
State of Washington                
Current Contract Information

Revision date:
May 11, 2004

	Contract number:
	06800 

	Commodity code:
	9747

	Contract title:
	TRANSLATION SERVICES

	Purpose:
	1. Extension of the contract for 12 months, with the new expiration date of March 31, 2006.

	Present Term/Extension Period:
	April 1, 2005
	Through:
	March 31, 2006

	For use by:
	Department of Social & Health Services, Employment Security Department, Health Care Authority, Higher Education Coordinating Board and State Purchasing Cooperative Members.

	Contract type:
	This contract is designated as mandatory use.

	Scope of contract
	This contract is awarded to multiple contractors for Categories 1 & 2.

	Contractor :
	See Attached
	
	

	Products available:
	Written Translation Services

	Ordering information:
	See page 3 User Summary and specifications

	Ordering procedures:
	See page 3 User Summary and specifications

	Contract exclusions:
	American Sign Language, See Contract 04201

Telephone Interpretation Services, See Contract 07601

Translation Services, ACES Unsupported Languages, See Contract 07501

	Special notes:
	Translation Services is divided into two Categories.

Category 1, Translation of forms, publications, brochures, pamphlets, etc

Category 2, Translation of letters, reports, fill-ins, informational materials



	Related product contracts:


	Contract 07601 Telephone Interpretation Services

Contract 04201, American Sign Language

Contract 07501, Translation Services, ACES Unsupported Languages 


This page contains key contract features.  Find detailed information on succeeding pages.  For more information on this contract, or if you have any questions, please contact your local agency Purchasing Office, or you may contact our office at the numbers listed below.
	State Procurement Officer:
	Aleksey Belov
	Office Assistant Senior:
	Carolyn Nadeau

	Phone Number:
	(360) 902-7414
	Phone Number:
	(360) 902-7429

	Fax Number:
	(360) 586-2426
	Fax Number:
	(360) 586-2426

	Email:
	abelov@ga.wa.gov
	Email:
	cnadeau@ga.wa.gov 


Visit our Internet site: http://www.ga.wa.gov/purchase/
	Payment address:
	See Contractor Information

	Order placement address:
	See Contractor Information

	Minimum orders:
	None

	Delivery time:
	As required for each category

	Payment terms:
	See Contractor Information

	
	

	
	

	Contract pricing:
	See Contract Pricing section

	Term worth:
	$1,783,702/12 months

	Current participation:
	$1,551,820.00 MBE
	$0.00 WBE
	$ 231,882.00OTHER
	$0.00 EXEMPT

	
	MBE 87% (DLC)
	WBE 0%
	OTHER 13%
	Exempt 0%

	
	


User Summary:

To purchase services through this contract, please note the following:

Category 1 Translation Requests

· Contact your administration’s Limited English Proficiency (LEP) Coordinator, to inquire about translation ordering procedures.

Category 2 Translation Requests

· Fax or email the Translation Order Request form (DSHS 17-120), with the document(s) that needs to be translated to the contractor of your choice.
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 All terms and conditions of the original RFP and all subsequent changes apply to this contract:

Contract Pricing

Category 1, General Translation Services 

(For Specifications see pages 15-20)

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

	1.
Fixed Minimum Charge
	$40.00
	$45.00
	$40.00

	2.
Fixed Minimum Rush Charge
	$60.00
	$65.00
	$50.00

	B. Translation Requests of 76 – 2000 Words
	
	
	

	1.
Per Word Charge
	$0.24
	$0.25
	$0.24

	2.
Per Word Rush Charge
	$0.30
	$0.30
	$0.30

	C. Translation Requests of 2001 Words or More
	
	
	

	1.
Per Word Charge
	$0.24
	$0.25
	$0.22

	2.
Per Word Rush Charge
	$0.30
	$0.30
	$0.28


Category 2, Expedited Client Translation Services 

(For Specifications see pages 20-27)

	A.
For Fill-ins of 75 Words or Less
	WLT
	CTS
	DLC

	1.
Fixed Minimum Charge
	$20.00
	$21.50
	$15.00

	2.
Fixed Minimum Rush Charge
	$60.00
	$65.00
	$20.00

	B. For Fill-ins of 76 Words or More
	
	
	

	1.
Per Word Charge
	$0.24
	$0.25
	$0.22

	2.
Per Word Rush Charge
	$0.30
	$0.30
	$0.28

	
(For Spanish Rush Projects Only)
	$0.26
	
	

	C.
For Full Translations of 250 Words or Less
	
	
	

	1.
Fixed Minimum Charge
	$40.00
	$45.00
	$40.00

	2.
Fixed Minimum Rush Charge
	$60.00
	$65.00
	$50.00

	D. For Full Translations of 251 Words or More
	
	
	

	1.
Per Word Charge
	$0.24
	$0.25
	$0.21 

	2.
Per Word Rush Charge
	$0.30
	$0.30
	$0.25


Contractor Information

	Contractor:
	WorldLink Technologies (WLT)

(formerly A.C.E. Infotech Group, Inc.)
	

	Contract Admin. Contact:
	Carlos Marapodi
	Contract Admin. Address:

	Phone:
	(877) 856-5465 ext. 34 or 

(425) 453-4444, (425) 453-8008,

(425) 453-0157
	1450 114th Avenue SE, Ste 230

Bellevue, WA  98004

	Fax:
	(425)-453-0187, (877) 856-5486
	

	Email:
	cmarapodi@worldlinktech.com
	

	Federal ID No.:
	91-1958825
	

	Supplier No.:
	4560
	

	Customer Service:
	Damian O’Donovan
	

	Order/Customer Services Phone:
	(877) 856-5465, (425) 453-4444
	Order Placement Address:

	Fax:
	(877) 856-5486 or (425) 453-0188
	Same as above

	Email:
	dodonovon@worldlinktech.com or 

Dshs@worldlinktech.com
	

	Ordering procedures:
	See Specifications
	

	Payment terms:
	1% 30 Days
	

	Delivery time:
	As defined in the Specifications
	

	Payment Address:
	Same as above
	

	
	
