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RFP#201905086
Pre-Qualified Vendor List for American Sign Language Interpreter 

and Video Remote Interpreting Services
	RFP Coordinator
	All communication, including questions and proposal submission, regarding this RFP must be made using the email address below.

Contact Information: Kathy.L.Paquette@maine.gov 

	Submitted Questions Due
	Questions regarding this RFP can be submitted at any time while this RFP is open, see RFP for specific details.  All questions must be submitted, by e-mail, to the address identified above.  Please include “RFP201905086” in the subject line of your email.

	Initial Proposal Submission
	Proposals must be received by the Division of Procurement Services by:
Initial Submission Deadline: June 17, 2019, no later than 4:00 p.m., local time

Proposals must be submitted electronically to the following address:

Electronic (email) Submission Address: Proposals@maine.gov

	Semi-Annual
Enrollment
	After the initial RFP proposal submission deadline, proposal evaluations will be held on a semi-annual basis.  Semi-annual proposal submission deadlines will be 4:00 p.m. on the 1st business day of March and September while the RFP is active. Proposals are required to be submitted prior to the submission date and time in order to be considered for that enrollment period.

Electronic (email) Submission Address: Proposals@maine.gov 
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PUBLIC NOTICE
*************************************************

STATE OF MAINE

Department of Administrative and Financial Services

Bureau of Business Management

Division of Procurement Services
RFP#201905086
Pre-Qualified Vendor List for American Sign Language Interpreter 

and Video Remote Interpreting Services
The State of Maine is seeking proposals to be considered for inclusion on a Pre-Qualified Vendor List for American Sign Language Interpreter and Video Remote Interpreting Services.
A copy of the RFP, as well as the Question & Answer Summary and all amendments related to this RFP, can be obtained at the following website:

http://www.maine.gov/dafs/bbm/procurementservices/vendors/pqvls  
Proposals must be submitted to the State of Maine Division of Procurement Services, via e-mail, to the following email address: Proposals@maine.gov.  Proposal submissions must be submitted no later than 4:00 pm, local time, on June 17, 2019, when they will be opened.  Proposals will be opened at the Burton M. Cross Office Building, 111 Sewall Street - 4th Floor, Augusta, Maine. Proposals not submitted to the Division of Procurement Services’ aforementioned email address by the aforementioned deadline will not be considered for contract award.
*************************************************

RFP DEFINITIONS/ACRONYMS
The following terms and acronyms shall have the meaning indicated below as referenced in this Pre-Qualified Vendor List RFP:
1. RFP: Request for Proposals
2. State: State of Maine
3. Department: Department of Administrative and Financial Services, Bureau of Business Management, Division of Procurement Services
4. DAFS: Department of Administrative and Financial Services
5. Master Agreement (MA): A contractual agreement which will govern the relationship between the State of Maine and the Provider 
6. Provider: Bidder to whom a contract is awarded and is a party to the State of Maine Master Agreement
7. Bidder: Respondent to the RFP
8. Delivery Order (DO): An order created to procure specific assignments from an established Master Agreement. DO’s are required for services in the amount of $5,000 or more.
9. BA: Business Associate Agreement
10. RID - Registry of Interpreters of the Deaf 
11. Limited Language/Deaf Tandem Interpreter Services - "Deaf interpreter" means a deaf person, hard-of-hearing person or late-deafened person with native or near-native fluency in American Sign Language who has training in interpreting and training or experience in the use of gesture, mime, props, drawings and other tools to enhance communication for deaf persons with minimal language skills. Definition from: http://www.mainelegislature.org/legis/statutes/5/title5sec48-A.html
12. PQVL: Pre-Qualified Vendor List 

13. American Sign Language (ASL) - A language in which the hands, arms, head, facial expressions and body language are used to speak without sound.
14. Video Remote Interpreting (VRI) – Off site interpreting services provided through videoconferencing technology, equipment and a high-speed internet connection with sufficient bandwidth, includes American Sign Language interpreting services.
15. HIPAA: Health Insurance Portability and Accountability Act
16. QAP: Quality Assurance Plan

STATE OF MAINE

Department of Administrative and Financial Services

Bureau of Business Management

Division of Procurement Services
RFP#201905086
Pre-Qualified Vendor List for American Sign Language Interpreter 

and Video Remote Interpreting Services
PART I
INTRODUCTION

A. Purpose and Background
The State of Maine Department of Administrative and Financial Services (DAFS), Bureau of Business Management, Division of Procurement Services (“Department”) is seeking proposals to develop a pre-qualified vendor list to accommodate Maine’s significant volume of American Sign Language (ASL) and Video Remote Interpreting (VRI) needs state-wide across all branches and agencies of State Government.  

This RFP has been created as a means for the State to coordinate its Interpreting needs, and to do so through a competitive acquisition that results in service quality and competitive pricing that are advantageous to the State for its sizable requirements.  

DAFS is hereby acting as the Department that will contract for these services and make any awarded contract available for all branches and agencies to use.  

B. General Provisions

1. From the time this RFP is issued until award notification is made, all contact with the State regarding this RFP must be made through the aforementioned RFP Coordinator.  No other person/ State employee is empowered to make binding statements regarding this RFP.  Violation of this provision may lead to disqualification from the bidding process, at the State’s discretion.

2. Issuance of this RFP does not commit the Department to issue an award or to pay expenses incurred by a Bidder in the preparation of a response to this RFP.  This includes attendance at personal interviews or other meetings and software or system demonstrations, where applicable.

3. All proposals should adhere to the instructions and format requirements outlined in this RFP and all written supplements and amendments (such as the Summary of Questions and Answers), issued by the Department.  Proposals are to follow the format and respond to all questions and instructions specified below in the “Proposal Submission Requirements” section of this RFP.
4. Bidders shall take careful note that in evaluating a proposal submitted in response to this RFP, the Department will consider materials provided in the proposal, information obtained through interviews/presentations (if any), and internal Departmental information of previous contract history with the Bidder (if any).  The Department also reserves the right to consider other reliable references and publicly available information in evaluating a Bidder’s experience and capabilities.

