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

1, Awardls will be mads in the bast inferest of the Siate of West Virginia.

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

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

4. All services performed or goods defivered under State Purchase Order/Conlracts are lo be continued for the
termm of the Purchase Order/Contracts, centingent upon funds being appropriated by the Legislature or otherwise
being made available. In the event funds are not appropriated or otherwise available for these services or geods
this Purchase Qrder/Contract bacomes void and of no effect after Juns 30,

5. Payment may only be made after the dslivery and acceptance of goods or services.

§. Interest may be pald for late payment in accordance with the West Virginia Code.

7. Vendor prefarance will be granted upon written request in accordance with the West Virginia Code.

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

8. The Director of Purchasing may cancel any Purchase Order/Confract upon 30 days written nolice to the seller

10, The laws of tha State of West Virginia and the Legisiative Rides of the Purchasing Division shall govern the
purchasing process

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

12, BANKRUPTCY: in the event the wendorfcontractor files for bankrupley protection, the State may deem
this contract null and void, and terminate such contract without further ordar,

13. HIPAA BUSINESS ASSOCIATE ADDENDUM: The Wast Virginia State Government HIPAA Business Associale
Addendum {BAA), approved by the Attorney General, is available onfine at www.state wv.usiadmin/purchase/vre/hipaa.him
and is_hersby made part of the agreement. Provided that the Agency meels the definition of a Cover Entity
{45 CFR §160.103) and will be disclosing Protected Health Information (45 CFR §160.103} te the vendor.

14. CONFIDENTIALITY: The vendor agrees that he or she will not disclose to anyone, direclly or indireclly, any such
personally identifiable information or other confidential information gained from the agency, unless the individual who Is
the subject of the information consents to the disclosura in wnting or the disclosura is made pursuant o the agsncy’s
policies, procedures, and rules. Vendor further agrees to comply with the Confidentiality Polisfes and Information
Security Accountability Rlequirements, set forth in hitp/fwww.state wv usfadminfpurchase/privacy/noticeConlidentiality pdf

15, LICENSING : Vendors must ba licensed and in good standing in accordance with any and all state and focal laws and
requiraments by any state or local agensy of West Virginia, including, but not Emited lo, the Waest Virginia Secretary
of State's Office, the West Virginia Tax Department, and the West Virginia Insurance Commission. The vendor must
provido all necessary releases lo oblain information to enabla the dieclor or spanding unit o
varify that the vandor is licensed and in good standing with the above enfilies.

16, ANTITRUST: In submitting a bid to any agency for the State of West Virginia, the bidder offers and agrees that
if the bid Is accapted the bidder wili convey, sall, assign or ransfer to the State of Wast Virginia all rights, title and intarast
in and to all causes of action it may now or hereafer acquire under the antitrust laws of the Uniled States and the State of
West Virginta for price fixing andlor unreasonable restraints of trade rélating to the parficular commodilies or samvicses
purchased or acquired by the State of Waest Virginia. Such assignmaent shall bs made and becoma effactive at the fime the
purchasing agsncy tenders the initial payment to the bidder.

i certify that this bid is made without prior understanding, agreement, or connection with any corporation, firm, limited
liability company, partnarship, or person or enfity submilling a bid for the same material, supplies, equipment or
servicas and is in all respeacts fair and without collusion or Fraud. | further cedily that | am authorized fo sign
the certification on behalf of the bidder or this bid,

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

2, ltems offered must be in compliance with the specifications. Any deviation from the specifications must be clearly
indicated by the bidder. Altematss offered by the bidder as EQUAL to the specifications must be clearly
defined. A bidder offering an altemate should attach comnplete specificalions and literature to the bid, The
Purchasing Divislon may waive minor deviations fo specificalions.

3, Lnit pricas shall prevail in cass of discrepancy. Al guotations are considerad F.OB. dastination unless altamale
shipping terms are clearly identified in the quotation.

4. All quotations must be delivered by the bidder to the office listed below prior lo the date and time of the bid
opening. Failure of the bidder to deliver the quotations on time will result in bid disqualifications: Department of
Administration, Purchasing Division, 2018 Washington Street East, P.O. Box 50130, Gharleston, WV 25305-0130

§. Communication during the solicitation, bid, evaluation or award periods, except through the Purchasing Division,
is stricly prahibited {(W.VVa. C.S.R. §148-1-8.5)

Rav. 12115089




State of West Virginia
Departmant of Adminisiration
Purchasing Division

2019 Washington Street East
Post Office Box 50130
Charleston, WV 253050130
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STATE OF WEST VIRGINIA

WORKFORCE West Virginia
CREQUEST FOR QUOTATIONS

WWAV-10-864 {Transcription Services)

L

1.1

GENERAL INFORMATION

Project:

Transcribing of Hearings

The Board of Review conducts hearings that are recorded on cassetle tape or digital recording

to ba 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 shall be typed in the following manner:

L

The first page shall have 17 margin

All subssequent pages shall have header on tine 5 leaving 5/8” margin at top All pages shali have
1" margin on feft and 5/8" margin on the right side

Single spaging Questions and Answer format

Arial 12 point Font type and size

Index of Direct, Cross, Redirect, Recrass, efc on second page

Certification on last page

Header with cleimant name and claim number

The first typing line is line & on all pages after first and end on line 59 leaving 51 typing fines per
page

Index of key words at the end of the transcript.

The completed transcripts shail be printed on 8 5" by 117, 208, White Bond as "mini pages”

using four-to-a-page formatting compatible with MS Word 2000,

Typing of Decisions/Ouders

Approxirmately 4,500 decisions are issued by the Board of Review per year. They have

approximately seven individuals holding hearings and dictating dacisions These decisions vary in length
from §wo {2} pages to as many as five {3) pages. A “typical” decision is three (3} pages.
Decisians shall he typad in the following mannern

The first page shalt have a 1” margin at the top.

All subsequent pages shall have a header on line 5, leaving a 5/8” margin at the top. Al pages
will have a 17 margin on the left-hand side and a %" margin on the right hand side of each page .
Single-spaced with appropriate paragraphing

Arial 12 point Font type and size.

The first typing line on page 1 is “7” and shall end at approximately “5%”, for 52 typing lines on
page 1.

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

“Standard” decisions are attached to this RFQ for the Board of Review {Attachment A} to show
the form of the respective decisionforders. Hearings transcribed from cassettes and those transcribed
from phone or other electronic format wifl be preparad in this format.




The persons dictating decisionsforders will reference certain preformatted language. The Board
of Review will provide this language to the successful vendor far insertion into the decision/orders. The
board of Review will update and change the preformatied language as necessary

The successful bidder rmust provide toil-free receipt of the dictation of the detisionsforders by
employees of the board of Review,

The vendor must have the ability 1o accommeodate the possibility that all decisions/orders
writers may be dictating simultaneously. A sufficient number of lines shall be available in place to
accommodate 3ll employees dictating simultaneously. 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 guotation.

1.2 Price quotations

The price{s) quoted in the bidder's response will not be subject to any increase and will be
constdered firm for the life of the contract.

Z. SCOPE OF WORK
2.1 Decisions Orders from Cagsetie Tapes

The successful vendor will transeribe decision/orders from cassette tapes or digital recordings if
telephone communication or other electronic means is unavailable due to malfunction of equipment 1f
vendos's equipment malfunctions, the eguipnient must be repaired with a maximum of three (3)
working days. The cassettes shall be delivered via US Mail to the successful vendor at the mailing
address specified by the vendar, unless other arrangements are mutually agreed to by the vendor and
the Goard of Review. Also, the vendor must be available for in-person pick-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 searchabile database
program of all transcripts available on either Boolearn or natural language search which will produce a
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 transeripts with the words "fatal” and “cardiac” will be listed in a directory-
style listing and transcripts will come wp one at a time with the keywords fatal and cardiac highlighted
every time they appear in gach document.