	

	
	
	


Contractor Information

	Contractor:
	CTS LanguageLink ™   (CTS)
	

	Contract Admin. Contact:
	Karen Blumer (Cat.2)/ Sara Bos (Cat.1)
	Contract Admin. Address:

	Phone:
	Karen:  (800) 208-2620 x446 or (360) 433-0446

Sara:  (800) 208-2620 x445 or (360)433-0445
	911 Main Street, Suite 300

	Fax:
	(800) 535-9642
	Vancouver, WA  98660

	Email:
	karenb@ctslanguagelink.com or  sarab@ctslanguagelink.com
	

	WEBSITE
	www.ctslanguagelink.com
	

	Federal ID No.:
	91-1506430
	

	Supplier No.:
	4561
	

	Customer Service:
	See Contacts above
	

	Order/Customer Services Phone:
	Karen (Cat. 2):  (800) 208-2620 x446 or (360) 433-0446

Sara (Cat. 1):  (800) 208-2620 x445 or (360)433-0445
	Order Placement Address:

	Fax:
	(800) 535-9642
	Same as above

	Ordering procedures:
	See Specifications
	

	Payment terms:
	Net 30 Days
	

	Delivery time:
	As defined in the Specifications
	

	Payment address:
	Same as above
	

	
	
	

	
	
	


Contractor Information

	Contractor:
	Dynamic Language Center, Ltd. (DLC)
	

	Contract Admin. Contact:
	Rick Antezana
	Contract Admin. Address:

	Phone:
	(206) 244-6709 / (800) 682-8242
	15215 52nd Ave South, Ste 100

	Fax:
	(206) 243-3795
	Seattle, WA  98188

	Email:
	rick@dlc-usa.com
	

	Federal ID No.:
	91-1311959
	

	Supplier No.:
	30396
	

	Customer Service Cat 1:
	Mary Brown
	Email: mary@dlc-usa.com

	Order/Customer Service Phone
	(206) 244-6709 Ext 126
	Order Placement Address:

	Customer Service Cat 2:
	Margaret Wierzbicki
	E-mail: margaret@dlc-usa.com

	Order/Customer Services Phone:
	(206) 493-1608
	Order Placement Address:

	Fax:
	(206) 243-3795 / (800) 261-4419
	Same as above

	Ordering procedures:
	See Specifications
	

	Payment terms:
	Net 30 Days
	

	Delivery time:
	As defined in the Specifications
	

	Payment Address:
	Same as above
	

	
	
	

	
	
	


1. DEFINITIONS (The following definitions are in addition to those listed in the Competitive Procurement Standards)

A. ALL INCLUSIVE RATE


For this RFP, an all-inclusive rate is defined as a flat rate per English word charge or a flat rate per job charge regardless of whether or not the translation requires formatting, paste-up or other technical adjustments.  The method used in word counting will be the same as that of computer software’s.  Numerical characters (i.e., 1, 15) will be treated as words, and meaningful symbols (e.g., &) will be treated as words.  Month, date and year written in numerical format will be treated as separate words, i.e., 3/20/1998 or 3-20-1998 will be treated as three separate words.

B. CERTIFICATED LANGUAGES


Languages for which Department of Social & Health Services (DSHS) certifies translators.  These languages include Cambodian, Chinese, Korean, Laotian, Russian, Spanish and Vietnamese.

C. CODE OF PROFESSIONAL CONDUCT


DSHS established performance standards to be met by interpreters and translators when providing language services to DSHS programs and clients.  Any violation of the Code of Professional Conduct may be cause for termination of this contract.

D. DSHS Language Testing and Certification Program (LTC)

DSHS program that provides bilingual testing and certification services.

E. DSHS CERTIFIED TRANSLATOR


Translator who has passed the DSHS/LTC translator certification examination in one of the seven certificated languages (Cambodian, Chinese, Korean, Laotian, Russian, Spanish, and Vietnamese).

F. DSHS AUTHORIZED TRANSLATOR

Translator who has passed a translator certification examination other than the DSHS/LTC translator certification examination such as but not limited to the American Translators Association (ATA) examination. The examination must be recognized by DSHS.

G. EMPLOYEE

A person hired to perform specific and as needed tasks based on employer pre-established criteria, in return for financial or other compensation.

H. NON-CERTIFICATED LANGUAGES

Languages for which DSHS does not certify translators.  All other languages other than those listed above as certificated languages.

I. 
QUALIFIED TRANSLATOR

Translator who has passed a qualification/screening test, in a non-certificated language, offered through other translator testing programs or translation agency(s).

J. 
SUBCONTRACTOR

An individual, company, corporation, firm, or combination thereof with whom the Contractor develops sub-contracts with for the procurement of services for this contract.

K. TRANSLATION

The written transfer of a message from one language to another.

L. TRANSLATION AGENCY(S)

The companies or firms awarded this contract for written language translation services.

M. TRANSLATOR TESTING PROGRAMS

Programs other than DSHS, ATA, and translation agency(s) that administer written language translator tests such as, but not limited to, translator training programs of an academic institution.

N. BUSINESS DAY

Day of the week excluding weekends and state holidays; namely, New Years Day, martin Luther King Jr. Day, President’s Day, Memorial Day, Labor Day, Independence Day, Veteran’s Day, Thanksgiving Day, day after Thanksgiving, and Christmas.

O. COMPLETED PROJECT

DSHS considers translation project 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).

P.
DSHS AUTOMATED TRACKING SYSTEM

The DSHS automated tracking system will automate the process used to request and transfer Category I translation projects between requesters and contractors.  Translation agencies will be required to upload and download documents from DSHS server via the DSHS automated tracking system.

SPECIFICATIONS
1. PURPOSE


The purpose of this contract is to provide quality translation services for statewide DSHS clients in the State of Washington.  Translation agency(s) will be required to effectively address the department’s high volume of translation requests and need for quality, timely translated documents that are linguistically accurate, culturally appropriate and technically consistent with the original document(s).  Translation requests will be for social, medical or legal documents.  It is anticipated that the award of this contract will be to one or more translation agency(s) for each of the three categories of translation services. 