5. The proposal shall be signed by a person authorized to legally bind the Bidder and shall contain a statement that the proposal and the pricing contained therein will remain valid and binding for a period of 180 days from the date and time of the bid opening.

6. The RFP and the selected Bidder’s proposal, including all appendices or attachments, shall be the basis for the final contract, as determined by the Department.
7. Following announcement of an award decision, all submissions in response to this RFP will be considered public records available for public inspection pursuant to the State of Maine Freedom of Access Act (FOAA) (1 M.R.S. §§ 401 et seq.).
http://www.mainelegislature.org/legis/statutes/1/title1sec401.html 

8. The Department, at its sole discretion, reserves the right to recognize and waive minor informalities and irregularities found in proposals received in response to this RFP.
9. The State of Maine Division of Procurement Services reserves the right to authorize other Departments to use the contract(s) resulting from this RFP, if it is deemed to be beneficial for the State to do so.
10. All applicable laws, whether or not herein contained, shall be included by this reference.  It shall be the Bidder’s responsibility to determine the applicability and requirements of any such laws and to abide by them.
C. Eligibility to Submit Bids
All interested parties are invited to submit bids in response to this Request for Proposals.
D. Pre-Qualified Vendor List Term

The Department is seeking a cost-efficient proposal(s) to provide services, as defined in this RFP, for the anticipated Pre-Qualified Vendor List (PQVL) period defined in the table below.  Please note that the dates below are estimated and may be adjusted, as necessary, in order to comply with all procedural requirements associated with this RFP process.  Utilization of a PQVL for will begin once the RFP process has been finalized.

The term of the anticipated PQVL, resulting from this RFP, is defined as follows:

	Period
	Start Date
	End Date

	Period of Performance
	7/15/2019
	6/30/2024


This RFP offers a semi-annual enrollment for new vendors to be included on the pre-qualified vendor list. Once selected, vendors do not need to reapply during a semi-annual enrollment.  Proposals will be accepted from vendors not currently on the PQVL as long as this RFP is active.  Proposals submitted during the semi-annual enrollment will be evaluated and the vendors will be notified of the decision within 45 days.

E. Awards

The purpose of this request for proposals is to establish a Master Agreement (MA) with qualified Provider(s) to provide “as-needed” Interpreting Services.  Once a Provider is on the list State branches and/or agencies will be allowed to select a Provider of their choice. 

An awarded contract is not a guarantee of work.  State branches and/or agencies may place individual orders for interpreting services pursuant to the resulting MA through the issuance of a Delivery Order (DO).  

F. Opportunities for Political Subdivisions, Municipalities, and School Districts  

The State of Maine is committed to providing purchasing opportunities for political subdivisions, municipalities, and school districts.  We encourage our contractors to make their services available to these entities through separate contracts but under the same terms offered to the State.  Contractors may be asked to provide services to these entities.

PART II
SCOPE OF SERVICES TO BE PROVIDED


A. Overview

Interpreting service are to accommodate statewide needs to communicate internally with State of Maine employees and also with members of the public who require ASL or VRI services.
1. American Sign Language (ASL) are to be for on-site interpreters.

2. Video Remote Interpreting (VRI) are not intended to replace the traditional and appropriate use of on-site sign language interpreters; instead, this service is intended to supplement traditional on-site interpreting when on-demand and (on occasion) pre-scheduled sign language video remote interpreting services are needed and appropriate for the circumstances.   

Provider(s) shall provide 365-days a year, 7-days a week, 24-hours a day Interpreter Services on an “as needed” basis for clients needing immediate interpreter assistance and must meet or exceed the minimum requirements set forth in this RFP.  

B. General Information
1. Interpreting Guidelines and Confidentiality

Provider(s) shall Comply with all Federal and State statutes, regulations and rules governing the protection of identifiable consumer’s information including, but not limited to, the Health Insurance Portability and Accountability Act of 1966 (HIPAA), its updates, rules and regulations promulgated thereunder. Each of the awarded Bidder’s translators shall execute and comply with a confidentiality agreement and adhere to industry best practices.  

To the extent the awarded Bidder is considered a Business Associate under HIPAA, the Provider(s) shall execute and comply with the terms of the State branches and/or agencies Business Associate Agreement, which shall be incorporated into the resulting Agreement. Failure to comply with the terms of the Business Associate Agreement shall constitute a basis for a breach of contract under the resulting Agreement. The Business Associate Agreement can be found on the Department website at the following link:  https://www1.maine.gov/dhhs/contracts/contract-2018/documents/Business-Associate-Agreement.pdf
To the extent that the services carried out under the awarded contract involve the use, disclosure, access to, acquisition or maintenance of information that actually or reasonably could identify an individual or consumer receiving benefits or services from or through State branch and/or agencies (“Protected Information”), the Provider(s) must:

a. maintain the confidentiality and security of such Protected Information as required by applicable state and federal laws, rules, regulations and State branches and/or agencies policy,

b. contact the State branch and/or agency within 24 hours of a privacy or security incident that actually or potentially could be a breach of Protected Information and 
c. cooperate with the State branch and/or agency in its investigation and any required reporting and notification of individuals regarding such incident involving Protected Information.

To the extent that a breach of Protected Information is caused by the Provider or one of its subcontractors or agents, the Provider agrees to pay the cost of notification as well as any financial costs and/or penalties incurred by the State branches and/or agencies as a result of such breach.
2. Licensure and Certification

All interpreting services provided under any resulting contract must be provided by interpreters who are:

a. Licensed with the Maine Department of Professional and Financial Regulation in the Office of Licensing and Registration to provide such services;

b. Nationally certified to provide such services (through certification programs such as those provided by the Registry of Interpreters of the Deaf or any similar, widely-accepted, and nationally-recognized certifying body); and

c. Appropriately certified to provide legal, medical, or other specialized interpreter services, in situations or circumstances when such services are needed.

State branches and/or agencies may request specific use of qualified non-certified ASL interpreters if they deem necessary.

