylvia Sammons



360-407-8226



sylvia.sammons@des.wa.gov

Deliver Electronic Bids to………….…………..Bids must be submitted via email directly to: mccmail@des.wa.gov. Email submissions must have IFB Title and number in the subject line and bid materials attached.
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1 SUMMARY OF OPPORTUNITY

1.1 Purpose of the IFB

The Title of this IFB is Translation (Written Word) Services and the IFB Number is 04312. The purpose of this IFB is to establish a contract for the purchase of translation services. The Contract is divided into eight (8) categories. Categories one through five (1-5) will only be used by the Department of Social & Health Services (“DSHS”) and the Health Care Authority (“HCA”). Categories six through eight (6-8) will function for all other authorized purchasers such as the Department of Health, Employment Security, and Department of Transportation who have expressed an interest in this contract. DES reserves the right to add additional and/or new categories to this contract. It is the state’s intent to award to multiple contractors as outlined in Section 4 of this IFB.


1.2 Estimated Usage


Purchases over the initial term of the Contract could approximate $2,664,233.  Estimates are based on past and/or projected usage and are provided solely for assisting Bidders in preparing their Bids.  Orders will be placed only on an as-needed basis.

DES does not represent or guarantee any minimum purchase.

1.3 Announcement and Special INformation

The IFB, its appendices, attachments, amendments and any incorporated documents will comprise the entire IFB which will become the resulting Contract between DES and the awarded Contractor when it is countersigned by DES.

By responding to this IFB, a Bidder acknowledges having read and understood the entire IFB and accepts all information contained within the IFB without modification. 

NOTE:  The Competitive Procurement Standards is found in the Appendices to this IFB which consists of general provisions and terms for Solicitations issued by DES. Should a term within the Competitive Procurement Standards conflict with a term elsewhere in the IFB, the latter will prevail.

1.4 IFB AMENDMENTS

Prior to the Bid due date and time, DES reserves the right to change portions of this IFB.  All changes will be issued in writing by DES as an Amendment and incorporated into the IFB.  If there is any conflict between Amendments, or between an Amendment and the IFB, the document issued last in time will be controlling. Only Bidders who have properly registered and downloaded the original IFB directly via WEBS will receive notification of Amendments and other correspondence pertinent to the procurement.

1.5 bidder communication responsibilities

During the IFB process, all Bidder communications concerning this IFB must be directed to the Contract Specialist. Unauthorized contact regarding this IFB with other state employees involved with the IFB may result in disqualification. All oral and written communications will be considered unofficial and non-binding on DES. Bidders should rely only on written Amendments issued by the Contract Specialist.

Bidders are responsible for communicating inquiries concerning the IFB to the Contract Specialist as soon as possible.


If a Question & Answer period has been established for this IFB, it will be detailed on the cover page of the IFB.  A description of the concern must be submitted in writing to the Contract Specialist during the Question & Answer period.  Inquiries submitted after the Question & Answer period may or may not be considered by DES.

Additionally, if a Bidder does not notify DES of an issue, exception, addition, or omission during the Question & Answer Period, DES may consider the matter waived by the Bidder for protest purposes.

If Bidder inquiries result in changes to the IFB, written amendments will be issued and posted on WEBS.

1.6 Washington’s Electronic Business Solution (WEBS)


Bidders are solely responsible for: 


· Properly registering with Washington’s Electronic Business Solution (WEBS) at https://fortress.wa.gov/ga/webs/  and maintaining an accurate Bidder profile in WEBS. 


· Downloading the IFB packet consisting of the IFB, all Appendices, and incorporated documents related to the IFB for which you are interested in Bidding.


· Downloading all current and subsequent Amendments to the IFB to ensure receipt of all IFB documents.


Notification of Amendments to the IFB will only be provided to those Bidders who have registered with WEBS and have downloaded the IFB from WEBS.  Failure to do so may result in a Bidder having incomplete, inaccurate, or otherwise inadequate information and Bid.  


1.7 no costs or charges

Costs or charges under the proposed Contract incurred before a Contract is fully executed will be the sole responsibility of the Bidder.


1.8  Economic and environmental goals

In support of the state’s economic and environmental goals, although not an Award factor (unless otherwise specified herein), Bidders are encouraged to consider the following in responding to this IFB:


· Support for a diverse supplier pool, including small, Minority and Women-Owned Business Enterprises (MWBE), voluntary numerical WBE goals 20% MBE 15% have been established for this IFB. Achievement of these goals is encouraged whether directly or through Subcontractors. Bidders may contact the Office of Minority and Women’s Business Enterprise to obtain information on certified firms or to become certified.


· Use of environmentally preferable goods and services to include post consumer waste and recycled content.


· Products made or grown in Washington.

· Support Washington State Mini- and Micro-businesses.

1.9 Non-endorsement and publicity

In selecting a Bidder to supply goods and purchased services specified herein to contract Purchasers, neither DES nor the Purchasers are endorsing the Bidder’s goods and purchased services, nor suggesting that they are the best or only solution to their needs.


2 CONTRACT FORMATION

2.1  the contract

A Bid submitted to this IFB is an offer to Contract with DES.

A Bid becomes a Contract only when awarded and accepted in writing by DES (when the Authorized Offer & Contract Signature Page is countersigned by DES).

The documents listed below are, by this reference, incorporated into a Contract resulting from this IFB as though fully set forth herein.  No other statements or representations, written or oral, shall be deemed a part of the Contract. 


a. The IFB

b. The awarded Bidder/Contractor’s Bid


c. All Appendices

d. Any IFB Amendments 

e. Award Letter 

2.2 contract STRUCTURE


The Contract is divided into eight (8) categories. Categories one through five (1-5) will be only for the use of DSHS and HCA. The Bidders working with DSHS and HCA under these categories interact with various divisions of these large agencies. Each category reflects a different function of these agencies’ and may pertain to a certain division within an agency. As a result, the requirements between categories may vary, including billing, formatting and tracking methods. It is important to read each category’s technical specifications and bid accordingly. Category Technical Specifications can be found in the Appendices.

DSHS and HCA Categories are:

· Category 1: DSHS and HCA Forms

· Category 2: DSHS and HCA Publications

· Category 3: DSHS and HCA Supported Language ACES Text

· Category 4: Other General DSHS and HCA Informational Documents

· Category 5: DSHS and HCA Client Specific/Locally Generated Documents

Categories six through eight (6-8) may be used by any state agency and other authorized purchasers as defined in Section 2.4 below. However, the categories may tend to be used by certain agencies according to function. Each category is different and it is important to read all the technical specifications located in the Appendices.

Categories Six through Eight are:

· Category 6: Forms, Pamphlets and Brochures Letters and Notices, Labels and Miscellaneous 

· Category 7: Technical documents (MSDS, Chemical Hazard, Technical Surveys, etc.)

· Category 8: Education-Related Documents

DES reserves the right to add additional and new categories to this contract.

2.3 Pre-qualified pool

A contract award will result in Bidders selected for a pre-qualified pool. Pre-qualified Contractors will be listed on the DES website and purchasers will select from this pre-qualified pool when seeking translation work. 

2.4 purchasers

Categories one through five (1-5) will be used only by (DSHS) and the HCA.

Categories six through eight (6-8) of the Contract may be for used by:  State Agencies, Institutions of Higher Education, Political Subdivisions, and Non-Profit Corporations. 

Categories six through eight (6-8) of the Contract will also be available for use by Oregon Cooperative Purchasing Program (ORCPP).

· ORCPP members:  http://oregon.gov/DAS/EGS/PS/docs/orcpp/orcpp-member-list.pdf

2.5 Contract Operation


Purchasers will find the list of pre-qualified vendors on the DES website and select the vendor most suitable for their purposes. No formal competition is required; Purchasers need not use a work order or post anything on WEBS. If a quote is requested, vendors must provide one free of charge. 

2.6 contract term

The initial term of the Contract will be one (1) year after the effective date of the Contract (see Authorized Offer & Contract Signature Page) with the option to extend for additional term(s) or portions thereof.  Extensions will be exercised at the sole discretion of DES upon written notice to the Contractor.  The total Contract term, including the initial term and all extensions, will not exceed five (5) years unless circumstances require a special extension.  DES reserves the right to extend with all or some of the Contractors.

2.7 TRANSITION


Washington State Contract (10006) for Translation Services, which is scheduled to expire June 30, 2013, may be extended for up to sixty (60) days to ensure a smooth transition to the successor master contract (04312) created by this IFB. Contract (04312) and (10006) will run concurrently until contract (10006) terminates. This period of concurrence between the two contracts may be necessary for several reasons:

· Provides time for transfer of inventory of translation projects


· Allows customers to bring in-process work to completion


· Allows customers to make a smooth transition to new contractor(s)


2.8 Pricing

Bidder must take into account the following rules surrounding the Price Factors on the Price Schedules:

· Complexity of Document

-Formatting 

-Desk Top Publishing 

· Business Related Expenses

-Purchase, operation and maintenance of office equipment (e.g., copiers, computers, hardware, software, toll-free fax, etc.)

-Misc. Expenses (e.g., postage, travel, lodging, meals, and incidentals)

2.9 Word Count

Word counts will be determined using the “readability statistics” function within Microsoft Word.

2.10 Quotes

Project quotes must be free of charge.

2.11 ProofReading.

All translations must be proofread by an independent certified linguist prior to submission.

2.12 Price Adjustments

The Contract prices are the maximum prices the Contractor may charge.

If lower pricing for similar quantities under similar terms becomes effective for the Contractor, Purchasers must be given immediate benefit of such lower pricing.  The Contractor may also offer volume and promotional discounts.

Contractor agrees all the prices, terms, warranties, and benefits provided in this Contract are comparable to or better than the terms presently being offered by the Contractor to any other governmental entity purchasing similar quantities under similar terms.  If, during the term of this Contract, the Contractor enters into Contracts with other governmental entities providing greater benefits or more favorable terms than those provided by this Contract, the Contractor is obligated to provide the same to Purchasers for subsequent purchases, and DES will be notified of changes in Contract pricing.

2.13 Price Increases

The Contractor may propose price increases by thirty (30) days written notice to the Contract Administrator.  Price increases are to be on a pass-through basis only and shall not produce a higher profit margin for the Contractor than that established by original Contract pricing.  Requests must include supporting documentation such as price increases at the Manufacturer's level and/or other documentation of cost increases.

Consideration of price increases shall be at the sole discretion of DES.  If a price increase is approved, in-part or in-full, the resulting new Contract pricing will be implemented through a Contract Amendment and will remain unchanged for at least 180 calendar days thereafter.

NOTE:  Price increases (if any) will only be implemented after expiration of the specified firm and fixed price period.

2.14 Contract Extensions and Price Adjustments

Contractors may not make Contract extensions contingent on price adjustments.

2.15 Miscellaneous Expenses

Since expenses related to day-to-day Contract performance (including but not limited to, travel, lodging, meals, and incidentals) will not be reimbursed to the Contractor, hourly rates proposed by the Bidder must include these costs.

2.16 Contract Management Fee AND REPORTING

The Contracts resulting from this IFB will be subject to an administration fee. The fee shall be equal to 0.74% of the total invoice price, less any taxes, returns, credits, or adjustments, of all sales (“Total Net Sales”) under this Contract.  Contractor shall hold the Management Fee in trust for DES until such fees are remitted to DES.


The Management Fee will be included in Contractor’s pricing, as set forth in the contract (including all amendments), and will not be included as a separate line item on any invoice submitted to a Purchaser.  


DES may, at its sole discretion, increase, decrease, or eliminate the Management Fee upon thirty (30) days written notice to Contractor.  Any decrease to, or elimination of, the Management Fee, shall be reflected in contract pricing commensurate with the adjustment.  DES reserves the right to negotiate contract pricing with the Contractor in the case of an upward adjustment of the Management Fee. 


Contractor will provide DES with a sales report detailing Total Net Sales for the preceding quarter (“Sales Report”), in accordance with the Sales & Subcontractors Report section of the contract using the schedule set forth below.  DES will send an invoice within 30 days after each quarter, based on the Sales Report.  Payment of the Management Fee is due within thirty (30) days of the date of the DES invoice. 


The state reserves the right to audit, or have a designated third party audit, applicable records to ensure that the state has been properly invoiced and all Management Fees have been paid. Failure to accurately report Total Net Sales, to submit a timely Sales Report, or remit timely payment of the Management Fee, may be cause for contract termination, the charging of interest or penalties, or the exercise of other remedies provided by law.  


Management Fee payment must reference the Contract number, the year and quarter for which the Management Fee is being remitted, and the Contractor’s Name as it is known to DES, if not already included on the face of the check.  All payments must be sent to:

		Name:

		State of Washington, Dept. of Enterprise Services


Finance Dept



		     Address:

		1500 Jefferson Street


Mail Stop 41460


Olympia WA  98501



		Additional: 

		Contract  #:  _____________________, 


Quarter/Year: __________


Contractor’s Name as it is known to DES (if not already included on the face of the check).





Schedule:


Contractor will provide Usage Reports and Management Fees quarterly, per the following schedule:


		FOR ACTIVITY IN THESE MONTHS:

		SALES REPORTS DUE

		MANAGEMENT FEES DUE



		January, February and March

		April 30th of same year

		Within 30 days of DES Invoice date



		April, May and June

		July 31st of same year

		Within 30 days of DES Invoice date



		July, August and September

		October 31st of same year

		Within 30 days of DES Invoice date



		October, November and December

		January 31st of following calendar year

		Within 30 days of DES Invoice date





2.17 .Order of Precedence, Conflict and Conformity

In the event of a conflict in such terms, or between the terms and any applicable statute or rule, the inconsistency will be resolved by giving precedence in the following order:


a. Applicable Federal and state of Washington statutes and regulations


b. Mutually agreed written Amendments to the resulting Contract

c. The Contract, including all documents incorporated in the subsection immediately above


Conflict:  To the extent possible, the terms of the Contract shall be read consistently. Where the Competitive Procurement Standards conflict with the IFB the IFB will prevail.

Conformity:  If any provision of the Contract violates any Federal or state of Washington statute or rule of law, it is considered modified to conform to that statute or rule of law.

2.18 Parties

This Contract is entered into by and between the state of Washington, acting by and through DES and the awarded Contractor with the parties more fully described in the Authorized Offer and Contract Signature Page below.

2.19 Changes 

DES reserves the right to modify the resulting Contract (including but not limited to adding or deleting products) by mutual agreement between DES and the Contractor.  Alterations to any of the terms, conditions, or requirements of this Contract shall only be effective upon written issuance of a mutually-agreed Contract Amendment by DES.  However, changes to point of contact information may be updated without the issuance of a mutually-agreed Contract Amendment.


3 TIMELINE

3.1 PROCUREMENT SCHEDULE

		Date

		Time

		Event



		4/22/2013

		2:00 PM

		Issue Solicitation Document (Available for download from https://fortress.wa.gov/ga/webscust/)






		5/14/2013

		8:00 AM

		Recommended Pre-Bid Conference – RSVP Requested to Contract Specialist listed on the front page.





		If Applicable

		Amendment Issued, if applicable (Bidders should begin checking the website for any amendments)






		Five days prior to Bids Due

		Complaint Period Ends






		6/7/2013

		4:00 PM

		Bids Due






		6/10/2013

		Evaluation Begins






		To Be Determined

		Anticipated Announcement of Apparent Successful Bidder(s)






		Three days After Announcement of Apparent Successful Bidder(s)

		Optional Debrief Conference Period Begins






		Five Days After Vendor Debrief

		Protest Period Ends






		6/21/2013

		Anticipated Award Date





3.2 PRE-BID MEETING

A pre-bid meeting to address IFB requirements will be held at the time and location indicated on the cover page.  There may be the option to participate via computer/teleconference. Due to the complexity and variety of requirements in this IFB, Bidders are strongly recommended to attend and participate. The purpose of the pre-bid meeting is to clarify the IFB as needed and raise any issues or concerns, especially those of the Bidder community.  If interpretations, specifications, or other changes to the IFB are required as a result of the meeting, the Contract Specialist will post an Amendment to WEBS.


Assistance for disabled, blind or hearing-impaired persons who wish to attend is available with prior arrangement by contacting the Contract Specialist identified on the cover page.


3.3 BID TRANSMISSION, Due date and time

The Bid, in its entirety, must be received by DES no later than the time indicated in the Schedule set forth in Section 3.1. All Bids must be sent by email to mccmail@des.wa.gov. The “sent/date time” posted by Vendor’s email system will be used as the official time stamp but may not reflect the exact time received. The Contract Specialist will provide a Confirmation of Receipt Email within 72 hours of the Due Date and Time set forth in Section 3.1. This Confirmation of Receipt Email shall not be evidence of timeliness, Responsiveness or Responsibility, but merely that the Bid was received. Should a Bidder not receive a Confirmation of Receipt Email, it is the responsibility of the Bidder to notify the Contract Specialist of the missing Bid within 96 hours of the Due Date and Time set forth in Section 3.1.

Vendors should allow sufficient time to ensure timely receipt of the Bid by the Contract Specialist. Late Bids will not be accepted and will be automatically disqualified from further consideration. 


DES assumes no responsibility for delays caused by Vendors’ email, network problems or any other party. All Bids must strictly adhere to the format as set forth in the Instructions to Bidders & Checklist found in the Appendices. Zipped files cannot be received by DES and must not be used for submission of Bids. All Bids and any accompanying documentation become the property of DES and will not be returned. Bids may not be transmitted using facsimile transmission. 

3.4 Bid opening

After the Bid due date and time, the Bid Clerk will open bid emails and process Bids protecting the confidentiality of the contents. The names of the Bidders will be recorded and made available upon request.  Bid contents will not be available for public view until after the announcement of the Apparent Successful Bidder (RCW 39.26.030).

3.5 Complaint, Debrief, Protest (General Information)


See also: Complaint, Debrief, and Protest Procedure located in the Appendices section below. This document contains important additional and expanded details, such as rules, timing, criteria, form, etc.


3.5.1 Complaint 

This solicitation offers a Complaint period for Bidders wishing to voice objections to this solicitation.  The Complaint period ends five business days before the bid dead line.  The Complaint period is an opportunity for the Bidder to voice objections, raise concerns or suggest changes. Failure by the Bidder to raise a complaint at this stage may waive its right for later consideration. DES will consider all complaints but is not required to adopt complaint, in part of full.  If Bidder complaints result in changes to the IFB, written amendments will be issued and posted on WEBS.


Complaints must be sent to the Contract Specialist located on the face page of this document.


3.5.2 Debrief  

Debrief meetings are an opportunity for the Bidder and the Contract Specialist to meet and discuss the Bidders bid.  A Debrief is a required prerequisite for a Bidder wishing to lodge a Protest.  Following the evaluation of the bids, DES will issue an Announcement of the Apparent Successful Bidder (ASB).  That announcement may be made by any means but DES will likely use email to the Bidder’s email address provided in the Bidder’s bid.  Bidders will have three business days to request a Debrief meeting.  Once a Debrief meeting is requested, DES will offer the requesting Bidder one meeting opportunity and notify the Bidder of the Debrief meeting place, date and time.  Please note, because the Debrief process must occur before making an award, DES will likely schedule the Debrief meeting shortly following the Announcement of the ASB and the Bidder’s request for a Debrief meeting.  DES will not allow the Debrief process to delay the award or be used as a delaying tactic.  Therefore, Bidders should plan for contingencies and alternate representatives and Bidders unwilling or unable to attend the Debrief meeting will lose its opportunity to Protest.     


3.5.3 Protest 

Bidders wishing to protest must do so in conformity with Complaint, Debrief, and Protest Procedure located in the Appendices section below.


4 EVALUATION AND AWARD


4.1 General Provisions

· Contract Award will be based on the evaluation and Award criteria established herein and will be subject to consideration of all factors identified in RCW 39.26, WAC, and other criteria identified in the IFB.


· Bidders whose Bids are determined to be non-responsive will be rejected and will be notified of the reasons for such rejection.


· To aid in the evaluation process, after the Bid due date and time, DES may require individual Bidders to appear at a date, time and place determined by DES for the purpose of conducting discussions to determine whether both parties have a full and complete understanding of the nature of Contractual requirements.  In no manner shall such action be construed as negotiations or an indication of DES’s intention to Award.


· DES reserves the right to: (1) Waive any informality; (2) Reject any or all Bids, or portions thereof;(3) Accept any portion of the items Bid unless the Bidder stipulates all or nothing in their Bid; (4) Cancel an IFB and re-solicit Bids; (5) Negotiate with the lowest Responsive and Responsible Bidder to determine if that Bid can be improved for the Purchaser; (6) Award on an all or none consolidated basis taking into consideration ”lifecycle costs;” and (7) Award in aggregate when in the best interest of the state.

· For evaluation purposes, DES may assemble and preside over an evaluation committee. The evaluation committee, if used, may be responsible for reviewing and scoring. If deemed necessary by DES, committee members may be substituted and/or the evaluation committee may be disbanded and reconstituted. The committee member will evaluate the Bids consistent with their values. The committee member will primarily focus on the considerations stated in the Solicitation. 

· In addition to presiding over the evaluation committee, DES may review the Bids, provide input, assemble evaluation aids, or perform other functions helpful to the evaluation committee. The committee may engage in a free flow of discussion with other committee members and the Contract Specialist prior to, during and after the evaluation. 


· The evaluation of the Bid may be performed in isolation or together as a group, or a combination of both. Each committee member will give a particular question a Bid score. All of the committee members’ decisions for that Bid will be for a final score. The Evaluation Committee will conduct the non-price evaluation with points assigned based on the effectiveness of the Response.

4.2 Determination of Responsiveness – First Phase

The first phase of evaluation of Bids will be reviewed initially on a pass/fail basis to determine compliance with administrative requirements as specified herein. No points are allotted during this phase to the evaluation. However, failure to comply with administrative requirements may result in rejection of a Bid.

DES reserves the right to determine at its sole discretion whether a Bidder’s response to a minimum IFB requirement is sufficient to pass. However, if all Bidders fail to meet any single IFB requirement, DES may reject all Bids and cancel the IFB or waive the requirement from the IFB’s requirements for responsiveness. 

Responsive Bids will be further evaluated based on the requirements in this IFB. Failure by the Bidder to provide all required Bid Materials may cause a Bid to be rejected as non-responsive. It is important that you submit all Bid Materials in the form requested and complete the Bid Materials as instructed by the Solicitation or Amendment. For example, failure to use the price tables in the Appendices below, or failure to use the Bidder Profile form may cause a Bid to rejected as non-responsive.

4.3 Determination of Responsibility – SEcond Phase

During evaluation, DES reserves the right to make reasonable inquiry to determine the responsibility of any Bidder.  Requests may include, but are not limited to, financial statements, credit ratings, references, record of past performance, clarification of Bidder’s offer, and on-site inspection of Bidder's or Bidder's Subcontractor's facilities.  Failure to respond to said request(s) may result in a Bid being rejected as non-responsive.

4.4 Non-Price Evaluation 

The second phase of evaluation determines a Bidder’s non-price score.  There are a total of eight hundred (800) non-price points available. Management Questions have up to four hundred (400) non-price points available and Reference Questions have up to four hundred (400) non-price points available.

4.4.1 Management Questions - Second Phase Part I

Part one of the second phase is to determine Bidder’s score on non-price factors for answers to management questions.  There are up to 400 non-price points available for Management Questions. DES reserves the right to use management questions to confirm satisfactory customer service, performance, satisfaction with service/product, business continuity practices, knowledge of products/service/industry and timeliness; any unacceptable response may be an adequate reason for rejecting a Bidder as non-responsible and unable to suit the needs of the state.  Bidders deemed non-responsible may be rejected and not considered for further evaluation.

DES is asking for answers to ten (10) General Management Questions and several Category-Specific Management Questions. The Management Questions are provided in the Appendices below. Bidders must answer all of the first ten (10) questions one time. Bidders need only answer first ten questions one time. Additionally, Bidders must answer any category-specific questions applicable to the category or categories being bid. 


Management Questions will be rated by Evaluators on the following scale:

 (Unacceptable), (Poor), (Acceptable), (Good), (Exceptional)

If Bidder fails to provide an answer to a Management Question for any reason, Bidder will receive a (Unacceptable) rating. Bidders must answer all Management Questions in order to be considered Responsive. The number of points assigned to each question will depend on how many questions are required for the category being bid. 

4.4.2 References – Second Phase Part II

Part two of the second phase is to determine Bidder’s score in non-price factors for references provided. There are up to 400 non-price points available for References. DES reserves the right to use references to confirm satisfactory customer service, performance, satisfaction with service/product, business continuity practices, knowledge of products/service/industry and timeliness; any negative or unsatisfactory response may be an adequate reason for rejecting a Bidder as non-responsible and unable to suit the needs of the state.  DES reserves the right to waive the reference check.  Bidders deemed non-responsible may be rejected.

DES is asking for four (4) References, but will only score three (3) of them. Reference sheets are provided in the Appendices below. Bidders must send reference sheets to the reference and have their reference fill-out the sheet. The reference will then return the reference sheet to Bidders for submission of their Bid Materials. Evaluator(s) may call references to verify their answers on the sheet. Bidders found to falsify references shall be disqualified. 


Bidders must list their references in the order they wish to be called. No other vendor-submitted references will be contacted once three (3) references have been scored. However, DES reserves the right to select and evaluate references (“DES Selected Reference”) on its own accord and may use such DES selected references in the determination of the Apparent Successful Bidder(s). Such DES Selected References will be evaluated on a pass/fail basis and no points will be allocated to DES Selected References. DES reserves the right to eliminate from further consideration in the IFB process any Vendor who, in the opinion of the DES, receives an unfavorable report such as an unwillingness to work with the Vendor in the future.

References will be asked to rate questions regarding Bidder on the following scale:

 0 (Unacceptable), 10 (Poor), 20 (Acceptable), 30 (Good), 40 (Exceptional)

A zero score reflects an unacceptable score.  If the contacted Reference fails or refuses to respond for any reason, that reference will not be considered and the evaluator(s) may move on to the next Reference listed by Bidder. In the event more than two (2) References fail or refuse to respond for any reason, Bidder will receive a 0 (Unacceptable) score for each missing reference required to meet the sum total of the required three (3) References.  The same references will be used for all categories being bid.

4.5 Price Evaluation – Third Phase

The third phase of evaluation determines a Bidder’s price score. Each score will be allotted points based on the weight of significance attributed to the price of service.  There are a total of one thousand two hundred (1200) price points available. The weight of each question is indicated on the Price Schedule.

4.5.1 Preferences and Penalties

Preferences and penalties that are required by law, rule, or IFB will be applied to Bid pricing.  Some preferences and penalties may be added by contract language and could be applied to Bid pricing.  A preference reduces the Bidder’s stated price by the amount of the preference and is an advantage to the Bidder.  A penalty increases the Bidder’s stated price by the amount of the penalty and is a disadvantage to the Bidder.  Preferences and penalties are applied to the pricing for evaluation purposes only but are not applied for purchasing purposes. Please see Proposal Pricing in Section 2.6 above for more details on pricing.

4.5.2 Price Schedule

There is one Price Sheet with eight (8) separate worksheets containing the Price Schedules. The Price Sheet is located in Section 6 of the Appendices below.  Bidders must submit a complete Price Schedule for each category being bid in order to avoid being rejected as non-responsive. Bidders need not complete Price Schedules for categories not being bid. 

A Price Schedule will not be considered complete unless each Bid Price receives a numeric value. A Price Schedule with a missing numeric value may be rejected as non-responsive, resulting in disqualification of the Bidder. A Price Schedule with Price(s) indicating a zero (0) bid will be presumed to mean Bidder will perform the service free of charge. DES reserves the right to reject any price factors deemed to be unreasonably low or high. Such rejection may deem Bidder non-responsive, resulting in disqualification of the Bidder.

Bid Prices may receive weighted calculations as a part of the evaluation process. The Bidder offering the lowest score will receive the maximum available points of one thousand two hundred (1200) points; each successive bid will then receive price points proportionate to their relationship with the lowest bidder.  A tie between Bidders will result in both Bidders receiving the same point allotment.

4.5.3 Price Evaluation Methods and Examples:

		*Please note the numbers used in the examples below are not in any way suggestive of desired bid prices.

Fixed/Rush Weight Calculation: 

Some Bid Prices will receive a unique weight and point allotment to balance the State’s priorities on regular timeframes and rush timeframes. For example, regular timeframe Bid Prices will generally receive a weight of .9 and rush timeframe Bid Prices will generally receive a weight of .1; together these weights add to a numerical value of one (1). 

Example: 

Price Bid

Fixed/Rush Weight

F/R Weight Calc

Fixed Minimum Charge: 

$40.00 

0.9

36.00

Rush minimum charge:

$30.00 

0.1

3.00

SubTotal

Eval Calc Subtotal

39.00

Category Weight Calculation: 

Each Bid Price will receive a unique weight to balance the State’s priorities on price factors within each category. The Category Weight will vary between price factors. Below, the example shows a Category Weight of .1. The Category Weight Calculation is 3.90.

Example:


Price Bid

Fixed/Rush Weight

F/R Weight Calc

Category Weight

Cat Weight Calc

Fixed Minimum Charge: 

$40.00 

0.9

36.00

 

 

Rush minimum charge:

$30.00 

0.1

3.00

 

 

SubTotal

Eval Calc Subtotal

39.00

0.1

3.90

Bidder Score Calculation: 

As noted above, each bid item will receive a Category Weight Calculation. All of Bidder’s Category Weight Calculations will be summed to a total. This total will be Bidder’s Score. 

Example:


Price Bid

Fixed/Rush Weight

F/R Weight Calc

Category Weight

Cat Weight Calc

Fixed Minimum Charge: 

$40.00 

0.9

36.00

 

 

Rush minimum charge:

$30.00 

0.1

3.00

 

 

SubTotal

Eval Calc Subtotal

39.00

0.1

3.90

 


Price Bid


Fixed/Rush Weight


F/R Weight Calc


Category Weight


Cat Weight Calc


Per word charge:


$0.22 


0.9


0.20


 


 


Rush Per word charge:


$0.24 


0.1


0.02


 


 


SubTotal


Eval Subtotal


0.22


0.225


0.05


Score

 


 


39.58


 


4.03


Bidder Point Allotment:


Bidder will receive a point allotment based on the lowest score. The Bidder with the lowest score will receive 1200 points; each successive bid score will then receive price points proportionate to their relationship with the lowest scored bidder.  A tie between Bidders will result in both Bidders receiving the same point allotment.


Example:


 


Score

Point Allotment Calculation

Points Allotted


Vendor 1


4.03


Lowest


1200


Vendor 2


8.51


4.03 ÷ 8.51 x 1200 =


568


Vendor 3


11.18


4.03 ÷ 11.18 x 1200 =


433








4.6 AWARD


The Bidder(s), who meet all of the Solicitation requirements and is determined to be the lowest Responsive, Responsible Bidder(s), scoring the highest amount of points total as described in Sections 4.1 and 4.5 will be declared the Successful Bidder(s) by DES. The Contract Specialist, at her sole discretion, and depending on Responses received, may make an award for all categories and/or awards for individual categories as is deemed to be in the best interests of the State. 


4.7 Selection of Apparent Successful Bidders

The Bidders responding to this Solicitation with a Response that is the most advantageous to the State will be declared the Apparent Successful Bidders.

4.8 Intent to Award 

DES will notify all Bidders of its intent to award to the Apparent Successful Bidder (ASB) through an Intent to Award notification prior to the actual Award.  This notification is usually communicated via email.


4.9 Award

An Award, in part or full, is made by DES signature on the signature page (Authorized Offer and Contract Signature Page). DES may include an Award Letter which further defines the Award and is included by reference in the Contract. DES reserves the right to make an Award without further discussion of the Bid submitted. Therefore, the Bid should be submitted on the most favorable terms that a Bidder intends to offer.


DES reserves the right to Award on an All or Nothing consolidated basis.

Following the Award, all Bidders will receive a Notice of Award; usually through a WEBS notification. 

4.10 Bid Information Availability after Award

After the announcement of the ASB information regarding results of the IFB may be obtained by accessing www.ga.wa.gov and/or contacting the Contract Specialist. Bidders not awarded must call within three (3) days of the announcement of the ASB to schedule a Debriefing Conference with the Contract Specialist.  Bidders must participate in a Debriefing Conference in order to file a protest. Further protest procedures can be found in the attached Special Terms and Conditions.