23 Eleetranic Transfer of Document

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

The vendor must have the ability to electronically mail the typed decision/order to the
alectronic 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
raturnat to the Board of Review no later than 5:00 p.m on Tugsday. The Vendor selected must indicate
the security in place for electronic transfer of infermation. The vendor must accommodate the
requirement of the board of Review to prioritize the order in which the dictations of decisions are typed,




The successful vendor will retain a “copy” of the electronicaily transritted docurnents for a 45-
day period The successful vendor will provide to the Board of Review the previous month's
transcription of decisionforders on a mass magnetic storage device {$uch a3 a compact dise) within ten
{10} days of the and of each month.

if alectranic mail is unavailable for a 24-hour period, the successful vendor shalt deliver the
sranscribed decision/orders to the Baard of review by miagnetic mass storage device {such as a compact
dise)

2.4 Retention and Confidentiakity

The succassful vendor agrees to keep all dictation of hearings transcripts and decisions/orders,
and any voluntary storage of those materials co nfidential. This shal! include, but shail not be limited to:
ensuring that ail data stored on any computer, server or other digital storage devices is protected via the
then current encoding/ firewall protection against potential hacking; all emnployees 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 spec¢ified
period of time and shall only store it for whatever standard period of time the vendor deems
appropriate for their internal needs.

25 Accuracy

The guality of the decisions/ordersftranscripts shall be subjectto a quality review by the Board
of Review  If the quality of the documents falls below 95% accuracy or if there is a consistent loss of
dictazions material {either to or 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 arrors per page of typed decision/order/transcript
to exceed an acceptable level. This includes typing, gramrmar and English context or speliing errors i
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 accommadate the raquirements of the Board of Review to prioritize work and
camply 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 will be an
afphabetical listing of all words in the transcript, their page number {in parenthesis) and their ing
numbier. For example, see Attachment B.

2.8 Cualifications

Vendor must have a minimum of five {5} years experience in doing legal and medical
transcription.
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3. COST PROPUOSAL

Estimated Price

Annual Pages™* Per Page Cost
Transcribing Hearings from Cassette 30,000 x _$2.9450 _$88,350.00
Tapes or Digital Recordings
Transtribing Telephone Dictation 7,000 X $2'692?__ $18’830'°_°
Typing of Decisions/Orders 20,000 X _$2.9450 $58,900.00
Dotumentation copying 300,000 ¥ _30.0275 __$8,250.00

TOTAL $174,330.00

“Estimates are for calculating purposes only.
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Board of Review
WORKFORCE West Virginia
112 California Avenue
Charleston, West Virginia 25303
104-558-2636/1-800-635-0189

Case Mot

N THE MATTER OF:
Clagmantt

85 No. -

Addrass

Employer:
Address

This case came oh for ialephonic hearing before e, Administrative Law Judge, on

, 2008,

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:

i The claimant worked for the above employet as a beginning As
mt the claimant was

part of his duties, and immediately precedent to his separation from emplovme
assigned to perform services at an o foran

2. On Saturday, . ., the claimant was working at the -+ - n the

shift. Part of his respensibilities was to answer the
1o divect calls and answer inquiries from employees and
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Board of Review
WORKFORCE West Virginia
112 California Avepue
Charleston, West Virginia 25305
104-558-2636/1-800-635-018%

Case No.t

INTHE MATTER OF:
Claimant:
g8 No ¢
Address

Employer:
Address

“Fhis case came on for telephonie: hearing BefOre* . .+ vov  egen Administrative Law Judge, on

, 2006

APPEARANCES:

CLAIMANT appeared telephonically Employer appearcd telephonically by

I§SUIE:

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 beginning As
part of his duties, and smmediately precedent to his separation from emplavment the claimant was
assigned to perform services at an o for an

2 On Saturday, ., the claimant was working at the + - s th.

R

ohifi. Part of his responsibilitics was 10 answer the
1o direst <atls and answer inquiries from employees and




11

3 It is alleped that the ¢laimant failed to ” on the e and also

from the who had reportedly called on the public leleph{)m

4 The claiman! denies (his. The only evidence pru-?fered to the contrary was hearsay ewidence of
what the owner had been told Accordingly, I find the best evidenee reveals that the

claimant did not fail to answer calls, and was not in dereliction of duty
5. The any requestad that the claimant be replaced and another ¢
assigned to the position. They did not wish him to be on the property further.

6. On or about , the claimant was terminated from employment | find no misconduct

on his part in connection with the separation

COMNCLUSIONS OF LAW and DISCUSSION:

Cirapter 21A-6-3(2) of the West Virginia Code provides that an individual shall be disqualified from
receiving unemployment GO!HP@[‘JS&UOI‘E 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 incinde a willful act on the part of an individual,
which is contrary 1o the best interest of the employer. On the other hand, mere inefficiency,
unsatisfactory conduct, failure in job performance as A result of inability or incapacity, inadvertencies or
ordinary negligenes in isolated instances, or good faith errors in judgement or diseretion, are not deerned
lo be misconduct within the meaning of the Code The burden is on the emapleyer to prove misconduct.

The employer has the burden (o establish with competent, reliable and appropriate evidence that an
individual eommitted misconduct. Evidence must be in the form other than total hearsay. The employer's
representative at heasing had no personal knowledge of the facts and circumslances other than what he

had heen told.

The claimant denies these allegations and establishes that he performed his duties at ail tires {0 the best
of his ability, and any failures were, of nacessity, occasioned by [ailures in cither the mine phdne or the
public telephone service, both of which had occurred at prior times.

The evidence does nof preponderant in favor of the employer  The employer hay failed o meet its burden

Conversely, | find the claimant's testimeny, firsthand, made under oath, and credibe. | find thal the
claimant was guilty of no + [ apree with the deputy that no disqualification and be imposed

DECISION:

The decision of the deputy is affirmed. The claimant is not disqualified from receiving unemp!oymem
compensation benefits. The claimant was ony his most recent employment, .

This, the tthday of 200 .
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F. MALCOLM VAUGHAN
ADMINISTRATIVE LAW JUDGE

BOARD OF REVIEW, WEST VIRGINIA
BUREAU OF EMPLOYMENT PROGRAMS

FviVism
Date Mailed: 86/1475006

By: sm

RIGHT OF FURTHER APPEAL: [fany party in this decision desires to take a further appeal, such
appeal must be filed in, writing within EIGHT DAYS, or not fater than ¥ _ . _ at the local office
where the claim was filed, The appeal may also be mailed directly to the Board of Review, 112

Califamia Avenue, Charleston, WV 25305, and must be postmarked no fater than the above “date,
unless such date falls on a weekend or holiday, at which time the Board of Review will accept the appeal

if it is filed on the next working day.
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COACHED {22):13

COACHING {12):15:2 (34):14
COAGHINGS (12):12 16 (21)20 23 {33120
(22):1 11

COLLECTED (3):19

COME {16):11{22):24 {27):13,

COMING {23):21

COMMENT {14):11 (15}:5

COMMENTS (14):20 16 {18)5 (20):23
COMMITTED (9):1

CONCLUDED {9):16

CONCLUDES {32):20 {38)4
CONFRONTED (24318

CONTINUE (20):14 {25)9

CONTROL (24}7

CONVERSATION (27):24 (28):4 (22)4
COPY (12):24 (8):10 (8):23 {7):23
GCORMER (7):17

CORPORATE {9):12

COULD {4533 (8):2 (8)2

COULDNT (29&

COUNTY {36)11

COVERED {11):10

DATED {12):3 (3):3 {$):6 (8):17
GECEMBER {12):3 '
DECIDED {27):17

DECISION (3):11 2 .9 {32):22 (38)6 (5)8
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Executive Summary

A. Overview

HE 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. Ow enterprise-scale
digital media capture, speech recognition, specialty
transctiption, translation, automated quality assutance, secure
delivery and secure reporting protocols are utilized daily by
thousands public and private sector users. In addition, our long histoty and unique historical
capabilities allow us to efficiently use afid process 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 thore.

Every item necessary to implement the West Virginia Bureau of Employment Progiams
(“WVBEP,” “WORKFORCE West Virginia”), 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 1elate to privacy, security, training, certification and billing.
Characteristics that distinguish us as a vendor are:

»  Staft

»  100% U.S -based direct employees

»  Transcription staff that averages over 15 years’ experience

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

»  Sepaiate, in-house Quality Assuzance (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

»  Senioi-level executive accessibility, responsiveness and involvement

»  Singularly accountable project manager and point-of-contact

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

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

»  Comprehensive experience with systems, security and technical requirements

»  Corporate Policies, Reputation and Standards
»  Yeaily 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 secutity of all equipment and work-related materials
»  Employees use only Bureau-owned computer systems and networks

Copyright & 2010 Bursau of Cffice Services, Inc.
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»  Updated anti-virus and anti-malware protection

»  Secure, encrypted secondary storage

»  Specialized equipment for secure foreign system access, networking (e.g,
customer system), productivity enhancement, detailed logging and other tasks

»  Updated hard copy and electronic professional refetence material (e g., reference
books, dictionaties, style guides, customer-specific guidesetc.)

