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	Contract number:
	04312

	Purpose of Contract Revision:
	Add new Category Nine – Disaster Preparedness

	Title 
	Translation (Written Word) Services

	Award date:
	10/11/2013

	Period of performance:
	12/01/2015
	through:
	11/30/2017


	Contract term:
	Not to exceed 5 years or 11/30/2018
	

	Services available:
	Translation of written word documents. 


	Contractors:
	This contract is awarded to multiple contractors. The contractors are:
· Avantpage Inc. (Categories 1 through 8)
· Carmazzi Global Solutions (Category 6)
· Dynamic Language Center (Categories 5, 6, 7 and 8)
· Languages Translation Services (Categories 8 and 9)
· Lazar Translating & Interpreting (Category 8)
· Lingualinx Language Solutions (Categories 1 through 5 and 8)
· Multilingual Connections (Categories 1, 2, 5 and 6)
· Northwest Interpreters (Categories 1, 2, 4, 6, 8 and 9)
· Russtech Language Services (Categories 1, 3, 6 and 9)


	

DES Contract Administrator:

 

Contract pricing:
	

Connie Stacy, Contracts Specialist
Connie.stacy@des.wa.gov
360-407-9403

Please review the following pages for pricing information.


	For use by:
	All State Agencies, Institutions of Higher Education, Political Subdivisions and non-profit Corporation of the States of Washington and Oregon. 

Categories 1-5 are to be utilized only by the Department of Social & Health Services (DSHS), the Health Care Authority (HCA), and the Health Benefits Exchange.
Categories 6-9 may be used by State Agencies, Institutions of Higher Education, Political Subdivisions, and Non-Profit Corporations (MCUA) as well as Oregon Cooperative Purchasing Program (ORCPP).
MCUA members (Master Contracts Usage Agreement): https://fortress.wa.gov/ga/apps/ContractSearch/MCUAListing.aspx
ORCPP members:  http://oregon.gov/DAS/EGS/PS/docs/orcpp/orcpp-member-list.pdf

Purchasers may select from the list of pre-qualified vendors the most suitable vendor required for their purposes per the available categories.  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. (ref: Section 2, para. 2.5 Contract Operation).

	

	
	

	
	

	
	



Key Contract Features
The following pages contain key contract features.  For detailed information please view the original solicitation and amendment to this contract at: https://fortress.wa.gov/ga/apps/ContractSearch/ContractSummary.aspx?c=04312 or contact your local agency Purchasing Office.

To provide feedback on vendor performance, please submit a Vendor and Contract Report Card at:
https://fortress.wa.gov/ga/apps/ContractEval/ContractFeedback.aspx?s=C&c=04312 

This contract is separated into nine categories.  Categories 1 through 5 pertain to DSHS and HCA only.  Categories 6 through 9 pertain to all other purchasing entities.

Please view the following for ordering instructions:

DSHS & HCA Only

Category 1-DSHS & HCA Forms 
Translation of written materials in this category will be for official DSHS & HCA documents

Users: Please contact any of the following Contractors with your translation request. 

· Avantpage
· Lingualinx
· Multilingual 
· Northwest Interpreters
· Russtech

For Category 1 specifications and pricing please see embedded documents:




[bookmark: _MON_1463482435]		

Category 2- DSHS and HCA Publications 
Translation of written materials in this category will be for DSHS and HCA publications.

Users: Please contact any of the following Contractors with your translation request:

· Avantpage
· Lingualinx
· Multilingual 
· NW Interpreters

For Category 2 specifications and pricing please see embedded documents:
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Category 3-DSHS And HCA Supported Language Auto Generated Text
Translation of written materials in this category will be for Auto Generated Supported Language Text.

Users: Please contact any of the following Contractors with your translation request

· Avantpage
· Lingualinx
· Russtech 

For Category 3 specifications and pricing please see embedded documents: 
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Category 4-DSHS and HCA Other General Information Documents 
Translation of written materials in this category will be for other general information documents provided by DSHS and HCA to limited English proficient (LEP) populations statewide.

Users: Please contact any of the following Contractors with your Translation request:

· Avantpage
· Lingualinx
· Russtech
· Northwest Interpreters 

For Category 4 specifications and pricing please see the embedded documents: 
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Category 5-DSHS and HCA Client Specific/Locally Generated Documents 
Translation work in this category includes client specific translation requests, generated by programs, local field offices and/or institutions. 

Users: Please contact any of the following Contractors with your translation request. 

· Avantpage
· Dynamic
· Lingualinx
· Multilingual

For Category 5 specifications and pricing please see the embedded documents: 
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All Other Contract Users

[bookmark: Module2cat6]Category 6-General Use, Forms, Pamphlets, and Brochures, Letters and Notices, Labels and Miscellaneous

Users: Please contact any of the following Contractors with your translation request:
· Advantpage
· Carmazzi
· Dynamic 
· Multilingual
· NW Interpreters
· Russtech

For Category 6 specification and pricing, please see embedded documents:
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Category 7- Technical Documents (MSDS, Chemical Hazard, Technical Surveys, etc.) 

Users: Please contact any of the following Contractors with your translation request:

· Avantpage
· Dynamic 

For Category 7 specifications and pricing, please see embedded documents: 
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Category 8-Education-related Documents 

Users: Please contact any of the following Contractors with your translation request:

· Avantpage
· Dynamic
· Languages Translation
· Lazar Translating & Interpreting
· Lingualinx
· NW Interpreters

For Category 8 specifications and pricing, please see embedded documents: 
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Category  9 – Disaster Preparedness (new category added 11.22.16)
 
Users: Please contact any of the following Contractors with your translation request:
· Language Translation Services
· NW Interpreters
· Russtech

For Category 9 specifications and pricing, please see embedded documents:



                                                              

		

CONTRACTORS 
	Categories: 1 thru 8
AVANTPAGE, INC.
600 First Ave., Suite 302
Seattle, WA 98104

MWBE Certification #:  n/a
Fed. Tax ID: 	27-3930611
UBI #:	27-3930611
Web Site:	www.avantpage.com

	Contact Information:
Contact: 	Joanna Oseman, Client Manager
Phone:                (530) 750-2040 Ext. 11
                             (530) 761-3727 cell
Fax:	530-750-2024
Email:	joanna@avantpage.com

Prompt Payment Terms: Net 30 Days
OR COOP:	Yes


	Category 6
CARMAZZI GLOBAL SOLUTIONS
8922 Beckington Court
Elk Grove, CA  95624

MWBE Certifications #: n/a
Fed. Tax ID:	65-0557648
UBI#:	602090833
Web Site:	www.carmazzi.com
	Contact Information
Contact:	Angela Carmazzi
Phone:	888-452-6543
Fax:	866-648-3431
Email:	sales@carmazzi.com

Prompt Payment Terms: Net 30 Days
OR Coop:  Yes


	Categories 5, 6, 7 and 8
DYNAMIC LANGUAGE CENTER, LTD
15215 52nd Avenue South, Suite 100
Seattle, WA  98188

