State of Washington

Current Contract Information
Revision Date: 09/11/2013
Translation Services (10006, formerly 06806AA)

	Contract number:
	10006

	Purpose:
	To extend period of performance through 11/30/2013. 

	Title 
	Translation Services

	Award date:
	10/01/06

	Period of performance:
	10/01/06
	through:
	11/30/2013


	Contract term:
	Not to exceed 6  years or 09/30/12
	

	Contract type:
	This contract is designated as mandatory use for DSHS and convenience use for all other users.

	Services available:
	Translation of written word documents from English into a foreign language. 

	Contractors:
	This contract is awarded to multiple contractors. The contractors are:

· CORPORATE TRANSLATION SERVICES 

· DYNAMIC LANGUAGE CENTER
· LANGUAGE FUSION LLC
· LINGUALINX LANGUAGE SOLUTION
· RUSSTECH LANGUAGE SERVICES


	Contract pricing:
	Please see the following pages for pricing information



	
	

	

	Contract   Information:
	Marci Disken

	
	Email: marci.disken@des.wa.gov  

	
	Phone: (360) 407-9405

Fax Number: (360) 586-2426


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=10006 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=10006 
This contract is separated into two modules and eight categories. The categories in Module 1 pertain to DSHS only. The categories in Module 2 pertain to all other users.
Module 1- DSHS Only


Module 1, Category 1-DSHS Numbered Forms



 REF Module1cat2 \h 
 \* MERGEFORMAT 
Module 1, Category 2- DSHS Publications


Module 1, Category 3- DSHS Supported Language ACES Text



 REF Module1cat4 \h 
 \* MERGEFORMAT 
Module 1, Category 4- DSHS Other General Information Documents

Module 1, Category 5- DSHS Client Specific / Locally Generated Documents



Please open this document for more detailed information on Scope of Work Module 1, Categories 1-5

[image: image1.emf]Module 1 Scope of  Work


Module 2- All Other Users
Module 2, Category 6- General Use, Forms, Pamphlets, and Brochures



 REF Module2cat7 \h 
 \* MERGEFORMAT 
Module 2, Category 7- General Use Letters, Labels, and Miscellaneous 



 REF Module2cat8 \h 
 \* MERGEFORMAT 
Module 2, Category 8 General Use, Technical Documents 



Please view the pages below for ordering instructions. 

Please open this document for more detailed information on Scope of Work Module 2, Categories 6-8





[image: image2.emf]Module 2 Scope of  Work



Module 1- DSHS Only

Module 1, Category 1-DSHS Numbered Forms

Translation of written materials in this category will be for official DSHS numbered forms as defined in DSHS Administrative Policy 11.02.
Users: Please contact Contractors directly with your translation request. The Contractors should be contacted for availability in the sequence listed below. If Contractor #1 is unavailable then Contractor #2 should be contacted for availability and so on.

1. LINGUALINX LANGUAGE SOLUTION
2. RUSSTECH LANGUAGE SERVICES
3. DYNAMIC LANGUAGE CENTER
4. LANGUAGE FUSION LLC
5. CORPORATE TRANSLATION SERVICES 

For category pricing please see: 
[image: image3.emf]Module 1, Category  1


For detailed information about this category please view the original solicitation and amendment for this contract at: 
https://fortress.wa.gov/ga/apps/ContractSearch/ContractSummary.aspx?c=10006 
Module 1, Category 2- DSHS Publications

Translation of written materials in this category will be for DSHS publications as defined in DSHS Administrative Policy 2.07.

Users: Please contact Contractors directly with your translation request. The Contractors should be contacted for availability in the sequence listed below. If Contractor #1 is unavailable then Contractor #2 should be contacted for availability and so on.

1. LINGUALINX LANGUAGE SOLUTION
2. RUSSTECH LANGUAGE SERVICES
3. DYNAMIC LANGUAGE CENTER
4. LANGUAGE FUSION LLC
5. CORPORATE TRANSLATION SERVICES 

For category pricing please see: 

[image: image4.emf]Mod1 Cat2 Price  sheet


For detailed information about this category please view the original solicitation and amendment for this contract at: https://fortress.wa.gov/ga/apps/ContractSearch/ContractSummary.aspx?c=10006 
Module 1, Category 3- DSHS Supported Language ACES Text

Translation of written materials in this category will be for ACES Supported Language Text.

Users: Please contact Contractors directly with your translation request.  The Contractors should be contacted for availability in the sequence listed below.  If Contractor #1 is unavailable then Contractor #2 should be contacted for availability and so on.

1. LINGUALINX LANGUAGE SOLUTION
2. DYNAMIC LANGUAGE CENTER
3. RUSSTECH LANGUAGE SERVICES
4. LANGUAGE FUSION LLC
5. CORPORATE TRANSLATION SERVICES 

For category pricing please see: 

[image: image5.emf]Mod 1, Category 3


For detailed information about this category please view the original solicitation and amendment for this contract at: https://fortress.wa.gov/ga/apps/ContractSearch/ContractSummary.aspx?c=10006 
Module 1, Category 4- DSHS Other General Information Documents
Translation of written materials in this category will be for other general information documents provided by DSHS to limited English proficient (LEP) populations statewide.

Users: Please contact Contractors directly with your Translation request. The Contractors should be contacted for availability in the sequence listed below. If Contractor #1 is unavailable then Contractor #2 should be contacted for availability and so on.

1. LINGUALINX LANGUAGE SOLUTION
2. RUSSTECH LANGUAGE SERVICES
3. DYNAMIC LANGUAGE CENTER
4. LANGUAGE FUSION LLC
5. CORPORATE TRANSLATION SERVICES 

For category pricing please see: 

[image: image6.emf]Mod 1, Category 4


For detailed information about this category please view the original solicitation and amendment for this contract at: https://fortress.wa.gov/ga/apps/ContractSearch/ContractSummary.aspx?c=10006 
Module 1, Category 5- DSHS Client Specific / Locally Generated Documents

Translation work in this category includes client specific translation requests, generated by programs, local field offices and/or institutions. Translation requests will include, but are not limited to:

· client letters, notes and correspondence;

· client treatment reports;

· client specific fill-ins for previously translated numbered forms;

· regional/local field office informational materials; and

· fill-ins and full translations of letters generated at the local office through the Automated Client Eligibility System (ACES).

Users: Please contact Contractors directly with your translation request. The Contractors should be contacted for availability in the sequence listed below. If Contractor #1 is unavailable then Contractor #2 should be contacted for availability and so on.

1. DYNAMIC LANGUAGE CENTER
2. LANGUAGE FUSION LLC
3. RUSSTECH LANGUAGE SERVICES
4. CORPORATE TRANSLATION SERVICES 

5. LINGUALINX LANGUAGE SOLUTION
For category pricing please see: 
[image: image7.emf]Mod1 Cat5 Price  Sheet


For detailed information about this category please view the original solicitation and amendment for this contract at: https://fortress.wa.gov/ga/apps/ContractSearch/ContractSummary.aspx?c=10006 
Module 2- All Other Users
Module 2, Category 6- General Use, Forms, Pamphlets, and Brochures
Module 2, Category 7- General Use Letters, Labels, and Miscellaneous 

Module 2, Category 8 General Use, Technical Documents 
Users: Please contact Contractors directly with your translation request. The Contractors should be contacted for availability in the sequence listed below. If Contractor #1 is unavailable then Contractor #2 should be contacted for availability and so on.

