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State of West Virginia Requ esfg for b=—rg
Department of Adminisiration  Quuotation INS10002 - 1
Purchasing Division '
2019 Washington Street East
Post QOffice Box 50130
Charieston, WV 25305-0130 SHELLY MURRAY
204~-858-8801

RFQ COPY

TYPE NAME/ADDRESS HERE

J6 LIERNIK PLACE, SUTTE C
METUCHEN, N 0880

PH: 232-32)1-11ST  £AX: 332-Y24- (¢4

INSURANCE COMMISSION

1124 SMITH STREET
CHARLESTON, WV
25385-8540 306-558-3707

01/26/2010
BiD QP ENING DATE.

OPEN| END CONTRACT

THE WEST VIRGINIA PURCHASING DIVISION, FOR THE AGENCY,
THE WEST VIRGINIA DFFICES OF THE INSURANCE
COMMISSTONER], IS SOLICGITING BIDS FOR TRANSCRIPTION
AND DECISIDNS TYPIING SERVICES PER THE ATTACHED
SPECIFICATIONS.

TECHNICAL QUESTIONS MUST BE SUBMITTED [IN WRITING 7O
SHELLY MURRAY IN [THE WEST VIRGINIA PURCHASING DIVISION
VIA MAIL AT [THE ADDRESS SHOWN AT THE TOP OF THIS RFQ,
VIA FAX AT 304-55B8-4115, OR VIA EMAIL AT

SHELLY.L .MURRAYQWV.GOV.. DEADLINE FOR |JALL TECHNICAL
QUESTIONS IS 02/10/2010 AT THE CLOSE OfF BUSIMESS. ALL
TECHNICAL QUESTIONS RECEIVED, IF ANY, WILL BE ADDRESSE
BY ADDENDUM AFTER| THE [DEADLINE.

G001 L8 96172
i
TRANSCRIPTION SERVICES

EXHIBIT 3

LIFE OF CONTRACT: THIIS CONTRACT BECOMES EFFECTIVE
UPON AWARD AND EXTENDS! FOR A PERIOD OF ONE (1)

YEAR OR UNTIL SUECH "REASONABLE TIME™ THEREAFTER AS IS
NECESBARY TO OBTAIIN A NEW CONTRACT OR RENEW THE

Hecertione DA

S f 332-32)-1155 | 02)22 [20)0

TTE PK ESIDENT |FEIN ANz2i14s 2/8 ' ADDRESS CHANGES TO BE NOTED ABOVE
WHEN RESPONDING TO RFQ, INSERT NAME AND ADDRESS IN SPAGE ABOVE LABELED VENDOR

i3




GENERAL TERMS & CONDITIONS
REQUEST FOR QUOTATION (RFQ) AND REQUEST FOR PROPOSAL (RFP)

1. Awards will be made in the best interest of the State of West Virginia.

2. The State may accepi or reject in past, or in whole, any bid.

3. Prior o any award, the apparent successful vendor must be properly tegistered with the Purchasing Division
and have paid the required $125 fee.

4. All services performad or goods delivered under State Purchase Order/Contracts are to be contintied for the
term of the Purchase Order/Coniracts, contingent upon funds being appropriated by the Legislature or otherwise
being made available. In the event funds are not appropriated or otherwise available for these sefvices or goods
this Purchase Order/Contract becomes void and of no effect after June 30,

5. Payment may only be made afier the delivery and acceptance of goods or setvices,

&, interesl may be paid for late payment in accordance with the West Virginfa Code.

7. Vendor preference will be granted upoh wiltten request In accordance with the West Virginia Code,

8. The State of West Virginia is exempt from federal and state taxes and will not pay or reimburse such taxes.

§. The Director of Purchasing may cance! any Purchase Order/Contract upon 30 days written notice to the seller.

10, The laws of the State of West Virginia and the Legislative Rules of the Purchasing Division shall govemn the
purchasing process.

11, Any reference to automalic renewal is hereby deleted. The Contract fay be renewed only upon mutual written
agreement of the parties.

12, BANKRUPTCY: In the event the vendorfvontractor files for bankruptey protection, the Stale may deem
this contract nuil and void, and terminate such contract without further order,

13, HIPAA BUSINESS ASSOCIATE ABDENDUM: The West Virginia State Goverhment HIPAA Business Associale
Addendum {BAA), approved by the Atlorney General, Is available online at www.state.wv.us/admin/purchasefvre/hipaa.htm
and is hereby made part of the agreement. Provided that the Agency meets the definition of a Cover Enfity
(46 CFR §160.103}) and will be disclosihg Protected Health Information (45 CFR §160.103) to the vendor.

14, CONFIDENTIALITY: The vendor agrees that he or she will not disclose to anyone, directly or indirectly, any such
personally identifiable informalion or other confidential information gained from the agency, unless the individual who is
the subject’of the information consents to the disclosure in writing or the disclosure is made pursuant o the agency's
policles, procédures, and rules, Vendor further agrees fo comply with the Confidentiality Policies and Information
Securily Accountability Requirements, set forth In hifpAwww.state.wv us/admin/purchase/privacy/motice Conidentialily pdf,

15. LICENSING: Vendors must be licensed and in good standing in accordance with any and all state and local laws and
requirements by any state or local agency of West Virginia, including, but not limited fo, the West Virginia Secretary
of State's Office, the West Virginia Tax Depariment, and the West Virginia Insurance Commission. The vendor must
provide all necessary releases to  oblain  information to enable the director or spending unit o
verify that the vendor is licensed and in good standing with the above entities.

16. ANTITRUST: in submitting a bid to any agency for the State of West Virginia, the bidder offers and agrees that
If the bid is accepied the bidder will convey, sell, assign or transfer to the State of West Virginia all rights, titte and interest
in and o all causes of action it may now or hereafter acquire under the antirust laws of the United States and the State of
West Virginia for price fixing andfor unreasonable restrainis of rade relating fo the parlicular commodities or services
purchased or acquired by the State of West Virginia, Such assignment shall be made and becoma effective at the fime the
purchasing agency fenders the initial payment to the bidder, '

| cerify that this bid Is made without prior understanding, agreemant, or connection with any corporation, firm, limited
liability company, perthership, or person or enfity submiting a bid for the same material, supplies, equipment or
services apnd is in all respects fair and without collusion or Fraud. | further ceriify that | am authorized to sign
the certification on behalf of the bidder or this bid.

