GORPORATE HEADQUARTERS
361 South Frontage, Suite 125
Burr Ridge, 1L 80527-6175

of Office Services 530.323.2600
Chicago + Milwaukee + Burr Ridge T FAX: 323-2601

March 8, 2010

Mg. Shelly Murray

Purchasing Division
Department of Administration
Building 15 _
2019 Washington Street, East
Charleston, WV 25305-0130

RE: RFQ N® INS10002, TRANSCRIPTION AND DECISIONS TYPING SERVICES

Dear Ms. Murray:

The Bureau welcomes this opportunity to present our proposal for
your transcription project. Our enclosed proposal includes an
overview of the procedures, personnel and systems involved.

This submission supersedes and replaces our previous sealed-bid

submission from February 24, 2010. Please destroy our previous
submiggion. '

Our bid pricing is based upon the explicit RFQ requirements and
specifications which detail the precise formatting and counting
method to be used for documents. It is evident from our review
of provided samples of the current vendor’s work that the number
of lines per page is significantly less. In my conversation with
you -earlier, vyou indicated that RFQ specifications take
precedence over the supplied samples. Pricing is based only upon
the 51 lines per page, font and margin configuration specified
in the RFQ instead of the provided samples.

In addition, we would like you to be aware that we currently are
performing transcription and typing services under an extendable
State of West Virginia contract PO#: WEHS0034. This contract
includes provision of a toll-free dictation system, dictation
equipment, reporting and training, which can be made available
to the WVOIC, Workers’ Compensation Office of Judges at no
additional cost.

Thank vyou for the oppoftunity to participate in vyour open
bidding process.

B

Respectfully, ' ‘ Fﬁﬁjf\ﬂ“’\/Ffl
i (N N

0 Lt -

Richard E. Piasecki,
Pregident /CEO

b N e

Transcription Specialists




State of West Virginia Request for
Depariment of Administration - Quotation
Purchasing Divislon. :
2018 Washington Sireet East e : 3T
Post Oflice Box 50130
Charleston, WV 25305-0130 SHELLY MﬁRRA?

: Z0L~B5R-RB0OL

_RFQ COPY _

TYPE NAME/ADDRESS HERE
Bureau of Office Services, Inc.
361S. Frontage Road, Suite 125
Burr Ridge, IL 60527-6175
(800) 5-BUREAU [528—7328]

INSURANCE COMMISSION

1126 SMITH STREET
CHARLESTON, WV -
25305-0540  30G-558-3707

g

‘?&‘BMSQFW :

aifaafznzn
Bl OPENIMES DATE:

OPEN END CONTRACT

THE WEST VIRGINIA PURCHASING DIVISION, FOR THE AGENCY,.
THE WEST VIRGINIA OFFICES OF THE INSURANCE
COMMISSIONER], IS |SOLICITING BIDS FOR TRANSCRIPTION

AND DECISIONS TYPING SERVICES PER THE ATTACHED .
SPECIFICATIONS.

-

TECHNICAL QUESTIONS MUST BE SUBMITYED [IN WRITING TO
SHELLY MURRAY "IN [THE WEST VIRGINIA PURCHASING DIVISION
VIA MATIL AT [THE DRESS SHOWN AT THE ToP OF THIS RFQ,
VIA FAX AT 506-55B-4115, OR VIA EMAIL AT

BHELLY.L . MURRAYDWY .60V, DEADLINE FOR ALL TECHMICAL
MUESTIDNS IS D2/10/2010 AT THE CLOSE OF BUSINESS. ALL
TECHNICAL QUESTIGNS RECEIVED, IF ANY, [WILL BE ADDRESSE
BY ADDENDUY WFTER| THE [DEADLINE.

Gaol LS 261-72
1 .
TRANSCRIPTION SERVICES

EAHIBIT 3

l.IFE OF CONTRACT: THIE CONTRACT BECOMES EFFECTIVE
UPON AWARD AND EXTENDS| FOR A PERIOD OF ONE (1)

YEAR OR UNTIL SUCH “REASONABLE TIME™ THEREAFTER AS IS
NECESSARY TO OBTAIN A NEW CONTRACT OR RENEW THE:

P had, . Ottt | f'é”“js—BUREAU [5287328]""  03/08/2010
"™ President/CEO ]Eﬁ" 36 239 1254 ADDRESS CHANGES TO BE NOTED ABOVE

WHEN RESPONDING TO BFQ), INSERT NAME AND ADDRESS IN SPACE ABOVE LABELED 'VENDOR'



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

1. Awards wili be made In the best intarest of the State of West Virginia,

2. The State may accept or reject in part, of in whole, any bid, 4 '

3. Prior o any awsrd, the apparent successful vendor must be properly registered with the Purchasihg Division
and have paid the reguired $125 fas, : c o : E
4. Al sernvices petformed or goods deliverad under State Purchase Order/Contracts are to he continued for e
form of the Purchase CrderfContracts, contingent upon funds being appropriated by the Legisfalirs or otherwise
being made available. In the event fimds are hot appropriated or otherwise avallable for these services or goods
this Purchase Order/Contract becomes void and of no elfect affer June 30, ) ‘

5. Paymant may only ba made after the delivery and aceeptance of goods or services, .
&, Interest may be paid for fate payment in acoordancs with the Weset Virginia Code.
7. Yendor preference will be granted upon written request in accordance with the West Virginia Code.
8, The Stats of West Virginia Is exemp! from federal and state taxes and will not pay of relmburse such taxes.
9., The Director of Purchasing may cancel any Purchase Order/Contract upon 30 days written notice to the sefler.

10, The laws of the Slate of West Virginie and the Legislative Rules of the Purchasing Division shall govern the.
purchasing process, ‘ !

11, Any reference to automalic senewal is hereby delsted. The Contract may be renewsd only u'pon mutual written
agraemant of the partiss, - IR

12, BANKRUPTCY: In the event the vendorcontractor flles for bankruploy protection, the State may deem
this contract null and void, and terminale such sontract without further order.

13, HIPAA BUSINESS ASSQCIATE ADDENDUN: The Wast Virginia State Government HIPAA Business Associate
Addendum {BAA}, approved by the Attormey General, is available online at www. state.wv.usfadmin/purchasefirc/hipas.htm
and is_hereby made part of the agresmeni Provided that the Agency meets the deflnifion of & Cover Enfity
{45 CFR §160.103) and will be disclosing Protected Health Information (45 CFR §160.103) fo fhe vendor.. -

14. CONFIDENTIALITY: The vendor agrees that he or she will not disclose to anyohe, directly of indiractly, any such
parsonally identifiable information or olher confidential infarmation gained drom the agency, unless the Individual who is
the subject of the informalion consenls to the disclosure In writing or the disclosure is made pursuant to the agency's
policies, procedures, amnd nHes, Vendor further agrees to comply with the Confidentiality Policies and Information
Becurity Accountability Requirements, sat forth in hitpiwww state wv. usfadmin/purchase/privacymotice Contidariiiality. pdf,

185, LICENSING: Vendors must be licensed and in good standing in accordance with any and all sfats and local laws and
requirements by any state or local agency of Wast Virginia, including, but not limited to, the West Virginia Secrotary
of State's Office, the West Virginia Tax Department, and the Wast Virginia Insurance Commission. The vendor must
piovids &l necessary releases o oblain  information to gnable The director or spending unit o
varily that the vendor is licensed and in good standing wilh the above entities.

16. ANTITRUST: In submiling a bid to any agency for the State of West Virginia, the bidder offers and agrees that
i the bid is actepied te bidder will convey, sall, assign or transier io the Siate of Wast Virginda all rights, tifle and interast
in and to ali causes of agtion it mézf new or hareaiter acquire Under the antitrust laws of the United Siates and the Siate of
Wast Virginia fot price fixing andfor unreasonable restraints of frade relating to the parficular commodities or services
purchased ordcguired by the State of West Virginia. Such assignmant shall be made and becofmie effective at the fime the
purchasing agency tenders the initial payment 1o the bidder,

| canlify that this bid is made whhout prior undersianding, agreement, or conhection with any corporation, fism, mited
fiability company, parinership, of person or entity submiting a bid for the same malerial, suppiies, equipment or
services and is In all respects fair and without collusion or Fraud. | further cerfify that | am authorized o sign
_the certification on behai of the bidder or this bid. - S o ‘

INSTRUCTIONS TO BIDDERS |
1. Use the quotation forms provided by the Purchasing Division. Complete alf sections of the quetation form. :
- 2. ltemns offerad must be In compliance with the specifications. Any deviation from the specifications must be clearly
indicated by the bidder. Aliernaies offered by the biddér as EQUAL {0 the specifications must be clearly
defined. A bidder offering an alfernate should attach complete specifications and liferature to. the bid. The
Purchaging Division may Walve minor devlations fo specifications, :
3. Unit prices shall prevail in case of discrepancy. ANl qualations are considerad F.O.B. destination unless alternats
shipping terms ere clearly identified in the quotation. o :
4, All guotations must be deliversd by the bidder lo the office listed below pror fo the dale and time of the bid
- opening. Failure of the bidder to deliver the quotations on ime will result in bid disqualifications: Departmentof
Adminisiration, Purchasing Division, 2019 Washington Streat East, P.C. Box 50130, Charleston, WV 25305-0130 :
- &, Communication during the sofisitation, bid, evalualion or award periods, except through the Purchasing Division,
is striclly prohibited {W.Va, C.5.R. §148-1-6.6). B I : : '

fov, 1.?}?5!&9 .



State of West Virginia
Departinent of Administration
Purchasing Division

Post Office Box 80130
Charleston, WV 262050130

RFR COPY
4 TYPE NAME/ADDRESE HERE

| Bureau of Office Services, Inc.
1 361S. Frontage Road, Suite 125
Burr Ridge, IL 60527-6175
(800) 5-BUREAU [528-7328]

2019 Washington Street Fast

Request for [z
Quotation

SHELLY MURRAY

306-E58- 8801
INSURANCE COMMISSION
1124 SMITH SYREEY

CHARLESTON, WV
25305-0560

304-558-3707

- 81/26/2010

'BiD OPENING DATE: 02/24/

"BPENING TIME

DRIGINAL CONTRACT].
iﬁ? EXCEED TWELVE (123
T

IME™ THE VENDOR MAY T|
EASON UPON GIVING THE
RITTEN NOTICE.

UNLESS SPECIFIC PROVI
IN THIS CONTRACT pacy
PRICING SET HEREIN ARE
ONTRACT.

_ENEW&L: THIS CGNERACT
RITTEN CONSENT DF THE
UBMITTED TO| THE
AYSE PRIOR TD THE
E IN ACCORDANCE

DRIGINAL CONTRACT

(1} YEAR PERJIGDS.

.4

CANCELLATION: THE DIRE
NOTICE TO

UPPLIED ARE

DPEN MARKET [CLAUSE:
AUTHORIZE A
MARKET,
ESTIMATE, ITEMS
IMMEDIATE DELIVE

CAUSEES (INCLUDING BUT

PORTATION DR AN UNANTIE
DF. WORK.)
QUANTITIES: WUANTITIE

APPRGXIMA?IONS g

THE "REASUNABLE TI

BIRECTOR OF PURCHASIM
EXPIRATION DATE.
WITH [THE
-AND SHALL BE LIMITED

THE DIRECTOR OF PU,

SPENDIING UNIT TO PURCHASE DN THE OPEN

WITmﬂﬁT THE FILLING OF A REQUHISITION DR ChsT
ECIFIED ON THIS CONTRACT FOR

IN Eneassncxzs DUE {TO UNFORESEEN

Y, BASED ON ESTIMATE

_ ME™ PERIOD SHALL
MONTHS. DURING THIS "REASONABLE
ERMIMATE THIS CONTRACT EFOR ANY
DIRECTOR OF PURCHASING 38 DAYS

IGNS ARE STiPﬂLATED'ELSEWHERE

NT, THE TERMS, [CONDITIONS AND
FIRM FOR THE LIFE OF THE
MAY BE RENEWED UPDN THE MUTUAL
SPENDING UNIT AND VENDBOR,

5 THIRTY (30)

SUCH RENEWAL SHALL
DITIONS OF THE
TO TWO (2) ONE

TERME AND CO

TOR OF ?URSHAs:?G RESERVES THE

RIGHT TG CANCEL THIS CONTRACT IMMEDIATELY UPON WRITTEN
THE VENDOR IF THE COMMODITIES

AND/OR SERVICES

OF AN INFERIOR QUALITY OR DD NOT CONFORM
TGO THE SPECIFICATIONS [OF THE BID AND

ONTRACT HEREIN.

CHASING MAY

OT LIMITED TO DELAYS IN TRANS-
IPATED INCREASE| IN THE VOLUME

LISTED IN THE R QUISITION ARE

SUPPLIED BY

3 *ﬁﬁ ﬁaxﬁ“&% SIBEEON TERNIS ANG CONDIHONS

SIGNATURE

%

DRTE

o"°5&5-BUREAU [528-7328]

03/08/2010

ATLE

o
&,VML
PresndenthEO FT”

36 239 1254

ADDRESS CHANGES TO BE NOTED ABOVE

WHEN RESPONDING TO RFQ, INSERT NAME AND ADDRESS IN SPACE ABOVE LABELED VENDOR'



State of West Virginia

Purchasing Division

2019 Washington Street East
Post Office Box 50130
Charaston, WY 253054)330

RFQ COPY o
TYPE NAME/ADDRESS HERE

Bureau of Office Services, Inc,
361 5. Frontage Road, Suite 125
Burr Ridge, IL 60527-6175
(800) 5-BUREAU [528-7328]

Request for == S
Department of Administration Quotatmn

SHELLY NURRAY
304-558=880

CHARLESTON,
25305-0540D

INSURANCE COMMISSION

1126 SMETH STREET

Wy
04-5R8-3707

§l/26/2810

¥ OPENIM

THE STATE SF
THAT THE €O\
ORDERED FOR B
WHETHER MORE

iuﬁ ORIGINALl COPY]

MAILED TO T
RETAINED BY

BANKRUPTCY s T _
FOR BANKRUPTCY PROTECTION,
CONTRACT NULL AND/ vOID|, AND
WEITHOUT FURTHER ORDER.]

A LISTS,
AGREEMENTS QR MAINTEN

EXHIBIT &

PRICE ADJUSTMENT PROVISIONG

GRIGINAL EXPIRATIDN OF)
" ISUCH PRICE
{OVEMENT OF

WRDERINB PRﬁCEDGRE: SPEHDIME UN!T(SJ

VENDOR AS AU HBRIZA?xuN FDR SHIPHENT, |

?ERMINATE

ﬁcs AGREEMENTS,
ELECTRONIC MEDIUM SUCH AS CO-ROM.

THE STATE OF| WEST VIRGINIA WILL CONSIDE
CONTAIN PROVISIONS FORl PRICE ADJUSTMENTS PRIOR TO THE
THE CONTRACT,
JUSTMENT [COVERS BOTH UPWARD AND DOWNWARD
THE CDMNGDIT¥ PRICE, AND THAT ABJU$TMEMT

STOAD ARD

ES SHOWN.

MAILEQ

THE STATE MAY DEEM THE
SUCH CONTRACT

GRDER FDRMS,
INCLUDING

NTITIES ACTUALLY
F THE CONTRACT,

A SECOND coPy
| A THIRD COPY

THIS CONTRACT
EQUENT| TERMS AND

ANY ATTACHED PRINTED
SALES -

ﬂ BIDS THAT

ROVIDED: THAT

AGREED

TG THE

ANY

e ;
I’fgofﬁfs«su REAU [528-73281""

03/08/2010

T, =

PresxdentICEo 36 239 1254

Fﬁ

ADDRESS CHANGES O EE NOTED ABOVE

WHEN RESPONDING TO RFQ, INSERT NAME AND ADDRESS IN SPACE ABQVE LABELED VENDOR'



State of West Virginia RECI&IESt- for oo rrom
Department of Administration  Quotation
Purchasing Division

- 2018 Washington Street East

Post Office Box 60130 AECHHLRH
Charlesion, WV 25305-0130 SHELLY MURR?\'
| 304:558-880
‘REQ COPY

‘ TVPE NAME /ADDRESS HERE

| Bureau of Office Services, Inc.
1 361S. Frontage Road, Suite 125
{ Burr Ridge, IL 60527-6175

5 (800) 5-BUREAU [528-7328]

INSURANCE COMMISSION

1124 SMITH STREET
CHARLESTON, WV o
25305-0540 306-558-3707

nzxzé?znan : ' '
B0 GFENING DATE. 0273672010 ‘ BiD OPENING TIME _ 0i:%

SUBSTANTIAL PART OF A PRODUCT. ADJUSTMENTS ARE TO BE
BASED UPON ACTUAL LLAR FIBURE, NOT A PERCENTAGE.
ALL PRICE ADJUSTHENT REQUESTS MUST BE [SUBSTANTIATED 1IN
A MAMNER ACCEPTABLE TO THE DIRECTOR PURCHASING, E.G.
GOVERNMENTAL} BENCH MARKS. GENERAL MARKET INCREASE,
PUBLISBHED PRICE LIISTS. SUCH REQUESTS FOR AND INCREASE
B ED° TN WRITING BY THE DIRECTOR OF
PURCHASING AT LEAST 30} DAYS IN ADVANCE] OF THE EFFECTIVE
DATE OF THE [INCREASE. | ANY TIME THE VENDOR REQUESYS A
PRICE ADJUSTMENT,] THE PURCHASING DIVISION MAY EITHER
ACCEPT THE PRICE ADJUSITMENT AND AMEND [THE CONTRACT
ACCORDINGLY [OR REUJECT [THE ADJUSTMENT IN ITS ENTIRETY
AND CANCEL THE CONTRACQT.

PREFERRED TERMS:
1T I8 PREFERRED YHAT THE PRICES ON THIE CONTRACT ARE

FIRM FOR LIFE OF |THE CONTRACT, AS INDICATED IN YHE LIF
OF  CONTRALT CLAUSE CDNTAINED HEREIN, NOT TO EXCEED ONE
{1) YEAR.

PASS THROUGH| PRICE INCREASES WIlLlL BE CONSIDERED AT TINE
OF CONTRACT RENEWAL ONLY.

EXHIBIT 4

1. 0CAL GOVERNMENT BODIES: UNLESS THE VEMDOR INDICATES
IN THE BID HIS REFUSAL! T0 EXTEND THE PRICES, TERHS,

AND CONDITIONS OF| THE BID TO COUNTY, SCHOOL, MUNICIPAL
AND DTHER LOCAL GOVERNMENT BODIES, THE BID SHALL EXTEN
TO POLITICAL] SUBDIVISEONS. DF THE STATE} OF WEST
-MIRGINIA, IF THE| VENDOR DOES NOT WISH TD EXTEND THE
PRICES, TERMES, AND COMDITIONS OF THE BID TP ALL
FOLITICAL SUBDIVISIONS| OF THE STATE, THE VENDOR MUST
CLEARLY INDICATE [SUCH REFUSAL 1IN HIS BID. SUCH REFUSAL
SHALL NOT PREJUDICE THE AWARD DF THIS CONTRACT IN ANY

A T .ﬁg@gggﬁgg@gwﬁwmmmmmm
?'MWRW C( | e toe ) fgooﬁﬁ -BUREAU [528- 73281‘“ 03/08/2010
"% 7 President/CEQ PN 362391254 _ ABDRESS CHANGES TO BE NOTED ABOVE

WHEN RESPONDING TO RFQ, INSERT NAME AND ADDRESS IN SPACE ABOVE LABELED 'VENDOR'



Purchasin

RFQ CaoPy

0172672010

DHvigion

State of West Virginia
Depariment of Administration

2019 Washington Street Fast
Post Office Box 50430 _
Charleston, WV 25305-0130

TYPE NAME/ABBRESS HERE
Bureau of Office Services, Inc.
361S. Frontage Road, Suite 125
Burr Ridge, IL 60527-6175
(800) 5-BUREAU [528-7328]

ﬁequasifﬁf» S RFRNE

Quotation

SHELLY MUREAY

306G~ ~HEEB-82071
INSURANCE COMMISSION
1126 SMITH STREET

CHARLESTON,
253505-0540

WV

304-558~5707

BID OPENING DATE;

MANNER.