MWBE:	Yes, #M5F2503496
Fed. Tax ID:	91-1311959
UBI#:	600637774
Web Site:	www.dynamiclanguage.com
	Contact Information
Contact:	Rick Antezana or Ember Trackwell
Phone:	206-244-6709
Fax:	206-243-3795
Email:	rick@dynamiclanguage.com
	ember@dyanmiclanguage.com
Prompt Payment Terms: 1.5% Net 30
OR Coop:  Yes


	Categories 8 and 9
LANGUAGES TRANSLATION SERVICES
34726 31 CT SW
Federal Way, WA 98023

MWBE Certification #: M3F9620442
Fed. Tax ID:	26-1734632
UBI#:	602 436 557
Web Site:	www.languages-translation.info

	Contact Information
Contact:	Daniel Shamebo Sabore, Managing 
	Director or Mrs. Tsigie T. Hailegnaw
Phone:	253-835-0107
Fax:	775-993-7988
Email:	dshamebo@languages-translation.info or dshamebo@yahoo.com
Prompt Payment Terms: Net 30 days
OR COOP:	YES


	Category 8
LAZAR TRANSLATING & INTERPRETING
1516 South Bundy Dr., #311
Los Angeles, CA  90025

MWBE Certification#: n/a
Fed. Tax ID:	95-4727210
UBI #:	603291386
Web site:	www.lazar.com
	Contact Information
Contact:	Lisa Solomon, COO
Phone:	310-453-3302
Fax:	310-453-6002
Email:	lisa@lazar.com

Prompt Payment Terms: Net 30 Days
OR COOP:	Yes


(Continued on next page)

	
Categories: 1 thru 5 and 8
LINGUALINX LANGUAGE SOLUTIONS, INC.
The LinguaLinx Building
122 Remsen Street
Cohoes, NY 12047

MWBE Certification #:  n/a
Fed. Tax ID:	01-0749117
UBI #:	602 661 645
Web site:	www.lingualinx.com
	Contact Information
Contact: 	David M. Smith, President
Phone:	518-388-9000
Fax:	518-388-0066
Email:	dsmith@lingualinx.com

Prompt Payment Terms:  Net 30 Days
OR COOP	Yes

	Categories 1, 2, 5 and 6
MULTILINGUAL CONNECTIONS, LLC.
828 Davis Street Ste. 210
Evanston, IL 60201

MWBE Certification #: n/a 
Fed. Tax ID:	20-2543836
UBI#:	n/a
Web Site:	www.mlconnections.com
	Contact Information
Contact:	Dr. Jill K. Bishop
Phone:	773-292-5500
Fax:	312-488-4116
Email:	contracts@mlconnections.com

Prompt Payment Discount:  Net 30 Days
OR COOP:	YES


	Categories 2, 4, 8 and 9
NW INTERPRETERS, INC.
203 SE Park Plaza Drive, Suite 190
Vancouver, WA 98684

MWBE Certification #: n/a
Fed. Tax ID:	91-1789287
UBI #:	601 727 265
Web Site:	www.nwinterpreters.com

	Contact Information
Contact:	Karina Zaher 
Phone:	866-468-7769 x313 or (360) 823-4313
Fax:	866-702-6866
Email:	kmzaher@nwiservices.com

Prompt payment Discount: 3% 15 days or Net 30 Days
OR COOP:	Yes

	Categories 3, 6 and 9
RUSSTECH LANGUAGE SERVICES
1338 Vickers Drive
Tallahassee, Florida 32303-3041

MWBE Certification #: n/a
Fed. Tax ID:	59-3254589
UBI #:	602663276
Web Site:	www.russtechinc.com

	Contact Information
Contact:	Marilyn J. Young, Ph.D. 
Phone:	850-562-9811 x9812
Fax:	866-434-9815
Email:	mjyoung@russtechinc.com

Prompt Payment  Discount: 2% net 5 days, 1% net 10 days or Net 30 Days
OR COOP:	Yes














DSHS Common Language Data Codes
For Written Communication
		Language Testing and Certification (LTC)

Albanian		         AL
Amharic		         AM
Anuak*		         AN
Arabic			         AR
Armenian		         AE
Assyrian		         AS
Azeri (Azerbaijani)*	         AZ
Bengali		        	         BN
Bikol/Bicol		         BK
Bisayan (Visayan, Busa)*    BY
Bulgarian		         BL
Burmese		         BS
Cambodian (Khmer)	         CA
Cebuano		         CB
Cham/Ching/Dijim	         CM
Chamorro		         CR
Chin**			         CI
Chinese (Mandarin,
   Cantonese, Chiu Chow,
   Hakka, Swatowese,
   Toishanese,…)	        CH
Creole* (Krio, Kreyol,
   Haitian-Creole,
   French-Creole)	         CE
Czech			         CZ
Danish			         DN
Dinka*			         DI
Dutch			         DU
English		                      EN
Esan*			         EA
Estonian		         ES
Farsi (Persian, Dari)	         FA
Fijian			         FJ
Finnish		                      FI
French			         FR
Georgian		         GN
German		         GE
Greek			         GR
Gujarati		         GJ
Hebrew		         HE
Hiligaynon** (Ilongo)           HL
Hindi			         HI
Hmong		                      HM
Hungarian		         HU
Igbo (Ibo)		         IB
Ilocano			       IL
Indonesian		       IN
Italian			       IT
Japanese		       JA
Karen**		       KA
Kashmiri**		       KH
Kikuyu (Gikuyu)	       KY
Kirundi (Rundi)**	       KI
Kmhmu/Khmu	                    KM
Korean			       KO
Kosraean* (Kosrae)	       KS
Kunama**		       KN
Kurdish		       KU
Laotian		                    LA
Large Print English             LPE    Large Print Other Languages=  LPO                  
Latvian 		       LV
Lebanese*		       LE
Limba*		                    LI
Lingala**		       LG
Lithuanian		       LT
Luganda (Ganda)	       LU
Macedonian		       MC
Malayalam		       MM
Malay			       ML
Mandingo (Mandinka)       MN
Marathi		       MR
Marshallese		       MS
Mien			       MI
Mixteco*(Mixtec, Mixteca)MX
Moldavian**		       MD
Mongolian*		       MO
Navajo			       NA
Nepali* (Nepalese)	       NE
Norwegian		       NO
Nuer*			       NU
Oromo	(Afaan Oromo)      OM
Palauan (Belauan)*	       PL
Pampanga**		       PM
Pangasinan*		       PN
Pashto(Pushtu, Afghan)*   PA
Pohnpeian		       PH
Polish			       PO
Portuguese		       PG
[bookmark: OLE_LINK1][bookmark: OLE_LINK2]Punjabi/Panjabi	       PJ
Quechua		       QU
Romanian		       RO
Russian		       RU
Rwanda* (Kinyarwanda)    RW
Salish			         SH
Samoan		         SA
Serbo-Croatian (Serbian,
   Croatian, Bosnian)	         SC
Shona			         SN
Sinhalese (Sinhala)	         SL
Slovak			         SV
Slovenian		         SE
Somali			         SM
Soninke (Soninkeh)	         SO
Spanish		         SP
Swahili		                      SI
Swedish		         SW
Tagalog (Filipino)	         TA
Tamil			         TM
Telugu (Telegu)	         TE
Thai			         TH
Tibetan		         TB
Tigrinya (Tigrigna)	         TI
Tongan		         TN
Trukese (Chuukese)	         TR
Turkish		                      TK
Ukrainian		         UK
Urdu		                     UR
Uzbek**		         UZ
Vietnamese	                     VI
Waray-Waray**	        WW
Yoruba		                     YR
Yupik*		                     YP
Zulu		                     ZU