3. Customer Service

The awarded Bidder(s) shall ensure customer service issues are addressed in a consistent and expeditious manner, including problem escalation and resolution of service issues.
4. Reporting Requirements

The awarded Bidder(s) shall provide to the contract administrator a quarterly usage report no later than thirty (30) days after the end of each quarter which includes:

a. The State department and/or agency;

b. Day of week

c. Date and Start Time

d. Bill Rate

e. Site Time

f. Travel Time

g. Total Time

h. Site Amount

i. Travel Amount

j. Total Amount Billed
Must also have adequate reporting capabilities to comply with any requests by the State for data regarding services provided, in a timely manner.
5. Billing and Invoicing 
The awarded Bidder(s) shall:

a. Have precise electronic billing methods and capabilities, including internal controls to ensure accurate billing of both travel and interpreting time, along with the type of assignment (legal, standard, emergency, etc.).

b. Have adequate billing reporting capabilities to comply with any requests by the State for data regarding services provided, in a timely manner.  This type of reporting could be by a specific using agency or by all user types as a whole.
c. Submit monthly invoices for services by providing separate invoicing to Departments or other Maine public entities using it.  Invoice shall show; Date of appointment, requesting agency, Name of interpreter(s), location of appointment, duration of each appointment, and total time to be billed.

C. American Sign Language Requirements
1. ASL Service Usage Types

Statewide ASL interpreting services can range from any of the following scenarios.  This list is not all-inclusive and other situations requiring interpreting services may be required.
a. Interpretation of a legal nature, for example, in an administrative hearing, attorney-client meeting, court room, or trial setting;

b. Interpretation of private, therapeutic/medical sessions, (i.e., to assess health status, provide health information, assure medication compliance, coordinate health care); 

c. Interpretation involving vocational rehabilitation; 

d. Interpretation during protective services investigations; 

e. Interpretation at public meetings with large audiences; 

f. Interpretation of a business nature; 

g. Interpretation of Human Resources & Employee meetings; 

h. Interpretation of Education & Training; 

i. Interpretation for meetings involving State employees who use ASL

2. ASL Staffing Requirements

The awarded Bidder(s) shall ensure all interpreters hired or contracted: 

a. Possess the professional skills and knowledge required for the specific interpreting situation.  
b. Conduct themselves in a manner appropriate to the specific interpreting situation.  
c. Adhere to standards of confidential communication.  

d. Maintain ethical business practices.  
e. Remain neutral in the conversation unless prompted by the customer with additional instructions.

f. For court setting, adhere to the Standards of Professional Conduct for Interpreters Providing Services in Judicial Proceedings.  More information can be found at https://www.courts.maine.gov/maine_courts/admin/interpreters/interpreters_policy.html
For all interpreters hired or contracted, the awarded Bidders shall:

· Keep certification records for all interpreters to verify upon request the current status of any interpreter provided for State assignments.

· Have adequate means for Interpreter Request & Confirmation of Assignments. Provider shall use an Interpreter Request & Confirmation of Services Form similar to (Attachment 1) or provide a means for scheduling and confirmation through a secure online process. 

3. Location of Performance 
The location of performance of the State’s anticipated ASL Interpreter Services have the potential to vary greatly, therefore, the interpreting services required by the State could take place anywhere that the State conducts its business. It is the responsibility of the Provider to ensure all interpreter assignments are the most cost-effective taking into consideration mileage and travel reimbursement.

4. Travel Reimbursement: 

Travel reimbursement will be allowed at the same hourly rate as the “type of interpreting” category being requested.  For example, an interpreter providing "Legal" interpreter services during core hours on a weekday would bill the “Legal" rate for both the services performed and actual travel time. 

Travel will not be allowed at the “type of interpreting” category's "Non-Core hours" rate simply because the travel itself took place before 8AM or after 5PM. If an assignment ends at 5PM, then travel should be billed at the "8AM - 5PM" rate.
5. Minimum Guarantee for ASL Interpreter Assignments

ASL interpreters will be eligible to receive a minimum payment of two (2) hours for 

services, even if the assignment’s duration is less than two hours.  

6. Cancellation Policy

Cancellation Policy/No Show: The State recognizes that there is a cost to Providers for arranging to provide a service that is then cancelled by the State with little advanced notice.  Although Providers may have different policies regarding cancellations, the State intends to specify the cancellation policy that will be in effect under any contract that results from this RFP.  When a cancellation is necessary, the State will provide the Provider(s) with varying degrees of notice, depending on the number of service hours scheduled.  Table 1 below shows the variation between assignment length and notice given.
Table 1 - Cancellation Notice and Corresponding Penalties

	Assignment Length
	
	Cancellation Notice Given

	
	
	Less than 2 business days
	2 to 3 

business days
	4 to 5 business days
	6 to 10 business days
	More than 10 business days

	Less than 3 hours
	
	100% of scheduled service hours
	Not billable
	Not billable
	Not billable
	Not billable

	3 or more hours in a single day
	
	100% of scheduled service hours
	100% of scheduled service hours
	Not billable
	Not billable
	Not billable

	2 to 3 days
	
	100% of scheduled service hours
	100% of scheduled service hours
	100% of scheduled service hours
	50% of scheduled service hours
	Not billable

	4 or more days
	
	100% of scheduled service hours
	100% of scheduled service hours
	100% of scheduled service hours
	100% of scheduled service hours
	Not billable


 

The following considerations are taken into account for cancellations: 

a. Billing for cancelled assignments shall be at the same hourly rate as the service category for the scheduled time period.

b. Billing shall apply for any actual travel time that the interpreter(s) incurred.

c. Full or partial cancellation of assignments greater than 10 business days will not be reimbursed for more than 10 cancelled business days.  (For example, if an interpreter has a six-month assignment, and it is cancelled with less than 10 days’ notice, per the chart above, then the State will only be liable to pay for up to 10 days of the six-month assignment, not the full six-months.)

d. Special conditions for cancellations may be negotiated, if necessary, at the time of each request by a State agency or any participating entity; otherwise the chart shown above shall apply.  Such special conditions must be captured in writing and agreed upon by the State and the Provider. (For example, the Administrative Office of the Courts may negotiate with a Provider at the time of a service request to deviate from the cancellation policy above. Both the Provider and the State must agree in writing, and the State is not bound to procure services through the Provider if a satisfactory arrangement cannot be made.)