PURCHASING

THE BID SHO
THE ENVELOP

SEALED BID

BUYER:
RFO. Nii.:
'EID OPENING

1D OPENING

RD A
CURRENTLY B%ELSZE
IS ISSUED TH;

HUST ACCEPT
CARD FOR PAYMENT
AGENCY AS A

A SIGNED BID

DUGH
THE S

CONDX

HUST

S A Y
A BA
TATE
OF AL
TION

NOT|

BE &

CCEPTIANCE :

_ THE STATE
ISA PURCHASING
NK. THE
DF WEST VIRGINIA
L ORDERS PLACED
OF AWARD.

ICE

UBMITTED TO:

DEPARTMENT
PURCHAS|ING
BUILDING 15
20619 WASHINGTON
CHARLES|TON,

El BR T

TIME:

DATE s}

AD

IVISION

¥

ULD CONTAIN THIS INFORMATIO
HE BI

B305~0130

INISTRATION

REET, EAST

D_MAY NOT BE CON

SHELLY MURRA

INS10002

SUCCESSFUL VENDOR

OF WEST VIRGINIA
ARD PROSRAM WHICH

VISA PURCHASTNG
BY ANY STATE

IDERED:

u

09/2010

N ON THE FAGE aF |

e
el

0310812010

THLE <

'Pres:dénthEO |

o

36 239 1254

ADDRESS GHANGE& TO BE NOTED ABOVE

WHEN RESPONDENG TORFQ, INSERT NAME ANb EDDRES‘S i SPACE ABOVE [ ABELED VENDOR



State of West Virginia
Department of Admmlstrattcn
Purchasing Divigioh

Post Ofilce Box 50130
_Lhatlaston, WV 25305-0130

'RF@ COPY
TYPE NAME/ADDRESS HERE

Bureau of Office Services, Inc.
1 361S. Frontage Road, Suite 125
| Burr Ridge, IL 60527-6175

! (800) 5-BUREAU [528-7328]

2019 Washington Street East

Request for e &
Quotation - INS1D ggg

IQSUHAQCE caﬂmxSanu

1126 SMITH STREET
CHARLESTON, WV _
25305-0548 304-558-3707

Bl/26/2010

PLEASE PROVIDE A FAX N
TO CONTACT YOU REGARDI
General Fax: (630) 323

R et R R R )

CONTACT PERSDN (PLE&SE
Richard E. Piasqcki, Pry

v o e s e m e it g e o e

pexxx€x THIS IS THE EN

UMBER IN CASE IT 18 NECESSARY
NG YOUR BID:
2601; Personal Office|Fax (630) 789-3239

e i ] T s

PRINT CLEARL?).
bsident/CEQ

e e e e b o ke God M mm b e b e e b e e Wk W Wl e o

D OF RFD INS16[00G2 xxx%x® TOTAL:

e R TN ToNG

o %/Z%Z Q ittt Efg&)'fs-BUREAU [528-73’28 P 03/08/2010
“ President/CEO 362391254 0 ADDRESS CHANGES 10 BE NOTED ABOVE

WHEN RESPONDING TO RFQ, INSERT NAME AND ADDRESS IN SPACE ABOVE LABELED VENDOR'



Purpose: To obfain a contractor to _prg*uide Transcription and decision typing services to
the West Virginia Workers” Compensation Office of Judges.

OPERATING ENVIRONMENT:
deation:-Agency is located at One Players Club Drive, Charfeston, WV 25311,

Background: The Workers’ Compensation Office of Judges conducts hearings, receives
and weighs evidence and arguments and then issues wrilten decisions in appeals from
initial claim management decisions made by insurance carriers or by self-insured
employers or their agents. Transcription and decision typing semces are neede{i in order
{0 process pendang appeals in a timely manner.

PROCUREMENT SPEC!F!C&TEONQ

1) General Requirements of the Vendor: |

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

b} The successful vendor will transcribe, from casselts tapes, hearings conducted by
the Office of Judges regarding disputed Workers' Compensation ¢laims.

¢} The successful vendor will provide a system allowing for Office of Judges
employees to 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 t6 securely transfer electronically the
transcribed documents o Office of Judges for printing at their location,

2} Scope of Work:

a) Decislons/Orders from Cassefte Tapes — The successful vendor will transcribe
decisionsforders from cassette tapes i 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 casseties shall be delivered via U. 8. Mail to the successful vendor at

- the malling address specified by the vendor, unigss other arrangements are
mutually agreed to by the vendor and the Office of Judges. It is alsoa requirement
that the vendor be available for in-person plok-up of cassettes at One Players Club
Drive, Charleston, West Vsrg:ma

h) Searchable Daia Base Proqram -1 is tha desire of the Office of Judges for the
vendor to provide and maintain a searchable database program. of ali decisions and
transcripts available on either Boolean or natural §amguaga search which will

produce a listing of all files having the search criteria, as well as a highlighted
display of the searched ward& 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 fetal and cardiac
highlighted every time they appear in each document. -




¢

Electronic_Transfer of Documenis — The vendor must have the ability to
electronically mait decisionsftranscripts to Office of Judges in a format compatible

- with the Office of Judges software. _Cuf_re‘ﬁtiy Word is being used but it will soon be

upgraded to Word 2007. .

The vendor must have the ability to electronically mail the typed decisionsforders 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 franscribed and returhed 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 accommodate the
requirement of the Office of Judges to prioritize the order in which the dictations of
decisions are typed.

The successful vendor will retain & "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 maghetic
storage device (such as a compact disc) within ten (10} days of the end of each

- month. _ :

d

e)

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

Confidentiality ~ The successful vendor agrees 1o keep all dictation of

decisionsforders, and storage of those decisions/orders confidential and as secure
as possible. : ' '

Accuracy ~ The quality of the decisions/ordersftranscripts shall be subject fo a
quality review by the Office of Judges. if the quality of the documents falis below
95% accuracy o 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

errors per page of typed decision/order/transcript 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 ferminated, 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 inciude (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 cassefte to be transcribed per month.



Transcripts shall be typed in the fuiiowmg manner:

&

-]

‘s»maeé

The first page shall have 1" margin at top.

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

Asial 12 point Font type size. :

Index of Direct, Cmss Redirect, Recross, etc on *aaoond page.

Certification on last page

Header with claimant name and claim number

The first typing line is line 8 on all pages afer first and enot on §zne 59 leaving
51 typing lines on Ppage.

The compieted transcripts shall be printed on 8.5” by 11", 204 Whtte bond as “mini-
pages” usmg four-to-a-page compatible with existing MS Word 2003 and MS Word

2007

by Typing_ o of Decisions/Orders ~ The Office of Judges has approx:mate%y 20°
individuals reviewing claim files and dictating decisions. These decisions vary in
fength from 2 pages to as many as 18 pages, A “lypical" decision is 5 ~ 7 pages.
The Office of Judges issues approximately 376 decisions per month.

Decision_a shall be typed in the following manner:

]
L

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

The first typmg line on page 1.i8 7" and shali end at apprommately 69", for

. 52 typing lines on page 1.

Al subsequent pages shall begm on line. "8” and end approximately on line
“GY" 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 -re'spactiwe. decisions/orders.

The persans dictating the dams,ionsiarders wilt reference certain preformatited
language. The Office of Judges uses approximately 55 of the ‘preformatted
paragraphs The - Offfice of Judges wﬁ! update and change the preformatied

1 anguage as necessary '

The successful badder must prowde tali«frea recelpt ef the dictation of
decisionsforders by employees of Office of Judges from iocations 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 fo accommodate the possibility - that all
decisionsforders writers may be dictating simultaneously. All cost necessary to
 accommodate this level of dictation, is a cost of doing business with the agency
similar to alf other overhead and must be caloulated within the vendor's price/cost

- per page guotation. o :

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: o -. |
Vendor affirms that it, its officers or members of employess presenily 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 s services
hereunder. The Vendor further covenanis that In the performance of the contract,
the Vendor shall periodically inquire of its officers, members and employees
concerning such interests. Any such inferests discovered shall be promplly

presented in detall to the Agency.

b. Prohibition Against Gratuifies:
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 regularly employad
“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 ot violation of this warranty, the State shall have the right o annul this
coniract without liability at its discretion or to pursue any other remedies available
under this confract or by law. ‘

c. Certifications Related to Lobbying: . \ .
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, {0 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, confinuation, renewal,

amendment or modification of any Federal contract, grant, loan or cooperative
agreement, ,

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 er employee of Congress or an
employee of a Member of Congress in connection with this Federal contract, grant,



loan or cooperative agreement, the Vendor shail compiete and submit a dlscwsum
form to report the Iohbymg

Vendor agrees that this !anguage of certification shali be mciuded in the award

documenis for ali sub-awards at all tiers, including subconiracts, sub-grants, and
‘contracts under grants, loans, and cooperatwe agreements; and that all sub-
recipients shall certify and disclose accordingly. This certification is a material
representation of fact upon which rehanca was plat:ed when this cﬁntfact was
made and entered into.

. Vendor Relationship;

- The relationship of the Vendor to the State shall be that of an mdependent
contractor and no principai-agent relationship or employer-employee relationship is
contemplated or created by the parties {o this confract. The Vendor as an
independent contractor is sole}y hable for the acts and omissions of its employees
and agents, _

Vendor shall be respons;ble for selecting, supervising and mmpensa’émg any and
alt individuals employed pursuant to the ferms of this RFQ and resulting contract,
Neither the Vendor, nor any employees or contractors of the vendor, sha!l be
teemed o be employees of the !:“atata for any purposes whatscaver

Vendor shail be exclusively raspons:ble for payment of empleyees and contractors
for all wages and salaries, taxes, wathhoidmg payments, penaﬁtes. fées, fringe
benefits, professional liability insurance premiums, contributions to insurance and
pension or other deferred compensation plans, inciuding. but not fimited to,
Workers' Compensation and Social Security obligations, and licensing fees, efc.

i1

and the filing of all necessary dowments forms and returns perfinent to alt of the

foregoing.

- Vendor shall hold harmless the Stale, and shall provide the State and Agency with
a defense against any and all claims including but not fimited to the foregoing
payments, withhoidings, wntrahutions taxes, Sﬂcial sec;ur:ty taxes and employer
income tax refurns.

The Vendor shall not assign, convey, transfer oF cﬁeiegate any of zts responsibilities
and obligations under this contract to any person, corporation, partnership,

assoclateon or enfity wnthout expressed wrrtten Gon:sent of the Agency. -

. _indemmﬁcatmn' |
The Vendor agrees to mdemmfy, dafend anci hold harm!ess the State and ‘the
- Agency, their officers, and employees from and against: {1} Any claims or losses
for services rendered by any subcontractor, person or firm performing or supplying
services, materials or supplies in connection with the performance of the contrack;
- {2) Any claims or losses resultmg to any person or entity injured or damaged by

the Vendor, its officers, emp ayees or suhmntractors by the pubkcat:on.



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. . : ,

. Contract Provisions: = - - . - | _
After the successful Vendor is selected, a formal contract document will be.

executed between thé 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 {o
the RFQL

3. Goveming Law.

This contract shall be govemed by the laws of the State of West Virginia. The
Vendor further agrees to compiy with the Civil Rights Act of 1864 and all other
applicable faws and reguiations, Federal, State and Local Government,

. Compliance with Laws and Regulations:

The vendor shall procure all hecessary permits and licenses to comply with all

applicable laws, Federal, State or municipal, along with ali regulations, and

ordinances of any regulating body.

The Vendor shall pay any applicable sales, use or personal properly taxes atising
out of this contract and the transactions contemplated thereby. Any other taxes
ievied upon this contract, the transaction, or the equipment, or services delivered
pursuant here to shall be borne by the contractor. 1t is clearly understood that the
State of West Virginia is exempt from any taxes regarding performance of the
soope of work of this contract. - - '

Subcontracis/Joint Ventures. . . - o )

The Vendor is solely responsible for ail work performed under the contract and
shall-assume prime contractor responsibility for all services offered and products to
be delivered under the terms of this contract. The State will consider the Vendor to
be the sole point of contact with regard to all contractual matiers. The Vendor may,
with the prior written consent of the State, enfer into wrilten subconiracts for
performance of work under this contract, however, the vendor is totally responsible
for payment of all subcontractors.

Term of Contract & Renewals: -
This contract will be effective (date set upon award) and shall extend for the pericd

of one (1) year, at which fime the contract may, upon mutual consent, be renewed.

Such renewals are for a period of up to one (1) year, with a maximum of two (2)
ohe year renewals, or until such reasonable time thereafter as Is necessary to
obiain a new contract. The “reasonable fime” period shall not exceed twelve {12)
months. During the “reasonable fime” petiod Vendor may terminate the contract for

12



any reason Upon giving the Agency nmety {90} days written notice. Notﬁce by

Vendor of: intent to terminate will not relieve Vendor of the obiagation to contmua to
prowde services pursuant fo the terms of the cors%ract

Any change in Federal or State éaw or court actions which canstxtute bsndmg

precedent in West Vargmia and whzch 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 reaegotuaifon of the wmpensatian 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 to the Vendor at least thirty (30) days prior o termination of this
contract.

. Non-Appmpriaﬁqn 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 shalt give the vendor written notice

43

of such non-aliocation of funds as soon-as poss:bie after the Agency receives

notice, No pena#ty shall acctue to the Agency in the event: thls pmvzs«m is
exercised, : . _

Condract Tennfnatmn*

The State may ferminate any contract fesu!tzng from this RFQ immediately at any
time the Vendor fails to carry out its responsibilities or fo make substantial progress
‘under the tarms of this RFQ and resulting contract. The State shall provide the
Vendor with advance nétice of performance conditions which are endangering the
‘contract's continuation. If after such notice the Vendor fails to remedy the
gonditions contained in the notice, within the time period contained in the notice,
the State shall issue the Vendor an order to cease and desist any and ail work
immediately. The State shall be obligated only for services rendered and accepted
prior to the date.of the notice of tarminatmn ‘

‘ The contract may also be tarmmated by the State with thirty (30) days pnor noﬂc&
. Changes:

if changes to the original confract: bemme necessary, a fo-rmal contrac.t changa _

~order will be negotiated by the Sfate, 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 defi ned as one approved by the Purchasing
‘Division and approved as to form by the West' Virginia Aftorney General's Office,
encumbered and placed in the U.S. Mail prior to the effective date of such
" amendment, An appmvad confract change oider Is required whenever the change
affects the payment provision or the scope of the work. Such changes may be
. necessifated by new and amended Federal and State reguiatlons and
requsfements ; o -



As soon as possible after receipt of a written change request from the Agency, but
in no event more than thity (30) days thereafter, the Vendor shall determine i
there is an impact on price with the change requested and provide the Agency a
wrilten statement to identifying any price impact on the contract or 1o 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 of decrease involved in
implementing the requested change. ~ IR -

NO CHANGE SHALL BE MPLEMENTED 8Y 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 Retenticn (Access & Confidentialily). o
Vendor shall comply with alt 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 renderad under this contract by Vendor,
The Vendor shall maintain such records a minimum of five (5) years and make
available all records to Agency personne! at Vendor's location during normal

“business hours upon written request by Agency within 10 days after receipt of the
reguest.

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 decisions/orders and any personal health information
and financial information contained therein from oral or written disclosure and to
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 to 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

14



- ficenses it may be required o hold by the nature of its operation.

P

Debarment and Suspension: Successful Vendor must certify that no entity,

agenoy oF person associated with the Vendor is currently debarred or pending

suspension from conducting business with any govemmental unit.

Purchasing A'ffid.aviz‘: 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 pricr to award. 1t is preferred that the affidavit be submitted

~with the proposai.

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 will be applied
only to the cost bid in accordance with the West Virginia State Code. A certificate of
application is used fo 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 résfponﬁe fo this request
for quotations. Attachiment B: Acknowledgment of Mandatory requirements and
Attachment C: Cast proposal, -

Attachment B: Mandatory Requirements Acknowledgement and Signature Page
By signing this page vendor certifies that they have read and understand all requirements

of this request for quotations and can provids the sefvices in the manner requested by the

agency. :

Attachment C: Cosf 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 tost associated

with the provision of this service must be included in the cost per page.

15



10.

Attachment B

CERTIFICATION OF UNDERSTANDING
MANDATORY REQUIREMENTS

. Al franscripts will be formatted/typed in the exact manner detailed in the RFQ'.

Toll free fines will be provided for receipt of d ictation from Office of Judges empioyees' located in
Chatleston, Beckiey and Fairmont, West Virginia. This system must be compatible with the
Dictaphone Enterprise System sguipment owned by thé Office of Judges. _

A sufficient nurmber of lines will be available in place fo accominodate all employees dictating
simultansously.

Hear_ing transcribed from cassettes and those transcribed from phone or other electronic format will
be prapared in the format specified of the RFQ.

in the avent felephong communisation or other electronic means are unavaiiaple, vendor shall
transcribe decision orders from casselte tapes. If reguired 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 searchabie database program of all decisions and transcripts. This
database will be avallable 1o the Office of Judges at all times for search,

Vendor shall be able to electronically mail decisionsftranscripls to the agency. System used fo
fransmit elecironically must provide absolute security of the documents content and format.

Veandor must accommodate the requirements of the Office of Judges to prioritize work énd comply
with special requests regarding the order in which dictations are transaribed.

Vendor must provide the agency with & magretic 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 dictatlon systekn, cassettes and all
transcripts,

Bucoessiul Vendor must cértify that no entity, agency or person associated with the Vendor is
currenily debarred or pending suspension frem conducting business with any govemmentaf unit.

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

Vendor Name: ___Bureau of Office Services, Inc.

Representative: Ricgﬁ 5 Piasecﬁi. President/CEO
Signéture: P C W

Date: 03/08/2010

1B



Attac‘hmf&ntﬁ
. . COST PROPOSAL

- TRANSCRIBING HEARINGS FROM CASSETTE TAPES §

364 PERPG.

TRANSCRIBING TELEPHONE DICTATION . §

Vendor Name: __Bureau of Office Services, Inc, -

364 PER PG,

Repr&sen!aﬁve: _Ri

Signature:

Dates. . 03108]2010.
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RFQNo. __ INS10002. ...