1. RUSSTECH LANGUAGE SERVICES
2. DYNAMIC LANGUAGE CENTER
3. CORPORATE TRANSLATION SERVICES
4. LINGUALINX LANGUAGE SOLUTION
For category pricing please see:

[image: image8.emf]Mod2 AllCat Price  Sheet


For detailed information about the above categories please view the original solicitation and amendment for this contract at: https://fortress.wa.gov/ga/apps/ContractSearch/ContractSummary.aspx?c=10006 
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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Sheet1

		Translation Services Module 1, Category 4-DSHS Other General Information Documents

		PRICING		Contractor #1		Contractor #2		Contractor #3		Contractor #4		Contractor #5

				LINGUALINX		RUSSTECH		DYNAMIC LANG. CTR		LANGUAGE FUSION		CTS LANGUAGE

				(PPD: 2% 30 days)		(PPD: 1% 10 days or 2% 5 days)		(PPD: 3% 14 days)		(PPD: Net 30 days)		(PPD: 1% 10 days)

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

		Fixed minimum charge:		$12.00		$24.90		$60.00		$39.00		$55.00

		Rush minimum charge:		$25.00		$24.90		$65.00		$49.00		$85.00

		B.           Translation Requests of 76 – 2000 Words

		Per word charge		$0.20		$0.24		$0.25		$0.21		$0.25

		Rush Per word charge		$0.25		$0.29		$0.30-		$0.29		$0.35

		C.           Translation Requests of 2001 Words or More

		Per Word Charge		$0.20		$0.24		$0.23		$0.23		$0.25

		Per Word Rush Charge		$0.25		$0.29		$0.28		$0.29		$0.35

		D. Re-Keying any size document:

		Per word charge		$0.20		$0.02		$0.15		$0.08		$0.20

		Rush Per word charge		$0.25		$0.03		$0.19		$0.11		$0.25
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Module 1

		Translation Services Module 1, Category 1-DSHS Numbered Forms

		PRICING		Contractor #1		Contractor #2		Contractor #3		Contractor #4		Contractor #5

				LINGUALINX		RUSSTECH		DYNAMIC LANG. CTR		LANGUAGE FUSION		CTS LANGUAGE

				(PPD: 2% 30 days)		(PPD: 1% 10 days or 2% 5 days)		(PPD: 3% 14 days)		(PPD: Net 30 days)		(PPD: 1% 10 days)

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

		Fixed Minimum Charge:		$12.00		$24.90		$60.00		$39.00		$55.00

		Rush minimum charge:		$25.00		$24.90		$65.00		$49.00		$85.00

		B.           Translation Requests of 76 – 2000 Words

		Per word charge		$0.20		$0.24		$0.25		$0.21		$0.25

		Rush Per word charge		$0.25		$0.29		$0.30		$0.29		$0.35

		C.           Translation Requests of 2001 Words or More

		Per Word Charge		$0.20		$0.24		$0.23		$0.23		$0.25

		Per Word Rush Charge		$0.25		$0.29		$0.28		$0.29		$0.35

		D. Re-Keying any size document:

		Per word charge		$0.20		$0.02		$0.15		$0.08		$0.20

		Rush Per word charge		$0.25		$0.03		$0.19		$0.11		$0.25
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		Translation Services Module 1, Category 2-DSHS Publications

		PRICING		Contractor #1		Contractor #2		Contractor #3		Contractor #4		Contractor #5

				LINGUALINX		RUSSTECH		DYNAMIC LANG. CTR		LANGUAGE FUSION		CTS LANGUAGE

				(PPD: 2% 30 days)		(PPD: 1% 10 days or 2% 5 days)		(PPD: 3% 14 days)		(PPD: Net 30 days)		(PPD: 1% 10 days)

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

		Fixed minimum charge:		$12.00		$24.90		$60.00		$39.00		$55.00

		Rush minimum charge:		$25.00		$24.90		$65.00		$49.00		$85.00

		B.           Translation Requests of 76 – 2000 Words

		Per word charge		$0.20		$0.24		$0.25		$0.21		$0.25

		Rush Per word charge		$0.25		$0.29		$0.30-		$0.29		$0.35

		C.           Translation Requests of 2001 Words or More

		Per Word Charge		$0.20		$0.24		$0.23		$0.23		$0.25

		Per Word Rush Charge		$0.25		$0.29		$0.28		$0.29		$0.35

		D. Re-Keying any size document:

		Per word charge		$0.20		$0.02		$0.15		$0.08		$0.20

		Rush Per word charge		$0.25		$0.03		$0.19		$0.11		$0.25
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Sheet1

		Translation Services Module 1, Category 5-DSHS Client Specific / Locally Generated Documents

		PRICING		Contractor #1		Contractor #2		Contractor #3		Contractor #4		Contractor #5		Contractor #5

				DYNAMIC LANG. CTR		LANGUAGE FUSION		RUSSTECH		CTS LANGUAGE		LINGUALINX		Effective 1/1/2009 LINGUALINX

				(PPD: 3% 14 days)		(PPD: Net 30 days)		(PPD: 1% 10 days or 2% 5 days)		(PPD: 1% 10 days)		(PPD: 2% 30 days)		(PPD: 2% 30 days)

		A. Fill-ins of 75 words or less

		Fixed minimum charge:		$16.00		$15.00		$24.90		$35.00		$45.00		$45.00

		Rush minimum charge:		$22.00		$39.00		$24.90		$75.00		$55.00		$55.00

		B. Fill-ins of 76 words or more

		Per word charge		$0.21		$0.22		$0.24		$0.25		$0.15		$0.20

		Rush Per word charge		$0.26		$0.28		$0.29		$0.35		$0.19		$0.25

		C. Full translations of 250 words or less

		Fixed minimum charge:		$40.00		$39.00		$24.90		$35.00		$45.00		$45.00

		Rush minimum Charge		$50.00		$49.00		$24.90		$75.00		$55.00		$55.00

		D. Full Translation of 251 words or more :

		Per Words charge:		$0.20		$0.22		$0.24		$0.25		$0.15		$0.20

		Rush Per word charge		$0.25		$0.28		$0.29		$0.35		$0.19		$0.25
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Module 2, Category 6

		Translation Services Module 2, Category 6- General Use, Forms, Pamphlets, and Brochures

		PRICING		Contractor #1		Contractor #2		Contractor #3		Contractor #4

				RUSSTECH		DYNAMIC LANG. CTR		CTS LANGUAGE		LINGUALINX

				(PPD: 1% 10 days or 2% 5 days)		(PPD: 3% 14 days)		(PPD: 1% 10 days)		(PPD: 2% 30 days)

		A. Translation Requests of 75 Words or Less

		Fixed minimum charge:		$24.90		$50.00		$55.00		$45.00

		Rush Additional charge:		$24.90		$60.00		$30.00		$55.00

		B. Translation Requests of 76 – 2000 Words

		Per word charge		$0.24		$0.22		$0.25		$0.20

		Rush Per word charge		$0.29		$0.25		$0.35		$0.25

		C. Translation Requests of 2001 Words or More

		Per Word Charge		$0.24		$0.21		$0.25		$0.20

		Per Word Rush Charge		$0.29		$0.24		$0.35		$0.25

		D. Desktop Publishing/ Formatting:

		Hourly Rate:		$72.00		$50.00		$45.00		$45.00

		Rush Hourly Rate:		$72.00		$60.00		$55.00		$55.00

		E. Review/Quality Assurance:

		Fixed charge for 100 words:		$24.90		$11.00		$15.00		$45.00

		Rush Fixed charge for 100 words:		$24.90		$14.00		$25.00		$55.00





Module 2, Category 7

		Translation Services Module 2, Category 7- General Use, Letters, Labels, and Miscellaneous

		PRICING		Contractor #1		Contractor #2		Contractor #3		Contractor #4

				RUSSTECH		DYNAMIC LANG. CTR		CTS LANGUAGE		LINGUALINX

				(PPD: 1% 10 days or 2% 5 days)		(PPD: 3% 14 days)		(PPD: 1% 10 days)		(PPD: 2% 30 days)