INSTRUCTIONS TO BIDDERS
1. Use the guelation forms provided by the Purchasing Division. Complete all sections of the quotation form.

2. lterns offered must be In compliance with the specifications. Any devialion from the specifications must be clearly
indicaled by the bidder. Alternates offered by the bidder as EQUAL fo ihe specifications must be clearly
defined. A Dbidder offering an ajternale should allach complete specificalions and iterature to the bid. The
Purchasing Division may waive minor deviations to specifications.,

8. Unlt prices shall prevail in case of discrepancy. Al quotations are considered F.O.B. destination unless alternats
shipping terms are clearly identified in the quotation.

4, All guotations must be deiivered by the bidder to the office listed below prior to the date and time of the bid
opening. Failure of the bidder to deliver the guotations on fime will resultin bid disqualifications: Deparment of

- Administration, Purchasing Division, 2019 Washington Street East, P.O. Box 50130, Charleston, WV 25305-0130

- 5, Communication during the solicitation, bid, evalualion or award periods, except through the Purchasing Division,
is strictly prohibited {W.Va. C.S.R. §148-1-6.6},

Aev. 12/15/09



State of West Virginia Heq U&Sf‘ fOI‘ B R NG R e o PG
Depariment of Administration  Quotation INS10002 >
Purchasing Division

2019 Washington Street East
Post Office Box 50130
Charleston, WV 25305-0130 SHELLY MURRAY
30G6-~ER8~8801

RF COPY
TYPE NAME/ADDRESS HERE
CLATRSol, TNC-
16 (OERNIK PLBCE SUITEL

METV CHEN, NT 08840
PH: 332- 32)-)155 FARX: 732-42Y4-65¢3

INSURANCE COMMISSION

1124 SMITH STREET
CHARLESTON, WV
25306-0548 504-558-3707

01/26/2010
BiD OPEN]

02/24/2010 BID OPENING TIME Gl:s30PM

ORIGINAL CONTRACT,. THE "REASONABLE TIME™ PERIOD SHALL
NOT EXCEED TWELVE] (123 MONTHS. DURING THIS "REASONABLE
TIME™ THE VENDOR MAY TERMINATE THIS CONTRACT FOR ANY
REASON UPON BIVING THE| DIRECTOR OF PURCHASING 30 DAYS
WRITTEN NOTICE.

UNLESS SPECIFIC PROVISIIONS ARE STIPULATED ELSEWHERE
IN THIS CONTRACT DOCUMENT, THE TERMS, [CONDITIONS AND
PRICING SET HEREIN ARE; FIRM FOR THE LIFE OF THE
CONTRACT .

RENEWAL: THIS CONTRACT| MAY BE RENEWED UPON THE MUTUAL
WRITTEN CONSENT OF THE| SPENDING UNIT AND VENDOR,
SUBMITTED TO THE DIRECTOR OF PURCHASINGE THIRTY (30)
DAYS PRIOR T0 THE| EXPIRATION DATE. SUCH RENEWAL SHALL
BE IN ACCORDANCE WITH [THE TERMS AND CONDITIONS OF THE
ORIGINAL CONTRACT| AND [SHALL BE LIMITED| TO TWO (2) ONE
(1) YEAR PER[IODS,

CANCELLATION: THE| DIRECTOR OF PURCHASING RESERVES THE
RIGHT TO CANCEL THIS CONTRACT IMMEDIATELY UPDN WRITTEN
NOTICE TO THE VENDOR IF THE COMMODITIES AND/OR SERVICES
SUPPLIED AREl OF AN INFERIGR QUALITY OR| DO NOT CONFORM
TO THE SPECIFICATIIONS OF THE BID AND CONTRACT HEREIN.

OPEN MARKET [CLAUSE: THE DIRECTOR OF PURCHASING MAY
AUTHORIZE A [SPENDING UNIT T0O PURCHASE ON THE OPEN
MARKET, WITHOUT THE FILING OF A REQUISITION OR COST
ESTIMATE, ITEMS SPECIFIIEDR ON THIS CONTRACT FOR
IMMEDIATE DELIVERY IN EMERGENCIES DUE [TO UNFORESEEN
CAUSES (INCLUDING BUT NOT LIMITED TO DELAYS IN TRANS-
PORTATION OR| AN UNANTICIPATEDR INCREASE! IN THE VDLUME
OF WORK.) ‘ :

QUANTITIES: QUANTIITIES| LISTED IN THE REQUISITION ARE
APPROXIMATIOWS ONLY, BASED ON ESTIMATES SUPPLIED BY

SIGNATURE

. IWLE*’”C’"’E 732- 321 <3 02/22/ 28/0
N PRESTDENT FEN q12/HS 216 [ ADDRESS CHANGES TO BE NOTED ABOVE
WHEN RESPONDING TC RFQ, INSERT NAME AND ADDRESS IN SPACE ABOVE LARELED VENDOR'

|DA’]’E




Request for
Quotation

State of West Virginia
Department of Administration
Purchasing Division

2019 Washinglon Street East
Post Office Box 50130
Charleston, WV 25305-0130

INSIDBO2 3

306-5E58-8801

RFQ CGPY
TYPE NAME/ADDRESS HERE

CLAIRSOL, TNC.
/6 (OFRNIK PLACE, SUITE C
METOCHEN, NT 088Yp

PH: 322-320-11SS" FAX: 232-42U~£9¢3

INSURANCE COMMISSION

1124 SMITH STREET
CHARLESTON, Wv
25305-0540

304-558-3707

01/26/2010

02/26/203110 BID DPENING TIME 01:350PM

THE STATE SPENDING UNIT. IT IS UNDERSTOOD AND AGREED
THAT THE CONTRACT| SHALL COVER THE QUANTITIES ACTUALLY

ORDERED FOR DELIV
WHETHER MORE} DR L

ORDERING PRO[CEDUR
WRITTEN STATE CON
THE VENDOR FDR €O
THE ORIGINAL
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CONTRACT NULL AND
WITHOUT FURTHER O