STATE OF WEST VIRGINIA
Purchasing Division

'PURCHASING AFFIDAVIT

Waest _V-_irginia Code §54-3-10a states: No conlract or renewal of any contract may be awarded by the state or any of its
politica! subdivisions to any vendor or prospective vender when the vendor of prospactive vendor or a related party lo the
vandor or prospective vendor is a debtor and the debt owed is an amount greater than one thousand doliars in the
aggregaie. . '

DEFINITIONS: . o

‘Nebt” means any assessment, premium, penalty, fine, tex or other amount of money owed io the state or any of s
political subdivisions because of a judgment, fine, permit vidlation, icense assessment, defaulted workers’ compensation
premium, penaity or other assessment prasently. delinguent or due end required to be paid to the siate or any of is
political subdivisions, including any interest or additional penalties acorued thereon.

“Neblor” means any individugl, corporation, partnership, association, fimited habdity company or any other form or
© busingss association awing a debt fo the stats or any of jts polilical subdivisions. "Politicat subdivision” means any county
commission;. municipality; county board of education; any instrumentality established by a county or municipalty; any
separate Gorporation or instrumentality established by one or more counties of municipalities; as parmitied by law; or any

public body charged by law with the performance of & governrment furiction or whose jurisdiclion is comdensive with one

or more counties or municipalities. *Refated party” mesns a parly, whether an individual, corporation, parinership,
assaciation, limited lability company ot any other form or business association or other enfity whalsoever, related to any
vendor by blood, marrlage, ownership or contract ihrough which the parly has a relationship of awnership or ofher infergst
vilh the vendor $o that the party will achuatly or by effect receive or confrol a podion of the benefit, profit or other
congideration from performance of a vendor coniract with lhe party receiving an amount that meets or exceed flve pescent
of the lolal contract amount. ‘

EXCEPTION: The prohibition of this section does not apply where a vendor has contested any fax administersd pursuant
to chapier gleven of this cede, workers’ compersation premium, permit fee or shvironmental fee or assessment and the
atter has not become final or whera the vendor has entered into a payment plan or agraement ang the vendgr is nol in
default of any of the provisions of such plan o agreement.

Under penaity of faw for false swearing {West Virginia Code §61-5-3), it is hereby certified that the vendor affirms and
acknowledges the information in this affidevit and ls in compliance with ike regalrements as stated.

WITNESS THE FOLLOWING SIGNATURE

Vendot's Name: __

Authorized Signature: Date: 03/08/2010

State of iflinois

Countyof - DuPage , toawlt:

Taken, subscribed, and sworn o before me this & dayof (\’ aych L2040,
My Commission expires Codpbec N L2013,

H (
AEFIX SEAL HERE NOTARY PUBLIC Q@ LD Csen has

}
N ”ﬁnﬁam""“'
l mi&"m'm L OF WO g
DPIRES 10/07/2013

Furchusing Affidovit (Revissd 12/1508)
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. Rev. 08/08

State of West Virginia
ENDOR PREFERENCE CERTIFICATE

Cerlification and application® is hereby made for Preference in accordance with West Virginia Cade §5A-3-37. (Does not apply to
construction condrasts). West Vilginia Code, §54-3-37, provides an opportunity for quaiifying vendors to request (at the time of i'nd)
praference for their residency status. Such preference is an evaluation method only and will be applied only to the cost bid in
accordance with the West Virginia Code. This certificate for application is to be used to reques% such prefemnoe The Pumhasmg
Division wilimake the determination of fhe Resident Vendor Prefarence, if applicable. _ :

1. ﬁupplic:ation Is made for 2.5% residant vendor prefarence for the reason checked: :
' Bidderis an individual resident vendor and has msided con%inucus!y in West Virginia for four {4} years immsd:ately precad~
ing the date of this certification; or,

Bidderis a parinership, association or corporation resadentvendorand hasmaintained ifs headquarters or pnnmpai place of
business continuously in West Virginia for four (4} years immediately precading the date of this cerlification; or 80% of the
ownership interest of Bidder is held by another individual, partnership, association or corporation ras;dentvendorwho has
maintained its headguarters or principal place of bzzsiness continuously in West Virginia for four {4) years Immadiateiy
preceding the date of this cartification; or,

Bidder is 3 nonresident vendor which has an affliate c:rsubsgdmxy which empfoys aminimum of one hundred state residents
and which has maintained its headquarters or principal place of business within West Virginia continuausly forths four (4)
yearsimmediately praceding the date of this cerdification; or,

- Apptication Is made for 2.58% resident vendor prafefenca for the reason checker:
Bidder is a resident vendor who certifigs that, during the fife of the confract, on average at least 75% of the smployass
workitig on the projet being bid are residents of West Virg| fnia who have remded Inthe state continuously for the two years
smmdzateiy preceding submission of this bid; or, :

3. : Applicatlon is made for 2.5% resident vendor preforence for the reason checked:

Bidder is a nonresident vendor employing a minimum of one hundred stete residerts ar is a nonresident verider with an
affiliate or subsidiary which maintains ts headquarters of principal place of business within West Virginia employing 2
minimumm of one hundred state residents who cerfifies that, during the fife of the contract, on average at teast 75% of the
employees or Bidders affifiste’s or subsidiany's employees are residents of Wesat Vlrguma who have resided in the state
continuously for the two years immediately srecading submission of this bid, or,

T

e

4. Application is made for 5% resident vendar preference for the reason checked:
Bidder mests eitherthe requirement of both subdivisions (tyand {2yor subdmsaors (1) and (3} as stated above, oF,
B, Application is made for 3.5% resident vendor preference who Is a veteran for the reason checked:

Bitlde is anindividual resident vendor whe is a veteran of the United States anmed forees, the resenes orthe Nationai Guard
and has resided in West Virginia contmuously for tha four years immadiately preceding the date on which the bid is
submitted; or,

8. Application is made for 3.5% resident vendor g}saference whe is a veteran for the reason checked:
e Bidderis aresident vendor who is a veteran of the United States armed forces, the reserves or the Nationat Guard, if, for
' purposes of preducing or distributing the commodities or completing the project which is the subject of the vandor's bid and
continuously aver the enfire term of the project, on average at least seventy-five percent of the vendor's employses are
residents of West Virginia who have resided in the state mntmuousiy for tha twoimmediately preceding years.

Blader uniderstands i the Secretary of Revenue determines that a Bidder recawmg preference has falled fo continue to meet the
reduirements for such preference, the Secretary may order the Director of Purchasing to: (a) reject the bid; or {b) assessa penaty
against such Bitider in an amount not to exceed 5% of the bid amount and that such penalty will be pa:d fothe conﬁacﬁmg agency
or dedurted frot any unpaid ba!ance on the contract or purchase order

By submission of this certificate, Bidder agrees to disclose any reasonshly requested information to the Purchasing Division and
authorizes the Department of Revenue to disclose o the Director of Purchasing appropriate information verifying that Bidder has paid
the required business taxes, provided thaf such information does not contam the amounis of taxes pard norany other information
deemed by the Tax Commissianer io ba confidential.

Under penaity of law for false swearing (West Virginia Code, §61-5-3), Bidder hereby certifies that this certificate is true.
and acourate in all respects; and that if a contract is issued o Bidder and if anything contained within this certificate
changes during the term of the contract, Bidder will notify the Purchasing Division in wntmg mxmedmtely :

Bidder: (N/A) _ Signed:

‘Date: . Tide:
*Check any combingion of preference consideration(s) indicated ahove, whinh you are enlited t receive,




RFQ COPY

State of West Virginia
Depariment of Administration
Purchasing Divislon

2019 Washington Strect East
Post Office Box 50130
Charleston, WV 25305-0130

TYPE NAME/ADDRESS HERE
Bureau of Office Services, Inc.

361 S. Frontage Road, Suite 125
Burr Ridge, IL 60527-6175
(800) 5-BUREAU [528-7328]

Request for =
Quotation

3046-558-8801

1126 SMITH STREET
! CHARLESTON,
25305-0540

INSURANCE COMMISSION

306-558-3707

0272172010

BID OFENING DATE:

0001

nnnnnnnnnn

TG : 0370

EXHIBIT 10

I HEREBY A
ADDENDUM(S
PROPOSAL ,

'mnsEnnua N

FROM: 02/264/2010

TRANSCRIPTION SERVICES

------- -~ ADDENDUM NO.

THE BID OPENING DATE I8 EXTENDED:

972010

LS . 961-72
1 |

IADDENDUM ACKNOWLEDGEMENT

CKNOWLEbGE RECEIPT OF THE FO
2 JAND HAVE MADE THE NECESSAR

1

THIS ADDENDUM IS [ISSUED TO ADDRESS THE
RECEIVED PRIDOR TO| THE RUESTION SUBMISS
02/10/2010. '

-

QUESTIONS :
TON DEABLINE OF

REQUISITION NO.: INS10002

PLANS AND/OR| SPECIFICATION, ETC.

0.'S:

LLOWING CHECKED
Y REVISIONS TO MY

TELEPHONE
(800) 5-BUREAU [528-7328]

03/08/2010

TALE

" President/CEO

36 239 1254

ADDRESS CHANGES TO BE NOTED ABOVE

WHEN RESPONDING TO RFQ, INSERT NAME AND ADDRESS IN SPACE ABOVE LABELED 'VENDOR'



GENERAL TERMS & CONDITIONS -
REQUEST FOR QUOTATION (RFQ) AND REQUEST FOR PH@P@S&L (RFP)

1. Awards will be madse in the best inferest of the State of West Vlrgmla.

2. The State may accept or reject in part, or in whole, any bid.

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

4. All services performed or goods delivered under State Purchase Order/Conlracts are to be continued for the
term of the Purchase Order/Contracts, confingent upon funds being appropriated by the Legislaiure or ofherwise
being made available. In the event funds are not appropriated or otherwise available for these setvices of ‘goods
this Purchase Order/Contract becames void and of ho effect after June 30. _

5, Payment may only be made affer the delivery and acceptance of goods or services.

6. Inferest may be paid for late payment in accordance with the West Virginia Code.

7. Vendor preference will be granted upon writien request in accordance with the West V'rgima Code.

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

8. The Director of Purchasing may cancel any Purchase Order/Gontract upon 30 days written notice to the sefier. |

1% The laws of the Stale of Wast Virginia and the Legislative Rules of the Purchasmg Dwusmn shali govern the
purchasing process.

11, Any reference fo automatic renewal is hereby deleted. The Gantract may be renewsd only upon mutual writien
agreement of the parties.

12. BANKRUPTGY: In the event the vendorfconiracior files for bankruptey protection, the State may deem
this contract null and void, and terminale such contract w:thout further order.

13, HIPAA BUSINESS ASSOCIATE ADDENDUM: The West Virginia State Government HIPAA Business Associate
Addendum {BAA), approved by the Altorney General, is avallable online at www.state.wv.us/admin/purchase/vre/hipaa.him
and is hersby made part of the agreement. Provided that the Agency meels the definition of a Cover Enhty

{45 CFR §160.103) and will be disclosing Protected Healih Information (456 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 information or other confidential information gained from the agency, unless the individual who is
the subject of the information censents to the disclosure in wiiting or the disclosure is made pursuant fo the agency's
policies, procedures, and rules. Vendor further agrees to comply with the Confidentiality Policies and. Information
- Security Accouniability Requiremenis, set forth in hitp:/fiwvrww.state wy. usfadmmlpurchase/prwacyfnottceConfident;ahty 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 to, the West Virginia Secretary
of State’'s Office, the West Virginia Tax Department, and the Weast Virginia Ihsurance Oommissmn The vendor must
provide all necessary releases fo 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 submiiting a bid to any agency for the State of West Virginia, the bidder offers and agrees that
if the bid is accepted the bidder will convey, sell, assign or ransfer to the State of West Virginia all rights, tile and interest
in and to all causes of action i may now or hereafter acquire under the antirust laws of the United States and the Stale of
Wast Virginia for price fixing andfor unreasonable resiraints of trade relafing o the pariicular commodities or services
purchased or acquired by the State of West Virginia. Such assignment shalf be made and become effective at the time the
purchasing agency fenders the initial payment fo the bidder.

] cerdify that this bid is made without prior understanding, agreement, or connection with an{ corporation, firm, limited
liability company, partnership, or person or enlity submiting a bid for the same material, supplies, equipment or
sarvicas and is in all respects fair and without collusion or Fraud. | further cerﬂfy that am authorized to sign
- the certification on behalf of the bidder or this bid _

!NSTRUCT!ONS T0 BIDDERS
1. Use the quotation forms provided by the Purchasing Division, Complete all sections of the quotauon forn.

2. ltems offered must be in compliance with the specifications. Any deviaton from the specifications must be clearly
indicated by the bidder. Alternates offerad by the bidder as EQUAL to the specifications must be clearly
defined.. A bidder offering an altemate should attach complete specifications and fiterature fo the bid. The
* Purchasing Division may waive minor deviations o specifications.

3. Unit prices shall prevail in case of discrepancy. All quotations are considered F.0O.B. destination unless aliemate
shipping terms are clearly identiified in the quotation. ,
4. Al quotations must be dalivered by the bidder fo the office listed below prior to the date and tlma of the bid
opening. Fallure of the bidder to deliver the quotations on time will result in bid disqualifications: Depatiment of
Administration, Purchasing Division, 2019 Washington Strest East, P.O. Box 50130, Charleston, WV 25305-0130 ‘
5. Commumcatwn during the solicitation, bid, evalualion or award periods, except through the Purchasing Division,
s striclly prohibited (W.Va, CS.R. §148-1 -6. 6}. - , _

_'Rav. 12/15109
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INS10002
Addendum No. 1

. Is dictation done via the D:ctaphone Enterprzse system?

Answer:. Currently, d:ctataon is being done ihrough digital ch’taphone Boomerang inthe
decision’ process and cassette tapes are being used in the hearing process. However, we _
anticipate that we will be going to a new digital system in the near future. The exact system is
unknown at this time. | - | :

. i dictation is done via the D;ctaphona Enterprise sysiem, would ancther system also be
needed for dsctation‘?

Answer. Refer to answer from question #1.

. There is mention of an Attachment A. K was not included in the RFQ package Can this be
sent out? '

Answer. Yes, Attéchment A was inadveriently omitted from the original RFQ.
s thére a current contract for this work?

Answer. Yes
. Kso, whd ié 's;he véndor and what is the current contracted pricing?

Answer. Current vendor is LS Services, Inc. Current contract pricing is as follows:
Transcribing hearings from cassetie tapes $1 25 per page; Transcribing teiephone dictation
$4.00 per page.

. Does the vendor have to reglster with the F’urchasmg Division pnor to submlttmg a bid, or can
we register after notification of award?

Answer. A Vendor does not have to be registered to submit a bid to the State of West Virginia.
If you are an apparent Jow bidder on this project, you will be notified to become registered if
you are not. A Vendor must be registered prior to award.

. Part2aof the SOW states that the vendor must be available to pickup cassettes in person. is
it acceptable for the vendor to use a courier service to p;ck up the tapes?

Answer Yes
. In the past, how often did you actualiy require the vendor to ptck up in person’?
Answer. Once per week. |

. What is the approximate length of the hearings-tapes.(in minutes or pages after transcription)?



Answer: The average hearing transcript consists of 16 pages.
* 10.Can you provide a sample of the "mini pages” used for the hearings?
Answer: Yes

. 11.The RFQ requires a searchable database. Do you envision that database being on-line, or do
you want updates sent to you for downloading onto your computer?

Answer: No
12.Who is the incumbent supplier?
Ansvirer: Refer.to answer from question #5. |
-~ 13. What are‘the' current per page rates for dictation and ltranscripﬁon respeé_tively?
Answer. Refer fo answer from question #5. |
14.Are there any opporiunities for selling copies to the parties involved or is that not permitted?
Answer: No
15. Are you exclusively using the Dictaphone Enterprise System for your dictation?
Answer: Referto an_swef from question #1.

16. Will the chosen supplier only be required to have the ability to accept information from the
Dictaphone Enterprise System or will the supplier be required to send information to your
Dictaphone Enterprise System ds well?

Answer: The successful vendor will be required fo accept information from Dictaphone
Enterprise System only.

17.How heavily does the previous experience of a supplier factor into your decision making
_regarding the choice of a supplier?

Answer, Previous experiencé is not a factor. The lowest bid meeting the requirements set
forth in the specifications will be awarded the contract.

18.1s it possible to receive samples of a transcript and a decision (The RFQ refers {o an aitached
example of a decision, yet none was found in the packet received)?

Answer: Yes, Attachment A was inadvertenﬂy omitted from the original RFQ.
19.Can you please make available the following information about tﬁe current contract:
a) The Vendor name:
Answer: Refer {o answer from question #5.

b) The per page pricing (for hearings and decisions/orders):



~Answer: Refer {o answer from question #5.
) Spending under this contract for 2008;
‘Answer: The expendures for calendar year 2009, was approximately $75,(_)D0,00
. dy The iength of the contract? l |

Answer: The original contract was 12 months with two, one year renewals for a totai of
36 months

20. How will cassette tapes for hearings (as distinct from recordings of decisions/orders) be
delivered to the vendor? Like decisions/orders that are recorded fo cassette due to technical
maffunctaon will this delivery be via postal mail?

‘Answer: Cassette tapes for hearmg are picked up by the vendor once per week.

21. In what situation would the requirement for “in- person pick-up be exercised? How frequenﬂy
will you require this service? :

Answer. Refer to answer from question #20.

22.1sa th;rd -party messenger, such as FedEx ora messenger serwce an acceptabie form of “in
person pick-up?”

Answer Yes

23. Do we need fo return tapes you send us under the contract? !f yes, please specify your
preferred dehvery method, frequency and timeframe.

Answer: Yes. Transcribed tapes may be dropped off by the vendor in thetr weekly plck-up of
hearing tapes.

24, Is there a deadline for transcription of hearings? Decisions/orders are due to be deiwered in
48 hours, does this deadline also apply to hearings?

Answer. No, but our preference is within fwo weeks from receipt.

25. What shipping methods are acceptable for the deiwery of the hearing’ transcr:pts Wthh we are
requ;fed to print on “20# White bond” paper?.

Answer: Any reliable delivery method is acceptable.

26. Do you have a preferred security method for electronic document transfer (file password-
' protection/secure FTP/PGP encryption)? What security method is currently in use?

Answer: The Office of Judges currently receive documents from the vendor through a secure
. site with password protectionfencryption. ‘

- 27. On average, what is the length {number of pages) of a hearirig transé;ript?



Answer: Refer o ariswer from guestion #9.
28. Attachment A was not included in the downloaded document. Can this be sent out?
‘Answer: Refer to answer from question #3. | |

29. While | can find mformatlon regarding the volume of work for Decisions and Orders, | can not
find anything for Hearings other than there are approximately 70 Hearings per month. Wouid .
you please give us some additional information on estimated volume? :

Answer: Refer to answer from question #9.

30. With mention of a required Certification and an index indicating Direcf, Cross, Redirect, and
Re-cross, | wonder if the Hearings need fo be transcribed Verbatim?

Answer. Yes

31. Would you please give us the name of the current Vendor, and their rate?
Answei‘: Refer to answer from queé’cion #5. |

32. Who is the current vendor?
Answer: Refer to answer from quéstion #5.

33. When does the current coniract expire or is it being terminated for other reasons?

Answer: The current contract expires February 28, 2010 and we have exhausted all renewals
_options,

34. Were any special terms and conditions negotiated beyond the general terms and conditions
provided in the RFP?

Answer: No, all terms and conditions are defined in the RFQ.
35. What is the current contract pricing per page for:
a) Transcription from cassettes for Office of Judges hearirigs.
Answer: Refer to answer from question #5. |
b) Transcription from decisions and orders.
Answer: Refer to answer from question #5.
¢)  Any additional charges from contractor.
Answer. No.
36. What is the annual budget approved for this contract?