2.
TRANSLATION CATEGORIES

A. CATEGORY 1: 


DSHS provides a wide variety of written materials in the primary languages of its limited English proficient (LEP) clients.  Translation of written materials in this category includes forms, publications, brochures, pamphlets, posters, new & revised notices, letters and text generated by the Automated Client Eligibility System (ACES) and other general information that is distributed to LEP populations statewide by DSHS.

The majority of the language requests will be in the following seven languages – Spanish, Vietnamese, Laotian, Cambodian, Chinese, Russian and Korean.

1). Typical Work


DSHS currently contracts out approximately 1700 general translation requests per year or 140 general translation requests per month in this category.  One document that is requested to be translated into five (5) languages is considered to be five (5) translation requests.

Most translation requests in this category will be submitted via the DSHS automated tracking system.  All other requesters will submit their request using the General Translation Services Request Form (DSHS 17-099).

Of the general translation requests addressed in this category, DSHS estimates that:

a. 50% are department forms.  

b. 25% are informational materials that are distributed by the department.  

c. 15% are department publications.  

d.
10% are new and revised notices, letters and text that will be placed on the ACES system in Cambodian, Chinese, Korean, Laotian, Russian, Spanish and Vietnamese. 

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

a. 15% are 1 to 75 words.

b. 65% are 76 - 2000 words.

c. 20% are over 2000 words.

DSHS will pay a fixed minimum charge for category 1 requests of 75 words or less. Translation agency(s) are advised that there may be requests that require formatting only.  For purposes of this category, formatting involves manipulation of text that does not require translation.  For requests of this nature, the minimum charge will be paid for each request.

2). Requirements


DSHS expects contractors to accept all assigned projects.  Failure to accept projects, for any reason will be tracked by DSHS and used to determine contract compliance and future awards.

In addition to the requirements listed in the Contractor Responsibilities and Translation Requirements, translation agency(s) shall:

a.
Comply with the following technical standards and design requirements set forth by DSHS Forms and Records Management Services when translating DSHS forms:

(1) Electronically produced forms will typically be done in one of the following Macintosh applications or PC Compatible: Informed Designer 2.0 or Microsoft Word 6.0 or above.

(2) Translated forms must match the format and design of the original English document as much as possible. Text formatting must be exact, including tabs, indentations, bullets, margins, and copy justification, and must remain consistent in leading, fonts and sizes throughout each document.

(3) PDF files may be required. 

(4) Multiple foreign language font technology must be available for all languages to be translated.  Foreign language fonts must not be mixed within one document unless requested.

(5) Forms must have a DSHS logo, title, and coding line unless specified otherwise.

(6) 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 titles that appear at the top of DCS forms need 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.

(7) Titles appearing in the lower left-hand corner that require translation will be designated as such on the General Translation Services Request Form.  Titles translated at the bottom of forms are to be in 8 point plain or the next largest size readable in a given font.

(8) Translated forms requiring hole punching must conform to electronic template provided.  All languages must adhere to designated hole punch areas.

(9) 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.

(10) Addresses, telephone numbers, fax numbers, WAC codes, etc. must be left in English.

(11) 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.

(12) Form numbers, language designation codes, and revision dates (in that order) must be printed in the lower left-hand corner of each page in 6 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.

(13) Do Translate:

· Form titles must 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.

· Section headings “For Office Use Only” should be translated as well as in English.
(14) 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” are not translated.
b.
Comply with the requirements outlined on the General Translation Services Request Form for when translating informational materials that are generated by the department.

c.
Comply with the following technical standards set forth by DSHS Publications Management when translating DSHS Publications.  All translated publication files must be sent to Publications Management only, NOT to any other recipient unless requested or approved by DSHS Publications Management:

(1) Translation of any new or revised DSHS publication must be made using the electronic files supplied by DSHS Publications Management (PM).  No other files should be used.

(2) All publications must be produced using the language-specific fonts identified on the attached Foreign Language Font Specifications(see Attachment B “DSHS Publications Management Foreign Language Font Specifications, 9/03”).

(3) All electronically-produced publications (except Chinese language documents) must use one of the following MACINTOSH applications (The instructions attached to the General Translation Services Request Form will specify which application to be used.): - Adobe PageMaker 6.5 (U.S. version), Macromedia Freehand 8.0 or 9.0.

(4) Chinese electronic documents will be translated using the Apple Chinese Language Kit and Adobe PageMaker 6.5C (Chinese version) using the traditional character font set.  The text must be editable in PageMaker.  The text cannot be a PICT, TIFF, EPS, or scrapbook file that has been placed into a PageMaker document, unless specified by DSHS Publications Management (see #8 below).
(5) 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.

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

(7) Some translations also are required in PDF format.  They must be Adobe Acrobat 3.0 compatible, and they should be formatted for web (Internet) presentation.  No crop marks or printing marks should appear on the pages in the PDF document.  The page size and orientation of the PDF should be the same as the publication.  All fonts and graphics that are in publication must be embedded in the PDF.

(8) Some languages require saving the text in other formats, such as TIFF, and placing that text in PageMaker document.  These exceptions will be specified by Publications Management prior to translation.  If the vendor determines that this technique should be used, they must notify the requestor in Publications Management PRIOR to translation.

(9) All removable disks (i.e., Zip, CD) must be returned to Publications Management. 

(10) DSHS publication numbers follow a specific format.   Spacing is critical.  The translation agency(s) shall use the attached DSHS Common Language Data Codes as a reference for coding publications in different languages (DSHS Translations Services Attachments, Page 15).

(11) Format for DSHS Publication Numbers should appear as follows:

For distribution provided by the State Printer Fulfillment Center-

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

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


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

For distribution provided by DSHS -

Revised publication - Publication number language code (Rev.month/year)

Examples:
DSHS 22-604 (6/01)


DSHS 22-604 CA (6/01)

For distribution provided by the State Printer Fulfillment Center, 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 provided by DSHS, revised publication –
Publication number language code (Rev. month/year)

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


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

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.