5 Definitions


5.1 All-Inclusive per Word Charge. 

The All Inclusive Per Word Charge includes proofreading by a second certified linguist, all corrections as defined in 5.20 and all formatting as defined in 5.17. As a matter of standard course of business, each translation shall be reviewed by a second certified linguist prior to submission of work to Purchaser. Bidders must use English as the base language for calculating the per word price of each translation. The method used in word counting will be determined by English word count using the “readability statistics” function within Microsoft Word.

5.2 American Translation Association (ATA).  

The ATA is a professional association of translators and interpreters in the U.S. with over 11,000 members in more than 90 countries. ATA's primary goals include fostering and supporting the professional development of translators and interpreters and promoting the translation and interpreting professions.

5.3 Apparent Successful Bidder. 

The Bidder identified by DES, after evaluation of Responses, who is recommended for Award.

5.4 Authorized Purchasers. 

The authorized user of the Contract, as identified in the Solicitation, who may or actually does make purchases of material, supplies, services, and/or equipment under the resulting Contract.

5.5 Bidder. 

A Vendor who submits a Response in reply to a Solicitation.

5.6 Business Day. 

Monday through Friday, 8:00 a.m. to 5:00 p.m., Pacific Time, except for holidays observed by the state of Washington.

5.7 Certificated Languages. 

Certificated languages are languages for which the DSHS and the ATA certify translators.

5.8 Code of Professional Conduct. 

DSHS established performance standards to be met by translators when providing language services to DSHS programs and clients.

5.9 Completed Project. 

A translation project is completed upon acceptance by the purchaser.

5.10 Corrections. 

A repair done to a translation found to be materially inaccurate after errors are detected in formatting or translation.

5.11 Costs. 

Bidder is responsible for all costs associated with performing translation services under this contract.  These associated costs include staff time for processing translation requests, purchase, operation and maintenance of office equipment, purchase, operation and maintenance of computer hardware and software, toll-free fax service, and postage.  Reproduction and duplication of completed translations shall not be the responsibility of the translation Bidder.

5.12 Charges. 

Bidder will use English as the base language for calculating the Per Word Charge of each translation.

5.13 Desktop Publishing. 

Reimbursement for Desktop Publishing will be an hourly rate. Desktop Publishing applies to significant use of tables, charts and graphics, tables of contents, indexes, glossaries, footnotes and the use of Publisher, InDesign, Quark, Photoshop, Illustrator, or any like program. Desktop Publishing charges will also apply where translated meanings must be illustrated or text formatted graphically. Desktop Publishing fees shall be charged in addition to any Per Word Charges.

5.14 Invitation For Bid. 

The form utilized to solicit Bids in the formal Bid procedure and any amendments thereto issued in writing by DES.  Specifications and qualifications are clearly defined.

5.15 Language Testing and Certification Program (LTC). 

This is a DSHS program that provides bilingual testing and certification services.

5.16 Fixed Fee. 

Purchaser will pay a Fixed Fee Charge for requests of 75 words or less with unlimited revisions of original or new text under 75 words total. Per Word charges, Formatting and Project Management Fees shall not apply in such cases. All translations performed for a Minimum Flat Fee must be proofread by a second certified linguist prior to Bid.

5.17 Formatting. 

Formatting involves manipulation of text and layout that does not require translation or Desktop Publishing software. 

5.18 Press Proof. 

This service requires Bidders to review the test print made and provide the last chance for making adjustments before volume printing begins.

5.19 Principal Languages. 

The most frequently requested languages for each category of translation work.

5.20 Proofreading. 

Proofreading means examining text carefully to find and correct typographical errors and mistakes in grammar, style, and spelling. 

5.21 Rekeying. 

A rekeyed document is one in which the translator types the text from an original document into a new document.

5.22 Revision. 

A revision is change(s) or addition(s) to a document that was previously translated.  Bidder must accept all requests for revision of their own work and provide such revision within the applicable timeline as set forth in the IFB specifications.  All revisions must be proofread. Late Submission terms and conditions will apply.

5.23 Rush Fees. 

For translations requiring a Rush timeline, the All Inclusive Per Word Charge shall be increased to the amount bid for the Rush Jobs Price Factor in the Price Schedules. All other terms and conditions of the All Inclusive Per Word Charge shall apply to Rush Jobs.

5.24 Solicitation. 

The process of notifying prospective Bidders that DES desires to receive competitive Bids or Proposals for furnishing specified materials, supplies, services, and/or equipment.  Also includes reference to the actual documents used for that process, including: the Invitation For Bids (IFB) or Request For Proposals (RFP), along with all attachments and exhibits thereto.

5.25 Subcontractor. 

A person or business that is, or will be, providing or performing an essential aspect of the Contract under the direction and responsibility of the Contractor and with the agreement of DES.

5.26 Translation. 

A translation is the act of rendering a written communication from one language to another.

5.27 Translation memory Software. 

Translation Memory Software is a database that stores "segments", which can be sentences, paragraphs or sentence-like units (headings, titles or elements in a list) that have previously been translated, in order to aid human translators. It is a specialized tool for translation in the same way that a word processor is a specialized tool for writing.

5.28 Vendor. 

A provider of materials, supplies, services, and/or equipment.

5.29 CONFIRMATION RECEIPT EMAIL.


An email provided by the Contract Specialist indicating receipt of a Bid. The email shall not be evidence of timeliness of a Bid, Responsibility or Responsiveness.

6 APPENDICES

Reminder:  By responding to this IFB, a Bidder acknowledges reading, understanding, and accepting all information contained within the entire IFB without modification.

		Competitive Procurement Standards
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		Instructions to Bidders & Checklist
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		Bidder Profile
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		Reference Questionnaire
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		DSHS Written Language Code
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		Category 1 Technical Specifications
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		Category 3 Technical Specifications
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		Category 5 Technical Specifications
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7 CERTIFICATIONS & ASSURANCES

We make the following certifications and assurances as a required element of submitting this Bid, affirming the truthfulness of the facts declared here and acknowledging that the continuing compliance with these statements and all requirements of the IFB are conditions precedent to the award or continuation of the resulting Contract.


1. We have read, understand, and agree to abide by all information contained in the IFB, all Appendices, and incorporated documents.


2. The prices in this Bid have been arrived at independently, without engaging in collusion, bid rigging, or any other illegal activity, and without for the purpose of restricting competition any consultation, communication, or agreement with any other Bidder or competitor relating to (i) those prices, (ii) the intention to submit an offer, or (iii) the methods or factors used to calculate the prices offered. The prices in this Bid have not been and will not be knowingly disclosed by the Bidder, directly or indirectly, to any other Bidder or competitor before Contract award unless otherwise required by law. No attempt has been made or will be made by the Bidder to induce any other concern to submit or not to submit an offer for the purpose of restricting competition. However, we may freely join with other persons or organizations for the purpose of presenting a Bid.

3. The attached Bid is a firm offer for a period of 120 days following the Bid Due Date specified in the IFB, and it may be accepted by DES without further negotiation (except where obviously required by lack of certainty in key terms) at any time within the 120-day period. In the case of a protest, our Bid will remain valid for 120 days or until the protest and any related court action is resolved, whichever is later.


4. In preparing this Bid, we have not been assisted by any current or former employee of the state of Washington whose duties relate (or did relate) to the state's IFB, or prospective Contract, and who was assisting in other than his or her official, public capacity. Neither does such a person nor any member of his or her immediate family have any financial interest in the outcome of this Bid. (Any exceptions to these assurances are described in full detail on a separate page and attached to this document.)


5. We understand that the state will not reimburse us for any costs incurred in the preparation of this Bid. All Bids become the property of the state, and we claim no proprietary right to the ideas, writings, items or samples unless so stated in the Bid. Bid of the attached Bid constitutes an acceptance of the evaluation criteria and an agreement to abide by the procedures and all other administrative requirements described in the IFB.


6. We understand that any Contract awarded as a result of this Bid will incorporate all IFB requirements. Bid of a Bid and execution of this Certifications and Assurances document certify our willingness to comply with the Contract terms and conditions appearing in the IFB, all Appendices, and incorporated documents if selected as a Contractor. It is further understood that our standard Contract will not be allowed as a replacement for the terms and conditions appearing in the IFB, all Appendices, and incorporated documents of this IFB.


7. By submitting this Bid, Bidder hereby offers to furnish materials, supplies, services and/or equipment in compliance with all terms, conditions, and specifications contained in this IFB.


8. We are not submitting any exceptions.

8 AUTHORIZED OFFER & CONTRACT SIGNATURE PAGE

The signatories to this Contract represent that they have the authority to bind their respective organizations to this Contract.

This Contract may be executed in counterparts or in duplicate originals. Each counterpart or each duplicate will be deemed an original copy of this Contract signed by each party, for all purposes.

In submitting this Bid, the Authorized Signatory below acknowledges having read and understood the entire IFB and agrees to comply with its terms and conditions including the Certifications and Assurances.  The Authorized Signatory also agrees to fulfill the offer made in this Bid and any subsequently awarded Contract.

In witness whereof, the parties hereto, having read this Contract in its entirety, including all attachments, do agree in each and every particular and have thus set their hands hereunto.

This Contract is effective as of the last signature, whichever is later.

This is an Award for Categories: _____________________________________________

		Approved (DES)

		

		Approved (Bidder/Contractor)



		Department of Enterprise Services

1500 Jefferson Building

1500 Jefferson Street SE

Olympia, WA 98501

		

		     



		Washington State Department of Enterprise Services

		

		Bidder’s Company Name & Address



		

		

		



		Signature




Date

		

		Signature




Date



		

		

		     



		Typed or Printed Name, Title

		

		Typed or Printed Name, Title



		

		

		



		Manager Signature (if applicable)


Date

		

		



		

		

		



		Manager’s Typed or Printed Name, Title

		

		



		CONTACT Information

		

		CONTACT Information



		Contact:

		Sylvia Sammons 

		

		Contact:

		      



		Title:

		Contract Specialist 

		

		Title:

		      



		Phone:

		360-407-8226 

		

		Phone:

		      



		Fax:

		360-586-2426

		

		Fax:

		     



		Email:

		sylvia.sammons@des.wa.gov 

		

		Email:
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Category 6 General Translations


Technical Specifications


Invitation for Bid 04312 – Translation (Written Word) Services


Category 6 General Translations





[image: image1.jpg]Washington State Department of

Enterprise Services






DESCRIPTION  SPECIFIC REQUIREMENTS  TECHNICAL SPECIFICATIONS 



Invitation for Bid 04312 – Translation (Written Word) Services



Category 6 General Translations 


Work Description



1 Typical Volume. This category will be used by Washington state agencies, counties, cities, other political subdivisions and qualified non-profits. 


2 Description. The Vendor(s) awarded this category of work will be asked to perform both fill-in and full translations. General translation projects may include Letters, Notices, Forms, Pamphlets, Brochures and Related Materials.


2.1 Fill-In Forms. For fill-in translation requests, Vendor is required to translate information for inclusion in printed forms or letters.  


2.2 Full Translation Letters, Notices, Forms, Pamphlets, Brochures and Related Materials. For full translation requests, Vendor will be required to translate the entire document that is being requested. Such translations may be accompanied by a request for graphic design.


3 Principal Languages. The majority of requests in this category are for Russian, Japanese, Chinese, Korean, Spanish, Somali, Arabic and Vietnamese.  All other languages, which may be requested are considered non-principal languages and are listed in the DSHS Written Language Code located in the Appendix.


4 Previously Translated Document Updates.  Purchaser may, from time to time, request translation of new or changed text, and if necessary, re-key unchanged text in previously translation documents. All revisions must be proofread. Late Submission terms and conditions will apply. Requests for updates to previously translated documents translated by vendor will be submitted as new translation projects, with the title of “revision,” to the Vendor who performed the original translation.  Vendors shall accept all subsequent requests for updates to translations originally performed by Vendor. Vendor shall charge only for new and/or changed translations or rekeyed text and shall not charge for re-translation of already translated text.


5 Correction Procedures. Upon receiving reviewer’s suggestions and comments, the translator will:


5.1 Check everything marked by the reviewer against the original translation to determine the most accurate translation of words/phrases/sentences.



5.2 On the version with the reviewer’s markings,



5.2.1 Write “OK” by the word/phrase/sentence suggested by the reviewer that is adopted by the translator;



5.2.2 Write “1” by the word/phrase/sentence suggested by the reviewer that is not adopted by the translator to indicate the original translation is good as is and will not cause any misunderstanding;



5.2.3 Write “2” by the word/phrase/sentence suggested by the reviewer that is not adopted by the translator to indicate the suggested change is the reviewer’s regionalism or personal preference.



5.3 Revise/change translation based on what is determined to be the most accurate translation.



5.4 Return revised final hard copies, electronic files, and reviewer’s version with translator’s markings to the Translation Service Coordinator.



Specific Requirements



6 Category 6 Process.



6.1 Translation  Order. Purchaser will send a written request via email to Vendor detailing translation request, including all necessary details, such as translation language(s) and original text. 


6.2 Response Time. If Vendor cannot fill the request for client specific translations, Vendor must let the requestor know within four (4) business hours via telephone, fax or email.



6.3 Project Completion. Vendor will receive full compensation for completed projects returned within the required timeframes. Purchaser considers translation projects to be complete when: All requested language documents have been submitted to Purchaser and all requested language documents are technically accurate (i.e., created using the correct fonts, are formatted correctly, and can be opened and printed). If upon receipt of the requested translations, it is determined that any of the documents are “technically inaccurate,” the date and time stamp will be changed to the date and time in which technically accurate documents are delivered. Translation Vendor(s) will receive compensation for completed projects returned late (after the required timeframes) according to the following compensation table:


			Project Return:



Business Days Late


			Compensation % of



Contract Rate:



Normal Timeframe


			Compensation % of Contract Rate:



Rush Timeframe





			1


			90%


			75%





			2


			80%


			50%





			3


			70%


			25%





			4


			60%


			No Compensation





			5


			50%


			





			6


			40%


			





			7


			30%


			





			8


			20%


			





			9


			10%


			





			10


			No Compensation


			








7 Questions. Contact the requestor with any questions regarding terminology used in the source document.


8 Meetings. Meet with Purchaser and/or Department of Enterprise Services (DES) upon request (a minimum of one time per year) to review compliance with the terms of the contract and to discuss service performance issues.  Any performance issues throughout the year that cannot be resolved by the requester and the contractor will be forwarded to DES for corrective action.


9 Secure Transmission of Documents and Information.  Any document having client specific information must be securely transmitted electronically from both directions. The vendor may use standard email encryption or an approved secure server file transfer process.


10 Delivery Information. Vendors must submit the following project delivery information with completed projects:


10.1 The date the project is returned to the requester


10.2 The name of the translator who translated the document


10.3 The name of the reviewer who reviewed the translated document for accuracy 


10.4 Any other comments/information related to the project


11 Turn-Around Time. All requests received by translation Vendor(s) after 12:00 PM (noon) shall be considered the next day’s business, excluding weekends and holidays. Timelines for translation services will begin on the day the request is received by the translation Vendor and end on the day submitted.  Mailing time to and from the requesting facility is not included. 


Translation projects are to be completed in:


11.1 Regular Timeframe. Ten (10) business days, from the date of request for “regular” timeframe translation requests; and


11.2 Rush Timeframe. Five (5) business days or less, from the date of request for “rush” timeframe translation requests.  Rush timeframes will be negotiated (one to five business days) at the time of request, taking into consideration the size of the document that needs to be translated, how quickly it is needed, and what languages are being requested.



12 Billing Specifications. In addition to the requirements outlined in the Invoicing section of the Special Terms and Conditions, each invoice shall be accompanied by a log of all translation projects being invoiced.  Billing should be directed to the ordering agency at the address shown on any field orders and/or purchase orders. The state will not be responsible for any payments due from purchasing cooperative members.



The log shall list the name of the requesting office, time period being reported and shall include the following for each project listed:



12.1 Requesting office’s order number indicated on the Translation Order Request form


12.2 Date request was received by the translation Vendor


12.3 Date completed translation was returned to Purchaser 


12.4 Project priority (Normal or Rush)


12.5 Type of translation (i.e., Form, Brochure, Pamphlet)


12.6 Client identifier (i.e., client’s last name or client’s ID number)


12.7 Language requested


12.8 Translator’s name


12.9 Reviewer’s name


12.10 Word count


12.11 Translation charge


12.12 A sum total charge for all projects listed


13 Fax and Email Capacity. Vendor shall have the capacity to receive and transmit up to 100 fax and e-mail translation requests per day.



14 Security. Any document having client specific information must be securely transmitted electronically from both directions. Security measures include: email must be sent through Vendor’s secured non-public network using standard email encryption or a pre-approved secure server file transfer process.


15 Tracking System. Vendor shall maintain their own tracking systems and shall electronically track all information related to requests, including all the information captured on the Translation Order Request form for all requests received by individual offices (requesters).  Translation Vendor(s) will be required to submit this information as backup documentation with all invoices requesting payment for Category 6 services rendered.


16 Account Manager. Vendor shall provide purchaser with the means to directly contact the account manager via email and telephone number.


Technical Specifications


17 Delivery Media:  When requested, Vendor must be able to provide completed translations on compact disk.


18 File Format. When requested, Vendor must be able to provide completed translations as hard copy and electronic file PDF format, as well as native file format. 


19 Translation memory software. Bidder shall employ Translation Memory Software only in cases where large blocks of text are repeated or in order to create efficiency and accuracy as a part of a review process.



20 Software Compatibility. When requested, Vendor must provide completed translations using PageMaker, Indesign, or Microsoft Word. Vendor must be able to prepare, process, format and revise translations using software compatible with PC and Macintosh computer systems.


21 Graphic Design. When requested, Contractor will be required to provide camera-ready graphic designs on electronic and hard copy form, utilizing laser printer or type setting. A cost estimate of any graphic design project will be presented to the ordering agency for approval prior to commencement of any additional work on a project. Contractor may also be asked to include text, titles and labels which is to be included in any cost estimate. An hourly rate is to be offered on the price sheets. 
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DESCRIPTION  SPECIFIC REQUIREMENTS  TECHNICAL SPECIFICATIONS 


Invitation for Bid 04312 – Translation (Written Word) Services



Category 1 DSHS/HCA Forms 



Work Description



1 Typical Volume. This category will be used by both DSHS and the Health Care Authority. DSHS currently makes approximately 800 DSHS forms translation requests per year.  One document that is requested to be translated into five (5) languages is considered to be five (5) translation requests.


2 Work Description. Translation of written materials in this category will be for official DSHS numbered forms as defined in DSHS Administrative Policy 11.02 (Example provided after Technical Specifications on page 6 below) and for forms from the Health Care Authority.


3 Principal Languages. The majority of the language requests will be in the following languages – Cambodian, Chinese, Korean, Laotian, Russian, Somali, Spanish, and Vietnamese.  These languages are the “Principal Languages” for this category of work. 


Specific Requirements


4 Response Time. Accept or decline the translation project via e-mail, fax or voicemail to the requester within 4-business hours of receiving a request for translation.  Any project not accepted by the contractor must be accompanied by an explanation of why the contractor is not able to complete the project.  Failure to accept translation projects, for any reason, will be tracked by DSHS or HCA and used to determine contract compliance and future awards. Return any request, received directly from field offices, for complete translation of DSHS or HCA form or publication.  These requests shall be returned with a note stating the project must be processed.


5 Turn-Around Time. Translation projects are to be completed in: 



5.1 Normal Timeframe. Nine (9) business days, from the date of request for “normal” timeframe translation requests. All projects shall be submitted within the nine (9) day time frame; however, a one (1) business day grace period after the nine (9) day period will be granted and shall be used for Corrective Translation on a Rush basis. In the event translation work requires more than one (1) day, the project will be deemed late and Late Fee Discounts will be applied.



5.2 Calendar/Time. Turnaround times are based on Pacific Standard Time. Calendar days shall be calculated as Monday thru Friday, from 8:00 AM to 5:00 PM, excluding Washington State observed holidays.



5.3 Rush Timeframe. Four (4) business days or less, from the date of request for “rush” timeframe translation requests; however a one (1) business day grace period after the four (4) day period will be granted and shall be used for Corrective Translation on a Rush basis.  In the event translation work requires more than one (1) day, the project will be deemed late and Late Fee Discounts will be applied. Rush timeframes will be negotiated (one to five business days) at the time of request, taking into consideration the size of the document that needs to be translated, how quickly it is needed, and what languages are being requested. 



5.4 Order Priority. Translation projects that are not accepted by the first contractor offered the project will be offered to another authorized contractor (if available).  If none of the contractors can complete the project in the required timeframes, the requester may go back to one of the contractors to negotiate a longer timeframe to complete the project. 



5.5 Receipt Time. All requests received by translation Vendor after 12:00 PM (noon) shall be considered “received” the next day’s business, excluding weekends and holidays. 


5.6 Submission Time.  All categories, timelines for translation services will begin on the day the request is “received” by the translation Vendor and end on the day submitted.  Mailing time to and from the requesting DSHS facility or Health Care Authority facility is not included. Most Category 1-4 projects requested by DSHS will be requested using the Automated Translation Tracking System.  For projects that are requested through this system, please note that upon submittal of the last language translated document for a given translation project, these translation projects will be date and time stamped by the Tracking System.  If upon receipt of the requested language documents it is determined that any of the documents are “technically inaccurate,” the date and time stamp will be changed to the date and time in which technically accurate documents are delivered.



6 Previously Translated Document Updates.  Purchaser may, from time to time, request translation of new or changed text, and if necessary, re-key unchanged text in previously translation documents. All revisions must be proofread. Late Submission terms and conditions will apply. Requests for updates to previously translated documents translated by vendor will be submitted as new translation projects, with the title of “revision,” to the Vendor who performed the original translation.  Vendors shall accept all subsequent requests for updates to translations originally performed by Vendor. Vendor shall charge only for new and/or changed translations or rekeyed text and shall not charge for re-translation of already translated text.


7 Correction Procedures. Upon receiving reviewer’s suggestions and comments, the translator will:


7.1 Check everything marked by the reviewer against the original translation to determine the most accurate translation of words/phrases/sentences.


7.2 On the version with the reviewer’s markings,


7.2.1 Write “OK” by the word/phrase/sentence suggested by the reviewer that is adopted by the translator;


7.2.2 Write “1” by the word/phrase/sentence suggested by the reviewer that is not adopted by the translator to indicate the original translation is good as is and will not cause any misunderstanding;


7.2.3 Write “2” by the word/phrase/sentence suggested by the reviewer that is not adopted by the translator to indicate the suggested change is the reviewer’s regionalism or personal preference.


7.3 Revise/change translation based on what is determined to be the most accurate translation.


7.4 Return revised final hard copies, electronic files, and reviewer’s version with translator’s markings to the Translation Service Coordinator.


8 Questions. Contact the requestor with any questions regarding terminology used in the source document.


9 Meetings. Meet with Purchaser and/or Department of Enterprise Services (DES) upon request (a minimum of one time per year) to review compliance with the terms of the contract and to discuss service performance issues.  Any performance issues throughout the year that cannot be resolved by the requester and the contractor will be forwarded to DES for corrective action.


10 Secure Transmission of Documents and Information.  Any document having client specific information must be securely transmitted electronically from both directions. The vendor may use standard email encryption or an approved secure server file transfer process.


11 Delivery Information. Vendors must submit the following project delivery information with completed projects:


11.1 The date the project is returned to the requester


11.2 The name of the translator who translated the document


11.3 The name of the reviewer who reviewed the translated document for accuracy 


11.4 Any other comments/information related to the project


12 Completion. Vendor will receive full compensation for completed projects returned within the required timeframes. DSHS and the Health Care Authority consider translation projects to be complete when: All requested language documents have been submitted to DSHS or the Health Care Authority; all requested language documents are technically accurate (i.e., created using the correct fonts, are formatted correctly, and can be opened and printed). For projects that are requested through the Automated Translation Tracking System used by both DSHS and the Health Care Authority, please note that upon submittal of the last language translated document for a given translation project, these translation projects will be date and time stamped by the Tracking System. If upon receipt of the requested language documents it is determined that any of the documents are “technically inaccurate,” the date and time stamp will be changed to the date and time in which technically accurate documents are delivered. Translation Vendor will receive compensation for completed projects returned late (after the required timeframes) according to the following compensation table:


			Project Return:



Business Days Late


			Compensation % of



Contract Rate:



Normal Timeframe


			Compensation % of Contract Rate:



Rush Timeframe





			1


			90%


			75%





			2


			80%


			50%





			3


			70%


			25%





			4


			60%


			No Compensation





			5


			50%


			





			6


			40%


			





			7


			30%


			





			8


			20%


			





			9


			10%


			





			10


			No Compensation


			








13 Billing Specifications. One invoice shall be submitted to the project billing contact person for each translation project. In addition to the requirements outlined in the Invoicing Section of the Special Terms and Conditions, each invoice shall include the following:



1. Title of the document



2. DSHS or Health Care Authority document number (if applicable)



3. DSHS or Health Care Authority Project Number



4. Project priority (Normal or Rush)



5. Date the translation project was received by the translation Vendor 


6. Date completed translation work was delivered to the requester



7. Language(s) the document was translated into



8. English word count for the document that was translated



9. Rate or cost per word



10. Total charge for the project, itemized by language



14 Tracking/Tracking Report.  Vendor shall utilize the DSHS/Health Care Authority Tracking System for Category 1 projects. Vendor shall submit a “Category 1 Tracking Report” with each invoice. 


Technical Specifications


15 Technological Abilities:  Vendor must possess computer software capacity to meet specific translation category requirements, and anti-virus software. Vendor s must have the technological capability to produce and store electronic files and hard copies of documents. Vendor s must be able to save documents in a PC compatible format and must have the ability to create and manipulate .pdf files.


16 Translation memory software. Bidder shall employ Translation Memory Software only in cases where large blocks of text are repeated or in order to create efficiency and accuracy as a part of a review process.



17 PC Compatible. Electronically produced forms will typically be done using a PC Compatible format.



Each Category 1 awarded translation Vendor will be informed of the change in software as soon as information regarding the new form designer software is available.)


18 Formatting. Translated forms shall match the format and design of the original English document as much as possible. Text formatting shall be exact, including tabs, indentations, bullets, margins, and copy justification, and shall remain consistent in leading, fonts and sizes throughout each document. Text in fields shall be small enough to accommodate fill-in for the fields. Forms shall have a state agency logo, title, and coding line unless specified otherwise. DSHS/Health Care Authority Forms must have the full spelling of the language at the bottom left of the document.


19 PDF Documents. PDF files are required.



20 Foreign Language Font. Vendor must utilize Unicode fonts on all Category 1 projects. Multiple foreign language font technology shall be available for all languages to be translated.  Foreign language fonts shall not be mixed within one document unless requested.



21 Title Location. Most titles appear at the top of the form with the exception of a few forms where the title appears in the lower left corner and all Division of Child Support (DCS) forms where the title appears both at the top of the form and in the lower left-hand corner.  Only the title that appears at the top of DCS forms needs to be translated.  Those forms where the title appears only in the lower left corner require the translation to appear with the English at the bottom of the page. Titles appearing in the lower left-hand corner that require translation will be designated as such with the request submitted through the DSHS automated translation tracking system or on the General Translation Services Request form (or its equivalent).  Titles translated at the bottom of forms are to be in 8 point plain or the next largest size readable in a given font.



22 Hole Punches. Translated forms requiring hole-punching shall conform to electronic template provided and all languages shall adhere to designated hole-punch areas.



23 Envelope Windows. Observe window envelope format designations exactly as provided on the electronic template.  Window envelope formats adhere to U.S. Postal Service standards for the appropriate window envelope.  If text other than the address appears in the window area, postal scanning equipment will reject the letter for hand sorting which may cause delays or loss of benefits to clients.  It is important that the fold line appear below the lower left corner of the window to ensure the form is folded correctly to fit the envelope.



24 Certain Elements Remain in English. Proper names, Addresses, telephone numbers, fax numbers, WAC codes, etc. shall be left in English.



25 Translation/English Placement. Some forms require translations and English text to appear on the same page.  In those instances, the translated text should appear above the corresponding English text.  Forms and Records Management will leave appropriate space above the English text to accommodate translations.



26 Lower Left Hand Corner. Form numbers, language designation codes, and revision dates (in that order) shall be printed in the lower left-hand corner of each page in 8 point bold, i.e. DSHS 14-123 CA (REV.01/2000). Use the revision date supplied on the electronic template.  Do not change this date.



27 Do Translate.


27.1 Form Titles. Form titles shall be in English and translated, with the English title placed directly under the translated title.  Most titles appear at the top of the form and are to be translated in 12 point bold unless otherwise noted (with the exclusion of lower left titles). 


27.2 Section headings. “For Office Use Only” should be translated as well as in English.



28 Do Not Translate.


28.1 Logo Text. Text that is part of a logo.


28.2 Agency, Division, Office. The name of the agency, division or office appearing at the top of a form unless specified otherwise.



28.3 Upper Right Hand Corner. Boxes in the upper right-hand corner for information including CSO name, telephone number, case name or number and date which are used by the field staff unless specified otherwise.


28.4 Certain Elements Remain in English. Proper names, addresses, telephone numbers, fax numbers, WAC codes, etc.


28.5 Certain Areas. Areas that are designated “For Office Use Only.”


29 DSHS/Health Care Authority Written Language Codes. Use the approved language code, as identified on the DSHS Written Language Codes listing, when abbreviating language names (Appendix). 



Example Below
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			STATEMENT FROM LANDLORD/MANAGER


			LOCAL OFFICE



ACES CLIENT IDENTIFICATION NUMBER






			TELEPHONE NUMBER



DATE









			PROPERTY OWNER OR AUTHORIZED MANAGER:  Complete all sections below with only the information you know to be true.  Write “unknown” to questions you cannot answer.  (Do not leave any box blank.)


			The Department of Social and Health Services is in the process of determining this client’s eligibility.  Please provide the information requested below.



FINANCIAL SERVICES SPECIALIST’S SIGNATURE





			A.  Rental or leased unit and tenant information:





			1.
STREET ADDRESS
APARTMENT (APT) NUMBER






			Attach more pages if needed.





			CITY
STATE
ZIP CODE








			





			2. 
TENANT’S NAME






			





			3.
DATE MOVED IN






			4.   TYPE OF RESIDENCE






			





			B.  Rent information:





			6.  NAME OF PERSON(S) PAYING THE RENT






			7.
CURRENT RENT AMOUNT



$ 


			8.
DATE THIS AMOUNT STARTED



$ 


			9.
DO THEY PAY BY CHECK?



 No Yes   





			10.  ANSWER THESE QUESTIONS BY CHECKING:





YES
NO



Does the tenant pay only a portion of the rent?

How much:  $




Is this subsidized housing?

What agency:
How much: $




Is someone else paying part or all of the rent?

What agency:
How much: $




Does the tenant work for a portion of the rent?

How much:  $







			C.  Utilities information:  Mark the box(es) that apply.





			11.
The main source of heating for this residence is:




  Wood
  Electric




  Gas





  Propane




  Other (specify): 





YES
NO


12.
Is there a separate meter for gas and electric?




13.
does the tenant pay for air conditioning?




			14.
Are all utilities included in the rent?       No
  Yes   



If NO, mark the box(es) the tenant pays for:




  Water/sewer
  Electric




  Telephone
  Gas




  Garbage
  Propane




  Wood




  Other (specify): 





			





			15.  LANDLORD/MANAGER’S NAME






			16.  Property Owner’s Name



(If different from Landlord/Manager)





			STREET ADDRESS OR PO BOX NUMBER






			OWNER’S NAME









			CITY
STATE
ZIP CODE






			STREET ADDRESS OR PO BOX NUMBER









			WORK TELEPHONE NUMBER






			HOME TELEPHONE NUMBER






			CITY
STATE
ZIP CODE









			LANDLORD/MANAGER SIGNATURE


			DATE






			WORK TELEPHONE NUMBER






			HOME TELEPHONE NUMBER












HS 14-224 (X) (REV. 05/2005) TRANSLATED[image: image3.png]







Page 1 of 1


Washington State Department of Enterprise Services (DES)
Page 4 of 7







_1427886700.doc

Technical Specifications


Invitation for Bid 04312 – Translation (Written Word) Services



Category 8 Education Related Documents


Technical Specifications


Invitation for Bid 04312 – Translation (Written Word) Services


Category 8 Education Related Documents





[image: image1.jpg]Washington State Department of

Enterprise Services






DESCRIPTION  SPECIFIC REQUIREMENTS  TECHNICAL SPECIFICATIONS 



Invitation for Bid 04312 – Translation (Written Word) Services



Category 8 Education Related Documents


Work Description



1 Typical Volume. This category will be used by educational institutions in Washington, including but not limited to, the Office of the Superintendent of Public Instruction and school districts.


