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STATE OF WEST VIRGINIA
WORKFORCE West Virginia

REQUEST FOR QUOTATIONS
WWV-10-864 (Transcription Services)

1 GENERAL INFORMATION

11 Project:
Transcribing of Hearings

The Board of Review conducts hearings that are recorded on cassette tape or digitai recording
to be transcribed The specific number of hearings held varies from month to month. The Board of
Review estimates 700 hearings to be transcribed per month.

Transcripts shalt be typed in the following manner:

o The first page shall have 17 margin

= Al subsequent pages shall have header on line 5 leaving 5/8” margin at top All pages shali have
17 margin on teft and 5/8" margin on the right side

»  Single spacing Questions and Answer format

s Arial 12 point Font type and size

e Index of Direct, {ross, Redirect, Recross, etc on second page

o (ertification on tast page

o Header with claimant name and clzim number

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

e Index of key words at the end of the transcript

The completed transcripts shall be printed on 8.5” by 117, 204, White Bond as “mini pages”
using four-to-a-page formatting compatible with MS Word 2000

Typing of Decisions/Orders

Approximately 4,500 decisions are issued by the Board of Review par year. They have
approximately seven individuals holding hearings and dictating decisions. These decisions vary in length
from two {2} pages to as many as five (5) pages A “typical” decision is three (3) pages
Decisions shall he typed in the following manner:

e  The first page shall have a 1" margin at the top.

a  All subseguent pages shall have a header cn line 5, leaving a 5/8” margin at the top. All pages
will have a 17 margin on the left-hand side and a %” margin on the right hand side of each page.

s  Single-spaced with appropriate paragraphing.

e Arial 12 point Font type and size.

o The first typing line on page 1 is “7” and shalf end at approximately “59”, for 52 typing lines on
page 1 "

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

“Standard” decisions are attached to this RFQ for the Board of Review (Attachment A) to show
the form of the respective decision/orders Hearings transcribed from cassettes and those transcribed
from phone or other electronic format will be prepared in this format.

a1
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The persons dictating decisions/orders will reference certain preformatted language The Board
of Review will provide this language to the successful vendor for insertion into the dacision/crders. The
board of Review will update and change the preformatted language as necessary

The successful bidder must provide toll-free receipt of the dictation of the decisions/orders by
employees of the board of Review

The vendor must have the ability to accommodate the possibitity that all decisions/orders
writers may be dictating simultaneously A sufficient number of tines shall be available in place to
accommodate all employees dictating simultanecusly. All cost necessary to accommodate this level of
dictation, is a cost of doing business with the agency similar to all overhead and must be calculated with
the vendor’s price/cost per page guctation

1.2 Price quotations

The price(s) quoted in the bidder’s response will not be subject to any increase and will be
considered firm for the life of the contract

2. SCOPE OF WORK

21 Decisions Orders from Cassetie Tapes

The successful vendor will transcribe decision/orders from cassette tapes or digital recordings if
telephona communication or other electronic means is unavailable due to maHuncticn of equipment f
vendor's equipment malfunctions, the equipment must be repaired with a maximum of three {3)
working days The cassettes shall be delivered via U.S. Mail to the successful vendor at the mailing
address specified by the vendor, unless other arrangements are mutually agreed to by the vendor and
the Board of Review Also, the vendor must be available for in-person nick-up of cassettes each day.
The pick-up location will be in the Charleston, West Virginia area.

2.2 Searchable Data Base Program

The successful vendor shall maintain and provide to the Board of review a searchable database
program of all transcripts available on either Boolearn or natural language search which wilt produce 2
listing of all files having the search criteria, as well as a high-lighted display of the searched words with
the file. For example, all the transcripts with the words “fatal” and “cardiac” will be listed in a directory-
style listing and transcripts will come up one at a time with the keywords fatat and cardiac highlighted
every time they appear in each document

2.3 Electronic Transfer of Document

The vendor must have the ability to electronically mail decisions/transcripts to Board of Review
in format compatible with the Board of Review software such as Word 2000

The vendar must have the ability to electronically mail the typed decision/order tc the
electronic mail address provided by the Board of Review for printing at the local with within 48 hours of
receiving the dictation. For example, a decision dictated by 5:00 p m on Friday must be transcribed and
returned to the Board of Béview 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 board of Review {o prioritize the order in which the dictations of decisions are typed