THE TERMS AND CON
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CONDITIONS WHICH

DOCUMENTS SUCH AS
AGREEMENTS OR MAIL
ELECTRONIC MEDIUM

EXHIBIT 6

PRICE ADJUSTMENT
THE STATE OF| WEST
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SIGNATURE N TELE?“ONEM? 32-321-1)88 JDATE 02/ z22. / Zelo

f?ﬁ ES,IW T G121462)4 ADDRESS CHANGES TO BE NOTED ABOVE
WHEN RESPONDING TO RFQ, INSERT NAME AND ADDRESS IN SPACE ABOVE LABELED 'VENDOR'
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RFOQ C

State of West Virginia
Department of Administration
Purchasing Division

2018 Washington Street East

Post Office Box 50130
Charleston, WV 25305-0130

opyY

TYPE NAME/ADDRESS HERE
CLAZRSOL, INe.
6 LWERNIK P1HCE SUITE C

METDCHEN, NI 0BEHO
PH: 232-321-115S

Fax: 732-Y24-£943

Request for o mowmesrmmmgs
Quotation INS10002 4

DRSS SR A S P ONDENCE T AT TE

SHELLY MURRAY
ANG-588-8801

INSURANCE COMMISSION

1126 SMITH STREET
CHARLESTON, WV
253056-0544 304-558-3707

01/26/72010

BID OPENING DATE:

BASE
WLL

GOVE
PUBL
SHOU

DATE

AND

PREF
iT 1

(1)

EXHI

ANT
AND

FOLI

CLEARLY INDIICATE
SHAL

SUBSTANTIAL PART [OF A
D UPON AN ACTUAL D
PRICE ADJUSTMENT R
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RNMENTAL| BENCH MAR

ISHED PRIICE LISTS.
LD BE RECEIVED IN

PURCHASING AT LEAST 30

OF THE [INCRERASE.
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ACCORDINGLY [OR REJECT
CANCEL THE CONTRAC

ERRED TERMS:
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OF CONTRACT [RENEWAL ON
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IN THE BID HIS REFUSAL

CONDITIONS OF THE

BTHER LOCAL GOVERN
TO POLITICAL] SUBBDIVISI
VIRGINIA. IF THE| VEND
PRICES, TERMS, AND CONDITIONS OF THE BR|ID TG ALL

TICAL SUBDIVISIONS| OF THE STATE, THE VENDOR MUST
SUCH REFUSAL IN HIS BID. SUCH REFUSAL
L NOT PREJUDICE THE AWARD OF THIS CONTRACT IN ANY

PRODUCT. ADJUSTMENTS ARE TO BE
ODLLAR FIGURE, NOT A PERCENTAGE.
EQUESTS MUST BE SUBSTANTIATED IN
THE DIRECTOR PURCHASING, E.G.
KS, GENERAL MARKET INCREASE,

SUCH REQUESTS FOR AND INCREASE
WRITING BY THE DIRECTOR OF

DAYS IN ADVANCE| OF THE EFFECTIVE
ANY TIME THE VENDOR REQUESTS A
PURCHASTING DIVISIION MAY EITHER
TMENT AND AMEND [THE CONTRACT

THE ADJUSTMENT IN ITS ENTIRETY

T.

HE PRICES ON THIS CONTRACT ARE
ONTRACT, AS INBICATED IN THE LIF
TAINED HEREIN, NDT TO EXCEED ONE

REASES WILL BE CONSIDERED AT TIME
LY.

S UNLESS THE VENDOR INDICATES
TO EXTEND THE PRICES, TERMS,
BID TO COUNTY, SCHOOL, MUNICIPAL
MENT BODIES, THE} BID SHALL EXTEN
ONS. BF THE STATE; OF WEST
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WHEN RESPONDING TO RFQ, INSERT NAME AND ADDRESS IN SPACE ABCOVE LABELED 'VENDOR'



State of West Virginia ﬁequesﬁ for & BEOL T
Department of Administration  Quotation INSLOGHD 5
Purchasing Division

2019 Washington Sireet East

B s R T e A o SR BN

Post Office Box 50130 ) N
Charleston, WV 25305-0130 SHELLY MURRAY
206 ~-558-8R01
RFQ COPY

TYPE NAME/ADDRESS HERE INSURANCE COMMISSION
CLAZRSDL, TNC
6 LOERNIK PLACE SUITE ¢

METUCHEN, NI 08E€Y0
PH: 732-321-115S  FAX! 232~ YLNY-£9¢3

li24 SMITH STREET
CHARLESTON, Wv
25305-0540 504-558-3707

MANNER .

PURCHASING CARD ACCEPTANCE: THE STATE| OF WEST VIRGINIA
CURRENTLY UTILIZES A VIISA PURCHASING CARD PROGRAM WHICH
IS ISSUED THRDUGH A BANK. THE SUCCESSFUL VENDOR

MUST ACCEPT THE S[TATE |OF WEST VIRGINIA VISA PURCHASING
CARD FOR PAYMENT OF ALL ORDERS PLACED BY ANY STATE
AGENCY AS A [CONDITION DF AWARD.