2 Description. Schools must translate certain documents when a significant percentage of the population in a school district requires them in an alternate language from English. Translation of education related materials will include school newsletters, handbooks, brochures, short notices and incident reports. Also included may be program information and applications, discipline notices, consent forms, compliant forms, notices of rights, and letters or notices.


3 Principal Languages. The majority of requests in this category are for Spanish, Russian, Vietnamese, Somali, Chinese, Ukrainian, Korean, Tagalog, and Arabic.  All other languages, which may be requested are considered non-principal languages and are listed in the Legislative Report in the Appendix.


4 Previously Translated Document Updates.  Purchaser may, from time to time, request translation of new or changed text, and if necessary, re-key unchanged text in previously translation documents. All revisions must be proofread. Late Submission terms and conditions will apply. Requests for updates to previously translated documents translated by vendor will be submitted as new translation projects, with the title of “revision,” to the Vendor who performed the original translation.  Vendors shall accept all subsequent requests for updates to translations originally performed by Vendor. Vendor shall charge only for new and/or changed translations or rekeyed text and shall not charge for re-translation of already translated text.


5 Correction Procedures. Upon receiving reviewer’s suggestions and comments, the translator will:


5.1 Check everything marked by the reviewer against the original translation to determine the most accurate translation of words/phrases/sentences.



5.2 On the version with the reviewer’s markings,



5.2.1 Write “OK” by the word/phrase/sentence suggested by the reviewer that is adopted by the translator;



5.2.2 Write “1” by the word/phrase/sentence suggested by the reviewer that is not adopted by the translator to indicate the original translation is good as is and will not cause any misunderstanding;



5.2.3 Write “2” by the word/phrase/sentence suggested by the reviewer that is not adopted by the translator to indicate the suggested change is the reviewer’s regionalism or personal preference.



5.3 Revise/change translation based on what is determined to be the most accurate translation.



5.4 Return revised final hard copies, electronic files, and reviewer’s version with translator’s markings to the Translation Service Coordinator.



Specific Requirements


6 Category 8 Process.


6.1 Translation  Order. Purchaser will send a written request via email to Vendor detailing translation request, including all necessary details, such as technical expertise requirements, translation language(s), and original text.


6.2 Response Time. If Vendor can fill the request for client specific translations, Vendor must let the requestor know within four (4) business hours via telephone, fax or email.



6.3 Project Completion. Vendor will receive full compensation for completed projects returned within the required timeframes. Purchaser considers translation projects to be complete when: All requested language documents have been submitted to Purchaser; all requested language documents are technically accurate (i.e., created using the correct fonts, are formatted correctly, and can be opened and printed). If upon receipt of the requested translations, it is determined that any of the documents are “technically inaccurate,” the date and time stamp will be changed to the date and time in which technically accurate documents are delivered. Translation Vendor(s) will receive compensation for completed projects returned late (after the required timeframes) according to the following compensation table:


			Project Return:



Business Days Late


			Compensation % of



Contract Rate:



Normal Timeframe


			Compensation % of Contract Rate:



Rush Timeframe





			1


			90%


			75%





			2


			80%


			50%





			3


			70%


			25%





			4


			60%


			No Compensation





			5


			50%


			





			6


			40%


			





			7


			30%


			





			8


			20%


			





			9


			10%


			





			10


			No Compensation


			








7 Questions. Contact the requestor with any questions regarding terminology used in the source document.


8 Meetings. Meet with Purchaser and/or Department of Enterprise Services (DES) upon request (a minimum of one time per year) to review compliance with the terms of the contract and to discuss service performance issues.  Any performance issues throughout the year that cannot be resolved by the requester and the contractor will be forwarded to DES for corrective action.


9 Secure Transmission of Documents and Information.  Any document having client specific information must be securely transmitted electronically from both directions. The vendor may use standard email encryption or an approved secure server file transfer process.


10 Delivery Information. Vendors must submit the following project delivery information with completed projects:


10.1 The date the project is returned to the requester


10.2 The name of the translator who translated the document


10.3 The name of the reviewer who reviewed the translated document for accuracy 


10.4 Any other comments/information related to the project


11 Turn-Around Time. All requests received by translation Vendor(s) after 12:00 PM (noon) shall be considered the next day’s business, excluding weekends and holidays. Timelines for translation services will begin on the day the request is received by the translation Vendor and end on the day submitted.  Mailing time to and from the requesting facility is not included. 


Translation projects are to be completed in:


11.1 Regular Timeframe. One (1) to Five (5) business days or as negotiated, from the date of request for “regular” timeframe translation requests. Regular timeframe may be negotiated at the time of the request; and


11.2 Rush Timeframe. Twenty Four (24) hours or less, from the date and time of request for “rush” timeframe translation requests.  



12 Billing Specifications. In addition to the requirements outlined in the Invoicing section of the Special Terms and Conditions, each invoice shall be accompanied by a log of all translation projects being invoiced.  Billing should be directed to the ordering agency at the address shown on any field orders and/or purchase orders. The state will not be responsible for any payments due from purchasing cooperative members.



The log shall list the name of the requesting office, time period being reported and shall include the following for each project listed:



12.1 Requesting office’s order number indicated on the Translation Order Request form


12.2 Date request was received by the translation Vendor


12.3 Date completed translation was returned to Purchaser 


12.4 Project priority (Normal or Rush)


12.5 Type of translation (i.e., Form, Brochure, Pamphlet)


12.6 Client identifier (i.e., client’s last name or client’s ID number)


12.7 Language requested


12.8 Translator’s name


12.9 Reviewer’s name


12.10 Word count


12.11 Translation charge


12.12 A sum total charge for all projects listed


12.13 Title of document translated



13 Fax and Email Capacity. Vendor shall have the capacity to receive and transmit up to 100 fax and e-mail translation requests per day.



14 Security. Any document having client specific information must be securely transmitted electronically from both directions. Security measures include: email must be sent through Vendor’s secured non-public network using standard email encryption or a pre-approved secure server file transfer process.


15 Tracking System. Vendor shall maintain their own tracking systems and shall electronically track all information related to requests, including all the information captured on the Translation Order Request form for all requests received by individual offices (requesters).  Translation Vendor(s) will be required to submit this information as backup documentation with all invoices requesting payment for Category 8 services rendered.


16 Shared Translations. All educational institutions accessing this contract under Category 8 may utilize certain Shared Translations that all other educational institutions have so designated with vendors. Shared Translations are those blocks of text used repeatedly by multiple educational institutions. Shared Translation text shall be charged to the purchaser upon first translation, but then shall be free for all other purchasers to use in conjunction with a translation order.


Technical Specifications


17 Delivery Media.  All completed projects must be delivered electronically with standard encryption. When requested, Vendor must be able to provide completed translations on compact disk.


18 File Format. When requested, Vendor must be able to provide completed translations as hard copy, electronic file PDF format, native file format, and translation tables. 


19 Software Compatibility. When requested, Vendor must provide completed translations using the most up-to-date versions of Pagemaker, Indesign, Adobe Acrobat Professional, Adobe Illustrator or Microsoft Word. Vendor must be able to prepare, process, format and revise translations using software compatible with PC and Macintosh computer systems.


20 Fonts. Fonts shall be listed in the Appendix.


21 Additional Qualifications. Linguists must possess a degree or certification in an education-related field or must have professional working experience within the United States School System. 


22 Graphic Design and Formatting. When requested, Contractor will be required to provide camera-ready graphic designs on electronic and hard copy form, utilizing laser printer or type setting. A cost estimate of any graphic design project will be presented to the ordering agency for approval prior to commencement of any additional work on a project. Contractor may also be asked to include text, titles and labels which is to be included in any cost estimate. An hourly rate is to be offered on the price sheets. 



23 Tone and Readability. Translations must be written in a professional but friendly, open and conversational tone.


Examples Below


[image: image2.jpg]Washington values bilingualism

Your efforts to help your children learn their first language
well are important. Continue speaking, telling and reading
stories, listening to music, and learning new things with your
children in your language.

What are the benefits of learning two
languages?

Knowing more than one language is a skill to be valued

and encouraged. Studies have shown that when children
continue to learn their native language, this does not
interfere with learning English — it makes the process easier!

Some of the benefits of bilingualism are:

* Intellectual: The best way to ensure academic success
and intellectual development is for parents and children
to use the language they know best with each other.
Also, bilingual children have greater mental flexibility
and use those skills to their advantage in math.

*  Educational: Students who learn English and continue to
develop their native language do better in school than
those who learn English at the expense of their first
language. It is much easier to learn to read in a language
you already know. Once you can read in one language, it
is easier to learn to read in another.

* Personal: A child’s first language is critical to his or her
identity. Continuing to develop this language helps the
child value his or her culture and heritage.

*  Social: When the native language is maintained,
important links to family and other community
members are preserved and enhanced.

* Economic: The demand for bilingual employees
throughout the world is increasing. The ability to
speak, read, and write two or more languages is a great
advantage in the job market.

Sources:

If Your Child Learns in Two Languages by Nancy Zelasko and Beth Antunez
(U.S. Department of Education’s Office of Bilingual Education and
Minority Languages Affairs, August 2000)

Did you know...

Nine percent of students in Washington State participate
in programs to learn English. That is 98,472 students,
representing 208 languages.

Spanish was the primary language spoken by 67 percent of
students learning English. Nineteen percent spoke Russian,
Vietnamese, Somali, Ukrainian, Chinese, Korean, Tagalog, or
Arabic.

Most students served by the Transitional Bilingual Instruction
Program are enrolled in elementary school (53 percent for
the 2010-2011 school year).

Even if students appear to be fluent, they may still need
support in developing the language skills they need to

be successful in school. Research has demonstrated that
achievement of “academic” English, the level needed to
participate in instruction in English without help, takes four
to seven years to develop.

The state calculates Annual Measurable Achievement
Objectives (AMAOs) for districts. AMAO 1 measures the
annual increase in the number or percentage of children
making progress in learning English. AMAO 2 measures

the number or percentage of children attaining English
proficiency. AMAO 3 measures the number or percentage of
students learning English who reach academic standards in
reading and math based on the state’s assessments.

Ask your school about your district’s results or view them
online at http://reportcard.ospi.k12.wa.us/WLPTAmao.aspx.

Learn more: www.k12.wa.us/MigrantBilingual

Migrant and Bilingual Education

Office of Superintendent of Public Instruction
Old Capitol Building

PO Box 47200

Olympia, WA 98504-7200

360-725-6147

Randy I. Dorn
State Superintendent

Learning English in

Washington schools:
What parents should know

Mission Statement
English Language Learners (ELLs) will meet state standards
and develop English language proficiency in an environment
where language and cultural assets are recognized as valuable
resources to learning.

Bilingual Education Office
Office of Superintendent of Public Instruction








Dear Parents/Guardians:




Federal law requires Washington State to set standards for the development of English language proficiency skills and academic progress for children learning English. Schools test students learning English annually with the Washington English Language Proficiency Assessment (WELPA), which measures English proficiency in the skills of reading, writing, speaking and listening. 



Programs for students learning English must meet three targets, called annual measurable achievement objectives (AMAO). Within 30 days of receiving notification from the State, districts are required to notify the parents of students learning English if the district did not meet one or more of the AMAO targets. Last year, our district did not meet one or more of the following targets:



The district met AMAO 1: _____ Yes   _____ No 



AMAO 1 measures annual increases in the number or percentage of children making progress in learning English. In the INSERT SCHOOL YEAR school year, INSERT NUMBER% of students in the district made progress in learning English, and the state’s target was INSERT NUMBER%.



The district met AMAO 2: _____ Yes   _____ No 



AMAO 2 measures the number or percentage of children attaining English proficiency. In the INSERT SCHOOL YEAR school year, INSERT NUMBER% of students in the district successfully transitioned from the English language development program, and the state’s target was INSERT NUMBER%.



The district met AMAO 3: _____ Yes   _____ No 



AMAO 3 measures the number or percentage of students learning English who reach academic standards in reading and math based on the state’s assessments. 



If you have any questions about the performance of your child, please contact your child’s school. Also, contact the school for information on programs within the district to help English learners attain English proficiency and meet academic goals.



Sincerely,
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DESCRIPTION  SPECIFIC REQUIREMENTS  TECHNICAL SPECIFICATIONS 


Invitation for Bid 04312 – Translation (Written Word) Services



Category 2 DSHS/HCA Publications



Work Description



1 Typical Volume. This category will be used by both the Department of Social and Health Services (“DSHS”) and the Health Care Authority (“HCA”). DSHS currently makes approximately 400 DSHS publications translation requests per year.  One document that is requested to be translated into five (5) languages is considered to be five (5) translations requests. Some of this volume may be transferred to the Healthcare Authority.


2 Work Description.  Translation of written materials in this category will be for DSHS and HCA publications (see example at end of Technical Specifications, page 6 below) as defined in DSHS Administrative Policy 2.07. 


3 Principal Languages. The majority of the language requests will be in the following languages – Cambodian, Chinese, Korean, Laotian, Russian, Somali, Spanish, and Vietnamese.  These languages are the “Principal Languages” for this category of work.


Specific Requirements


4 Response Time. Accept or decline the translation project via e-mail, fax or voicemail to the requester within 4-business hours of receiving a request for translation.  Any project not accepted by the contractor must be accompanied by an explanation of why the contractor is not able to complete the project.  Failure to accept translation projects, for any reason, will be tracked by DSHS or HCA and used to determine contract compliance and future awards. Return any request, received directly from field offices, for complete translation of DSHS or HCA form or publication.  These requests shall be returned with a note stating the project must be processed.


5 Turn-Around Time. Translation projects are to be completed in: 



5.1 Normal Timeframe. Nine (9) business days, from the date of request for “normal” timeframe translation requests. All projects shall be submitted within the nine (9) day time frame; however, a one (1) business day grace period after the nine (9) day period will be granted and shall be used for Corrective Translation on a Rush basis. In the event translation work requires more than one (1) day, the project will be deemed late and Late Fee Discounts will be applied.



5.2 Calendar/Time. Turnaround times are based on Pacific Standard Time. Calendar days shall be calculated as Monday thru Friday, from 8:00 AM to 5:00 PM, excluding Washington State observed holidays.



5.3 Rush Timeframe. Four (4) business days or less, from the date of request for “rush” timeframe translation requests; however a one (1) business day grace period after the four (4) day period will be granted and shall be used for Corrective Translation on a Rush basis.  In the event translation work requires more than one (1) day, the project will be deemed late and Late Fee Discounts will be applied. Rush timeframes will be negotiated (one to five business days) at the time of request, taking into consideration the size of the document that needs to be translated, how quickly it is needed, and what languages are being requested. 



5.4 Order Priority. Translation projects that are not accepted by the first contractor offered the project will be offered to another authorized contractor (if available).  If none of the contractors can complete the project in the required timeframes, the requester may go back to one of the contractors to negotiate a longer timeframe to complete the project. 



5.5 Receipt Time. All requests received by translation Vendor (s) after 12:00 PM (noon) shall be considered “received” the next day’s business, excluding weekends and holidays. 


5.6 Submission Time.  All categories, timelines for translation services will begin on the day the request is “received” by the translation Vendor and end on the day submitted.  Mailing time to and from the requesting DSHS or HCA facility is not included. Most Category 1-4 projects requested by DSHS will be requested using the Automated Translation Tracking System.  For projects that are requested through this system, please note that upon submittal of the last language translated document for a given translation project, these translation projects will be date and time stamped by the Tracking System.  If upon receipt of the requested language documents it is determined that any of the documents are “technically inaccurate,” the date and time stamp will be changed to the date and time in which technically accurate documents are delivered.



6 Previously Translated Document Updates.  Purchaser may, from time to time, request translation of new or changed text, and if necessary, re-key unchanged text in previously translation documents. All revisions must be proofread. Late Submission terms and conditions will apply. Requests for updates to previously translated documents translated by vendor will be submitted as new translation projects, with the title of “revision,” to the Vendor who performed the original translation.  Vendors shall accept all subsequent requests for updates to translations originally performed by Vendor. Vendor shall charge only for new and/or changed translations or rekeyed text and shall not charge for re-translation of already translated text.


7 Vendor Correction Procedures. Upon receiving reviewer’s suggestions and comments, the translator will:


7.1 Check everything marked by the reviewer against the original translation to determine the most accurate translation of words/phrases/sentences.



7.2 On the version with the reviewer’s markings,



7.2.1 Write “OK” by the word/phrase/sentence suggested by the reviewer that is adopted by the translator;



7.2.2 Write “1” by the word/phrase/sentence suggested by the reviewer that is not adopted by the translator to indicate the original translation is good as is and will not cause any misunderstanding;



7.2.3 Write “2” by the word/phrase/sentence suggested by the reviewer that is not adopted by the translator to indicate the suggested change is the reviewer’s regionalism or personal preference.



7.3 Revise/change translation based on what is determined to be the most accurate translation.



7.4 Return revised final hard copies, electronic files, and reviewer’s version with translator’s markings to the Translation Service Coordinator.



8 Questions. Contact the requestor with any questions regarding terminology used in the source document.


9 Meetings. Meet with Purchaser and/or Department of Enterprise Services (DES) upon request (a minimum of one time per year) to review compliance with the terms of the contract and to discuss service performance issues.  Any performance issues throughout the year that cannot be resolved by the requester and the contractor will be forwarded to DES for corrective action.


10 Secure Transmission of Documents and Information.  Any document having client specific information must be securely transmitted electronically from both directions. The vendor may use standard email encryption or an approved secure server file transfer process.


11 Delivery Information. Vendors must submit the following project delivery information with completed projects:


11.1 The date the project is returned to the requester


11.2 The name of the translator who translated the document


11.3 The name of the reviewer who reviewed the translated document for accuracy 


11.4 Any other comments/information related to the project


12 Completion. Vendor will receive full compensation for completed projects returned within the required timeframes. DSHS and HCA consider translation projects to be complete when: All requested language documents have been submitted to DSHS or HCA; all requested language documents are technically accurate (i.e., created using the correct fonts, are formatted correctly, and can be opened and printed). For projects that are requested through the Automated Translation Tracking System used by both DSHS and HCA, please note that upon submittal of the last language translated document for a given translation project, these translation projects will be date and time stamped by the Tracking System. If upon receipt of the requested language documents it is determined that any of the documents are “technically inaccurate,” the date and time stamp will be changed to the date and time in which technically accurate documents are delivered. Translation Vendor (s) will receive compensation for completed projects returned late (after the required timeframes) according to the following compensation table:


			Project Return:



Business Days Late


			Compensation % of



Contract Rate:



Normal Timeframe


			Compensation % of Contract Rate:



Rush Timeframe





			1


			90%


			75%





			2


			80%


			50%





			3


			70%


			25%





			4


			60%


			No Compensation





			5


			50%


			





			6


			40%


			





			7


			30%


			





			8


			20%


			





			9


			10%


			





			10


			No Compensation


			








13 Billing Specifications. One invoice shall be submitted to the project billing contact person for each translation project. In addition to the requirements outlined in the Invoicing Section of the Special Terms and Conditions, each invoice shall include the following:



1. Title of the document



2. DSHS or HCA document number (if applicable)



3. DSHS or HCA Project Number



4. Project priority (Normal or Rush)



5. Date the translation project was received by the translation Vendor 


6. Date completed translation work was delivered to the requester



7. Language(s) the document was translated into



8. English word count for the document that was translated



9. Rate or cost per word



10. Total charge for the project, itemized by language



14 Tracking/Tracking Report.  Vendor shall utilize the DSHS/HCA Tracking System for Category 2 projects. Vendor shall submit a “Category 2 Tracking Report” with each invoice. 


Technical Specifications


15 Technological Abilities:  Vendor must possess computer software capacity to meet specific translation category requirements, and anti-virus software. Vendor must have the technological capability to produce and store electronic files and hard copies of documents. Vendor must be able to save documents in both a Macintosh and a PC compatible format and must have the ability to create and manipulate .pdf files.


16 Translation memory software. Bidder shall employ Translation Memory Software only in cases where large blocks of text are repeated or in order to create efficiency and accuracy as a part of a review process.


17 File Source. Translation of any new or revised DSHS or HCA Publication shall be made using the electronic files supplied by DSHS Visual Communications (VC) or by the designated Health Care Authority agent.   No files from any other source should be used.  All translation publication files must be sent to DSHS Visual Communications only or to the designated Health Care Authority agent; no other recipient will receive publication translations, unless requested or approved by DSHS Visual Communications or Health Care Authority agent. 



18 Fonts. 


18.1 All translated publications shall be produced using DSHS or Health Care Authority publications font requirements. 


18.2 DSHS mandatory fonts for Macintosh Computers are listed separately in the Appendix and may be updated periodically during the course of the contract.


18.3 HCA mandatory fonts for Personal Computers are listed separately in the Appendix and may be updated periodically during the course of the contract.


18.4 Do not mix fonts of different foreign languages in the same document, unless requested.  For example, do not mix Korean and Laotian fonts in the same document.


19 Computer System/Programs – DSHS Visual Communications. All electronically-produced publications shall use one of the following Macintosh applications (The instructions included with the General Translation Services Request form {or its equal} will specify which application to be used):  Adobe InDesign CS5.5 (or later), Adobe Illustrator CS5.5 (or later), Adobe Freehand MX, Microsoft Word (Office 2007 or later). Some publication requests will be sent with two (2) English source document files, one in InDesign and one in MS Word.  The contractor will be required to translate the MS Word file and return it to Visual Communications within the contractual timeframes.  This document will go through usability testing.  Any edits identified through this review process will be forwarded back to the contractor.  The contractor will use the Translation Correction Guidelines (Attachment D) to finalize the translation and format it into the InDesign file.


20 Computer System/Programs – HCA. All electronically-produced publications shall use one of the following Personal Computer applications (The instructions included with the General Translation Services Request form {or its equal} will specify which application to be used):  Adobe InDesign CS5.5 (or later), Adobe Illustrator CS5.5 (or later), Adobe Freehand MX, Microsoft Word (Office 2007 or later). Some publication requests will be sent with two (2) English source document files, one in InDesign and one in MS Word.  The contractor will be required to translate the MS Word file and return it to Visual Communications within the contractual timeframes.  This document will go through usability testing.  Any edits identified through this review process will be forwarded back to the contractor.  The contractor will use the Translation Correction Guidelines (Attachment D) to finalize the translation and format it into the InDesign file.


21 File Type. 



21.1 Unless specified by the Visual Communications or HCA, respectively, the translated text cannot be a PICT, JPEG, PDF, TIFF, EPS, or scrapbook file that has been placed into an InDesign document. Translations are required also in PDF format.  They shall be Adobe Acrobat 8.0 compatible, and they should be formatted for web (Internet) presentation.  


21.2 For web presentation, no crop marks or printing marks should appear on the page in the PDF document.  The page size and orientation of the PDF should be the same as the publication.  


21.3 All fonts that are in publications shall be embedded in the PDF. A few languages require submitting the translation in other formats, such as PDF, and placing that translation in an InDesign document.  These exceptions will be specified by Visual Communications or HCA, respectively, prior to translation.  If the translation Vendor determines that this technique is necessary, they shall notify Visual Communications or HCA PRIOR to translation.


21.4 All files shall be available for delivery to purchaser in the native format from the required font plug-in/program/operating system.


22 Formatting. 



22.1 Follow format (spacing, placement, column width, etc.) of original document closely.  Do not replace or change any graphics files (EPS, TIFF, etc.) unless requested by Visual Communications or HCA.


22.2 DSHS and HCA publication numbers follow a specific format.   Spacing is critical.  The translation Vendor (s) shall use the attached DSHS/HCA Common Language Data Codes as a reference for coding publications in different languages.


22.3 Format for DSHS/Health Care Authority Publication Numbers should appear as follows:



For distribution through the Department of Printing–




Publication number (X) language code (month/year)




Examples:
DSHS 22-531(X) (5/00)





HCA  22-531(X) (5/00)




DSHS 22-531(X) CA (5/00)



HCA 22-531(X) CA (5/00)



For distribution by individual programs-




Publication number language code (month/year)




Examples:
DSHS 22-604 (5/00)





HCA 22-604 (5/00)




DSHS 22-604 CA (5/00)



HCA 22-604 CA (5/00)



For Department of Printing distribution, revised publication-Publication number (X) language code (Rev. month/year)




Examples:
DSHS 22-531(X) (Rev. 6/01)





HCA 22-531(X) (Rev. 6/01)




DSHS 22-531(X) CA (Rev. 6/01)



HCA 22-531(X) CA (Rev. 6/01)



For distribution by individual programs, revised publication –






Publication number language code (Rev. month/year)







Examples:
DSHS 22-604 (Rev. 6/01)








HCA 22-604 (Rev. 6/01)









DSHS 22-604 CA (Rev. 6/01)








HCA 22-604 CA (Rev. 6/01)



22.4 Clarification of digits to be used for indication of year:  a four-digit year code is used for Forms and a two-digit year code is used for Publications. Any exceptions to the above standards will be noted on the General Translation Services Request form (or its equal).


23 Do Not Translate These. Do not translate text that is part of a logo, proper names, addresses, telephone numbers, fax numbers, WAC codes, etc.


24 DSHS/Heath Care Authority Written Language Codes. Use the approved language code, as identified on the DSHS/Health Care Authority Written Language Codes listing, when abbreviating language names (Appendix). 



Example Below
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What will | be asked?
When you report, you will be asked:
* To tell what you know about the situation;

* For contact information of the vulnerable adult, the
person you think is causing the harm, and yourself;

o For the names and telzphone numbers of other
people who can provide information about the
situation;

* Ifyou know of any safety concerns.

What happens after | report?
¢ The vulnerable adult is interviewed in private.

* Protective services may be offered in the least
restrictive environment available and appropriate to

the needs of the vulnerable adult.

o The vulnerable adult must consent to services and
be informed of the right to refuse or withdraw from
services. DSHS cannot remove adults from where
they live or place them in a different residence
against their wishes.

* DSHS will report suspected crimes to law
enforcement.

What else is important fo know?

* Ifyou report in good faith, you have immunity
from liability.

¢ Your name and information about the vulnerable
adult is confidential (public disclosure or other state
and federal regulations may apply).

Where can | get more information?
Visit ADSA’ website at:
http://www.adsa.dshs.wa.gov/topics/abuse/.

Ordering Publications: You may order this booklet and

other DSHS publications through the Department of

Printing’s (DOP) General Store. Go to the DOP website

at: WwW. prt.wa.gov.

Other DSHS publications and a variety of information is

available on ADSA’s website at: www.adsa.dshs.wa.gov.
DSHS 22-810(X) (Rev 7/05)

_ Partners
_in Protection

A Guide for Reporting
Vulnerable Adult Abuse

Washington State
'ﬂ Y partment of Social
7 & Health Services

ADSA Aglng & Disability
Services Administration

would like to admit.

All of us, as responsible citizens, must work to prevent
or stop vulnerable adults from being harmed.

You can:
1. Know if you are considered a mandatory reporter;
2. Know who is considered a vulnerable adult;

3. Stay alert to possible signs and symptoms of the
different forms of abuse;

4. Report suspected abuse immediately.

Know if you are a mandatory reporter

By law, you are a mandatory reporter if you are a(n):
DSHS employee;
Individual provider contracted to provide services to a DSHS client;
Countv coroner or medical examiner;

mployee of a facility licensed by DSHS, including boarding homes,
tfamlly homes, nursing homes, residential habilitation centers
and soldiers” homes;

Social worker;
Health care provider as defined in RCW 18.130, such as a doctor

or nurse;
Christian Science practitioner;

Employee of a social service, welfare, mental health, adult day health,
adurl J;y care, home health, home care, or hospice agency;

Law enforcement officer;
Professional school personnel.

Abuse of vulnerable adults happens more often than any of us

Abuse happens to men and women from all ethnic backgrounds, social positions
and crosses all economic boundaries. In many cases, the abuser is a family member,
spouse, friend, or caregiver. Abuse takes place in a private home as well as facilities.

For every case of abuse reported, statistics point to as many as four cases that go
um'efforted. This means the majority of vulnerable adults being harmed continue
to suffer - often without any way of getting help.

Know who is considered
a vulnerable adult

Any adult 60 years or older who
cannot take care of him or herself
is considered a vulnerable adult.
Other adults considered yulner-
able are 18 years or older and:

¢ Havea legal guardian;

¢ Havea developmental dis-
ability;

o Live in a facility licensed by
DSHS/ADSA;

* Receive services from a DSHS
contracted individual provider;

* Receive in-home services

through a licensed health,

hospice, or home care agency;

* Have a personal care aide who
performs care under his/her
direction for compensation.
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This document consists of general provisions and terms for Solicitations issued by the Washington State Department of Enterprise Services (DES).  Should a term within this document conflict with a term elsewhere in a Solicitation, the latter will prevail.



1 Instructions to Bidders


1.1 Minority and Women Business Enterprises (MWBE) 



In accordance with the legislative findings and policies set forth in RCW 39.19, the State of Washington encourages participation in all of its Contracts by Minority and Woman Owned Business Enterprise (MWBE) firms certified by the Office of Minority and Women’s Business Enterprises (OMWBE).  While the state does not give preferential treatment, it does seek equitable representation from the minority and women’s business community.  In addition, the state welcomes participation by self-identified minority and woman owned firms and strongly encourages such firms to become certified by OMWBE.



Participation may be either on a direct basis in Response to this Solicitation or as a Subcontractor to a Contractor.  However, unless required by federal statutes, regulations, grants, or Contract terms referenced in the original Solicitation, no preference will be included in the evaluation of Bids, no minimum level of MWBE participation shall be required as condition for receiving an award, and Bids will not be evaluated, rejected or considered non-responsive on that basis.  



Any affirmative action requirements set forth in federal regulations or statutes included or referenced in the original Solicitation will apply.  Bidders are encouraged to contact Office of Minority and Woman Owned Business Enterprise (OMWBE) to obtain information on becoming a certified firm as set forth in Washington Administrative Code (WAC) Chapters 326-02 and 326-20; or to obtain information on other certified firms for potential sub-contracting arrangements.  Nothing in this section is intended to prevent or discourage Bidders from inviting participation from non-MWBE firms as well as MWBE firms.  Prior to performance, Awarded Bidder who is a MWBE or intends to use MWBE Subcontractors is encouraged to identify the participating firm(s) to DES.



1.2 Bidder’s Authorized Representative 



Bidders must designate an Authorized Representative in the Bidder Profile Appendix who will be the principal point of contact for DES for the duration of this Solicitation process. 



1.3 Include all Cost Components in Pricing 



Bidders must identify and include all elements of recurring and non-recurring costs in their pricing. Unless otherwise specified, this must include, but is not limited to, all administrative fees, maintenance, manuals, documentation, shipping charges, labor, travel, training, consultation services, wiring and supplies needed for the installation (including cost of all uncrating, disposal of shipping materials), set-up, testing and initial instruction to agency personnel, warranty work and maintenance of the products/services, handling charges such as packing, wrapping, bags, containers, reels; or the processing fees associated with the use of credit cards. 



Notwithstanding the foregoing, in the event that market conditions, laws, regulations, or other unforeseen factors dictate, at DES’s sole discretion, additional charges may be allowed during the contract term. 


1.4 Alternate or Equal



Bidders may bid a product or service that is an Equal to what is specified in the Solicitation.  An “Equal” for purposes of this Solicitation is “an offer of materials, supplies, services and/or equipment that meets or exceeds the quality, performance, and use of the specifications identified in a Solicitation” (See WAC 200-300-015 (3)).  DES reserves the right to make the final determination whether the proposed materials, supplies, services and/or equipment is an Equal.