»  Certifications, Security and Training

»

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

»  Infoimation Security

»  Privacy

Federal security clearance for administrative, production and technical staff

Ongoing agreements and contracts with government agencies and private customers
nationwide

FIPS approved Encryption of data during transcription, quality assutance and delivery
of completed work '

PKI-based e-mail with asymmetric, public key encryption

»  Systems

»>

In-place corporate data center, seivers, networks, security and toll-free
telecommunication services

In-house, centralized networks, hatdware and software necessary to accurately and
efficiently process work

Secure, multi-tetabyte media, document and data storage which allows retention that
far exceeds the REQ’s 45-day requirements (if deemed valuable)

»  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 database, software and template updates for all staff which ensure product
uniformity and automatic adherence to ongoing changes

Complete and easy text search index for every delivered document including simple,
compound and boolean searches _

Triple-redundant entetprise broadband internet connectivity

Triple-redundant, hard-wired digital telephone connectivity

An ar1ay of time-saving and accuracy-improving wotkflow options customizable using
any combination of organization, department, section and individual user levels
Available efficiency-improving technology including digital poitable, wireless, hands-
free, bar coding and other flexible audio and data capture

»  Billing and Tracking

»

Automated, hands-off billing at the server level that precisely conforms to solicitation
specifications requiring page-based counting

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

Secure, enciypted and FIPS 140 appioved internet access to administiative data,
documents, detail and summary reporting, access history and other relevant data for
authorized State of West Virginia staff
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H

B. Corporate Particulars

Headquarters Addiess: Bureau of Office Services, Inc.
361 S. Frontage Road, Suite 125
Buui Ridge, IL 60527—6175

Telephone: - L Toll Free: - (800) 5-BUREAU
o Main: - {630) 323-2600
Main Fax: (630) 323-2601
Website: www.bureauhq.com
Established: - January 8, 1958
Executive Contact: Richard E. Piasecki, President/CEO
Office: (630) 323-2600 x.23

Private Fax:  (630) 789-3239
Cell/Pagei:  (630) 235-6700 (after hours)
- E-Mail: 1chp_@bureauhg com

Sysfex}n_s C‘ontécf_:_ s .FredrlckR Nehls CIO _
T -Office: . (630) 323 z600x34
~Fax: - (630) 323-2601

o _Céll/Pagé_t (630} 235-6701 (after houis)
“E-Mail: fredn@bureauhg 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: judye@bureauhq.com

Operational Contact 2: Michael Weisbrodt General Accounts Manager
RIS  Office: ~ * * (630) 323- 2600x33
. Private Fax:  (630) 321-0234
- Cell/Pagei: . (630) 247-6708 (after hours)
"E-Mail: ~ michaelw@bureauhq.com

DUNS: | 068-61-8834
NAICS:  séuio
CAGE: 1XQs50
SIC: 7338, 7389

YEARS OF
TRANSCRIPTION
EXCELLENCE

BUREAU

‘of Office Services .

Caopyright © 2010 Bureaw of Office Services, Inc.
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Production Methods

A. Production Workflow Overview

OMPLIANCE WITH RFQ) SPECIFICATIONS involves the efficient collection, capture, organization
Cand distribution of audio and video media, automatic prioritization, tracking, automated and
flexible transciiption, 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, tianscription and
delivery process. (Figure 1)

Recording, Transcription, QA and Delivery

Aiie
2013 g L

Dictating Authors, Investigators,
Caseworkers and other WVBEP Staff

BIsue.] :\!qde-JS

i

Administrative . | | | . gBridge, Y
Staff B VPN 4 File:Server, | .

CSFTRete. |

B Review and Audi T Eo B : i

Ero_je_c;.t'Mia.hager. - ) Eax

WV, Bureau of Employment Programs/ . &
Figure 1, Every step of the workflow process is autornated and logged.

B. Production Workflow Details

Standards relating to each specification including turnaround time, production quality,
adherence to technical format requirements and billing verification are controlled 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, piioritization of
media, routing of media, secure delivery of media and document data for transcziption, template
selection, routing of work to QA, report processing, delivery and billing.

Copyright © 2010 Bureau of Cffice Services, Inc.
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1. Media Processing
Bureau systems have several layers of automated control to ensure recordings are processed in an
efficient and timely manner . (Figures 3 and 3) Additionally, the Bureau’s Government Accounts
Manager and production staff monitoi workflow throughout the day, seven days a week, and are
automatically notified via e-mail, phone and page of items which are approaching or exceeding
allowable parameters. (Figure s)

ion Selection & Control

|ten.. 5.1 {Facity | B Depar... | W workT... {acthor
1113057410 RIE AR 1 0ot f + OD03/2005. 10042 5 34567530 1y
1130672 10:25 U '8 VAR 3. Primar... 11 Compe,., McWiliams, Kevin ~ 05/08/2009 1307 867654321
1136740 148 U @ VAR 9. Primar 11 Compa. Mcvsiliams, Kavin 05/08/2009 14:07 123456783

[7) [£51604 - Judy Everhart L ebs3 ns 3168 lnes3iesh | USB Fectpeddl

Figure 2, Items that are yét to be transciibed are automatically routed and
prioritized by docurnent type, assigned priority or several automatically
activated parameters Itetfis can also be manually re-prioritized at any time
These are dynamically sorted and displayed as highlight colors in real time
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administrative staff and Bureau staff (e.g , by author, date(s), report type case number, subject name,

etc ) in an easy-to-use spreadsheet-liké screen. Note: Customer administrative staff are limited to viewing

jobs only for their organization or orgirtizational subdivision

Figure 3, The Master View screen displiys details about all jobs specified by WORKFORCE West Virginia

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

(Figure 4)

Proposal
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Priority and Routing
Activation Method Description

Assigned by organizing routing group assignments in individual production staff

Work Iype profiles

Age i S RN Dete:x'm.in.ed dynamicaily (ie. c_ur_r'éi}t time g.'timé aof f'écol'ding'conipletioﬁ)

Configured for each work type routing group and normally set to betwenn Vs and ¥

Trigger Time turnaround time for normal priority reports and ¥4 turnaround time for higher

priority reports

Turnaround Time -~ - | Configured for each work type i'(.)iltin'g group and set to RFP specifications

Multi-level and assignable by:

> Author or recording technician manual assignment (i e, any decument
designated as priority during recording)

- Bureau staff or WORKFORCE West Virginia administrative staff assignment

> Exceeding Trigger Time automatic assignment
> Exceeding Turnaround Time automatic assignment

Assigned Priority

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

“Change Priart-

There is jobr that has ekcéeded the
trigger tirne,

[1SRouels) . L[ T
Figure 5, Routing Profiles for each work type or a group of work types ensure
recorded jobs are automatically re-prioritized as they get closer to their assigned
turnaround time. In addition, automatic pager and telephone notification
options let administrators know if a turnaround problem is eminent.

Administrators and transcriptionists see these changes as colors. (Figures 2 and 3 above) The
color may also change automatically as jobs app1oach a trigger time and/or the contracted
turnaround time. (Figure 5) Assigned turnaround times used to priotitize work will follow the
solicitation guidelines precisely. (Figure 6) Because of this automated piioritization, notification
and monitoring, the Bureau has met turnaround time criteria for historical and current
transciiption contracts at a verifiable 1ate of 99.6% as measuired 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 1outed correctly and priotitized appiopiiately

Copyright ® 2010 Bureau of Cffice Services, Ine.
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Trigger | Turnaround
Priority Time Time
High-'Px_'ioritY'[" T T Sl hours| 24 hours
Standard Priority 24 hours 48 houts

Figure 6, WVDEP document prisFitization, trigger and turnaround time parameters to be configured.