		A. Translation Requests of 75 Words or Less

		Fixed minimum charge:		$24.90		$50.00		$55.00		$45.00

		Rush Additional charge:		$24.90		$60.00		$30.00		$55.00

		B. Translation Requests of 76 – 2000 Words

		Per word charge		$0.24		$0.22		$0.25		$0.20

		Rush Per word charge		$0.29		$0.25		$0.35		$0.25

		C. Translation Requests of 2001 Words or More

		Per Word Charge		$0.24		$0.21		$0.25		$0.20

		Per Word Rush Charge		$0.29		$0.24		$0.35		$0.25

		D. Desktop Publishing/ Formatting:

		Hourly Rate:		$72.00		$50.00		$45.00		$45.00

		Rush Hourly Rate:		$72.00		$60.00		$55.00		$55.00

		E. Review/Quality Assurance:

		Fixed charge for 100 words:		$24.90		$11.00		$15.00		$45.00

		Rush Fixed charge for 100 words:		$24.90		$14.00		$25.00		$55.00





Module 2, Category 8

		Translation Services Module 2, Category 8- General Use, Technical Documents

		PRICING		Contractor #1		Contractor #2		Contractor #3		Contractor #4

				RUSSTECH		DYNAMIC LANG. CTR		CTS LANGUAGE		LINGUALINX

				(PPD: 1% 10 days or 2% 5 days)		(PPD: 3% 14 days)		(PPD: 1% 10 days)		(PPD: 2% 30 days)

		A. Translation Requests of 75 Words or Less

		Fixed minimum charge:		$24.90		$50.00		$75.00		$45.00

		Rush Additional charge:		$24.90		$60.00		$25.00		$55.00

		B. Translation Requests of 76 – 2000 Words

		Per word charge		$0.24		$0.22		$0.35		$0.20

		Rush Per word charge		$0.29		$0.25		$0.45		$0.25

		C. Translation Requests of 2001 Words or More

		Per Word Charge		$0.24		$0.21		$0.35		$0.20

		Per Word Rush Charge		$0.29		$0.24		$0.45		$0.25

		D. Desktop Publishing/ Formatting:

		Hourly Rate:		$72.00		$50.00		$45.00		$45.00

		Rush Hourly Rate:		$72.00		$60.00		$55.00		$55.00

		E. Review/Quality Assurance:

		Fixed charge for 100 words:		$24.90		$11.00		$15.00		$45.00

		Rush Fixed charge for 100 words:		$24.90		$14.00		$25.00		$55.00
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State of Washington


DEPARTMENT OF GENERAL ADMINISTRATION


Office of State Procurement


Rm. 201 General Administration Building, P.O. Box 41017 ( Olympia, Washington 98504-1017 ( (360) 902-7400


http://www.ga.wa.gov  


1.3. SCOPE


The Department of Social and Health Services (DSHS), through Title VI of the Civil Rights Act of 1964, RCW 74.04.025, other legal mandates and agreements, and department policies, provides equal access to department programs and services, for all persons including those who are limited English proficient (LEP).  The intent of this contract is to obtain quality translation services for DSHS, as well as other state agencies and other participating entities in the State of Washington.  

Translation contractor(s) awarded this contract will be required to manage a high volume of translation requests and to deliver high quality, timely translated documents that are linguistically accurate, culturally appropriate and technically consistent with the original document.  Translation requests maybe for social, medical, legal, chemical and/or technical terminology documents.  

Contract will be awarded by category with possible multiple awards completed for each translation category within the two modules.


The scope of the procurement for Statewide Translation Services consists of the following modules: 


· Module 1:  Department of Social and Health Services (DSHS) five (5) specific categories:

1. Category 1: DSHS Forms


2. Category 2: DSHS Publications


3. Category 3: Supported Language ACES Text


4. Category 4: Other General DSHS Informational Documents


5. Category 5: Client Specific/Locally Generated Documents


· Module 2:  All other state agencies, institutions of higher educations, and political sub-divisions and non-profit organizations that are part of the Washington State Purchasing Cooperative members, four (4) specific categories: 

1. Category 5: Forms, Pamphlets and Brochures

2. Category 6: Letters and Notices


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


4. Category 8: Labels and Miscellaneous (videos, posters, etc.)

2 Translation Modules & Categories


Bidders shall submit proposals for the provision of translation services for one or more categories of translation work in the two modules indicated.  To ensure quality and timely services, multiple contracts may be awarded to qualified translation vendor(s) for each category.  Module One is DSHS only and contains Categories 1 through 5. Module Two is for all other state agencies and purchasing cooperative members and contains Categories 6 through 9.

3.2. MODULE 2 – GENERAL USE

Bidders submitting proposals for consideration must meet the standards outlined below.  Bidders that do not agree to meet these minimum requirements will not be considered eligible for contract award.


3.2.1.
Orders & Billing 


3.2.2.1 Orders will be from the individual state agencies and registered purchasing cooperative members. 


3.2.2.3. Billing should be directed directly to the ordering agency to 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.


3.2.2.
Turnaround Timeframes

· Translation projects are to be completed in:


· Ten (10) business days, from the date of request for “normal” timeframe translation requests; and


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


· 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. 


· All requests received by translation vendor(s) after 12:00 PM (noon) shall be considered the next day’s business, excluding weekends and holidays.


· Note:  For 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 facility is not included. 

3.2.3.
Specifications and Requirements

When requested, the Contractor is to provide a hard copy and electronic files in PDF file format.  The Contractor must also be able provide translations using Pagemaker, Indesign or Microsoft Word.  


Contractor, when requested, is to prepare, process, format and revise translations using software compatible PC and Macintosh computer systems.


Computer generated translations using translation software will not be allowed. 


3.2.3.1. Category 6, FORMS PAMPHLETS & BROCHURES


(Additional information will be provided via amendment.)


3.2.3.2. Category 7, LETTERS & NOTICES


(Additional information will be provided via amendment.)


3.2.3.3. Category 8, TECHNICAL DOCUMENTS


(Additional information will be provided via amendment.)


Translation of chemical terminology 


· Translation of technical chemical bulletins includes information addressing use of chemicals, potential hazards of chemicals, appropriate protective measures, labeling of containers, Material Safety Data Sheets and employee training programs 


· Translation of labels designed to ensure employees are appraised of all hazards to which they may be exposed, relevant symptoms, appropriate emergency treatment, proper conditions and precautions of safe use or exposure


· Translation of (chemical) technical surveys.


· Translate into the 5 most common foreign languages, Material Safety Data Sheets information to inform employees of their rights, and materials related to employer Chemical Hazard Safety Communication Programs. Note: The 5 most common languages are currently Cambodian, Chinese, Korean, Spanish and Vietnamese.

3.2.3.3. Category 9, LABELS & MISCELLANEOUS


(Additional information will be provided via amendment.)


· GRAPHIC DESIGN:


When requested, Contractor will be required to provide camera ready graphic design and hard copy 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 the project.


Contractor may also be asked to include text, titles and labels on graphic which is to be included in any cost estimate. 


An hourly rate is to be offered on the price sheets.  Pricing for Graphic Design will not be part of the cost evaluation; however pricing must be consistent with bidder’s other pricing and within the same profit margins.  