7. Work Orders
State branches and/or agencies may place individual orders for interpreting services pursuant to the resulting MA through the issuance of a Delivery Order (DO).  

The awarded Bidder(s) shall:

a. Create a work order documents to be used for assignment request.
b. Establish an individual account for State branches and/or agencies that elect to utilized ASL interpreting services directly with the awarded Bidder. 

c. Maintain an e-mail address with a form of acknowledgement of receipt for assignments, inquiries and customer service within one (1) business day of receipt of order.

D. ASL Video Remote Interpreting Requirements
The State requires an effective Video Remote Interpreting Service to optimize communication with D/deaf persons who work for, or seek access to services from, State agencies or offices.  The VRI Service must function so that D/deaf members of the public/customers and employees of the State, using Sign Language and English as their means of conversing, can communicate effectively through an interpreter, which service will be delivered smoothly to the site of the conversation via Internet.  The VRI Service must operate easily and interface effectively within the State’s information technology system and in conjunction with State equipment and web services.  The VRI Service will meet the following requirements;

1. General VRI Service Requirement

a. Provide on-demand sign language interpreting services at various State facilities statewide without an appointment at any time 365-days a year, 7-days a week, 24-hours a day, and provide pre-scheduled video remote interpreting services as needed.

b. Deliver the interpreting services to State agencies using the State’s available desktop, laptop or tablet computer equipment and Internet services.

c. Be easily usable by staff of the State without special technical expertise.

d. Provide effective audiovisual communication using American Sign Language (and/or customer’s version of ASL) that utilizes terminology, place names, and dialects generally understood and used by D/deaf persons in Maine.

e. Deliver any requisite training or special knowledge for State employees to operate the service.

2. VRI Interpreting Performance 

a. All VRI requests must be answered in a timely manner when the request is placed;  
b. Interpreter must determine whether a request for VRI service in a particular instance may be inappropriate, (including but not limited to: checking for conflicts of interest);
c. Make determinations when a service request is placed, in consultation with the agency making the request, regarding what level of credentialing/expertise (e.g., legal, medical, team, Deaf interpreter) is necessary within the circumstances of the assignment;   
d. Provide interpreter services to the State in a professional and ethical manner. 

3. VRI Information Technology (IT) Technical Requirements

VRI Services must be:

a. Compatible with existing State of Maine Information Technology System and usable from existing State user equipment. The Departments have laptop and desktop computers with cameras and also have video conferencing equipment, videophones, and some Apple equipment.  Bidders may submit information regarding VRI operation on equipment that is laptops or not laptops.

The following information describes technical standards, applications, and equipment that are employed by State of Maine Departments:   

i. Network infrastructure

· 10 MB WAN minimum

ii. Network Domain Services

· Microsoft Active Directory             

· Firewall:  Firewall 1, outgoing connections not restricted by firewall

· DHCP:  Fixed IP addresses set in DHCP server for appliances on the network

iii. Other Services and Standards

· Teleconferencing standard:  InterCall.  

· Web conferencing standard:  Adobe Connect 

· Videoconferencing: Polycom and Tandberg in some locations, IP or ISDN depending on location

iv. Currently Supported Server Operating Systems

· Windows Server, all versions currently supported by Microsoft

v. Supported Desktop Components

· Windows 7 or above

· Microsoft Office 2010 products

· Browser – Internet Explorer, Firefox, Safari, and Chrome are supported

· Standard Windows-compatible peripherals such as USB webcams

b. Compatible with Google Chrome, Mozilla Firefox, or Internet Explorer;

c. Client application(s) operable on both Windows 7 Professional 32- and 64-bit;

d. Operable with web-based systems without downloading or installing stand-alone software or proprietary hardware onto individual computers.  

e. Operational on a 10 MB WAN and at all times below 5 Mbps demand bursts; 

f. Usable from existing State laptop computers with commodity web cams; 

g. Able to guarantee confidentiality, privacy, and security for all VRI conversations; and

h. Designed to incorporate accessible user interface(s) for persons with disabilities, such that the VRI Service applications, content, and any related user documents comply with the Computer Application Program Accessibility Standard https://www.maine.gov/oit/policies/software-standards.html the Website Standards, and the Website Accessibility Policy of the State of Maine (see www.maine.gov/oit/accessiblesoftware, www.maine.Gov/oit/webstandard, and www.maine.Gov/oit/accessibleweb).
i. Real time, full-motion video and audio over a dedicated high-speed, wide-bandwidth video connection or wireless connection that delivers high-quality video images that do not produce lags, choppy, blurry, or grainy images, or irregular pauses in communication;
j. A sharply delineated image that is large enough to display the interpreters face, arms, hands, and fingers and the face, arms, hands, and fingers of the person using sign language, regardless of his or her body position; and
k. Clear audible transmission of voices
4. VRI Administration
a. Designate a single point of contact (account representative) who will manage the State’s VRI Services account;

b. Provide support services from a Helpdesk between 7:00 AM and 7:00 PM (Eastern Standard Time); 

c. Ensure VRI solution is maintained in accordance with current State Operating Systems and software versions throughout the term of any awarded contract;

d. Collect and be able to provide data to identify State agencies that initiate a VRI call; provide invoices to individual State agencies that use the service; provide historical performance statistics regarding hours of usage, number of calls, speed of call answering, technical problems, and lost call; 

e. Maintain and be able to provide a record of individual interpreters who respond to service requests under any contract resulting from this RFP;

f. Coordinate with State agencies and their identified coordinators who will be responsible for setting up account passwords for staff who have been given authorization to access VRI services.  

g. Establish individual accounts to manage service requests from and billing to a specific agency. Billing must include sufficient detail to authorize payment for services.  Detail must include: account (user), date of services, time of service, and length of service.  
PART III
KEY RFP EVENTS
A. Questions

1.
General Instructions


a.
It is the responsibility of all Bidders and other interested parties to examine the entire RFP and to seek clarification, in writing, if they do not understand any information or instructions.

b.
Bidders and other interested parties should use Appendix E – Submitted Questions Form – for submission of questions.

c. 
The Submitted Questions Form must be submitted to the RFP Coordinator email address identified on the cover page of this RFP.
d.
Submitted Questions must include the RFP Number and Title in the subject line of the e-mail.  The Department assumes no liability for assuring accurate/complete/on time e-mail transmission and receipt.