Answer: This information is not avaiiabie.



37. How much was billed and paid in the last year of the curfent contract?
Answer: Refer to answer from question #19 ¢.

38. Section 3 “Project’” des_cribas volume estimates and format requirements. Office of Judges
hearings estimates 70 hearings per month recorded on casseties.

. ‘@) Whatis the average length in minutes per hearing?
Answer: Varieé o | -
a) How many casseites per month are providéd’?
‘ AnsWer: Varies | ‘_
b)' Average number of pages per hearing produced in the format required?
Answer, Refer to answer from question #9.

39 Can you provide sample franscriptions of Office of Judges hearings and Demstons!()rders
(meant to be Atfachment A to the RFQ?) in the requared format?

Answer. Refer to answer from question #3.

40 How are the casseties for Off’ ice of Judges hearings delivered to vendor and with what
frequency? .

Answer: Refer to answer from question #20.
41. Scope of Work states that “...vendor be available for in-person pickup of cassett_es..
a) | s vendor réquired to have a local office?
| Ans@er: No |
b) May vendor provide pickup services via an accredited courier sewice?
Answer: Yes |
c) Under what circumstances and hbw oftén is on«siie pickup required?

. Answer. Vendor picks up tapes from hearings once per week and no additional on-site -
pickup is required.

42. When does the 48 hour turnaround time (TAT) commence’?

Answer. The turnaround time commences when a dec:s:on is electronicaliy delivered. (48 hour -
“rule does not include weekends during the period 5: 00 p.m. Friday to 8:00 a.m. on Monday.)

43, Searchable database requirement



a) Where does the database reside — at the vendor site or on Insurance Commtssmn
hardware on their premises?

" Answer: Vendor site
b)  Who operates and administers the database?
Answer. Vendor

c) As the vendor is required fo retain a “copy” of the electronically transmitted documents
for only a 45 day period, how would the vendor provide search capability as desired for
the required data after that time?

Answer:. Whatever method the vendor chooses fo use.

44. I a bidder is not currently registered with the state Purchasing webs;te how will we receive
updates and amendments to the RFQ? We are currently in the regzs’tratnon process but do not
want to miss timely information while that is accompllshed

Answer: If you are not currently registered, you may obtam copies of all addendums by
contacting our bid request line at 304-558-2306.

45. What are the evaluation criteria for this bid?

Answer:. Lowest bid meeting the requirements set forth in the specifications for this RFQ. By
submitting a bid, the vendor is agreeing to meet ali requirements.

46, Prior to any award, the apparent successful vendor must be properly register with the
Purchasing Division and have paid the required $125.00:

a) How do we pay the fee? Answer: The successful vendor must complete a WV-1
Vendor Registration and Disclosure Statement and submit a check or money order made
payable to "State of West Virginia" in the amount of $125.00. To exped:te the process, credit
card payments are also accepted, please call 304-558-2311. .

b) What exactly does this fee do? Answer: Being registered with the WV Purchasing
Division, you gain access to the WV Purchasing Bulletin which contains information on
purchasmg reguirements in excess of $25,000.00.

c) is it for this RFP? Answer: No, but if you are the apparent low b1dder you will be
required to become reg:stered prior to receiving the award.

47. LICENSING: Vendors must be licensed and in good standing in accordance with any and all
state and local laws and requirement by any state or local agency of West Virginia, ancludtng
but not limited to, the West Virginia Secretary of State’s Office, the West Virginia Tax Dept.,
and the West Virginia Insurance Commission. The vendor must provide all necessary releases
to obtain information to enable the director or spending unit to verify that the vendor is licensed
and in good standing with the above entities. Is there anything we need to complete?



Answer; ltis the Vendor's responsibility to ensure proper licensing.
48. is the véncﬁor‘s FEIN number mandatory? WiEl the vendor's social security humber suffice?

Answer: No, an FEIN number is not manda’sory The vendor may use a social security
number. -

'49. Do licensing and registration requirements need to be verified prior to the vendor submitting
quotation, February 24, 201077

Answer: A Vendor must be prcperiy hcensed to do business in the S’tate of West Virginia prior
o submitting their bid.

50. Does the vandor have o conduct operatlons ina commercsai space or will a residential office
suffice?

Answer: No requirement

51. Is a reporter required fo attend and record the hearings? If not, are cassettes the only media

used for recording hearings and is an annotation of the proceedings provided with the
recordings, along with names of partlas st cetera?

Answer: No. Currently we are using casseties but the OQJ is investigating poss_._ihiiity of digital
recording. No annotation provided.

52. What is the turnaround time for the delivery of hearing transcripts; i.e., 10 business days?
Answer. Refer fo answer from question #24 |
53.1sa teieconferencmg service acceptabie o record dictation of decxssons’?

Answer. No, the current system (DES) used by the judges requires them to dactate into

Boomerang and the digital recording is stored on their computer and goes to the vendor who
has the DES set up on their end.

54. Please clarify what pages of the RFQ are reqmred to be returned? Wou!d pages 6 16-19 be
correct? _ .

Answer: Thesé pages would be acqepfable.
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Attachment A |

- STATE OF WEST VIRGINIA

WORKERS' COMPENSATION OFFICE OF JUDGES
PO, Box 2233, Charieston, WV 25328

. Telephone (m} 558.0862
IN THE MATTER OF: .
_ RE: 00J Case ID: O0J-A
CLAIMANT JON: |
and | CRN:
D.0.4:
EMPLOYER

DECISION OF ADMINISTRATIVE L AW JUDGE
PARTIES: R |

Claimant, by counsei,"
- Employer, by counsel,

ISSUE:

The claimant protested the Claim Admiﬁistrator‘s Order dated Januéry_ 20,
2000 that denied a reopening of this claim for temporary fotal disebility benefits.

DECISION:
it is ORDERED that the Order dated January 20, 20089, is AFFIRMED.

RECORD CONSIDERED:

Please see attached Record to ba Considered.

FINDINGS OF FACT:

1. “The claim administrator issued an Order January 20, 2009, denying
the December 15, 2008, request to reopen this claim for temporary total disability
benefits, as the evidence submitted did not establish that the claimant’s condition

“was caused by the compensable injury. The Order further stated, “There is
insufficient objective medical evidence to relate the current complaints to the
compensable injury of March 27, 2007. This Declsion was based primarily on the
following: Claim Reopening Application for Temporary Total DisabilityMWage
Replacement Benefits signed by Dr. Stephen Mascio on December 15, 20087
The claimant protested this Order.



0O0J Case lD: 00J-A

2. The employer submitted the Empioyee’s and Phystcnans Report of
injury dated March 19, 2007. The claimant twisted his back at work on March 7,
2007. Dr. Stephen Mascio, D.O., treated the claimant on March 19, 2007, and
diagnosed him with iumbosacral strain with bilateral lower radiculopathy due to
an occupational injury. He noted the claimant would be off work for less than
four days and could return to modified work including no lifting of over 25 pounds
and no repetitive bending/climbing: :

3. The employer submitted the Claim Administrator's, Ordér dated March
27, 2007, holding this claim compensable for 724.4, unspecified thoraclcﬂumbar
neuritis and 846.0, sprain/strain lumbosacral region,

4. The empioyer submitted the MRI report dated March 28, 2007, by Jae
M. Koh, M.D. The impression was mild degenerative desiccation of mterverzebral
disc at 1.5-81 but was otherwise negative.

5. The employer submitted the report from Mark A. Fye, M.D. dated Apni
12, 2007. The claimant was referred by Dr. Mascio siatus post work-related
injury occurring & month ago. He twisted his low back and had been off work for
the last month. The claimant’s MRI is normal with mild disc desiccation at L5-81,
but no disc herniation or neurologic compression. There was no instability noted.
On examination, gait was normal. He could heel and toe walk without difficuity
and range of motion was normal. The claimant had some discomiort to palpation
over the left paraspinal musculaiure from 12 through L4. There was no.obvious
spasm. He was neurologically intact in both lower exiremities. Based on his
examination and the claimants MRI, Dr. Fye recommended continued non-
operative management with physical therapy and ants—mﬂammatones

6. The claimant submitted the report of the mdependent medical
evaluation by Dr. Waleed Mansour dated July 27, 2007. ~Under the clinical
~ synopsis, it was stated “The claimant followed up with Stephen Mascio, D.O., on
March 19, 2007. He presented with continued low back pain, numbness
radiating down his right lower extremity,” The diagnoses were thoracic or
tumbosacral radiculitis/neuritis, unspecified, and lumbosacral sprain.  Dr.
‘Mansour found the claimant fo not be at maximum medical improvement as his
condition had not stabilized and fundamental, functional and physiological
change could be expected in the condition with continued medical treatment and
rehabilitation. The claimant was working without the necessity for modified work.
- Dr. Mansour deferred an impairment rating and recommended the Claimant

:undergo anFCE and an ﬁhﬁG!nerve conduction studies.

7. The amployer submxtied the Cialm Admm:strator s Order dated August
13, 2007, that closed this claim for temporary total disability benefits as medical
evidence had not been reoewed showmg the claimant continued to be totaiiy
dlsabled

11 .
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8. The employer submitted the report from Sami Sakla, M.D. dated
September 10, 2007. The claimant was treated for chronic low back pain. He
denied any pain through his lower extremities and siated that the tingling and
numbness he used to have in his lower extremities had completely resolved over
the last four weeks. The claimant stated physical therapy had decreased his
pain quite a bit. Dr. Sakla advised the claimant to continue with physical therapy
since it had been helping to diminish his pain. He also recommended Dr. Mascio
prescribe a non-steroidal anti-inflammatory medication.

9. The employer submitted the Claim Administrator's Order dated
November 28, 2007, that closed this claim for rehabilitation services, as the
cleimant returned to work with the pre-injury employer and his pre-injury job.

10.The employer submitted the report from Joseph Grady, M.D. dated
December 14, 2007, The claimant reported that he continued to have problems
of lower back pain and indicated that he has some residual radiation of
discornfort from the lower back into both of his lower extremities in the form of
stabbing pain. The claimant was found to be at maximum medical improvement.
It was noted he was currently working as a mechanic for the Department of
Highways. Dr. Grady found 5% whole person impairment due to the
compensable injury.

11.The employer submitted the Claim Administrator's Order dated
January 23, 2008, granting the claimant a 5% permanent partial disability award
pursuant to the December 14, 2007, report fram Dr. Grady.

) 12 The claimant submitted the Office of Judges Order Dismissing Protest
and Affirming Decision dated April 11, 2008, as the claimant withdrew his protest
to the Claim Administrator's Order dated January 23, 2008 that granted the
claimant a 5% permanent partial disability award.

13.The claimant submitted the report from Stephen Mascio, M.D. dated
December 16, 2008. The claimant re-aggravated his lower back while putting on
his socks. He felt'a “pop” in his lower back, which is the same area as the
previous injury. He has low back pain radiating down the right leg. He was taken
off work and wants to reopen his old ciaim. The diagnoses were sprain of
lumbosacral joint and lumbar radiculopathy.

: 14.The employer submitted the Claim Reopening Application for
Temporary Total Disability/Wage Replacement Benefits signed by Stephen H.
‘Mascio, D.O., on December 15, 2008. The claimant filed the application due to
an aggravation and/or progression of his condition that occurred when he bent
over to put socks and felt something “pop” in his back. The pain is located in the

same area as the past injury. The claimant has pain in the low back radiating
down the right teg. The claimant is temporarily and totally disabled from

December 15, 2008, through December 22, 2008.

12
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15.The claimant submitied the report from Stephen Mascio, M.D. dated
December 22, 2008. The claimant continued to experience low back pain
radiating down the right leg. He was taken off of work. The diagnoses were
‘sprain of lumbosacral joint and lumbar rediculopathy. : L

16.The claimant submitted the report from Stephen Mascio, M.D. dated
January 20, 2009. The claimant continued to experience low back pain. An MRI
was scheduled. He remained off of work. It was noted he was awaiting his
administrator to reopen his claim. -

17.The claimant submitted the report from Stephen Mascio, M.D. dated
January 26, 2009. The claimant continued to experience low back pain radiating
into the right leg. He noficed slight improvement. He remained off of work. It
was noted the administrator denied reopening of the claim. .

18.The claimant submitted the report by Stephen Mascio, M.D. dated
February 9, 2009, The claimant continued to experience low back pain radiating
to both fower extremities. He continued off of work. He has an upcoming
appointment with Dr. Bejjani. ‘ ' : -

- 19.The claimant submitted the report from Stephen Mascio, M.D. dated
March 10, 2009. The claimant continued fo experience low back pain radiating
down the right leg. During his recent visit, Dr. Bejjani recommended physical

therapy. He remained off of work and the reopening of the old claim was still

pending.

' 20.The claimant submitted the report from Stephen Mascio, M.D. dated
May 5, 2009. The claimant continued to experience low back pain radiating
down the right leg. He had a second injection by Dr. Sakla and noficed
 improvement. He was currently off of work.

21.The claimaht submitted the report from Stephen Masclo, M.D. dated

‘June 30, 2009. The claimant continued 10 experience low back pain. He finished
- a series of three injections with Dr. Sakla. He recently saw Dr. Bejjani, who
- recommended a CT myelogram. "l_-"he claimant was currently off of work.

22.The claimant submitted a closing argument dated July 27, 2009. &t
was the claimant's position that he is entitled to a reopening of his claim and
temporary total disability benefits should be paid for the period December 15,
2008, through June 30, 2009, for an aggravation of this compensable injury, as

the pain he suffered pulling on his socks was in the same area as his past injury.

: - 23. The employer submitted a closing argument dated September 9, .2009. :
The employer argued the claimant suffered a new onset of right sided low back

pain when he bent over to put on his socks. However, the pain following the

13
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compensable injury was focal fo the left. It was the employer’'s position that the
evidence of record supporied the conclusion that the claim administrator
appropriately denied reopening of this claim for temporary total disabilily benefits.

DISCUSSION:

- For purposes of obtaining a reopening of a workers’ compensation claim
under the provisions of W.Va. Code §§23-5-2 and 23-5-3 the claimant must
make . application in writing showing a progression or aggravation of the
compensable condition or some other fact or facts which were not previously

considered that would entitie the claimant to greater benefits than helshe has

already received.

. As defined in Harper v, State Workmen's Compensation Commissioner.
160 W.Va, 364, 234 S.E.2d 779 (1977), “cause” for further adjustment of an
award has been interpreted as a showing of a prima facie cause which means

nothing more than any evidence which would tend to justify, but not compel, the

inference that there has been a progression or aggravation of the former injury.

The issue is whether the event that caused the progression or aggravation
of the claimant’s compensable injury was a normal consequence that flowed from
the injury or if it were an independent intervening event. in Wilson v. Workers’
Compensation Commissioner, 174 W.Va. 61, 328 S.E.2d 485 (1984), the West
Virginia Supreme Court held:

“IAls a general rule, if a worker's compensation claimant shows that
he received an initial injury which arose out of and in the course of
his employment, then every nommal consequence that flows from
the injury likewise arises out of the employment. 1, however, a
subsequent aggravation of the initial injuty arises from an
independent intervening cause not atiributeble to the claimant's
customary activity in light of his condition, then such aggravation is
not compensable.” '

" The court found in Wilson, supra, that the claimant Wilson had sufiered a
progression or aggravation of his compensable back injury when he was lifting a

child at his home. The claimant had testified that he had had continuing .
problems with his back upon lifting objects and his physician testified that the

subsequent back problem was an aggravation of the compensable injury.

W. Va. Code §23-4-1g provides that the resolution of any issue shall be
based on a weighing of all evidence pertaining to the issue and a finding that a
preponderance of the evidence supports the chosen manner of resolution. The
process of weighing evidence shall include, but not be fimited to, an assessment
of the relevance, credibility, materiaiity and reliability that the evidence possesses
in the context of the issue presenied. No issue may be resolved by allowing

14
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certain evidence to be dzspasmve simply because it is reliable and is most
favorable fo & party’s interests or position. The resolution of issues in claims for
compensation must be decided on the merits and not according 1o any principle
© that requires statutes govemmg ‘workers’ compensation to be liberally construed
" because ihey are remedial in nature. If, after weighing all of the evidence

regarding an issue, there is a finding that an equal amount of evidentiary weight |

. exists for each side, the reso!m:on that is most consistent with the c!atmant’
position w:il be adopted. :

Preponderance of the evidence means proof that something is more likely
so than not so. In other words, a preponderance of the evidence means such
evidence, when considered and compared with opposing evidence, I8 more
persuasive or convincing. Preponderance of the evidence may not be
determined by merely counting the number of witnesses, reports, evaluations, or
other items of evidence. Rather, it is determined by assessing the
persuasiveness of the evidence including the opportunity for kmwtedge
snformataon possessed, and manner of test:fymg or reporting. '

At issue is whemer the claimant suffered an aggravat;on or progression of
his compensable injury rendermg him temporarily and totally disabled. The claim
" administraior denied a reopening for temporary folal disability benefits because
the evidence submitted did not establish that the claimant’s current condition was
caused by his compensable injury. The claimant argued that he was entitied to
temporary total disability benefits for the period December 15, 2008, through
June 30, 2008, for an aggravation of his compensabie injury because the pain he
suffered while pulling on his socks was in the same area as the occupational
back injury. The employer argued that the claimant emenenced right sided back
pain when he bent to put on his socks, and th:s pain is distinct from the prior left
-sided pain.

In this case, the preponderance of the evidence shows that the claimant
did not suffer an aggravatlon or progression of his compensable injury. The
claimant suffered a twisting injury o his back March 7, 2007. The claim was held
compensable for unspecified thoraciclumbar neuritis and sprainfstrain
lumbosacral region. The claimant reached maximum medical improvement and

‘was granted a permanent partial disability award December 15, 2007. The

December 15, 2008, report from Dr. Mascio indicated the claimant agoravated
his lower back pain while putting on his socks. On December 22, 2008, Dr.
Mascio diagnosed the claimant with lumbosacral joint sprain and lumbar
radiculopathy.. The act of puﬂlng on his socks constituted an independent
infervening cause within the meaning of Wilson, supra, pamcuiariy in light of the
MRI evidence made within weeks of the occupational injury showing mild
degenerative desiccation of the lumbar spine. Also, the original injury, which
occurred on March 7, 2007, was held compensable for thoracic/lumbar neuritis
“and spramlstraun lumbosacral region. The subsequent injury has a diagnosis of
- gprain of lumbosacral joint and lumbar radiculopathy. These diagnoses were not

15
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made until nearly two years after the original injury. Pursuant fo 85 CSR 20, §
37.5, the estimated duration of care for a low back sprain/strain is zero to four
weeks, not o exceed eight weeks, The record shows that the claimant’s initial
jumbar sprain had healed by December 14, 2007, the date Dr. Grady's
independent medical evaluation report. - Although the initial diagnosis of
thoracicflumbar neuritis is similar {0 the subsequent diagnosis of lumbar
radiculopathy, the current symptoms are atiributable to the mild degenerative
desiceation of the lumbar spine, as opposed to the relatively minor initial injury.

Therefore, the Claim Administrafor's Order dated January 20, 2009, is
affirmed. R :

CONCLUSIONS OF LAW:

. The ciaimant did not suffer an aggravation or pmgres'sio'n of his
cocupational injury.