(12) 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.

(13) Any exceptions to the above standards will be noted on the Translation Request Cover Sheet.

d.
Comply with the requirements outlined on the General Translation Services Request Form when translating New and Revised Notices, Letters and Text that will be placed on the ACES system.

e.
Be required to submit all finalized completed translation work, with a cover sheet, in both hard copy form and electronically (e.g.-3 ½” disk, CD or email), or, in most cases, via DSHS automated tracking system.

The cover sheet shall include the following:

· the date the project is returned to DSHS;

· the translator by name or code for each language that was requested;

· the word count/charge that will be billed for the project; and

· any other comments/information related to the project.

For projects that will be reviewed for translation accuracy (as indicated on the General Translation Services Request Form), translation agency(s) shall fax to DSHS a proof copy of the translation work within the time frames outlined in the “Turnaround Time Frames” section for this category.
3). Turnaround Time Frames

Translation requests are to be completed in:

a. Ten (10) business days from the date indicated on the General Translation Services Request Form for normal translation requests, and

b.   Five (5) business days, from the date of request for rush timeframe translation requests.

c.
For 3a and 3b above:

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

· Timeframes for large projects, which cannot reasonably be completed within contract timeframes, will be negotiated on a case by case basis, at the time of request, between the translation agency and the requester.

· Translation agency(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

	1
	90%

	2
	80%

	3
	70%

	4
	60%

	5
	50%

	6
	40%

	7
	30%

	8
	20%

	9
	10%

	10 or more
	No Compensation


Note:

· Upon submittal of the last language document for a given project, translation projects will be date and time stamped.  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.

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


Translation agency(s) shall correct translation work that has been reviewed and needs correction, and deliver the final completed product (as outlined in the “Requirements” section for this category) to DSHS within five (5) business days from the date the reviewer’s suggestions/comments are faxed to them by DSHS.

Clarifications:  For all categories, timelines for translation services will begin on the day request is received by the translation agency and end on the day submitted.  Mailing time from and to the requesting DSHS facility is not included.  Any project received by DSHS after 3 o’clock is considered the next day.  

4). Billing Specifications

One invoice shall be submitted to DSHS for payment for each translation project. Each   invoice shall include the: 

a. DSHS Project Number indicated on the General Translation Services Request Form.

b. DSHS document number indicated on the General Translation Services Request Form.

c. Nature of request (Normal or Rush).

d. Title of the document.

e. Date the translation request is received by the translation agency.

f. Date completed translation is delivered to DSHS.

g. Language in which the document was translated.

h. English word count of the original document.

i. Rate or cost per word.

j. Total cost.

B. CATEGORY 2

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

· letters, notes and correspondence;

· client treatment reports;

· legal documents;

· fill-ins for previously translated DSHS numbered forms;

· documents that need to be translated into English for DSHS purposes;

· DSHS regional/local field office informational materials;

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

This category does not include any full translation of DSHS numbered forms (whether or not they are requested as fill-ins), publications, statewide notices or informational materials (Category 1), ACES centrally generated translations for unsupported languages (Contract #07501), or short on-site translations performed by certified staff and/or interpreters.

1. Typical Work


There are approximately 28,000 requests for translation in this category per year.  Client specific translation requests will be faxed directly to the translation agency by DSHS field offices or institutions for completion. Approximately 150 offices/institutions statewide will have access to the service.

The requesting office/institution will fax material to be translated with a Translation Order Request form (DSHS 17-120).  The Translation Order Request form will provide 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 code {e.g. VO1G}, letter, report, legal document);

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

· the description and/or instructions for the project. 

· whether the request has a normal or rush time frame; and

· other important information specific to the translation project being requested.

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

The majority of requests in this category are for Russian, Spanish and Vietnamese.  Other languages frequently requested are:

	Albanian

Amharic

Arabic

Cambodian

Chinese
	Farsi

Hindi

Hmong 

Ilocano Japanese
	Korean

Kurdish

Laotian 

Oromo 

Polish
	Punjabi Romanian Samoan Tigrigna Ukrainian
	Serbo-Croatian Somali 

Tagalog


.

Translation agency(s) awarded this category will be asked to perform both fill-in and full translations.

For fill-in translation requests, translation agency(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 must be type written.  Exceptions to this requirement will be on a case by case basis.

For full translation requests, translation agency(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. Field offices/institutions requesting full translations may request translation agency(s) to retain completed work electronically for future fill-in purposes.

It is estimated that:

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

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

Requests made by field offices or institutions for full translation of DSHS forms and/or fill-in requests for DSHS forms that are not available in the language requested shall be returned to DSHS to be processed as Category 1 projects. 

Once the translation order is completed, the translation agency shall fax the Translation Order Request form with the completed translation and the original document to the requester. Translation agency(s) are required to provide the following information (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 agency(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 agency(s) must track all the information captured on the Translation Order Request form for all requests received by individual offices.  Translation agency(s) will be required to submit this information as backup documentation with all invoices requesting payment for Category 2 translation services rendered.

2. Requirements

In addition to meeting the requirements listed in the Contractor Responsibilities and the Translation Requirements sections, translation agency(s) submitting proposals for this category shall:

a. have the capacity to receive and transmit up to 100 fax translation requests per day;

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

c. have the capacity to track all information relating to requests; and

d. have the capacity to provide timely monthly reports. 

Category 2 reports must be submitted to DSHS on a monthly basis.  Each month’s reports are due to DSHS/Purchased Services Contracts (PSC) by the end of the following month (e.g., reports for January are due by the end of February).  Monthly reports shall be in Microsoft Excel format.  For the purpose of accurate database management, vendors must use the Category 2 report layout template provided by DSHS to manage and submit their  monthly reports.  Both a hard copy an electronic copy of each month’s reports must be sent to PSC..

3.
Turnaround Time Frames

All requests received by translation agency(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 requested translation must be completed earlier than the required time frame, DSHS shall pay a rush fee. 