2. Document Processing

The Bureau’s systems are client/server aichitectute. This is beneficial for ensuring accuracy,
controlling access, performing updates, ensuring conformity, logging all events and functions,
auditing processes and maintaining enid-to-end security. This architecture positively affects many
aspects of processing. This includes the way document secuzity is maintained, billing is generated
and information is purged. All documents ate edited, stored, processed using Microsoft Word and
exported in one of over forty (40) diffeient formats including the required Microsoft Word
format.

a. Data Entry Screen and Template Use
Documents are first processed from a data
entry screen {(aka. transcription entry screen
o1 “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 nartie, case
number, etc.) automatically trigger the
population of the data entry fields to which it

is linked. This speeds input and ensures o R
greater accuracy. After entry of data at the |
TES screen, a pre-formatted document
template is retrieved with items from the TES
screen already popu]atEd thr OughOUt the Figure 7, The Transcription Entry Sceen {"TES”) along with
document. AI'IY future changes to iteris from streamning audio playback allows for efficient playback, quick
the TES screen are automatically populated database lookup, insertion verification and editing of daia
into the template. Should items such as

subject names or other information change in the future, reports will be correct duting
subsequent edits o1 1ettansmission.

When 1epetitive text needs to be enteied, a shared shortcut glossary allows for automatic entry of
preformatted language to be inserted ariywhere within a document. Each glossary entry allows fot
staff to select the specific entry either by selecting it from an automatic and searchable database
list or typing a shortcut to expand into the full text of the glossary entry. These can be defined to
more efficiently enter short phrases, an entite paragraphs or many pages of form data that require
data be entered into specific locations within the form. New glossary data is updated upon login.

b. Page Count Validation

Aftet a document is created o1 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

Copyright ©@ 2010 Bureau of Gifice Services, Inc.
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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.

Counting parameters are configured and counting is performed at the document management
server Count parameters within the Bureau’s system will be conﬁguxed to match the page
counting method 1eferenced in the RFEQ (Figure 8)

€ 4 Facitity Prafile ©

- ﬁepﬂd T?DS ID f L
Feﬁil&t] Deparment[:}l Remeype[s]!

I]_' Cemtwelsmke :
=~ ‘.!_ Cﬁﬂﬂlﬂke&u
'r‘ Eﬂw‘!“&m‘!l'-

i fmenlms b _- o —

i Ehaigma Gsing incentwes ml wcuk p!opeflv wy
| if tha Charge and Cnml Iac!ars Be lnherﬂe

- lmm Faclity, e

Figure SWThe Bureau s documenr management system contains the conf‘gwatzon optmns necessary

for conformity to the solicitation-specified page counting and billing parameters. Counting is

automatically performed only at the server level.
Any creation of or change in the content of a document will cause a count to be triggered.
Content changes may add, do nothing or subtract from a decument’s count depending upon the
nature of the change.

Every access and status change to a document is logged and available for review by authorized
Bureau and WVDEP staff.

c. Quality Assurance
The role of the Quality Assutance Department A
(QA) at the Bureau setves two primary functions: |7 T
»  Assuring final transcription product quality

| Showriny

Foubect 1D [Scbed Hame Tian 10]Tran En

using verified statistical methods within a e T Paata

. ) N A N [T - I A 1601 Provider Test  VHZENB PapmnTer | GRISTZA
unified processing, tracking, review and

repoiting system as e

»  Initial and ongoing production employee @ @ o | vo ] L | @ M

;

training, education and feedback 2
Figure g, The QC screen shows reports queued fo QA staff for
. correction, edit and scoring. After QA processes these jobs,
Quality Assurance is one of the most important they are reviewed by the original transcriptionists and

and technically advanced components of the cumulative scores and summary information is available to
s Bureau and WVDEP administrators.
Bureau’s automated document management
system. All transciiption may be either manually
selected or automaticaily selected for review based on several functional quality review sampling
1ates set by Bureau administrative staff. In addition, any document with a blank (i.e , unclear

Copyright © 2010 Bureau of Office Services, Inc.
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speech, dropout, heavy static, etc.) is automatically routed to QA for review. Transcription and
administiative staff can also manually route a report to QA with additional non-hillable and
tracked comments-called “Post it notes™that ate stored with the final report in the transciiption
database.

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

Reports are triggered and routed to QA by:

1. Random sampling

2. Customizable percentage (up to 100%) by:
Facility (Figure 10)

Department (Figure 11}

Author (Figure 12)

Work type (Figure 13)
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

{0 an o

This flexibility allows for problem audio formats and authors to be assigned a 100% QA level. It
also allows transcriptionists that are assigned to a new account to have 100% of their work 1outed
to QA for timely feedback until they be¢ome familiar with the content.

Rmtr,mm ot mmsW 5 ‘-
Fackits | Depcoarcid] Hepiitgpnin] 5 55 S
Fackylai. “Sttrga | Dairbotion | Elec S

S S S
™ ke seQuinia o in e narie
.

SFadtor ! S brtraris) | S RegnTyes) o B - T
Figure 10, QA Percentage conf‘gured at the Fac:hty level Fzgure 1, QA Percentage configured for each Drwsron or
Department within the WVDEP .

: rzﬂm} Depalmmia)
Henmwpeux Sathgr

Qum{ x;mli ‘iuowl_@_!g_j ‘-uz-u;i

Y Bkaiber T3S Genvtvensd 6 RepTroNE =

F1_qwe 12, QA Percentage by Author, User oF Figure 13, QA Percentage conﬁguredfor Report Type
content source {very useful for challenging users)
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Pl -
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Figure 14, QA Percentage by Transcriptionist or Editor

Minimum random sampling 1ates for all transcriptionists are five (5%) percent depending upon
the facility and contractual requirements. Sampling 1ates are adjusted as necessary and can be
adjusted by either administrative staff o1 the QA department based on historical eiror rates and
upon customer request.

Once a transciibed document is queued and selected for review by a QA editor, the initial
transcription entry screen is displayed. This is the same data ent1y scieen that transciiptionists
use to initially process a repoit.

This screen allows for easy checking and modification of any report patameters. A transcriptionist
working from this screen (i.e., before being released to QA) can review lists of available authors,
participants (Figure 15), subjects and other 1elated data. All of this data is 1outed fiom the
Bureau’s centialized transcription database, instantly and automatically to the transcription entry
screen used by both transcription and QA staff.

Subject demographic information (e g., name, case number, address, etc.) and the transciibed
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 tuined off if necessaty.

The QA Department will follow a written, standardized
system of processes based on WVDEP guidelines,
templates, directives and Bureau standards designed to
provide accurate and timely service to the customer and
useful feedback to transciiption and managerial staff.

. VARK:D

b, ovacos F

WO msic-s e
. MASLC-R

| VARG o

WO VARG

Each error o1 variance type within a report is assigned
one of four (4) severity levels. (Figures 16 and 17) Once a
I R S S report has been queued and 1reviewed by QA staff, error
Figure 15, Author and participant lookup allows , -
4 scores are added and an accuracy score is calculated by
production staff to search for and select people such ) )
as interviewers, investigators, administrators and subtiacting the error score from 100. These are based on

other participants from the Bureau’s database along  1igid pnidelines uniquely formulated for each customer
with reference data (e g, title, codes, phone number, d foll hi e
location information, etc ). and tollow this critetia :

Copyright @ 2010 Bureau of Ofiice Services, ing.
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1. Critical exror in format or basic spell check error (- 8 points each)
A Failure to follow standaid formatting protocols for the given report type
B Failure to correct an erior highlighted during spell check or incorrect use of a
word-expansion macro
C. Misspelling of autho1 name as populated by the database, as provided by author or
subjects o1 any names coriectly spelled by author

2. Major errors (- 4 points each)
A Incorrect jargon, terms o1 data
B Failure to transcribe recorded material verbatim other than to note giammatical
errors made by a speaker (e.g, [sic], [intentionally so written], etc.)
C  Punctuating a sentence in such a manner as to change its meaning
D.  Addition/omission fioin 1ecording for no apparent reason, unless asked to edit
recorded material during recording or by facility liaison
E  Incorrect entry of subject demographic information into predetermined 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
H. Failure to follow any additional transcription guidelines requested by client in
accordance with professional standards
Use of abbreviations in Diagnoses
Technical document efro1s including incoriectly overriding the automatic
template selection for feport, use of typed characters which preclude proper
interfacing with other software programs (e.g, the degree symbol, foreign
language chazacters) ot failure to use section, line or page break properly.
K. Failure to use 1eference material provided by the Bureau resulting in blanks within
transcription

o m

S

3. Minor errors (- 1 point each)

Use of incorrect non-téchnical/non-jargon word or wrong form of word
Addition/deletion of insignificant words {e.g , “of,” “to,” “the,” etc )

Incorrect verb/tense usage, even if recorded incorrectly

Failure to use appropriate capitalization protocols

Failure to use basic wotd processing skills (e g., using spaces instead of tab o1
indent resulting in misalignment of text, incorrect font usage, etc.)
Repetition of the same error within same repoit

mOO® e

iy

4.  Author/Note erross (- o poiiits each)
A Uncorrectable erzor in procedure, directive o1 data entrty made by the author or
subject provider during time of recording
B Audio error such as inaudible speech, gaibled speech, mumbling or recording
device issues
C.  Notes which QA staff track, but do not in-and-of-themselves constitute an error

Copyright & 2010 Bureau of Cffica Sarvices, Inc.
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) ) R CiSevely ]
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Figure 16, Error names and severity assignments as  Figure 17, Carresponding 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 o1 errars from 100. The required accuracy
score stored for each report is a o to 100 grade which will flag a report if it falls below a set value.
This will be configured to 98 for all WVDEP 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 transctiptionist before they are allowed to continue to tiansciibe o1 edit.