NOTIICE

A SIGNED BID MUST BE SUBMITTED TO:

DEPARTMENT OF ADMINISTRATION
PURCHASIING DIVISION

BUILDING 15
2019 WASHINGTON SITREET, EAST
CHARLESTON, WV 218305-0130

THE BID SHOULD CONTAIN THIS INFORMATION ON THE FACE OF
THE ENVELOPE| OR THE BID MAY NOT BE CONSIDERED:

SEALED BID

BUYER: SHELLY MURRAY
RFQ. NO.: INS10002

BID OPENING DATE: 02/26/2010
BID OPENING TIME: ‘ 1:30 PM

SIGNATURE

]DA?E

02/22/ 75/
" PR ESTDENT = D2t S214 | ADDRESS CHANGES TO BE NOTED ABOVE
WHEN RESPONDING TO RFQ, INSERT NAME AND ADDRESS IN SFACE ABOVE LABELED YVENDOR'




State of West Virginia Reques! for =
Department of Administration  Quotation
Purchasing Division

2019 Washington Sireet East

Post Office Box 50130

Charleston, WV 25305-0130

5046-E58-~8801

RFQ COPY
TYPE NAME/ADDRESS HERE
/6 LERNIK FLpLE,SVLTE C

METUCHEN, NT 08840
PH: 732-32i- 155 FAX: 332-424-¢9

INSURANCE COMMISSION

1126 SMITH STREET
CHARLESTON, WV
25305-0540 306~558-5707

gl/26/2010 ‘
Bib OPENING DATE: 02/26/2010 BID OPENING TIME 01:30FM

PLEASE PROVIDE A FAX NUMBER IN CASE ITH IS NECESSARY
TO CONTACT YDU REBARDING YOUR RBRID:
Fax: F22-424-¢ga¢ 3

e e L i e T o U, S U U

CONTACT PERSDN (PLEASE| PRINT CLEARLY): SHALEEN VAIJPRYEE

b b e B e i e e e i fu s b S i e b e o v tn T [t v o o v~

xx%x%¥ THIS| IS THE END UOF RFQ INS10B02 xx%x%¥ TOTAL:

SIGNATURE DATE

f 0222 ol
" PR ESTDENT = 92198274 ADDRESS CHANGES TO BE NOTED ABOVE
WHEN RESPONDING TO RFQ, INSERT NAME AND ADDRESS [N SPACE ABOVE LABELED VENDOR'
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Purpose: To obtain a contractor to provide Transcription and decision typing services {o
the West Virginia Workers’ Compensation Office of Judges.

OPERATING ENVIRONMENT:
Location: Agency is located at One Players Club Drive, Charleston, WV 25311,

Background: The Workers’ Compensation Office of Judges conducts hearings, receives
and weighs evidence and arguments and then issues written decisions in appeals from
initial claim management decisions made by insurance carriers or by self-insured
employers or their agents. Transcription and decision typing services are needed in order
to process pending appeals in a timely manner.

PROCUREMENT SPECIFICATIONS

1) General Requirements of the Vendor:

a) Vendor is to provide professional transcription services to the Workers’
Compensation Office of Judges.

b) The successful vendor will transcribe, from cassette tapes, hearings conducted by
the Office of Judges regarding disputed Workers’ Compensation claims.

¢) The successful vendor will provide a system allowing for Office of Judges
employees o dictate decisions or orders via the telephone or other electronic
transmission system and typing these documents within required time periods.

d) The successful vendor shall have the ability to securely transfer electronically the
transcribed documents to Office of Judges for printing at their location.

2) Scope of Work:

a) Decisions/Qrders from Cassette Tapes ~ The successful vendor will transcribe
decisions/orders from casselte tapes if telephone communication or other
electronic means is unavailable due to malfunction of equipment. If vendor's
equipment malfunctions, it must be repaired within a maximum of three (3) working
days. The cassettes shall be delivered via U. 8. Mail to the successful vendor at
the mailing address specified by the vendor, unless other arrangements are
mutually agreed to by the vendor and the Office of Judges. Itis alsoa requirement
that the vendor be available for in-person pick-up of casseties at One Players Club
Drive, Charleston, West Virginia.

b) Searchable Data Base Program — It is the desire of the Office of Judges for the
vendor to provide and maintain a searchable database program of all decisions and
transcripts available on either Boolean or natural language search which will
produce a listing of all files having the search criteria, as well as a highlighted
display of the searched words with the file. For example, all the transcripts with the
words “fatal” and “cardiac” will be listed in a directory-style listing and the
transcripts will come up one at a time with the keywords fatal and cardiac
highlighted every time they appear in each document.




¢) Electronic Transfer of Documents — The vendor must have the ability to
electronically mail decisionsftranscripts to Office of Judges in a format compatible
with the Office of Judges software. Currently Word is being used but it will soon be
upgraded to Word 2007. . .

The vendor must have the ability to electronically mail the typed decisions/orders to
the electronic mail address provided by the Office of Judges for printing at the local
site within 48 hours of receiving the dictation. For example, a decision dictated by
5:00 p.m. on Friday, must be transcribed and returned to the Office of Judges no
later than 5:00 p.m. on Tuesday. The vendor selected must indicate the security in
place for electronic transfer of information. The vendor must accommodaie the
requirement of the Office of Judges to priotitize the order in which the dictations of
decisions are typed.

The successful vendor will retain a “copy” of the electronically transmitted
documents for a 45-day period. The successful vendor will provide to the Office of
Judges the previous month's transcription of decisions/orders on a mass magnetic
storage device (such as a compact disc) within ten (10) days of the end of each
month.

if electronic mail is unavailable for a 24-hour period, the successful vendor shall
deliver the transcribed decisions/orders fo the Office of Judges by magnetic mass
storage device (such as a compact disc).

d) Confidentiality — The successful vendor agrees to keep all dictation of
decisions/orders, and storage of those decisions/orders confidential and as secure
as possible.

e) Accuracy — The quality of the decisions/orders/transcripts shall be subject to a
quality review by the Office of Judges. If the quality of the documents falls below
95% accuracy or if there is a consistent loss of dictation material (either to or from
the Office of Judges and the successful vendor) the contract may be terminated as
defined in section | of this RFQ. The Office of Judges considers three or more
etrors per page of typed decision/orderftranscript to exceed an acceptable level.
This includes typing, grammar and English context or spelling errors. If the vendor
fails to cure and the contract is terminated, all work in progress shall be delivered to
the Office of Judges.

3) Project:

a) Transcribing of Hearings ~ The Office of Judges conducts hearings that are
recorded on cassette tape to be transcribed. These include (but may not be limited
to} evidentiary hearings, occupational pneumoconiosis board hearings, final
permanent total disability hearings and other assigned types of hearings. The
specific number of hearings held varies from month to month. The Office of Judges
estimates 70 hearings recorded on cassette to be transcribed per month.