“Therefore, the Claim Administrator's Order dated January 20, 2008, is

AFFIRMED. -
APPEAL RIGHTS:

. Under the provisions of W.Va. Code §23-5-12, any aggrieved party may
file a written appeal within thirty (30) days after receipt of any decision or action
of the Administrative Law Judge. The appeal shall be filed with the Board of
Review at P.O. Box 2628, Charleston, WV, 25320.

DATE: November 30, 2009

Administrafive [aw Judgé
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Employer L o
o o Cross by
Transcript of pmcéﬁgiggs held § m the \;/eaj;%2 nE Squar? Vs@o M M’l@ﬁ
orthe 1 g\ day of Jantsry, 2019 ' §
BEFORE: JOSEE’H MANGUSO, Adminlsﬁ'aﬁve
APPEARANCES: Cif-fs Zn’;l %gﬁrem&ﬁgepreseg%ega%y
eeimg, WV 2600
gfi}?!iﬁ&ﬁ%g?&g %’&R Atty at é.aw
R represenilng the Employer
co WILLIAM GALLAGHER
PATRICIA MCENTEER
1. 8 Serviges L5 Services
{740y 377-9413 (740) 377-2411
S0 10 No. 3. B v remsymen . QOJIONe 4
1 JUDGE MANCUSO:  This is claim number A308-Q02308. 1 JUDGE MANCUSO:  Would you please raise your right
2 The Claimantis & - the Employer is 2 hand? Do you solemnly swear o affirn the
3 g " ¥e're here this morning on the 3 testimony you give this morning will be-the ruth?
4 Claimant's pratest to the Claim Administrator's 4 Justsay yesorne,
5 Order of Qctoher 18, 2009, which clesed the claim & CLAIMANT: Yes.,
8 for terporary total disabifity bensfits afid medical & JUDGE MANCUSO:  You may inguire,
I benefits. Lat the reflect that the Claimant appears 7 MCINGER: Okay, thank you.
8 in person but is represented by counsel, Mr. ' B {Claimant sworn}
g Wiliam Gaflagher out of Wheeling, West Virginia. 9 THEREUPON,
to - Lt the record further reflect that the Empioyer 10 ' : ~ _
11 appears by counsel this moming. 11 the Claimant hersin, being duly sworn, testified as follows:
12 MS. MCENTEER: Patricia McEnteer. 12 DIRECT EXAMINATION
13 JUDGE MANCUSB(O: Address, please. 13 BY MS. MCENTEER: :
14 - M8 MCENTEER: Wexford, Pehinsylvania. Do you 4 0Q iince the order was issued on October 15,
15 fieed the sirest address? 15 2009, have you made any effort to chtam evidence
16 JUDGE MANCUSO: itjust helps for whenever they get.., 18 from Dr. \Miller In support of your protest?
17 M8 MCENTEER: it's 2500 Brookires Road, Stite 100, 17 A Yes.
18 Waexford, Pennsylvania, 15090. 18 Q  Apd what were those efforis?
19 JUDGE MANGCUSD: . we're here this motming 19 A ! have his whole written, and you should have received
20 on your protest. 8o ¥ there’s something you want 20 also from. the lawyer his ﬁndi'ngs. what he wanted
21 to say atf this time, that's fine. ¥ not, | believe the 21 me fo‘oonﬁnué,'trea’zman’z, going to therapy, do s
"t 2R Employer's counsel has some questions for you. 22 MRiwhich was received. ..
25 CLAIMANT: That's fine, yeah. 23 Q@ Okay, are you refering to 'the madical, just his medical
L 5 Sevives L S Services ’ '
(740) 377-8411 .

(74D) 377-9411
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1 records? 4 Right on the very first report from MonGeneral,
2 A Yes 2 O Okay, but 'm saying afterJune 1, 2008, that's when
3 Q  You didn't atiempt tn obtein any type of report from 3 - you were seen at MonGeneral; correct?
4 Him? 4 A June 1% was the day | was seen af MonGeneral,
5 A | did atterapt to get ancther appointiment made ss & 5 Q Yes’ .-
B foliovw-up before the hearlng, and they would riot 6 A  Yes. )
7 reguestit. And my lawyer said he would teke care 7 Q FromJune...after June $" thiough July 20 when you
8 of it. . 8 - first saw Dr. Miler, you made no complaints of fow
@ O Now youwould admit that you no fonger have any rib 8 _ back pain during that period?
10 . pain; comect? 10 A No, afl slong i dld Al glong | made. JUDGE
11 A Right, yesh . 11 : GREENE:
12 @ 8o your ri pairt, your rik contusion, you'd admit yau 42 @ Now youwould agree that you made a difference
13 have no probiems with that? 13 - between your hip pein and your back pain fo your
14 A The ribproblem is fine, yesh. 14 therapist; comrect?
16 Q Okay. Now with respect to the medical reccards that 15 A Ohyes,
16 were submitted to you by your counsel, they reflect 18 O And youwoukt tell her, okay, my hip hurts compared to
17 that you didn't meke any low back compiaints from 17 oh, H's my baci that's huriing; correct? -
18 June 1, 2008 through July 28, 2008, Would you 18 A . Right |always say it ke this. Anytime anybody asks
19 agree with that? 18 me where the pain is, | go like this. They say well,
20 A Ko 28 that’s In your back. |oetconfused. | havea hard |
21 @ And why doi't you agree with that? 21 fime. I've elways said my back ks here and my hutt
23 A if's on the MonGeneral report, the EMT report, Dr., 22 is here, but i's fight in my back.
23 ' Miler, physical therapy. Everything, very firstday. 23 @ Andysu were pointing towards your back?
L 8 Services 1. S Sewvices
{740} 37792411 {740) 377-9411
OOJ D No, 7 (  O0LIDNo.. 8
1 A Rightinmy back, yes. k| anything sihce thet was done.
2 Q@ Andsolf you had said oh, my hack huris fo your 2 @ Soyou had no hip complainis following 19887
3 therapist that's what you would have informed hef; 3 A No,maam. .
4 co;reot? 4 Q And who did you trest with?
5 A Yes, 5 A Dr. Thrush In Fairmont,
6 Q Okay. Andnow you admit that you also had a prior hip 8 G-. Anybody else?
7 injury; comect? 7 A bactually gothurtin Virginia. So there's a couple of
8 A Uh-huh 8 doctors outthere, | don't know their names right
9 0 Andthat resuited in surgery? 8 offhand. 1¥'s been fike I'sald since "9¢ pr'88. |had
10 JUDGE MANCUSO:  You have fo say yes of no. 10 other doctors out there. And actually when it
11 CLAMMANT: Pmsorry. Yes, 11 fractured it didn’t show up on like x-ray right off, 1
12 BY MS. MCINGER: 12 mean was back to work the nexd day, fractured
13 Q And that..you underwent surgery for that; correct? 13 tib...of fracturad hip and everything else and by
14 A Yes,in'go. 14 the day...} worked that whole next day and that
15 @ And have you had any follow-up tregtment with respect 15 evening | couldn't walk. It didn't show up on an x-
16 to that, your ribs (i} since then? 16 ray untll ke five weeks lafer.
17 A No, that wasn't to do with my ribs. That was just my 17 O Okay, that's ine. | don'{want to gel info it.
8 Hp, 18 A Oh, okay.
16 Q Pmsony, | apologize. 19 Q |justwanted to know who you treated with with respect
20 A No, no. | went to them and all and they finally informed 20 o that injury.
21 tie that they could not do any more, that the 21 A Right, okay.
22 treatrnent there was done, That was in *89, and | 22 @ And thatwould be Dr, Thrush from Fairmont.
23 have not had any problem whatsoever with 23 A VYes, Dr. Thrush

L S Services
(740) 377-8411
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going away, | ain't had no problem withit.

- 18 Services
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1 Q@ And did you treat with your family physician as a result 1 A Gosh, like | said that was the left side. That was
2 of that injury? 2 probably 20 years ago. | warked at Piegmont
3 A ididr'thave a family physician at that tre. 3 Hospital in (naudible). The doctor's name | cannat
4 Q Now you have had prior back injuries; correct? 4 remember his nare, :
3 A Yes, onthe left side of my back. I've never had any 5 Q  There was alse records to that work injury as well 2s to
g problem with the right side, 8 . two other injuries, one that happened o vagation,
7 G And you never reportad when you first Informed Dr 7 A Yeah, thatwas after | got hurt on the job and siuff
& Miller of back pain, you didn't differentiate between 8 there. | had just bought a new house, and | was
g left and right; you just said back pain, rght? 1t 8 Yaking drywall down around it and 1 twisted, had a
10 wash't undl fater visits that you said oh, t was 10 real sharp pain in my back and went down on my
11 onfy...my prior back pain was only on the Jefi; 11 knees, S T
12 . comect? . ’ 12 Q  And who has been your family physician for the lastien
13 A That pain | had before was oniy on the leff, yes, And 13 years? ' :
14 yezh, to him the only thing | ever sald tohimis 14 A Peggy Philiips.
15 right back pain, And | never have dealt with back 6 - & Howilong have you treaied with her, the whole fen
18 pain an the right side before. And | never had any 16 years? _
17 pain my Hyht side of my back even when | broke 17 A Oh my. Well, iwas actually seeing 2 Dr. Parsons and
18 my hip, 18 then I went back to Dr. Pegyy Phillips, which she's
18 Q Whodid youtreatwithas a r%uit of your back injuties? 18 a mirse practitioner. Now they would not agree o
20 A With Dr. Miller who's an crthopadac docior. 20 me seeing her as g doctor. They wanted me o go
2t Q I'monet. 2 to an erthopedic dostor, which was great. | mean )
22 A Now, [ did...oh, you mean from.., 22 didn't have 2 bit of a problem with guing o him.
23 @ Prior, your prior back injurias. 23 .Q Butprior she's been...how long has she been your
18 Sewvices L 8 Services ‘
. {740) 3779411 (7405 377-9411
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1. family physician? 1 @& Now with respect to your hip, would you agree that your
2 A Oh, boy, years and years ago. And then | lefi her and 2 hip has fully recoverad?
3 -went back. Probably for the good last. . .what, five 3 A Oh, yes. Yaah, itwas...| ain't had ne problem with it
4 years, four or five years, something like that. 4 Pve worked, you know, where | work how almost
8 Q Andyadre also on medication for resfless leg ) five years, going on five years.
8 syndrome; correct? -8B Q FPmepeaking right now surrently.
7 A Right 7 A _
8 @ Andhowlong have you been taking medication for 8 Q Your hipis fully recovered?
8 that? 8 A Yes. i never had no problem fike | say. i'd say itis,
A% A Probably what, & ccuple of years probab&y | didr't 106 . . y685, _
1 even know what it was. B AR ¢ And s0 the only thing that you're cqmplaining about is
12 Q  And who treats you for that? 12 fow back complainis? _
13 A Peggy Phillips, 13 A Lowbeckand my leg. My leg gets reat weak, yes. |
4 Q  And you sdso have @ history of bauk arlivitis; vorrect? 14 ‘ twisted it like.. the maorring | el  like twisted
16 A Lowback, yes. Yes, | had lower back arthritis. They 15 under the asphalt roller { was running. They
16 classify it as arthritis, but it was always just on this 18 thought | actually broke...rebroke my hip or broke
17 left side of my back. So ! dor't know... 17 my leg, but it wasn't broke, Bus i fike twisted in
8 Q@  Andwho did ypu freat with for that? 18 there somehow. Because they told me | broke
19 A {think it wes Peggy Phillips on that, | do believe. 19 something then, because | was laying on the
20 Q When was the last time you regeived treatment for that 20 © ground, you know.
21 condifion? 21 Q@  Youhaver'thad any...recelved any treatment for your
22 A Oh, ®sbesha long ime. {aintnever,..it's just ke 22 leg complaints?
23 23 A

Just therapy and stff like that, Jjust because my leg is

L B Servees
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1 real weak. fcan't put all my weight on my ley ill. 1 a day depending on the pain, And actually Fve not
2 1 mean | can't... ke golng up a set of steps or 2 been able to afford to gét that since Fwas cut off,
3 something fike that, | welk fike I'm some kind of 3 Like t say, 1 can't afford the preseripiion.
4 invalid or something because i san't put my weight 4 @ Whatdoyour leg...I'm sorry. '
5 on that leg, 5§ A Thatsokay.
8 Q And you acknowledge that your one leg, your right leg & 0 Whatdo your dally fving activities consist of?
7 is shorter than your left leg; correct? 7 A Now? :
B A Yes. - 8 Q VYes. :
g O Now does that make you walk with & mp? 8 A Notmuch | barely leave my house. . | don't drive. |
0 A 1never noticed it. When they chiecked itthat day, i do 10 drive oorasionally, but it just about iills me. 1t Kiis
" have a certain amount of lims but | never noticed ) me to ride in @ vehicle. 1 mean it just hurts so bad
12 Fow bad it was untit Dr. Miller and [ think 12 usually 1 can't get out and walk once | get out of
13 Brogkmeyer (phunefic) sald something about it 13 the par. But ustally my wife drives me or
14 being off a fittle bit, Ske a quarter of an Inch or 14 whatever. But like | geid, | do drive; but | dor’t
15 something fike that ' 15 drive... fo go anywhere very far from where | live, |
16 G Do youwear any iype of orthapedic device for your 16 just can't do it .
17 teg? 17 Q@ D6 you performany type of household chores?
18 A No. 18 A Notany more.
19 G Ave you on any medication for your leg? 19 Q  Any aciivifies?
20 A Do you mean like just pain kiliers? 20 A Notreally, no. |can count the number of times F've
21§ Anything, any specific treatment for your leg? 21 . been out of my house to do anything on my hands,
22 A No. I've been going to therapy, yeah. But pain kiliers, 22 Q Have you locked for any type of work since your injury?
A £'m taking fike Dolobid, Dolobid two or three times 23 A No
1. § Senvices L. 8 Services
(740) 377-9411 {740) 377-8411
OO 112 No. - 15 i e T 18
1 Q Are you undergoing any type of therapy right now? ] #at | was being out off. That said that was okay,
2 A Npo, thay cut everything off. And ke t said, | basically 2 {hey wiote. .
3 cannot afford %o do it on my income. They will not 3 And the other thing that...ob, my
4 authorize anything else. 4 lawyer also told e they carmnot...they pan
5 MBS, MCENT_EER: | have ho further questions. Thanlk 5 suspend your whatever and give your doctor 2
8 you, 8 chance to say what he tinks about the medical
7 JUDGE MANGCUSO: Do you have anything you'd like fo 7 maximurm...you know, maxirmum medical
8 say, 8 improvement and aff that, which was net dona.
o CLAIMANT: Just the resutt, iike | seid, the MRI 8 And he sakd by law they cannot cut
10 and st fike that, it being denled. That was the 10 your medical benefits off if you're stlll needing
11 one fhing. And my doctor did have an ongoing 11 freatment and all that He said someﬂﬁng abolt as
12 trestrnent plan, which they said based on the 12 ong 2% you go fo 2 doctor within five years they
13 angoing treatment plan it shauldr't have been cut 13 cannot cut that off. 1 don't know how, you
14 off. And my file, i was danied. A copy of my file 14 know...Pve never went e this stuff before, It's,
15 was denied (naudibie), and they sald F'm entitled 15 you know, new to me.

.18 o whatever they have file-wise on me. They 16 JUDGE MANCUSO:  There is no evidence after the report
17 denied me that 17 of Dr. Brockmneyer, right? There's fothing fo refute
18 Well, when they cut me off they 18 Dr. Brockmeyer?

18 sulied over the phone, They cut me off based on 19 M8, MCENTEER: No, there isn't.

20 the e-mail that they got from the ones who had 20 CLAIMANT: No, hie was never given a change.
21 scheduled the HME. And ihe last chieck ! got was 21 Dr. Milier was never given a chance fo rebut that.
22 on fike the 18" of October, and | didn't anything in 22 JUDGE MANCUSQG:  Any further questions?

23 writing untl like & week, @ wesk and = haif fater, 23

MS. MCENTEER: No.

. 8 Sepviges
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JUDGE MANCUSO: Do you have anything further you
want o say? '

CLAIMANT:. No.

JUBHGE MANCUSO: i there's nothing further, the matter
will be submitted, : - :

STATE OF WEST VIRGINIA,

WORKERS' COMPENSATION QFFICE OF JUDGES, 1o

wit

{ hereby certify that the foregoing procesding was
transeribed from a recorded fype.

This, the 30th day of Januery, 2010,

M.._ Wﬂ?{

LISA M. HANSON

L 3 Sepvices
{743} 377894431
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INS10002 TRANSCRIPTION AND DECISIONS TYPING SERVICES Page 1

Executive Summary

YHE BUREAU OF OFFICE SERVICES (“Bureau”) is a 52-year-old
Tcorporation that has provided large scale transcription and
document processing services since its inception. The
Bureau currently provides equipment and services
nationwide on a “24/7/365" basis. Our enterprise-scale
_digital media capture, speech recognition, specialty
transcription, translation, automated quality assurance, secure
delivery and secure reporting protocols are utilized daily by
thousands public and private sector users. In addition, our long history and unique historical
capabilities allow us to use older technologies that range from wax cylinder recordings, wire
recordings, Stenorette cartridges, Dictabelts, multi-track reel-to-reel tapes, over five (5) magnetic
cassette formats and more.

Every item necessary to implement the West Virginia Offices of the Insurance Commissioner,
(“WVOIC"), Worker's Compensation, Office of Judges transcription project including recording
capture, media distribution, transcription, quality assurance, secure delivery and remote
reporting is in place and operational. Every aspect of the implementation adheres to the RFQ
requirements and industry standards as they relate to privacy, security, training, certification and
billing. Characteristics that distinguish us as a vendor are:

> Staff
> 100% U.S.-based direct employees
- »  Transcription staff that averages over 15 years’ experience

»  Decades of experience with technical formats, production standards and workflow

»  Separate, in-house Quality Assurance (QA) department '

»  No subcontracting, no independent contractor “employees” and no off-shoring of work

»  Verifiably complete and successful implementations of multi-facility and multi-role
media capture, transcription, QA, delivery, system interface and training projects

»  Senior-level executive accessibility, responsiveness and involvement

»  Singularly accountable project manager and point-of-contact

»  In-house Information Systems (IS/IT) department and help desk

»  Separate Data Entry/Interface (DEI) department for planmng, creating and monitoring
sophisticated data integration projects

»  Comprehensive experience with systems, security and technical requirements

»  Corporate Policies, Reputation and Standards
»  Yearly employment contracts with all employees that include
»  Ethics clause
»  Data usage, privacy and security agreement
»  Safe and secure e-mail and internet usage policy
»  Provision and security of all equipment and work-related materials
»  Employees use only Bureau-owned computer systems and networks

Copyright ® 2010 Buresu of Office Senvices, Inc,
Praposat Unautherized Distribution Prohibited » PROPRIETARY « State of West Virginia Use Oniy Page 1 of 32
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~»  Updated anti-virus and anti-malware protectlon

»  Secure, encrypted secondary storage :
»  Specialized equipment for secure foreign system access, nef:workmg {e.g.
customer system), productivity enhancement, detailed logging and other tasks

»  Updated hard copy and electronic professional reference material (e.g., reference

books, dictionaries, style guides, customer-specific guidésetc.)

»  Certifications, Security and Training

’ .