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

This data can be securely accessed by WORKFORCE West Virginia staff using the Bureau’s
remote reporting capability.

d. Completed Document Formats and Naming Convention
| Once a document has been processed,

F1ie naming tayoul

ivwmvmcumr TR '-I SRR s : completed work will be both exported,
P [P S [V % Fomaa, ol et | Steel pox ] Size . . .
I T i _ i named, delivered printed and copied per
Cafesmitians TEoTA | G ! . . :
ol uee . RFQ specifications and subsequent WVDEP
e dew ' directives. This includes any post-
__I_S. ﬂ_ﬂalnl NM! TES Fedd . Ditating Aulhor Name 1 .
[ © e rrenenn ! processing such as:
o omst o st ! »  Generation of word concordance
i:m'fm*?? 'I::s;:ieu o -Doé{ngm_riumau_ ) 1‘ 1ndexes
S S ' »  Printing “4-up” format (i.e , four-to-a-
page)

»  Saving into a compatible Microsoft
Figure 18 Document namm_q is easzly cﬁﬁfgured and changed at the ) Word 2.000 fOI mat L.
server level Becduse this is done at the server level, changes are > Secur eing using apphcat10n~level
consistent and take effect immediately for all users. and/on encapsulation enczyption

»  Generation of copies
»  Remote printing on-site at WVDEP
»  Direct courier delivery to WVDEP sites

Ore of the most important aspects of work delivery is adhering to document naming standaids.
The Bureau names delivered documents based on operational requirements and customer

Copyright & 2010 Bureau of Office Services, Inc.
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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
traditionally recommends naming documents using items most relevant for customer systems
and/or staff to allow for easy classification, identification, integration and organization of
documents and groups of documents.

Elements used in naming can include static data along with items from the Bureau’s document
management database-up to 4o customizable fields are available-such as:

»  Department and/o1 location code

»  Report type information {(e.g , Hearings, Decisions, document title, etc )

»  Subject information (e.g.,, name(s), case numbers, identifying demographic data, etc )

»  Author information

»  Dates (e g., event, incident, interview, recotding, etc.)

»  Recording job number

»  Document index numbert

The naming of documents can be as simple as an index number, a short group of codes o1 many
elements which allow fo1 easy and unique classification, identification and integiation with other

systems.

REPORT TYPE
UBJECT NAME
AUTHOR NAME

EXTENSION

FACILITY CODE

WVBEP-Decision-Public,John-5443271-Smith, Joe-10-15-2009-1324471.D0C~ -~ =

DE

FACILITY CO
AUTHOR NAME
REPORT TYPE
SUBJECT NAME
EXTENSION

WVBEP-Smith, Joe-HEARING-Public, John Q-18-15-2009.D0C

FACILITY CODE’
REPORT TYPE
AUTHOR NAME
SUBJECT NAME
XTENSION

WCOJ-10-15-2009-Statement-Smith, Joe-Public, John Q.DOC -

RECORDING INDEX

Z
O
22
pa
[ ]
E
<
4]

Final Permanent Total Disability Hearing-1742115.DOC
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Figure 19, Document names are created automatically and dynamically using data from each recording and each document. WVDEP 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 customers securely and remotely 24/7/365.

3. Secure Delivery

All completed work will be delivered securely as specified in the RFQ either in:

»  Electronic format, electronically delivered (e.g., SFIP, VPN + FIP, PKI enciypted e-mail, on-
demand VPN, etc.)

»  Hard copy format, electronically delivered (i e, remotely printed, CD/DVD-ROM, ete.}

»  Hard copy format, coutier delivered (e.g., Bureau Courler, Express Mail, FedEx, etc.)

Each electionic transmission of document will be secured by:

»  Application enciyption (e.g , Microsoft Word, ZIP, etc,)

»  PKl-based e-mail (if available to WVDEP staff)

»  Session-based encryption (e g., SFTP, VPN + FTP, etc.)

»  An overlapping combination of the above referenced technologies

The precise method of delivery for each type of document will be determined by WORKFORCE
West Virginia staff. The Bureau has the secure networking, transfer and communications
capability to deliver woik using virtually any protocol and enciyption technology. Any method
used will be approved by both WVDEDP, state information technology administrators and the
official information secutity policy used by the State of West Virginia.

Copyright © 2010 Bureau of Office Sewvices, Ine.
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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, tianscription processing, QA records, page counts
and billing data. In addition, the Bureau goes beyond contractual requitements and affords all
customers regular face-to-face meetings, on-site training and all instructional and reference
material at no additional charge.

A. Administrative Reporting

Designated contacts will be tiained and given detailed reference material to utilize the Bureau’s
remote management platform. This allows WVDEP staff to check the status of any 1ecording 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 o1 Eistorically 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, Authoiized staff may view docurnents and Figure 21, Reports can be easily customized showing
managemnent 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 queiies based on over forty {40} separate data fields including authoi, 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
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large variety of pre-configured detail and summary reports ate available that may be customized
based upon user needs. Documents and management reports can be copied, printed, viewed and
saved.

. i

SEFARITANUY LES YN A SRR dd

iy

Figure 22, Detail report showing each recording and Figure 23, A monthly department summary showing
document along with patient information, detes and totals for each organizational subdivision
times, billing count and more

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

B. On-Site Training

T1aining sessions are offered that include both face-to-face training and the provision of reference
material. High-quality instructional and reference mateual (Figures 24 and 25) and standard-sized
8% x 11 posters (Figures 26, 27, 28 and 29) which specify each sub-process and piece of information
to be recorded by digital device, entered via the telephone keypad, scanned via bar-code o1
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 o1 stored in a local county intranet document repository.
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Figurerz@ S;&m;ﬂe Pbc]{ét;s;ized téléph.one and Frgure 25, Sample pocket—stzed te!ephone and
conference call recording card, front conference cq;‘_f 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
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vary by organizational subdivision (e.g., depattment, location, division, etc.). In addition, authors
or groups of authors within one o1 more subdivisions which always record the same woik type
(e.g., hearings) need not be prompted for work type. The correct woik type will always be

assigned and prioritized automatically upon recording.

el
Ej Semrt Dt I Double ek vt DipDictateP e . s,
e~

Watlor Buer Network™ 0 tonome

e st > A
Tyl
B Wat fo- Diplictace P d

Starka dctanon uueg L of 3 matheds: @

1) Prezs the EOL bution on th Phiin Speccimke.

2) Gl the Racard buctoe, ca the Crosenda Yiida San
i 1) Cick the rucrophiare burion n the Do Diciate endew,
Mot Tha " Shder- (1) o e P ks st b nthe STOP s e,

. Press the Bar Code buaon (B0 on the ber codaa the Mew Dictazon wedow

i E Mevo oo (B)

- s,mm 1 Pationt Hame, Exam Dace, s Titbefrs dctng hoady of s sepeat

{E] Meras ehe “Sie. @dwwnomrs-«omn;

. Frexs tho EOL bunon to tave ard sond pou - dectatio .