Transcripts shall be typed in the following manner:

-]

@

% & B @ & e

The first page shall have 1" margin at top.

All subsequent pages shall have header on line 5 leaving 5/8" margin at top.
All pages shall have 1” margin on left and 5/8” margin on the right side.
Single spacing Questions and Answers format.

Arial 12 point Font type size.

index of Direct, Cross, Redirect, Recross, etc. on second page.

Certification on last page

Header with claimant name and claim number :

The first typing line is line 8 on all pages after first and end on line 59 leaving
51 typing lines on page.

The completed transcripts shall be printed on 8.5” by 117, 20# White bond as “mini-
pages” using four-to-a-page compatible with existing MS Word 2003 and MS Word

2007.

b) Typing of Decisions/Orders ~ The Office of Judges has approximately 20

individuals reviewing claim files and dictating decisions. These decisions vary in
length from 2 pages to as many as 18 pages. A “typical” decision is 5 — 7 pages.
The Office of Judges issues approximately 375 decisions per month.

Decisions shall be typed in the following manner:

L]

L]

®

The first page shall have 17 margin.

All subsequent pages shall have header on line 5 leaving 5/8" margin at top.
All pages shall have 1" margin on left-hand side and a %" margin on the right
hand side of each page.

The first typing line on page 1 is “7" and shall end at approximately "58", for
52 typing lines on page 1.

All subsequent pages shall begin on line “8” and end approximately on line
“59” leaving 51 typing lines per page.

Single space with appropriate paragraphing.

Arial 12 point Font type size.

“Standard” decisions are attached to this RFQ for the Office of Judges
(Attachment A) to show the form of the respective decisions/orders.

The persons dictating the decisions/orders will reference certain preformatted
language. The Office of Judges uses approximately 55 of the preformatted
“paragraphs”’. The Office of Judges will update and change the preformatted
language as necessatry.

The successful bidder must provide toll-free receipt of the dictation of
decisions/orders by employees of Office of Judges from locations in Charleston,
Beckley, and Fairmont, West Virginia via the telephone and such other electronic
communication means as is compatible with the Dictaphone Enterprise System.



The vendor must have the ability to accommodate the possibility thai all
decisions/orders writers may be dictating simulianeously. Al cost necessary to
accommodate this level of dictation, is a cost of doing business with the agency
simitar to all other overhead and must be calculated within the vendor's price/cost
per page guotation.

4) General Terms and Conditions:
By signing and submitting their proposal, the successful Vendor agrees to be bound by all
the terms and requirements contained in this RFQ. .

a. Conflict of Interest. ‘

Vendor affirms that i, its officers or members or employees presently have no
interest and shall not acquire any interest, direct or indirect, which would conflict or
compromise in any manner or degree with the performance or its services
hereunder. The Vendor further covenants that in the performance of the contract,
the Vendor shall periodically inquire of its officers, members and employees
concerning such interests. Any such interests discovered shall be promptly
presented in detail to the Agency.

b. Prohibition Against Gratuities:
Vendor warrants that it has not employed any company or person other than a
bona fide employee working solely for the vendor or a company regutarly employed
as its marketing agent to solicit or secure the contract and that it has not paid or
agreed to pay any company or person any fee, commission, percentage, brokerage
fee, gifts or any other consideration contingent upon or resulting from the award of
the contract.

For breach or violation of this warranty, the State shall have the right to annul this
contract without liability at its discretion or to pursue any other remedies available
under this contract or by law.

¢. Cerlifications Related to Lobbying: l

Vendor certifies that no federal appropriated funds have been paid or will be paid,
by or on behalf of the company or an employee thereof, to any person for purposes
of influencing or attempting to influence an officer or employee of any Federal
entity, a Member of Congress, an officer or employee of Congress, or an employee
of a Member of Congress in connection with the awarding of any Federal contract,
the making of any Federal grant, the making of any Federal loan, the entering into
of any cooperative agreement, and the extension, continuation, renewal,
amendment or modification of any Federal contract, grant, loan or cooperative
agreament.

If any funds other than federally appropriated funds have been paid or will be paid
to any person for influencing or attempting to influence an officer or employee or
any agency, a Member of Congress, an officer or employee of Congress or an
employee of a Member of Congress in connection with this Federal contract, grant,



loan or cooperative agreement, the Vendor shall complete and submit a disclosure
form fo report the lobbying.

Vendor agrees that this language of certification shall be included in the award
documents for all sub-awards at all tiers, including subcontracts, sub-grants, and
contracts under grants, loans, and cooperative agreements, and that all sub-
recipients shall cerlify and disclose accordingly. This cerlification is a material
representation of fact upon which reliance was placed when this contract was
made and entered into.

. Vendor Relationship:

The relationship of the Vendor to the State shall be that of an independent
contractor and no principal-agent relationship or employer-employee relationship is
contemplated or created by the parties to this contract. The Vendor as an
independent contractor is solely liable for the acts and omissions of its employees
and agents.

Vendor shall be responsible for selecting, supervising and compensating any and
all individuals employed pursuant to the terms of this RFQ and resulting contract.
Neither the Vendor, nor any employees or contractors of the vendor, shall be
deemed to be employees of the State for any purposes whatsoever.

Vendor shall be exclusively responsible for payment of employees and contractors
for all wages and salaries, taxes, withholding payments, penalties, fees, fringe
benefits, professional liability insurance premiums, contributions to insurance and
pension or other deferred compensation plans, inctuding but not limited to,
Workers' Compensation and Social Security obligations, and licensing fees, efc.
and the filing of all necessary documents, forms and returns pertinent fo all of the
foregoing.

-~ Vendor shall hold harmless the State, and shall provide the State and Agency with
a defense against any and all claims including but not limited to the foregoing
payments, withholdings, contributions, taxes, social security taxes and employer
income tax returns. '

The Vendor shall not assign, convey, transfer or delegate any of its responsibilities
and obligations under this coniract to any person, corporation, partnership,
association or entity without expressed written consent of the Agency.