Bidders may not bid a product or service that is an Alternate to those specified in the Solicitation except as set out in this section.  An “Alternate” for purposes of this Solicitation is “a substitute offer of materials, supplies, services and/or equipment that is not at least a functional Equal in features, performance and use and which materially deviates from one or more of the specifications in a competitive Solicitation” (See WAC 200-300-014 (14)) .  Bidders may suggest Alternates by providing a detailed description, supporting documentation, and any associated exceptions to the specifications to DES in writing at least five business days prior to the bid opening date. DES will review the Bidder’s proposed Alternate, including any specification exceptions and supporting documentation in determining whether or not the proposed Alternative will be acceptable in meeting the State’s needs. DES reserves the right to make the final determination whether the proposed Alternate is acceptable. If the proposed Alternative is determined to be acceptable then it will be communicated to all potential Bidders via an Amendment. Otherwise, any Bid that does not conform to the minimum mandatory specifications may be deemed non-responsive.


1.5 Public Records and Exempt Information



All Responses submitted become the property of the State of Washington and after contract execution may be subject to public disclosure under the Public Records Act, RCW 42.56.  Only after contract execution is bid information available for public inspection (See, RCW 43.19.1911(8)).



Any information contained in the Response that is exempt from public disclosure because it is proprietary, a trade secret or otherwise exempt must be clearly designated. Marking of the entire Response or entire sections of the Response as exempt will not be accepted or honored. DES will not honor designations by the Bidder where pricing is marked proprietary.



Prior to release, DES will give notice to the Bidder of any request for disclosure of identified exempt information received within five years from the date of submission.  DES will delay release of the information identified as exempt for up to 10 business days to allow the Bidder to obtain court protection from release.  Failure to label such materials as exempt or to timely respond after notice of request for public disclosure has been given shall be deemed a waiver by the submitting Bidder of any claim that such materials are, in fact, so exempt.


1.6 In-State Preference/Reciprocity



Pursuant to RCW 43.19.704 and WAC 200-300-075, DES has established a schedule of price adjustments applicable against any Bidders submitting responses from states which grant a preference to their own in-state businesses as identified in the Preference Table. The reciprocity adjustment is applied as follows.  



· These adjustments will be applied in Formal Sealed Bid solicitations only.



· The business address from which the response was submitted will determine if an adjustment is to be applied. 



· The appropriate percentage will be added to each Response bearing the address from a state with in-state preferences rather than subtracting a like amount from Washington State Bidders.



· This action will be used only for evaluation. In no instance shall the increase be paid to a supplier whose response is accepted.


1.7 Withdrawal or Modification of Response



Bidders are liable for all errors or omissions contained in their Responses.



a. Prior to Response due date and time



Modification:
Mistakes in bids or proposals detected prior to the due date and time may be corrected by the Bidder by withdrawing the original bid or proposal and submitting a corrected bid or proposal to DES before the due date and time. If there is not sufficient time prior to the due date and time to withdraw the original bid or proposal and submit a corrected bid or proposal, the bidder, or an authorized representative, may correct the mistake on the face of the original bid or proposal provided that the corrected bid or proposal is time stamped by DES upon resubmission prior to the due date and time. (See WAC 200-300-105). 



Withdrawal:
An authorized Bidder representative is permitted to withdraw its response before the due date and time by submitting the withdrawal request in writing. Withdrawn responses will be returned unopened to the Bidder.



b. After Response due date and time



No Modification:
Bidder mistakes in a bid or proposal detected after due date and time may not be corrected. 



Withdrawal:
If the Bidder submits evidence in writing satisfactory to DES that a mistake has been made by the Bidder in the calculation of its bid or proposal, DES may allow the bid or proposal to be withdrawn provided that the claim of mistake and supporting documentation is provided within three business days after the due date and time. Compliance with this section within the specified time limit shall relieve the Bidder of forfeiture of its bid guarantee. If DES subsequently reissues the solicitation, the Bidder having made the mistake may not participate in that solicitation. (See WAC 200-300-110).



Clarification:
DES reserves the right to contact Bidder for clarification of Response contents.


1.8 Legal Notices 



Any notice or demand or other communication required or permitted to be given under the Contract or applicable law (except notice of malfunctioning Equipment) will be effective only if it is in writing and signed by the applicable party, properly addressed, and either delivered in person, or by a recognized courier service, or deposited with the United States Postal Service as first-class mail, postage prepaid, certified mail, return receipt requested, via facsimile or by electronic mail, to the parties at the addresses and fax numbers, e-mail addresses provided in the Authorized Offer and Contract Signature Page below. For purposes of complying with any provision in the Contract or applicable law that requires a “writing,” such communication, when digitally signed with a Washington State Licensed Certificate, shall be considered to be “in writing” or “written” to an extent no less than if it were in paper form. Notices will be effective upon receipt or four Business Days after mailing, whichever is earlier. The notice address as provided herein may be changed by written notice given as provided above.



In the event that a subpoena or other legal process commenced by a third party in any way concerning the Equipment or Services provided pursuant to the Contract is served upon Contractor or DES, such party agrees to notify the other party in the most expeditious fashion possible following receipt of such subpoena or other legal process. The Contractor and DES further agree to cooperate with the other party in any lawful effort by the other party to contest the legal validity of such subpoena or other legal process commenced by a third party.



1.9 Liens, Claims and Encumberances



All materials, equipment, supplies and/or services shall be free of all liens, claims, or encumbrances of any kind, and if DES or the Purchaser requests, a formal release of same shall be delivered to the respective requestor.



2 Standard Definitions



This section contains definitions of terms commonly used in Solicitations conducted by the State of Washington, Department of Enterprise Services.  Additional definitions may also be found in Chapter 43.19 RCW and (WAC 200-300), and all terms contained herein will be read consistently with those definitions.


			Acceptance


			The Products passed appropriate Inspection and Acceptance Testing period, if required.





			Acceptance Testing


			The process for ascertaining that the Products meet the standards set forth in the Solicitation, prior to Acceptance by the Purchaser.





			Agency


			State of Washington institutions, the offices of the elective state officers, the Supreme Court, the court of appeals, the administrative and other departments of state government, and the offices of all appointive officers of the state. "Agency" does not include the legislature but does include colleges, community colleges and universities who choose to participate in state contract(s).





			All or Nothing Award


			A method of award resulting from a competitive solicitation by which the purchaser will award all items to a single bidder. Also, a designation the Bidder may use in its Bid or response to indicate its offer is contingent up on full award and it will not accept a partial award.





			Alternate 


			A substitute offer of goods and services which is not at least a functional equal in features, performance and use and which materially deviates from one or more of the specifications in a competitive solicitation.





			Amendment


			A change to a legal document.



Solicitation: For the purposes of a Solicitation document, an amendment shall be a unilateral change issued by DES, at its sole discretion.



Contract: An agreement between the parties to change the Contract after it is fully signed by both parties. Such agreement shall be memorialized in a written document describing the agreed upon change including any terms and conditions required to support such change.  An Order Document shall not constitute an Amendment to a Contract.





			Apparent Successful Bidder(s)


			The Bidder identified by DES, after evaluation of Responses, who is recommended for Award. 





			Authorized  Representative 


			An individual designated by the Bidder or Contractor to act on its behalf and with the authority to legally bind the Bidder or Contractor.





			Authorized  Signatory


			An individual with the authority to legally bind the Bidder or Contractor concerning the terms and conditions set forth in Solicitation, Response and Contract documents.





			Award


			The official act of DES of accepting the offer to enter into a Contract as contained in the Bidder(s) Response.





			Bid


			A sealed written offer to perform a Contract to provide materials, supplies, services, and/or equipment in reply to an Invitation For Bid (IFB).





			Bidder


			A Vendor who submits a Response in reply to a Solicitation.





			Brand


			A specification identifying a manufacturer of the goods described in a competitive solicitation to identify a standard of quality against which other products will be evaluated. (See WAC 200-300-015(7))





			Business Days 


			Monday through Friday, 8:00 a.m. to 5:00 p.m., Pacific Time, except for holidays observed by the state of Washington.





			Calendar Days 


			Consecutive days of the year including weekends and holidays, each of which commence at 12:00:01 a.m. and end at Midnight, Pacific Time.  When “days” are not specified, Calendar Days shall prevail.





			Contract


			An agreement, or mutual assent, between two or more competent parties with the elements of the agreement being offer, acceptance, and consideration.





			Contract Administrator


			The individual authorized by DES who is responsible for administration of a Contract.





			Contractor


			Individual, company, corporation, firm, or combination thereof with whom DES develops a Contract for the procurement of materials, supplies, services, and/or equipment.  It shall also include any Subcontractor retained by Contractor as permitted under the terms of the Contract.





			Department of Enterprise Services (DES)


			An agency serving state government and the citizens of Washington.





			Equal 


			Materials, supplies, services and/or equipment that meets or exceeds the quality, performance and use of the specifications identified in a Solicitation.





			Estimated Useful Life 


			The estimated time from the date of acquisition to the date of replacement or disposal, determined in any reasonable manner.





			Inspection


			An examination of delivered material, supplies, services, and/or equipment prior to Acceptance aimed at forming a judgment as to whether such delivered items are what was ordered, were properly delivered and ready for Acceptance.  Inspection may include a high level visual examination or a more thorough detailed examination as is customary to the type of purchase, as set forth in the Solicitation document and/or as agreed between the parties.  Inspection shall be acknowledged by an authorized signature of the Purchaser.





			Intent to Award


			Notice of the recommendation for Award for a specific Solicitation.





			Invitation For Bid (IFB)


			The form utilized to solicit Bids in the formal, sealed Bid procedure and any amendments thereto issued in writing by DES.  Specifications and qualifications are clearly defined.





			Late Bids or Proposals 


			A bid or proposal received at the place specified in the solicitation after the time designated for all bids or proposals to be received.  (See WAC 200-300-025). 





			Lead Time/After Receipt Of Order (ARO) 


			The period of time between when the Contractor receives the order and the Purchaser receives the materials, supplies, equipment, or services order.





			Life Cycle Cost


			The total cost of an item to the state over its Estimated Useful Life, including costs of selection, acquisition, operation, maintenance, and where applicable, disposal, as far as these costs can reasonably be determined, minus the salvage value at the end of its estimated useful life.





			Master Contracts & Consulting


			A unit of the Contracts & Legal Services Division of DES authorized under Chapter 43.19 RCW to develop and administer contracts for goods and services on behalf of state agencies, colleges and universities, non-profit organizations and local governments.





			Order Document


			A written communication, submitted by a Purchaser to the Contractor, which details the specific transactional elements required by the Purchaser within the scope of the Contract such as delivery date, size, color, capacity, etc.  An Order Document may include, but is not limited to field orders, purchase orders, work order or other writings as may be designated by the parties hereto.  No additional or alternate terms and conditions on such written communication shall apply unless authorized by the Contract and expressly agreed between the Purchaser and the Contractor.





			Original Equipment Manufacturer (OEM)


			A supply management term for the purchase of parts and material directly from the manufacturer of the equipment or from an authorized reseller. For example, Ford automotive replacement parts would be purchased from an authorized Ford reseller.





			Procurement Coordinator


			The individual authorized by DES who is responsible for conducting a specific Solicitation.





			Product


			Materials, supplies, services, and/or equipment provided under the terms and conditions of this Contract.





			Prompt Payment Discount


			A discount offered by the Bidder to encourage timely payment by purchaser within the stated term identified by bidder.





			Proposal


			A sealed written offer to perform a Contract to supply materials, supplies, services, and/or equipment in reply to a Request For Proposal (RFP).





			Purchaser


			The authorized user of the Contract, as identified in the Solicitation, who may or actually does make purchases of material, supplies, services, and/or equipment under the resulting Contract.





			Quotation


			An informal written or oral offer to perform a Contract to supply materials, supplies, services, and/or equipment in reply to a Request For Quote (RFQ).





			Recycled Material 


			Waste materials and by-products that have been recovered or diverted from solid waste and that can be utilized in place of a raw or virgin material in manufacturing a product and consists of materials derived from post-consumer waste, manufacturing waste, industrial scrap, agricultural wastes and other items, all of which can be used in the manufacture of new or recycled products.





			Recycled Content Product


			A product containing recycled material.





			Request For Proposal (RFP)


			The form utilized to solicit Proposals in the formal, sealed Solicitation procedure and any amendments thereto issued in writing by DES.  The specifications and qualification requirements are written in an outcome based form allowing for consideration of a broad range of different solutions to meet the procurement need.





			Request For Quotations (RFQ)


			A written or oral request by DES to solicit Quotations in the informal Solicitation procedure.  





			Response


			A Bid or Proposal.





			Responsible


			The capability in all respects to perform in full the contract requirements and meets the elements of responsibility. (See RCW 43.19.1911 (9))





			Responsive


			Conforms in all material respects to the terms and conditions, the specifications, and other requirements of a solicitation.





			Sealed Bid


			A formal submission from a Bidder submitted in response to a solicitation. It is submitted in a sealed manner to prevent its contents from being revealed before the time and date set for the bid opening.





			Solicitation


			The process of notifying prospective Bidders that DES desires to receive competitive Bids or Proposals for furnishing specified materials, supplies, services, and/or equipment.  Also includes reference to the actual documents used for that process, including: the Invitation For Bids (IFB) or Request For Proposals (RFP), along with all attachments and exhibits thereto.





			Specifications


			The explicit requirements furnished with a competitive solicitation upon which a purchase order or contract is to be based. Specifications set forth the characteristics of the goods and/or services to be purchased or sold so as to enable the Bidder or supplier to determine and understand requirements of the purchaser. Specifications may be in the form of a description of the physical or performance characteristics, a reference brand or both. It may include a description of any requirement for inspecting, testing, or preparing a material, equipment, supplies, or service for delivery. (See WAC 200-300-015(34)).





			State


			The State of Washington acting by and through DES.





			State Contract


			The written document memorializing the agreement between the successful Bidder and DES for materials, supplies, services, and/or equipment and/or administered by the Master Contracts & Consulting Unit on behalf of the State of Washington.



“State Contract” does not include the following:


· Colleges and universities that choose to purchase under RCW 28B.10.029


· Purchases made in accordance with state purchasing policy under Washington Purchasing Manual Part 6.11 Best Buy Program;


· Purchases made pursuant to authority granted or delegated under RCW 43.19.190(2) or (3)


· Purchases authorized as an emergency purchase under RCW 43.19.200(2); or


· Purchases made pursuant to other statutes granting the Agency authority to independently conduct purchases of materials, supplies, services, or equipment.





			Subcontractor


			A person or business that is, or will be, providing or performing an essential aspect of the Contract under the direction and responsibility of the Contractor and with the agreement of DES.





			Term Contract


			A State Contract that extends beyond a single purchase and may be available to multiple purchasers. 





			Vendor


			A provider of materials, supplies, services, and/or equipment.





			Washington’s Electronic Business Solution (WEBS)


			The Vendor registration and Bidder notification system maintained by the Washington State Department of Enterprise Services located at: www.ga.wa.gov/webs. 








3 Standard Terms & Conditions


3.1 Contract Modifications 



DES reserves the right to modify the resulting Contract (including but not limited to adding or deleting products, services, or delivery locations) by mutual agreement between DES and the Contractor, so long as such modification is substantially within the scope of the original Contract. Such modifications will be memorialized in a signed written document describing the agreed upon change including any terms and conditions required to support such change.



3.2 Contract Administration


· State Contract Administrator



DES shall appoint a single point of contact that will be the Contract Administrator for this Contract and will provide Contract oversight. The Contract Administrator will be the principal contact for Contractor concerning business activities under this Contract. DES will notify Contractor, in writing, when there is a new Contract Administrator assigned to this Contract.


· Administration of Term Contract


DES may maintain Contract information and pricing and make it available on DES’s web site. The Contract prices are the maximum price Contractor can charge. The Contractor may also offer volume discounts to Purchasers.


3.3 Contractor Supervision and Coordination 



Contractor shall:



a. Competently and efficiently, supervise and coordinate the implementation and completion of all Contract requirements specified herein. 



b. Identify the Contractor’s Authorized Representative, who will be the principal point of contact for DES concerning Contractor’s performance under this Contract. 



c. Immediately notify the Contract Administrator in writing of any change of Designated Contractor’s Authorized Representative assigned to this Contract. 



d. Be bound by all written communications given to or received from the Contractor’s Authorized Representative.


Violation of any provision of this section may be considered a material breach establishing grounds for Contract termination.


3.4 Post Award Conference


The Contractor may be required to attend a post award conference scheduled by the Procurement Coordinator and/or the Contract Administrator to discuss contract performance requirements.  The time and place of this conference will be scheduled following contract award.



3.5 Term Contract Management 



Upon award of a Term Contract, the Contractor shall:



a. Review the impact of the award and take the necessary steps needed to ensure that contractual obligations will be fulfilled.



b. Promote and market the use of this contract to all authorized contract Purchasers.



c. Ensure that those who endeavor to utilize this contract are authorized Purchasers under this Contract.



d. At no additional charge, assist Purchasers in making the most cost effective, value based purchases which may include, but is not limited to:



· Having representatives available to provide information regarding products and services, including visiting the Purchaser site if needed, and providing Purchaser with materials/supplies/equipment recommendations.



· Providing Purchasers with a detailed list of contract items including current contract pricing and part numbers.



The Contractor shall designate a customer service representative who will be responsible for addressing Purchaser issues including, but not limited to:



· Logging requests for service, ensuring repairs are completed in a timely manner, dispatching service technicians, and processing warranty claim documentation.



· Providing Purchasers with regular and timely status updates in the event of an order or repair fulfillment delay.



· Acting as the lead and liaison between the manufacturer and Purchaser in resolving warranty claims for contract items purchased.



3.6 Changes 



Alterations to any of the terms, conditions, or requirements of this Contract shall only be effective upon written issuance of a mutually-agreed Contract Amendment by DES.  However, changes to point of contact information may be updated without the issuance of a mutually agreed Contract Amendment.



3.7 Statewide Vendor Payment Registration


Contractors are required to be registered in the Statewide Vendor Payment system, prior to submitting a request for payment under this Contract.  Purchasers who are Washington state agencies require registration to be completed prior to payment.



The Washington State Office of Financial Management (OFM) maintains a central contractor registration file for Washington State agencies to process contractor payments.  



To obtain registration materials go to http://www.ofm.wa.gov/accounting/vendors.asp the form has two parts; Part 1 is the information required to meet the above registration condition.  Part 2 allows the state to pay invoices electronically with direct deposit and is the state’s most efficient method of payment and you are encouraged to sign up for this form of payment.



3.8 Sales & Subcontractor Reports 



The Contractor shall provide a Sales and Subcontractor Report to the Master Contracts & Consulting Unit on a quarterly basis in the electronic format provided by the Master Contracts & Consulting Unit at: https://fortress.wa.gov/ga/apps/CSR/Login.aspx.  A sample Sales & Subcontractor report can be found at:



http://www.ga.wa.gov/PCA/SL/ExternalForms/contracting/usage.doc 



Reports must be submitted electronically within thirty (30) days after the end of the calendar quarter, i.e., no later than April 30th, July 31st, October 31st and January 31st.


3.9 Other Required Term Contract Reports 



DES may require the Contractor to provide a detailed annual contract sales history report. This report shall include at a minimum, but is not limited to: product description, part number or other product identifier, per unit quantities sold, and contract price. This report must be provided to DES in an electronic format that can be read by MS Excel. Unless the solicitation specifies otherwise, all other required reports will be designed and approved by the parties by mutual agreement.


3.10 Common Vendor Registration and Bid Notification System


Contractor shall be registered in the State’s common vendor registration and bid notification system, RCW 39.29.006  (currently Washington’s Electronic Business Solution (WEBS) www.ga.wa.gov/webs).  Contractors already registered need not re-register.  It is the sole responsibility of Contractor to properly register and maintain an accurate vendor profile.


3.11 Contractor Qualifications and Requirements


DES reserves the right to require receipt of proof of compliance with any of the requirements in this section within ten (10) calendar days from the date of request, and to terminate this Contract as a material breach for noncompliance with any requirement of this paragraph. Contractor shall maintain compliance with these requirements throughout the life of this contract.



a. Qualified and established business 



Prior to performance, or prior to that time if required by DES, law or regulation, Contractor must be an established business with all required licenses, fees, bonding, facilities, equipment, and trained personnel necessary to meet all requirements and perform the work as specified in the Solicitation.



b. Authorized Service Provider and Product Reseller certifications 



Upon request, Contractor must provide evidence of its status as an authorized service provider or product reseller.  Contractor shall maintain its authorized service provider or product reseller status for the initial term and any extensions of the resulting Contract. If this status is discontinued, this Contract may be terminated.  



c. Dealer Authorization (when applicable)



The Contractor shall maintain dealer authorization from the manufacturer consistent with the requirements outlined in the original Solicitation.



d. Personnel substitutions (when applicable)



If at Contract award or any time thereafter, any named individual specifically identified in the Response to work on this engagement is not available, DES reserves the right to approve or reject any personnel substitutions. 



e. Use of subcontractors (when applicable)



Prior to performance, Contractor shall identify all subcontractors who will perform services in fulfillment of contract requirements. Additionally Contractor may be required to identify contact information as well as federal tax identification number (TIN), and anticipated dollar value of each subcontract. 



DES reserves the right to approve or reject any and all Subcontractors that identified by the contractor. Any Subcontractors not listed in the Bidder’s Response, who are engaged by the Contractor, must be pre-approved, in writing, by DES. 



Contractor agrees to be responsible for all actions of any Subcontractors in the performance of this contract. The Contractor shall be responsible to ensure that all requirements of the Contract shall flow down to any and all Subcontractors.  In no event shall the existence of a Subcontract operate to release or reduce the liability of Contractor to the state for any breach in the performance of the Contractor’s duties.



f. Assignment



Contractor shall not assign or otherwise transfer its obligations nor any claim arising under this Contract without the prior written consent of DES.  Such consent will not be unreasonably withheld. Contractor shall provide a minimum of thirty (30) calendar days advance notification of intent to assign or otherwise transfer its obligations under this Contract.  Violation of this provision may be considered a material breach and be grounds for Contract termination. Assignment or transfer of Contract shall not relieve the Contractor from its responsibilities and obligations under the contract.



g. Contractor authority and infringement



Under this Contract, Contractor is authorized to sell only those materials, supplies, services and/or equipment as stated herein and allowed for by the Contract provisions.  Contractor shall not misrepresent to Purchasers that they have the contract authority to sell any other materials, supplies, services and/or equipment.  Further, Contractor may not intentionally infringe on other established State Contracts. 



h. Hours of labor


In compliance with RCW 49.28, Contractor agrees that no worker, laborer, or mechanic in the employ of the Contractor or subcontractor shall be permitted or required to work more than eight (8) hours in any one calendar day, or forty (40) hours in any one calendar week. However, in cases of extraordinary emergency such as danger to life or property, the hours of work may be extended but in such cases the rate of pay for time employed in excess of the above shall be at the prevailing overtime rate of pay.  Except, contracts will not require the payment of overtime rates for the first two hours worked in excess of eight (8) hours per day when the employer has obtained the employee’s agreement (as defined in WAC 296-127-022) to work a four-day, ten-hour work week.


i. Materials and workmanship



The Contractor is required to furnish all materials, supplies, equipment and/or services necessary to perform Contractual requirements.  Materials, supplies, equipment and/or services used in the performance of this Contract shall conform to all applicable federal, state, and local codes, regulations and requirements for such equipment, specifications contained herein, and the normal uses for which intended.  Materials, supplies, and equipment shall be manufactured in accordance with the best commercial practices and standards for this type of materials, supplies, and equipment.



j. Best Pricing



For the term of the Contract, pricing for all Products will be no greater than the prices quoted in the Bidder’s Response. If, however, during the Contract period lower prices and rates become effective through reduction in Manufacturer’s or Contractor’s list prices, promotional discounts, or other circumstances, Purchasers must be given immediate benefit of such lower prices and rates.



k. Mercury content and preference (when applicable)



Contractor shall provide mercury-free products when available. Should mercury-free products not exist, Contractors shall provide products with the lowest mercury content available in meeting performance requirements.  



Contractor shall disclose products that contain added mercury and provide an explanation that includes the amount or concentration of mercury, and justification as to why added mercury is necessary for the function or performance of the product. The Contractor is to provide any existing technical data pertaining to the addition of mercury or a mercury compound intentionally added to the product.



Contractor shall maintain compliance with these requirements throughout the life of this contract. DES reserves the right to require receipt of proof of compliance with within ten (10) calendar days from the date of request, and to terminate this Contract as a material breach for noncompliance.


3.12 Ordering Requirements



Contractor must ensure that Authorized Purchasers can place orders against this Contract either in person, electronically, facsimile or by phone. Once an order is issued, the following shall apply:



· Upon receipt of a purchase order the Contractor must send written confirmation to the Purchaser. 



· If requested, the Contractor must supply Purchaser with manufacturer’s list pricing or other documentation needed to verify Contract pricing compliance.



· Contractor must notify Purchaser of any surcharges or other price adjustments if applicable and as contract allows.


3.13 Delivery Requirements



a. Delivery:



Contractor must ensure that delivery of goods will be made as required in the Contract terms, the Purchase Order, or as otherwise mutually agreed in writing between the Purchaser and Contractor.  The following apply to all deliveries:



· The Contractor must deliver the goods during Purchaser’s normal work hours and within Contract time frames or as otherwise mutually agreed in writing between the Purchaser and Contractor at the time of order placement.  



· The Contractor must verify specific working hours of individual Purchasers and instruct carrier(s) to deliver accordingly.



· The Purchaser may refuse shipment when delivered after normal working hours.



· Failure to comply with agreed upon delivery times may subject Contractor to liquidated damages and/or other damages. 



· The acceptance of late delivery does not constitute a waiver of the requirements for the timely performance of any obligation remaining to be performed by Contractor.



· The Contractor must make all deliveries to the applicable delivery location as indicated in the Contract or Purchase Order. 



· The Contractor is responsible for verifying delivery conditions/requirements with the Purchaser prior to the delivery. 



· When applicable, the Contractor must take all necessary actions to safeguard items during inclement weather.  



· All packing lists, packages, instruction manuals, correspondence, shipping notices, shipping containers, and other written materials associated with this Contract shall be identified by the Contract identifier and the applicable Purchaser’s order number.  Packing lists shall be enclosed with each shipment and clearly identify all contents and any backorders.



· The Contractor must not initiate performance prior to receipt of written or verbal authorization from authorized Purchasers.  Expenses incurred otherwise will be borne solely by the Contractor.



b. Receipt of goods:



Inspection and rejection: The Purchaser's inspection of all materials, supplies and equipment upon delivery is for the purpose of forming a judgment as to whether such delivered items are what was ordered, were properly delivered, and are ready for Acceptance.  If applicable, the state reserves the right to independently test, at Contractor’s expense, any product of questionable freshness, quality, or origin delivered against this contract. Such inspection shall not be construed as final acceptance, or as acceptance of the materials, supplies or equipment, if the materials, supplies or equipment does not conform to contractual requirements.  



If there are any apparent defects in the materials, supplies, or equipment at the time of delivery, the Purchaser will promptly notify the Contractor. At the Purchaser’s option and without limiting any other rights, the Purchaser may require the Contractor to: 



· Repair or replace, at Contractor's expense, any or all of the damaged goods. 



· Refund the price of any or all of the damaged goods.



· Accept the return of any or all of the damaged goods.



Alternatively and at the Purchaser’s option, any possible damage to the product may be noted on the receiving report and the cost deducted from final payment. 



Acceptance:  Acceptance shall be as specified in the Contract or Purchase Order.  In the event that there is a formal Acceptance Testing period required in the Solicitation document then acceptance is formalized in writing.  If there is no Acceptance Testing period required, Acceptance occurs when the Products are delivered and inspected.



c. Shipping and risk of loss: 



Unless the Contract specifies otherwise, Contractor shall ship all Goods freight prepaid, FOB Purchaser’s destination. The method of shipment shall be consistent with the nature of the Goods and hazards of transportation. Regardless of FOB point, Contractor agrees to bear all risks of loss, damage, or destruction of the Goods ordered hereunder that occurs prior to Delivery Date or Acceptance, whichever is applicable, except loss or damage attributable to Purchaser’s fault or negligence; and such loss, damage, or destruction shall not release Contractor from any obligation hereunder. After Delivery Date or Acceptance, whichever is applicable, the risk of loss or damage shall be borne by Purchaser, except loss or damage attributable to Contractor’s fault or negligence.



d. Site security: 



While on Purchaser’s premises, Contractor, its agents, employees, or Subcontractors shall conform in all respects with physical, fire, or other security regulations.



e. Installation:



When applicable, installation shall be performed in a professional manner in accordance with industry standard best practices.  The premises shall be left in a neat, clean, and undamaged condition.  The state reserves the right to require Contractor to repair any damage caused during installation or provide full compensation as determined by the state.  



f. Title to product (if applicable):



Upon Delivery or Acceptance, whichever is applicable, Contractor shall convey to Purchaser good title to the Goods free and clear of all liens, pledges, mortgages, encumbrances, or other security interests.



g. Labeling: 



Individual shipping cartons shall be labeled with the name of the Purchaser, order number, contract number, Contractor, state stock numbers. Where applicable, date of manufacture, batch number, storage requirements, conditions, and recommended shelf life shall also be included.  



h. Hazardous materials: 



Consistent with WAC 296-839, all manufacturers and distributors of hazardous substances, including any of the items listed in this Contract, must include a complete material safety data sheet (MSDS) for each hazardous material.  Additionally, each container of hazardous materials must be appropriately labeled with:



· The identity of the hazardous material,



· Appropriate hazard warnings, and



· Name and address of the chemical manufacturer, importer, or other responsible party



The Department of Labor and Industries may levy appropriate fines for noncompliance and agencies may withhold payment-pending receipt of a legible copy of MSDS.  It should be noted that OSHA Form 20 is not acceptable in lieu of this requirement unless it is modified to include appropriate information relative to “carcinogenic ingredients” and “routes of entry” of the product(s) in question.



3.14 Treatment of Assets



Title to all property furnished by DES and/or Purchaser shall remain with DES and/or Purchaser, as applicable. Any property of DES and/or Purchaser furnished to the Contractor shall, unless otherwise provided herein or approved by DES and/or Purchaser, be used only for the performance of this Contract.



The Contractor shall be responsible for damages as a result of any loss or damage to property of DES and/or Purchaser which results from the negligence of the Contractor or which results from the failure on the part of the Contractor to maintain, administer and protect that property in a reasonable manner and to the extent practicable in all instances.



If any DES and/or Purchaser property is lost, destroyed, or damaged, the Contractor shall immediately notify DES and/or Purchaser and shall take all reasonable steps to protect the property from further damage.



The Contractor shall surrender to DES and/or Purchaser all property of DES and/or Purchaser prior to settlement upon completion, termination, or cancellation of this contract.



Title to all property furnished by the Contractor, the cost for which the Contractor is entitled to be reimbursed as a direct item of cost under this contract, shall pass to and vest in the Purchaser upon delivery of such property by the Contractor and Acceptance by the Purchaser. Title to other property, the cost of which is reimbursable to the Contractor under this Contract, shall pass to and vest in the Purchaser upon (i) issuance for use of such property in the performance of this Contract, or (ii) commencement of use of such property in the performance of this Contract, or (iii) reimbursement of the cost thereof by the Purchaser in whole or in part, whichever first occurs.



All reference to the Contractor under this clause shall also include Contractor's employees, agents or Subcontractors.



3.15 Standard of Quality/Consistency over Term of Contract



If, in the sole judgment of DES or the Purchaser, any Product is determined not to be Equal, the Purchaser may take any or all of the following actions:



· The Product may be returned at Contractor’s expense and the Purchaser reimbursed for any payments.



· The contract may be terminated without any liability to the State of Washington or Purchaser.



3.16 Payment



a. Advance payment prohibited:



No advance payment shall be made for the Products and Services furnished by Contractor under this Contract. 



Notwithstanding the above, maintenance payments, if any, may be made on a quarterly basis at the beginning of each quarter.



b. Payment:



Payment is the sole responsibility of, and will be made by, the Purchaser. 