DSHS Written Language Codes


Language

       Code
    Language

        Code
        Language

   Code


Albanian

         AL


Amharic

         AM


Anuak


         AN


Arabic


         AR


Armenian

         AE


Assyrian

         AS


Bengali

         BN


Bikol


         BK


Bosnian

         SC


Braille (English)
         BR


Bulgarian

         BL


Burmese

         BS


Cambodian

         CA


Cantonese (Chinese)
         CH


Cebuano

         CB


Cham


         CM


Chamorro

         CR


Chinese

         CH


Chiu Chow (Chinese)
         CH


Creole


         CE


Czech


         CZ


Danish


         DN


Dari


         FA


Dinka


         AR


Dutch


         DU


English

         EN


Estonian

         ES


Farsi


         FA


Fijian


         FJ


Finnish

         FI


French


         FR


French-Creole

         FC


Georgian

         GN


German

         GE


Greek


         GR


Gujarati

         GJ


Haitian-Creole

         HC


Hakka (Chinese)
         CH


Hebrew

         HE


Hindi


         HI


Hmong

         HM


Hungarian

         HU


Ibo (Igbo, Egbo)
         IB


Ilocano


         IL


Ilongo


         IO


Indonesian

         IN


Iranian


       FA


Italian


       IT


Iwaidja


       LI


Japanese

       JA


Kenya (Kenyah)
       KE


Kikuyu

      
       KY


Kmhmu

       KM


Korean


       KO


Kurdish

       AR


Laotian

       LA


Large Print English
       LP


Latvian 

       LV


Lebanese

       AR


Limba (Malimba)
       LI


Lithuanian

       LT


Macedonian

       MC


Malayalam

       MM


Malay (Malaysian)
       ML


Mandarin (Chinese)
       CH


Marathi

       MR


Marshallese

       MS


Mien


       LA


Moroccan

       AR


Norwegian

       NO


Nuer


       AR


Oromo


       OM


Pashtu (Pushtu, Pashto)     PA


Persian


       FA


Pohnpeian

       PH


Polish


       PO


Portuguese

       PG


Punjabi

       PJ


Puyallup

       PU


Quechua

       QU


Romanian

       RO


Russian

       RU


Rwanda

       RW


Salish


       SH


Samoan

       SA


Serbo-Croatian
       SC


Shona


       SN


Sinhalese (Sinhala)
       SE


Slovak


       SV


Somali


        SM


Spanish
 
        SP


Sudanese

        AR


Swahili

        SI


Swedish

        SW


Syrian


        AR


Tagalog

        TA


Tamil


        TM


Telegu (Telugu)
        TE


Thai


        TH


Tibetan

        TB


Tigrigna

        TI


Toishanese (Chinese)
        CH


Tongan

        TN


Trukese (Chuukese)
        TR


Turkish

        TK


Ukrainian

        UK


Urdu

 
        UR


Vietnamese
 
        VI


Visayan

        VS


Wanda


        WA


Yakama

        YA


Yoruba
 
        YR


Yugoslav

        SC


Yupik (Yupic)

        YP


Zulu

 
        ZU


Translation Correction Procedures


DSHS Procedures for Correcting Translations


(to be followed by all translators of all languages)


Upon receiving reviewer’s suggestions and comments, the translator will:


1.
Check everything marked by the reviewer against original translation to determine the most accurate translation of words/phrases/sentences.


2.
On the version with the reviewer’s markings,


a) write “OK” by the word/phrase/sentence suggested by the reviewer that is adopted by the translator;


b) 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 (refer to “Notes” in Translation Review Guidelines);


c) 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 (refer to “Notes” in Translation Review Guidelines).


3.
Revise/change translation based on what is determined to be the most accurate translation (see 1 and 2 above).


4.
Return revised final hard copies, electronic files, and reviewer’s version with translator’s markings to the Translation Service Coordinator.


translation Review Guidelines


Check the translated document against the English version to identify translation errors, if any. Mark changes in ink and write clearly.


*
Identify the grammatical errors that distort the intent of the original English text and suggest corrections. Please give brief explanation for suggestion.


*
Identify the words that alter the meaning of the original English words and suggest corrections. Please give brief explanation for suggestion.


*
Identify the words that you think clients will not under​stand and suggest alternatives, please indicate what original translation means.


*
Circle misspelled words and indicate them by writing ‘‘spelling’’ beside them.


Notes:


1.
Do not suggest any changes if translation is understandable to clients and will not cause any misunderstanding.


2. Do not suggest word changes based on regionalism or personal preference such as synonyms.
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State of Washington


DEPARTMENT OF GENERAL ADMINISTRATION


Office of State Procurement


Rm. 201 General Administration Building, P.O. Box 41017 ( Olympia, Washington 98504-1017 ( (360) 902-7400


http://www.ga.wa.gov  


1.3. SCOPE


The Department of Social and Health Services (DSHS), through Title VI of the Civil Rights Act of 1964, RCW 74.04.025, other legal mandates and agreements, and department policies, provides equal access to department programs and services, for all persons including those who are limited English proficient (LEP).  The intent of this contract is to obtain quality translation services for DSHS, as well as other state agencies and other participating entities in the State of Washington.  

Translation contractor(s) awarded this contract will be required to manage a high volume of translation requests and to deliver high quality, timely translated documents that are linguistically accurate, culturally appropriate and technically consistent with the original document.  Translation requests maybe for social, medical, legal, chemical and/or technical terminology documents.  

Contract will be awarded by category with possible multiple awards completed for each translation category within the two modules.


The scope of the procurement for Statewide Translation Services consists of the following modules: 


· Module 1:  Department of Social and Health Services (DSHS) five (5) specific categories:

1. Category 1: DSHS Forms


2. Category 2: DSHS Publications


3. Category 3: Supported Language ACES Text


4. Category 4: Other General DSHS Informational Documents


5. Category 5: Client Specific/Locally Generated Documents


· Module 2:  All other state agencies, institutions of higher educations, and political sub-divisions and non-profit organizations that are part of the Washington State Purchasing Cooperative members, four (4) specific categories: 

1. Category 5: Forms, Pamphlets and Brochures

2. Category 6: Letters and Notices


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


4. Category 8: Labels and Miscellaneous (videos, posters, etc.)

2 Translation Modules & Categories


Bidders shall submit proposals for the provision of translation services for one or more categories of translation work in the two modules indicated.  To ensure quality and timely services, multiple contracts may be awarded to qualified translation vendor(s) for each category.  Module One is DSHS only and contains Categories 1 through 5. Module Two is for all other state agencies and purchasing cooperative members and contains Categories 6 through 9.

3.1. MODULE 1 DSHS ONLY

Bidders submitting proposals for consideration must meet the standards outlined in the following Translation Requirements, and specific translation service category requirements.  Bidders that do not agree to meet these minimum qualifications will not be considered eligible for contract award.


3.1.1. TRANSLATION REQUIREMENTS


Translation vendor(s) shall:


· Accept or decline the translation project via e-mail, fax or voice mail 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 and used to determine contract compliance and future awards.

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


· Use translators who are certified or qualified as defined in this document. Note: Translators who translate into the following seven languages must be certified by DSHS or ATA:  Cambodian, Chinese, Korean, Laotian, Russian, Spanish, and Vietnamese.  Translators who translate into all other languages can be either certified or qualified.

· Ensure that a single translator is used to complete each document to ensure continuity and consistency in terminology, syntax, and style.


· Translate documents at the same reading level as the source material.


· Use English as the base language for calculating the per word cost of each translation.


· Contact the requester with any questions regarding terminology used in the source document.


· Use the approved language code, as identified on the DSHS Written Language Codes listing, when abbreviating language names (Attachment C). 


· Use Unicode fonts supported by Microsoft 2000 or higher for PC based computers and/or MAC OS 9.2 or higher for Macintosh computers unless specified otherwise within a specific category of work.