* New since January 2001.
** New since May 2009.
Total: 114














Exhibit A – Data Security Requirements

1.	Definitions.  The words and phrases listed below, as used in this Exhibit, shall each have the following definitions:
a.	“Authorized User(s)” means an individual or individuals with an authorized business requirement to access DSHS Confidential Information.
b.	“Hardened Password” means a string of at least eight characters containing at least one alphabetic character, at least one number and at least one special character such as an asterisk, ampersand or exclamation point.
c.	“Unique User ID” means a string of characters that identifies a specific user and which, in conjunction with a password, passphrase or other mechanism, authenticates a user to an information system.
2.	Data Transport.  When transporting DSHS Confidential Information electronically, including via email, the Data will be protected by:
a.	Transporting the Data within the (State Governmental Network) SGN or Contractor’s internal network, or;
b.	Encrypting any Data that will be in transit outside the SGN or Contractor’s internal network.  This includes transit over the public Internet.
3.	Protection of Data.  The Contractor agrees to store Data on one or more of the following media and protect the Data as described:
a.	Hard disk drives.  Data stored on local workstation hard disks.  Access to the Data will be restricted to Authorized User(s) by requiring logon to the local workstation using a Unique User ID and Hardened Password or other authentication mechanisms which provide equal or greater security, such as biometrics or smart cards.
b.	Network server disks.  Data stored on hard disks mounted on network servers and made available through shared folders.  Access to the Data will be restricted to Authorized Users through the use of access control lists which will grant access only after the Authorized User has authenticated to the network using a Unique User ID and Hardened Password or other authentication mechanisms which provide equal or greater security, such as biometrics or smart cards.  Data on disks mounted to such servers must be located in an area which is accessible only to authorized personnel, with access controlled through use of a key, card key, combination lock, or comparable mechanism.
For DSHS Confidential Information stored on these disks, deleting unneeded Data is sufficient as long as the disks remain in a Secured Area and otherwise meet the requirements listed in the above paragraph.  Destruction of the Data as outlined in Section 5. Data Disposition may be deferred until the disks are retired, replaced, or otherwise taken out of the Secured Area.
c.	Optical discs (CDs or DVDs) in local workstation optical disc drives.  Data provided by DSHS on optical discs which will be used in local workstation optical disc drives and which will not be transported out of a Secured Area.  When not in use for the contracted purpose, such discs must be locked in a drawer, cabinet or other container to which only Authorized Users have the key, combination or mechanism required to access the contents of the container.  Workstations which access DSHS Data on optical discs must be located in an area which is accessible only to authorized personnel, with access controlled through use of a key, card key, combination lock, or comparable mechanism.
d.	Optical discs (CDs or DVDs) in drives or jukeboxes attached to servers.  Data provided by DSHS on optical discs which will be attached to network servers and which will not be transported out of a Secured Area.  Access to Data on these discs will be restricted to Authorized Users through the use of access control lists which will grant access only after the Authorized User has authenticated to the network using a Unique User ID and Hardened Password or other authentication mechanisms which provide equal or greater security, such as biometrics or smart cards.  Data on discs attached to such servers must be located in an area which is accessible only to authorized personnel, with access controlled through use of a key, card key, combination lock, or comparable mechanism.
e.	Paper documents.  Any paper records must be protected by storing the records in a Secured Area which is only accessible to authorized personnel.  When not in use, such records must be stored in a locked container, such as a file cabinet, locking drawer, or safe, to which only authorized persons have access.
f.	Remote Access.  Access to and use of the Data over the State Governmental Network (SGN) or Secure Access Washington (SAW) will be controlled by DSHS staff who will issue authentication credentials (e.g. a Unique User ID and Hardened Password) to Authorized Users on Contractor staff.  Contractor will notify DSHS staff immediately whenever an Authorized User in possession of such credentials is terminated or otherwise leaves the employ of the Contractor, and whenever an Authorized User’s duties change such that the Authorized User no longer requires access to perform work for this Contract.
g.	Data storage on portable devices or media.
(1)	Except where otherwise specified herein, DSHS Data shall not be stored by the Contractor on portable devices or media unless specifically authorized within the terms and conditions of the Contract.  If so authorized, the Data shall be given the following protections:
(a)	Encrypt the Data with a key length of at least 128 bits
(b)	Control access to devices with a Unique User ID and Hardened Password or stronger authentication method such as a physical token or biometrics.
(c)	Manually lock devices whenever they are left unattended and set devices to lock automatically after a period of inactivity, if this feature is available.  Maximum period of inactivity is 20 minutes.
Physically Secure the portable device(s) and/or media by
(d)	Keeping them in locked storage when not in use
(e)	Using check-in/check-out procedures when they are shared, and 
(f)	Taking frequent inventories
(2)	When being transported outside of a Secured Area, portable devices and media with DSHS Confidential Information must be under the physical control of Contractor staff with authorization to access the Data.
(3)	Portable devices include, but are not limited to; smart phones, tablets, flash memory devices (e.g. USB flash drives, personal media players), portable hard disks, and laptop/notebook/netbook computers if those computers may be transported outside of a Secured Area.
(4)	Portable media includes, but is not limited to; optical media (e.g. CDs, DVDs), magnetic media (e.g. floppy disks, tape), or flash media (e.g. CompactFlash, SD, MMC).
h.	Data stored for backup purposes.
(1)	DSHS data may be stored on portable media as part of a Contractor’s existing, documented backup process for business continuity or disaster recovery purposes.  Such storage is authorized until such time as that media would be reused during the course of normal backup operations.  If backup media is retired while DSHS Confidential Information still exists upon it, such media will be destroyed at that time in accordance with the disposition requirements in Section 5. Data Disposition
(2)	DSHS Data may be stored on non-portable media (e.g. Storage Area Network drives, virtual media, etc.) as part of a Contractor’s existing, documented backup process for business continuity or disaster recovery purposes.  If so, such media will be protected as otherwise described in this exhibit.  If this media is retired while DSHS Confidential Information still exists upon it, the data will be destroyed at that time in accordance with the disposition requirements in Section 5. Data Disposition.
4.	Data Segregation.
a.	DSHS Data must be segregated or otherwise distinguishable from non-DSHS data.  This is to ensure that when no longer needed by the Contractor, all DSHS Data can be identified for return or destruction.  It also aids in determining whether DSHS Data has or may have been compromised in the event of a security breach.  As such, one or more of the following methods will be used for data segregation.
b.	DSHS Data will be kept on media (e.g. hard disk, optical disc, tape, etc.) which will contain no non-DSHS Data.  And/or,
c.	DSHS Data will be stored in a logical container on electronic media, such as a partition or folder dedicated to DSHS Data.  And/or,
d.	DSHS Data will be stored in a database which will contain no non-DSHS data. And/or,
e.	DSHS Data will be stored within a database and will be distinguishable from non-DSHS data by the value of a specific field or fields within database records.
f.	When stored as physical paper documents, DSHS Data will be physically segregated from non-DSHS data in a drawer, folder, or other container.
g.	When it is not feasible or practical to segregate DSHS Data from non-DSHS data, then both the DSHS Data and the non-DSHS data with which it is commingled must be protected as described in this exhibit.
5.	Data Disposition.  When the contracted work has been completed or when no longer needed, except as noted in 4.b above, Data shall be returned to DSHS or destroyed.  Media on which Data may be stored and associated acceptable methods of destruction are as follows:

		Data stored on:
	Will be destroyed by:

	Server or workstation hard disks, or

Removable media (e.g. floppies, USB flash drives, portable hard disks) excluding optical discs

	Using a “wipe” utility which will overwrite the Data at least three (3) times using either random or single character data, or

Degaussing sufficiently to ensure that the Data cannot be reconstructed, or

Physically destroying the disk

	
	

	Paper documents with sensitive or Confidential Information	
	Recycling through a contracted firm provided the contract with the recycler assures that the confidentiality of Data will be protected.

	
	

	Paper documents containing Confidential Information requiring special handling (e.g. protected health information)
	On-site shredding, pulping, or incineration

	
	

	Optical discs (e.g. CDs or DVDs)
	Incineration, shredding, or completely defacing the readable surface with a coarse abrasive

	
	

	Magnetic tape
	Degaussing, incinerating or crosscut shredding



6.	Notification of Compromise or Potential Compromise.  The compromise or potential compromise of DSHS shared Data must be reported to the DSHS Contact designated in the Contract within one (1) business day of discovery.  If no DSHS Contact is designated in the Contract, then the notification must be reported to the DSHS Privacy Officer at dshsprivacyofficer@dshs.wa.gov.  Contractor must also take actions to mitigate the risk of loss and comply with any notification or other requirements imposed by law or DSHS.
7.	Data shared with Subcontractors.  If DSHS Data provided under this Contract is to be shared with a subcontractor, the Contract with the subcontractor must include all of the data security provisions within this Contract and within any amendments, attachments, or exhibits within this Contract.  If the Contractor cannot protect the Data as articulated within this Contract, then the contract with the sub-Contractor must be submitted to the DSHS Contact specified for this contract for review and approval.










DSHS TERMS & CONDITIONS


1. Definitions. The words and phrases listed below, as used in this Contract, shall each have the following definitions:
a.  “Confidential Information” or “Data” means information that is exempt from disclosure to the public or other unauthorized persons under RCW 42.56 or other federal or state laws. Confidential Information includes, but is not limited to, Personal Information.
b.  “Encrypt” means to encode Confidential Information into a format that can only be read by those possessing a “key”; a password, digital certificate or other mechanism available only to authorized users.  Encryption must use a key length of at least 128 bits.
c. “Personal Information” means information identifiable to any person, including, but not limited to, information that relates to a person’s name, health, finances, education, business, use or receipt of governmental services or other activities, addresses, telephone numbers, Social Security Numbers, driver license numbers, other identifying numbers, and any financial identifiers.
d. “Physically Secure” means that access is restricted through physical means to authorized individuals only.
e. “Program Agreement” means an agreement between the Contractor and DSHS containing special terms and conditions, including a statement of work to be performed by the Contractor and payment to be made by DSHS.
f.  “Secured Area” means an area to which only authorized representatives of the entity possessing the Confidential Information have access.  Secured Areas may include buildings, rooms or locked storage containers (such as a filing cabinet) within a room, as long as access to the Confidential Information is not available to unauthorized personnel.
g.  “Tracking” means a record keeping system that identifies when the sender begins delivery of Confidential Information to the authorized and intended recipient, and when the sender receives confirmation of delivery from the authorized and intended recipient of Confidential Information.  
h. “Trusted Systems” include only the following methods of physical delivery: (1) hand-delivery by a person authorized to have access to the Confidential Information with written acknowledgement of receipt; (2) United States Postal Service (“USPS”) first class mail, or USPS delivery services that include Tracking, such as Certified Mail, Express Mail or Registered Mail; (3) commercial delivery services (e.g. FedEx, UPS, DHL) which offer tracking and receipt confirmation; and (4) the Washington State Campus mail system.  For electronic transmission, the Washington State Governmental Network (SGN) is a Trusted System for communications within that Network.  
2. Billing Limitations.
a. DSHS shall pay the Contractor only for authorized services provided in accordance with this Contract. 
b. DSHS shall not pay any claims for payment for services submitted more than twelve (12) months after the calendar month in which the services were performed.
c. The Contractor shall not bill and DSHS shall not pay for services performed under this Contract, if the Contractor has charged or will charge another agency of the state of Washington or any other party for the same services.
3. Confidentiality. 
a. The Contractor shall not use, publish, transfer, sell or otherwise disclose any Confidential Information gained by reason of this Contract for any purpose that is not directly connected with Contractor’s performance of the services contemplated hereunder, except:
(1) as provided by law; or, 
(2) in the case of Personal Information, with the prior written consent of the person or personal representative of the person who is the subject of the Personal Information. 
b. The Contractor shall protect and maintain all Confidential Information gained by reason of this Contract against unauthorized use, access, disclosure, modification or loss. This duty requires the Contractor to employ reasonable security measures, which include restricting access to the Confidential Information by:
(1) Allowing access only to staff that have an authorized business requirement to view the Confidential Information.
(2) Physically Securing any computers, documents, or other media containing the Confidential Information.
(3) Ensure the security of Confidential Information transmitted via fax (facsimile) by:
Verifying the recipient phone number to prevent accidental transmittal of Confidential Information to unauthorized persons.
Communicating with the intended recipient before transmission to ensure that the fax will be received only by an authorized person.
Verifying after transmittal that the fax was received by the intended recipient.
(4) When transporting six (6) or more records containing Confidential Information, outside a Secured Area, do one or more of the following as appropriate:
(a) Use a Trusted System.
(b) Encrypt the Confidential Information, including:
Encrypting email and/or email attachments which contain the Confidential Information.
Encrypting Confidential Information when it is stored on portable devices or media, including but not limited to laptop computers and flash memory devices.
Note:  If the DSHS Data Security Requirements Exhibit is attached to this contract, this item, 6.b.(4), is superseded by the language contained in the Exhibit.
(5) Send paper documents containing Confidential Information via a Trusted System.
(6) Following the requirements of the DSHS Data Security Requirements Exhibit, if attached to this contract.  
c. Upon request by DSHS, at the end of the Contract term, or when no longer needed, data shall be returned to DSHS or Contractor shall certify in writing that they employed a DSHS approved method to destroy the information.  Contractor may obtain information regarding approved destruction methods from the DSHS contact identified on the cover page of this Contract.
d. Paper documents with Confidential Information may be recycled through a contracted firm, provided the contract with the recycler specifies that the confidentiality of information will be protected, and the information destroyed through the recycling process. Paper documents containing Confidential Information requiring special handling (e.g. protected health information) must be destroyed on-site through shredding, pulping, or incineration.
e. Notification of Compromise or Potential Compromise. The compromise or potential compromise of Confidential Information must be reported to the DSHS Contact designated on the contract within one (1) business day of discovery.  Contractor must also take actions to mitigate the risk of loss and comply with any notification or other requirements imposed by law or DSHS.