Under Chapter 39.76 RCW , if Purchaser fails to make timely payment(s), Contractor may invoice for 1% per month on the amount overdue or a minimum of $1.00.  Payment will not be considered late if a check or warrant is mailed within the time specified.  If no terms are specified otherwise in the solicitation, net 30 days will automatically apply.  



Payment(s) made in accordance with Contract terms shall fully compensate the Contractor for all risk, loss, damages or expense of whatever nature and acceptance of payment shall constitute a waiver of all claims submitted by Contractor.



Payment for materials, supplies and/or equipment received and for services rendered shall be made by Purchaser and be redeemable in U.S. dollars.  Unless otherwise specified, the Purchaser’s sole responsibility shall be to issue this payment.  Any bank or transaction fees or similar costs associated with currency exchange procedures or the use of purchasing/credit cards shall be fully assumed by the Contractor.



Note:  when the state has been overcharged or otherwise reimbursed, the Purchaser may elect to have either direct payments or written credit memos issued.  If the Contractor fails to make timely payment(s) or issuance of credit memos, the Purchaser may impose a 1% per month on the amount overdue 30 days after notice to the Contractor.



c. Invoicing and Discounts



Contractor must provide a properly completed invoice to Purchaser.  All invoices are to be delivered to the address indicated in the purchase order. 



Each invoice must be identified by the associated Contract Number; the Contractor’s Statewide Vendor registration number assigned by Washington State Office of Financial Management (OFM), the applicable Purchaser’s order number, and must be in U.S. dollars.  Invoices must be prominently annotated by the Contractor with all applicable prompt payment and/or volume discount(s) and shipping charges unless otherwise specified in the Solicitation.  



Invoices for payment will accurately reflect all discounts due the Purchaser.  Invoices will not be processed for payment, nor will the period of prompt payment discount commence, until receipt of a properly completed invoice denominated in U.S. dollars and until all invoiced items are received and satisfactory performance of Contractor has been accepted by the Purchaser.  If an adjustment in payment is necessary due to damage or dispute, any prompt payment discount period shall commence on the date final approval for payment is authorized.


3.17 Taxes, Fees and Licenses 



a. Taxes



Where required by statute or regulation, the Contractor shall pay for and maintain in current status all taxes that are necessary for Contract performance.  Unless otherwise indicated, the Purchaser agrees to pay State of Washington taxes on all applicable materials, supplies, services and/or equipment purchased.  No charge by the Contractor shall be made for federal excise taxes and the Purchaser agrees to furnish Contractor with an exemption certificate where appropriate.



b. Collection of Retail Sales and Use Taxes



In general, Contractors engaged in retail sales activities within the State of Washington are required to collect and remit sales tax to Department of Revenue (DOR).  In general, out-of-state Contractors must collect and remit “use tax” to Department of Revenue if the activity carried on by the seller in the State of Washington is significantly associated with Contractor’s ability to establish or maintain a market for its products in Washington State.  Examples of such activity include where the Contractor either directly or by an agent or other representative:



· Maintains an in-state office, distribution house, sales house, warehouse, service enterprise, or any other in-state place of business;



· Maintains an in-state inventory or stock of goods for sale;



· Regularly solicits orders from Purchasers located within the State of Washington via sales representatives entering the State of Washington;



· Sends other staff into the State of Washington (e.g. product safety engineers, etc.) to interact with Purchasers in an attempt to establish or maintain market(s); or



· Other factors identified in WAC 458-20 .



c. Department of Revenue Registration for Out-of-State Contractors



Out-of-state Contractors meeting any of the above criteria must register and establish an account with the Department of Revenue.  Refer to WAC 458-20-193, and call the Department of Revenue at 800-647-7706 for additional information.  When out-of-state Contractors are not required to collect and remit “use tax,” Purchasers located in the State of Washington are responsible for paying this tax, if applicable, directly to the Department of Revenue.



d. Fees/Licenses



After award of Contract, and prior to commencing performance under the Contract, the Contractor shall pay for and maintain in a current status any licenses, fees, assessments, permit charges, etc., which are necessary for Contract performance.  It is the Contractor's sole responsibility to maintain licenses and to monitor and determine any changes or the enactment of any subsequent regulations for said fees, assessments, or charges and to immediately comply with said changes or regulations during the entire term of this Contract.



e. Customs/Brokerage Fees



Contractor shall take all necessary actions, including, but not limited to, paying all customs, duties, brokerage, and/or import fees, to ensure that materials, supplies, and/or equipment purchased under the Contract are expedited through customs.  Failure to do so may subject Contractor to liquidated damages as identified herein and/or to other remedies available by law or Contract.  Neither DES nor the Purchaser will incur additional costs related to Contractor’s payment of such fees.



f. Taxes on Invoice



Contractor shall calculate and enter the appropriate Washington State and local sales tax on all invoices.  Tax is to be computed on new items after deduction of any trade-in in accordance with WAC 458-20-247.



g. Ferry Vessel Exemption(if applicable)


Orders for tangible personal property which become a component part of ferry vessels of the State of Washington or local government units in the State of Washington are exempt from use tax under RCW 82.12.0279.



h. Minority and Women’s Business Enterprise (MWBE) Participation


With each invoice for payment and within thirty (30) days of Purchasers request, Contractor shall provide Purchaser an Affidavit of Amounts Paid. The Affidavit of Amounts Paid shall either state that Contractor still maintains its MWBE certification, or state that its Subcontractor(s) still maintain(s) its/their MWBE certification(s) and specify the amounts paid to each certified MWBE Subcontractor under this Contract. Contractor shall maintain records supporting the Affidavit of Amounts Paid in accordance with this Contract’s Retention of Records section.



i. Overpayments to Contractor


Contractor shall refund to Purchaser the full amount of any erroneous payment or overpayment under this Contract within thirty (30) days’ written notice. If Contractor fails to make timely refund, Purchaser may charge Contractor one percent (1%) per month on the amount due, until paid in full.



j. Contractor expenses (if applicable)


Purchaser shall reimburse Contractor for travel and other expenses as identified in this Contract, or as authorized in writing, in advance by Purchaser in accordance with the then-current rules and regulations set forth in the Washington State Administrative and Accounting Manual (http://www.ofm.wa.gov/policy/poltoc.htm). Contractor shall provide a detailed itemization of expenses, including description, amounts and dates, and receipts for amounts of fifty dollars ($50) or more when requesting reimbursement.



The amount reimbursed to Contractor is included in calculating the total amount spent under this Contract.



k. Audits


The state reserves the right to audit, or have a designated third party audit, applicable records to ensure that the state has been properly invoiced. Any remedies and penalties allowed by law to recover monies determined owed will be enforced. Repetitive instances of incorrect invoicing may be considered complete cause for contract termination.



3.18 Quality Assurance 



a. Right of Inspection



Contractor shall provide right of access to its facilities to DES, or any of DES’s officers, or to any other authorized agent or official of the state of Washington or the federal government, at all reasonable times, in order to monitor and evaluate performance, compliance, and/or quality assurance under this Contract.



b. Contractor Commitments, Warranties and Representations



Any written commitment by Contractor within the scope of this Contract shall be binding upon Contractor. Failure of Contractor to fulfill such a commitment may constitute breach and shall render Contractor liable for damages under the terms of this Contract. For purposes of this section, a commitment by Contractor includes:  (i) Prices, discounts, and options committed to remain in force over a specified period of time; and (ii) any warranty or representation made by Contractor in its Bid or contained in any Contractor or manufacturer publications, written materials, schedules, charts, diagrams, tables, descriptions, other written representations, and any other communication medium accompanying or referred to in its Bid or used to effect the sale to Purchaser.



c. Warranties



Contractor warrants that all materials, supplies, services and/or equipment provided under this Contract shall be fit for the purpose(s) for which intended, for merchantability, and shall conform to the requirements and specifications herein.  Acceptance of any materials, supplies, service and/or equipment, and inspection incidental thereto, by the Purchaser shall not alter or affect the obligations of the Contractor or the rights of the Purchaser.



d. Date Warranty



Contractor warrants that all Products provided under this Contract:  (i) do not have a life expectancy limited by date or time format; (ii) will correctly record, store, process, and present calendar dates; (iii) will lose no functionality, data integrity, or performance with respect to any date; and (iv) will be interoperable with other software used by Purchaser that may deliver date records from the Products, or interact with date records of the Products (“Date Warranty”). In the event a Date Warranty problem is reported to Contractor by Purchaser and such problem remains unresolved after three (3) calendar days, at Purchaser’s discretion, Contractor shall send, at Contractor’s sole expense, at least one (1) qualified and knowledgeable representative to Purchaser’s premises. This representative will continue to address and work to remedy the failure, malfunction, defect, or nonconformity on Purchaser’s premises. This Date Warranty shall last perpetually. In the event of a breach of any of these representations and warranties, Contractor shall indemnify and hold harmless Purchaser from and against any and all harm, injury, damages, costs, and expenses incurred by Purchaser arising out of said breach.



e. Cost of Remedy



Cost of Remedying Defects: All defects, indirect and consequential costs of correcting, removing or replacing any or all of the defective materials or equipment will be charged against the Contractor.



3.19 Information & Communications


a. Advertising



Contractor shall not publish or use any information concerning this Contract in any format or media for advertising or publicity without prior written consent from DES.



b. Retention of Records



The Contractor shall maintain all books, records, documents, data and other evidence relating to this Contract and the provision of materials, supplies, services and/or equipment described herein, including, but not limited to, accounting procedures and practices which sufficiently and properly reflect all direct and indirect costs of any nature expended in the performance of this Contract.  Contractor shall retain such records for a period of six (6) years following the date of final payment.  At no additional cost, these records, including materials generated under the Contract, shall be subject at all reasonable times to inspection, review, or audit by DES, personnel duly authorized by DES, the Washington State Auditor’s Office, and federal and state officials so authorized by law, regulation or agreement.



If any litigation, claim or audit is started before the expiration of the six (6) year period, the records shall be retained until final resolution of all litigation, claims, or audit findings involving the records.



c. Proprietary or Confidential Information



To the extent consistent with Chapter 42.56 RCW, the Public Disclosure Act, DES shall maintain the confidentiality of Contractor’s information marked confidential or proprietary. If a request is made to view Contractor’s proprietary information, DES will notify Contractor of the request and of the date that the records will be released to the requester unless Contractor obtains a court order enjoining that disclosure. If Contractor fails to obtain the court order enjoining disclosure, DES will release the requested information on the date specified.



The State’s sole responsibility shall be limited to maintaining the above data in a secure area and to notify Contractor of any request(s) for disclosure for so long as DES retains Contractor’s information in DES records. Failure to so label such materials or failure to timely respond after notice of request for public disclosure has been given shall be deemed a waiver by Contractor of any claim that such materials are exempt from disclosure.


d. Non-endorsement and publicity



Neither DES nor the Purchasers are endorsing the Contractor’s Products or Services, nor suggesting that they are the best or only solution to their needs. Contractor agrees to make no reference to DES, any Purchaser or the state of Washington in any literature, promotional material, brochures, sales presentation or the like, regardless of method of distribution, without the prior review and express written consent of DES.



e. Ownership/rights in data



Purchaser and Contractor agree that all data and work products (collectively called “Work Product”) produced pursuant to this Contract shall be considered work made for hire under the U.S. Copyright Act, 17 U.S.C. §101 et seq, and shall be owned by Purchaser. Contractor is hereby commissioned to create the Work Product. Work Product includes, but is not limited to, discoveries, formulae, ideas, improvements, inventions, methods, models, processes, techniques, findings, conclusions, recommendations, reports, designs, plans, diagrams, drawings, Software, databases, documents, pamphlets, advertisements, books, magazines, surveys, studies, computer programs, films, tapes, and/or sound reproductions, to the extent provided by law. Ownership includes the right to copyright, patent, register and the ability to transfer these rights and all information used to formulate such Work Product.



If for any reason the Work Product would not be considered a work made for hire under applicable law, Contractor assigns and transfers to Purchaser the entire right, title and interest in and to all rights in the Work Product and any registrations and copyright applications relating thereto and any renewals and extensions thereof.



Contractor shall execute all documents and perform such other proper acts as Purchaser may deem necessary to secure for Purchaser the rights pursuant to this section.



Contractor shall not use or in any manner disseminate any Work Product to any third party, or represent in any way Contractor ownership in any Work Product, without the prior written permission of Purchaser. Contractor shall take all reasonable steps necessary to ensure that its agents, employees, or Subcontractors shall not copy or disclose, transmit or perform any Work Product or any portion thereof, in any form, to any third party.



Material that is delivered under this Contract, but that does not originate there from (“Preexisting Material”), shall be transferred to Purchaser with a nonexclusive, royalty-free, irrevocable license to publish, translate, reproduce, deliver, perform, display, and dispose of such Preexisting Material, and to authorize others to do so except that such license shall be limited to the extent to which Contractor has a right to grant such a license. Contractor shall exert all reasonable effort to advise Purchaser at the time of delivery of Preexisting Material furnished under this Contract, of all known or potential infringements of publicity, privacy or of intellectual property contained therein and of any portion of such document which was not produced in the performance of this Contract. Contractor agrees to obtain, at its own expense, express written consent of the copyright holder for the inclusion of Preexisting Material. Purchaser shall receive prompt written notice of each notice or claim of copyright infringement or infringement of other intellectual property right worldwide received by Contractor with respect to any Preexisting Material delivered under this Contract. Purchaser shall have the right to modify or remove any restrictive markings placed upon the Preexisting Material by Contractor.


f. Protection of Confidential and Personal Information



Contractor acknowledges that some of the material and information that may come into its possession or knowledge in connection with this Contract or its performance may consist of information that is exempt from disclosure to the public or other unauthorized persons under either Chapter 42.17 RCW or other state or federal statutes (“Confidential Information”). Confidential Information includes, but is not limited to, names, addresses, Social Security numbers, e-mail addresses, telephone numbers, financial profiles, credit card information, driver’s license numbers, medical data, law enforcement records, agency source code or object code, agency security data, etc or information identifiable to an individual that relates to any of these types of information. Contractor agrees to hold Confidential Information in strictest confidence and not to make use of Confidential Information for any purpose other than the performance of this Contract, to release it only to authorized employees or Subcontractors requiring such information for the purposes of carrying out this Contract, and not to release, divulge, publish, transfer, sell, disclose, or otherwise make the information known to any other party without Purchaser’s express written consent or as provided by law. Contractor agrees to release such information or material only to employees or Subcontractors who have signed a nondisclosure agreement, the terms of which have been previously approved by Purchaser. Contractor agrees to implement physical, electronic, and managerial safeguards to prevent unauthorized access to Confidential Information. 



“Personal information” including, but not limited to, “Protected Health Information” (PHI) under Health Insurance Portability And Accountability Act (HIPAA), individuals’ names, addresses, phone numbers, birth dates, and social security numbers collected, used, or acquired in connection with this Contract shall be protected against unauthorized use, disclosure, modification or loss.  



HIPAA establishes national minimum standards for the use and disclosure of certain health information.  The Contractor must comply with all HIPAA requirements and rules when determined applicable by the Purchaser.  If Purchaser determines that (1) Purchaser is a “covered entity” under HIPAA, and that (2) Contractor will perform “business associate” services and activities covered under HIPAA, then at Purchaser’s request, Contractor agrees to execute Purchaser’s business associate Contract in compliance with HIPAA.



Contractor shall ensure its directors, officers, employees, Subcontractors or agents use personal information solely for the purposes of accomplishing the services set forth herein.  Contractor and its Subcontractors agree not to release, divulge, publish, transfer, sell or otherwise make known to unauthorized persons personal information without the express written consent of the Agency or as otherwise required by law.



Any breach of this provision may result in termination of the Contract and demand for return of all personal information.  The Contractor agrees to indemnify and hold harmless the State of Washington and the Purchaser for any damages related to both: (1) the Contractor’s unauthorized use of personal information and (2) the unauthorized use of personal information by unauthorized persons as a result of Contractor’s failure to sufficiently protect against unauthorized use, disclosure, modification, or loss.



Contractor shall maintain a log documenting the following:  the Confidential Information received in the performance of this Contract; the purpose(s) for which the Confidential Information was received; who received, maintained and used the Confidential Information; and the final disposition of the Confidential Information. Contractor’s records shall be subject to inspection, review or audit in accordance with Retention of Records.



Purchaser reserves the right to monitor, audit, or investigate the use of Confidential Information collected, used, or acquired by Contractor through this Contract. The monitoring, auditing, or investigating may include, but is not limited to, salting databases.



Violation of this section by Contractor or its Subcontractors may result in termination of this Contract and demand for return of all Confidential Information, monetary damages, or penalties.



Immediately upon expiration or termination of this Contract, Contractor shall, at Purchaser’s option:  (i) certify to Purchaser that Contractor has destroyed all Confidential Information; or (ii) return all Confidential Information to Purchaser; or (iii) take whatever other steps Purchaser requires of Contractor to protect Purchaser’s Confidential Information.


3.20 General Provisions


a. Governing Law/Venue



This Contract shall be construed and interpreted in accordance with the laws of the State of Washington, and the venue of any action brought hereunder shall be in the Superior Court for Thurston County.



b. Severability



Severability:  If any provision of this Contract or any provision of any document incorporated by reference shall be held invalid, such invalidity shall not affect the other provisions of this Contract that can be given effect without the invalid provision, and to this end the provisions of this Contract are declared to be severable.



c. Survivorship



All transactions executed for Products and Services provided pursuant to the authority of this Contract shall be bound by all of the terms, conditions, Prices and Price discounts set forth herein, notwithstanding the expiration of the initial term of this Contract or any extension thereof. Further, the terms, conditions and warranties contained in this Contract that by their sense and context are intended to survive the completion of the performance, cancellation or termination of this Contract shall so survive. In addition, the terms of the sections titled Overpayments to Contractor; Ownership/Rights in Data; Contractor’s Commitments, Warranties and Representations; Protection of Purchaser’s Confidential Information; Section Headings, Publicity; Retention of Records; Patent and Copyright Indemnification; Contractor’s Proprietary Information; Disputes; and Limitation of Liability shall survive the termination of this Contract.



d. Independent Status of Contractor



In the performance of this Contract, the parties will be acting in their individual, corporate or governmental capacities and not as agents, employees, partners, joint ventures, or associates of one another. The parties intend that an independent contractor relationship will be created by this Contract. The employees or agents of one party shall not be deemed or construed to be the employees or agents of the other party for any purpose whatsoever. Contractor shall not make any claim of right, privilege or benefit which would accrue to an employee under Chapter 41.06 RCW, or Title 51 RCW.


e. Gifts and Gratuities



Contractor shall comply with all state laws regarding gifts and gratuities, including but not limited to: RCW 43.19.1937 , RCW 43.19.1939,  RCW 42.52.150,  RCW 42.52.160, and RCW 42.52.170 under which it is unlawful for any person to directly or indirectly offer, give or accept gifts, gratuities, loans, trips, favors, special discounts, services, or anything of economic value in conjunction with state business or contract activities.  



Under RCW 43.19.1937 and the Ethics in Public Service Law, Chapter 42.52 RCW state officers and employees are prohibited from receiving, accepting, taking or seeking gifts (except as permitted by RCW 42.52.150) if the officer or employee participates in contractual matters relating to the purchase of goods or services.


f. Immunity and Hold Harmless



To the fullest extent permitted by law, Contractor shall indemnify, defend and hold harmless State, agencies of State and all officials, agents and employees of State, from and against all claims for injuries, death or damage to property arising out of or resulting from the performance of the contract. Contractor's obligation to indemnify, defend, and hold harmless includes any claim by Contractors’ agents, employees, representatives, or any subcontractor or its employees.



Contractor expressly agrees to indemnify, defend, and hold harmless the State for any claim arising out of or incident to Contractor's or any subcontractor's performance or failure to perform the contract. Contractor shall be required to indemnify, defend, and hold harmless the State only to the extent claim is caused in whole or in part by negligent acts or omissions of Contractor.



Contractor waives its immunity under Title 51 to the extent it is required to indemnify, defend and hold harmless State and its agencies, officials, agents or employees.



g. Personal Liability



It is agreed by and between the parties hereto that in no event shall any official, officer, employee or agent of the State of Washington when executing their official duties in good faith, be in any way personally liable or responsible for any agreement herein contained whether expressed or implied, nor for any statement or representation made herein or in any connection with this agreement.



3.21 Insurance 



The following are general insurance provisions for the State of Washington.  Additional requirements specific to a good/service may be detailed elsewhere in a Solicitation or its Appendices.



a. General Requirements



Contractor shall, at their own expense, obtain and keep in force insurance as follows until completion of the Contract.  Upon request, Contractor shall furnish evidence in the form of a certificate of insurance satisfactory to the State of Washington that insurance, in the following kinds and minimum amounts, has been secured.  Failure to provide proof of insurance, as required, will result in Contract cancellation.



Contractor shall include all Subcontractors as insureds under all required insurance policies, or shall furnish separate Certificates of Insurance and endorsements for each Subcontractor.  Subcontractor(s) must comply fully with all insurance requirements stated herein.  Failure of Subcontractor(s) to comply with insurance requirements does not limit Contractor’s liability or responsibility.



All insurance provided in compliance with this Contract shall be primary as to any other insurance or self-insurance programs afforded to or maintained by the state.


b. Specific Requirements



Employers Liability (Stop Gap):  The Contractor will at all times comply with all applicable workers’ compensation, occupational disease, and occupational health and safety laws, statutes, and regulations to the full extent applicable and will maintain Employers Liability insurance with a limit of no less than $1,000,000.00.  The State of Washington will not be held responsible in any way for claims filed by the Contractor or their employees for services performed under the terms of this Contract.



Commercial General Liability Insurance:  The Contractor shall at all times during the term of this Contract, carry and maintain commercial general liability insurance and if necessary, commercial umbrella insurance for bodily injury and property damage arising out of services provided under this Contract.  This insurance shall cover such claims as may be caused by any act, omission, or negligence of the Contractor or its officers, agents, representatives, assigns, or servants.



The insurance shall also cover bodily injury, including disease, illness and death, and property damage arising out of the Contractor’s premises/operations, independent Contractors, products/completed operations, personal injury and advertising injury, and contractual liability (including the tort liability of another assumed in a business Contract), and contain separation of insured’s (cross liability) conditions.



Contractor waives all rights against the State of Washington for the recovery of damages to the extent they are covered by general liability or umbrella insurance.



The limits of liability insurance shall not be less than as follows:


			General Aggregate Limits (other than products-completed operations)


			$2,000,000





			Products-Completed Operations Aggregate


			$2,000,000





			Personal and Advertising Injury Aggregate


			$1,000,000





			Each Occurrence (applies to all of the above)


			$1,000,000





			Fire Damage Limit (per occurrence)


			$50,000





			Medical Expense Limit (any one person)


			$5,000








c. Business Auto Policy (BAP)


In the event that services delivered pursuant to this Contract involve the use of vehicles, or the transportation of clients, automobile liability insurance shall be required.  The coverage provided shall protect against claims for bodily injury, including illness, disease, and death; and property damage caused by an occurrence arising out of or in consequence of the performance of this service by the Contractor, Subcontractor, or anyone employed by either.



Contractor shall maintain business auto liability and, if necessary, commercial umbrella liability insurance with a combined single limit not less than $1,000,000 per occurrence.  The business auto liability shall include Hired and Non-Owned coverage.



Contractor waives all rights against the State of Washington for the recovery of damages to the extent they are covered by business auto liability or commercial umbrella liability insurance.



d. Additional Insurance Provisions



All above insurance policies shall include, but not be limited to, the following provisions:



Additional Insured:



The State of Washington and all authorized Purchasers shall be named as an additional insured on all general liability, umbrella, excess, and property insurance policies.  All policies shall be primary over any other valid and collectable insurance.



Notice of Policy(ies) Cancellation/Non-renewal:



For insurers subject to Chapter 48.18 RCW (Admitted and regulated by the Washington State Insurance Commissioner) a written notice shall be given to the director of purchasing or designee forty-five (45) calendar days prior to cancellation or any material change to the policy(ies) as it relates to this Contract.  Written notice shall include the affected Contract reference number.


e. Surplus Lines



For insurers subject to Chapter 48.15 RCW (Surplus Lines) a written notice shall be given to the director of purchasing or designee twenty (20) calendar days prior to cancellation or any material change to the policy(ies) as it relates to this Contract.  Written notice shall include the affected Contract reference number.



Cancellation for Non-payment to Premium:



If cancellation on any policy is due to non-payment of premium, a written notice shall be given the director of purchasing or designee ten (10) calendar days prior to cancellation.  Written notice shall include the affected Contract reference number.



Identification:



Policy(ies) and Certificates of Insurance shall include the affected Contract reference number.


f. Insurance Carrier Rating



The insurance required above shall be issued by an insurance company authorized to do business within the State of Washington.  Insurance is to be placed with a carrier that has a rating of A- Class VII or better in the most recently published edition of Best’s Reports.  Any exception must be reviewed and approved by the Risk Manager for the State of Washington, by submitting a copy of the Contract and evidence of insurance before Contract commencement.  If an insurer is not admitted, all insurance policies and procedures for issuing the insurance policies must comply with Chapter 48.15 RCW and Chapter 284-15 WAC .



g. Excess Coverage



The limits of all insurance required to be provided by the Contractor shall be no less than the minimum amounts specified.  However, coverage in the amounts of these minimum limits shall not be construed to relieve the Contractor from liability in excess of such limits.



h. Limit Adjustments



The state reserves the right to increase or decrease limits as appropriate.



3.22 Industrial Insurance Coverage 



The Contractor shall comply with the provisions of Title 51 RCW Industrial Insurance.  If the Contractor fails to provide industrial insurance coverage or fails to pay premiums or penalties on behalf of its employees as may be required by law, DES may terminate this Contract.  This provision does not waive any of the Washington State Department of Labor and Industries (L&I) rights to collect from the Contractor.



3.23 Nondiscrimination 



During the performance of this Contract, the Contractor shall comply with all applicable federal and state nondiscrimination laws, regulations and policies, including, but not limited to, Title VII of the Civil Rights Act, 42 U.S.C. section 12101 et. seq.; the Americans with Disabilities Act (ADA); and, Chapter 49.60 RCW, Discrimination – Human Rights Commission.



3.24 OSHA and WISHA Requirements 



Contractor agrees to comply with conditions of the Federal Occupational Safety and Health Administration (OSHA) and, if manufactured or stored in the State of Washington, the Washington Industrial Safety and Health Act (WISHA) and the standards and regulations issued there under, and certifies that all items furnished and purchased will conform to and comply with said laws, standards and regulations.  Contractor further agrees to indemnify and hold harmless DES and Purchaser from all damages assessed against Purchaser as a result of Contractor’s failure to comply with those laws, standards and regulations, and for the failure of the items furnished under the Contract to so comply.



3.25 Antitrust 



The state maintains that, in actual practice, overcharges resulting from antitrust violations are borne by the Purchaser.  Therefore, the Contractor hereby assigns to the State of Washington any and all of the Contractor’s claims for such price fixing or overcharges which arise under federal or state antitrust laws, relating to the materials, supplies, services and/or equipment purchased under this Contract.



3.26 Waiver 



Failure or delay of DES or Purchaser to insist upon the strict performance of any term or condition of the Contract or to exercise any right or remedy provided in the Contract or by law; or DES’s or Purchaser’s acceptance of or payment for materials, supplies, services and/or equipment, shall not release the Contractor from any responsibilities or obligations imposed by this Contract or by law, and shall not be deemed a waiver of any right of DES or Purchaser to insist upon the strict performance of the entire agreement by the Contractor. In the event of any claim for breach of Contract against the Contractor, no provision of this Contract shall be construed, expressly or by implication, as a waiver by DES or Purchaser of any existing or future right and/or remedy available by law.


3.27 Disputes and Remedies


a. Problem Resolution and Disputes



Problems arising out of the performance of this Contract shall be resolved in a timely manner at the lowest possible level with authority to resolve such problem.  If a problem persists and cannot be resolved, it may be escalated within each organization. 



In the event a bona fide dispute concerning a question of fact arises between DES or the Purchaser and Contractor and it cannot be resolved between the parties through the normal problem escalation processes, either party may initiate the dispute resolution procedure provided herein..  The dispute shall be handled by a Dispute Resolution Panel in the following manner. Each party to this Contract shall appoint one member to the Panel. These two appointed members shall jointly appoint an additional member. The Dispute Resolution Panel shall review the facts, Contract terms and applicable statutes and rules and make a determination of the dispute as quickly as reasonably possible. The determination of the Dispute Resolution Panel shall be final and binding on the parties hereto. DES and/or Purchaser and Contractor agree that, the existence of a dispute notwithstanding, they will continue without delay to carry out all their respective responsibilities under this Contract that are not affected by the dispute.



In the event a bona fide dispute concerning a question of fact arises between DES or the Purchaser and Contractor and it cannot be resolved between the parties through the normal escalation processes, either party may initiate the dispute resolution procedure provided herein.



The initiating party shall reduce its description of the dispute to writing and deliver it to the responding party. The responding party shall respond in writing within three (3) Business Days. The initiating party shall have three (3) Business Days to review the Bid. If after this review a resolution cannot be reached, both parties shall have three (3) Business Days to negotiate in good faith to resolve the dispute.



If the dispute cannot be resolved after three (3) Business Days, a Dispute Resolution Panel may be requested in writing by either party who shall also identify the first panel member. Within three (3) Business Days of receipt of the request, the other party will designate a panel member. Those two panel members will appoint a third individual to the Dispute Resolution Panel within the next three (3) Business Days.



The Dispute Resolution Panel will review the written descriptions of the dispute, gather additional information as needed, and render a decision on the dispute in the shortest practical time.



Each party shall bear the cost for its panel member and share equally the cost of the third panel member.



Both parties agree to be bound by the determination of the Dispute Resolution Panel. 



Both parties agree to exercise good faith in dispute resolution and to settle disputes prior to using a Dispute Resolution Panel whenever possible.



DES, the Purchaser and Contractor agree that, the existence of a dispute notwithstanding, they will continue without delay to carry out all their respective responsibilities under this Contract that are not affected by the dispute.



If the subject of the dispute is the amount due and payable by Purchaser for materials, supplies, services and/or equipment being provided by Contractor, Contractor shall continue providing materials, supplies, services and/or equipment pending resolution of the dispute provided Purchaser pays Contractor the amount Purchaser, in good faith, believes is due and payable, and places in escrow the difference between such amount and the amount Contractor, in good faith, believes is due and payable.



b. Administrative Suspension



When it in the best interest of the state, DES may at any time, and without cause, suspend the Contract or any portion thereof for a period of not more than thirty (30) calendar days per event by written notice from DES to the Contractor’s Representative.  Contractor shall resume performance on the next business day following the 30th day of suspension unless an earlier resumption date is specified in the notice of suspension.  If no resumption date was specified in the notice of suspension, the Contractor can be demanded and required to resume performance within the 30 day suspension period by DES providing the Contractor’s Representative with written notice of such demand.


c. Force Majeure



The term “force majeure” means an occurrence that causes a delay that is beyond the control of the party affected and could not have been avoided by exercising reasonable diligence.  Force majeure shall include acts of God, war, riots, strikes, fire, floods, epidemics, or other similar occurrences.



Exceptions:  Except for payment of sums due, neither party shall be liable to the other or deemed in breach under this Contract if, and to the extent that, such party's performance of this Contract is prevented by reason of force majeure.



Notification:  If either party is delayed by force majeure, said party shall provide written notification within forty-eight (48) hours.  The notification shall provide evidence of the force majeure to the satisfaction of the other party.  Such delay shall cease as soon as practicable and written notification of same shall likewise be provided.  So far as consistent with the Rights Reserved below, the time of completion shall be extended by Contract amendment for a period of time equal to the time that the results or effects of such delay prevented the delayed party from performing in accordance with this Contract.



Rights Reserved:  DES reserves the right to authorize an amendment to this Contract, terminate the Contract, and/or purchase materials, supplies, equipment and/or services from the best available source during the time of force majeure, and Contractor shall have no recourse against the State.


d. Alternative Dispute Resolution Fees and Costs



In the event that the parties engage in arbitration, mediation or any other alternative dispute resolution forum to resolve a dispute in lieu of litigation, both parties shall share equally in the cost of the alternative dispute resolution method, including cost of mediator or arbitrator. In addition, each party shall be responsible for its own attorneys’ fees incurred as a result of the alternative dispute resolution method.


e. Non-Exclusive Remedies



The remedies provided for in this Contract shall not be exclusive but are in addition to all other remedies available under law.