· Review each translation prior to delivery to the requester to ensure that the translated document is linguistically accurate and consistent with the formatting and technical specifications of the original document.  The project will not be considered complete if any inaccuracy or inconsistency is found.  The additional time used for correcting the translation file(s) will become a part of the total time used to complete the project.


· Correct, at no cost to the requester, any errors in formatting or translation identified by the requester.  Costs associated with mass duplication of translated documents, which are found to be materially inaccurate after mass duplication, will be the responsibility of the contractor.


· Use Translation Correction Guidelines, issued by DSHS, when reviewing and responding to comments that are the result of translation accuracy reviews conducted by DSHS or are the result of comments from end users (Attachment D). 


· Submit the following project delivery information with completed projects:


· the date 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 and

·  have available (for submittal upon request) all documentation from the review process; 


· and any other comments/information related to the project.


· Submit invoices to requesters for verification and payment.  Requester will not make payment on any invoice until all information is verified and/or corrected by the translation vendor (and/or an electronic facsimile has been provided if requested).

· Submit cost reports for Categories 1, 2, 3, and 4 electronically on a quarterly basis.  These reports shall reference the report period and the translation vendor’s name at the top of the page.  Each Category shall be submitted as a separate report sorted by DSHS Administration and by language.  Each quarter’s report is due, electronically, to designated DSHS program managers (to be identified at time of award), 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).

Note: Information regarding the required Category 5 report is provided in the Category 5 – Specific Requirements section of this document.

· Maintain “live” files (e.g., MS Word) of all projects they complete under this contract.  If upon request for revision of a previously translated document, the contractor does not have the translated files, the contractor will be responsible for reproducing the translations at their own cost (i.e., DSHS will treat it as a revision and only pay for the new text to be translated.)

· Return any request, received directly from field offices, for complete translation of DSHS form or publication.  These requests shall be returned with a note stating the project must be processed.


· Meet with DSHS and/or other Department of General Administration (GA) 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 OSP for corrective action.

· Require translators they employ or sub-contract with to read and abide by the Code of Professional Conduct.


· Translation vendor(s) shall provide orientation within 30 days to each new employee or subcontractor. At a minimum orientation should include the Code of Professional Conduct and contract 09505 requirements.  Certifications are to be issued to employees and subcontractors indicating completion of the orientation and records are to be maintained of employees and/or subcontractors who have received the orientation. 


Categories 1 – 4 Typical Translation Work Required By DSHS 

Requests for translation services in these categories of work will come from DSHS headquarters offices.  Field offices are not authorized to request translations through these categories of work (see Category 5 for field office requests).  Most DSHS requesters will be using the DSHS automated translation tracking system to request translation services through these categories of work. This tracking system automates the processes used to request and transfer translation projects between requesters and contractors.  Translation vendor(s) will be required to upload and download documents from a DSHS server.  An overview of the tracking system, including system specifications, will be presented at the pre-proposal conference.  Some requesters may submit their request using the General Translation Services Request form (DSHS 17-099) (Attachment E).  All requests, regardless of how they are made, will include the information outlined on the attached General Translation Services Request form.


DSHS will pay a fixed minimum charge for requests of 75 words or less.  Translation vendors are advised that there may be requests that require formatting only.  For purposes of these categories, formatting involves manipulation of text that does not require translation.  For requests of this nature, the minimum charge will be paid for each request.


In the event DSHS decides that their translated documents need to be transferred into another font or into another software, DSHS will pay a per word rate for “re-keying” the text using the new font.  Documents that are re-keyed using a new font must be reviewed for accuracy.   


Word counts for these categories of work vary from one word to thousands of words.  Based on historical data, the percentage of word counts for translation requests in these categories of work are estimated as follows:


· 20% are 1 to 75 words.


· 65% are 76 – 2000 words.


· 15% are over 2000 words.


Categories 1 – 4 Turnaround Timeframes


· Translation projects are to be completed in:


· Ten (10) business days, from the date of request for “normal” timeframe translation requests; and


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


· 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. 


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


· Note:  For 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 is not included. 

Categories 1 – 4 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:


· the title of the document;


· the DSHS document number (if applicable);


· the DSHS Project Number;


· the project priority (Normal or Rush);


· the date the translation project was received by the translation vendor;


· the date completed translation work was delivered to the requester;


· the language(s) the document was translated into;


· the English word count for the document that was translated;


· the rate or cost per word; and


· the total charge for the project, itemized by language.


· Translation vendor(s) will receive full compensation for completed( projects returned within the required timeframes.


· 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

		





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.


3.1.1. 
Category 1

Translation of written materials in this category will be for official DSHS numbered forms 


(One example-Attachment F) as defined in DSHS Administrative Policy 11.02.

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.


3.1.1.1 
Category 1 Volume


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.


3.1.1.2
Category 1 Specific Requirements


In addition to the requirements listed herein, translation vendor(s) shall:


Comply with the following technical standards and design requirements set forth by DSHS Forms and Records Management Services:


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

(Note: The State of Washington is in the process of conducting a procurement for a new form designer software that will be available for use by all state agencies sometime during the term of this contract.  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.)

· 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.


· PDF files are required.


· 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.


· Forms shall have a state agency logo, title, and coding line unless specified otherwise.


· 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.


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


· Observe window envelope format designations exactly as provided on the electronic template.  

· Note:  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.


· Proper names, Addresses, telephone numbers, fax numbers, WAC codes, etc. shall be left in English.


· 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.


· Form numbers, language designation codes, and revision dates (in that order) shall be printed in the lower left-hand corner of each page in 7 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.


Do Translate:


· 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). 

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


Do Not Translate:


· Text that is part of a logo.


· The name of the agency, division or office appearing at the top of a form unless specified otherwise.


· 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.


· Proper names, addresses, telephone numbers, fax numbers, WAC codes, etc.


· Areas that are designated “For Office Use Only”.


3.1.2.  
Category 2

Translation of written materials in this category will be for DSHS publications (see example, Attachment G) as defined in DSHS Administrative Policy 2.07.

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.


3.1.2.1
Category 2 Volume

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.


3.1.2.2
Category 2 Specific Requirements 

In addition to the requirements listed herein translation vendor(s) shall:


Comply with the following technical standards for DSHS publications required by DSHS Publications Management:


· Translation of any new or revised DSHS Publication shall be made using the electronic files supplied by DSHS Publication Management (PM).   No files from any other source should be used.  All translation publication files must be sent to Publications Management only; no other recipient will receive publication translations, unless requested or approved by DSHS Publications Management.

All translated publications files must be sent to Publications Management only, no other recipient will receive publications transactions, unless requested or approved by the DSHS Publications Management.

· All translated publications shall be produced using the language-specific fonts identified in the Foreign Language Font Specifications that will be provided at the mandatory Pre-Proposal Conference

· 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 CS2, Adobe Illustrator CS2, Adobe Freehand MX, Microsoft Word (Office 2004). 

· Note: Some publication requests will be sent with 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 Publications Management 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.

· Currently, the Vietnamese fonts used for DSHS publications do not reveal and print correctly in InDesign CS2, only in CS version. Publications Management is researching Vietnamese fonts for use in InDesign CS2. Therefore Vietnamese translations should be completed in InDesign CS until new Vietnamese fonts can be tested in CS2 and purchased. The translation vendors will be contacted about testing these fonts also. 


· Unless specified by the Publications Management, the translated text cannot be a PICT, TIFF, EPS, or scrapbook file that has been placed into an InDesign document. 

· Follow format (spacing, placement, column width, etc.) of original document closely when laying out.  Do not replace or change any graphics files (EPS, TIFF, etc.) unless requested by Publications Management.


· Do not translate text that is part of a logo or proper names, addresses, telephone numbers, fax numbers, WAC codes, etc.