EEE Gorta utep foo [} sbova,

3.;;«'.‘.,._-‘

- Etwr Ueane 362 e Pir. awvord then press Enrer o ik 0K

n m!hoa.Ecg potion o bage teerding,

Nows:.*

5 D'mn'nﬂm:ybn'urkzdnr)ddnd

=t BUREAU
NP Gy doniim

Eatrrgu = 4a3

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

HANDHELD DIGITAL REGORDER
QUICK REFERENOE

Tum the unit on,
a Genw DUl the DWCH teck in e canter of the stider on 2 rignt site of
towvaras e front {face)

i LOCKED

3
E
b. Wait for the unht to dispiay the battery meter. the time the dictation coumt
diglatten status and yeur User ID anthe display.
Push the slider cn the 7ight side of the unit all the way up te record
PUli the slidar on 1 nght sice of the unik dewn ong Natéh ib stop.
3. A Hls polnt you can rewdind and piay your dictation (see Section Hi far
sider controis], or end and save your dictation.
L. M you rewind your dietation, you must fast forward to the end before
Yol record to finish dictating, Qhérase, (he diciation recercing Wit
resume at the point you slepped playling your dictaticn,
4 Fa save your dictation, do the following:
a. Make sura e slider has been moved dovn [0 the stop pashtion, as
axplained in slep 3 above.
b Press the EOL button on the dack {rear top right) of the unit fe save
your dictation.
Mupa TS must i The sider musi o
: n the GAvSton posmvn Lefore Drewsmg !Je EOL DUHCA CF e BaCK
' X enc.' a dictation

e

¥

The LCD display will displiry & large number in e op 12fl. This represents
the number of fe cument diclation being currently being racardad of about
o be recoided. For exampie, if Gve diclations have been completed. the

-

namber wil be &
. Docking
1. Be sue the slider is m the EniStop position, K zE
2. Place the botiom of the unil into e docking station. L
3 Let the unit it Dackwds unlif £ siops. P
4 Wait for the simey face {9) to display en the sereen of thé unt. L,

AotaT The PIYES SOMVAre On g GOCIIRG COMpuer 1l SNOW [36 SrOgress
of e audio AnSIEr prICeSs,
Remove the unit from the gocking station.

3

coaknued.

Figure 23, ‘Re'a.:‘ordiné instructions fbr ;i’hé'vlfps br and
handheld digital recorders

SYSYEM OVERVIEW

¥ = Cammonly used

iTap = -
P Touchthe mylus ke

H screen o select items
i o ok

T arid de1g 10 rewinnd o Lt forveaed 10 & dcation.

Shervs tramier mestepes and indicates waexd dickogn 4
2. {Cocying ker> v 3

New Dictation
Edit Dictation
Delete
! Propertias
i Profile

f::?Exlt

Figuré 27, Recording instructions for the WiFi-enabled
Windows Mobile and smart phone-based sofiware

HANBHELD DIGITAL RECORDER
‘QUICK REFERENCE

Cictation
Position

The normal starlirg and ending pasition for all tasks, ]
The same position as ‘O Slup wilh center gentty pushed Laci:. i

ihar. maﬁiaﬂx‘_!ﬂe__'_'(.l& 4 O GO WWASH TR LM |
o."rom PRETTY
Slider s pushed up from CrvStep {0 the Racerd position
Slider is putled down from "CiStop’.
Slider |s pulied two netches down from Cr/Stap of e noleh down
from Play,
#cte The siider does not automalically sty dewn m ihe rewind
pasition, You i need io puil T down again if you gause and  }
oL fike do resving more. On the (iSRRI WINGoW the B
dictaron positon Wil change as you revind, H
= Fast Forward: Stton on the !en side of the unit will fast forward your diclatxon i
while piaying of Slapped. The butten & labeked FFWD. H
Button cn the rear ¢f the unit that must be pressed ot the end of
every dictation, EOL i an acraimyn for "End Of Letler ™

+ Racorg
« Play.
= Rawind;

»EOL

V. Overview Diagram

Fihgﬁi:e ngReé-ordin_t.;. instruc t.ibngfolr the Ph:hps .
handheld recorder, page 2
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Facilities and Equipment Brief

HE BUREAU CORPORATE FACILITIES and the related communications, media processing,
Ttlansmiption and support equipment along with technical capabilities which will be utilized
by the staff of the WVDEP, eithe: for primary o1 emergency backup puiposes 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-XL,
Dictaphone Enterprise Express, ForTheRecord Pro, Olympus DSS Pro, Philips SpeechExec/Voice
Recognition 6.1 and Sony Digial Voice} with reporting flexibility and solid redundancy (ie.,
multi-server Dell and SuperMicro platform with multi-terabyte storage arrays). Captured audio
and video (the data types with the latgest 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 capability 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 fo1 the puichase,
upgrades and maintenance of these systems along with an environmentally controlled Class III
data center with raised-flooring. (Figure 30) Bureau audio processing systems, servets and
associated components are cleaned, maintained, upgiaded 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
headquarteis is further protected by redundant powet generation circuitty 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 hows and on

1

weekends for manual switch to the Bureau’s 15 kVA gas generator

Figure 30,- The Bureau’s Class il Data Center showing Frgure 31, The Bureau'’s mainﬁ'arﬁe -
primary server racks (left), spare systems and servers (back), APC Symmetra 22kVA battery backup
auxiliary air handlers (top right), external battery pack system

(center right) and UPS (botiom right)

Copyrignt € 2010 Bureau of Office Services, Inc.
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Computer systems and netwotks used by the Bureau are curient and up-to-date. Each individual
user system is protected by stand-alorne 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 staft are the sole
property and 1esponsibility of the Bureau of Office Services. No non-Bureau-owned systems o1
privately-owned systems are used. Furthermore, Bureau staff is forbidden (by corporate policy
that is enforced by written clauses within individual employment contracts) to use Bureau-owned
equipment for personal matters.

Copyright © 2010 Bureau of Office Services, Inc.
Preposal Unautherized Distributien Prohibited + PROPRIETARY + State of West Virginia Use Only Page 19 of 32
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References

HE FOLLOWING REFERENCES INCLUDE high-volume government customers located in West
TVirginia 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 cuirently performs, but also for how management,
products and seivices are viewed in light of replacement contractors.

Each of the referenced customerts has been provided with 100% of their media recording and
processing (i.e., on-line audio, portable audio, toll-fiee 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 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 09/01/200¢ - 08/31/2010

All dictation capture
All transcription
All electronic delivery

454 McDowell Street
Welch, WV 248m

(304) 436-8642
Ms. Roberta Wagner - (304) 558-0067

et

* Note: The contiact above may be extended to all political subdivisions of the State of West
Virginia

07/01/2004 - 08/31/2009

All dictation capture
All transcription
All electronic delivery

Mr Clarence “Pete” Clark
Ms. Faye Dillard

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

Copyright & 2010 Bureau of Office Sanvices, ro.
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Years 09/01/2006 - 08/31/2011

All dictation capture
All transcription
All electionic delivery

500 Foothill Drive
alt Lake City, UT 84148

Ms. Jo Ann Sullivan
Ms. Kathy Mannion

{801)582-1565 x 4422

(303) 691-6543

09/01/2006 - 08/31/2011

5 Years

All dictation capture
All transcription
All electronic delivery

2121 North Avenue
Grand Junction, CO 81501

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

Ms. Kimberly Evans

| Ms. Kathy Mannion

3 Yeals 10/01/2007 - 10/31/2009

All dictation capture
All transcription
All electronic delivery

6439 Garners Ferry Road
Columbia, SC 29209

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

Ms. Baibara Toole
Mt . Rufus Gates

09/01/2006 - 08/31/20i1

5 Yeais

1898 Fort Road
Sheridan, WY 82801

All dictation capture
All transcription
All electronic delivery

Ms. Amanda Buiton
Ms. Kathy Mannion

—

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

10/01/2007 - 11/30/2009

3 Years

All dictation capture
All transcription
All electronic delivery

2400 Hospital Road
Tuskegee, AL 36083-5001

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

Ms. Claudia Devaughn
Mr. Rufus Gates

—

Copyright © 2010 Bureau of Cffice Servicas, inc.
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2

10/01/2007 - 11/30/2009

All dictation capture
All transcription
All electronic delivery

15 Per1y Hill Road
Montgomery, AL
6083-5001

Mir. Leonard Carr
| M1. Rufus Gates

(800) 214-8387 x.4650

(706) 733-0188 x.7073

10/01/2007 - 11/30/2009

All dictation capture
All transcription
All electronic delivery

Tuscaloosa, AL 35404

(205) 554-3725
(706) 733-0188 x.7073

| Ms. Sylvia Hanna
| Mt Rufus Gates

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

ESTIMATED

‘ ANNUAL | PRICE PER
DESCRIPTION PAGES* PAGEt Cost

Transcribing Hearings from

1 Cassette Tapes or Digital 30,000 $2.9450 $88,350.00
Recordings
2 TI&HISC.IibiI;lg Telepﬁbne Dictation o 7,060 B E | $2 ,69.00 | $18,830 00 -
3  Typing of Decisions/Orders 20,000 $2.9450 $58,900.00
4 'Documeﬁ:i:étioh Copying 300,000 S :$0.‘02"75 o $8,250.00.
o T . C Y Total: $174,jjo._66 :

Notes: *  Estimates are for calculating purposes only.

