Attachment #1 – General Conditions

Vendor Contract #2084

Northwest Interpreters Inc

TRANSLATION AND/OR INTERPRETATION SERVICES
GENERAL CONDITIONS

I.  SCOPE OF WORK

a. The Contractor shall have the qualification necessary to provide the interpretation- translation services that they are providing to the City, and may be required to write reports (e.g., a contractor usage report).   On an as-needed basis, contractors will be required to translate communications and documents between English and the designated foreign language of general, technical, legal, and/or informative nature. 

Agency contractors of sufficient size are responsible for arranging qualified backup coverage from the approved agency pool in the event that the primary translator or interpreter is unable to meet agreed upon service in a timely manner.  Individual contractors are responsible to notify relevant City personnel soon after it becomes apparent that she/he will not be to deliver the service as agreed.  Except in highly unusual cases, a minimum of 48 hours notification prior to the deadline is required for interpretation services.

b. Contractor is to maintain a telephone service line that the City can call during business hours, from 8:00 AM to 5:00 PM.

c. The City requires a reasonable response time between the hours of 8:00 AM and 5:00 PM. For non-emergency situations, the reasonable response time is within 24 hours from the time the City placed a call for service. 
d. The City seeks contractors who are certified to perform legal translation and/or interpretation for Korean, Cantonese, Russian, Spanish, and Vietnamese languages and will select one or more contractors so-certified, whether the contractors are otherwise within the competitive range for selection.  For languages not certified by Washington State Courts, the City seeks Contractors that meet the performance standards established by the Washington State Department of Social and Health Services (DSHS), or Translators who passed a translator certification examination other than the DSHS/LTC translator certification examination such as but not limited to the American Translators Association (ATA) or Northwest Translators and Interpreters Society (NOTIS) examination.  The examination must be recognized by DSHS.
e. Confidentiality:  Contractor must provide a guarantee of confidentiality, whether by employee procedure or other internal protocols.  Additionally, the contractor must possess a signed and dated Confidentiality Statement for each interpreter / translator prior to that interpreter/translator providing services under this contract.  
f. Instructional Materials:  Contractor must provide instructional materials (in electronic and hard copy format) to assist end users in accessing the services that will be provided under this contract.  Instructional materials will be readily available to end users at no cost throughout the term of the contract

g. Contractor must provide departments with the opportunity to brief the interpreter/translator to provide background on the situation/project prior to services.

FOR TRANSLATION SERVICES ONLY
1. Translation Contractors must ensure that a single translator is used to complete each document to ensure continuity and consistency in terminology, syntax, and style.

2. Translation Contractors must complete the translation requests within the time requested by the department, but have capacity to respond within five (5) working days for the following languages: Spanish, Vietnamese, Cantonese, Somali, and Tagalog, or within seven (7) working days for all other languages requested in this category.  Turnaround time is three (3) working days for full translation requests that are determined by City departments to be “rush” requests.

3. Translation Contractors must comply with the following technical standards

a. Electronically produced forms will typically be done in PC compatible, Microsoft Word for Office 97 or above.

b. Translated forms must match the format and design of the original English document as much as possible: tabs, indentations, bullets, margins, and copy justification, and keep consistency in leading, fonts and sizes throughout each document.

c. PDF files may be required. 

d. 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.

e. Translated forms requiring hole-punching must conform to electronic template provided.  All languages must adhere to designated hole punch areas.

f. 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.

g. Addresses, telephone numbers, fax numbers, WAC codes, etc. must be left in English.

h. Some translation may require the translation and English text to appear on the same page.  In those instances, the translated text should appear above the corresponding English text.  

i. Do not translate text that is part of a logo, the name of the department, division or office appearing at the top of a document unless specified otherwise, proper names, addresses, telephone numbers, fax numbers, or areas that are designated “For Office Use Only.”
j. 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. 

k. 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.
l. 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.