2.
Question & Answer Summary: Responses to all questions will be compiled in writing and posted on the following website: http://www.maine.gov/dafs/bbm/procurementservices/vendors/pqvls.  Bidders should submit questions 10-days prior to the most current proposal submission deadline in order to receive a response 7-days prior to that deadline.  All other questions will be addressed after the current deadline.  It is the responsibility of all interested parties to go to this website to obtain a copy of the Question & Answer Summary.  Only those answers issued in writing on this website will be considered binding.

B. Amendments

All amendments released in regard to this RFP will also be posted on the following website: http://www.maine.gov/dafs/bbm/procurementservices/vendors/pqvls.   It is the responsibility of all interested parties to go to this website to obtain amendments.  Only those amendments posted on this website are considered binding.

C. Submitting the Proposal
1. Proposals Due: Proposals must be received no later than 4:00 p.m. local time, on the date listed on the cover page of this RFP, at which point they will be opened.  Proposals received after the 4:00 p.m. deadline will be held until the next open enrollment opening.
2. Delivery Instructions: Email proposal submissions are to be submitted to the State of Maine Division of Procurement Services, via email Proposals@maine.gov.
a. Only proposals received by email will be considered.  The Department assumes no liability for assuring accurate/complete e-mail transmission and receipt.
b. Bidders are to insert the following into the subject line of their email submission:
“RFP#201905086 Proposal Submission”
c. Respondent’s proposals are to be sent as one electronic file.  PDF is preferred but other formats, such as MS Word, will be accepted.

d.
Respondent’s proposals must include (in the order below):

- 
Proposal Cover Page (Appendix A)

- 
Debarment, Performance and Non-Collusion Certification (Appendix B)

- 
Organization Qualifications and Experience (Appendix C and all related/required attachments)

- 
Copy of applicable licensure or any specific credentials

- 
Certificate of Insurance
-
Cost Proposal Form(s) – (Appendix E)
PART IV 
PROPOSAL SUBMISSION REQUIREMENTS
This section contains instructions for Bidders to use in preparing their proposals. The Bidder’s proposal must follow the outline used below, including the numbering and section and sub-section headings as they appear here.  Failure to use the outline specified in this section, or to respond to all questions and instructions throughout this document, may result in the proposal being disqualified as non-responsive or receiving a reduced score.  The Department, and its evaluation team for this RFP, has sole discretion to determine whether a variance from the RFP specifications should result in either disqualification or reduction in scoring of a proposal.  Rephrasing of the content provided in this RFP will, at best, be considered minimally responsive. The Department seeks detailed yet succinct responses that demonstrate the Bidder’s experience and ability to perform the requirements specified throughout this document.

A. Proposal Format
1. All pages of a Bidder’s proposal should be numbered consecutively beginning with number 1 on the first page of the narrative (this does not include the cover page or table of contents pages) through to the end, including all forms and attachments.  For clarity, the Bidder’s name should appear on every page, including Attachments.  Each Attachment must reference the section or subsection number to which it corresponds.

2. The Bidder is asked to be brief and concise in responding to the RFP questions and instructions.
3. The Bidder may not provide additional attachments beyond those specified in the RFP for the purpose of extending their response.  Additional materials not requested will not be considered part of the proposal and will not be evaluated.
4. Include any forms provided in the submission package or reproduce those forms as closely as possible.  All information should be presented in the same order and format as described in the RFP.
5. It is the responsibility of the Bidder to provide all information requested in the RFP package at the time of submission.  Failure to provide information requested in this RFP may, at the discretion of the Department’s evaluation review team, result in a lower rating for the incomplete sections and may result in the proposal being disqualified for consideration.
6. The Bidder should complete and submit the “Proposal Cover Page” provided in Appendix A of this RFP and provide it with the Bidder’s proposal.  It is important that the cover page show the specific information requested, including Bidder address(es) and other details listed.  The proposal cover page shall be dated and signed by a person authorized to enter into contracts on behalf of the Bidder.
7. The Bidder should complete and submit the “Debarment, Performance and Non-Collusion Certification Form” provided in Appendix B of this RFP.  Failure to provide this certification may result in the disqualification of the Bidder’s proposal, at the discretion of the Department.
B. Proposal Contents 
Section I   Organization Qualifications and Experience  

1. Overview of the Organization

The Bidder is to complete Appendix C (Qualifications and Experience Form) describing their qualifications and skills to provide the requested services in this RFP.  The Bidder is also to include three examples of projects which demonstrate their experience and expertise in performing these services as well as highlighting the Bidder’s stated qualifications and skills.

2. Litigation 

Attach a list of all current litigation in which the Bidder is named and a list of all closed cases that have closed within the past five (5) years in which Bidder paid the claimant either as part of a settlement or by decree.  For each, list the entity bringing suit, the complaint, the accusation, amount, and outcome.  If no litigation will be included, write “none” on submitted attachment. 

3. Licensure/Certification

Provide documentation of any applicable licensure/certification or any specific credentials required to provide the proposed services.

4. Certificate of Insurance 

Provide a certificate of insurance on a standard Acord form (or the equivalent) evidencing the Bidder’s general liability, professional liability and any other relevant liability insurance policies that might be associated with the proposed services.
Section II   Proposed Services
The proposed services requirements are detailed below for each service.  Provide detail on one or both service items bidding on.