T Page as defined with font parameters, margin settings, and other detailed
specifications as outlined in REQ WWV10864 (p.5, s.11).

Copyright © 2010 Bureau of Offica Services, Inc.
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Compliance Documentation

A, State of West Viiginia Data

The Bureau of Office Services currently complies with all laws, guidelines and requirements. This
includes obtaining all licenses, registiations and other administrative documentation necessary
for all federal, state, county and local government areas where business is transacted o1
employees reside. The following is for the State of West Virginia (Figures 32, 33, 34 and 35):

Save st stamgr and vour time . Yoo can naw view, e and pay Baxes ab Mips:dmytaxes wytax.goy
Mewre taxes witl be available for online aecess i the future,

TAX ) FILING FREQUENCY ____ACCOUNT NUMBER
Husiness Registaman Tax Every Twa Years JIMLGHE
Combirnnd Satos & Use Tax Aethly K TR Bt
Corpuration L icensy Tix Annoal 20017
Fass Theoueh Bnghy Tax Annual 22ME L

Figure 32, The Bureau’s State of West Virginia tax account numbers

Copyright & 2010 Bureau of Gffice Services, Inc.
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WEST VIRGINIA
STATE TAX DEPARTMENT

BUSINESS REGISTRATION
'CERTIFICATE

. BSUED TO:
BUREAU OF OFFICE SERVICES INC
361 S FRONTAGE RD STE 125
BURR RIDGE, IL 60527-5857

BUS NESS REG!STR%? ION ACCOUNT NUMBER: 2230-0508
Thus cortificata s *asuerj for e segmsmzm?s B“‘fx@d beging:  July 1, 2009

: ' _ Fhis o utfiac.ﬂe is vasu xiﬂi!z . . June 30, 2011

Tins business :&gfsrmmﬂ certificata. 1s m@ued by
. the West Virginia State Tax Commissioner
i ;_wcardam::e w:fh Chapler 11. _.Amc,fe 12 of the West V_ffgifjna Code

The ;‘zersm of o gamzafsorﬂ ;dmmfrad on this vertificate 15 {E’i}#S?&HE’?
3:53 CONGLst bzxsmp@q in the Sate of West Virgrirug at #ﬁa focanen above

Thin centili icate is nol translmﬂxb&@ and st b displayed af the lm:aﬁm for whach Issued,
ENGAGING (N BUSINESS WITHOLT QUOMBPICUGUSLY POSTING A WEST VIRGINIA B NESS
REISTRATION CERTHICATE N THE F&ﬂm{ O chs?ﬁcE"%w £ A CRHAAE AND BAAY SLIIEDT YU
H‘JFIELHHW WA COUE & . :

TRAVELING
DM ;i séﬁi:

HEE

Figuré 33, The Bureau's State of West Virginia Business Registration Cef‘trﬁcateﬁ

Copyright & 2010 Bursau of Office Servicas, Inc.
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Tzam,

2
= %ﬂuﬂ"’"“ o

I, Natalie E. Tennant, Secretary of State of the
State of West Virginia, hereby certify that

BUREAU OF OFFICE SERVICES, INC.

Control Number: 0

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

Virginia Code. I hereby declare the organization to be registered as a Foreign corporation from
its effective date of August 19, 2009

Therefore, 1 issue this

CERTIFICATE OF AUTHORITY

to the corporation authorizing it to transact business in West Virginia

Given under my hand and the
Great Seal of the State of
West Virginia on this day of
Aungust 19, 2609

Secretary of Stete

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

Copyright & 2310 Bureau of Office Sarviges, inc.
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WORK FORCE ey

Bysseil i, Fey

\V’%Sf\ii:ﬁl!ﬁa Acting Executive Dirsaint

August 24 2609 E

Bureau of Office Services inc
361 South Frontage Road
Suite 125

Burr Ridge il 80527

Dear Emgloyer:

We acknowledge receipt of your registration application. After reviewing this form, we have o
determmnead that you are not liable under ihe West Virginia Unemployment Law at this time '

We wish to advise that if you do employ persons whose services are localized in West Virginia,
liability will te incurred as 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 Regufations. Regulation 96 CSR 2. an employer
who desires o dispute a decision or action by the Commissioner, or designee. i$ required fo file a
complete and timely request for reconsideration; otherwise the Bureau's decision or action becomes
final after thirty (30) days receipt of this decision,

A request for reconsideration shail be fited within thirty {30} days of the employer’s receipt of the
disputed decision or in absence of such a recaipt, within sixly {80) days of the date of the
Commisstoner or designee making such disputed decision

The request for reconsideration shall be filed with the Commissioner, Attention. Michael Moore,
Director of Unemplaoyment Compensation (5101}, 112 California Avenue Charleston West Virginia
25305

Please inform me at the iime one of the above provisions has been met at (304) 558-2677, by fax at
{304} 558-1324 or my e-mail at sfarley@workiorcewy org | will then establish an active account for
your business

Sincerely

Suzahne Farley Office Assistant |
Status Determination Umit

famf

Contribution Accounting Section
Unemploymant Compensation Division
112 Caklorma Avenun, Charesion, Was! Virging 253059112
oy wvben orabep! « hHps dhvdew o wprRioroewy grql

An sgual opecriunidy empioyerprogram sad suxifiary ads and sances are availabie upen request 1o individuals with Bisabdtas
Keliny Goos, Catngt Secralary

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

Copyright @ 2010 Bureau of Office Services, Ine.
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B. Insurance Data
The Bureau cuirently maintains business liability, general liability, autormobile and wotkers
compensation insurance levels which exceed State of West Virginia requitements. (Figures 36, 37,

38, 39 and 40)

DATE b

l ACORD, CERTIFICATE OF LIABILITY INSURANCE 04-05-2000 |
T T ]
HILB ROCAL & HOBBS OF CHICAGO/PHS HDLDERHT-.HIS CERTIFICATE DOES NOT AMEND, EXTEND OR

510605 P:(866)467-8730 F:(877)538-8526 ALTER THE COVERAGE AFFORDED BY THE POLICIES BELOW.

: (P:gAg_géTé';GIJ\.]é 28229 INSURERS AFFORDING COVERAGE
i ' J INSURED wsuren & Haxrtford Casualty Ins Co
! wsurern: Hartford Underwriterg Ing Co
BUREAU OF OFFICE SERVICES INSURERE:
361 5. FRONTAGE RD. SIE 125 INSURER D: i
| BURR RIDGE IL 60527 INSURER E: |
COVERAGES :
HE FOLICIES OF INSURANCE LISTED BELOW HAVE BEEN 1S5UCD TO THE TNSURED NAMED ABOVE TOR THE POLICY PERIND INDICATED. NOTWITHSTANGING

ANY REGLIREMENT TERM OR CONDITION OF ANY CONTRACT OR OTHER DOCUMENT WITH RESPECT TO WHICH THIS CERTIFICATE MAY BE ISSUED OR
MAY PEATAN, THE INSURANCE AFFORDED BY THE PGLICIES DESCRIBED HEREIN IS SUBJECT TE ALL THE TERMS EXCLUSIONS AND CONDITIONS OF SUCH
POLICIES. AGGREGATE LIMITS SHOWN MAY HAVE BEEN REDUCED BY PAID CLAIMS.