The successful vendor wiil retain a “copy” of the electronically transmitted documents for a 45-
day pariod The successful vendor will provide to the Roard of Review the previous month's
sranscription of decision/orders on a mass magnetic storage device (such as a compact disc) within ten
(10) days of the end of each month

1 alactronic mail is unavailable for a 24-hour period, the successful vendor shall deliverthe
transcribed decision/orders to the Board of review by magnetic mass storage device (such as a compaci
disc)

24 Retention and Confidentiality

The successful vendor agrees to keep ail dictation of hearings transcripts and decisions/orders,
and any voluntary storage of those materials confidential This shall include, but shall not be iimited to:
ensuring that all data stored on any computer, sérver or other digital storage devices is protected via the
then current encoding/firewall protection against potential hacking; all emplovees shall be bonded;
and, all hard copies of documentation shall be secured away from public access and viewing

The successful vendor is not required to keep the transcribed materials stored for any specitied
pericd of time and shall only store it for whatever standard period of time the vendor deems
appropriate for their internal needs

2.5 Accuracy

The quality of the decisions/orders/transcripts shall be subject to a quality review by the Board
of Review. If the quality of the documents falls below 95% accuracy of if there is a consistent loss of
dictations material (either to ar from the Board of Review and the successful vendor), and contract
resulting from this RFQ may be terminated

The Board of Review 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 speliing errors If
the vendor fails to cure the problem and the contract is terminated, all work in progress shall be
delivered to the Board of Review

2.6 Prioritization

Vendor must accommodate the requirements of the Board of Review t¢ prioritize work and
comply with special requests regarding the order in which dictations are transcribed.

2.7 Indexing

The vendor will provide keyword indexing at the end of each transcript. The indexing wili be an
alphabetical listing of all words in the transcript, their page number (in parenthesis) and their line
number. For example, see Attachment 8.

28 Qualifications

Vendor must have a minimum of five (5) years experience in doing legal and medica!
transcription.




3. COST PROPOSAL

Estimated Price
Annual Pages® Per Page Cost

Transcribing Hearings from Cassette 33,000 X ﬁ/ Qj_ ”ﬁj 2 TQZ ’O’U/

Tapes or Digital Recordings

if(ﬁ ) g_ 2;)6;@
Transcribing Telephone Dictation 7,600 X dQ/ : ﬂ 7@?72 O i
j ﬁ ") o8
Typing of Decisions/Orders 20,000 X /g/ w ‘g LO ,
N . y
Documentation copying 300,060 X‘ga_ﬂjg 7{[ 6 , C/‘OE’

TOTAL -7( j Qﬁ SO Q-

*Estimates are for calculating purposes only.




Board of Review
WORKFORCE West Virginia
112 Californmia Avenue
Charleston, West Virginia 25305
104-558-2636/1-800-635-0189

Case Mo

IN THE MATTER OF:

Claimant:
55§ No
Address

Employer:
Address

This case came on for telephonic hearing before e mmggeee Administrative Law Judge, on

, 2006
APPEARANCES:

CLAIMANT appeared telephonically Employer appeared telephonically by

ISSUE:
The Employer appealed from the decision of the —_ -, . dated
which held: "Claimant not disqualified; discharged but not for misconduct ®
FINDINGS OF FACT:
1 The claimant worked for the above employer as a beginning As
part of his duties, and immediaiely precedent to his separation from emplovment the claimant was
assigned fo perform services at an ‘ for an
_, the clairnant was working at the - an the

2. On Saturday,
shift. Partof his responsibilities was (0 ansWer the
+g direct calls and answer inguiries from employees and

P



Board of Review
WORKFORCE West Virginia
112 California Avenue
Charleston, West Virginia 25305
3&4—558—2636/2-8@@—535-6}]189

{ ase Mo

IN THE MATTER OF:
Claimant:
$S No. ¢
Address -

Employer:
Address

This case came on for telephonic hearing before e g Administrative Law fudge, on

. 2006.

APPEARANCES:

CLAIMANT appeared tejephonically Employer appeared teiephonicaily by

ISSUE:
The Employer appeaied from the decision of the - _ dated !
which held: "(Claimant not disqualiﬂed; discharged but not for misconduct.”
FINDINGS OF FACT:
1. The claimant worked for the above employer as a beginning As
part of his dutjes, and immediately precedent 10 his separation from emplavment the claimant was
ascigned to perform services at an ' for an i
_, the claimant was working atthe - on th.