. Indemnification:

The Vendor agrees to indemnify, defend and hold harmless the State and the
Agency, their officers, and employees from and against: (1) Any claims or losses
for services rendered by any subconfractor, person or firm performing or supplying
services, materials or supplies in connection with the performance of the contract;
(2) Any claims or losses resulting to any person or entity injured or damaged by
the Vendor, its officers, employees, or subcontractors by the publication,
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translation, reproduction, delivery, performance, use or disposition of any data used
under the contract in a manner not authorized by the contract, or by Federal or
State statutes or regulations; and (3) Any failure of the Vendor, its officers,
employees or subcontractors to observe State and Federal laws, including but not
limited to labor and wage laws.

Conftract Provisions:

After the successful Vendor is selected, a formal contract document will be
exscuted between the State and the Vendor. In addition, the RFQ and the
Vendor's response will be included as part of the contract by reference. The order
of precedence is the contract, the RFQ and the Vendor's proposal in response to
the RFQ.

. Governing Law:

This contract shall be governed by the Jaws of the State of West Virginia. The
Vendor further agrees to comply with the Civil Rights Act of 1964 and all other
applicable laws and regulations, Federal, State and Local Government.

. Complianice with Laws and Regulalions:

The vendor shall procure all necessary permits and licenses to comply with all
applicable laws, Federal, State or municipal, along with all regulations, and
ordinances of any regulating body.

The Vendor shall pay any applicable sales, use or personal property taxes arising
out of this contract and the transactions contemplaied thereby. Any other taxes
levied upon this contract, the transaction, or the equipment, or services delivered
pursuant here to shall be borne by the contractor. it is clearly understood that the
State of West Virginia is exempt from any taxes regarding performance of the
scope of work of this contract.

Subcontracts/Joint Ventures:

The Vendor is solely responsible for all work performed under the contract and
shall assume prime contractor responsibifity for all services offered and products to
be delivered under the ferms of this contract. The State will consider the Vendor to
be the sole point of contact with regard to all contractual matters, The Vendor may,
with the prior written consent of the State, enter into written subcontracts for
performance of work under this contract; however, the vendor is tofally responsible
for payment of all subcontractors.

Term of Contract & Renewals:

This contract will be effective (date set upon award) and shall extend for the period
of one (1) year, at which fime the confract may, upon mutual consent, be renewed.
Such renewals are for a period of up to one (1) year, with a maximum of fwo (2)
one year renewals, or until such reasonable time thereafter as is necessary to
obtain a new contract. The “reascnable time” period shall not exceed twelve (12)
months. During the “reasonable time” period Vendor may terminate the contract for
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any reason upon giving the Agency ninety (90) days written notice. Notice by
Vendor of intent to terminate will not relieve Vendor of the obligation o continue to
provide services pursuant to the ferms of the contract.

Any change in Federal or State law, or court actions which constitute binding
precedent in West Virginia, and which significantly alters the Vendor's required
activities or any change in the availability of funds, shall be viewed as binding and
shall warrant good faith renegotiation of the compensation paid to the Vendor by
the Agency and of such other provisions of the contract that are affected. If such
renegotiation proves unsuccessful, the contract may be terminated by the State
upon written notice o the Vendor at least thirty (30) days prior to termination of this
contract.

. Non-Appropriation of Funds:

if the Agency is not allotted funds in any succeeding fiscal year for the continued
use of the service covered by this contract by the West Virginia Legislature, the
Agency may terminate the contract at the end of the affected current fiscal period
without further charge or penalty. The Agency shall give the vendor written notice
of such non-allocation of funds as soon as possible after the Agency receives
notice. No penalty shall accrue to the Agency in the event this provision is
exercised.

Contract Termination:

The State may terminate any coniract resulting from this RFQ immediately at any
time the Vendor fails to carry out ifs responsibilities or to make substantial progress
under the terms of this RFQ and resulting contract. The State shall provide the
Vendor with advance notice of performance conditions which are endangering the
contract’s continuation. If after such notice the Vendor fails to remedy the
conditions contained in the notice, within the fime period contained in the notice,
the State shall issue the Vendor an order to cease and desist any and all work
immediately. The State shall be obligated only for services rendered and accepted
prior to the date of the notice of termination.

The contract may also be ferminated by the State with thirty (30} days prior notice.

. Changes:

if changes to the original contract become necessary, a formal contract change
order wili be negotiated by the State, the Agency and the Vendor, to address
changes to the terms and conditions, costs of work included under the contract. An
approved contract change order is defined as one approved by the Purchasing
Division and approved as to form by the West Virginia Attorney General's Office,
encumbered and placed in the U.S. Mail prior fo the effective date of such
amendment, An approved contract change order is required whenever the change
affects the payment provision or the scope of the work. Such changes may be
necessitated by new and amended Federal and State regulations and
requirements.
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As soon as possible after receipt of a written change request from the Agency, but
in no event more than thirty (30) days thereafter, the Vendor shall determine if
there is an impact on price with the change requested and provide the Agency a
written statement to identifying any price impact on the contract or to state that
there is no impact. In the event that price will be impacted by the change, the
Vendor shall provide a description of the price increase or decrease involved in
implementing the requested change.

NO CHANGE SHALL BE IMPLEMENTED BY THE VENDOR UNTIL SUCH TIME
AS THE VENDOR RECEIVES AN APPROVED WRITTEN CHANGE ORDER.

Invoices: The Vendor shall submit invoices, in arrears, to the Agency at the
address on the face of the purchase order labeled “Invoice To” pursuant to the
terms of the contract.

. Record Retention (Access & Confidentiality).

Vendor shall comply with all applicable Federal and State of West Virginia rules
and regulations, and requirements governing the maintenance of documentation to
verify any cost of services or commodities rendered under this contract by Vendor.
The Vendor shall maintain such records a minimum of five (5) years and make
available all records to Agency personnel at Vendor's location during normal
business hours upon written request by Agency within 10 days after receipt of the
request.