Washington State Department of General Administration 
Office of State Procurement, PO Box 41017, Olympia, WA 98504-1017

The State of Washington is an equal opportunity employer.  To request this information in alternative formats call (360) 902-7400, or TDD (360) 664-3799.
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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
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Sheet1

		TRANSLATION SERVICES

		CONTRACT 04312

		Category 1-DSHS/HCA/HBE Only Forms Pricing

		PRICING		Contractor				Contractor		Contractor		Contractor

				AVANTPAGE		LINGUALINX		NW INTERPRETERS		MULTILINGUAL		RUSSTECH

		prompt payment discount		NET 30 DAYS		NET 30 DAYS		3% 15 DAYS, NET 30		NET 30 DAYS		1% 10 DAYS,2% 5 DAYS OR NET 30 DAYS

		A. Translation Requests of 75 Words or Less and Requests for Formatting

		Fixed Minimum Charge:		$9.90		$12.00		$15.00		$15.00		$11.00

		Rush minimum charge:		$15.00		$25.00		$25.00		$18.75		$18.00

		B.           Translation Requests of 76 – 2000 Words

		Per word charge		$0.25		$0.18		$0.22		$0.18		$0.28

		Rush Per word charge		$0.30		$0.22		$0.27		$0.23		$0.35

		C.           Translation Requests of 2001 Words or More

		Per Word Charge		$0.25		$0.18		$0.20		$0.18		$0.28

		Per Word Rush Charge		$0.30		$0.22		$0.25		$0.23		$0.35

		D. Re-Keying any size document:

		Per word charge		$0.25		$0.09		$0.14		$0.09		$0.28

		Rush Per word charge		$0.30		$0.12		$0.19		$0.11		$0.35

		E. Proofreading any size of the Document

		Per word charge		$0.25		$0.09		$0.04		$0.09		$0.20

		Rush Per word charge		$0.30		$0.12		$0.06		$0.11		$0.25
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DESCRIPTION  SPECIFIC REQUIREMENTS  TECHNICAL SPECIFICATIONS 

Invitation for Bid 04312 – Translation (Written Word) Services


Category 2 DSHS/HCA/HBE Publications


Work Description


1 Typical Volume. This category will be used by both the Department of Social and Health Services (“DSHS”), the Health Care Authority (“HCA”) and Health Benefits Exchange (HBE). 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.

2 Work Description.  Translation of written materials in this category will be for DSHS, HCA and HBE 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, HCA or HBE, and used to determine contract compliance and future awards. Return any request, received directly from field offices, for complete translation of DSHS, HCA or HBE form.  These requests shall be returned with a note stating the project must be processed through respective DSHS, and HCA Translations Coordinator. 

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 if Corrective Translations are required. The grace period begins when the purchaser identifies the need for Corrective Translations. In the event translation work requires more than one (1) day to correct, 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 (PST). 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; A one (1) business day grace period will be granted for Corrective Translation. The grace period begins immediately following any purchaser identified corrections.  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 at the time of request.

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)(PST) 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, HCA or HBE 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 translated 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 per word in the source language 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 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, HCA and HBE consider translation projects to be complete when: All requested language documents have been submitted to DSHS, HCA or HBE; 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, HCA and HBE, 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, HCA or HBE document number (if applicable)


3. DSHS, HCA or HBE 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 Tracking System for Category 2 projects requested by DSHS and HCA.  In addition to using the DSHS automated 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.

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 HCA translation coordinator.   No files from any other source should be used.  All translation publication files must be sent to DSHS Visual Communications, to the designated HCA agent unless requested or approved by DSHS and HCA. 

18 Fonts. 

18.1 All translated publications shall be produced using DSHS, HCA or HBE 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 toDSHS Visual Communications, designated HCA agent 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/HBE, 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/HBE, respectively, prior to translation.  If the translation Vendor determines that this technique is necessary, they shall notify Visual Communications or HCA/HBE 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, HCA and HBE publication numbers follow a specific format.  Spacing is critical.  The translation Vendor(s) shall use the attached DSHS/HCA/HBE Common Language Data Codes as a reference for coding publications in different languages.

22.3 Format for DSHS/HCA/HBE 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 it’s 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

[image: image2.jpg]Frequently Asked Questions

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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Category 2 Awarded Vendor Pricing.xls
Sheet1

		TRANSLATION SERVICES

		CONTRACT 04312

		Category 2-DSHS/HCA/HBE Only Publications Pricing

		PRICING		Contractor		Contractor		Contractor		Contractor

				AVANTPAGE, INC.		LINGUALINX		NW INTERPRETERS		MULTILINGUAL

		Prompt payment discount		Net 30 Days		Net 30 Days		Net 30 Days		Net 30 Days

		A.           Translation Requests of 75 Words or Less and Requests for Formatting

		Fixed minimum charge:		$9.90		$12.00		$15.00		$15.00

		Rush minimum charge:		$15.00		$25.00		$25.00		$18.75

		B.           Translation Requests of 76 – 2000 Words

		Per word charge		$0.25		$0.18		$0.22		$0.20

		Rush Per word charge		$0.30		$0.22		$0.27		$0.25

		C.           Translation Requests of 2001 Words or More

		Per Word Charge		$0.25		$0.18		$0.20		$0.20

		Per Word Rush Charge		$0.30		$0.22		$0.25		$0.25

		D. Re-Keying any size document:

		Per word charge		$0.25		$0.09		$0.14		$0.10

		Rush Per word charge		$0.30		$0.12		$0.19		$0.12

		E. Desktop Publishing

		Per 1/2 hour charge		$20.00		$23.00		$17.50		$45.00

		Rush Per word charge		$45.00		$45.00		$45.00		$65.00

		F. Proofreading any size of document

		Per word charge		$0.25		$0.09		$0.04		$0.10

		Rush Per word charge		$0.30		$0.12		$0.06		$0.12
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DESCRIPTION  SPECIFIC REQUIREMENTS  TECHNICAL SPECIFICATIONS 

Invitation for Bid 04312 – Translation (Written Word) Services


Category 3 DSHS/HCA/HBE Supported Languages, Auto Generated Text


Work Description


1 Typical Volume.  This category will be used by both DSHS, HCA and HBE. 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, HCA or HBE, and used to determine contract compliance and future awards. Return any request, received directly from field offices, for complete translation of DSHS, HCA or HBE form.  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 if Corrective Translations are required. The grace period begins when the purchaser identifies the need for Corrective Translations. In the event translation work requires more than one (1) day to correct, 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; A one (1) business day grace period will be granted for Corrective Translation. The grace period begins immediately following any purchaser identified corrections.  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 at the time of request. 