· Translations are required also in PDF format.  They shall be Adobe Acrobat 5.0 compatible, and they should be formatted for web (Internet) presentation.  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.  All fonts that are in publication shall be embedded in the PDF.

· A few languages require submitting the translation in other formats, such as TIFF, and placing that translation in an InDesign document.  These exceptions will be specified by Publications Management prior to translation.  If the translation vendor determines that this technique is necessary, they shall notify Publications Management PRIOR to translation.


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


Format for DSHS 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)



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


For distribution by individual programs-



Publication number language code (month/year)



Examples:
DSHS 22-604 (5/00)



DSHS 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)



DSHS 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)








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


· Note:  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.


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


Any exceptions to the above standards will be noted on the General Translation Services Request form (or its equal).


3.1.3
Category 3

Translation of written materials in this category will be for ACES Supported Language Text (see example, Attachment H).

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.


3.1.3.1 
Category 3 Volume


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.


3.1.3.2
Category 3 Specific Requirements


The Contractor(s) shall comply with the following requirements for translation of DSHS ACES Text:


· Font Specifications

		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





· 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.


· Translated text blocks shall be formatted with the following margin specifications:


· .25” Top


· .25” Bottom


· .25” Left


· 1.75” Right


· 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.


· All proper nouns (i.e., program names) should be translated.


· 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).


· Upon translation completion, all translated text shall be reviewed for translation accuracy, as well as for formatting accuracy (i.e., that all the specifications listed above have been adhered to).


· 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.


· Translations not done in accordance with the specific requirements listed above will be returned to the translation vendor to be redone at their own cost.


3.1.4  
Category 4

Translation of written materials in this category will be for other general information documents provided by DSHS to limited English proficient (LEP) populations statewide (see example, Attachment I).

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.


3.1.4.1 
Category 4 Volume


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.


3.1.4.2
Category 4 Specific Requirements


In addition to the requirements listed herein, translation vendor(s) shall comply with the instructions provided with the translation request for general informational materials.

3.1.5
Category 5

Translation work in this category includes client specific translation requests, generated by programs, local field offices and/or institutions (see example, Attachment J).  Translation requests will include, but are not limited to:


· client letters, notes and correspondence;


· client treatment reports;


· client specific fill-ins for previously translated numbered forms;


· regional/local field office informational materials; and


· fill-ins and full translations of letters generated at the local office through the Automated Client Eligibility System (ACES).


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.

· Note:  Work performed under this category of work does not include any full translation of DSHS numbered forms (whether or not they are requested as fill-ins) or publications.


3.1.5.1.
Category 5 Volume and Typical Translation Work Required by DSHS


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. 


The DSHS requesting office will fax or e-mail the material to be translated with a Translation Order Request form, DSHS 17-120 (Attachment K).  DSHS will include, in all requests the following information:

· the requester’s name, office, address, telephone number and fax number;


· the date ordered and date due;


· the order number (assigned by the requesting office for the project being requested);


· the language requested;


· the type of translation (i.e., DSHS form number {e.g.,14-113}, ACES letter type {e.g. 006-01}, letter, report, legal document);


· the client identifier (i.e., client’s last name or client’s ID number), if applicable;


· the project priority (normal or rush); and


· the description and/or instructions for the project.


· Note:  Multiple orders may be placed on the Translation Order Request form.


The Bidder(s) awarded this category of work will be asked to perform both fill-in and full translations.


For fill-in translation requests, translation vendor(s) are 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 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.


For full translation requests, translation vendor(s) are 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:


· 75% of client specific translation requests will be for fill-ins and


· 25% of client specific translation requests will be for full translations.


Once the translation order is completed, the translation vendor shall fax or e-mail the Translation Order Request form with the completed translation and the original document to the requester.  The translation vendor shall return the completed translation and related documents the same way it was received, e.g., if it was received by fax, it shall be returned by fax. Translation vendor(s) are required to provide the following information with the completed project (as requested on the Translation Order Request form):


· the date the completed work is returned to DSHS;


· whether the work was a fill-in or full translation;


· the word count; and


· the charge for the completed order.


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(s) shall track 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.

3.1.5.2
Category 5 Specific Requirements

In addition to meeting the requirements listed herein, translation vendor(s) shall:


· have the capacity to receive and transmit up to 100 fax and e-mail translation requests per day;


· have the capacity to provide the timely service required for this category;


· have the capacity to electronically track all information related to requests;


· write language name in English on the lower left hand corner of each page of the translated text; and


· submit the required 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 Administration.  Each quarter’s report is due, electronically, to designated DSHS program managers (to be identified at time of award), 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, to manage and submit their reports.  DSHS 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; and


· Cost.


3.1.5.3
  Category 5 Turnaround Timeframes


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.  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 shall pay a rush fee if the translation is completed within the needed timeframe.

· Fill-In Translation Requests


Translation requests are to be completed:


· 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.


· 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.


· Full Translation Requests



Translation requests are to be completed:


· 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.


· 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.


3.1.5.4.
Category 5 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:


· 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 DSHS;


· project priority (Normal or Rush);


· type of translation (i.e., DSHS form number {e.g.,14-113}, ACES letter code {e.g. 006-01}, letter, report, legal document);


· 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; and


· a sum total charge for all projects listed.

DSHS Written Language Codes


Language

       Code
    Language

        Code
        Language

   Code


Albanian

         AL


Amharic

         AM


Anuak


         AN


Arabic


         AR


Armenian

         AE


Assyrian

         AS


Bengali

         BN


Bikol


         BK


Bosnian

         SC


Braille (English)
         BR


Bulgarian

         BL


Burmese

         BS


Cambodian

         CA


Cantonese (Chinese)
         CH


Cebuano

         CB


Cham


         CM


Chamorro

         CR


Chinese

         CH


Chiu Chow (Chinese)
         CH


Creole


         CE


Czech


         CZ


Danish


         DN


Dari


         FA


Dinka


         AR


Dutch


         DU


English

         EN


Estonian

         ES


Farsi


         FA


Fijian


         FJ


Finnish

         FI


French


         FR


French-Creole

         FC


Georgian

         GN


German

         GE


Greek


         GR


Gujarati

         GJ


Haitian-Creole

         HC


Hakka (Chinese)
         CH


Hebrew

         HE


Hindi


         HI


Hmong

         HM


Hungarian

         HU


Ibo (Igbo, Egbo)
         IB


Ilocano


         IL


Ilongo


         IO


Indonesian

         IN


Iranian


       FA


Italian


       IT


Iwaidja


       LI


Japanese

       JA


Kenya (Kenyah)
       KE


Kikuyu

      
       KY


Kmhmu

       KM


Korean


       KO


Kurdish

       AR


Laotian

       LA


Large Print English
       LP


Latvian 

       LV


Lebanese

       AR


Limba (Malimba)
       LI


Lithuanian

       LT


Macedonian

       MC


Malayalam

       MM


Malay (Malaysian)
       ML


Mandarin (Chinese)
       CH


Marathi

       MR


Marshallese

       MS


Mien


       LA


Moroccan

       AR


Norwegian

       NO


Nuer


       AR


Oromo


       OM


Pashtu (Pushtu, Pashto)     PA


Persian


       FA


Pohnpeian

       PH


Polish


       PO


Portuguese

       PG


Punjabi

       PJ


Puyallup

       PU


Quechua

       QU


Romanian

       RO


Russian

       RU


Rwanda

       RW


Salish


       SH


Samoan

       SA


Serbo-Croatian
       SC


Shona


       SN


Sinhalese (Sinhala)
       SE


Slovak


       SV


Somali


        SM


Spanish
 
        SP


Sudanese

        AR


Swahili

        SI


Swedish

        SW


Syrian


        AR


Tagalog

        TA


Tamil


        TM


Telegu (Telugu)
        TE


Thai


        TH


Tibetan

        TB


Tigrigna

        TI


Toishanese (Chinese)
        CH


Tongan

        TN


Trukese (Chuukese)
        TR


Turkish

        TK


Ukrainian

        UK


Urdu

 
        UR


Vietnamese
 
        VI


Visayan

        VS


Wanda


        WA


Yakama

        YA


Yoruba
 
        YR


Yugoslav

        SC


Yupik (Yupic)

        YP


Zulu

 
        ZU


ATTACHMENT D – Translation Correction Procedures


DSHS Procedures for Correcting Translations


(to be followed by all translators of all languages)


Upon receiving reviewer’s suggestions and comments, the translator will:


1.
Check everything marked by the reviewer against original translation to determine the most accurate translation of words/phrases/sentences.