2 On Saturday,
shift. Part of his respensibilities was to answer (he
1o direct calls and answer inquiries from employees and

10
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3 Tti 13 alleged that the claimant failed to on the e and also

rom the who had reportedly called cn the public Le]eahon\,

—ry

4 The claimant denies this The only evidence proffered to the confrary was hearsay evidence of
what the owner had been told  Accordingly, [ find the best evidence reveals that the
claimant did not fail to answer calls, and was not in dereliction of duty

5 The any requested that the claimant be 1eplaced and another ¢

zssigned to the position. They did not wish him fo be on the property further.

4 On or about , the claimant was terminated from employment I find no miscenduct

on his part in connection with the separation
CONCLUSIONS OF LAW and DISCUSSION:

Chapter 21A-6-3(2) of the West Virginia Code provides that an individual shall be disqualified from
recelving unemployment compensation benefits for the week in which he was discharged from his most
recent work for misconduct and the six weeks immediately following such week The Supreme Court of
Appeals of West Virginia has defined misconduct to include a wiliful zct op the part of an individual,
which is contrary to the best interest of the employer On the other hand, mere mefficiency,
unsatisfactory conduct, failure in job performance as aresult of inability or incapacity, inadvertencies or
ordinary negligence in isolated instances, or good faith errors in judgement or diseretion, are not deemed
{0 be misconduct within the meaning of the Code The burden is on the employer to prove misconduct

The employer has the burden fo establish with competent, reliable and approprizle evidence that an
individual commitied misconduct Evidence must be in the form other than total hearsay. The employer's
representative at hearing had no personal knowledge of the facts and circumstances other than what he

had been told

The claimant denies these allegations and establishes that he performed his duties at all times fo the best
of his ability, and any failures were, of necessity, occasioned by failures in either the mine phdne or the
public telephone service, both of which had occurred at prior times

The evidence does not preponderant in favor of the employer  The employer has failed to meet its burden

Conversely, I find the claimant's testimony, firsthand, made undez oath, and credible [ find that the

claimant was guilty of no + | agree with the deputy that no disqualification and be imposed

DECISION:

The decision of the deputy is affirmed. The claimant is not disqualified from receiving unemployment
compensation bepefits. The claimant was om his most recent employment,” =~ "

This, the thday of 200
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F MALCOLM VAUGHAN
ADMINISTRATIVE LAW JUDGE

BOARD OF REVIEW, WEST VIRGINIA
BUREAU OF EMPLOYMENT PROGRAMS

FMV/ism
Date Mailed: 06/14/2008
By: sm

RIGHT OF FURTHER APPEAL: Ifany party in this decision desires to take a further appeal, such
appeal must be filed in writing within EIGHT DAYS, or ot later than ¥ _ _ at the local office
where the claim was filed  The appeal may also be mailed directly to the Board of Review, 1 12
California Avenue, Charleston, WV 25305, and must be _postmarked no later than the above *date,
unless such date falls on a weekend or holiday, at which time the Board of Review will accept the appeal

it is filed on the next working day.

CC. UC Field Operations 5105
Leeal 5302 FED
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Rev 90 State of West Virginia
VEMDOR PREFERENCE CERTIFICATE

Certification and application*® is hereby made for Preferencs in accordance with West Virginia Code, §5A-3-37 (Doesnotapply to
construction contracts) West Virginia Code, §5A-3-37, provides an opportunity for qualifying vendors to requast {at the fime of bid}
nrefarence 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 cartificate for application is io be used to request such preference The Purchasing
Division will make the determination of the Resident Vendor Preference, if applicable. '

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

Bidder is an individual resident vendor and has resided continuously in West Virginia for four (4) years immadiately preced-

ing the date of this certification; or,

Bidder is a parinership, association or corporation resident vendor and has maintained its headquarters or principal place of

business continuously in West Virginia for four (4) years immediately preceding the date of this cerification; or 80% of the

ownership interest of Bidder is held by ancther individual, partnership, association or corporation resident vendor who has

maintained its headquarters or principal place of business continuously in West Virginia for four (4) years immediately

preceding the date of this cartification; or,

o i Bidder is a nonresident vendor which has an affifiate or subsidiary which employs a minimum of one hundred state residents
T and which has maintainad its headquartars or principal place of business within West Virginia continuously for the four {4)