Up-to-date (FY 2010), federal training for all staff covering:

»  Information Security

»  Privacy :

Federal security clearance for administrative, productlon and technical staff

Ongoing agreements and contracts with government agencies and private customers

nationwide
FIPS approved Encryption of data during transcription, quahty assurance and delivery
of completed work

PKI based e-mail with asymmetric, public key encrypt;on

»  Systems

>

In-place corporate data center, servers, networks, security and toli-free

telecommunication services ‘

In-house, centralized networks, hardware and software necessary to accurately and

efficiently process work

Secure, multi-terabyte media, document and data storage which far exceeds the RFQ’s

45-day storage requlrements _ :

»  Media retention and review configured for 365.days or more (up to 5 years)

»  Document retention and retrieval configured for 365 days or more (up to 5 years)

Automatic, hands-off, multi-level prioritization of incoming media

Automatic software and template updates for all production staff which ensure product

uniformity and ongoing changes to procedures and formats are immediately available to
all staff and customers, :

Triple-redundant enterprise broadband internet connectivity

Secure, FIPS-approved internet media capture, document access, management

reporting and administrative services

. Triple-redundant, hard-wired digital telephone connectmty

An array of time-saving and aceuracy-improving audio workflow options customizable
using any combination of organization, department, section and individual user levels
(e.g., prompting users for identifiers, case number, date(s) and more as needed)
Available efficiency-improving technology including digital portable, wireless, hands-
free, bar coding and other flexible audio and data capture at no additional cost

> Billing and Tracking

»

Automated, hands-off billing at the server level that premseiy conforms to sohmtation
specifications requiring character-based counting

Automatic, detailed logging of every data access and use event 1nciud1ng media
processing, listening, transcription, QA, document view and delivery for easily
verifiable contract compliance, day-to-day tracking and auditing

Secure, encrypted and FIPS 140 approved internet access to administrative data,
documents, detail and summary reportmg, access hlStOI'Y and other relevant data for
authorized state staff

Page 2 of 32
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B. Corporate Particulars

. ) . o YEARS OF
Bureau of Office Services, Inc. Bl  TRANSCRIPTION

361 S. Frontage Road, Suite 125 |_cXCELLENCE |

Burr R1dge IL 6052.7~6175

Teephone:  TolFes (o) sBUREAU

e S - .’Mal.n (630) 323—2600 S R
o Main Faix s {630) 3232601 -

Headquarters Address:

Websﬁe WWW., bureauhq com

" Estabhshed e ']anuary 8, 19 58

Executive Contact: Richard E. Plaseckl Premdent/CEO
- Office: (630) 323-2600 X.23
Private Fax:  (630) 789-3239
Cell/Pager:  (630) 235-6700 (after hours)
E-Mail: r1chn@bureauhq com

Systems Contact: * ',_FrednckR Nehls CIO L
(630) 323 -2601 . SR
- Cell/k " (630) 235-6701 (after hours)
‘ *.*-.'_‘-.;E—'Ma'ii:__'- fredn@bureauhq com:

Operational Contact:  Judy Everhart Government Accounts Manager
Office: (630) 323-2600 x.28
Private Fax:  (630) 323-0446
Cell/Pager:  (630) 235-6702 (after hours)
. E-Mail: iudve@bureauhq com

Operatxonal i_C(‘)fﬁf.éé;c"z":_i“-:’:Mlchael Weisbrodt General Accounts Manager
SR L N COffice: ':(630) 323—2600)(33 Sl :
" Private- Fax i {630) 321-0234 L
AT j;_C:ea_li/'.Page_r . {630) 247-6708. (after hours);:.
coele e E-Maile '_imlchaelw@bureauhg_ com
DUNS: _ ' 068- 61-8834

NAICS "561410

CAGE: XQs0

SIC ::::-., : e "f7338 7389

' Copyright @ 2G10 Bureau of Office Services, Inc.
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'Production_Methads_

A Productlon Workﬂow Overvxew

OMPLIANCE WITH RFQ SPECIFICATIONS involves the efficient collection, capture organization
Cand distribution of audio and video media, automatic prioritization, tracking, automated and
flexible transcription, integral quality assurance, proper staffing, page-based billing, robust
technical capabilities, regular communication and experienced project management. These
functional and procedural items are performed at several points in the capture, transcription and
delivery process. (Figure1) -

Recording, Transcription, QA and Delivery Workflow

Figures, Every step of the Bureau £o the Workers Compensation Office of ]udges workﬂow process is automatec! cmd Ioggea‘

B. Production Workflow Details _ ‘

- Standards relating to each specification including turnaround time, production quality,
adherence to technical format requirements and billing verification are controlied and managed
by automated processes with administrative oversight. This includes the capture of analog,
digital and telephonically captured media to the Bureau's central database, prioritization of -
media, routing of media, secure delivery of media and document data for transcription, template
selection, routing of work to QA, report processing, delivery and billing. .

: Lo Copysight @ 2010 Bureau of Office Services, Inc. o
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1. Media Processing.

Bureau systems have several layers of automated control to ensure recordmgs are processed inan
efficient and timely manner. (Figures 2 and 3) Additionally, the Bureau’s Government. Accounts
Manager and production staff monitor workflow throughout the day, seven days a week, and are
automatically notified via e-mail, phone and page of items which are approachlng or exceedmg
allowable parameters. (Figure 5)

naam 10:35 1 - 8., : " MewHlams, Kevin -
£12070 10:40 U 8 VAR, 9. Prmot.. 1 Compe.. MOWBANS Kevk  05/08{2003 1407 1ZMSSTB9

Wine 168 T st 3%6.80 USBFootPeéa!m :

)| . ! 1 .
Figure 2, Items that are yet to be transecribed are automatically routed and
prioritized by document type, assigned priority or several automatically
activated parameters. Items can also be manually re-prioritized at any time,
These are dynamically sorted and displayed as highlight colors in real time.

¥ Ever

{2 O N P Yt T

Rt Consdle v35 cmwmmemmm\ Beversion 3.6.78 Sipevicor 1 Racomm Aty T ST i
Figure 3, The Master View screen displays details about all jobs specified by Oﬁ?ce of judges
administrative staff and Bureau staff (e.g., by author, date(s), report type, case number, subject name,
etc.) in an easy-to-use spreadsheet-like screen, Note: Customer administrative staff are Hmited to viewing

* jobs only for their organization or organizational subdivision.

The Bureau automatically tracks and dynamically assigns job priority using five (5) parameters.
(Figure 4)

. : Copyright © 2010 Bureau of Office Sewvices, Inc. .
Proposat Unauthorized Distribution Prokibited « PROPRIETARY » State of West Virginla Use Only Page 5 of 32
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Priority and Routing _ :
Activation Method R ' Description

Work Type . f;:s;!glg:d by orgamzmg routmg group asmgnments in 1nd1v1duai productaon staff'

.cur” "'ntltlme tzme of rec ding ompletz =r‘t)

Conﬁgur&d fbr each work type routing group and normal!y set to betwenn Y5 and %
Trigger Time turnaround time for normal priority reports and Y turnaround time for higher
: priority reports

S

MuIt1~IeveI and assxgnable by

> Author or recording technician manual assignment (i.e., any document
Assigned Priority _ designated as priority during recordiljlg_) )

r Bureau staff or Office of judges administrative staff manual assignment

> Exceeding Trigger Time automatic assignment

> Exceeding Turnaround Time automatic assignment

Figure 4, Multi-level, automatic routing and prioritization is built-in to the Bureau's workflow process.

L 5
‘Exceaded tun around time

Figure 5, Routing Profiles for each work type or a group of work types ensure
recorded jobs are automatically re-priovitized as they get closer to their assigned
turnaround time. In addition, automatic pager and telephone notification
options let administrators know ifa turnamund problemn is eminent.

Administrators and transcriptionists see these changes as colors. (Figures 2 and 3 above) The
color may also change automatically as jobs approach a trigger time and/or the contracted
turnaround time. (Figure 5) Assigned turnaround times used to prioritize work will follow the
solicitation guidelines precisely. (Figure 6) Because of this automated prioritization, notification
~ and monitoring, the Bureau has met turnaround time criteria for historical and current
transcription contracts at a verifiable rate of 99.6% as measured on a per-document basis.

* The automatic features of Bureau systems assure that no report that is properly classified by the
author will need manual intervention to be routed correctly and prioritized appropriately.

Copyright © 2010 Bureas of Office Servicss, Inc,
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Turnaround
Priority Time

Elléifatédli’.riority o 2’hours] ~~24 hours
Standard Priority o 24 hours 48 hours

Figure 6, WVOIC, Worker’s Compensation Office of Judges document prioritization, trigger and '
turnaround time parameters to be configured,

2.  Document Processing L

The Bureau’s systems are client/server architecture. This is beneficial for ensuring accuracy,
controlling access, performing updates, ensuring conformity, logging all events and functions,
auditing processes and maintaining security. This architecture positively affects many items
relating to media, document and delivery processing. This includes the way document security is
maintained, billing is generated and information is purged. Documents are edited, stored,
processed using Microsoft Word and exported in one of over forty (40) different formats
including Microsoft Word as required by the RFQ.

a. Data Entry Screen and Template Use
Documents are first processed from a data
entry screen (aka. transcription entry screen
or “TES”). The TES is where input is
constrained to proper entry format and
validated so it contains only valid data.
(Figure 7) In addition, any items which are
already in the system (e.g., subject name, case
number, etc.) automatically trigger the
population of the data entry fields to which it
is linked. This speeds input and ensures
greater accuracy. After entry of data at the
TES screen, a pre-formatted document
template is retrieved with items from the TES
screen already populated throughout the

: Figure 7, The Transcription Entry Screen (“TES”) along with
document, Any future changes to items from streaming audio playback allows for efficient playback, quick

the TES screen are automaticaliy populated database lookup, insertion, verification and editing of data.
into the template. Should items such as |
subject names or other information change in the future, reports will be correct during
subsequent edits or retransmission.

b. Page Count Validation

After a document is created or modified either by transcription, speech recognition, editing, QA
review, linking, splitting, electronic signature or other processes, a count is generated at the
server. Production staff do not submit counts or manually process production statistics. Several
production reports showing counts, breaks, session statistics and other information is available to
production staff, however, this only generates output for that particular staff member and does
not trigger or influence production statistics.

Copyright @ 2010 Bureau of Office Services, {nc.
Proposai Unauthorized Distribution Prohibited « PROPRIETARY « State of West Virginiz Use Only Page 7 of 32
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Counting parameters are configured and counting is performed at the document management
server. Count parameters within the Bureau's system will be configured to match the page
counting method referenced in the RFQ. (Figure 8)

' thure 8 The Bureau’s document management system contains the configuration vptions necessary
for conformity to the solicitation-specified page counting and billing parameters, Counting is
autontically performed only at the server level,
Any creatlon of or change in the content of a document will cause a count to be trlggered
Content changes may add, do nothing or subtract from a document’s count dependmg upon the
nature of the change.

Everj’r access and status change to a document is logged and available for review by authorized.
Bureau and Office of Judges staff.

¢. Quality Assurance ,
The role of the Quality Assurance Department (QA) at the Bureau serves two primary functions:
g " Assuring final transcr;pnon product quality using verified statistical methods within a

.- unified processing, tracking, review and reporting system
>_ Imtlal and ongoing production employee training, education and feedback

- Quality Assurance is one of the most important and technically advanced componerits of the
" Bureau’s automated document management

© system. All transcription may be either
manually selected or automatically selected
for review based on several functional quality
‘review sampling rates set by Bureau
administrative staff. In addition, any
document with a blank (i.e., unclear speech,
dropout, heavy static, etc.) is automatically
routed to QA for review. Transcription and
adrministrative staff can also manually route a

-
I {FioaSiant ™

X . \ Figure o, The QC screen shows reports queued to QA st’aﬁc for
report to QA with additional non-billable and correction, edit and scoring. After QA processes these jobs, -
tracked comments—called “Post it notes”-that  they are reviewed by the original transcriptionists and
e cumulative scores and summary information is available to
Bureau and Office of Judges administrators.

ST . Copyright © 2010 Bureau of Office Services, Inc. T .
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are stored with the final report in the transcription database.

When QA staff log in to the Bureau’s system, work is queued automatically based on facility,
department, report type, TAT and priority. (See Figure 9-above)

Reports are triggered and routed to QA by:
1. Random sampling
2. Customizable percentage (up to 100%) by:
a. Fadility (Figure 10)
‘b.  Department (Figure 11)
c.  Author (Figure 12)
d. - Work type (Figure 13)
e.  Transcriptionist (Figure 14)
3. The number of blanks-the default is one (1) blank to automatically route to QA
4. Manually by transcriptionist
5. Manually by managerial or executive staff

This flexibility allows for problem audio formats and authors to be assigned a 100% QA level. I
also allows transcriptionists that are assigned to a new account to have 100% of their work routed
to QA for timely feedback until they become familiar with the content. o

Figure 16, QA Percenmge conﬁgured at the F’acrhty Ieve? F:gure i, QA Percentage conf gured for each Davrszon or
Department within Office of Judges .

Figure 12, QA Percentage by Author, User or Frgure 13, QA Percentage conﬁgured for Report Type
content source (very useful for challenging users)

Copyright @ 2030 Bureau of Office Services, Inc.
Proposal Unauthorized Distribution Prohibited » PROPRIETARY » State of Wast Virginia Use Only Page 9of 32
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. Figure 14, QA Percentage by Transeriptionist or Editor

Minimum random sampling rates for all transcriptionists are five (5%) percent depending upon
the facility and contractual requirements. Sampling rates are adjusted as necessary and can be
adjusted by either administrative staff or the QA department based on hlstormal eIror rates and
upon customer request. :

Once a transcribed document is queued and selected for review by a QA editor, the initial
transcription entry screen is displayed. This is the same data entry screen that transcmptlonlsts
.use to lnltially proc:ess a report.

This screen allows for easy checkmg and modification of any report parameters A transcriptionist
workmg from this screen (i.e., before being released to QA) can review lists of available authors,
participants (Figure 15), sub;ects and other related data. All of this data is routed from the
Bureau’s centralized transcription database, instantly and automatmaﬁy to the transcrlptzon entry'
screen used by both transcription and QA staff.

Subject demographic information {e.g., name, case number, address, etc.) and the transcribed
document along with many other relevant data fields (i.e., turnaround time, delivery status,
electronic signature status, count statistics, transcriptionist comment notes, etc.) are
automatically stored for every recorded report and can be displayed and used as search

~ parameters if necessary. The storage of this data is optional and can be turned off if nec:essary.

The QA Department will follow a Wrztten, standardlzed
system of processes based on ‘Office of Judges gmdehnes
and Bureau standards designed to provide accurate and
timely service to the customer and useful feedback to
both transcription and managerial staff,

Each error or variance type within a report is assigned
one of four (4) severity levels. (Figures 16 and 17) Once a
' T pv— report has been queued and reviewed by QA staff, error
ﬁgﬁﬁfof:: off to.s0 :ﬁtﬁf ant logkaip eoptesuch  Scores are added and an accuracy score is calculated by
as judges, investigators, administrators and other subtracting the error score from 100. These are based on
participants fiom the Bureau’s database along with  yigid guidelines uniquely formulated for each customer

reference data (e.g., title, codes, pFone number, . oo
{ocation information, etc.). and follow this criteria :

) o : Copyfight @ 2010 Bureau of Office Services, Inc. : ’
. Page 100f32 - . tInauthorized Distribution Prohibited » PROPRIETARY » State of West Virginia Use Only ’ : Proposal



INS10002

TRANSCRIPTION AND DECISIONS TYPING SERVICES Page 11

Critical error in format or basic spell check error (- 8 points each)

A.
B.

C

C.

™

T Qm

e B )

Failure to follow standard formatting protocols for the given report type

- Failure to correct an error highlighted during spell check or incorrect use of a

word-expansion macro
Misspelling of author name as populated by the database, as prowded by author or
subjects or any names correctly spelled by author

' lMajor errors {- 4 points each)
Al
B.

Incorrect jargon, terms or data

~ Failure to transcribe recorded material verbatim other than to note grammatical

errors made by a speaker (e.g., [sic], [intentionally so written], etc.)

Punctuating a sentence in such a manner as to change its meaning
Addition/omission from recording for no apparent reason, unless asked to edit
recorded material during recording or by facility liaison

Incorrect entry of subject demographic information into predetermmed data entry
screen or header format

Excessive blanks without valid documentation of cause

Failure to follow pre-formatted headers or text headings in the template document
and outlined/directed by client

Failure to follow any additional transcription guidelines requested by client in
accordance with professional standards

Use of abbreviations in Diagnoses

Technical document errors including incorrectly overriding the automatic
template selection for report, use of typed characters which preciude proper
interfacing with other software programs (e.g., the degree symbol, foreign
language characters) or failure to use section, line or page break properly.

Failure to use reference material provided by the Bureau resulting in blanks within
transcription

Minor errors (- 1 point each)

MO0 W

E.

Use of incorrect non-technical/mon-jargon word or wrong form of word
Addition/deletion of insignificant words (e.g., “of,” “t0,” “the,” etc.)

Incorrect verb/tense usage, even if recorded incorrectly

Failure to use appropriate capitalization protocols :

Failure to use basic word processing skills (e.g., using spaces instead of tab or
indent resulting in misalignment of text, incorrect font usage, etc.)

- Repetition of the same error within same report

Author/Note errors (- o points each)

A

B.

Uncorrectable error in procedure, directive or data entry made by the author or
subject provider during time of recording

Audio error such as inaudible speech, garbled speech, mumbling or recording
device issues

Notes which QA staff track, but do not in-and-of-themselves constitute an error

Proposal

Copyright © 2010 Bureau of Office Services, Ihc,
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Prosedas o Dot by s
Formeli

Figure 16, Error names and severity assignmentsas  Figure 17, Corresponding Severity value assignments.
shown on the QA Errors Configuration screen.

Accuracy scores are tallied automatically into the primary report document database and QA
database by subtracting any documented variances or errors from 100. The required accuracy

~score stored for each report is a 0 to 100 grade which will flag a report if it falls below a set value.
This will be configured to 98 for all Worker's Compensation Office of Judges documents. Reports
that fall below the required accuracy score are automatically routed back to the transcriptionist
for mandatory review. These must be reviewed by the transcrlptzomst before they are allowed to
continue to transcribe or edit.

- Transcriptionist individual and aggregate scores are generated in both detail and summary
reports and are administratively reviewed during payroll generation every two weeks. These
reports show the frequency of each type of error, the severity of each error as well as the average
score by report and average severity of errors.

This data can be securely accessed by Ofﬁce of Judges staff usmg the Bureau’s remote reporting
_capablhty

d Document Naming C ,
2 The Bureau names delivered documents
| based on operational requirements and
| customer preference. Meaningful and
| uniquely identifiable document names are
{ automatically created, dynamically
{ changeable and easily modified at the server
| level. (Figures 18 and 19) The Bureau
i o e o B CSEEH traditionally recommends naming

e e ST documents using items most relevant for
customer systems and/or staff to allow for
easy classification, identification,
integration and organization of documents

Figure 18, Document naming is easily configured and changed at the
server level. Because this is done at the server level, changes are and groups of documents.
consistent and take effect immediately for all users.

Elements used in naming can include static
data along with items from the Bureau’s document management database-up to 40 custormzabie
fields are available-such as:

»  Department and/or location code
»  Report type information (e.g., Hearmgs, Decisions, document title, etc.)