Fill-In Translation Requests

Translation requests are to be completed:

a. Within one (1) working day for the following languages: Cambodian, Chinese, Korean, Laotian, Spanish, Vietnamese, and Russian.  No rush time frame available.

b. Within three (3) working days for all other languages requested in this category.  Turnaround time is two (2) working days for rush fill-in translation requests.

Full Translation Requests

Translation requests are to be completed:

a. Within five (5) working days for the following languages: Cambodian, Chinese, Korean, Laotian, Russian, Spanish, and Vietnamese.  Turnaround time is two (2) working days for rush full translation requests.

b. Within seven (7) working days for all other languages requested in this category.  Turnaround time is three (3) working days for rush full translation requests.

Clarifications:  For all categories, timelines for translation services will begin on the day request is received by the translation agency and end on the day submitted.  Mailing time from and to the requesting DSHS facility is not included.  Any project received by DSHS after 3 o’clock is considered the next day.  

4.
Billing Specifications

Invoices for client specific translations must be accompanied by a log of all translation requests for each office.  This information will be verified by offices prior to payment. 

The log must include the following:

a. requesting office’s order number indicated on the Translation Order Request form;

b. date received by the translation agency;

c. date returned to DSHS;

d. type of translation (i.e., DSHS form number {e.g.,14-113}, ACES letter code {e.g. VO1G}, letter, report, legal document);

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

f. language requested;

g. translator name or code;

h. word count and charge;

i. nature of request - normal or rush job;

j. total cost for each office for invoice period;

k. translation agency tracking number (optional).

3. TRANSLATION REQUIREMENTS

Translation agency(s) shall:

A. Use translators who are certified, authorized, or qualified by one or more of the following authorities:

2. DSHS Language Testing and Certification Program (LTC).

3. American Translators Association (ATA).

4. Translation agency(s) and translator testing programs authorized to test and qualify translators for non-certificated languages.  (Approval of these agency(s) and programs will be made after award of a contract under this RFP.)

B.
Identify translators by name or code number on the transmittal sheet of each completed translation.  If translators are identified by code numbers, contractor(s) shall submit to DSHS, for decoding purposes, a list containing all code numbers with corresponding full names of translators and their respective languages.  This list shall be updated and sent to DSHS Purchased Service Contracts quarterly.

C.
List any other translator agency, sub contractors and/or resources you intend to use to comply with this contract.

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

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

F.
Review each translation prior to delivery to DSHS to ensure that the translated document is linguistically accurate and consistent with the formatting and technical specifications of the original English documents

G. Correct any translation in order to improve its quality when requested to do so by DSHS or in accordance with the Review and Correction Guidelines.  The accuracy of any translation will be determined by DSHS.

H. With return of completed translated documents, contractor is to provide reviewer’s name and all documentation for the review process.

I. Be responsible for any costs related to correcting translations formatted or translated incorrectly.  Payment will not be made for translations that are not completed in accordance with the corrections requested by DSHS.  Be responsible for costs associated with translation accuracy reviewing incurred by the requester, if the translation is found to be materially inaccurate.

J. Be responsible for all costs associated with the completion of each translation, including but not limited to staff time, printers and other office equipment, computer hardware and software, electronic disks, toll-free fax service, postage, and other necessary materials.  (Reproduction and duplication of completed translations shall not be the responsibility of the translation agency.)

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

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

M. Meet regularly with DSHS representatives to review compliance with the terms of the contract and to discuss service performance issues.

N. Accept or decline the translation project using the DSHS translation DSHS automated tracking system, if required, within 4-business hours of receiving a request for translation.  If the requester does not use the DSHS translation DSHS automated tracking system, accept or decline the translation project using e-mail, fax or telephone (voice mail) to the requester within 4-business hours of receiving a request for translation.  The state has an expectation that all translation requests will be completed by the awarded contractor(s).  All projects 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.
4.
CONTRACTOR RESPONSIBILITIES

A.
Translation agency(s) must ensure that each of the agency’s translators:

1). Are certified, authorized, or qualified in accordance with DSHS requirements.

2). Receive regular training and/or education regarding the compliance components of this contract, including training in the attached Language Interpreter/Translator Code of Professional Conduct. The training/education information needs to be documented per each translator within their personnel file. 

3). Do not receive translation work assignments from anyone to whom they are related or who could be represented as having a conflict of interest in making those assignments.

B.
Translation agency(s) must have:

1). Access to certified/qualified/authorized translators for all languages requested.

2). A minimum of two years of experience in the translation business.

3). Computer software capability to meet specific translation category requirements, including anti-virus software.

4). Technological capability to produce electronic files and hard copies of documents to meet specific translation category requirements.

5). A database that will electronically track translation projects and generate reports, including status reports.

6). Toll-free fax service.

7). Essential staffing and equipment in order to respond to each request for translation within the required time frames as outlined in each category.

8). A billing system that accurately details the costs for each translation project as outlined in each category.

5.
ERRORS and Omissions Insurance

In addition to the insurance requirements outlined in the Standard Terms and Conditions, please note the following:

The state will not be responsible for any mistakes or omissions by any contractor under this agreement in performance of services provided under contract.  Limitation of liability includes, but is not limited to, unintentional, negligent, willful or intentional mistakes or omissions by any contractor, employee of contractor, or sub-contractor.  Further, the state will not be responsible for any acts of the contractor that occur during the course of the performance of this contract, but are not related to translation services.  These acts include all criminal and civil acts that may give rise to liability.

The contractor and subcontractor(s) shall at all times during the term of this contract, carry and maintain Errors and Omissions Liability insurance with minimum limits of $1,000,000 per incident, loss or person, as applicable.  If defense costs are paid within limit of liability, Contractor shall maintain limits of $2,000,000 per incident, loss or person as applicable.