1. For ASL:

Discuss the Scope of Services referenced above in Part II for ASL of this RFP and what the Bidder will offer.  Give particular attention to describing the methods and resources you will use and how you will accomplish the tasks involved.  Also, describe how you will ensure expectations and/or desired outcomes as a result of these services will be achieved.  If subcontractors are involved, clearly identify the work each will perform.
a. Describe your company’s requirements and safeguards to ensure confidentiality and compliance with the Health Insurance Portability and Accountability Act of 1996 (HIPAA).   Describe how these requirements/safeguards are managed and reinforced.  

b.  (In Judicial Branch services) Describe your company’s requirements and safeguards to ensure compliance with Standards of Professional Conduct for Interpreters Providing Services in Judicial Proceedings?  Describe how these requirements/safeguards are managed and reinforced.

c. Provide a copy of the informational and instructional materials that will be provided to customers and the public explaining the process used to access telephone interpreter services with your company. 

d. Provide a Quality Assurance Plan (QAP) that describes an acceptable method for monitoring, tracking and assessing the quality of services provided under the awarded Contract.  The QAP must also describe how the Provider will identify and resolve issues related to interpreter quality and/or performance, as well as customer initiated concerns and/or complaints. 

e. Describe how services will be billed based on requirements defined and provide a sample invoice.  
2. For VRI:


Discuss the Scope of Services referenced above in Part II for VRI of this RFP and what the Bidder will offer.  Give particular attention to describing the methods and resources you will use and how you will accomplish the tasks involved.  Also, describe how you will ensure expectations and/or desired outcomes as a result of these services will be achieved. If subcontractors are involved, clearly identify the work each will perform. 
a. Describe how Customer Functionality, Interpreter Performance, and Administration will be accomplished.  Concisely describe all equipment, software and other technologies the State will need to have in place to use Bidder’s VRI Service, including minimum operating characteristics of the technology for effective use of the VRI Service.
b. For an implementation plan, provide a realistic plan for the implementation of the VRI Service through the first contract period.  Concisely describe each implementation task, the month it will be carried out and the person or position responsible for each task.  Include in the plan all tasks that will be the responsibility of State employees.  If applicable, make note of all tasks to be delegated by Bidder to subcontractors.
c. Describe how services will be billed based on requirements defined and   
provide a sample invoice.  

Section III   Cost Proposal
General Instructions

The Bidder should fill out Appendix E (Cost Proposal Form(s)), following the instructions detailed here and in the form.   Failure to provide the requested information, and to follow the required cost proposal format provided, may result in the exclusion of the proposal from consideration, at the discretion of the Department.

PART V 
PROPOSAL EVALUATION AND SELECTION
Evaluation of the submitted proposals shall be accomplished as follows:

A. Evaluation Process - General Information

1. An evaluation team, comprised of qualified reviewers, will judge the merits of the proposals received in accordance with the criteria defined in the RFP.
2. Officials responsible for making decisions on the selection of a contractor shall ensure that the selection process accords equal opportunity and appropriate consideration to all who are capable of meeting the specifications.  The goals of the evaluation process are to ensure fairness and objectivity in review of the proposals and to ensure that the contract is awarded to the Bidder whose proposal provides the best value to the State of Maine.

3. The Department reserves the right to communicate and/or schedule interviews/presentations with Bidders if needed to obtain clarification of information contained in the proposals received, and the Department may revise the scores assigned in the initial evaluation to reflect those communications and/or interviews/presentations.  Interviews/presentations are not required, and changes to proposals will not be permitted during any interview/presentation process.  Therefore, Bidders should submit proposals that present their rates and other requested information as clearly and completely as possible.

B. Scoring Weights and Process

1. Scoring Weights: The score will be based on a 100-point scale and will measure the degree to which each proposal meets the following criteria.

Section I.  Organization Qualifications and Experience (35 points)


Includes all elements addressed above in Part IV, B, Section I.
Section II.   Proposed Services (15 points)  

Includes all elements addressed above in Part IV, B, Section II.
Section III.  Cost Proposal (50 points) 

Includes all elements addressed above in Part IV, B, Section III.
2. Scoring Process:  The review team will use a consensus approach to evaluate and score sections I & II above.  Members of the review team will not score those sections individually but, instead, will arrive at a consensus as to assignment of points for each of those sections.  Sections III, the Cost Proposal, will be scored as described below.  
3. Scoring the Cost Proposal: The total cost proposed for conducting all the functions specified in this RFP will be assigned a score according to a mathematical formula.  The lowest bid will be awarded per the points detailed below.  Proposals with higher bids values will be awarded proportionately fewer points calculated in comparison with the lowest bid.

Each Cost Proposal Form will be grouped by ASL or VRI grouping.  Each group will be evaluation separately as follows for Core Hours:

The scoring formula for ALS group is:

(Lowest submitted Standard Interpreter Hourly cost proposal / Standard Interpreter Hourly cost of proposal being scored) x 25 = pro-rated score

(Lowest submitted Legal Interpreter Hourly cost proposal / Legal Interpreter Hourly cost of proposal being scored) x 25 = pro-rated score


The scoring formula for VRI group is:

(Lowest submitted On-Demand Per Minute Community Interpreting cost proposal / On-Demand Per Minute Community Interpreting cost of proposal being scored) x 25 = pro-rated score

(Lowest submitted On-Demand Per Minute Legal Interpreting cost proposal / On-Demand Per Minute Legal Interpreting cost of proposal being scored) x 25 = pro-rated score

4. Negotiations:  The Department reserves the right to negotiate with the successful Bidder to finalize a contract at the same rate or cost of service as presented in the selected proposal.  Such negotiations may not significantly vary the content, nature or requirements of the proposal or the Department’s Request for Proposals to an extent that may affect the price of goods or services requested.  The Department reserves the right to terminate contract negotiations with a selected Bidder who submits a proposed contract significantly different from the proposal they submitted in response to the advertised RFP.  In the event that an acceptable contract cannot be negotiated with the highest ranked Bidder, the Department may withdraw its award and negotiate with the next-highest ranked Bidder, and so on, until an acceptable contract has been finalized.  Alternatively, the Department may cancel the RFP, at its sole discretion.
C. Selection and Award

1.
The final decision regarding the award of the contract will be made by representatives of the Department subject to approval by the State Procurement Review Committee.