{

years immediately preceding the date of this certification: of,

Appiication is made for 2.5% resident vendor preference for the reason checked:
Bidder is a resident vendor who certifies that, during the life of the contract, on average at least 75% of the employees
working on the project being bid are residents of West Virginia who have resided in the staie continuously forthe two years

immediately preceding submission of this bid; or,

Application is made for 2.6% resident vendor preference for the reason checked:

Bidder is a nonresident vendor employing a minimum of one hundred state residents or is a nonresident vendor with an
affifiate or subsidiary which maintains Its headquarters or principal place of business within Wast Virginia employing a
minimum of one hundred state residents who certifies that, during the life of the contract, on average at jeast 75% of the
employaes or Bidder's affiiiate’s or subsidiary’s employees are residents of West Virginia who have resided in the state

\ continuously for the two years immediately preceding submission of this bid; or,

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

Application is made for 3.56% resident vendor preference who is a veteran for the reason checked:

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

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

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

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

sciose any reasonably reguested information 1o the Purchasing Division and
& Director of Purchasing appropriate information verifying that Bidder has paid
not contain the amounts of taxes paid nor any other information

S /M/J/

By submission of this certificate, Bidder agrees to di
authorizes the Department of Revenue to disclose to th
the required business taxes, provided that such information does
deemed by the Tax Commissioner to be confidential

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

changes during the term of the contract, Bidder will notify the Purcrﬁwmﬁew.
Bidder: LS Sé CVILES IUC Signed:

' EAY A -
Date: 3' %l - 10 Title: et : é—m@i &Jf)—[%’c tS

“Check any combinafion of preference consideration(s) indicated above which you are entitled to receive
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STATE OF WEST VIRGINIA
Purchasing Division

PURCHASING AFFIDAVIT

West Virginia Code §5A-3-10a states: No contract or repewal of any confract may be awarded by the state or any of iis
political subdivisions to any vendor or prospective vandor whan the vendor or prospactive vendor or a related party fo the
vendor or prospective vendor is a debtor and the debt ownsd Is an amount greater than one thousand dollars in the

aggregaie

DEFINITIONS:
“Dabt’ means any assessment, premium. penalty, fine, tax or other amount of money owed io the state or any of is

political subdivisions because of a judgment, fine, permit violation, iicense assessment, defaulted workers’ compensation
premium, penalty or other assessment presently definquent or due and required io be paid to the state or any of its
political subdivisions, including any interest or additional penaliies accrued therson

‘Dabtor” means any individual, corporation, partnership, association, Limited Liability Company or any other form or
husiness associafion owing a debt to the state or any of ils poiitical subdivisions. "Political subdivision msans any county
commission: municipality; county board of education; any instrumentality estabiished by a county or municipality, any
separate corporation or instrumentality established by one or more courties or muricipalities as perritied by law; or any
public body charged by law with the performance of a government function or whose jurisdiction is coextensive with one
or more counties or municipalities ‘Relaied party” means a party whether an individual, corporation, partnership,
association limited liability company or any other form or business association or other eniity whatsoever, ralaied o any
vendor by blood, marriags, ownership or contract through whizh the party has a relationship of ownarship or other interest
with the vendor so that the party wili actually or by effect receive or conirol a portion of the benefit, profit or other
consideration from performance of a vendor contract with the party receiving an amount that meets or exceed five percent

of the total contract amount

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

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

WITNESS THE FOLLOWING SIGNATURE

Vendor's Name: L~ 2 gg( Vi€ S, r/,./[f(/f’. :

Authorized Signature: | s pate: 3= 9l~ /0
State of () ./‘.‘L./O VTS

County of Lzt (DENCE . towit

Taken subscribed, and sworn to before me this éi_i;y of YA CCNY .20 \O
My Commission expires | — 1 Z 20_1_"%
. X
AFFIX SEAL HERE NOTORY PUBLIC &L}S%m—@? »
IREMT 5iAS

Sogary Pubiic, Stata of (IR
3y Conesaion Ergms L2 120 ZOAA

Purchasing Affidavit (Revised 12/15/09)
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