6.
DSHS REQUIRED REPORTS

Category 1 reports must be submitted to DSHS on a monthly basis.  Each month’s reports are due to DSHS/Purchased Services Contracts (PSC) by the end of the following month (e.g., reports for January are due by the end of February).  Monthly reports shall be in Microsoft Excel format.  For the purpose of accurate database management, vendors must use the Category 1 report layout template provided by DSHS to manage and submit their monthly reports.  Both a hard copy and an electronic copy of each month’s reports must be sent to PSC. (See Attachment A, DSHS Category 1 Translation report template.)

The following information about each translation request is included in the monthly reports in the order listed below:

	1.  Reporting period

2.  Project tracking #

3.  DSHS number if applicable

4.  Document description

5.  Requesting Administration/division

6.  Language

7.  Word Count


	8.  Translation date received

9.  Translation date due 

10.  Translation date delivered

11.  Translator’s Name/Code

12.  Reviewer’s Name/Code

13.  Cost 


A report layout template is incorporated as Attachment A at the end of this document.

Category 2 reports must be submitted to DSHS on a monthly basis.  Each month’s reports are due to DSHS/Purchased Services Contracts (PSC) by the end of the following month (e.g., reports for January are due by the end of February).  Monthly reports shall be in Microsoft Excel format.  For the purpose of accurate database management, vendors must use the Category 2-report layout template provided by DSHS to manage and submit their monthly reports.  Both a hard copy and electronic copy of each month’s reports must be sent to PSC. (See Attachment A, DSHS Category 2 Translation report template.)

The following information about each translation request is included in the monthly reports in the order listed below:

	1.  Project tracking #

2.  DSHS #

3.  Document description

4.  Requesting Admin/Div

5.  Requesting Office/Program

6.  Language

7.  Word count


	8.  Fill in/Full translation
9.  Date received 

10.  Date due

11.  Date delivered

12.  Translator’s Name/Code

13.  Reviewer’s Name/Code

14.  Cost




Monthly total cost

Template is available in Attachment A at the back of the document.

7.
OFFICE OF STATE PROCUREMENT REQUIRED REPORTS

Sales and Subcontractor Reports

A quarterly Sales and Subcontractor Report (attached) shall be submitted in the format provided by the Office of State Procurement.  Total purchases for each State Agency, University, Community and Technical Colleges must be shown separately.  Total purchases for all political subdivisions and non-profit organizations may be summarized as one customer.  Additionally, all purchases by the State of Oregon or other purchasers must be reported as an aggregate total.

The report shall include sales information (Section A) and amounts paid to each subcontractor during the reporting period (Section B).

Reports should be rounded to nearest dollar.  Contractors will be provided with all necessary sample forms, instructions, and lists.  Reports are due thirty (30) days after the end of the calendar quarter, i.e., April 30th, July 31st, October 31st and January 31st.  

8.
INVOICING

Contractors shall submit an original invoice with the required supporting documentation as outlined in each translation category. 

Invoices shall contain the following characteristics:

· Each invoice shall reference the contract number.

· Each invoice shall possess a unique invoice number.

· Invoices shall be properly annotated with applicable prompt payment discounts.

Contractors will assume responsibility for costs related to correcting jobs translated or formatted incorrectly. Payment may not be made for the cost of translation if final product is determined by DSHS to have not been done or rectified in accordance with translation request specifications.  DSHS is the final arbiter in determining translation accuracy.

9.
OVERPAYMENT AND ASSERTION OF LIEN

In the event that DSHS establishes overpayment or erroneous payments made to the contractor under this contract, DSHS may secure repayment, plus interest, if any, through the filing of a lien against the contractor’s real property or by requiring the posting of a bond, assignment of deposit, or some other form of security acceptable to DSHS, or by doing both.

10.
QUALITY REVIEW AND CONTRACTS MONITORING

DSHS reserves the right to evaluate the quality of translations provided by the contractor(s) and to monitor the accuracy of billing and the overall performance of the contractor(s). Site visits will be conducted to monitor contract compliance.  Any dispute regarding a translation will be resolved by DSHS as to whether or not it is acceptable. Payment will not be made until erroneous billings are corrected and translation delivered has been corrected by the contractor(s) per the DSHS Translation Review Guidelines and Procedure for Correcting Translations (DSHS Translation Service, Attachment, page 2). DSHS will work with the contractor(s) to ensure quality services. DSHS will also expect a high level of professionalism from the contractor(s).

DSHS will determine what needs to be reviewed.  Reviewers will follow the guidelines outlined in the Translation Review Guidelines (DSHS Translations Services Attachments, Page 2).  Once the review of a translated document is completed, DSHS will send the reviewer’s suggestions/comments back to the contractor(s) for final correction, if necessary. Contractor(s) shall correct translations by following the DSHS Procedures for Correcting Translations. (DSHS Translations Services Attachment, page 2).

11.
SAFEGUARD OF CLIENT INFORMATION

Contractors are prohibited from permitting the disclosure of the contents of any records, files, papers, software, or other communications connected with the administration of its programs for purposes not connected with official business.  Official business shall include purposes connected with the administration of DSHS programs.

The contractor shall take measures to prudently safeguard and protect from unauthorized disclosure all such DSHS records, files, papers, or other communications which come into its possession in the performance of the contract.

Requests for disclosure of the contents of such records, files, papers, etc., or portions thereof, from members of the public shall immediately be transmitted or otherwise communicated to the State Procurement Officer for appropriate action.

12.
HIPAA REQUIREMENTS

HEALTH INSURANCE PORTABILITY AND ACCOUNTABILITY ACT (HIPAA) OF 1996, PUBLIC LAW 104-191, And HIPAA PRIVACY RULE, 45 CFR PART 160 And PART 164

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

13.
RIGHTS IN DATA  

Data which originates from the Contract shall be “works for hire” as defined by the U.S. Copyright Act of 1976 and shall be owned by DSHS.  Data shall include, but not be limited to, reports, documents, letters, publications, brochures, notices, forms, pamphlets, advertisements, surveys, studies, and/or computer programs and shall be made available to DSHS in a useable electronic format as requested.  Ownership includes the right to obtain and transfer this data at the discretion of DSHS.