Copyright © 2010 Bureau of Office Senvices, inc. ’ -
Page 12 of 32 Unauthorized Distribution Prohibited + PROPRIETARY = State of West Virginia Use Only ) Propasal
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»  Subject information (e.g., name(s), case numbers, identifying demographic data, etc.)
»  Author information

»  Dates (e.g., event, incident, recording, etc.)

»  Recording job number

»  Document index number

The naming of documents can be as simple as an index number, a short group of codes or many
elements which allow for easy and unique classification, identification and integration with other
systems.

8 SUBJECT NAME
EXTENSION

§{ REPORT TYPE
J jUDGE NAME
# RECORDING IND

REPORT TYPE

2]
o
o]
Q
2
e
ﬁ
]
e
A5

SUBJECT NAME
EXTENSION

RECORDING INDEX

 REFORT TYPE
EXTENSION

Final Permanent Total Disability Hearing-1742115.DOC = * = i L
Figure 19, Document names are created automatically and dynamically using data from each recording and each document. ADFS staff
will select the makeup, the order and format of the elements used for file naming.

Independent of the naming convention chosen for exported and transferred documents, all
documents and records remain directly and instantly searchable and accessible within the
Bureau’s document management platform. All documents may be searched, viewed, exported and
checked by custorers securely and remotely 24/7/365.

3. Secure Delivery
All completed work will be delivered securely as specified in the RFQ either in:

Copyright © 2010 Bureau of Office Services, Inc.
Proposat Unauthorized Distribution Prohibited « PROPRIETARY = State of West Virginia Use Only Page 13 of 32
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»  Electronic format, electronically delivered (e.g., SFTP, VPN + FTP, PKI encrypted e-mail, on-
demand VPN, etc.)

»  Hard copy format, electronically delivered (i.e., remotely printed)

»  Hard copy format, courjer delivered :

The precise method of delivery for each type of document will be determmed by WVOIC,
Workers’ Compensation Office of Judges staff.

The Bureau has the secure networking, transfer and communications capability to deliver work
using virtually any protocol and encryption technology. Any method used will be approved by
both WVOIC staff and any technology overSIght entrtzes of the State of West V1rgm1a
government. _

: Copyright © 2010 Bureau of Office Servicaes, Inc, - .
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Customer Support and Training

he Bureau provides secure access to all aspects of production. This includes administrative
Taccess to media and recording processing, transcription processing, QA records, page counts
and billing data. In addition, the Bureau goes beyond contractual requirements and affords all
customers regular face-to-face meetings, on—s;lte training and all instructional and reference
material at no additional charge.

A. Admlmstratwe Reporting

Designated contacts will be trained and given detailed reference material to utlllze the Bureau's
remote management platform. This allows WVOIC staff to check the status of any recording or
document at any time. This may be done from any popular computer system (i.e., Apple
Macintosh, BSD, Linux or Microsoft Windows) and even many PDA’s and smart phones. (Figure
20 and 21)

Any report may be viewed, re-sent or historically tracked either individually or using a query to
group results by date and time or any tracked field in the database.
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Figure 20, Authorized staff may view documenits and Figure 21, Reports can be easily customized showing
management data 24/7/365. only needed data using queries.
The reports available include a wide variety of canned detail and summary reports, however,
_performing custom queries which display items based on user-specified parameters are simple
and immediately accessible. Reporting is extremely flexible and allows users to search, sort and
build custom queries based on over forty (40) separate data fields including author, patient, dates

and more. (Figure 22 and 23) Each heading and field can be switched on or off, the level of detail
configured and more. Reports can be triggered manually or scheduled to run at specified times. A

Copyright © 2010 Bureau of Office Sewvices, inc.
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large variety of pre-configured detail and summary reports are available that may be customized
based upon user needs. Documents and management reports can be copied, printed, viewed and
saved.

: opEEstaswyyrkEawveds vzaais vyl

Figure 22, Deta:! report showing each recordmg cmd Figure 23, A monthly department summary showing
document along with patient information, dates and totals for each organizational subdivision.
times, billing count and more.’

‘These reports can be printed, copied from, exported into spreadsheet and PDF format and a host
of other options.

B. On-Site Training

Training sessions are offered that include both face-to-face training and the provision of reference
material. High-quality instructional and reference material (Figures 24 and 25) and standard-sized
8% x 11 posters (Figures 26, 27, 28 and 2¢9) which specify each sub-process and piece of information
to be recorded by digital device, entered via the telephone keypad, scanned via bar-code or
entered into recording software are provided as needed. These are available in hard-copy and
electronic formats (e.g., Word, PDF) that can be distributed via e-mail, placed on a local network
file server or stored in a local county intranet document repository.,

-4 Toltphbne Ciritrofa, - -

" RECORDING

Qmupie @IQ’ : E B
RN INSTRUCTIONS

E:Iem.mmma B

. Dmmwma}m‘r- :

. "‘"ﬁjﬁw“‘;,;;n;wi ;

e mmlmm
LA K] s

.Mlnﬂm i
Ll

msewmmucm R u:mmammrnmnm
Blbdrih SN i B 20 Pk Gy R E
AT Dischirge S 23 Pratonenet
Srntion Sapodt 241 Mty & Pkl
Crttiogecic Suesnty
Lpogy L
Erbryctcy Rooen Kot -
Eintmaicy Roten Hece
Crcokg Somutitin
Dt Foiip
Mwuwmm
B B T Y Y Y
CQuestons? Call the Buvoau ot |-800-5-BUREAY E525-7323} 3 e hwmmmwmm o Ww“mmmvm
‘\E’UE‘:) REAU: 7 | Aatforizslon o Proscoute o GRofion  © §o 5% §BRloom | Liy: fo o g

Joha Q. Publi¢, Esq,

Inside THSMF, dia

o umussg mpar: uaa bs Buee
-svhjec\ Nome {plasse;spell)

© % When done;
Press B to dictate another repan then go back to smps
Press 5 whsit complately done dictating to disconfiect

Sop dack for @ Tocohons Conlrars and @ WWark

Revmmmnm

F:gure 24, Sample pocket-Stzed telephone and.  Figure 25 Sample pocket-sized telephone and
conference call recording card, front conferenice call recording card, rear

The quantity of work types shown are examples and no specific limitation exists for the definition
of work types In fact hundreds of work types can be defined and these work type definitions can

B ' Copyright © 2010 Burea of Office Sewvices, fric. .
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vary by organizational subdivision {e.g., department, location, division, etc.). In addition, authors
or groups of authors within one or more subdivisions which always record the same work type
{e.g., hearings) need not be prompted for work type. The correct work type will always be

- assigned and prioritized automatically upon recording,

E Wat for -n arody Nn&wuﬂ\“lu‘ﬂuw%
. Lvsn\luﬁ@me.c-hP -
N E} Vit for BipDicurie AP main v 0 Voice e dripfr.y
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) Click sho Revord luto anthe Crescendo Votg G
:n Qlith tha niksopbna uaton in tht Dig Dictate wiaw,
- Noaai Tho *Sider” (Bon (0 Phifps SpoathMia st be 10 3TOR s it
Press e ar o butzond() 0 sex tha b coco 3t the New Dl wnsove

12 Double ich the DD

E MW'SMw'ww‘MRECE possion o begin rotording.

Es:} S the Pient b, Exam Dats. wad Tl betors dutsing e bodyol mrcpm

. Plove the “Sider™ @dmn‘oml’gmwr\z _'_‘{“lﬁ'n s mhmwwm

L todltbr s 5 bussddng,
. Prews o EDL bution 1 seva and tend your deuation, deseion m il g,
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/ Mumwwﬁw

o dethate bueons,
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: ;s#/ ‘(.;.‘ R . q%’ %,n’ ‘.?‘.
%;‘% % LW L4 ™ '{1,.4%

Lok wunisesanin

Figure 26, Dictation and recording instructions for PC-
based software

Figure 27, Recording instructions for the WiFi-enabled
Windows Mobile and smart phone-based software

HANDHELD DIGITAL RECORDER
QUICK REFERENCE

L pistating :
1 Tumdhe untton,
2. Genlly puil the ©afO lock In the center of the siider on the Aght site of

Ihe gl towards dhe front iﬁ!w).

b, wail for the unit (o gisplay the batfery meler, the me, the dictalion count
diclation slatus and your tiser 1D on the dispiay,
Push the sliger on ihe right side of the unht all the way up te record,
Puil the slidal‘ ory the fight sidde of the umt Sowh ofe Reteh 10 Stop.
a. Atthis point you can rewind and play yow d elation (see Section H for
sitder cnntm 5). of end and save your dicla
b. M you rwind your dlctation, you must mus!rast forwasd to the end befors
you record to Brish distaling, Omenvise, me gtEton fewrdmg Wil
Tesume at the point you stopped playing your dictat
T sive your dictation, do ihe folloatng:
a. [ake sure the sikder has been toved dovn W the siop positlon, 83
explained in step 3 2
». Press the 0L button on the back (rear top fight) of the unit 1o save
your dtua!:on
e eagf of eyery dictlion. The shder fist be
i me /510D Posiion DEfore Préssing e EOL BUlton on e back
{0 end a distation.

& e LED dieplay vt display a1arge mimbe

Noter The Philps sofvare o I dociing compurer, 1wl shorw the progness
of 119 Dl IEaNSIar PIOCESS,
5. Remove the unllfrom the docking station.

- gontnver.

n emp el This represents -

Ihe symber of the current dictation being currently being recorded of abou!
1o be recorded. For example. if five diclalions hove been compleled. the
numbes witl be 5.
o B, Douking . :
C . Be s the sider’s in the Onitop position, 8.
-1 Place the botiom of the Lt into the dotking station.
3. Let %he Uit UX backeizrds untl it stops.
4. Wall for the simigy fiace (O) te display on the screen of the unll,

HANDHELD DIGITAL REGORDER
QUICK REFERENG

TRe ROl SEAring and ending PosTon Tor all La5Ks.

The same position 55°0nStep’ with center gently pushed back,

Hole; Swiching the unilt off iocks the up and Cown movement of
the sider. Do £l foron the SIERE Up or Govn when Ihe tndt is
G Or it Wil Greak,

+ ORBTGR,
+ Oftflocked:

tiote: The sider goss nal automatichily slay goivn in the reving
BOSHON. You val need 10 Pl R down agall Ifyou pause and
would like 10 resyind migre. On the display window! the
QYN POBIONR W Cange 0 you rewing,
« Fast Forward: Bulon o the et side of e unil v fast forward your dictatton

- whille pinying oF stopped. The butlon is labetied ‘FFWD.

Butteh on the vear of the unit that must be prassed ot the end of

every dictation. EOL Is an acronym for “End Of Letter”

+E0L:

¥, Overview Disram

Corbal
tma

it ot

+ Record; SHder Is pushed up from ‘OniStop” to the Reoord poshion,
* Phay Stider is pulled down Troin "OryStop’, i
= Rewind: fSlati’mrr Is putied Hve notches dinvn from 'OniStep’ or one notch down 3

Figure 28, Recording instructions for Philips brand
handheld digital recorders

Figure 29, Recording instructions for the Philips
handheld recorder, page z.

Propesal
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Facilities and Equipment Brief |

. THE BUREAU CORPORATE FACILITIES and the related communications, media processing, -
transcription and support equipment along with technical capabilities which will be utilized
by the staff of the WVOIC, Worker's Compensation Office of Judges, either for primary or
_emergency backup purposes are all in-place and operational.

The Bureau's media processing network utilizes large, high-end, commercial audio processing
equipment (i.e., Crescendo DigiScribe-XL, DigiService, DigiRouter, MedRouter, MedRite-X1,
Dictaphone Enterprise Express, ForTheRecord Pro, Olympus DSS Pro, Philips SpeechExec/Voice
Recognition 6.1 and Sony Digial Voice) with reporting flexibility and solid redundancy (i.e.,
multi-server Dell and SuperMicro platform with multi-terabyte storage arrays). Captured audio
and video (the data types with the largest storage demands) are typically stored between go days
to a maximum of over five (5) years. This can be configured at the facility, departmental, location
or work type level. This capabxhty allows for media to be reviewed and audited far beyond the
original date.

The Bureau has invested over 1.75 million dollars in the past nine (9) years for the purchase,
upgrades and maintenance of these systems along with an environmentally controlled Class 111
data center with raised-flooring. (Figure 30) Bureau audio processing systems, servers and
associated components are cleaned, maintained, upgraded and replaced on a regular schedule.

Bureau systems, servers and associated network components are backed by large uninterruptable
power supplies (UPS) rated at 3 kVA, 6 kVA, 6.5 kVA and 22 kVA. (Figure 31) The Bureau
headquarters is further protected by redundant power generation circuitry and an exterior gas
generator with a manual breaker switch-over. Power outages are logged and reported using
PowerAlert software via telephone to the information systems staff after business hours and on
weekends for manual switch to the Bureau’s 15 kVA gas generator, -

Figure 30, The Bureaw’s Class Il Data Center showing Figure 31, The Bureau’s mainframe

primary server racks (left), spare systems and servers (back), APC Symmetra 22kVA battery backup
auxiliary air handlers (top right), external battery pack system

(centeér right) and UPS (bottom right)

) ) o : Copyright © 2010 Bureau of Office Services, Inc. . :
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Computer systems and networks used by the Bureau are current and up-to-date. Each individual
user system is protected by stand-alone battery backup and surge protection. These systems are
maintained with strict software oversight and administrative policy. Further, all systems used by
-administrative, executive, information systems, interface and transcription staff are the sole
property and responsibility of the Bureau of Office Services. No non-Bureau-owned systems or
privately-owned systems are used. Furthermore, Bureau staff is forbidden (by corporate policy

. that is enforced by written clauses within mdmdual employment contracts) to use Bureau owned
equipment for personal matters.

Copyright © 2010 Bureau of Office Services, inc.
Proposal Linguthorized Distribution Prohibited » PROPRIETARY » State of West Virginia Use Only Page 19 of 32



fgge 20 BUREAU OF OFFICE SERVICES , ‘ENSI'I.O’OOZ

Refe‘rences |

HE FOLLOWING REFERENCES INCLUDE hlgh—voiume government customers located in West
TV;rglma and throughout the continental U.S. for which the Bureau is or was the prime
contractor. Current and historical customers are provided so that the Bureau may be thoroughly
judged not only from the perspective of how it currently performs, but also for how it is viewed in
light of replacement contractors.

Each of the referenced customers has been prowded with 100% of their media recording and
processing (i.e., on-line audio, portable audio, toll-free telephone capture), transcription,
management reporting, QA processing and secure delivery needs for all organizational divisions
and locations. Each requires 24/7/365, secure, enterprise-scale telephone and/or digital PC-based
and/or portable digital dictation, 24 hour document turnaround and an approximate production
requirement of between 50 and 300 quality-checked transcripts per day. All references know “the
Bureau” by name and can speak of our quality, timeliness, commitment and availability. -

Renewable Yearly

09/01/2009 - 08/31/2010

All dictation capture
All transcription
All electronic delivery

(304) 436-8642
(304) 558-0067

* Note: The contract above may be extended to political subdms;tons of the State of West
Virginia including the Offices of the Insurance Comrmissioner

454 McDowell Street
Welch, WV 24801

Ms. Roberta Wagner

07/ 01/2004 08/31/ 2009

All dictation capture
All transcription
All electronic delivery .

{804) 675-5000 x.4662
(757) 728-3449

: ) Copyright © 2010 Bureau of Office Senvices, Inc: T
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5 Years

500 Foothill Drive
Salt Lake City, UT 84148

| All transcription
All electronic delivery

| Ms. Jo Ann Sullivan
Ms. Kathy Mannion

| (801)582-1565 x.4422
(303) 601-6543

5 Years

2121 North Avenue
Grand Junction, CO 81501

All dictation capture
All transcription
| All electronic delivery

Ms. Kimberly Evans
| Ms. Kathy Mannion

(970) 263-5076
| (303) 691-6543

3 Years | 10/01/2007 - 10/31/2009

6439 Garners Ferry Road
Columbia, SC 29209

All dictation capture
1 All transcription
All electronic delivery

| (803) 695-7979
(706) 733-0188 x.7073

Ms, Barbara Toole
Mr. Rufus Gates

il 5 Years

1898 Fort Road
Sheridan, WY 8280

09/01/2006 - 08/31/2011

! All dictation capture
All transcription
All electronic delivery

Ms. Amanda Burton
' ' Ms. Kathy Mannion

| (307) 672-3473 X.3513
(303) 691-6543

| 3 Years 10/01/2007 - 11/30/2009

2400 Hospital Road
Tuskegee, Al 36083-5001

All dictation capture
o All transcription
All electronic delivery

(800) 214-8387 x.5045
(706) 733-0188 x.7073

Ms. Claudia Devaughn
Mr. Rufus Gates

Copyright © 2010 Bureau of Office Services, Inc.
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3 Years 10/01/2007 - 11/30/2009

215 Perry Hill Road
Montgomery, AL
36083-5001

All dictation capture
All transcription

Mr. Leonard Carr
Mr. Rufus Gates

phider

All dictation capture
All transcription
| All electronic delivery

3701 Loop Road East
Tuscaloosa, AL 35404

Ms. Sylvia Hanna
Mr. Rufus Gates

Copyright ® 2010 Bureau of Office Services, Inc.
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Cost Schedule

ESTIMATED
UNIT(S) OF ANNUAL
DESCRIPTION MEASURE QUANTITY UNIT PRICE

‘Transcribing Hearings

from Cassette Tapes Page_ _ 1 - $3.6400 o #3564

o Transcnbmg Telephone
- Dictation .~

e b0 564

Bureau of Office Services, Inc.

Vendor Name

‘Richard E. Piasecki, President/CEQ

Representazive
L it

Slgnature

03/08/2010
Date

* Note: Page as defined with font parameters, margin settings, 51 lines per page and other

detailed specifications as outlined in RFQ INS10002 and RFQ ISN100o2 Addendum 1.

Copyright © 2010 Bureay of Office Services, Inc.
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Compliance Documentation

A. State of West Virginia Data

The Bureau of Office Services currently complies with aIl laws, guidehnes and requirements. This
includes obtaining all licenses, registrations and other administrative documentation necessary
for all federal, state, county and local government.areas where business is transacted or
employees reside. The following is for the State of West Virginia (Figures 32, 33, 34 and 35):

Save a stamp and yousr timé. You can now view, file and pay taxes al hittps W mytaxes, wytax, gov
Muore taxes w;ll be mmldhk for online actess in liw l‘uium

TAX ‘FILING FREQUENCY -ACCOUNT NUMBER
Business Rugis!r:liinn"’i'ap& o Ex*g!fy.;r\va Yeurs ' L 2230-UM08 ' '
Consbinied $alés & bise Tax . o Msnnéitl.y ) " . 3;-‘.3__{1{&}15 .

Cu_rpuf:uinn License Tax . Antned o :

Pass Theaugh Eatity Tas : Ansital . i 20 1044

P‘fgure 32, The Bureau’s State of West Vi}'ginia tax gecount numbers

Copyright © 2010 Bureau of Cffice'Services, Inc.
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WEST VIRGINIA
STA’!’E TAX DEPARTMENT|

BUSINESS REGISTRATION
CERTIFICATE

IBSUED TO:
3U¥‘IEAU OF OFFICE SERVICES INC
361 S FRONTAGE RD STE125
BUHH R!!}GE . 5352?‘535?