2.
Notification of contractor selection or non-selection will be made in writing by the Department.

3.
Issuance of this RFP in no way constitutes a commitment by the State of Maine to award a contract, to pay costs incurred in the preparation of a response to this request, or to pay costs incurred in procuring or contracting for services, supplies, physical space, personnel or any other costs incurred by the Bidder. 

4.
The Department reserves the right to reject any and all proposals or to make multiple awards. 

5.   Selection to be included on the PQVL is not a guarantee of work.
6. 
Updated documentation pertaining to Certification of Insurance and Certification/Licensure if required to be submitted to the RFP Coordinator by all Providers on the PQVL on an as needed basis.

D. Appeal of Contract Awards 

Any person aggrieved by the award decision that results from this RFP may appeal the decision to the Director of the Bureau of General Services in the manner prescribed in 5 MRSA § 1825-E and 18-554 Code of Maine Rules, Chapter 120 (found here: https://www.maine.gov/dafs/bbm/procurementservices/policies-procedures/chapter-120 ).  The appeal must be in writing and filed with the Director of the Bureau of General Services, 9 State House Station, Augusta, Maine, 04333-0009 within 15 calendar days of receipt of notification of contract award.

Since this RFP results in a PQVL, the appeal procedures mentioned above are available upon the original determination of that vendor list.  The appeal procedures will not be available during subsequent competitive procedures involving only the PQVL participants if cost is the sole determining factor.

E. Removal from Pre-Qualified Vendors List

The Department may remove a pre-qualified vendor from the PQVL at any time, upon giving 30 days’ written notice to the pre-qualified vendor, if the Department determines that during the pre-qualification term:

a. The pre-qualified vendor failed or refused to perform its contractual obligations,

b. The pre-qualified vendor’s performance was unsatisfactory including, but not limited to, the quality and timeliness of services provided, 

c. The pre-qualified vendor no longer has the ability to perform the services specified in this RFP, or
d. The pre-qualified vendor is continually “unresponsive” to providing any feedback to the Department’s mini-bid solicitations.

PART VII
LIST OF RFP APPENDICES AND RELATED DOCUMENTS
1. Appendix A – Proposal Cover Page
2. Appendix B – Debarment, Performance and Non-Collusion Certification
3. Appendix C – Qualifications and Experience Form

4. Appendix D – Submitted Question Form

5. Appendix E – Cost Proposal Form
6. Attachment 1 – Interpreter Request and Confirmation of Services Form
APPENDIX A
STATE OF MAINE

Department of Administrative and Financial Services

Bureau of Business Management

Division of Procurement Services
PROPOSAL COVER PAGE

RFP#201905086
Pre-Qualified Vendor List for American Sign Language Interpreter 

and Video Remote Interpreting Services
	Bidder’s Organization Name:
	

	Chief Executive - Name/Title:
	

	Tel:
	
	E-mail:
	

	Headquarters Street Address:
	

	Headquarters City/State/Zip:
	

	(Provide information requested below if different from above)

	Lead Point of Contact for Proposal - Name/Title:
	

	Tel:
	
	E-mail:
	

	Headquarters Street Address:
	

	Headquarters City/State/Zip:
	


· This proposal and the pricing structure contained herein will remain firm for a period of 180 days from the date and time of the bid opening.

· No personnel currently employed by the Department or any other State agency participated, either directly or indirectly, in any activities relating to the preparation of the Bidder’s proposal.

· No attempt has been made, or will be made, by the Bidder to induce any other person or firm to submit or not to submit a proposal.

· The above-named organization is the legal entity entering into the resulting agreement with the Department should they be awarded the contract.
· The undersigned is authorized to enter contractual obligations on behalf of the above-named organization.

To the best of my knowledge, all information provided in the enclosed proposal, both programmatic and financial, is complete and accurate at the time of submission.

	Name (Print):
	Title:

	Authorized Signature:

	Date:


APPENDIX B

STATE OF MAINE

Department of Administrative and Financial Services

Bureau of Business Management

Division of Procurement Services
DEBARMENT, PERFORMANCE and NON-COLLUSION CERTIFICATION
RFP#201905086
Pre-Qualified Vendor List for American Sign Language Interpreter 

and Video Remote Interpreting Services
	Bidder’s Organization Name:
	


By signing this document, I certify to the best of my knowledge and belief that the aforementioned organization, its principals and any subcontractors named in this proposal:

a. Are not presently debarred, suspended, proposed for debarment, and declared ineligible or voluntarily excluded from bidding or working on contracts issued by any governmental agency.

b. Have not within three years of submitting the proposal for this contract been convicted of or had a civil judgment rendered against them for:

i. Fraud or a criminal offense in connection with obtaining, attempting to obtain, or performing a federal, state or local government transaction or contract.

ii. Violating Federal or State antitrust statutes or committing embezzlement, theft, forgery, bribery, falsification or destruction of records, making false statements, or receiving stolen property;

iii. Are not presently indicted for or otherwise criminally or civilly charged by a governmental entity (Federal, State or Local) with commission of any of the offenses enumerated in paragraph (b) of this certification; and

iv. Have not within a three (3) year period preceding this proposal had one or more federal, state or local government transactions terminated for cause or default.
c. Have not entered into a prior understanding, agreement, or connection with any corporation, firm, or person submitting a response for the same materials, supplies, equipment, or services and this proposal is in all respects fair and without collusion or fraud. The above-mentioned entities understand and agree that collusive bidding is a violation of state and federal law and can result in fines, prison sentences, and civil damage awards.
Failure to provide this certification may result in the disqualification of the Bidder’s proposal, at the discretion of the Department.
	Name (Print):


	Title:

	Authorized Signature:


	Date:


APPENDIX C

STATE OF MAINE

Department of Administrative and Financial Services

Bureau of Business Management

Division of Procurement Services
QUALIFICATIONS & EXPERIENCE FORM

RFP#201905086
Pre-Qualified Vendor List for American Sign Language Interpreter 

and Video Remote Interpreting Services
	Bidder’s Organization Name:
	


	Present a brief statement of qualifications, including any applicable licensure and/or certification.  Describe the history of the Bidder’s organization, especially regarding skills pertinent to the specific work required by the RFP and any special or unique characteristics of the organization which would make it especially qualified to perform the required work activities.  You may expand this form and use additional pages to provide this information.