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)(PST) 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, HCA or HBE 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 translated 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 per word in the source language 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 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, HCA and HBE consider translation projects to be complete when: All requested language documents have been submitted to DSHS, HCA or HBE; 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, HCA and HBE, 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, HCA or HBE document number (if applicable)


3. DSHS, HCA or HBE 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 Automated Tracking System for Category 3 projects requested by DSHS, HCA or HBE.  In addition to using the DSHS automated 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.

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/HCA/HBE 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/HCA/HBE  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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Category 3 Awarded Vendor Pricing.xls
Sheet1

		TRANSLATION SERVICES

		CONTRACT 04312

		Category 3-DSHS/HCA/HBE Only Automatically Generated Text (ACES & ProviderOne)

		PRICING		Contractor		Contractor		Contractor

				AVANTPAGE, INC.		LINGUALINX		RUSSTECH

				NET 30 DAYS		NET 30 DAYS		2% or 1% 10 DAYS

		A. Translation Requests of 75 Words or Less and Requests for Formatting

		Fixed minimum charge:		$9.90		$12.00		$11.00

		Rush minimum charge:		$15.00		$25.00		$18.00

		B. Translation Requests of 76 – 2000 Words

		Per word charge		$0.25		$0.18		$0.28

		Rush Per word charge		$0.30		$0.22		$0.35

		C. Translation Requests of 2001 Words or More

		Per Word Charge		$0.25		$0.18		$0.28

		Per Word Rush Charge		$0.30		$0.22		$0.35

		D. Re-Keying any size document:

		Per word charge		$0.25		$0.09		$0.28

		Rush Per word charge		$0.30		$0.12		$0.35
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Category 4 Specitications 
Technical Specifications

Invitation for Bid 04312 – Translation (Written Word) Services


Category 4 DSHS/HCA General Information Documents

Technical Specifications

Invitation for Bid 04312 – Translation (Written Word) Services


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/HBE General Information Documents 


Work Description

1 Typical Volume. This category will be used by DSHS, HCA and HBE. 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, HCA and HBE 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, HCA or HBE form.  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 if Corrective Translations are required. The grace period begins when the purchaser identifies the need for Corrective Translations. In the event translation work requires more than one (1) day to correct, 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(PST). 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; A one (1) business day grace period will be granted for Corrective Translation. The grace period begins immediately following any purchaser identified corrections.  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 at the time of request. 


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)(PST) 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, HCA or HBE 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 translated 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 per word in the source language 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 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, HCA and HBE considers translation projects to be complete when: All requested language documents have been submitted to DSHS, HCA or HBE; 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, HCA and HBE document number (if applicable)


3. DSHS, HCA and HBE 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 Automated Tracking System for Category 4 projects requested by DSHS, HCA or HBE.  In addition to using the DSHS automated 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.

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/HCA/HBE  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]





Washington State Department of Enterprise Services (DES)
Page 1 of 6

Washington State Department of Enterprise Services (DES)
Page 2 of 6




image8.emf
Category 4 Awarded  Vendor Pricing.xls
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Sheet1

		TRANSLATION SERVICES

		CONTRACT 04312

		Category 4-DSHS/HCA/HBE Only  General Information Documents Pricing

		PRICING		Contractor		Contractor		Contractor		Contractor

				AVANTPAGE, INC.		LINGUALINX		NW INTERPRETERS		RUSSTECH

		Prompt payment discount		NET 30 DAYS		NET 30 DAYS		3% 15 DAYS

		A.           Translation Requests of 75 Words or Less and Requests for Formatting

		Fixed minimum charge:		$9.90		$12.00		$15.00		$11.00

		Rush minimum charge:		$15.00		$25.00		$25.00		$18.00

		B.           Translation Requests of 76 – 2000 Words

		Per word charge		$0.25		$0.18		$0.22		$0.28

		Rush Per word charge		$0.30		$0.22		$0.27		$0.35

		C.           Translation Requests of 2001 Words or More

		Per Word Charge		$0.25		$0.18		$0.20		$0.28

		Per Word Rush Charge		$0.30		$0.22		$0.25		$0.35

		D. Re-Keying any size document:

		Per word charge		$0.25		$0.09		$0.14		$0.28

		Rush Per word charge		$0.30		$0.12		$0.19		$0.35

		E. Proofreading any size of document:

		Per word charge		$0.20		$0.09		$0.04		$0.20

		Rush Per word charge		$0.30		$0.12		$0.06		$0.25
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DESCRIPTION  SPECIFIC REQUIREMENTS  TECHNICAL SPECIFICATIONS 


Invitation for Bid 04312 – Translation (Written Word) Services


Category 5 DSHS/HCA/HBE Client Specific/Locally Generated Documents


Work Description


1 Typical Volume. This category will be used by DSHS, HCA and HBE. 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, HCA and HBE 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.  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, HCA or HBE 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, HCA or HBE 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, HCA or HBE 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 as requested by customer. 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, HCA or HBE

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, HCA and HBE

12.4 Project priority (Normal or Rush)

12.5 Type of translation (i.e., DSHS, HCA or HBE 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, HCA and HBE 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, HCA and HBE 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 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/HCA/HBE  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

		[image: image2.png]-ﬂ \ 2ot s
T\ Departtent o Soc








		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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Sheet1

		TRANSLATION SERVICES

		CONTRACT 04312

		Category 5-DSHS/HCA/HBE Only Client Specific / Locally Generated Documents

		PRICING		Contractor		Contractor		Contractor		Contractor

				AVANTPAGE, INC.		DYNAMIC LANG. CTR		LINGUALINX		MULTILINGUAL

		Prompt payment discount		NET 30 DAYS		1.5% NET 30 DAYS		NET 30 DAYS		NET 30 DAYS

		A. Fill-ins of 75 words or less

		Fixed minimum charge:		$9.90		$15.10		$12.00		$12.75

		Rush minimum charge:		$15.00		$21.15		$25.00		$16.00

		B. Fill-ins of 76 words or more

		Per word charge		$0.25		$0.21		$0.18		$0.17

		Rush Per word charge		$0.30		$0.26		$0.22		$0.21

		C. Full translations of 250 words or less

		Fixed minimum charge:		$0.25		$0.20		$0.18		$0.17

		Rush minimum Charge		$0.30		$0.25		$0.22		$0.21

		D. Full Translation of 251 words or more :

		Per Words charge:		$0.25		$0.20		$0.18		$0.17

		Rush Per word charge		$0.30		$0.25		$0.22		$0.21

		E. Proofreading any size of the document:

		Per Words charge:		$0.25		$0.12		$0.09		$0.09

		Rush Per word charge		$0.30		$0.15		$0.12		$0.11
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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 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)(PST) 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 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 if Corrective Translations are required. The grace period begins when the purchaser identifies the need for Corrective Translations. In the event translation work requires more than one (1) day to correct, the project will be deemed late and Late Fee Discounts will be applied.