3.28 Liquidated Damages 



a. Liquidated Damages - General



DES and or the Purchasers and the Contractor agree that the liquidated damages provisions in the Contract are a reasonable forecast of the actual damages that would be suffered by the Purchaser in the event of contractor’s nonperformance, that such liquidated damages are not a penalty but represent the reasonable compensation due purchaser in the event of a breach, and that such liquidated damages will be assessed as set forth herein.


Any delay by Contractor in meeting the Delivery Date, Installation Date, maintenance or repair date, or other applicable date set forth in this Contract will interfere with the proper implementation of Purchaser’s programs and will result in loss and damage to Purchaser.



As it would be impracticable to fix the actual damage sustained in the event of any such failure(s) to perform, Purchaser and Contractor agree that in the event of any such failure(s) to perform, the amount of damage which will be sustained will be the amount set forth in the following subsections and the parties agree that Contractor shall pay such amounts as liquidated damages and not as a penalty.



Liquidated damages provided under the terms of this Contract are subject to the same limitations as provided in the section titled Limitation of Liability.


b. Limitation of Liability



The parties agree that neither Contractor, DES nor Purchaser shall be liable to each other, regardless of the form of action, for consequential, incidental, indirect, or special damages except a claim related to bodily injury or death, or a claim or demand based on patent, copyright, or other intellectual property right infringement, in which case liability shall be as set forth elsewhere in this Contract. This section does not modify any sections regarding liquidated damages or any other conditions as are elsewhere agreed to herein between the parties. The damages specified in the sections titled Termination for Default and Retention of Records are not consequential, incidental, indirect, or special damages as that term is used in this section.


Neither the Contractor, DES nor Purchaser shall be liable for damages arising from causes beyond the reasonable control and without the fault or negligence of the Contractor, DES or Purchaser. Such causes may include, but are not restricted to, acts of God or of the public enemy, acts of a governmental body other than DES or the Purchaser acting in either its sovereign or contractual capacity, war, explosions, fires, floods, earthquakes, epidemics, quarantine restrictions, strikes, freight embargoes, and unusually severe weather; but in every case the delays must be beyond the reasonable control and without fault or negligence of the Contractor, DES or the Purchaser, or their respective Subcontractors.



If delays are caused by a Subcontractor without its fault or negligence, Contractor shall not be liable for damages for such delays, unless the Services to be performed were obtainable on comparable terms from other sources in sufficient time to permit Contractor to meet its required performance schedule.



Neither party shall be liable for personal injury to the other party or damage to the other party’s property except personal injury or damage to property proximately caused by such party’s respective fault or negligence.


c. Federal Funding (if applicable)


In the event that a federally funded acquisition results from this procurement, the contractor may be required to provide additional information (free of charge) at the request of DES or purchaser:  Further, the contractor may be subject to those federal requirements specific to the commodity.



d. Federal Restrictions on Lobbying (if applicable)


Contractor certifies that under the requirements of Lobbying Disclosure Act, 2 U.S.C., Section 1601 et seq., no Federal appropriated funds have been paid or will be paid, by or on behalf of the contractor, to any person for influencing or attempting to influence an officer or employee of any agency, a Member of Congress, an officer or employee of Congress, or an employee of a Member of Congress in connection with the awarding of any Federal contract, the making of any Federal grant, the making of any Federal loan, the entering into of any cooperative agreement, and the extension, continuation, renewal, amendment, or modification of any Federal contract, grant, loan, or cooperative agreement. 



e. Federal Debarment and Suspension (if applicable)


The contractor certifies, that neither it nor its “principals” (as defined in 49 CFR. 29.105 (p) is presently debarred, suspended, proposed for debarment, declared ineligible, or voluntarily excluded from participation in this transaction by any Federal department or agency.


3.29 Contract Termination


a. Material Breach



A Contractor may be Terminated for Cause by DES, at the sole discretion of DES, for failing to perform a contractual requirement or for a material breach of any term or condition.  Material breach of a term or condition of the Contract may include but is not limited to:



· Contractor failure to perform services or deliver materials, supplies, or equipment by the date required or by an alternate date as mutually agreed in a written amendment to the Contract; 



· Contractor failure to carry out any warranty or fails to perform or comply with any mandatory provision of the contract; 



· Contractor becomes insolvent or in an unsound financial condition so as to endanger performance hereunder; 



· Contractor becomes the subject of any proceeding under any law relating to bankruptcy, insolvency or reorganization, or relief from creditors and/or debtors that endangers the Contractor’s proper performance hereunder; 



· Appointment of any receiver, trustee, or similar official for Contractor or any of the Contractor’s property and such appointment endangers the Contractor’s proper performance hereunder; 



· A determination that the Contractor is in violation of federal, state, or local laws or regulations and that such determination renders the Contractor unable to perform any aspect of the Contract.


b. Opportunity to Cure



In the event that Contractor fails to perform a contractual requirement or materially breaches any term or condition, DES may issue a written cure notice.  The Contractor may have a period of time in which to cure.  DES is not required to allow the Contractor to cure defects if the opportunity for cure is not feasible as determined solely within the discretion of DES. Time allowed for cure shall not diminish or eliminate Contractor's liability for liquidated or other damages, or otherwise affects any other remedies available against Contractor under the Contract or by law.



If the breach remains after Contractor has been provided the opportunity to cure, DES may do any one or more of the following:



· Exercise any remedy provided by law;



· Terminate this Contract and any related Contracts or portions thereof;



· Procure replacements and impose damages as set forth elsewhere in this Contract;



· Impose actual or liquidated damages;



· Suspend or bar Contractor from receiving future Solicitations or other opportunities;


· Require Contractor to reimburse the state for any loss or additional expense incurred as a result of default or failure to satisfactorily perform the terms of the Contract.


c. Termination for Cause



In the event DES, in its sole discretion, determines that the Contractor has failed to comply with the conditions of this Contract in a timely manner or is in material breach, DES has the right to suspend or terminate this Contract, in part or in whole. DES shall notify the Contractor in writing of the need to take corrective action. If corrective action is not taken within thirty (30) calendar days or as otherwise specified by DES, or if such corrective action is deemed by DES to be insufficient, the Contract may be terminated. DES reserves the right to suspend all or part of the Contract, withhold further payments, or prohibit the Contractor from incurring additional obligations of funds during investigation of the alleged breach and pending corrective action by the Contractor or a decision by DES to terminate the Contract. 



In the event of termination, DES shall have the right to procure for all Purchasers any replacement materials, supplies, services and/or equipment that are the subject of this Contract on the open market.  In addition, the Contractor shall be liable for damages as authorized by law including, but not limited to, any price difference between the original contract and the replacement or cover contract and all administrative costs directly related to the replacement contract, e.g., cost of the competitive Bidding, mailing, advertising and staff time.



If it is determined that: (1) the Contractor was not in material breach; or (2) failure to perform was outside of Contractor's or its Subcontractor’s control, fault or negligence, the termination shall be deemed to be a "Termination for Convenience". The rights and remedies of DES and/or the Purchaser provided in this Contract are not exclusive and are in addition to any other rights and remedies provided by law. 


d. Termination for Convenience



Except as otherwise provided in this Contract, DES, at the sole discretion of DES, may terminate this Contract, in whole or in part by giving thirty (30) calendar days or other appropriate time period written notice beginning on the second day after mailing to the Contractor.  If this Contract is so terminated, Purchasers shall be liable only for payment required under this Contract for properly authorized services rendered, or materials, supplies and/or equipment delivered to and Accepted by the Purchaser prior to the effective date of Contract termination.  Neither DES nor the Purchaser shall have any other obligation whatsoever to the Contractor for such termination.  This Termination for Convenience clause may be invoked by DES when it is in the best interest of the State of Washington.


e. Termination for Withdrawal of Authority



In the event that DES and/or Purchaser’s authority to perform any of its duties is withdrawn, reduced, or limited in any way after the commencement of this Contract and prior to normal completion, DES may terminate this Contract, in whole or in part, by seven (7) calendar days or other appropriate time period written notice to Contractor. 


f. Termination for Non-Allocation of Funds



If funds are not allocated to Purchaser(s) to continue this Contract in any future period, DES may terminate this Contract by seven (7) calendar days or other appropriate time period written notice to Contractor or work with Contractor to arrive at a mutually acceptable resolution of the situation. Purchaser will not be obligated to pay any further charges for materials, supplies, services and/or equipment including the net remainder of agreed to consecutive periodic payments remaining unpaid beyond the end of the then-current period. DES and/or Purchaser agrees to notify contractor in writing of such non-allocation at the earliest possible time. 



No penalty shall accrue to the Purchaser in the event this section shall be exercised.  This section shall not be construed to permit DES to terminate this Contract in order to acquire similar materials, supplies, services and/or equipment from a third party.


g. Termination for Conflict of Interest



DES may terminate this Contract by written notice to Contractor if it is determined, after due notice and examination, that any party to this Contract has violated  Chapter 42.52 RCW , Ethics in Public Service, or any other laws regarding ethics in public acquisitions and procurement and performance of contracts. In the event this Contract is so terminated, DES and /or Purchaser shall be entitled to pursue the same remedies against Contractor as it could pursue in the event that the Contractor breaches this Contract.



h. Termination by Mutual Agreement



DES and the Contractor may terminate this Contract in whole or in part, at any time, by mutual agreement.



i. Termination Procedure



In addition to the procedures set forth below, if DES terminates this Contract, Contractor shall follow any procedures DES specifies in the termination notice.



Upon termination of this Contract and in addition to any other rights provided in this Contract, DES may require the Contractor to deliver to the Purchaser any property specifically produced or acquired for the performance of such part of this contract as has been terminated. The provisions of the "Treatment of Assets" clause shall apply in such property transfer.



The Purchaser shall pay to the Contractor the agreed upon price, if separately stated, for completed work and service(s) Accepted by the Purchaser, and the amount agreed upon by the Contractor and the Purchaser for (i) completed materials, supplies, services rendered and/or equipment for which no separate price is stated, (ii) partially completed materials, supplies, services rendered and/or equipment, (iii) other materials, supplies, services rendered and/or equipment which are Accepted by the Purchaser, and (iv) the protection and preservation of property, unless the termination is for cause, in which case DES and the Purchaser shall determine the extent of the liability of the Purchaser. Failure to agree with such determination shall be a dispute within the meaning of the "Disputes" clause of this contract. The Purchaser may withhold from any amounts due the Contractor such sum as DES and Purchaser determine to be necessary to protect the Purchaser against potential loss or liability.



The rights and remedies of DES and/or the Purchaser provided in this section shall not be exclusive and are in addition to any other rights and remedies provided by law or under this contract.



After receipt of a termination notice, and except as otherwise expressly directed in writing by DES, the Contractor shall:



· Stop all work, order fulfillment, shipments, and deliveries under the Contract on the date, and to the extent specified, in the notice;



· Place no further orders or subcontracts for materials, services, supplies, equipment and/or facilities in relation to the Contract except as is necessary to complete or fulfill such portion of the Contract that is not terminated; 



· Complete or fulfill such portion of the Contract that is not terminated in compliance with all contractual requirements;



· Assign to the Purchaser, in the manner, at the times, and to the extent directed by DES on behalf of the Purchaser, all of the rights, title, and interest of the Contractor under the orders and subcontracts so terminated, in which case the Purchaser has the right, at its discretion, to settle or pay any or all claims arising out of the termination of such orders and subcontracts.



· Settle all outstanding liabilities and all claims arising out of such termination of orders and subcontracts, with the approval or ratification of DES and/or the Purchaser to the extent DES and/or the Purchaser may require, which approval or ratification shall be final for all the purposes of this clause;



· Transfer title to the Purchaser and deliver in the manner, at the times, and to the extent directed by DES on behalf of the Purchaser any property which, if the contract had been completed, would have been required to be furnished to the Purchaser;



· Take such action as may be necessary, or as DES and/or the Purchaser may direct, for the protection and preservation of the property related to this contract which is in the possession of the Contractor and in which DES and/or the Purchaser has or may acquire an interest.


4 Protest Procedures


4.1 Pre-Award Protest


4.1.1 Criteria for a Pre-Award Protest


Pre-Award Protests will be considered only if the protest concerns:



1. the bid of another Bidder,



2. the specifications, or



3. the manner in which the solicitation process has been conducted.



4.1.2 Initiating a Pre-Award Protest


The protesting Bidder must notify the Procurement Coordinator in charge of the Solicitation of their intent to file a protest as soon as possible. If a written protest is not received within the following time frames prior to award, it will be untimely and the Procurement Coordinator may proceed with the award.


1. A pre-award protest must be received in writing (email is acceptable) by the Procurement Coordinator no later than five business days after the Bidder has notified the Procurement Coordinator of their intent to protest. 



2. If Intent to Award has been announced, any protest must be received in writing (email is acceptable) by the Procurement Coordinator no later than five business days after the announcement.


4.1.3 Decision



Upon receipt of a protest, the Procurement Coordinator will consider all the facts available and issue a decision in writing within ten business days.  Should more time be needed, the Procurement Coordinator will notify the protesting Bidder and, where applicable, the Bidder(s) against whom the protest is made.


1. Protest Denied and Contract Award Upheld



The Procurement Coordinator may subsequently issue further clarifications, if necessary.



2. Protest Upheld and Contract Award Canceled



If the protest is upheld and the Award is canceled, all Bidders will be notified of the intent to cancel the Award and the reasons therefore.


4.1.4 Appeals


The protesting Bidder or the Bidder against whom the protest is made has the right to appeal a protest decision to the Assistant Director of the Contracts & Legal Services Division of DES. 


A written appeal must be received by the Assistant Director within five business days of the Procurement Coordinator’s decision.  If a written appeal is not received within this time frame, it will be untimely and the Procurement Coordinator may proceed in accordance with his/her decision.


The Assistant Director will consider all of the facts available and issue a decision in writing within ten business days of receipt of the appeal. Should more time be needed, the appealing Bidder will be notified.



Contract Award will be postponed until after the Assistant Director has issued a decision unless an emergency exists necessitating the award of the contract as determined by the Assistant Director. 



4.1.5 Decision Final



The Assistant Director’s decision is final and he/she may issue further clarifications if necessary.



4.2 Post-Award Protest


4.2.1 Criteria for a Post-Award Protest


Post-Award protests will be considered only if the protest concerns:



1. A matter which arises after the Award or 



2. could not reasonably have been known or discovered prior to Award.



4.2.2 Initiating a Post-Award Protest


The protesting Bidder must:



1. Notify the Procurement Coordinator that a protest of the Award is being made.



2. Notify the awarded Bidder and provide documentation that they have notified the awarded Bidder that a protest of the Award is being made (i.e. email cc).



The written protest must be received by DES Assistant Director in charge of the Contracts & Legal Services Division no later than five business days after the Notice of Award.


4.2.3 Decision



The Assistant Director will issue a decision in writing within ten business days of receipt of the protest.  Should more time be needed, the protesting Bidder and the awarded Bidder will be notified.



1. Protest Denied and Contract Award Upheld



If the post-award protest is denied and the Award is upheld, the Assistant Director’s decision is final and he/she may issue further clarifications, if necessary.



2. Protest Upheld and Contract Award Canceled



If the Post-Award protest is upheld and the Award is canceled, all Bidders will be notified of the intent to cancel the Award and the reasons therefore.



4.3 Awarded Bidder Appeal Process



4.3.1 Initiating an Appeal



If a protest is upheld and the Contract Award is canceled, the awarded Bidder has the right to appeal the Award cancellation to the Director of the Department of Enterprise Services (DES).



A written appeal must be received by the Director within five business days of the notification of intent to cancel the Award.  If a written appeal is not received within this time frame, it will be untimely and the Procurement Coordinator may proceed with the Award cancellation.


Copies of the appeal must also be sent to:



1. the Assistant Director of DES Contracts & Legal Services Division and


2. the Procurement Coordinator responsible for the solicitation. 



4.3.2 Decision



The Director (or a designee) will issue a decision to both the appealing Bidder and the original protesting Bidder within ten business days after receipt of the appeal.  Should more time be needed, all Bidders will be notified.



4.3.3 Decision Final



In both cases detailed below, the Director’s appeal decision is final and he/she may issue further clarifications if necessary.


1. Appeal Upheld and Contract Award Upheld



If the Director upholds the appeal and upholds the contract as awarded, the Procurement Coordinator will notify all Bidders of the decision.



2. Appeal Denied and Award Canceled



If the Director upholds the decision of the Assistant Director, the award will be canceled.



If the Award is canceled, the Assistant Director may reject all bids, quotes or proposals pursuant to RCW 43.1911(4) and re-solicit bids, quotes or proposals.



If the Assistant Director does not reject all bids, an Award will be made to the next lowest responsive and responsible Bidder.


4.4 Protest and Appeals:  Form & Substance



All protests and appeals must:



1. be in writing, 



2. be signed by the protesting or appealing Bidder or an authorized agent



3. be delivered within the time frame(s) outlined herein



4. be addressed to that individual within the Department of Enterprise Services who is assigned review responsibilities as specified above



The protesting or appealing Bidder must:



1. state all facts and arguments on which the protesting or appealing Bidder is relying as the basis for its action;


2. attach any relevant exhibits related, or referred to in the written protest or appeal;


3. mail, fax or deliver copies of all protests, appeals, and exhibits to the Bidder or Bidders against whom the protest is made at the same time such protest, appeal, and exhibits are submitted to the Department of Enterprise Services, Contracts & Legal Services Division.



4.5 Communication during Protests and Appeals



All communications relative to a solicitation that is being protested or appealed must be coordinated through that person conducting the official review for the Department of Enterprise Services, Contracts & Legal Services Division.
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Special Terms & Conditions


Invitation for Bid 04312 - Translation (Written Word) Services


1 Technical Accuracy


1.1 Inaccuracies Found Later. All technical inaccuracies found in submitted documents will subject the Bidder to Liquidated Damages as set forth in Section 6 below. 


1.2 Consistency. Ensure that a single translator is used to complete each document to ensure continuity and consistency in terminology, syntax, and style. Translate documents at the same reading level as the source material.


1.3 Review for Accuracy: Review each translation prior to delivery to the requester to ensure that the translated document is linguistically accurate and consistent with the formatting and technical specifications of the original document.  The project will not be considered complete if any inaccuracy or inconsistency is found.  The additional time used for Corrective Translation of file(s) will become a part of the total time used to complete the project.


1.4 Reading Level. Unless otherwise instructed, translate documents at the same reading level as the source material. 



2 Training and Certification


2.1 Orientation: Translation vendor(s) shall provide orientation within 30 days to each new employee or subcontractor. At a minimum orientation should include the Language Interpreter and Translator Code of Professional Conduct and contract 04312 requirements, located here: http://www.dshs.wa.gov/ltc/ethics.shtml . Certifications are to be issued to employees and subcontractors indicating completion of the orientation and records are to be maintained of employees and/or subcontractors who have received the orientation. 


2.2 Certification/Qualification:  All interpreters providing services under this contract must undergo an interpreter skills assessment by the DSHS Language Testing and Certification (LTC) program and/or the American Translator’s Association (ATA).  Prior to any interpreter performing services for this contract, the Contractor, or an authorized alternate qualified Contractor, must perform an assessment and determine interpreter as approved and qualified. Note: Translators who translate into the following seven languages must be certified by DSHS or ATA:  Cambodian, Chinese, Korean, Laotian, Russian, Spanish, and Vietnamese.  Translators who translate into all other languages can be either certified or qualified.


2.3 Translation Guidelines: Use Translation Correction Guidelines, issued by DSHS, when reviewing and responding to comments that are the result of translation accuracy reviews conducted by DSHS or are the result of comments from end users (Appendix).


3 Systems and Equipment


3.1 Database. Vendor must have a database that will electronically track translation projects and generate reports, including status reports.


3.2 File Maintenance. Maintain “live” files (e.g., MS Word) of all projects they complete under this contract.  If upon request for revision of a previously translated document, the contractor does not have the translated files, the contractor will be responsible for reproducing the translations at their own cost (i.e., DSHS will treat it as a revision and only pay for the new text to be translated.)


3.3 Invoices. Submit invoices to requesters for verification and payment.  Requester will not make payment on any invoice until all information is verified and/or corrected by the translation vendor (and/or an electronic facsimile has been provided if requested).


3.4 Toll-Free Fax. Vendors must maintain a toll free fax machine.


3.5 Billing System. Vendor must maintain a billing system that accurately details the costs for each translation project as outlined in each category.


3.6 Staffing and Equipment. Vendor must maintain sufficient staffing and equipment to respond to each request for translation within the required timeframe outlined in each category.


3.7 Vendor must maintain and emergency recovery plan.  Vendors must submit a copy of their emergency recovery plan with their bid response. The emergency recovery plan will be included with Bidder’s profile and will be evaluated as to Bidder Responsiveness.


4 Liquidated Damages


4.1 The Liquidated Damages Clause under 3.28 (a) of the Competitive Procurement Standards shall be replaced with the following:


DES and or the Purchasers and the Contractor agree that the liquidated damages provisions in the Contract are a reasonable forecast of the actual damages that would be suffered by the Purchaser in the event of contractor’s nonperformance, that such liquidated damages are not a penalty but represent the reasonable compensation due purchaser in the event of a breach, and that such liquidated damages will be assessed as set forth herein.


Any delay by Contractor in meeting the Delivery Date, Installation Date, maintenance or repair date, or other applicable date set forth in this Contract will interfere with the proper implementation of Purchaser’s programs and will result in loss and damage to Purchaser. Likewise, any incorrect translation will result in loss and damage to Purchaser.


As it would be impracticable to fix the actual damage sustained in the event of any such failure(s) to perform, Purchaser and Contractor agree that in the event of any such failure(s) to perform, the amount of damage which will be sustained will be the amount set forth in the following subsections and the parties agree that Contractor shall pay such amounts as liquidated damages and not as a penalty.



Liquidated damages provided under the terms of this Contract are subject to the same limitations as provided in the section titled Limitation of Liability.


5 Property Ownership


5.1 Data which originates from the Contract shall be “works for hire” as defined by the U.S. Copyright Act of 1976 and shall be owned by Purchaser.  Data shall include, but not be limited to, reports, documents, letters, publications, brochures, notices, forms, pamphlets, advertisements, surveys, studies, and/or computer programs and shall be made available to contract users in a useable electronic format as requested.  Ownership includes the right to obtain and transfer this data at the discretion of contract user.



6 Privacy


6.1 The major goal of the Privacy Rule of the Health Insurance Portability and Accountability Act of 1996 (HIPPA), is to assure that an individual’s health information is properly protected while allowing the flow of health information needed to provide and promote high quality health care and to protect the public’s health and well being.   Effective April 14, 2003, the Privacy Rule limits the ways in which Protected Health Information about individuals can be used or disclosed.  Where use of disclosure is permitted, a written agreement that contains the required privacy language detailing the limits of the use or disclosure is required.  Each agency will decide if there shall be a formal agreement between vendor and agency and will execute such agreement within thirty days of award of contract.  


In addition to the Privacy Rule of HIPPA, Bidders are prohibited from permitting the disclosure of the contents of any records, files, papers, software, or other communications connected with the administration of its programs for purposes not connected with official business.  Official business shall include purposes connected with the administration of Purchasers and other agency programs.



7 Audit Privileges


7.1 The Contract Specialist and one or more employees from DES reserve the right to audit and examine the Contractor’s accounting and billing records directly or indirectly relating to this contract.  With prior notification, the state shall have access to all buildings, records, and other information relating to this contract.  The state’s representatives shall be given access to these records within a reasonable amount of time after notification.



8 Records Retention


8.1 The contractor shall maintain, for at least six (6) years after completion of this contract, all relevant records pertaining to this contract in readable files.  This shall include, but not be limited to, all electronic files, books, records, reports and statements pertaining to actual contract performance from the date of contract award.  It shall also include information necessary to document the level of utilization of MWBE’s and other businesses as subcontractors and suppliers in this contract as well as any efforts the contractor makes to increase the participation of MWBE’s.  The contractor shall also maintain, for at least six (6) years after completion of this contract, a record of all quotes, bids, estimates, or proposals submitted to the Contractor by all businesses seeking to participate as subcontractors or suppliers in this contract.  The State shall have the right to inspect and copy such records.  If this contract involves federal funds, Contractor shall comply with all record keeping requirements set forth in any federal rules, regulations, or statutes included or referenced in the contract documents.
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Cat 1 


			Category 1 DSHS/HCA Only Forms Pricing


			Vendor 1


			A. Translation Requests of 75 Words or Less and Requests for Formatting


						Price Bid			Fixed/Rush Weight			F/R Weight Calc			Category Weight			Cat Weight Calc


			Fixed Minimum Charge:						0.9			0.00


			Rush minimum charge:						0.1			0.00


			SubTotal						Eval Subtotal			0.00			0.1			0.00


			B.           Translation Requests of 76 – 2000 Words


						Price Bid			Fixed/Rush Weight			F/R Weight Calc			Category Weight			Cat Weight Calc


			Per word charge:						0.9			0.00


			Rush Per word charge:						0.1			0.00


			SubTotal						Eval Subtotal			0.00			0.225			0.00


			C.           Translation Requests of 2001 Words or More


						Price Bid			Fixed/Rush Weight			F/R Weight Calc			Category Weight			Cat Weight Calc


			Per word charge:						0.9			0.00


			Rush Per word charge:						0.1			0.00


			SubTotal						Eval Subtotal			0.00			0.225			0.00


			D. Re-Keying any size document:


						Bid Price			Fixed/Rush Weight			F/R Weight Calc			Category Weight			Cat Weight Calc


			Per word charge:						0.9			0.00


			Rush Per word charge:						0.1			0.00


			SubTotal						Eval Subtotal			0.00			0.225			0.00


			E. Proofreading any size of the document:


						Bid Price			Fixed/Rush Weight			F/R Weight Calc			Category Weight			Cat Weight Calc


			Per word charge:						0.9			0.00


			Rush Per word charge:						0.1			0.00


			SubTotal						Eval Subtotal			0.00			0.225			0.00


			Evaluation Calc Total									0.00						0.00





ssammon:
Projects in this category in addition to accurate text translation require to produce forms that closely match original English documents though precise formatting, appropriate font size selections, checking positioning of the boxes and tables using the light box, etc. (see Category 1 Technical Specifications)





Cat 2


			Category 2 DSHS/HCA Only Publications Pricing


			Vendor 1


			A. Translation Requests of 75 Words or Less and Requests for Formatting


						Price Bid			Fixed/Rush Weight			F/R Weight Calc			Cat Weight			Cat Weight Calc


			Fixed Minimum Charge:						0.9			0.00


			Rush minimum charge:						0.1			0.00


			SubTotal						Eval Subtotal			0.00			0.1			0.00


			B.           Translation Requests of 76 – 2000 Words


						Price Bid			Fixed/Rush Weight			F/R Weight Calc			Cat Weight			Cat Weight Calc


			Per word charge:						0.9			0.00


			Rush Per word charge:						0.1			0.00


			SubTotal						Eval Subtotal			0.00			0.2			0.00


			C.           Translation Requests of 2001 Words or More


						Price Bid			Fixed/Rush Weight			F/R Weight Calc			Cat Weight			Cat Weight Calc


			Per word charge:						0.9			0.00


			Rush Per word charge:						0.1			0.00


			SubTotal						Eval Subtotal			0.00			0.2			0.00


			D. Re-Keying any size document:


						Bid Price			Fixed/Rush Weight			F/R Weight Calc			Category Weight			Cat Weight Calc


			Per word charge:						0.9			0.00


			Rush Per word charge:						0.1			0.00


			SubTotal						Eval Subtotal			0.00			0.2			0.00


			E. Desktop Publishing


						Bid Price			Fixed/Rush Weight			F/R Weight Calc			Cat Weight			Cat Weight Calc


			Per Hour charge:						0.9			0.00


			Rush Per Hour charge:						0.1			0.00


			SubTotal						Eval Subtotal			0.00			0.1			0.00


			F. Proofreading any size of the document:


						Bid Price			Fixed/Rush Weight			F/R Weight Calc			Cat Weight			Cat Weight Calc


			Per word charge:						0.9			0.00


			Rush Per word charge:						0.1			0.00


			SubTotal						Eval Subtotal			0.00			0.2			0.00


			Evaluation Calc Total									0.00			1			0.00





ssammon:
Projects in this category are more complex; in addition to accurate text translation they require ability to produce materials on both IBM and MACINTOSH platforms, in Adobe CS and Microsoft Office software products. Consider desktop publishing time when proposing rates for this category. (See Category 2 Technical Specifications)





Cat 3


			Category 3 DSHS/HCA Only Automatically Generated Text (ACES & ProviderOne) Pricing


			Vendor 1


			A. Translation Requests of 75 Words or Less and Requests for Formatting


						Price Bid			Fixed/Rush Weight			F/R Weight Calc			Category Weight			Cat Weight Calc


			Fixed Minimum Charge:						0.9			0.00


			Rush minimum charge:						0.1			0.00


			SubTotal						Eval Subtotal			0.00			0.1			0.00


			B.           Translation Requests of 76 – 2000 Words


						Price Bid			Fixed/Rush Weight			F/R Weight Calc			Category Weight			Cat Weight Calc


			Per word charge:						0.9			0.00


			Rush Per word charge:						0.1			0.00


			SubTotal						Eval Subtotal			0.00			0.225			0.00


			C.           Translation Requests of 2001 Words or More


						Price Bid			Fixed/Rush Weight			F/R Weight Calc			Category Weight			Cat Weight Calc


			Per word charge:						0.9			0.00


			Rush Per word charge:						0.1			0.00


			SubTotal						Eval Subtotal			0.00			0.225			0.00


			D. Re-Keying any size document:


						Bid Price			Fixed/Rush Weight			F/R Weight Calc			Category Weight			Cat Weight Calc


			Per word charge:						0.9			0.00


			Rush Per word charge:						0.1			0.00


			SubTotal						Eval Subtotal			0.00			0.225			0.00


			Cat Weight Calc


						Bid Price			Fixed/Rush Weight			F/R Weight Calc			Category Weight			Cat Weight Calc


			Per word charge:						0.9			0.00


			Rush Per word charge:						0.1			0.00


			SubTotal						Eval Subtotal			0.00			0.225			0.00


			Evaluation Calc Total									0.00						0.00





ssammon:
Projects in this category  in addition to accurate text translation require adherance to unique specifications: the use of specific foreign languge fonts and sizes, producing files with precise margins, etc. (see Category 3 Technical Specifications)





Cat 4


			Category 4 - DSHS/HCA General Information Documents Pricing


			Vendor 1


			A. Translation Requests of 75 Words or Less and Requests for Formatting


						Price Bid			Fixed/Rush Weight			F/R Weight Calc			Category Weight			Cat Weight Calc


			Fixed Minimum Charge:						0.9			0.00


			Rush minimum charge:						0.1			0.00


			SubTotal						Eval Subtotal			0.00			0.1			0.00


			B.           Translation Requests of 76 – 2000 Words


						Price Bid			Fixed/Rush Weight			F/R Weight Calc			Category Weight			Cat Weight Calc


			Per word charge:						0.9			0.00


			Rush Per word charge:						0.1			0.00


			SubTotal						Eval Subtotal			0.00			0.225			0.00


			C.           Translation Requests of 2001 Words or More


						Price Bid			Fixed/Rush Weight			F/R Weight Calc			Category Weight			Cat Weight Calc


			Per word charge:						0.9			0.00


			Rush Per word charge:						0.1			0.00


			SubTotal						Eval Subtotal			0.00			0.225			0.00


			D. Re-Keying any size document:


						Bid Price			Fixed/Rush Weight			F/R Weight Calc			Category Weight			Cat Weight Calc


			Per word charge:						0.9			0.00


			Rush Per word charge:						0.1			0.00


			SubTotal						Eval Subtotal			0.00			0.225			0.00


			E. Proofreading any size of the document:


						Bid Price			Fixed/Rush Weight			F/R Weight Calc			Category Weight			Cat Weight Calc