14.
OPPORTUNITY TO CURE DEFAULT (an excerpt from the Competitive Procurement Standards, Section III, Standard Terms and Conditions)

A. Events:  In the event that Contractor fails to perform a contractual requirement or materially breaches any term or condition, the state may issue a written or oral notice of default and provide a period of time in which Contractor shall have the opportunity to cure.  Time allowed for cure shall not diminish or eliminate Contractor’s liability for liquidated or other damages.  The state is not required to allow the Contractor to cure defects if the opportunity for cure is not feasible as determined solely by the state.  The state may terminate the contract for nonperformance, breach or default without allowing the opportunity to cure by the Contractor.

B. Remedies:  If the nonperformance, breach or default remains after Contractor has been provided the opportunity to cure, the state may do one or more of the following:

1. Exercise any remedy provided by law.

2. Terminate this contract and any related contracts or portions thereof.

3. Impose liquidated damages.

4. Suspend Contractor from receiving future Invitations for Bid.

Notes: 
I. Best Buy: The following provision applies to mandatory use contracts only.  This contract is subject to RCW 43.19.190(2) & RCW 43.19.1905(7): which authorizes state agencies to purchase materials, supplies, services, and equipment of equal quantity and quality to those on state contract from non-contract suppliers.  Provided that an agency subsequently notifies the Office of State Procurement (OSP) State Procurement Officer (SPO) that the pricing is less costly for such goods or services than the price from the state contractor.

If the non-contract supplier's pricing is less, the state contractor shall be given the opportunity by the state agency to at least meet the non-contractor's price.  If the state contractor cannot meet the price, then the state agency may purchase the item(s) from the non-contract supplier, document the transactions on the appropriate form developed by OSP and forwarded to the SPO administering the state contract. (Reference General Authorities document)

If a lower price can be identified on a repeated basis, the state reserves the right to renegotiate the pricing structure of this agreement.  In the event such negotiations fail, the state reserves the right to delete such item(s) from the contract.

II. State Agencies: Submit Order directly to Contractor for processing.  Political Subdivisions: Submit orders directly to Contractor referencing State of Washington contract.  If you are unsure of your status in the State Purchasing Cooperative call (360) 902-7415.  

III. Only authorized purchasers included in the State of Washington Purchasing Cooperative (WSPC) listings published and updated periodically by OSP may purchase from this contract.  It is the contractor’s responsibility to verify membership of these organizations prior to processing orders received under this contract.  A list of Washington members is available on the Internet http://www.ga.wa.gov/pca/cooplist.htm, contractors shall not process state contract orders from unauthorized users.

IV. Contract Terms: This Document includes by reference all terms and conditions published in the original RFQ, including Standard Terms and Conditions, and Definitions, included in the Competitive Procurement Standards published by OSP (as Amended).

1. history: 
For history remarks please refer to the following web link: 
https://fortress.wa.gov/ga/inet/servlet/PCAContractHistorySv?contnbr=06800&title=TRANSLATION%20SERVICES
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ATTACHMENT A 

Attachment B

DSHS Publications Management 

Foreign Language Font Specifications
9/03 (no revisions from 7/02 version)

Cambodian
	Screen Font Name
	Printer Font Name
	Vendor
	Style or Comments


	AksarJhar
	AksarJha
	Linguist’s Software P.O. Box 580, Edmonds, WA 98020-0580

(206) 775-1130

Fax (206) 771-5911
	Standard Font.

Cannot use “electric” bold or italic.

Type 1 Format.

	AqsarChar (italic)
	AqsarCha
	“
”
	Italic Font.

Cannot use “electric” bold or italic.

Type 1 Format.

	AqsarChar
	AqsarCha
	“
”
	Standard Font.

Cannot use “electric” bold or italic.

Type 1 Format.

	KHAngkor
	KHAng
	“
”
	Ultra Bold

Cannot use “electric” bold or italic.

Type 1 Format.


DSHS Publications Management 

Foreign Language Font Specifications
Chinese
	Screen Font Name
	Printer Font Name
	Vendor
	Style or Comments


	Apple LiSung Light
	Apple LiSung Light
	Apple Computer, Inc.

1 Infinite Loop, Cupertino, CA 95014

www.apple.com

(408) 996-1010


	Cannot use “electric” bold or italic.

Traditional Chinese font set.

Type 1, TrueType

and Bitmap formats.

	Apple LiGothic Medium
	Apple LiGothic Medium
	Apple Computer, Inc.

1 Infinite Loop, Cupertino, CA 95014

www.apple.com

(408) 996-1010


	Cannot use “electric” bold or italic.

Traditional Chinese font set.

Type 1, TrueType

and Bitmap formats.


DSHS Publications Management
Foreign Language Font Specifications for: 


Korean
	Screen Font Name
	Printer Font Name
	Vendor
	Style or Comments


	HiGwangJu
	HiGwaJu

TrueType Name

HiGwangJu
	Linguist’s Software P.O. Box 580, Edmonds, WA 98020-0580

(206) 775-1130

Fax (206) 771-5911
	Includes both Type 1 and True Type Format.

	Hilnchon
	Hilnchon

TrueType Name

HiLnc
	“
”
	Includes both Type 1 and True Type Format.

	NewHiPusan
	NewHiPusan

TrueType Name

NewHiPus
	“
”
	Includes both Type 1 and True Type Format.

	NewJeju
	NewJeju

TrueType Name

NewJej
	“
”
	Includes both Type 1 and True Type Format.

	NewSeoul
	NewSeoul

TrueType Name

NewSeo
	“
”
	Includes both Type 1 and True Type Format.


DSHS Publications Management 

Foreign Language Font Specifications
Laotian
	Screen Font Name
	Printer Font Name
	Vendor
	Style or Comments


	LaoTimPla
	Lao Times 
	DSHS Publications Mgt. P.O. Box 45120

(206) 753-1165
	Type 1 format. Only available at DSHS.

	LaoTimItl
	Lao Times

(italic)
	“
”
	Type 1 format. Only available at DSHS.

	LaoTimBolItl
	Lao Times

(bold, italic)
	“
”
	Type 1 format. Only available at DSHS.