11.2 Rush Timeframe. Four (4) business days or less, from the date of request for “rush” timeframe translation requests; A one (1) business day grace period will be granted for Corrective Translation. The grace period begins immediately following any purchaser identified corrections.  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 at the time of request. 


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 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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Category 6 Awarded Vendor Pricing .xls
Sheet1

		TRANSLATION SERVICES

		CONTRACT 04312

		Translation Services  Category 6 - All Agencies General Documents

		PRICING		Contractor		Contractor		Contractor		Contractor								Contractor		Contractor

				AVANTPAGE		CARMAZZI		MULTILINGUAL		NW INTERPRETERS								DYNAMIC		RUSSTECH

				NET 30 DAYS		NET 30 DAYS		NET 30 DAYS		3% 15 DAYS, NET 30								1.5% 30 DAYS		1% 10 days, 2% 5 days

		A. Fill-ins and Full Translation Requests of 75 words or less and Requests for Formatting

		Fixed minimum charge:		$9.90		$50.00		$15.00		$45.00								$65.50		$20.00

		Rush minimum charge:		$15.00		$55.00		$18.75		$55.00								$75.55		$20.00

		B. Fill-ins and full Spanish Translations of 76 words or more

		Per word charge		$0.25		$0.13		$0.12		$0.16								$0.20		$0.26

		Rush Per word charge		$0.30		$0.14		$0.15		$0.19								$0.23		$0.31

		C. Fill-In and FullNon-Spanish Translations of 75 words or more

		Per Word charge:		$0.25		$0.17		$0.18		$0.21								$0.24		$0.28

		Rush Per word charge:		$0.30		$0.18		$0.23		$0.24								$0.27		$0.35

		D. Re-Keying any size document

		Per Words charge:		$0.25		$0.07		$0.09		$0.14								$0.10		$0.28

		Rush Per word charge		$0.30		$0.09		$0.11		$0.19								$0.14		$0.35

		E. Desktop Publishing

		Per 1/2 Hour Charge:		$20.00		$40.00		$22.50		$17.50								$40.00		$40.00

		Rush Per Hour Charge:		$45.00		$55.00		$65.00		$45.00								$45.00		$55.00

		F. Proofreading any size of the document:

		Per Words charge:		$0.25		$0.06		$0.09		$0.04								$0.12		$0.20

		Rush Per word charge		$0.30		$0.08		$0.11		$0.06								$0.15		$0.25

		G. Press-Proof Any Size Document

		Press-Proof Fee		$45.00		$15.00		$30.00		$25.00								$15.10		$10.00
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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 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) (PST) 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 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 if Corrective Translations are required. The grace period begins when the purchaser identifies the need for Corrective Translations. In the event translation work requires more than one (1) day to correct, the project will be deemed late and Late Fee Discounts will be applied.


11.2 Rush Timeframe. Four (4) business days or less, from the date of request for “rush” timeframe translation requests; A one (1) business day grace period will be granted for Corrective Translation. The grace period begins immediately following any purchaser identified corrections.  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 at the time of request.  

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 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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Sheet1

		TRANSLATION SERVICES

		CONTRACT 04312

		Category 7 - All Agencies Technical Documents

		PRICING		Contractor		Contractor

				AVANTPAGE		DYNAMIC

				NET 30 DAYS		1.5% 30 DAYS

		A. Regular Turn-Around Translation Hourly Rate

		Spanish Only Per Hour Charge:		$30.00		$35.25

		Non-Spanish Principal Languages per hour Charge:		$30.00		$40.30

		Non-Principal Languages per hour charge:		$30.00		$40.30

		B. Emergency Turn-Around Translation (All Languages) Hourly Rate

		24 hours or less:		$45.00		$60.45

		12 hours or less:		$45.00		$80.60

		6 hours or less:		$45.00		$100.75

		2 hours or less:		$45.00		$120.90

		C. Re-Keying any size document:

		Per Word charge:		$0.25		$0.10

		Rush Per word charge:		$0.30		$0.14

		D. Desktop Publishing

		Per 1/2 Hour Charge:		$20.00		$40.00

		Rush Per Hour Charge:		$45.00		$50.00

		E. Proofreading any size of the document:

		Per Words charge:		$0.25		$0.12

		Rush Per word charge:		$0.30		$0.15
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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. 

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 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) (PST) 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 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 if Corrective Translations are required. The grace period begins when the purchaser identifies the need for Corrective Translations. In the event translation work requires more than one (1) day to correct, the project will be deemed late and Late Fee Discounts will be applied.


11.2 Rush Timeframe. Four (4) business days or less, from the date of request for “rush” timeframe translation requests; a one (1) business day grace period will be granted for Corrective Translation. The grace period begins immediately following any purchaser identified corrections.  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 at the time of request.

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 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. 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.

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
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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,


[image: image3.png]
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Category 8 Awarded Vendor Pricing.xls
Sheet1

		TRANSLATION SERVICES

		CONTRACT 04312

		Translation Services  Category 8 - All Agencies Education Related Documents

		PRICING				Contractor		Contractor		Contractor		Contractor		Contractor		Contractor

						AVANTPAGE		DYNAMIC LANG. CENTER		LANGUAGES TRANSLATION		LAZAR TRANSLATING & INTERPRETING		LINGUALINX		NW INTERPRETERS

						NET 30 DAYS		1.5% NET 30 DAYS		NET 30 DAYS		NET 30 DYAS		NET 30 DAYS		3% 15 DAYS, NET 30 DAYS

		A. Regular Turn-Around Translation  Rate

		Spanish Only Per Word Charge:				$0.25		$0.20		$0.18		$0.12		$0.12		$0.16

		Non-Spanish Principal Languages per Word Charge:				$0.30		$0.24		$0.22		$0.18		$0.18		$0.21

		Non-Principal Languages per Word charge:				0.3		0.24		$0.25		$0.19		$0.18		$0.24