			Per word charge:						0.9			0.00


			Rush Per word charge:						0.1			0.00


			SubTotal						Eval Subtotal			0.00			0.225			0.00


			Evaluation Calc Total									0.00						0.00





ssammon:
Projects in this category  in addition to accurate text translation require the use of Unicode foreign fonts only. Some documents may require several languages to appear on the same page. (See Category 4 Technical Specifications)





Cat 5


			Category 5 - DSHS/HCA Only Client Specific/Locally Generated Documents


			Vendor 1


			A. Fill-ins of 75 Words or Less


						Price Bid			Fixed/Rush Weight			F/R Weight Calc			Category Weight			Cat Weight Calc


			Fixed Minimum Charge:						0.9			0.00


			Rush minimum charge:						0.1			0.00


			SubTotal						Eval Calc Subtotal			0.00			0.1			0.00


			B.           Fill-ins of 76 or more


						Price Bid			Fixed/Rush Weight			F/R Weight Calc			Category Weight			Cat Weight Calc


			Per word charge:						0.9			0.00


			Rush Per word charge:						0.1			0.00


			SubTotal						Eval Subtotals			0.00			0.225			0.00


			C.           Full Translation of 250 words or Less


						Price Bid			Fixed/Rush Weight			F/R Weight Calc			Category Weight			Cat Weight Calc


			Per word charge:						0.9			0.00


			Rush Per word charge:						0.1			0.00


			SubTotal						Eval Subtotals			0.00			0.225			0.00


			D. Full Translation of 250 words or More


						Bid Price			Fixed/Rush Weight			F/R Weight Calc			Category Weight			Cat Weight Calc


			Per word charge:						0.9			0.00


			Rush Per word charge:						0.1			0.00


			SubTotal						Eval Subtotals			0.00			0.225			0.00


			E. Proofreading any size of the document:


						Bid Price			Fixed/Rush Weight			F/R Weight Calc			Category Weight			Cat Weight Calc


			Per word charge:						0.9			0.00


			Rush Per word charge:						0.1			0.00


			SubTotal						Eval Subtotals			0.00			0.225			0.00


			Evaluation Calc Total									0.00						0.00





ssammon:
Projects in this category represent the highest volume of requests. (See Attachment for Category 5)





Cat 6


			Category 6 - All Agencies General Documents


			Vendor 1


			A. Fill-In and Full Translation Requests of 75 Words or Less and Requests for Formatting


						Price Bid			Fixed/Rush Weight			F/R Weight Calc			Cat Weight			Cat Weight Calc


			Fixed Minimum Charge:						0.9			0.00


			Rush minimum charge:						0.1			0.00


			SubTotal						Eval Calc Subtotal			0.00			0.1			0.00


			B.           Fill-In and Full Spanish Translations of 75 Words or More


						Price Bid			Fixed/Rush Weight			F/R Weight Calc			Cat Weight			Cat Weight Calc


			Per word charge:						0.9			0.00


			Rush Per word charge:						0.1			0.00


			SubTotal						Eval Calc Subtotal			0.00			0.2			0.00


			C.           Fill-In and Full Non-Spanish Translations of 75 Words or More


						Price Bid			Fixed/Rush Weight			F/R Weight Calc			Cat Weight			Cat Weight Calc


			Per word charge:						0.9			0.00


			Rush Per word charge:						0.1			0.00


			SubTotal						Eval Calc Subtotal			0.00			0.2			0.00


			D. Re-Keying any size document:


						Bid Price			Fixed/Rush Weight			F/R Weight Calc			Category Weight			Cat Weight Calc


			Per word charge:						0.9			0.00


			Rush Per word charge:						0.1			0.00


			SubTotal						Eval Calc Subtotal			0.00			0.2			0.00


			E. Desktop Publishing


						Bid Price			Fixed/Rush Weight			F/R Weight Calc			Cat Weight			Cat Weight Calc


			Per Hour charge:						0.9			0.00


			Rush Per Hour charge:						0.1			0.00


			SubTotal						Eval Calc Subtotal			0.00			0.1			0.00


			F. Proofreading any size of the document:


						Bid Price			Fixed/Rush Weight			F/R Weight Calc			Cat Weight			Cat Weight Calc


			Per word charge:						0.9			0.00


			Rush Per word charge:						0.1			0.00


			SubTotal						Eval Calc Subtotal			0.00			0.2			0.00


			G. Press-Proof Any Size Document:


						Bid Price									Cat Weight			Cat Weight Calc


			Press-Proof Fee:												0.075			0.00


			Evaluation Calc Total									0.00			1			0.00





ssammon:
This category will be used by Washington state agencies, counties, cities, other political subdivisions and qualified non-profits. The Bidder(s) awarded this category of work will be asked to perform both fill-in and full translations. General translation projects may include Letters, Notices, Forms, Pamphlets, Brochures and Related Materials. For fill-in translation requests, Bidder is required to translate information for inclusion in printed forms or letters. For full translation requests, Bidder will be required to translate the entire document that is being requested. Such translations may be accompanied by a request for graphic design. For more information, please see Category 6 Requirements.





Cat 7


			Category 7 - All Agencies Technical Documents


			Vendor 1


			A. Regular Turn-Around Translations Hourly Rate


						Price Bid			Fixed/Rush Weight			F/R Weight Calc			Cat Weight			Cat Weight Calc


			Spanish-Only Per Hour Charge:						0.3333			0.00


			Non-Spanish Principal Languages Per Hour Charge						0.3333			0.00


			Non-Principal Languages Per Hour Charge:						0.3333			0.00


			SubTotal						Eval Calc Subtotal			0.00			0.5			0.00


			C.           Emergency Turn-Around Translations (All Languages) Hourly Rate


						Price Bid			Fixed/Rush Weight			F/R Weight Calc			Cat Weight			Cat Weight Calc


			24 hours or less:						0.25			0.00


			12 hours or less:						0.25			0.00


			6 hours or less:						0.25			0.00


			2 hours or less:						0.25			0.00


			SubTotal						Eval Calc Subtotal			0.00			0.2			0.00


			D. Re-Keying any size document:


						Bid Price			Fixed/Rush Weight			F/R Weight Calc			Category Weight			Cat Weight Calc


			Per word charge:						0.9			0.00


			Rush Per word charge:						0.1			0.00


			SubTotal						Eval Calc Subtotal			0.00			0.1			0.00


			E. Desktop Publishing


						Bid Price			Fixed/Rush Weight			F/R Weight Calc			Cat Weight			Cat Weight Calc


			Per Hour charge:						0.9			0.00


			Rush Per Hour charge:						0.1			0.00


			SubTotal						Eval Calc Subtotal			0.00			0.1			0.00


			F. Proofreading any size of the document:


						Bid Price			Fixed/Rush Weight			F/R Weight Calc			Cat Weight			Cat Weight Calc


			Per word charge:						0.9			0.00


			Rush Per word charge:						0.1			0.00


			SubTotal						Eval Calc Subtotal			0.00			0.1			0.00


			Evaluation Calc Total												1			0.00





ssammon:
This category will be used by Washington state agencies, counties, cities, other political subdivisions and qualified non-profits. Translation of technical documents will include technical chemical bulletins, labeling chemical containers, material safety data sheets, employee training programs, scientific/chemical technical surveys and medical communications. For more information, see Category 7 Requirements.





Cat 8


			Category 8 - Education Related Documents


			Vendor 1


			A. Regular Turn-Around Translations Word Rate


						Price Bid			Fixed/Rush Weight			F/R Weight Calc			Cat Weight			Cat Weight Calc


			Spanish-Only Per Word Charge:						0.3333			0.00


			Non-Spanish Principal Languages Per Word Charge						0.3333			0.00


			Non-Principal Languages Per Word Charge:						0.3333			0.00


			SubTotal						Eval Calc Subtotal			0.00			0.5			0.00


			C.           Emergency Turn-Around Translations (All Languages) Hourly Rate


						Price Bid			Fixed/Rush Weight			F/R Weight Calc			Cat Weight			Cat Weight Calc


			24 hours or less:						0.25			0.00


			12 hours or less:						0.25			0.00


			6 hours or less:						0.25			0.00


			2 hours or less:						0.25			0.00


			SubTotal						Eval Calc Subtotal			0.00			0.2			0.00


			D. Re-Keying any size document:


						Bid Price			Fixed/Rush Weight			F/R Weight Calc			Category Weight			Cat Weight Calc


			Per word charge:						0.9			0.00


			Rush Per word charge:						0.1			0.00


			SubTotal						Eval Calc Subtotal			0.00			0.1			0.00


			E. Desktop Publishing


						Bid Price			Fixed/Rush Weight			F/R Weight Calc			Cat Weight			Cat Weight Calc


			Per Hour charge:						0.9			0.00


			Rush Per Hour charge:						0.1			0.00


			SubTotal						Eval Calc Subtotal			0.00			0.1			0.00


			F. Proofreading any size of the document:


						Bid Price			Fixed/Rush Weight			F/R Weight Calc			Cat Weight			Cat Weight Calc


			Per word charge:						0.9			0.00


			Rush Per word charge:						0.1			0.00


			SubTotal						Eval Calc Subtotal			0.00			0.025			0.00


			G. Shared Translation Library Check-Out Fee:


						Bid Price									Cat Weight			Cat Weight Calc


			Check-Out Fee:												0.075			0.00


			Evaluation Calc Total												1			0.00





ssammon:
This category will be used by educational institutions in Washington, including but not limited to, the Office of the Superintendent of Public Instruction and school districts. Schools must translate certain documents when a significant percentage of the population in a school district requires them in an alternate language from English. Translation of education related materials will include school newsletters, handbooks, brochures, short notices and incident reports. Also included may be program information and applications, discipline notices, consent forms, compliant forms, notices of rights, and letters or notices.
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Bidder Profile


Invitation for Bid 04312 – Translation (Written Word) Services


COMPANY INFORMATION (for Contract administration purposes) Failure to answer any question below will result in an automatic fail and further evaluation of price factors will not be considered.


			Company Name & Address:



     


     


     


			Authorized Representative:


			     





			


			Phone:


			     





			


			Email:


			     





			Ordering Address:



     


     


     


			Payment Address:



     


     


     





			Federal Tax Identification Number



			     





			UBI Number…………………………………………………


			     





			WA Dept. of Revenue Registration Number



			     





			Return Policy



			     








PURCHASING COOPERATIVE MEMBERS


1. Nonprofit Organizations:



Bidder agrees to sell the services on this contract to self-certified nonprofit corporations which are members of the State of Washington Purchasing Cooperative (WSPC)



Yes 


No    (If reply is “No”, attach letter explaining reason(s) for declining participation by nonprofit organizations).


2. Oregon Purchasing Cooperative Program:



Bidder agrees to sell the goods and services on this contract to political subdivisions and nonprofit organizations which are members of the State of Oregon Cooperative Purchasing Program (ORCPP)



Yes 


No    (If reply is “No”, attach letter reason(s) for declining participation by these members).



3. State of Oregon:



If required, indicate percent increase to bid pricing for delivery to State of Oregon DASCPP/ORCPP Members:       %


RECIPROCITY (California firms)



Is your firm currently certified as a small business under California Code, Title 2, Section 1896.12?  Yes   No 


SUBCONTRACTORS


If applicable, on a separate sheet, identify any subcontractors who will perform services in fulfillment of contract requirements; the nature of services to be performed and include federal tax identification (TIN) number for each subcontractor. If a subcontractor is a minority or women owned business please include their OMWBE Certification Number (if certified).  If necessary, attach additional sheets (please stamp or mark each page with a company name, mark, or initial). Do not include any Social Security Numbers.


The contractor, by including subcontractor(s) as part of your signed bid is your agreement to take complete responsibility, contract obligations, and liability for all actions of such subcontractors.  All subcontractors are subject to DES approval. DES reserves the right to approve or disapprove any subcontractor.



SALES/CUSTOMER SERVICE


On a separate sheet, identify sales/customer service contacts and will call locations for the entire state.


Payment Term:



Prompt Payment Discount      % 30 days, or net 30 days.  Prompt payment discount periods equal to (or greater than) 30 calendar days will receive consideration and bid pricing will be reduced (for evaluation purposes only) by the amount of the discount.


Purchasing Cards Accepted:



 Visa   Master Card   American Express   Discover   Other:      


MINORITY/WOMEN OWNED BUSINESS STATUS


Is your firm a Minority/Women Owned Business?  Yes   No 


MWBE certification #      


PLEASE ATTACH A COPY OF YOUR EMERGENCY RECOVERY PLAN
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Invitation for Bid 04312 – Translation (Written Word) Services



Category 7 Technical Documents


Technical Specifications


Invitation for Bid 04312 – Translation (Written Word) Services


Category 7 Technical Documents
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Invitation for Bid 04312 – Translation (Written Word) Services



Category 7 Technical Documents


Work Description



1 Typical Volume. This category will be used by Washington state agencies, counties, cities, other political subdivisions and qualified non-profits. 


2 Description. Translation of technical documents will include technical chemical bulletins, labeling chemical containers, material safety data sheets, employee training programs, scientific/chemical technical surveys and medical communications.


3 Principal Languages. The majority of requests in this category are for Russian, Chinese, Korean, Spanish and Vietnamese.  All other languages, which may be requested are considered non-principal languages and are listed in the DSHS Written Language Code located in the Appendix.


4 Previously Translated Document Updates.  Purchaser may, from time to time, request translation of new or changed text, and if necessary, re-key unchanged text in previously translation documents. All revisions must be proofread. Late Submission terms and conditions will apply. Requests for updates to previously translated documents translated by vendor will be submitted as new translation projects, with the title of “revision,” to the Vendor who performed the original translation.  Vendors shall accept all subsequent requests for updates to translations originally performed by Vendor. Vendor shall charge only for new and/or changed translations or rekeyed text and shall not charge for re-translation of already translated text.


5 Correction Procedures. Upon receiving reviewer’s suggestions and comments, the translator will:


5.1 Check everything marked by the reviewer against the original translation to determine the most accurate translation of words/phrases/sentences.



5.2 On the version with the reviewer’s markings,



5.2.1 Write “OK” by the word/phrase/sentence suggested by the reviewer that is adopted by the translator;



5.2.2 Write “1” by the word/phrase/sentence suggested by the reviewer that is not adopted by the translator to indicate the original translation is good as is and will not cause any misunderstanding;



5.2.3 Write “2” by the word/phrase/sentence suggested by the reviewer that is not adopted by the translator to indicate the suggested change is the reviewer’s regionalism or personal preference.



5.3 Revise/change translation based on what is determined to be the most accurate translation.



5.4 Return revised final hard copies, electronic files, and reviewer’s version with translator’s markings to the Translation Service Coordinator.



Specific Requirements


6 Category 7 Process.


6.1 Translation  Order. Purchaser will send a written request via email to Vendor detailing translation request, including all necessary details, such as technical expertise requirements, translation language(s), and original text.


6.2 Response Time. If Vendor can fill the request for client specific translations, Vendor must let the requestor know within one (1) business hours via telephone, fax or email.



6.3 Project Completion. Vendor will receive full compensation for completed projects returned within the required timeframes. Purchaser considers translation projects to be complete when: All requested language documents have been submitted to Purchaser; all requested language documents are technically accurate (i.e., created using the correct fonts, are formatted correctly, and can be opened and printed). If upon receipt of the requested translations, it is determined that any of the documents are “mechanically inaccurate,” the date and time stamp will be changed to the date and time in which technically accurate documents are delivered. Translation Vendor(s) will receive compensation for completed projects returned late (after the required timeframes) according to the following compensation table:


			Project Return:



Business Days Late


			Compensation % of



Contract Rate:



Normal Timeframe





			1


			75%





			2


			50%





			3


			25%





			4


			No Compensation








7 Questions. Contact the requestor with any questions regarding terminology used in the source document.


8 Meetings. Meet with Purchaser and/or Department of Enterprise Services (DES) upon request (a minimum of one time per year) to review compliance with the terms of the contract and to discuss service performance issues.  Any performance issues throughout the year that cannot be resolved by the requester and the contractor will be forwarded to DES for corrective action.


9 Secure Transmission of Documents and Information.  Any document having client specific information must be securely transmitted electronically from both directions. The vendor may use standard email encryption or an approved secure server file transfer process.


10 Delivery Information. Vendors must submit the following project delivery information with completed projects:


10.1 The date the project is returned to the requester


10.2 The name of the translator who translated the document


10.3 The name of the reviewer who reviewed the translated document for accuracy 


10.4 Any other comments/information related to the project


11 Turn-Around Time. All requests received by translation Vendor(s) after 12:00 PM (noon) shall be considered the next day’s business, excluding weekends and holidays. Timelines for translation services will begin on the day the request is received by the translation Vendor and end on the day submitted.  Mailing time to and from the requesting facility is not included. 


Translation projects are to be completed in:


11.1 Regular Timeframe. One (1) to Five (5) business days or as negotiated, from the date of request for “regular” timeframe translation requests. Regular timeframe may be negotiated at the time of the request; and


11.2 Rush Timeframe. 



11.2.1 Two (2) Hours or Less, from the date and time of request for “rush” timeframe translation requests.  


11.2.2 Six (6) Hours or Less, from the date and time of request for “rush” timeframe translation requests.  


11.2.3 Twelve (12) Hours or Less, from the date and time of request for “rush” timeframe translation requests.  


11.2.4 Twenty Four (24) hours or less, from the date and time of request for “rush” timeframe translation requests.  


12 Billing Specifications. In addition to the requirements outlined in the Invoicing section of the Special Terms and Conditions, each invoice shall be accompanied by a log of all translation projects being invoiced.  Billing should be directed to the ordering agency at the address shown on any field orders and/or purchase orders. The state will not be responsible for any payments due from purchasing cooperative members.



The log shall list the name of the requesting office, time period being reported and shall include the following for each project listed:



12.1 Requesting office’s order number indicated on the Translation Order Request form


12.2 Date request was received by the translation Vendor


12.3 Date completed translation was returned to Purchaser 


12.4 Project priority (Normal or Rush)


12.5 Type of translation (i.e., Form, Brochure, Pamphlet)


12.6 Client identifier (i.e., client’s last name or client’s ID number)


12.7 Language requested


12.8 Translator’s name


12.9 Reviewer’s name


12.10 Word count


12.11 Translation charge per project


12.12 A sum total charge for all projects listed


13 Fax and Email Capacity. Vendor shall have the capacity to receive and transmit up to 25 fax and e-mail translation requests per day.



14 Security. Any document having client specific information must be securely transmitted electronically from both directions. Security measures include: email must be sent through Vendor’s secured non-public network using standard email encryption or a pre-approved secure server file transfer process.


15 Tracking System. Vendor shall maintain their own tracking systems and shall electronically track all information related to requests, including all the information captured on the Translation Order Request form for all requests received by individual offices (requesters).  Translation Vendor(s) will be required to submit this information as backup documentation with all invoices requesting payment for Category 7 services rendered.


Technical Specifications


16 Delivery Media:  When requested, Vendor must be able to provide completed translations on compact disk.


17 Translation memory software. Bidder shall employ Translation Memory Software only in cases where large blocks of text are repeated or in order to create efficiency and accuracy as a part of a review process.


18 File Format. When requested, Vendor must be able to provide completed translations as hard copy and electronic file PDF format. 


19 Software Compatibility. When requested, Vendor must provide completed translations using Pagemaker, Indesign, or Microsoft Word. Vendor must be able to prepare, process, format and revise translations using software compatible with PC and Macintosh computer systems.


20 Additional Qualifications. Linguists must possess a degree or certification in a related field of the subject matter of the translation if requested by purchaser.  Additionally, linguists must possess sufficient cultural knowledge to translate subtle meanings in creative ways, such as translating slogans.


Example Below
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Department of Ecology is Cleaning up Polluted Soil in the Grandview Community


 



The Asarco smelter, which operated in Everett in the early 1900s, caused widespread arsenic and lead contamination in northeast Everett. Particles from the smelter stacks settled on the surrounding areas, contaminating soil. The Grandview Community is part of the area affected by contamination from the former smelter. The Department of Ecology (Ecology) is working to clean up the contamination by removing soil containing lead and arsenic above state cleanup levels. 



Ecology will be testing soil for contamination in the Grandview Community in May and June of this year.  Cleanup will not happen until next year. Before the sampling starts, Ecology will be at the Grandview Community Center (718 Linden Street) on May 5 to give a presentation and answer questions about the sampling and cleanup.  



There will be two meetings, each with different languages interpreted.  The first meeting starts at 5:15 pm and will have Russian and Spanish interpreters.  The second meeting will start at 6:15  pm and will have Arabic, Somali and Vietnamese interpreters. Light refreshments will be served.



For more information about this meeting, please contact Meg Bommarito (Ecology) at (425) 530-5169 or Teena Ellison (Everett Housing Authority) at (425) 303-1185.  You can also visit 



http://www.ecy.wa.gov/programs/tcp/sites/asarco/es_main.html for more information about the Everett Smelter cleanup.
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Category 4 DSHS/HCA General Information Documents
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DESCRIPTION  SPECIFIC REQUIREMENTS  TECHNICAL SPECIFICATIONS 


Invitation for Bid 04312 – Translation (Written Word) Services



Category 4 DSHS/HCA General Information Documents 



Work Description


1 Typical Volume. This category will be used by both DSHS and the Health Care Authority. DSHS currently makes approximately 200 DSHS general information document translation requests per year.  One document that is requested to be translated into five (5) languages is considered to be five (5) translation requests.


2 Work Description. Translation of written materials in this category will be for other general information documents provided by DSHS and the Health Care Authority to limited English proficient (LEP) populations statewide (see example at the end of Technical Specifications on page 4 below).


3 Principal Languages. The majority of the language requests will be in the following languages – Cambodian, Chinese, Korean, Laotian, Russian, Somali, Spanish, and Vietnamese.  These languages are the “Principal Languages” for this category of work.


Specific Requirements


4 Response Time. Accept or decline the translation project via e-mail, fax or voicemail to the requester within 4-business hours of receiving a request for translation.  Any project not accepted by the contractor must be accompanied by an explanation of why the contractor is not able to complete the project.  Failure to accept translation projects, for any reason, will be tracked by DSHS or HCA and used to determine contract compliance and future awards. Return any request, received directly from field offices, for complete translation of DSHS or HCA form or publication.  These requests shall be returned with a note stating the project must be processed.


5 Turn-Around Time. Translation projects are to be completed in: 



5.1 Normal Timeframe. Nine (9) business days, from the date of request for “normal” timeframe translation requests. All projects shall be submitted within the nine (9) day time frame; however, a one (1) business day grace period after the nine (9) day period will be granted and shall be used for Corrective Translation on a Rush basis. In the event translation work requires more than one (1) day, the project will be deemed late and Late Fee Discounts will be applied.



5.2 Calendar/Time. Turnaround times are based on Pacific Standard Time. Calendar days shall be calculated as Monday thru Friday, from 8:00 AM to 5:00 PM, excluding Washington State observed holidays.



5.3 Rush Timeframe. Four (4) business days or less, from the date of request for “rush” timeframe translation requests; however a one (1) business day grace period after the four (4) day period will be granted and shall be used for Corrective Translation on a Rush basis.  In the event translation work requires more than one (1) day, the project will be deemed late and Late Fee Discounts will be applied. Rush timeframes will be negotiated (one to five business days) at the time of request, taking into consideration the size of the document that needs to be translated, how quickly it is needed, and what languages are being requested. 



5.4 Order Priority. Translation projects that are not accepted by the first contractor offered the project will be offered to another authorized contractor (if available).  If none of the contractors can complete the project in the required timeframes, the requester may go back to one of the contractors to negotiate a longer timeframe to complete the project. 



5.5 Receipt Time. All requests received by translation Vendor after 12:00 PM (noon) shall be considered “received” the next day’s business, excluding weekends and holidays. 


5.6 Submission Time.  All categories, timelines for translation services will begin on the day the request is “received” by the translation Vendor and end on the day submitted.  Mailing time to and from the requesting DSHS or Health Care Authority facility is not included. Most Category 1-4 projects requested by DSHS will be requested using the Automated Translation Tracking System.  For projects that are requested through this system, please note that upon submittal of the last language translated document for a given translation project, these translation projects will be date and time stamped by the Tracking System.  If upon receipt of the requested language documents it is determined that any of the documents are “technically inaccurate,” the date and time stamp will be changed to the date and time in which technically accurate documents are delivered.



6 Previously Translated Document Updates.  Purchaser may, from time to time, request translation of new or changed text, and if necessary, re-key unchanged text in previously translation documents. All revisions must be proofread. Late Submission terms and conditions will apply. Requests for updates to previously translated documents translated by vendor will be submitted as new translation projects, with the title of “revision,” to the Vendor who performed the original translation.  Vendors shall accept all subsequent requests for updates to translations originally performed by Vendor. Vendor shall charge only for new and/or changed translations or rekeyed text and shall not charge for re-translation of already translated text.


7 Correction Procedures. Upon receiving reviewer’s suggestions and comments, the translator will:


7.1 Check everything marked by the reviewer against the original translation to determine the most accurate translation of words/phrases/sentences.



7.2 On the version with the reviewer’s markings,



7.2.1 Write “OK” by the word/phrase/sentence suggested by the reviewer that is adopted by the translator;



7.2.2 Write “1” by the word/phrase/sentence suggested by the reviewer that is not adopted by the translator to indicate the original translation is good as is and will not cause any misunderstanding;



7.2.3 Write “2” by the word/phrase/sentence suggested by the reviewer that is not adopted by the translator to indicate the suggested change is the reviewer’s regionalism or personal preference.



7.3 Revise/change translation based on what is determined to be the most accurate translation.



7.4 Return revised final hard copies, electronic files, and reviewer’s version with translator’s markings to the Translation Service Coordinator.



8 Questions. Contact the requestor with any questions regarding terminology used in the source document.


9 Meetings. Meet with Purchaser and/or Department of Enterprise Services (DES) upon request (a minimum of one time per year) to review compliance with the terms of the contract and to discuss service performance issues.  Any performance issues throughout the year that cannot be resolved by the requester and the contractor will be forwarded to DES for corrective action.


10 Secure Transmission of Documents and Information.  Any document having client specific information must be securely transmitted electronically from both directions. The vendor may use standard email encryption or an approved secure server file transfer process.


11 Delivery Information. Vendors must submit the following project delivery information with completed projects:


11.1 The date the project is returned to the requester


11.2 The name of the translator who translated the document


11.3 The name of the reviewer who reviewed the translated document for accuracy 


11.4 Any other comments/information related to the project


12 Completion. Translation Vendor will receive full compensation for completed projects returned within the required timeframes. DSHS and the Health Care Authority considers translation projects to be complete when: All requested language documents have been submitted to DSHS or the Health Care Authority; and All requested language documents are technically accurate (i.e., created using the correct fonts, are formatted correctly, and can be opened and printed). For projects that are requested through the Automated Translation Tracking System, please note that upon submittal of the last language translated document for a given translation project, these translation projects will be date and time stamped by the Tracking System. If upon receipt of the requested language documents it is determined that any of the documents are “technically inaccurate,” the date and time stamp will be changed to the date and time in which technically accurate documents are delivered. Translation Vendor will receive compensation for completed projects returned late (after the required timeframes) according to the following compensation table:


			Project Return:



Business Days Late


			Compensation % of



Contract Rate:



Normal Timeframe


			Compensation % of Contract Rate:



Rush Timeframe





			1


			90%


			75%





			2


			80%


			50%





			3


			70%


			25%





			4


			60%


			No Compensation





			5


			50%


			





			6


			40%


			





			7


			30%


			





			8


			20%


			





			9


			10%


			





			10


			No Compensation


			








13 Billing Specifications. One invoice shall be submitted to the project billing contact person for each translation project. In addition to the requirements outlined in the Invoicing Section of the Special Terms and Conditions, each invoice shall include the following:



1. Title of the document



2. DSHS/Health Care Authority document number (if applicable)



3. DSHS/Health Care Authority Project Number



4. Project priority (Normal or Rush)



5. Date the translation project was received by the translation Vendor


6. Date completed translation work was delivered to the requester



7. Language(s) the document was translated into



8. English word count for the document that was translated



9. Rate or cost per word



10. Total charge for the project, itemized by language



14 Tracking/Tracking Report.  Vendor shall utilize the DSHS/Health Care Authority Tracking System for Category 4 projects. Vendor shall submit a “Category 4 Tracking Report” with each invoice. 


Technical Specifications


15 Technological Abilities:  Vendor must possess computer software capacity to meet specific translation category requirements, and anti-virus software. Vendors must have the technological capability to produce and store electronic files and hard copies of documents. Vendors must be able to save documents in a PC compatible format and must have the ability to create and manipulate .pdf files.


16 Translation memory software. Bidder shall employ Translation Memory Software only in cases where large blocks of text are repeated or in order to create efficiency and accuracy as a part of a review process. 


17 Fonts. Vendor shall use Unicode fonts only.


18 Instructions with Translation Request. In addition to the requirements listed herein, translation Vendor shall comply with the instructions provided with the translation request for general informational materials.


19 DSHS/Health Care Authority Written Language Codes. Use the approved language code, as identified on the DSHS Written Language Codes listing, when abbreviating language names (Appendix). 



Example Below


Dear Mr./MS: 



Recent legislative changes to the State Supplemental Payment (SSP) program require that the Department of Social and Health Services (DSHS) expand the group of Supplemental Security Income (SSI) recipients who receive a SSP.



Because you get SSI and meet the SSP requirements, you are eligible to get an SSP payment.  In November 2003, you will get one check for October, November, and December in the amount of $1,174. Beginning January 2004, you will get an SSP check every month. The payment amount will be much less than the payment you receive in November.  We will notify you of the amount of future payments in a separate letter.



Because the November check is so big, it could affect your eligibility for SSI in December by making you exceed the SSI resource limit.  Exceeding the SSI resource limit could happen if you either do not spend the money you receive in November before the end of that month, or you buy things with the money that SSI counts towards the resource limit.



What is a resource?



A resource is money or things that you own that can easily be sold to make money. Some examples of resources are: cash, money in bank accounts, property, stocks, and bonds. 



Why are resources important in the SSI program?



To get SSI your countable resources must be $2,000 or less for an individual or $3,000 or less for a couple.  This is the SSI resource limit.  Countable resources are the things you own that count toward the resource limit. Many things you own do not count toward the resource limit.  



Some examples of resources that do not count toward the resource limit are: the house you live in, your car if it is used for certain daily activities or if it is equipped for use by a handicapped person, life insurance policies with a face value of $1,500 or less per person, burial plots for you or your immediate family, burial funds up to $1,500 for you and your spouse, and property you or your spouse use in a business or job. 



How does transferring a resource affect Medicaid coverage?



Medicaid may not pay for certain health care costs if you or your spouse give away a resource or sell it for less than its worth.



What if I need more information about the affect of my SSP on my SSI eligibility?


If you have questions about the affect of your State Supplemental Payment on your SSI eligibility, please contact your local Social Security office or call the Social Security Administration at 1-800-772-1213.[image: image2.png]
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DESCRIPTION  SPECIFIC REQUIREMENTS  TECHNICAL SPECIFICATIONS 



Invitation for Bid 04312 – Translation (Written Word) Services



Category 5 DSHS/HCA Client Specific/Locally Generated Documents



Work Description



1 Typical Volume. This category will be used by both DSHS and the Health Care Authority. There are approximately 34,000 requests for translation in this category per year.  Client specific translation requests will be faxed or e-mailed directly to the translation Vendor. 


2 Description. The Vendor(s) awarded this category of work will be asked to perform both fill-in and full translations.



2.1 Fill-In. For fill-in translation requests, translation Vendor is required to translate information for inclusion in printed forms or letters.  Fill-in information is additional text, written in English, which is placed onto previously translated DSHS/Health Care Authority forms or text added to computer generated, previously translated letters produced by field offices (i.e., ACES).  The majority of fill-in translation requests are for 75 words or less. Translated fill-in information shall be type written.  Exceptions to this requirement will be made on a case-by-case basis and must be authorized by the requesting office. It is estimated that 75% of client specific translation requests will be for fill-ins.


2.2 Full Translation. For full translation requests, translation Vendor is required to translate the entire document that is being requested.  The majority of full translation requests are for client letters, client reports and legal documents.  These documents are usually one page in length, consisting of 250 words or less. Requesters of full translations may request that translation Vendor(s) retain completed work electronically for future fill-in purposes. It is estimated that 25% of client specific translation requests will be for full translations.