Vendor shall have access to private and confidential data maintained by Agency to
the extent required for Vendor to carry out the duties and responsibilities defined in
this contract. Vendor agrees to maintain confidentiality and security of the data
made available and shall indemnify and hold harmless the State and Agency
against any and all claims brought by any party attributed to actions of breech of
confidentiality by the Vendor, subcontractors or individuals permitted access by
Vendor. ’

Vendor agrees to protect the decisionsforders and any personal health information
and financial information contained therein from oral or written disclosure and fo
that end should implement and maintain policies to safeguard and protect this
information from inappropriate use or disclosure by its employees, agents,
subcontractors and any other individuals permitted by Vendor to have access to the
information. Vendor shall take industry best security practices fo protect the
confidentiality of the electronic transmission of this information. Should Vendor be
confronted with any legal action to disclose any portion of this information, Vendor
shall notify the Office of Judges within two (2) business days of such action.

License Requirements: Successful Vendor must present evidence of
certification or licensure with the West Virginia Workers Compensation and
Unemployment Funds, a copy of its W. Va. Business Certificate and any other
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licenses it may be required to hold by the nature of its operation.

Debarment and Suspension: Successful Vendor must certify that no entity,
agency or person associated with the Vendor is currently debarred or pending
suspension from conducting business with any governmental unit.

Purchasing Affidavit: West Virginia Code §5A-3-10a requires that all bidders
submit an affidavit regarding any debt owed to the State. The affidavit must be
signed and submitted prior to award. It is preferred that the affidavit be submitted
with the proposal.

. Resident Vendor Preference: West Virginia State Code §5A-3-37 provides an
opportunity for qualifying vendors to request (at the time of bid) preference for their
residency status. Such preference is an evaluation method only and wilt be applied
only to the cost bid in accordance with the West Virginia State Code. A cettificate of
application is used to request this preference. Generally, a West Virginia vendor
may be eligible for two 2.5 preferences in the evaluation process. The Purchasing
Division will make the determination of the Resident Vendor Preference, if
applicable.

RFQ Sections: There are two sections required for vendor response to this request
for quotations. Attachment B: Acknowledgment of Mandatory requirements and
Attachment C: Cost proposal.

Attachment B: Mandatory Requirements Acknowledgement and Signaiture Page

By signing this page vendor certifies that they have read and understand all requirements
of this request for quotations and can provide the services in the manner requested by the
agency.

Attachment C: Cost Proposal

Cost must be all inclusive. The price(s) quoted in the bidder's proposal will not be subject
to any increase and will be considered firm for the life of the contract unless specific
provisions have been provided for adjustment in the original contract. All cost associated
with the provision of this service must be included in the cost per page.
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10.

Attachment B

CERTIFICATION OF UNDERSTANDING
MANDATORY REQUIREMENTS

Al transcripts will be formatted/typed in the exact manner detailed in the RFQ,

Toll free lines will be provided for receipt of dictation from Office of Judges employess located in
Charleston, Beckley and Fairmont, West Virginia. This system must be compatible with the
Bictaphone Enterprise System equipment owned by the Office of Judges.

A sufficient number of lines will be available in place to accommodate all employees dictating
simultaneously.

Hearing transcribed from casseties and those transcribed from phone or other electronic format will
be prepared in the format specified of the RFQ.

In the event telephone communication or other electronic means are unavaiiable, vendor shall
transcribe decision orders from cassetie tapes. If required these tapes will be picked up daily at the
Office of Judges offices located at One Players Club Drive, Charleston, WV,

Vendor shall maintain a searchable database program of alf decisions and transcripts. This
database will be available to the Office of Judges at all times for search.

Vendor shall be able fo electronically mail decisions/transcripts to the agency. System used to
fransmit electronically must provide absolute security of the documents content and format,

Vendor must accomimodate the requirements of the Office of Judges to prioritize work and comply
with special requests regarding the order in which dictations are transcribed.

Vendor must provide the agency with a magnetic storage disc (such as compact disc) of all the
previous months transcriptions within ten days of the end of each month.

Vendor agrees to maintain strict confidentiality and security of dictation system, cassetfes and all
transcripts.

Successful Vender must cerlify that no enfity, agency or person associated with the Vendor is
currantly debarred or pending suspension from conducting business with any governmental unit.

| certify that | have read and understand the requirement of this request by signing this
certification; | agree that the terms outlined in the request for quotations are non-negotiable and
must be met or the contract may be cancelfed.

Vendor Name: CLATRSOL, INC -
Representative: SHALEEN VATPRYEE

Signature: 2 «@

=
Date: ) 2'/ 23/ 20l0
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Attachment C

COST PROPOSAL
TRANSCRIBING HEARINGS FROM CASSETTE TAPES § 1 20 PERPG.
TRANSCRIBING TELEPHONE DICTATION L__LZ 0 PERPG.
Vendor Name: Z)l ATRsOL , INC. -
Representative: SHALEEN VATPAYEE
Signature; %42— @
o

Date: 02’/ 22’/ 2o/fo

17



rFaNo. NS 0002,

STATE OF WEST VIRGINIA
Purchasing Division

PURCHASING AFFIDAVIT

West Virginia Code §5A-3-10a states: No confract or renewal of any contract may be awarded by the state or any of its
political subdivisions to any vendor or prospective vender when the vendor or prospective vendor or a related parly to the
vendor or prospective vendor is a debtor and the debt owed is an amound greater than one thousand dollars in the
aggregate,

DEFINITIONS:

“Debt” means any assessment, premium, penalty, fine, tax or other amount of money owed to the state or any of its
politicat subdivisions because of a judgment, fine, permit violation, license assessment, defaulted workers' compensation
premium, penaliy or other assessment presently delinquent or due and required to be paid fo the state or any of its
political subdivisions, inciuding any interest or additional penaities acerued thereen.