2.
On the version with the reviewer’s markings,


a) write “OK” by the word/phrase/sentence suggested by the reviewer that is adopted by the translator;


b) 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 (refer to “Notes” in Translation Review Guidelines);


c) 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 (refer to “Notes” in Translation Review Guidelines).


3.
Revise/change translation based on what is determined to be the most accurate translation (see 1 and 2 above).


4.
Return revised final hard copies, electronic files, and reviewer’s version with translator’s markings to the Translation Service Coordinator.
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GENERAL TRANSLATION SERVICES REQUEST


 FORMCHECKBOX 
 Field Office      FORMCHECKBOX 
 State Office



		A.  REQUESTOR SECTION



		1.  DOCUMENT TITLE/DESCRIPTION




		 FORMCHECKBOX 
 New


 FORMCHECKBOX 
 Revised
 FORMCHECKBOX 
 Artwork 


     changed (AC)

		2.  DSHS NUMBER, REVISION, AND AC DATE

 FORMCHECKBOX 
  DSHS number:


 FORMCHECKBOX 
  Revision date:


 FORMCHECKBOX 
  AC date:


		3.  DATE






		4.  TRANSLATION REQUESTED BY:  NAME




		TELEPHONE NUMBER (AND AREA CODE)




		FAX NUMBER (AND AREA CODE)






		5.  ADMINISTRATION/DIVISION




		OFFICE




		MAIL STOP






		6.  SOURCE LANGUAGE


 FORMCHECKBOX 
 English
 FORMCHECKBOX 
 Other (specify):  



		7.  TARGETED LANGUAGE(S)



		 FORMCHECKBOX 
 Albanian


 FORMCHECKBOX 
 Amharic


 FORMCHECKBOX 
 Arabic


 FORMCHECKBOX 
 Armenian


 FORMCHECKBOX 
 Bulgarian


 FORMCHECKBOX 
 Cambodian

		 FORMCHECKBOX 
 Chinese


 FORMCHECKBOX 
 Farsi


 FORMCHECKBOX 
 French


 FORMCHECKBOX 
 German


 FORMCHECKBOX 
 Hindi


 FORMCHECKBOX 
 Hmong

		 FORMCHECKBOX 
 Hungarian


 FORMCHECKBOX 
 Ilocano


 FORMCHECKBOX 
 Indonesian


 FORMCHECKBOX 
 Japanese


 FORMCHECKBOX 
 Korean

		 FORMCHECKBOX 
 Kurdish


 FORMCHECKBOX 
 Laotian


 FORMCHECKBOX 
 Mien


 FORMCHECKBOX 
 Navajo


 FORMCHECKBOX 
 Polish

		 FORMCHECKBOX 
 Romanian


 FORMCHECKBOX 
 Russian


 FORMCHECKBOX 
 Samoan


 FORMCHECKBOX 
 Serbo-Croatian


 FORMCHECKBOX 
 Somali

		 FORMCHECKBOX 
 Spanish


 FORMCHECKBOX 
 Tagalog


 FORMCHECKBOX 
 Thai


 FORMCHECKBOX 
 Tibetan


 FORMCHECKBOX 
 Tigrigna

		 FORMCHECKBOX 
 Tongan


 FORMCHECKBOX 
 Turkish


 FORMCHECKBOX 
 Ukrainian


 FORMCHECKBOX 
 Vietnamese


 FORMCHECKBOX 
 Zulu




		 FORMCHECKBOX 
 Other:    



		B.  FOR TRANSLATION COORDINATOR USE ONLY



		1.  TRANSLATION CONTACT NAME




		2.  TRANSLATION TYPE


 FORMCHECKBOX 
  Publication
 FORMCHECKBOX 
  Form



 FORMCHECKBOX 
  ACES
 FORMCHECKBOX 
  Other (specify):  





		3.  DATE TO CONTRACTOR


4.  DUE DATE






		TELEPHONE NUMBER




		

		



		5.  CONTRACTOR


 FORMCHECKBOX 
 WLT      FORMCHECKBOX 
  CTS      FORMCHECKBOX 
  DLC

		6.  PROJECT NUMBER




		7.
 FORMCHECKBOX 
  RUSH (see Item 13 below)    



 FORMCHECKBOX 
  Documentation attached

		8.  WORD COUNT






		9.  SOFTWARE USED




		10.  HIGHLIGHTED COPY WITH REVISIONS ATTACHED  


 FORMCHECKBOX 
  Yes      FORMCHECKBOX 
  No

		11.  ELECTRONIC TEMPLATE  INCLUDED


 FORMCHECKBOX 
 Yes      FORMCHECKBOX 
 No



		12.  FINAL TRANSLATED FORMAT REQUIRED FROM CONTRACTOR



a.
 FORMCHECKBOX 
 PDF Electronic File  
 FORMCHECKBOX 
 Paper Final:  (     ) copies      FORMCHECKBOX 
 Other (specify):



b.
 FORMCHECKBOX 
 Electronic File for Spanish:  
 




INDICATE SOFTWARE REQUESTED IF OTHER THAN PDF



c.
 FORMCHECKBOX 
 Follow contract specified DSHS Technical Standards for Foreign Language Publications



d.
 FORMCHECKBOX 
 Translations must retain exact original format of the English form or publication



e.
 FORMCHECKBOX 
 Translations and English both appear on same page



		13.  PRIORITY PROJECTS MUST BE JUSTIFIED.  ATTACH JUSTIFICATION.


 FORMCHECKBOX 
 Legislative mandate
 FORMCHECKBOX 
 Fiscal impact
 FORMCHECKBOX 
 Legal requirement
 FORMCHECKBOX 
 Hearing date



 FORMCHECKBOX 
 Other (specify): 



		14.  ACCOUNT CODE AND BILLING INFORMATION (MUST BE PROVIDED BEFORE TRANSLATION WILL BEGIN)



		REF


DOC

		TRANS

		M


O

		FUND

		MASTER INDEX

		SUB

		SUB


SUB

		ORG

		WORK CLASS

		COUNTY

		CITY/ TOWN

		PROJ

		SUB

		PROJ

		AMOUNT



		SUF

		CODE

		D

		

		APPN INDEX

		PROG INDEX

		OBJ

		OBJ

		INDEX

		ALLOC

		BUDG


UNIT

		MOS

		

		PROJ

		PHAS

		



		

		

		

		

		

		

		

		

		

		

		

		

		

		

		

		



		15.  BILL TO:  NAME




		TELEPHONE NUMBER (AND AREA CODE)






		       MAILING ADDRESS






		16.  INSTRUCTIONS TO CONTRACTOR






		C.  LEP COORDINATOR OR DESIGNEE USE ONLY



		Simultaneous release with the English issuance is standard.  If this is not possible attach justification.  LEP Coordinator or designee approval is required for exceptions.