4. Translation Contractors must submit all finalized completed translation work, with a cover sheet, in both hard copy form and electronically (e.g., a 3 ½” disk, CD, or e-mail), as requested by the Department.  Specify the date the project is returned to the City; 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.

5. Translation Contractors shall correct translation work that has been reviewed and needs correction, and deliver the final completed product to the department within five (5) business days from the date the reviewer’s suggestions/comments are faxed to them by the City.
FOR IN PERSON INTERPRETATION SERVICES ONLY

1. Contractors for in-person interpretation services may be asked to provide oral interpretations using headphones and microphones during community meetings, public hearings, training sessions, etc., which may be recorded and televised.  

FOR TELEPHONE INTERPRETATION SERVICES ONLY

1. Telephone Interpretation Contractors will provide a toll-free number that any department can call to request the interpretive services in the language needed.  

2. Telephone Interpretation Contractors must provide immediate response to the phone call and immediate connection to the interpreter for 99% of all calls.

3. Contractor is to maintain a toll-free service line that the City can call at any time and provide an immediate response time between the hours of 8:00 AM and 7:00 PM, so that when the City calls for interpretation services, a fluent interpreter is available and responding by phone within 15 minutes.

4. Telephone Interpretation Contractors will assist with the identification of the LEP speaker’s language over the phone, and has the ability to route back easily through a Customer Agent if the language is incorrect.

5. Telephone Interpretation Contractors will provide the City department with the ability to brief the interpreter to provide background on the situation prior to initiating the interpreted conversation with the LEP speaker

6. Telephone Interpretation Contractors must provide appropriate billing system for usage, with one-minute increments once the interpreter joins the line.  Invoices to list at least the date, time and duration of the call, language, interpreter identification.

7. Telephone Interpretation Contractors will provide the City a comprehensive listing of languages or dialects it covers through its service line (listed alphabetically).

8. Connection Time:  Interpreters must respond to calls at a rate of 95% or greater within 30 seconds of completing a request for services and after billing information has been collected.

B.      Contract Period

2/01/07 through 1/31/12 with option to extend for two additional two-year period as mutually agreed.

II  VENDOR INFORMATION
A. Language List:  
	Albanian
	DSHS
	

	Amharic
	DSHS
	

	Arabic
	DSHS
	

	Bosnian
	DSHS
	

	Cambodian
	DSHS
	ATA Assoc

	Cantonese
	DSHS
	ATA Assoc

	Croatian
	DSHS
	

	Farsi
	DSHS
	ATA Assoc

	French
	DSHS
	ATA Assoc

	German
	DSHS
	

	Haitian Creole
	
	

	Hindi
	DSHS
	

	Hungarian
	DSHS
	

	Ilocano
	DSHS
	

	Japanese
	DSHS
	ATA Assoc

	Korean
	DSHS
	ATA Assoc

	Laotian
	DSHS
	

	Mandarin
	DSHS
	ATA Assoc

	Oromiffa
	DSHS
	

	Polish
	DSHS
	

	Punjabi
	DSHS
	

	Romanian
	DSHS
	

	Russian
	DSHS
	ATA Assoc

	Samoan
	DSHS
	

	Serbian
	DSHS
	

	Somali
	DSHS
	

	Spanish
	DSHS
	ATA Assoc

	Tagalog
	DSHS
	ATA Assoc

	Thai
	DSHS
	

	Tigrinya
	DSHS
	

	Ukranian
	DSHS
	

	Urdu
	DSHS
	

	Vietnamese
	DSHS
	


B. Rates:  

Written Translation – Russian or Spanish:  $0.20/word, All other Lang:  $0.25/word. Charge $0.445/mile upon prior consent of requestor. Discount 1%, 15 days

Interpretation – Russian, Spanish & Vietnamese:  $35/hour, All other Lang:  $45/hour.  One hour min., 15 min increments. Charge $0.445/mile upon prior consent of requestor. Discount 1%, 15 days
Phone - All Lang.:  $1.00/minute, one minute min fee. Discount 1%, 15 days
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