	LaoTimBol
	Lao Times

(bold)


	“
”
	Type 1 format. Only available at DSHS.

	LaoHelPla
	Lao Helvetica


	“
”
	Type 1 format. Only available at DSHS.

	LaoHelItl
	Lao Helvetica

(italic)
	“
”
	Type 1 format. Only available at DSHS.

	LaoHelBolItl
	Lao Helvetica

(bold, italic)
	“
”
	Type 1 format. Only available at DSHS.

	LaoHelBol
	Lao Helvetica

(bold)
	“
”
	Type 1 format. Only available at DSHS.


DSHS Publications Management 

Foreign Language Font Specifications
Polish
	Screen Font Name
	Printer Font Name
	Vendor
	Style or Comments


	TransSlavic(bold)
	TransSlaBol
	
	Type 1 format.

	TransSlavic(bold,
italic)
	TransSlaBolIta
	

	Type 1 format.

	TransSlavic(italic)
	TransSlaIta
	

	

	TransSlavic
	TransSla
	

	Type 1 format.


DSHS Publications Management 

Foreign Language Font Specifications
Russian
	Screen Font Name
	Printer Font Name
	Vendor
	Style or Comments


	GlasnostLight
	GlasnLig
	Fluent Laser Font Inc. (Mailorder)
	Type 1 format.

	GlasnostDemibold
	GlasnDem
	“
”
	Type 1 format.

	GlasnostExtrabold
	GlasnExt
	“
”
	Type 1 format.


DSHS Publications Management 

Foreign Language Font Specifications

Vietnamese
	VN Bach Dang
	VNBacDan


	G.I.G.I. Computer Services 12821 Newport Avenue, Suite 200 Tustin, Ca 92680
	Type 1 format.

Brush Script

	VN Cuu Long
	VNCuuLon


	“
”
	Type 1 format. 

Souvenir Bold

	VN Don Nai
	VNDonNai


	“
”
	Type 1 format. 

Park Avenue

	VN Hau Giang
	VNHauGiaPla
	“
”
	Type 1 format

Franklin Gothic

	VN Hau Giang

(Bold)
	VNHauGiaBol
	“
”
	Type 1 format

Franklin Gothic

	VN Hau Giang

(Italic)
	VNHauGiaIta
	“
”
	Type 1 format

Franklin Gothic

	VN Hau Giang

(Bold, Italic)
	VNHauGiaPla
	“
”
	Type 1 format

Franklin Gothic

	VN Tien Giang
	VNTieGiaPla
	“
”
	Type 1 format

Times

	VN Tien Giang

(Bold)
	VNTieGiaBol
	“
”
	Type 1 format

Times

	VN Tien Giang

(Italic)
	VNTieGiaIta
	“
”
	Type 1 format

Times

	VN Tien Giang

(Bold, Italic)
	VNTieGiaBolIta
	“
”
	Type 1 format

Times

	VN Huong Giang
	VNHuoGia
	“
”
	Type 1 format

Hobo

	VN Nguyen Dan
	VNNguDan
	“
”
	Type 1 format

Present Script

	VN Truong Son
	VNTruSon
	“
”
	Type 1 format

Old English


9/03 (no revisions from 7/02 version)

OFFICE OF STATE PROCUREMENT

PERFORMANCE REPORT

To OSP Customers:

Please take a moment to let us know how our services have measured up to your expectations on this contract.  Please copy this form locally as needed and forward to the Office of State Procurement Purchasing Manager.  For any comments marked unacceptable, please explain in remarks block.

	Procurement services provided:
	Excellent
	Good
	Acceptable
	Unacceptable

	· Timeliness of contract actions
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	· Professionalism and courtesy of staff
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	· Services provided met customer needs
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	· Knowledge of procurement rules and regulations
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	· Responsiveness/problem resolution
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	· Timely and effective communications
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 



Comments: 















Agency: 






 
Prepared by: 















Title: 







Contract No.: 

06800





Date: 







Contract Title: 
TRANSLATION SERVICES

Phone: 






Send to:

Servando Patlan

Purchasing Manager

Office of State Procurement

PO Box 41017

Olympia, Washington 98504-1017
PRODUCT/SERVICE PERFORMANCE REPORT

Complete this form to report problems with suppliers or to report unsatisfactory product or services.  You are also encouraged to report superior performance.  Agency personnel should contact suppliers in an effort to resolve problems themselves prior to completion and submission of this report.

Contract number and title: 
06800, TRANSLATION SERVICES






Supplier’s name: 





 Supplier’s representative: 





	PRODUCT/SERVICE:



	 FORMCHECKBOX 

	Contract item quality higher than required
	 FORMCHECKBOX 

	Damaged goods delivered

	 FORMCHECKBOX 

	Contract item quality lower than required.
	 FORMCHECKBOX 

	Item delivered does not meet P.O./contract specifications

	 FORMCHECKBOX 

	Other:
	
	

	SUPPLIER/CONTRACTOR PERFORMANCE:



	 FORMCHECKBOX 

	Late delivery
	 FORMCHECKBOX 

	Slow response to problems and problem resolution

	 FORMCHECKBOX 

	Incorrect invoice pricing.
	 FORMCHECKBOX 

	Superior performance

	 FORMCHECKBOX 

	Other:
	
	

	CONTRACT PROVISIONS:



	 FORMCHECKBOX 

	Terms and conditions inadequate
	 FORMCHECKBOX 

	Additional items or services are required.

	 FORMCHECKBOX 

	Specifications need to be revised
	 FORMCHECKBOX 

	Minimum order too high.

	 FORMCHECKBOX 

	Other:
	
	


Briefly describe situation: 




























	Agency Name:
	Delivery Location:

	Prepared By:
	Phone Number:
	Date:
	Supervisor:

	
	
	
	


Send To:

Aleksey Belov

STATE PROCUREMENT OFFICER

OFFICE OF STATE PROCUREMENT

PO BOX 41017

OLYMPIA WA  98504-1017[image: image1.png]



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.

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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