		B. Emergency Turn-Around Translation (All Languages)  Rate

		24 hours or less:				$0.30		$0.34		$0.25		$0.26		$0.18		$0.25

		12 hours or less:				$0.30		$0.36		$0.27		$0.31		$0.18		$0.26

		6 hours or less:				$0.30		$0.40		$0.29		$0.36		$0.25		$0.28

		2 hourds or less:				$0.30		$0.48		$0.30		$0.44		$0.25		$0.30

		Per Word charge:				$0.25		$0.10		$0.10		$0.04		$0.09		$0.14

		Rush Per word charge:				$0.30		$0.14		$0.12		$0.06		$0.12		$0.19

		D. Desktop Publishing

		Per 1/2 Hour Charge:				$20.00		$30.00		$30.00		$22.50		$23.00		$17.50

		Rush Per Hour Charge:				$45.00		$50.35		$50.00		$65.00		$45.00		$45.00

		E. Proofreading any size of the document:

		Per Words charge:				$0.25		$0.12		$0.10		$0.08		$0.09		$0.04

		Rush Per word charge:				$0.30		$0.15		$0.12		$0.10		$0.12		$0.06

		F. Shared Translation Library Check-Out Fee:

		Per Word Charge:				$0.15		$0.07		$0.10		No Charge		$0.05		$0.10
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Category Nine Specifications.docx
Technical Specifications

04312 – Translation (Written Word) Services

Technical Specifications

Category 9 

Translations for Disaster Response

Work Description



PURCHASER(S): This category will be used by the Washington Military Department’s Emergency Management Division and other state and local organizations with first responder or emergency management related responsibilities.



1 DESCRIPTION. This new category is for translations of emergency communications that will be provided to the general public when public health and safety is at risk or potentially at risk.  Vendors agreeing to provide translation service under this category must provide it on a “rush” basis defined as within a four-hour window on a 24/7 basis.  To the extent practical, the Purchaser will provide notice to the Vendor(s) whether translation services under this category will be required on a one-time basis, or an ongoing basis over a multiple-day period.  



2 Vendor(s) awarded this category of work will be asked to perform translations of both full documents and those that are fill-in-the-blank.  Documents typically will be 350 words or less.  Translation projects may include Evacuation Notices, Shelter Information, News Media Alerts, Public Safety Notices, Social Media posts, and Related Emergency Communication Materials.



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



· Full Translation. For full translation requests, Vendor is required to translate the entire document being requested.



3 Due to the nature of this requirement, the typical “compensation table” does not apply and has been deleted from this Category. Proposed contract pricing shall be provided as indicated in the attachment. Product not provided within the timeframe specified above will not receive compensation unless as mutually agreed upon by the purchaser.



4 PRINCIPAL LANGUAGES. The majority of requests in this category will be for Russian, Tagalog, Cambodian, 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 original solicitation



5 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. 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.



6 CORRECTION PROCEDURES. Upon receiving reviewer’s suggestions and comments, the translator will:

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

· On the version with the reviewer’s markings,

6..1 Write “OK” by the word/phrase/sentence suggested by the reviewer that is adopted by the translator;

6..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;

6..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.

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

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



Specific Requirements



7 CATEGORY 9 PROCESS.



· TRANSLATION ORDER. Purchaser will send a written request via email during normal business hours, or make a verbal request by phone after hours, to the Vendor detailing the translation request, including all necessary details, such as translation language(s) and original text. Any requests made by phone will be followed up immediately with an email that includes requirements described above.



· RESPONSE TIME. If Vendor cannot fill the request for client specific translations, Vendor must let the requestor know within one (1) hour via telephone or email.



· PROJECT COMPLETION. Vendor will receive full compensation for completed projects returned within the required timeframe. 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 not receive compensation for completed projects returned late (after the required timeframes unless as agreed upon by the Purchaser.



· PRICING:  Unlike the other categories, two pricing options have been requested, please see the attached





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 documents 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:

· The date and time the project is returned to the requester

· The name of the translator who translated the document

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

· Any other comments/information related to the project



12 TURN-AROUND TIME. All requests received by translation Vendor(s) shall be considered emergent.  Timelines for translation services will begin immediately after the Vendor(s) notify the requesting organization that it has accepted the request for translation services. Emailing time to and from the requesting facility is not included. 



13 [bookmark: _SUPPLEMENTAL_INFORMATION][bookmark: _PERFORMANCE_GUARANTEE][bookmark: _SALES/SERVICE_AND_SUBCONTRACTOR_REP][bookmark: _OFFER_AND_AWARD][bookmark: _BID_EVALUATION]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:

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

· Date request was received by the translation Vendor

· Date completed translation was returned to Purchaser 

· Project priority (Normal or Rush)

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

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

· Language requested

· Translator’s name

· Reviewer’s name

· Word count

· Translation charge

· A sum total charge for all projects listed



14 SECURITY. Any document 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 9 services rendered.



16 ACCOUNT MANAGER. Vendor shall provide purchaser with the means to directly contact the account manager via email and telephone number on a 24/7 basis.



Technical Specifications



17 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 (typically Word). 



18 TRANSLATION MEMORY SOFTWARE. Vendor shall employ Translation Memory Software only in cases where large blocks of text are repeated, in order to create efficiency and accuracy as a part of a review process



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.
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Sheet1

		Category Nine - Disaster Preparedness





				Contractor:  		Northwest Intepreters 		RussTech						Lang Trans Svcs

						3% 15 Days, Net 30		1% 10 days, 2% 5 days						Net 30 days

				review specifications for turn-around times		All Languages		All  languages (except as noted)		Russian & Spanish		Tagalog, Cambodian, Chinese, Korean, Somali, Arabic & Vietnamese		Tagalog & Arabic		Russian & Spanish		Vietnamese, Korean & Somali		Chinese

		A		Fill-ins and full translation requests of 75 words or less and requests for formatting, fixed minimum charge		$112.00		$100.00		$50.00		$75.00		$85.00		$70.00		$85.00		$85.00

		B. +75 words, per word		Fill-ins and full translation requests of 75 words or more, per word		$1.50		$1.30		$0.65		$1.00		$0.25*		$0.20*		$0.28*		$0.25*

		D. Re-key doc, any size, per word		Re-keying any size document, per word		$0.50		$1.30		$0.65		$1.00		$0.10*		$0.06*		$0.12*		$0.12*

		E.		Proofread any size document, per word		$0.75		$1.30		$0.65		$1.00		$0.10*		$0.07*		$0.12*		$0.12*



				Conditions:		any additional charges may apply for hard copies of translated materials. Cost will vary depending on the quantity of hard copies requested. Four hour turnaround time for emergyency translation is subject to linguist availability. A team of two linguists may not be available in all cases. Northwest Interpreters, Inc. (d/b/a NWI Global) will only translate emergency materials once an estimate is approved by the requesting department or agency, and reserves the right to decline projects based on linguist availability.		During regular business hours (9am-6pm ET, M-F) all Category Nine translations requests should be sent to following email eaddress: WashDGA@russtechinc.com. At all other times, all Category Nine translation requests should to be to the following email address: ORNL@russtechinc.com. This is an emergency mailbox monitored by our answering service. RussTech project managers will be notified of any messages received at this mailbox within 15 minutes.						*min charge of $85.00		*min. charge of $65.00		*min. charge of $85.00		*min. charge of $85.00