		LEP COORDINATOR/DESIGNEE’S SIGNATURE

		DATE




		CLUSTER








ATTACHMENT E- General Translation Service Request Form

       DSHS 17-099 (REV. 08/2002)  (AC 04/2006

ATTACHMENT F – Example of DSHS Form
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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?


 FORMCHECKBOX 
 Yes    FORMCHECKBOX 
 No



		10.  ANSWER THESE QUESTIONS BY CHECKING:




YES
NO


Does the tenant pay only a portion of the rent?
 FORMCHECKBOX 

 FORMCHECKBOX 

How much:  $


Is this subsidized housing?
 FORMCHECKBOX 

 FORMCHECKBOX 

What agency:
How much: $


Is someone else paying part or all of the rent?
 FORMCHECKBOX 

 FORMCHECKBOX 

What agency:
How much: $


Does the tenant work for a portion of the rent?
 FORMCHECKBOX 

 FORMCHECKBOX 

How much:  $




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



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



 FORMCHECKBOX 
  Electric
 FORMCHECKBOX 
  Wood



 FORMCHECKBOX 
  Gas




 FORMCHECKBOX 
  Propane



 FORMCHECKBOX 
  Other (specify): 




YES
NO

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

 FORMCHECKBOX 


13.
does the tenant pay for air conditioning?
 FORMCHECKBOX 

 FORMCHECKBOX 


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



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



 FORMCHECKBOX 
  Electric
 FORMCHECKBOX 
  Water/sewer



 FORMCHECKBOX 
  Gas
 FORMCHECKBOX 
  Telephone



 FORMCHECKBOX 
  Propane
 FORMCHECKBOX 
  Garbage



 FORMCHECKBOX 
  Wood



 FORMCHECKBOX 
  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








DSHS 14-224 (X) (REV. 05/2005) TRANSLATED

Example of ACES Text


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.


Example of Other Informational Material


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. 


What happens to my SSI benefits if I give away a resource?


Giving away cash to another person or selling a resource is called a “transfer” of resources. If you, your spouse, or a co-owner transfer a resource (including cash) or sell it for less than its worth, you may be ineligible for SSI benefits for as long as 36 months.


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.


 Example of Client Specific/Locally Generated Document

		KING NORTH/BALLARD
P.O.BOX 34356
SEATTLE WA 98124
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		Phone # 206-341-7424



		TTY/TDD # 206-706-4254



		Toll Free # 





08/29/05


		

		John Doe
123 Main St.
Olympia, WA 98504





Dear Mr. Doe: 


Your benefits from the following program will end on 09/30/05: ( X ) Cash ( ) Food 
( X ) Medical ( ) Long Term Care 


The reasons for this decision are: 


The person listed as the head of household for your food assistance cannot get food assistance. 


See WAC rule (Washington Administrative Code): 388-408-0035, 388-468-0005 


We do not consider you a resident of Washington. 


See WAC rule (Washington Administrative Code): 388-400-0005, 388-454-0015, 388-462-0015, 388-468-0005, 388-503-0505, 388-505-0110, 388-505-0210, 388-505-0220 


You can check these rules online at http://slc.leg.wa.gov/wacbytitle.htm or view them at your public library reference desk. If you can't find this information, please call our office. 


If you disagree with any of our decisions, you may ask to have your case reviewed. You can also ask for a fair hearing. Your fair hearing rights are included in this letter. 


You can get automated information about your case by calling The Answer Phone at 1-877-980-9220. When you call, you will need to enter your client ID number, which can be found in the bottom right hand corner of this letter. 


If you plan to get private medical insurance, your new insurance might need proof of your prior DSHS medical benefits. We can give you a certificate of coverage so your new insurance may cover pre-existing conditions. To request a certificate, you may call the MAA toll-free number 1-800-562-3022. 


Please call me if you have any questions about this letter.


Jane Doe
360-555-1234


		0006-01 Termination For AU

		Client ID# 0000000





Translation Order Request Form for Category V Requests
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		TRANSLATION ORDER REQUEST

		DATE ORDERED



		DATE NEEDED BY





		TO:


		REQUESTOR’S NAME

FROM:  



		

		DIVISION





		

		OFFICE NAME



		MAIL STOP





		

		TELEPHONE NUMBER (INCLUDE AREA CODE)





		

		ADDRESS





		

		FAX NUMBER



		ORG INDEX CODE





		ORDER

		TYPE

		

		

		CLIENT

		FOR CONTRACTOR USE ONLY



		NUMBER

		(E.G., 14-001, V01G)

		RUSH

		ACES

		IDENTIFIER

		FILL-IN, FULL

		TRANSLATOR CODE

		WORD


COUNT

		COST

		DATE RETURNED



		

		

		 FORMCHECKBOX 


		 FORMCHECKBOX 


		

		 FORMCHECKBOX 
  Fill-in


 FORMCHECKBOX 
  Full

		

		

		

		



		LANGUAGE(S)






		

		

		 FORMCHECKBOX 


		 FORMCHECKBOX 


		

		 FORMCHECKBOX 
  Fill-in


 FORMCHECKBOX 
  Full

		

		

		

		



		LANGUAGE(S)






		

		

		 FORMCHECKBOX 


		 FORMCHECKBOX 


		

		 FORMCHECKBOX 
  Fill-in


 FORMCHECKBOX 
  Full

		

		

		

		



		LANGUAGE(S)






		

		

		 FORMCHECKBOX 


		 FORMCHECKBOX 


		

		 FORMCHECKBOX 
  Fill-in


 FORMCHECKBOX 
  Full

		

		

		

		



		LANGUAGE(S)






		

		

		 FORMCHECKBOX 


		 FORMCHECKBOX 


		

		 FORMCHECKBOX 
  Fill-in


 FORMCHECKBOX 
  Full

		

		

		

		



		LANGUAGE(S)






		SPECIAL REQUIREMENTS






		
PLEASE NOTE:  There will be an extra fee for RUSH service.
TURNAROUND




		

		TIME FRAMES (WORKING DAYS)



		FILL-IN TRANSLATIONS:

		NORMAL

		RUSH



		Cambodian, Chinese, Korean, Laotian, Russian, Spanish, and Vietnamese


		1 day

		Not  available



		All other languages


		3 days

		2 days



		FULL TRANSLATIONS:



		Cambodian, Chinese, Korean, Laotian, Russian, Spanish, and Vietnamese


		5 day

		2 days



		All other languages


		7 days

		3 days



		FOR CONTRACTOR USE ONLY 






		FOR DEPARTMENT OF SOCIAL AND HEALTH SERVICES USE ONLY



		 FORMCHECKBOX 
  Approved        FORMCHECKBOX 
  Completed

		RECEIVED BY:




		DATE RECEIVED







DSHS 17-120 (REV. 09/2000

Translation Review Guidelines


Check the translated document against the English version to identify translation errors, if any. Mark changes in ink and write clearly.


*
Identify the grammatical errors that distort the intent of the original English text and suggest corrections. Please give brief explanation for suggestion.


*
Identify the words that alter the meaning of the original English words and suggest corrections. Please give brief explanation for suggestion.


*
Identify the words that you think clients will not under​stand and suggest alternatives, please indicate what original translation means.


*
Circle misspelled words and indicate them by writing ‘‘spelling’’ beside them.


Notes:


1.
Do not suggest any changes if translation is understandable to clients and will not cause any misunderstanding.


2. Do not suggest word changes based on regionalism or personal preference such as synonyms.
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*DSHS considers translation projects to be complete when:



All requested language documents have been submitted to DSHS; and 



All requested language documents are technically accurate (i.e., created using the correct fonts, are formatted correctly, and can be opened and printed).
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