3 Principal Languages. The majority of requests in this category are for Russian, Spanish and Vietnamese.  The following are other languages (listed alphabetically) that are frequently requested:



			Albanian


			Ilocano


			Romanian





			Amharic


			Japanese


			Samoan





			Arabic


			Korean


			Serbo-Croatian





			Cambodian


			Laotian


			Somali





			Chinese


			Oromo


			Tagalog





			Farsi


			Polish


			Tigrigna





			Hmong


			Punjabi


			Ukrainian








All 24 languages listed above are “Principal Languages” for this category of work. Those not listed are considered “Non-Principal Languages.”


4 Previously Translated Document Updates.  Purchaser may, from time to time, request translation of new or changed text, and if necessary, re-key unchanged text in previously translation documents. All revisions must be proofread. Late Submission terms and conditions will apply. Requests for updates to previously translated documents translated by vendor will be submitted as new translation projects, with the title of “revision,” to the Vendor who performed the original translation.  Vendors shall accept all subsequent requests for updates to translations originally performed by Vendor. Vendor shall charge only for new and/or changed translations or rekeyed text and shall not charge for re-translation of already translated text.


5 Correction Procedures. Upon receiving reviewer’s suggestions and comments, the translator will:


5.1 Check everything marked by the reviewer against the original translation to determine the most accurate translation of words/phrases/sentences.



5.2 On the version with the reviewer’s markings,



5.2.1 Write “OK” by the word/phrase/sentence suggested by the reviewer that is adopted by the translator;



5.2.2 Write “1” by the word/phrase/sentence suggested by the reviewer that is not adopted by the translator to indicate the original translation is good as is and will not cause any misunderstanding;



5.2.3 Write “2” by the word/phrase/sentence suggested by the reviewer that is not adopted by the translator to indicate the suggested change is the reviewer’s regionalism or personal preference.



5.3 Revise/change translation based on what is determined to be the most accurate translation.



5.4 Return revised final hard copies, electronic files, and reviewer’s version with translator’s markings to the Translation Service Coordinator.



Specific Requirements


6 Category 5 Process.


6.1 Translation  Order. The DSHS or Health Care Authority requesting office will fax or e-mail the material to be translated with a Translation Order Request form, DSHS 17-120 (Example After Technical Specifications).  Multiple orders may be placed on the Translation Order Request form. DSHS or the Health Care Authority will include, in all requests the following information:


6.1.1 Requester’s name, office, address, telephone number and fax number;



6.1.2 Date ordered and date due;



6.1.3 Order number (assigned by the requesting office for the project being requested);



6.1.4 Language requested;



6.1.5 Type of translation (i.e., DSHS/Health Care Authority form number {e.g.,14-113}, ACES letter type {e.g. 006-01}, letter, report, legal document);



6.1.6 Client identifier (i.e., client’s last name or client’s ID number), if applicable;



6.1.7 Project priority (normal or rush); and



6.1.8 Description and/or instructions for the project.



6.2 Response Time. If Vendor can fill the request for client specific translations, Vendor must let the requestor know within four (4) business hours via telephone, fax or email.



6.3 Project Completion. Once the translation order is completed, the translation Vendor shall fax or e-mail the Translation Order Request form with the completed translation and the original document to the requester.  The translation Vendor shall return the completed translation and related documents the same way it was received, e.g., if it was received by fax, it shall be returned by fax. In some cases, translation Vendor(s) may be required to mail a hard copy and/or an electronic copy (by disk or email) of the completed translation work to the requester. Translation Vendor is required to provide the following information with the completed project (as requested on the Translation Order Request form):


6.3.1 Date the completed work is returned to DSHS or Health Care Authority


6.3.2 Whether the work was a fill-in or full translation


6.3.3 Word count



6.3.4 Charge for the completed order


7 Turn-Around Time. All requests received by translation Vendor(s) after 3:00 p.m. shall be considered as the next day’s business, excluding weekends and holidays.  Turnaround times are based on Pacific Standard Time. Calendar days shall be calculated as Monday thru Friday, from 8:00 AM to 5:00 PM, excluding Washington State observed holidays. The time frames listed below are required for completing client specific translation requests and faxing or e-mailing the completed translation to the requester.  In the event that a translation is needed earlier than the normal timeframe, DSHS or the Health Care Authority shall pay a rush fee if the translation is completed within the needed timeframe.



7.1 Fill-In Translation Requests




Translation requests are to be completed:



7.1.1 Within one (1) business day for all principal languages identified in this category of work.  No rush time frame available for fill-in translation requests.



7.1.2 Within three (3) business days for all non-principal languages requested in this category of work.  Turnaround time is two (2) business days for rush, fill-in translation requests.



7.2 Full Translation Requests




Translation requests are to be completed:



7.2.1 Within five (5) business days for all principal languages identified in this category of work.  Turnaround time is two (2) business days for rush, full translation requests.



7.2.2 Within seven (7) business days for all non-principal languages requested in this category of work.  Turnaround time is three (3) business days for rush, full translation requests.



8 Questions. Contact the requestor with any questions regarding terminology used in the source document.


9 Meetings. Meet with Purchaser and/or Department of Enterprise Services (DES) upon request (a minimum of one time per year) to review compliance with the terms of the contract and to discuss service performance issues.  Any performance issues throughout the year that cannot be resolved by the requester and the contractor will be forwarded to DES for corrective action.


10 Secure Transmission of Documents and Information.  Any document having client specific information must be securely transmitted electronically from both directions. The vendor may use standard email encryption or an approved secure server file transfer process.


11 Delivery Information. Vendors must submit the following project delivery information with completed projects:


11.1 The date the project is returned to the requester


11.2 The name of the translator who translated the document


11.3 The name of the reviewer who reviewed the translated document for accuracy 


11.4 Any other comments/information related to the project


12 Billing Specifications. In addition to the requirements outlined in the Invoicing section of the Special Terms and Conditions, each Category V invoice shall be accompanied by a log of all translation projects for each requesting office.  This information will be verified by the requester prior to payment. The log shall list the name of the requesting office, time period being reported and shall include the following for each project listed:



12.1 Requesting office’s order number indicated on the Translation Order Request form


12.2 Date request was received by the translation Vendor


12.3 Date completed translation was returned to DSHS or Health Care Authority


12.4 Project priority (Normal or Rush)


12.5 Type of translation (i.e., DSHS/Health Care Authority form number {e.g.,14-113}, ACES letter code {e.g. 006-01}, letter, report, legal document)


12.6 Client identifier (i.e., client’s last name or client’s ID number)


12.7 Language requested


12.8 Translator’s name


12.9 Reviewer’s name


12.10 Word count


12.11 Translation charge


12.12 A sum total charge for all projects listed


13 Quarterly Report. Vendor shall submit a “Category 5 Report” on a quarterly basis. Category 5 reports shall be in Microsoft Excel format and shall reference the report period and the translation Vendor’s name at the top of the first page of the report.  The report shall be sorted by DSHS or the Health Care Authority Administration.  Each quarter’s report is due, electronically, to designated DSHS program managers (to be identified at time of award) or to Elena Safariants at the Health Care Authority (elena.safariants@hca.wa.gov), by the end of the month following the report period (e.g., reports for services provided April through June are due by the end of July).  For purposes of accurate database management, translation Vendor(s) shall use the Category 5 report template provided by DSHS/Health Care Authority, to manage and submit their reports.  DSHS and the Health Care Authority will provide the template at time of award.


The following information about each translation project is required in the quarterly report:


· Project Order #


· Requesting Administration


· Requesting Division



· Requesting Office/Program


· Document Description


· Language



· Fill-in or Full Translation Designation


· Date Received from Requester


· Date Due


· Date Delivered


· Translator’s Name



· Reviewer’s Name



· Word Count


· Cost


14 Fax and Email Capacity. Vendor shall have the capacity to receive and transmit up to 100 fax and e-mail translation requests per day.



15 Security. Any document having client specific information must be securely transmitted electronically from both directions. Security measures include: email must be sent through Vendor’s secured non-public network using standard email encryption or a pre-approved secure server file transfer process.


16 Tracking System. Vendor shall maintain their own tracking systems and shall electronically track all information related to requests, including all the information captured on the Translation Order Request form for all requests received by individual offices (requesters).  Translation Vendor(s) will be required to submit this information as backup documentation with all invoices requesting payment for Category 5 translation services rendered.


Technical Specifications


17 Technological Abilities:  Translation Vendors must possess computer software capacity to meet specific translation category requirements, and anti-virus software. Vendor must have the technological capability to produce and store electronic files and hard copies of documents. Vendor must be able to save documents in a PC compatible format and must have the ability to create and manipulate .pdf files.


18 Translation memory software. Bidder shall employ Translation Memory Software only in cases where large blocks of text are repeated or in order to create efficiency and accuracy as a part of a review process.



19 Formatting. Vendor shall write language name in English on the lower left hand corner of each page of the translated text.


20 Fonts. Vendor shall use Unicode Fonts on all documents.


21 DSHS/Health Care Authority Written Language Codes. Use the approved language code, as identified on the DSHS Written Language Codes listing, when abbreviating language names (Appendix). 



Example Below


			KING NORTH/BALLARD
P.O.BOX 34356
SEATTLE WA 98124
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			Phone # 206-341-7424





			TTY/TDD # 206-706-4254





			Toll Free # 








08/29/05



			


			John Doe
123 Main St.
Olympia, WA 98504








Dear Mr. Doe: 



Your benefits from the following program will end on 09/30/05: ( X ) Cash ( ) Food 
( X ) Medical ( ) Long Term Care 



The reasons for this decision are: 



The person listed as the head of household for your food assistance cannot get food assistance. 



See WAC rule (Washington Administrative Code): 388-408-0035, 388-468-0005 



We do not consider you a resident of Washington. 



See WAC rule (Washington Administrative Code): 388-400-0005, 388-454-0015, 388-462-0015, 388-468-0005, 388-503-0505, 388-505-0110, 388-505-0210, 388-505-0220 



You can check these rules online at http://slc.leg.wa.gov/wacbytitle.htm or view them at your public library reference desk. If you can't find this information, please call our office. 



If you disagree with any of our decisions, you may ask to have your case reviewed. You can also ask for a fair hearing. Your fair hearing rights are included in this letter. 



You can get automated information about your case by calling The Answer Phone at 1-877-980-9220. When you call, you will need to enter your client ID number, which can be found in the bottom right hand corner of this letter. 



If you plan to get private medical insurance, your new insurance might need proof of your prior DSHS medical benefits. We can give you a certificate of coverage so your new insurance may cover pre-existing conditions. To request a certificate, you may call the MAA toll-free number 1-800-562-3022. 



Please call me if you have any questions about this letter.



Jane Doe
360-555-1234[image: image3.png]
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DESCRIPTION  SPECIFIC REQUIREMENTS  TECHNICAL SPECIFICATIONS 


Invitation for Bid 04312 – Translation (Written Word) Services



Category 3 DSHS/HCA Supported Languages, ACES Text



Work Description



1 Typical Volume.  This category will be used by both DSHS and the Health Care Authority. DSHS currently makes approximately 200 DSHS ACES supported language text block translation requests per year.  One document that is requested to be translated into five (5) languages is considered to be five (5) translation requests.


2 Work Description. Translation of written materials in this category will be for ACES Supported Language Text (see example after Technical Specifications on page 5 below).


3 Principal Languages.  Language requests for this category of work will be in the following languages – Cambodian, Chinese, Korean, Laotian, Russian, Somali, Spanish, and Vietnamese.  These languages are the “Principal Languages” for this category of work.


Specific Requirements


4 Response Time. Accept or decline the translation project via e-mail, fax or voicemail to the requester within 4-business hours of receiving a request for translation.  Any project not accepted by the contractor must be accompanied by an explanation of why the contractor is not able to complete the project.  Failure to accept translation projects, for any reason, will be tracked by DSHS or HCA and used to determine contract compliance and future awards. Return any request, received directly from field offices, for complete translation of DSHS or HCA form or publication.  These requests shall be returned with a note stating the project must be processed.


5 Turn-Around Time. Translation projects are to be completed in: 



5.1 Normal Timeframe. Nine (9) business days, from the date of request for “normal” timeframe translation requests. All projects shall be submitted within the nine (9) day time frame; however, a one (1) business day grace period after the nine (9) day period will be granted and shall be used for Corrective Translation on a Rush basis. In the event translation work requires more than one (1) day, the project will be deemed late and Late Fee Discounts will be applied.



5.2 Calendar/Time. Turnaround times are based on Pacific Standard Time. Calendar days shall be calculated as Monday thru Friday, from 8:00 AM to 5:00 PM, excluding Washington State observed holidays.



5.3 Rush Timeframe. Four (4) business days or less, from the date of request for “rush” timeframe translation requests; however a one (1) business day grace period after the four (4) day period will be granted and shall be used for Corrective Translation on a Rush basis.  In the event translation work requires more than one (1) day, the project will be deemed late and Late Fee Discounts will be applied. Rush timeframes will be negotiated (one to five business days) at the time of request, taking into consideration the size of the document that needs to be translated, how quickly it is needed, and what languages are being requested. 



5.4 Order Priority. Translation projects that are not accepted by the first contractor offered the project will be offered to another authorized contractor (if available).  If none of the contractors can complete the project in the required timeframes, the requester may go back to one of the contractors to negotiate a longer timeframe to complete the project. 



5.5 Receipt Time. All requests received by translation Vendor after 12:00 PM (noon) shall be considered “received” the next day’s business, excluding weekends and holidays. 


5.6 Submission Time.  All categories, timelines for translation services will begin on the day the request is “received” by the translation Vendor and end on the day submitted.  Mailing time to and from the requesting DSHS or Health Care Authority facility is not included. Most Category 1-4 projects requested by DSHS will be requested using the Automated Translation Tracking System.  For projects that are requested through this system, please note that upon submittal of the last language translated document for a given translation project, these translation projects will be date and time stamped by the Tracking System.  If upon receipt of the requested language documents it is determined that any of the documents are “technically inaccurate,” the date and time stamp will be changed to the date and time in which technically accurate documents are delivered.



6 Previously Translated Document Updates.  Purchaser may, from time to time, request translation of new or changed text, and if necessary, re-key unchanged text in previously translation documents. All revisions must be proofread. Late Submission terms and conditions will apply. Requests for updates to previously translated documents translated by vendor will be submitted as new translation projects, with the title of “revision,” to the Vendor who performed the original translation.  Vendors shall accept all subsequent requests for updates to translations originally performed by Vendor. Vendor shall charge only for new and/or changed translations or rekeyed text and shall not charge for re-translation of already translated text.


7 Correction Procedures. Upon receiving reviewer’s suggestions and comments, the translator will:


7.1 Check everything marked by the reviewer against the original translation to determine the most accurate translation of words/phrases/sentences.



7.2 On the version with the reviewer’s markings,



7.2.1 Write “OK” by the word/phrase/sentence suggested by the reviewer that is adopted by the translator;



7.2.2 Write “1” by the word/phrase/sentence suggested by the reviewer that is not adopted by the translator to indicate the original translation is good as is and will not cause any misunderstanding;



7.2.3 Write “2” by the word/phrase/sentence suggested by the reviewer that is not adopted by the translator to indicate the suggested change is the reviewer’s regionalism or personal preference.



7.3 Revise/change translation based on what is determined to be the most accurate translation.



7.4 Return revised final hard copies, electronic files, and reviewer’s version with translator’s markings to the Translation Service Coordinator.



8 Questions. Contact the requestor with any questions regarding terminology used in the source document.


9 Meetings. Meet with Purchaser and/or Department of Enterprise Services (DES) upon request (a minimum of one time per year) to review compliance with the terms of the contract and to discuss service performance issues.  Any performance issues throughout the year that cannot be resolved by the requester and the contractor will be forwarded to DES for corrective action.


10 Secure Transmission of Documents and Information.  Any document having client specific information must be securely transmitted electronically from both directions. The vendor may use standard email encryption or an approved secure server file transfer process.


11 Delivery Information. Vendors must submit the following project delivery information with completed projects:


11.1 The date the project is returned to the requester


11.2 The name of the translator who translated the document


11.3 The name of the reviewer who reviewed the translated document for accuracy 


11.4 Any other comments/information related to the project


12 Completion. Vendor will receive full compensation for completed projects returned within the required timeframes. DSHS and the Health Care Authority consider translation projects to be complete when: All requested language documents have been submitted to DSHS or the Health Care Authority; and All requested language documents are technically accurate (i.e., created using the correct fonts, are formatted correctly, and can be opened and printed). For projects that are requested through the Automated Translation Tracking System used by both DSHS and the Health Care Authority, please note that upon submittal of the last language translated document for a given translation project, these translation projects will be date and time stamped by the Tracking System. If upon receipt of the requested language documents it is determined that any of the documents are “technically inaccurate,” the date and time stamp will be changed to the date and time in which technically accurate documents are delivered. Translation Vendor  will receive compensation for completed projects returned late (after the required timeframes) according to the following compensation table:


			Project Return:



Business Days Late


			Compensation % of



Contract Rate:



Normal Timeframe


			Compensation % of Contract Rate:



Rush Timeframe





			1


			90%


			75%





			2


			80%


			50%





			3


			70%


			25%





			4


			60%


			No Compensation





			5


			50%


			





			6


			40%


			





			7


			30%


			





			8


			20%


			





			9


			10%


			





			10


			No Compensation


			








13 Billing Specifications. One invoice shall be submitted to the project billing contact person for each translation project. In addition to the requirements outlined in the Invoicing Section of the Special Terms and Conditions, each invoice shall include the following:



1. Title of the document



2. DSHS or Health Care Authority document number (if applicable)



3. DSHS or Health Care Authority Project Number



4. Project priority (Normal or Rush)



5. Date the translation project was received by the translation Vendor 


6. Date completed translation work was delivered to the requester



7. Language(s) the document was translated into



8. English word count for the document that was translated



9. Rate or cost per word



10. Total charge for the project, itemized by language



14 Tracking/Tracking Report.  Vendor shall utilize the DSHS/Health Care Authority Tracking System for Category 3 projects. Vendor shall submit a “Category 3 Tracking Report” with each invoice. 


Technical Specifications


15 Technological Abilities.  Vendor must possess computer software capacity to meet specific translation category requirements, and anti-virus software. Vendor s must have the technological capability to produce and store electronic files and hard copies of documents. Vendors must be able to save documents in a PC compatible format and must have the ability to create and manipulate .pdf files.


16 Translation memory software. Bidder shall employ Translation Memory Software only in cases where large blocks of text are repeated or in order to create efficiency and accuracy as a part of a review process. 



17 DSHS ACES Text Font Specifications. Fonts must be in the DSHS/Health Care Authority supported text block with Provider One and ACES supported languages.


			Language


			Font Type


			Font Size





			Cambodian


			Aksarjhar


			14 Point





			Chinese


			Simsun


			12 Point





			Korean


			Batang


			12 Point





			Laotian


			Lao Helvetica


			16 Point





			Vietnamese


			VNI Times


			12 Point





			Russian


			Cyrillic II


			12 Point





			Somali


			Times New Roman


			12 Point





			Spanish


			Times New Roman


			12 Point





			Any English Text (including numbers)


			Times New Roman


			12 point








18 Stricken Text. English text (e.g., number, dates, etc.) that is stricken (i.e., has a line through it) in the English version shall remain the same in the translated version of the text block.  For example, spacing needed for a date may look like the following in the English version: A00/00/00A.  This is exactly how it should appear in the translated version as well.



19 Text Blocks. 



19.1 Translated text blocks shall be formatted with the following margin specifications:



· .25” Top



· .25” Bottom



· .25” Left



· 1.75” Right



19.2 Some text blocks or parts of text blocks may be formatted as Microsoft Word Tables.  These tables shall be preserved in the translated versions of the text blocks. Tables should not have any borders or shading.


19.3 Each translated text block shall be returned as an individual MS Word file.  The text block number shall not be included with the translated text (as it appears in the English file), however, the text block number shall be used as the electronic title of the file.


20 Proper Nouns. All proper nouns (i.e., program names) should be translated.



21 Acronyms. If acronyms are used in the English version of the text block, the same acronyms shall be used in the translated version of the text block.  For example, if the acronym TANF is used in the English text block it shall also be used in the translated text block (i.e., not translated as Temporary Assistance for Needy Families).



22 DSHS/Health Care Authority Written Language Codes. Use the approved language code, as identified on the DSHS Written Language Codes listing, when abbreviating language names (Appendix). 



Example Below


Text Block 2505006



You are participating in WorkFirst.  Your cash benefits will continue as long as you keep participating and meet all other eligibility requirements.  If you stop participating, your grant will be replaced with a Child Safety Net Payment. Child Safety Net Payments go to a protective payee to pay for basic expenses for your children only.  With a Child Safety Net Payment, you do not receive any cash for your own expenses.



Text Block 2505007



Although you are not participating in WorkFirst, you have vulnerable children in your home.  Your cash benefits are being replaced with a Child Safety Net Payment for your children.  Child Safety Net Payments go to a protective payee to pay for basic expenses for your children only.  You will not receive any cash for your own expenses.  If you decide to start participating, you may get more benefits.  Let me know if you want help getting a job, or if you think you are participating with WorkFirst requirements.



Text Block 2505005



You are exempt from mandatory WorkFirst work requirements.  You are exempt because you are:



A needy caretaker relative age 55 or older, or



Applying for SSI with the help of a DSHS facilitator, or



A disabled adult, or



Caring for a disabled child or child with special needs or caring for a disabled adult, or



A non-Indian adult caring for Indian children in Indian country.



Even though you are exempt and not required to participate, you can choose to work.   Let me know if you want help getting or keeping a job.[image: image2.png]
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Management Questions


Invitation for Bid 04312- Translation (Written Word) Services


			Non-Cost Scoring





			Unacceptable


			Poor


			Acceptable


			Good


			Exceptional





			None of the elements of the question were addressed and/or all answers fell below the reasonable expectations of the average customer as to the amount of risk placed on customer



 


			Only a portion of the elements of the question were addressed and/or some of the answers fell below the reasonable expectations of the average customer as to the amount of risk placed on customer


			All elements of the question were addressed and all answers met the reasonable expectations of the average customer as to the amount of risk placed on customer


			All elements of the question were addressed and all the answers met or exceeded the reasonable expectations of the average customer as to the amount of risk placed on customer


			All elements of the question were addressed and all the answers exceeded the reasonable expectations of the average customer as to the amount of risk placed on customer








Bidders: You must answer all of the first ten (10) questions one time. You need only answer first ten questions one time.



Additionally, you must answer any category-specific questions applicable to the category or categories being bid. 



1 Translator Recruitment. 


1.1 Describe your translator recruitment methods and processes.  


1.2 Please include information regarding your translator turnover rate and describe any policies and procedures your company employs to retain translators (e.g. incentives).


2  Translator Qualification. 


2.1 Describe the method your company uses to determine the expertise of translators or other persons performing translation, review or proofreading you employ or contract with.  Provide detailed information regarding:


2.1.1 The evaluation process used to determine translator expertise including, but not limited to: 


2.1.1.1 Your translator test(s) along with the tool(s) and benchmarks to evaluate the test(s). 


2.1.1.2 Also include any required degrees, certifications and/or required prior experience.


2.1.1.3
This contract requires translators in Spanish, Vietnamese, Cambodian, Laotian, Chinese, Russian, and Korean to be certified by DSHS or American Translation Association (ATA). Describe how you will adhere to this requirement. 


3 Proofreading and Rate of Error. 


3.1 Describe your translation accuracy/quality review process. Provide details as to:


3.1.1  The credentials of translators performing proofreading (i.e., whether they are independent, certified, native speakers or serving in some management capacity in your company), 


3.1.2 The error rate on translations returned to clients in situations both with proofreading and without proofreading.  


4 Translator Orientation. 


4.1 Describe your ongoing (initial and refresher) translator orientation process, as it will pertain to contractual requirements listed in this RFP and possible future contract amendments. 


5 Translation Memory Software. 


5.1 Does your company utilize translation memory software? If so, please describe what role it plays in your company operations. 


6 Tracking System. 


6.1 Does your company track jobs? If so, please describe how jobs are tracked and specify any systems used.


7 Translator Internal Communication. 


7.1 Please describe how your company distributes work to translators and how translators return work to your company. 


7.2 Please describe the means employed by your company to communicate with translators. 


8  Revision Process. 


8.1 Please describe your revision process where corrections must be made to a translation. Include details regarding:


8.1.1  Typical timeline


8.1.2 Customer requirements, such as notes


8.1.3 What situations require revision of entire document, and 


8.1.4 What situations require only minor changes. 


8.2 Describe how your company addresses and responds to complaints regarding poor translation products and late delivery of translation projects.   


9 Capacity and Variety of Translation Requests. 


9.1 Please describe the resources your company has in place to be able to handle a large volume and variety of translation requests.


10 Please describe full details of all Terminations for Default for performance similar to the Services requested by this IFB that have been experienced by the Bidder in the past five (5) years, including the other party’s name, address and telephone number. “Termination for Default” is defined as notice to Bidder to stop performance due to the Bidder’s non-performance or poor performance and the issue was either: (a) not litigated; or (b) litigated and such litigation determined the Bidder to be in default. 



10.1 Bidder must describe the deficiencies in performance, and describe whether and how the deficiencies were remedied. Bidder must present any other information pertinent to its position on the matter.


Category 1:



1. Translation projects under this category are required to match the format and design of the original English document as much as possible. Describe how you will achieve this. 



2. Work in this category requires the production of translated forms to include form fields in the PDF version. Describe your ability to meet this requirement. 



Category 2:



1. Translation in this category requires the use of different computer platforms, software products, and desktop publishing work. Describe your capacity to accommodate this need.



2. Documents in this category can be very lengthy (large volume of work). How will you achieve consistency of the translation throughout the document? 



Category 3:



1. The translations in this category are used by automated systems, ACES and ProviderOne, in MS Word format. Documents are required to be translated using specific language fonts, font sizes, and have specific margin requirements on each document. Describe your quality control process for the work in this category. 



Category 4:



1. Considering that this category can include a broad range of translation work, such as technical, medical, or legal documents, training materials and manuals, notices, and unofficial publications and forms, describe what will be taken into account when assigning qualified translators for various types of translation.



2. Documents in this category can be very lengthy (large volume of work). How will you achieve consistency of the translation throughout the document? 



Category 5:



1. Documents translated through this category contain client specific information including, but not limited to, client’s name, address, phone number, financial or health conditions, etc. How does your company protect any confidential information from being disclosed or fraudulently used by the translators?



2. This is the category of translates with the highest volume of requests in multiple languages - up to 500 requests per day. It requires shortest turnaround times for completing of the requests. Describe your company’s ability to:



· Handle high volume of requests from different requesters



· Access certified/qualified translators in multiple languages


· Complete projects within specified time frames


Category 6:


1. Considering that this category can include a broad range of translation work, such as technical, medical, or legal documents, training materials and manuals, notices, and unofficial publications and forms, describe what will be taken into account when assigning qualified translators for various types of translation.



2. Translation in this category requires the use of different computer platforms, software products, and desktop publishing work. Describe your capacity to accommodate this need.



Category 7:


1. Does your company typically employ translators with subject matter expertise? 



a. If so, please describe the types of subject matter. 


b. Make sure to note if translators have an environmental, scientific, chemical or medical background and what type of certifications, education or experience translators have in those subjects.



Category 8:


1. Has your company worked with United States schools before?


a. If so, please describe this experience.



2. Does your company employ translators with a background with working in the U.S. educational system?



a. If so, please describe your translator’s qualifications, certifications, education and experience working within U.S. schools.
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CUSTOMER REFERENCE QUESTIONNAIRE 


Invitation for Bid 04312- Translation (Written Word) Services


Dear Customer Reference:



We (Vendor’s name: _____________________________________) are currently preparing a response to the Department of Enterprise Services, Washington State IFB 04312.  The State is placing an increased emphasis on Vendor’s past performance as an evaluation factor in their solicitations.  In furtherance of this IFB requirement, we are asking your organization to complete the following form and to return it back to the vendor so it may be enclosed with the vendor’s proposal submission. The date due is: ________________


Additionally, should you be contacted by the IFB Coordinator or anyone on the evaluation team, you may speak candidly to them about your response and our company’s past performance with our company.



Your cooperation is appreciated.  



Name of organization for which a translation project was completed: _______________________


Phone: (_____) _______________.



Name of translation project: _____________________________________________________________.



Project Word Count: _____________



Name and title of individual completing this form: _______________________________________________________.



Reference Telephone Number: (____) ________________
     E-Reference Email: _________________________



Brief description of the translation service used: __________________________________________________________________________



Reference Scoring Guide:



			0


			10


			20


			30


			40





			Unacceptable


			Poor


			Acceptable


			Good


			Exceptional





			Consistently fell below the minimum requirements 



 


			Fell below the minimum requirements on occasion


			Met minimum requirements 


			Met the minimum requirements and occasionally exceeded the expectations of the customer 


			Consistently exceeded the expectations of the customer 








PLEASE RATE THE FOLLOWING VENDOR PERFORMANCE ISSUES (Check one):



			


			Un-satisfactory





			Poor


			Acceptable


			Good


			Exceptional





			


			0


			10


			20


			30


			40





			1. Ability to meet deadlines.


			


			


			


			


			





			Comment: 








			


			Un-satisfactory





			Poor


			Acceptable


			Good


			Exceptional





			


			0


			10


			20


			30


			40





			2. Consistency of accurate translations.


			


			


			


			


			





			Comment: 








			


			Un-satisfactory





			Poor


			Acceptable


			Good


			Exceptional





			


			0


			10


			20


			30


			40





			3. Customer service regarding corrections and revisions.


			


			


			


			


			





			Comment: 








			


			Un-satisfactory





			Poor


			Acceptable


			Good


			Exceptional





			


			0


			10


			20


			30


			40





			4. Ability to work with customers to resolve issues.


			


			


			


			


			





			Comment: 








			


			Un-satisfactory





			Poor


			Acceptable


			Good


			Exceptional





			


			0


			10


			20


			30


			40





			5. Overall reliability.


			


			


			


			


			





			Comment: 








			


			Un-satisfactory





			Poor


			Acceptable


			Good


			Exceptional





			


			0


			10


			20


			30


			40





			6. Ability to manage and communicate with internal staff and translators.


			


			


			


			


			





			Comment: 








			


			Un-satisfactory





			Poor


			Acceptable


			Good


			Exceptional





			


			0


			10


			20


			30


			40





			7. Invoicing competency.


			


			


			


			


			





			Comment: 








			


			Un-satisfactory





			Poor


			Acceptable


			Good


			Exceptional





			


			0


			10


			20


			30


			40





			8. Responsiveness to resolving invoicing issues.


			


			


			


			


			





			Comment: 








			


			Un-satisfactory





			Poor


			Acceptable


			Good


			Exceptional





			


			0


			10


			20


			30


			40





			9. Overall responsiveness.


			


			


			


			


			





			Comment: 








			


			Un-satisfactory





			Poor


			Acceptable


			Good


			Exceptional





			


			0


			10


			20


			30


			40





			10. Capacity to handle high volume of translation requests.


			


			


			


			


			





			Comment: 











Please add the scores from each question _______________ (Total Score).


Any other information that you would like to share about this Vendor: 



_______________________________________________________________________________



_______________________________________________________________________________



Signature of person who completed this questionnaire: 


_________________________________________

Dated: ______________________


_________________________________________


PRINTED NAME



Please return this completed questionnaire to the company who sent it to you.  Thank you for your participation.
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BIDDER CHECKLIST


			This checklist identifies the documents to be submitted with each Response.  Any Response received without any one or more of these documents may be rejected as being non-responsive.









			Authorized Offer and Contract Signature Page (1 electronic upon bid, 1 original if awarded)


			





			Price Sheet – (1 for each Category Being Bid – Must be in Excel – Not in PDF)


			





			Bidder Profile 


			





			Management Questions (1 Set of first 10 Questions, 1 Set of Each Category Specific Questions for each Category Being Bid)


			





			Reference Questionnaire (4 References)


			





			Amendments (if applicable)


			