Busm&sg ﬁEf"%STHMtGM ACCOUNT NUMBEH :  2230-0908

ﬂu,, mmfﬁmle i 1&55;{%@1 ?m ma Fﬁgibﬂfﬁ!ﬁﬁ p@rmd hm;trmrm; July 1, 2008 5_ : s

'ihl%»., mmmam zs va nd tsrtm T - s June 30, 2011

“:”ms mmm}ﬁs regraframn cw?:fmafe ;:
“the West Viiginia State Tax Commissioner =0
m amordanw wr!h Chamw 11, Aﬁlﬂfﬁ’ 1;&’ th the W@sr quma f;:::de

;*;ﬁmm‘ by

‘??w pemm m" ﬂ:gdm .afzmz wen{;f;@f:i on fms certificate is mgmmmd
m wndm“t ﬁmmwm in me Sfam m We@f Virginia at m@ !csmnm &my@

”;'his cméiwam :s nm tmmimmme_and mum t:m diapmyea a'e ehe m:.:a!mn iqz whioh issuw

\{f@ f? ..tl(zm« ]
51 Wirgnrsigy,

Figure 33, The Bureau’s State of West Virginia Business Registration Certificate
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I Natarlte E. Tennant, Secretary of State of the
State of West Virginia, kereby certzfy tlmt

BUREAU OF OFFICE SBRVICES INC,

Coutrol Number 1]

a corporation formed under the laws of IHinois has filed its "Application for Cernhcate of
Authority” to transact business in West Virginia as required by the provisions of the West

Virginia Code, 1 herchy declare the organization to be reglstered as a foreign mrpﬁratmn from
its effective date of August 19,2009.

Therefore, 1 issue this

CERTIFICATE OF AUTHORITY

" the corporatmn authorizing it to ransact busmess in West, Virginia

Given under my hand and the
Great Seal of the State of
West Virginia on this day of

Secremry af ‘i‘mre .

Aagust 19, 2009 ‘

Figure 34, The Bureau’s State of West Virginia Certificate of Authority

Page 26 of 32
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\WORK FORCE gy

Ruissell L, Fry

: W&Qt\'ylrg!ﬁia ' Acting Execistive Director

August 24, 2009

Bureau of Office Services, inc,
361 South Frontage Road
Suite 125

Burr Ridge, 1L 60827

Dear Employer:

We acknowledge receipt of your registration application. After reviewing this ferm, we have

determined that you are not liable under the West Virginia Unemployment Law at this time,

"We wish to advise that if you do employ persons whose servi{:és are localized in West Virginia,

liability wilt be incurred 2s of the date of first employment in this state and this office should be
immediately notified in order that an account can be established.

in accordance with provision of the Commissioner's Régui_aiions' Regutation 96 CSR 2, an employer

who desires to dispute a decision or action by the Commissioner, or designee, is required to file a -

complete dnd timely request for reconsideration; othaerwise, the Bureau's decision or action becomes
finat after thirty {30) days receipt of this decision, :

A request for reconsideration shall be filed within thinty {30) days of the employer's receipt of-_the
dispufed decision, or in absence of such a receipt, within sixty (60) days of the date of the
Commissioner, or designee, making such disputed décision. :

The request for reconsideration shall be filed with the Commissioner, Aftention: Michael Moore,
Director of Unemployment Compensation (5101), 112 California Avenue, Charteston, West Virginia
25305,

Please inform me at the time one of the above provisions has been met at (304) 558-2677, by fax at

{304} 558-1324 or my e-mail at sladey@workforcewy.org | will then sstablish an active account for
your business. .

Siricerely.

Suzanne Farley, Office Assistant |
Status Determination Unil

Ismf

Contribulion Ascounting Section
Unemployment Compensation Division
142 Calfonia Avenue, Chansstan, West Virginia 283050112
g eabes amibent « insHeeswakidosey ool

" A equal onppontunity smplEyerplegram ahd auxiary ails apd sorvices are aveilabie apon raquest ta individuals with disabitilies
Kelipy Soes, Calnet Secraliny

Figure 35, The Bureau'’s State of West Virginia Unemployment Compensation Registration

Proposai
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B. Insurance Data
. The Bureau currently maintains busmess liability, general Hability, automobile and workers

compensation insurance levels which exceed State of West Virginia requirements. (Figures 36, 37,

: 38 39 and 40)

ACORD, CERTIFICATE OF LIAB!LITY INSURANCE | 04-05 5009

o A D CONLENS s RS G 108 raEa on
HILB ROGAL & HOBBS OF CHICAGO/PHS ROLDER, THIS CERTIFIGATE DOES NOT AVEND, CXTEND OR
510605 P:(866)467-8730 F:{(877)538-8526 ALTER THE COVERAGE AFFORDED BY THE POLICIES BELOW.
ggAggéT%§6§é 28229 INSUREAS AFFORDING COVEHAGE

INSURER o wsumen & Hart ford Casualty Ins Co

: weurere: Hartford Underwriters Ins Co

BUREAU OF OFFICE SERVICES c )
361 8. FRONTAGE RD. STE 125 INSURER D:

BURR RIDGE IT, 60527 ) INSURER E:
| COVERAGES

THE BOLCTES OF TWSURANGE LSTED BELOW HAVE HEEN 1SSUED TO THE INGURED NAMED ABGVE FOR THE FOLICY PERIGD INDICATED. NOTWITASTANDING |

ANY REQUIREMENT. TERM OR CONDITION OF ANY CONTRACT OR OTHER DOCUMENT WITH RESPECT TQ WHICH THIS CERTIFICATE MAY BE ISSUED OR
MAY PERTAIN, THE INSURANCE AFFORDED BY THE POLICIES DESCRIBED HEREIN 15 SUBJECT, TO ALL THE TERMS, EXCLUSIONS AND CONGTIONS OF SUCH
POLICIES, AGGREGATE LIMITS SHOWN MAY HAVE BEEN AEDUCED BY PAID CLAIMS,

INSK ?DHH’Y EFFECTWE POLICY EXPiBATION

TYPE OF INSURANGE FOLICY NUMIEZR ATE BT e, | DALE RIMD BT wmirs
| cENERAL UAsILITY : EACH QCCURRENGE +2, 000,000
A 1. [commeran eevers uamty | 83 SBA NK7507 06/08/0906/08/10 | nrecamase 1Anyone et | 3200, 000
i Feuams maoe | X | ocour - - L850 £XP tAny ane perzory 510, 000
X General Liab | eensonaL & sovieary 132, 600, 00Q
j | GENERAL AGGREGATE is4,000,0060
| GEAFL AGGREGATE LIMIT APRLIES PER; | enonuers - comerar acs ts4 . 000, 000
| saricy i H 3;187 1X {ae ) | : ]
| AUYORKSBILE LIABILITY - COMIINED SINGLE LMY I 1,000,000
B ﬂm.\um 83 UEC LP4360 . |06/08/09|06/08/10 |&Easmekors |#1.000,00
 ALL OWNED AUTSS BODILY INAURY | .
|} SCHEBULED AUTOS . Per pszon) i
X | g0 auToS BAGILY INJURY s
—}_{J NOM-OWNED AUTOS X {Per aecidant)
FROPERTY DAMAGE s
i {Pat axcident}
| sannge LTy . i AUTO ONLY - EA ACCIDENT | &
| Any auto OTHER THAN Eanct|s
AUTO ORLY: GG | s
| ®XCEss UABILITY ___ . | EACH DoCuRRENCE $3,C00,000
A |Xlocewr | loamsmecs |B3 SBA NK7507 06/08/09 OG/OS/lﬂinemaame 13,000,000
| : l Ps
| DEDUCTIBLE ‘ s
X lemoe 510,000 3
WORIERS COMPENSATION AND ) : [Pesraigel o
EMPLOYERS' LIABIITY . &/ / y :_.. £.4. EACH ACCIDENT $
¢ @ £1L. DISEASE - €4 EMPLOYEE | 5
/7 /) F2RT A [/}C £ DISEASE - AOLIGY LT | 3
oTRER / / J //U / /<( iy A

DESCRISTION OF GRERATIONSILOCATIONS IVEHICLES/EXGLUSIONS ADRER BY &

Thoge usual to the Insured's
named leggoyr as their inte
Identification number:
Coliision Deductible:

RSEMENTISPECIAL PROVISIONS
‘

PPerations, Volkswagen Credit Leaging, LTD. ig
st may. appear. RE: 2005 Audi Aé Vehicle
G94FXIN053411 Comprehensive Deductible: $500

00. Ref: PDP Account# 564684

“CERTIFICATE HOLBER | | ADDITIONAL INSURED; ISURER LEVIER: . CANCELLATION

4 BO Box 650302 ‘ " |REPRESENTATIVES.

ISHOULD ANY QF THE ABOVE DESCRIBED POLICIES BE CANCELLED BEFORE THE |,

EXPIRATION DATE THEREQF, THE ISSUING INSURER WILL ENDEAVOR TO MAIL 1

. 30 DAYS WRITTEN NOTICE (10 DAYS FOR NON-PAYMENT) TO THE CERTIFICATE |

4 1 HOLDER NAMED TO THE LEFY, BUT FAILURE TO DO SO SHALL IMPOSE NO i

VOlkswagen Credi, easing, LTD. QBLIGATION OR LIASILITY OF ANY KIND UFON THE INSURER, ITS AGENTS OR

Cockeyesville, MD 21030

[ R el

Figure 36, ACORD Certificate

Cepyright € 2610 Bureau of Office Sepvites, Ing.
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i

THIS ENDORSEMENT CHANGES THE POLICY. PLEASE READ T CAREFHLLY.- :

EMPLOYEE BENEFITS LIABILITY ENDOBSEMENT
| (CLAIMS MADE)

This endorsament medifies insurance provided under the

SPECTRUM UMBRELLA SUPPLEMENTAL CONTRACT

SCHEDULE !
Covorage Limits of insuranéa
: Employee Benefits Liability - $ 3,000,000 each claim limit
i : $ 3,000,000 aggregate limit
SCHEDULE B

*Controlling Underlying Insurance Policy”

surer; HARTFORD CASUALTY INSURANCE COMPANY

Policy No. ] Policy Period Retroactive Date
83 SBA NK7507 06/08/09 TO 06/0B/10 06/08/01
Covarage Limits of Insurance
Employes Benefits Liabilty - $ 2,000,000 each claim limit
. § 4,000,000  aggregats Hmit
I This policy Is sxiendad_ 1o apply to Employss Benefils Retroactive Date, If any, shown in Schedule Il or
it . Liabiiity, subjact to the following adtlitional provisions: which oceurs after the "policy peri_cd."
4. Except as otherwise provided by this endorsement, the 3. SECTION M - LIMITS OF INSURANCE
insurance afforded hetein shall follow all the terms, ‘
definitions and exclusions of the "controfling underiying A. The Limits of insurance shown in Schedule | and
insurance policy* designated In Scheduls i, the rules balow fix the most we will pay ragardless
of the number of:
2, SECTION |- COVERAGE EB 1. Insureds;
A. We wili pay those sums that the insured must 2, Claims mads or *sults® brought; or

lagally pay as “damages:*

1. Boecause of “employes benefits injury® %o
which this endorsement applies; and

2. That are in excess of the limits of insurance in
the "controliing underlying insurance policy.”

B. This Insurance does not apply to “employes
benefits injury* which occurred befors  the

3. Persons or organizations makmg claims or
bringing "suits.”

B. The Aggregate Limitis the most we will pay for all
“damages” to which this sndersement applies.

€. Subject to B. above the Each Claim Limit is the
most we wil pay for all "damages” with respect to
any one claim.

(ROTRIATAERRAA BRI NEE IWIENKIE <s200283mers070110 8125

Fonn SX 0415 06 67 Printed in U.S.A. (NS) “Page 1 of 3

© 1997, The Hariford

" . . R
51 . . Brasass Natas n'z ARG et e e e s e Eveiwokioon Datas DRIOAAN 0D L0

F:gure 37, Employee Benefits Liability Endorsement

. Copyright © 2010 Bureau of Office Services, Inc.
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Carrier, Policy Number and Policy Period:

83 SBA NK7507
Type of Coverage
{ X} Business Liability - including:

Employees as Additional Insureds
Contractuafl Liability

Limited Non-Owned Waiercraﬂ
Additiona! Insureds -

Damages To Premises Rented To You

(X} Personal and Advertising Injury
(X} Producis/Completed Operations
( ) Hired Auto and Non-Owned Auto

B. HARTFORD
{X) Comprehensive Automobile Ltabmty -
Owned Automobﬂes

(X} Non-Ownad Automobiles
(X} Hired Automobites
{ ) Uninsured Motorist

€. HARTFORE
( X) Empioyer's Liability

D.
{ ) Liguor Liability

JEXTENSION SCHEDULE OF
UNDERLYING INSURANCE POLICIES

This extension schedule forms a part of the policy desagﬂated in the Declaratlons

A, HARTFORD CASUALTY INSURANCE COMPANY
06/08/09 TG 06/08/10

Applicable Limits
Bodily injury and Property Damage
Liability Combined
$2,000,000 each occurrance
$4,000,000 general aggregate

Property Damage Liability
$ 300,000 egch ocourrence

%2,000,000
44,000,000

' aqgregate
Limit of Liability

83 UEC LP4360 06/08/09 TO 06/08/1C
Bodily Injury Liability
" each person
each accident
Property Damage Liabifity
each accident
Bodily Injury and Property Damage
$1,000,000 ° Liabifity Combined
" each accldent
each ocourrence

83 WEC CGK&564 06/08/09 To 06/08/10

$§ 500,000 each aceident

§ 500,000 eachemployee by
disease®

§ 500,000 totat pohey by dasease*-

An “X* marked in the box indicates the coverage is provided in the Underiying Policies.

{Note Matntenance of Underlying Insurance Condition 5X 30 02 or SX 80 03}

*Except that in any jurisdiction where the amount of Employers Liability Coverage afforded by the underlying
- insurer is by law unlimited, the limit stated does not apply and the policy of which this extension schedule .

forms a part shall afford no insurance with respect to Emp!oyers Liability In such Junsd:cllon

Form 8X 80 04 10 08
Process Date' 03 f26 /09

e e r a A e e I

: ?olicy Expiration Date: 06/08/10

¥

Prod.fComp. Ops.

Page 1 of 2

Frgure 38, General Busmess and Automotnfe Lmb:lzty Exfenszon

- Page 30 of 32
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- S - ‘. i . ; R
Insurer: HARTFORD CASUALTY INSURANCE COMPANY ) : : _ . >4
| HARTFOAD PLAZA, HARTFORD, CT 06115

ARV AL DRORDERL *mezaamsmnq o811

Countersigned by 03/26/09
: Authorized Representative Date
Form SX 80 01 06 97 T Printed in U.S.A. (N8)
e T ey T R A e . S R IPBIP PR (Tl it k-_—_:_...?.'._._‘.?-._.n..d_.l..-__ﬂ__ﬂ'_J_l'_lﬁ [ S

' “I'is Declarations Page, with Umbrelia Liability Provisions and Endorsements, if any, issued to form a part thereof,

shall together constitute this Umbrella Liability Supplemental Contract, which in turn forms a part of Policy Number -:_
" shown below. : ' :

_'None of the provisioris of the policy to which this Suppiemental Contract is attached applies to the Umbrella Liability .
insurance provided hereunder. : ‘

Wherever the word "policy” éppeafs in this form or in endorsements attached to or made a part of this Supplemental
Contract, it means "Supplemental Contract”.

POLICY NUMBER: 83 SBA NK7507
DECLARATIONS

‘Named Insured and Mailing Address: BUREAU OFOFFICE SERVICES, INC.

SEE FORM TH 12 00
361 §. FRONTAGE RD. STR 125

'BURR RIDGE IL 60527
Policy Period : From: 06/08/0% To:r 06/08/10
12:01 A.M., Standard time at the address of the named insured as stated herein,
Premium $ INCLUDED ADVANCE PREMIUM
Self insured Retention $16,000 each oceurrence
The Limits of Insurance subject to all the terms of this poficy that apply are:
Each Ocourrence & 3,000,000 Products-Completed Operations Aggregate Limit ¢ 3,000,000

General Aggregate Limi (Other ¢ 3,000,000 Bodily Injury By Disease Aggregate Limit & 3,000,000
than Products - Completed
Operations, Bodily Injury By
Disease and Automobite)
Schedule of Underlying Insurance Policies
See Attached "Extension Schedule of Underlying Insurance Policies"

Form Numbers of Forms and Endorsements that apply.

5¥%80020408 5X80041008 §X02041008 SX04150697
5421040697 5X21050687 5X21610697 5%21821008
5X24010401

fhatnsR G

Figure 39, Nunibered “Umbrella” Policy Extensions

Proposal

Copyrignt © 2010 Bureau of Office Services, Inc. )
Unauthorized Distribution Prohibited « PROPRIETARY » State of West Virginia Use Only Page 31 of 32



Page32 | BUREAU OF OFFICESERVICES INS10002

64 (Policy Pz‘ovisionsz WC 00 00 oo A)

o GK |NFORMAT§ON PAGE
! WEC . WORKERS COMPENSATION AND EMPLOYERS LiABiLITY POLICY
/ ' INSURER: SEE ATTACHED ENDORSEMENT

NCCi Company Number: 13269 .

c Code: 9 THE ' *‘ .
ompany Code ‘ HARTFORD

Sufiix
- LARS RENEWAL

_ POLICY NUMBER: 83 WEC GK6564 1 [ o8 |
Previous Policy Number: 83 WEC GR6564 . L

HOUSING CODE: IV
1. Named insured and Mailing Address: BUREAU OF OFFICE SERVICES

{(No., Street, Town, State, Zip Code}) _

361 &, FRONTAGE RD. BTE 125
FEIN Number; 362391254 BURR RIDGE, IL 605327

State Identification Number(s):

The Named Insured is: CORPORATION
Business of Named Insured: TRANSCRIPTION SERVICE

Qther workplaces not shown above: SEE AITACHED SCHEDULES

2. Policy Period; From 06/08/02  To 06/08/10
| 12: 01 a.m., standard time st the. msured's mailing address.

Producer's Name: HELQ ROGAL & HOBBS OF CHICAGO/PHS

PO BOX 29611
CHARLOTTE, NC 28229
- Producer's Gode: 510605
issuing Office:  THE HARTFORD
8711 UNIVERSITY BAST DRIVE
CHARLOTTE o NG 26213
{866) 467-8730 -
Total Estimated Annuiat Premium: - $10,989
: Deposit Premium; : S ]
Policy Minimuim Premjum:  $536 IL (INCLUDES INCREASED LIMIT MIN. PREM.}
Audit Period: ANNUAL 7 Installment Ferm
The pclicy is noi binding unless countersngned by our authorized representatlve

" Countersigned by ' ) 04/24/09 -

RN TR UM SOOI +sso01s30xssssoaon o734

Authorized Representative , Date
i FormWC 006001 A {1) Printed in U.S.A. . .Page 1 (Continued on next page)
{5 ‘ Pmcess Date. 04/24/03 Policy Expiration Date: 06/08/10
Fzgure 40, Workers Compensatron Pohcy '
. ofo

o ) Copyright © 2010 Bureau of Office Sewvices, Ing, -
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