	


APPENDIX C (continued)

	Provide a description of projects that occurred within the past five years which reflect experience and expertise needed in performing the functions described in the “Scope of Services” portion of this RFP.  For each of the project examples provided, a contact person from the client organization involved should be listed, along with that person’s telephone number and email address.  Please note that contract history with the State of Maine, whether positive or negative, may be considered in rating proposals even if not provided by the Bidder.

If the Bidder has not provided similar services, note this, and describe experience with projects that highlight the Bidder’s general capabilities. 



	Project One

	Client Name:
	

	Client Contact Person:
	

	Telephone:
	

	E-Mail:
	

	Brief Description of Project

	


	Project Two

	Client Name:
	

	Client Contact Person:
	

	Telephone:
	

	E-Mail:
	

	Brief Description of Project

	


APPENDIX C (continued)
	Project Three

	Client Name:
	

	Client Contact Person:
	

	Telephone:
	

	E-Mail:
	

	Brief Description of Project

	


 APPENDIX D
STATE OF MAINE

Department of Administrative and Financial Services

Bureau of Business Management

Division of Procurement Services
SUBMITTED QUESTIONS FORM

RFP#201905086
Pre-Qualified Vendor List for American Sign Language Interpreter 

and Video Remote Interpreting Services
	Organization Name:
	


	RFP Section & Page Number
	Question

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	


* If a question is not related to any section of the RFP, state “N/A” under “RFP Section & Page Number”.

** Add additional rows, if necessary.
APPENDIX E - ASL 
STATE OF MAINE

Department of Administrative and Financial Services

Bureau of Business Management

Division of Procurement Services

RFP#201905086
Pre-Qualified Vendor List for American Sign Language Interpreter 

and Video Remote Interpreting Services
COST PROPOSAL FORM - ASL

	Bidder’s Organization Name:
	


Instructions:  Bidders to provide a single fixed hourly rate for each service category and assignment time type.  The hourly rates for weekdays will be the rates used in the scoring cost formula detailed in Part V of this RFP.

	
	Type of Interpreting 
	CORE HOURS

Cost for Weekdays,

8AM – 5PM
	NON-CORE HOURS

Cost before 8:00 am and after 5:00 pm EST, weekends, and holidays

	1
	Standard ASL Interpreter Services (Pre-arranged date and time with requesting State agency)
	$                   /hour
	$                         /hour

	2
	Legal ASL Interpreter Services 
	$                    /hour
	$                        /hour

	3
	Limited Language/Deaf Tandem Interpreter Services
	$                    /hour
	$                        /hour

	4
	Short Notice ASL, Interpreter Services (Less than two business days’ notice, but no “emergency” or not immediate”)
	$                    /hour
	$                        /hour

	5
	Emergency ASL Interpreter Services (immediate assistance need)
	$                    /hour
	$                        /hour


NOTE: Hourly rates should not include any reimbursable travel.
APPENDIX E - VRI 

STATE OF MAINE

Department of Administrative and Financial Services

Bureau of Business Management

Division of Procurement Services

RFP#201905086
Pre-Qualified Vendor List for American Sign Language Interpreter 

and Video Remote Interpreting Services
COST PROPOSAL FORM- VRI

	Bidder’s Organization Name:
	


Complete Tables A and B, below, indicating the proposed cost for the services requested in this RFP.  Note: Each blank cell should be filled in with a dollar amount, or with “N/A” to indicate the type of service does not apply to your proposal.

Table A. Indicate the cost for each type of service listed below in rows #1, 2, 4, and 5.  In rows 3 and #6, fill in the minimum minutes charged per type of session.

Table A

	
	Type of Interpreting 
	CORE HOURS

Cost between 8:00 am and 5:00 pm EST
	NON-CORE HOURS

Cost before 8:00 am and after 5:00 pm EST, weekends, and holidays

	1
	VRI on-demand service per-minute charges

· For community interpreting


	
	

	2
	VRI on-demand service per-minute charges

· For legal interpreting


	
	

	3
	Define minimum minutes charged for 

on-demand services:    ________



	4


	VRI pre-scheduled service per-minute charge

· For community interpreting


	
	

	5
	VRI pre-scheduled service per-minute charge

· For legal interpreting


	
	


ATTACHMENT 1 

Interpreter Request & Confirmation of Services Form (ASL)

Customer
 SHAPE  \* MERGEFORMAT 



Organization:
 SHAPE  \* MERGEFORMAT 



Department (if any):
 SHAPE  \* MERGEFORMAT 



Contact Person:
 SHAPE  \* MERGEFORMAT 



E-Mail:
 SHAPE  \* MERGEFORMAT 



[image: image1]How would you like to receive a confirmation about scheduled interpreter? Please check:
    by email
   by fax
   by phone
   other ____________
 SHAPE  \* MERGEFORMAT 



    Meeting/Appointment Information
 SHAPE  \* MERGEFORMAT 



 SHAPE  \* MERGEFORMAT 



Person needing interpreter:
	Date needed:
	Time:
	# of hrs/min:


Location/Address:
 SHAPE  \* MERGEFORMAT 



Special instructions (if any):
 SHAPE  \* MERGEFORMAT 



    Assigned Interpreter
 SHAPE  \* MERGEFORMAT 



Name:
 SHAPE  \* MERGEFORMAT 



Notes:
 SHAPE  \* MERGEFORMAT 



Telephone:





Fax:





___





___





___





___
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