"Debtor” means any individual, corporation, partnership, association, limited lability company or any other form or
business association owing a debt to the state or any of its political subdivisions, "Political subdivision” means any county
commission; municipality; county board of education; any instrumentality esiablished by a county or municipality; any
separale corporation or instrumentalify established by one or more counties of municipafifies, as permitted by law, or any
public body charged by law with the performance of a government function or whose jurisdiction is coextensive with ong
of more counties or municipaliies. “Related parly” means a party, whether an individual, corporation, parthership,
association, limited liability company or any other form or business association or other entity whatsoever, related to any
verxlor by blood, masriage, ownership or contract through which the party has a relationship of ownership or other interest
with the vendor so that the parly will actually or by effect recelve or control a portion of the benefit, profit or other
consideration from performance of & vendor contract with the parly receiving an amount that meets or exceed five percent
of the total contract amount.

EXCEPTION: The prohibition of this section does not apply where a vendor has contested any tax administered pursuant
to chapter eleven of this code, workers' compensation premium, permit fee or environmentai fee or assessment and the
matter has not become final or where the vendor has entered into a payment plan or agreement and the vendor is not in
default of any of the provisions of such plan or agreement.

Under penalty of law for false swearing (West Virginia Code §61-5-3), it is hereby cerfified that the vendor affirms and
acknowledges the information in this affidavit and is in compliance with the reguirements as stated.

VWITNESS THE FOLLOWING SIGNATURE
Vendor's Name: CZ gjk SOl IANC.

o
Authorized Signature: \\ b@&_\?f _,_...——-—/ Date: Q&[ 25%[ Zo / (¥

state of _NEL) JF/(’SE\V\’

County of UL DI ESEX ,\to-wit: 'ﬂ( :
Taken, subscribed, and sworn to before me Ehisfg_B_ day of ?6}9 : . 20_m_|__@

My Commission expires

AFFIX SEAL HERE

Purchasing Affivlavit (Revised 12/15/09)
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Rev. 09/G8

State of West Virginia
VENDOR PREFERENCE CERTIFICATE

Certification and application® is hereby made for Preference in accordance with West Virginia Code, §5A-3-37. (Does not apply fo
construction contracts). West Virginia Code, §5A-3-37, provides an apportunity for qualifying vendors {0 request (at the time of bid)
preference for their residency status. Such preference is an evaluation method only and wilt be applied only to the cost bid in
accordance with the West Virginia Code. This certificats for application is to be used fo request such preference. The Purchasing
Division will make the determination of the Resldent Vendor Preference, if appiicable.

1. Application is made for 2.5% resident vendor preference for the reason checked:

Bidder is an individual resident vendor and has resided continuously in West Virginia for four (4) years immediately preced-
ing the date of this certification; or,

Bidder is a partnership, association or corporation resident vendor and has maintained its headquarters or principal place of
business continuously in West Virginia for four (4) years immediately preceding the date of this certification; or 80% of the
ownership interest of Bidder is held by another individual, partnership, association or corporation resident vendor who has
maintained its headguarters or principal place of business continuously in West Virginia for four {4) years immediately
preceding the date of this certification; or,

Bidder is a nonresident vendor which has an affliate or subsidiary which employs a minimerm of one hundred state residents
and which has maintained its headquarters of principal place of business within West Virginia continuously for the four (4)
years iImmediately preceding the date of this certification; or,

[e—

2. Application is made for 2.5% resident vendor preference for the reason checked:

Bidder is a resident vendor who cerlifies that, during the life of the contract, on average at least 75% of the employees
warking on the project being bid are residents of West Virginia who have resided inthe state continuously for the two years
immediately preceding submission of this bid; or,

3. Application is made for 2.5% resident vendor preferetice for the reason checked:

Bldder is & nonresident vendor employing a minimum of one hundred state residents or s a nonresident vendor with an
affilfate or subsidiary which maintains its headquarters or principal place of business within West Virginia employing a
mirdmum of one hundred state residents who certifies that, during the life of the confract, on average at least 75% of the
employees or Bidder's affiliate’s or subsidiary's employees are residents of West Virginia who have resided in the state
confinuously for the two years immediately preceding submtission of this bid; or,

Application is made for 5% resident vendor preference for the reason checked:
Bidder mests either the requirement of both subdivisions (1) and {2} or subdivision (1) and (3} as stated above; or,

Application is made for 3.5% resident vendor preference who is a veteran for the reason checked:

Bidder is an individual resident vendorwho is a veteran of the United States ammed forces, the reserves or the National Guard
and has resided in West Virginia continuously for the four years immediately preceding the date on which the bid is
submitied; of,

6. Appiication is made for 3.5% resident vendor preference who is a veteran for the reason checked:

Bidder is a resident vendor who is a veteran of the United States armed forces, the reserves or the National Guard, , for
purposes of producing or distributing the commodities or completing the project which is the subject of the vendor's bid and
continuously over the entire term of the project, on average at least seventy-five percent of the vendor’s employees are
residents of West Virginia who have resided in the state continuously for the two irmmediately preceding years.

Bidder understands if the Secretary of Revenue determines that a Bidder receiving preference has falled fo continue to meet the
requirements for such preference, the Secretary may order the Director of Purchasing to: (&) reject the bid; or {b) assess a penaity
against such Bidder in an amount not to exceed 5% of the bid amount and that such penalty will be paid {o the contracting agency
or deducted from any unpaid balance on the contract or purchase order.

By submission of this ceriificate, Bidder agrees {o disclose any reasonably reguested information fo the Purchasing Division and
authorizes the Department of Revenue to disclose to the Director of Purchasing appropriate information verifying that Bidder has paid
the reguired business taxes, provided that such information does not contain the amounts of taxes paid nor any other information
deemed by the Tex Commissioner to be confidential.

Under penaity of law for false swearing (West Virginia Code, §61-5-3), Bidder hereby cerlifies that this certificate is true
and accurate in all respects; and that if a contract is issued to Bidder and if anything contained within this certificate

changes during the term of the contract, Bidder will notify the Purchasing Divigipn in writing immediately.
P
Bidder:  CLATK S0L, INC: Signed: o
P

Date: 02/ LZ{/ 20/6 Title: P RESTPDENT

*Check any combination of prefarence considerafion(s) indicated above, which you are entitled to receive.