IEI'[s'{t TYPE OF INSURANCE ! FoLicy ‘L PD?R%“‘M%?&%E\"? i ngg(mggpgr E LIMITS i k
I GENERAL LIRBILITY { BACH OCCURRENGE s2,000,000 13
i A ! . | commenciaL ceneracLiagiTy | B3 SBA NK7507 06/08/0906/08/10 | rre pamAcE tany one tit | 300, 000 :
B f i _' CLAIMS MADE | X | occur MED EXP tAny sne persomt | 510, 000 :
: | i X, General Liab peRsonaL & ADVINJURY |52, 000,000 | ¢
i — ° 3
: i ; ‘ | GENERAL AGGREGATE 154,000,000 | ;
GEN'. AGGREGATE LIVIT APPLIES PER: i | pRODUCTS - compior A |34, 000,000 | ¢
froucy | 1588 Xjuoc | i .
AUTGMOHILE LIABILITY or | E ;
| AT { COMBINED SINGLELMT {47 . 000, 000 | &
‘ s H
B | X |any auvto 83 UEC LEP4360 06/08/09|06/08/10 | Easciden [ ! :
£ | h :
._4! ALL OWNED AUTOS i BODILY INJURY [ s H
| SCHEDULED AUTOS i [Per perzan) i
| X ; rieo autas : { BODILY INJURY s f
X ¢ non owNED AUTOS ; 1 [P accident; b
i H 1 H
Lt PROPEATY DAMAGE ‘
: i Per accident) s 5
| ARAGE LABILITY i | AUTO ONLY - EA ACCIDENT | 5
[ lanr auto [ otersvare  Eancc|s
i | AUTO DNLY: ace | s :
| EXCESS LIABILITY . ) | BACH OCCURRENCE 1s3,000,0C00
A {Xioccor | iciamsmnoe | 83 SBA NK7507 06/08/09|06/08/10 | accresate 153,000,000 ¢ 3
14 - \
i . 1 i3 P
| !oepuctets i | | |'s
| X lrevennion 10, 000 i i is
i WORKERS COMPERSATION AND F | %ﬁfmgﬂuﬁ' i -051;{'
i EMPLOYERS® LABIEITY ) &/ / 4__[1 ELEACH AGCIDENT s
i i . {EL. DISEASE - £A EMPLOYEE | §
: /7 / 2L 2N I/ | EL DISEASE - POLICY LIMIT | 3
oTHER / / 7 / / [/ / /Q( Ty A
i i
o i
T i

BESCRIPTION OF OPERATIONSILOGATIONS/VEHICLES/EXCLUSIONS ADDED OY & RSEMENT/SPECIAL FROVISIDNG

Those usual to the Insured's erations. Volkswagen Credit Leasing, LTD. is
named lessor as their inter€st may appear. RE: 2005 Audi A6 Vehicle
Identification number: G94FXN053411 Comprehensive Deductible: $500
Colligion Deductible: £500. Ref: PDP Accountif 564684

T:Eﬁ'ﬂFlCATE HOLDER i | ADpITIONAL INSURED; INSURER LETTER: CANCELLATION :
SHOULD ANY QF THE ABOVE DESCRIBED POLICIES BE CANCELLED BEFORE THE ! !
EXPIRATION DATE THEREOF . THE ISSUING INSURER WILL ENDEAVOR TO MAIL i
90 DAYS WRITTEN NOTICE (10 DAYS FOR NON-PAYMENT) TO THE CERTIFICATE

: : HOLGER NAMED TO THE LEET, BUT FAILURE TG DO $O SHALL IMPOSE NO
Volkswagen Credi easing, LTD. SBLUGATION O LIABILITY OF ANY KIND UPON THE INSURER (TS AGENTS CR
PQ Box 650302 REPRESENTATIVES

Cockeysville, MD 21030 mmm@ e > 3
- B Jadbon— B

F!gures.g,ACORDCert[ﬁcate S

Copyright © 2010 Bureau of Office Services, Inc.
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THIS ENDORSEMENT CHANGES THE POLICY. PLEASE READ IT CAREFULLY,

EMPLOYEE BENEFITS LIABILITY ENDORSEMENT
(CLAIMS MADE)

This ehdorsement modifies insurance provided under the

SPECTRUM UMBRELLA SUPPLEMENTAL CONTRACT

SCHEDULE L
Coverage Limits of Insurance
Employes Benslits Liability $ 3,000,000 oach claim limit
$ 3,000,000 aggregate limit
SCHEDULE Il

“Gontrolling Underlying Insurance Policy”

Insurer: HARTFORD CASUALTY INSURANCE COMPANY

Policy No. Policy Period Retroactive Dale
83 SBA NK7507 05/08/09 TO 06/08/10 06/08/01
Coveraga Limits of Insurance
Employes Bensfits Liability " $ 2,000,000  aach claim limit
$ 4,000,000 aggregate limit
This policy is extended to apply lo Eniployea Benefits Retroactive Bate, if any, shown in Schedule Il or
Liability, subject to the following additional provisions: which occurs aftar the "policy petiod *

1. Except as otherwise providad by this shdarsement, the a. SECTION Hil - LBAITS OF INSURANCE
insurance afforded herain shail follow all the terms,

definitions and exclusions of the “coritdlling underlying
instirance policy” designatad in Schedtils It

A. Ths Limits of Insurance shown in Schadula | and
the rules below fix the most we will pay regardless
of the number of: :

2. SECTION |- COVERAGE EB 1. Insureds;

A, We will pay those sums that the insured must 2. Claims made or "suits* brought: or

legally pay as *damages:" ‘ ’

1. Bocause of "smployes bsnsfits injury” fo
which this endorsement appligs; and

3. Persons or organizations making claims or
bringing "suits.”
. o . B. The Aggregate Limit Is the most we will pay for ali
2. That are in axcess of the limils of insurance in *damages” to which this endorsament applies.

ihe "controlling underlying insufance policy o
C. Subjact to B, above the Each Claim Limil Is the

B, This insurance does not apgly to “employee i *damages® with ot
benefits injury" which occuriéd before the ::‘(;s:mw: :a[ilnl:ay for alf *damagas® with raspect to

TR AR URDRERERER R INELADERNIN +s200203mrs00110 o812

Form 58X 04 15 06 97 Printed in USA. (N5} Page 1 of 3

& 1987, The Hartford

Dranooo Netas 01797 /06 . Esmiratinn Rata: NE/OR 10 )

Figure 37, Employee Benefits Liability Endorsement

Copyright @ 2010 Bureau of Ofiice Services, Inc.
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XTENSION SCHEDULE OF
UNDERLYING INSURANCE POLICIES é)’

This extension schedule forms a part of the policy designated in the Declarations
carrier, Policy Number and Policy Period:
A, HARTFORD CASUALTY INSURANCE COMPANY

83 SBA NK7507 $6/08/09 TO 05/08/10 )
Type of Coverage Applicable Limiis
{ ¥ ) Business Liability - including: Bodily !njury and Property Damage

Liability Combined
$2,000,000 each occurrence
_ $4,000,000 general aggregate
Employees as Additional Insureds

m Contractual Liability

= Limited Non-Owned Watercraft

=S Additional Insureds

! Damages To Premises Rented To You Property Damage Liability

: 2 $ 300,000 each occuirence
; —

= (X3 Personal and Advertising Injury £2,000,000

2 (X) Products/Completed Operaiions 44,000,000  Prod./Comp. Cps.
s aggregate

| B ( ) Hired Auto and Non-Owned Auto Limi of Liability

H [+2]

: o B. HARTFORD §3 UEC LP4360 06/08/08 7O 06/08/10
S (43 Comprehensive Automobile Liability - Bodily injury Liability

] o QOwned Autornobiles each parson

each accident
Property Damage Liability

$ 500,000 tofal policy by disease*

== (X) Non-Ownad Automobiles each accident
= Bodily Injury and Property Damage
— (X} Hired Automobiles $1,000,000 Liapility Combined
= each accident
E { } Uninsured Motorist each occurrence
== C. HARTFORD 83 WEC GK6564 06/0B/09 TO 06/08/10
— ( X) Employer’s Liability 4 500,000 each accident*
= $ 500,000 each employee by
=== disease*

{ ) Liquor Liability 1

)
—
—."
wa—
—
—
T
-——
S——
Se—
rrm—t
=]
—
—
==
—
—
—
—
]

An "X* marked in the box indicates the coverage is provided in the Underlying Folicies.

{Note Maintenance of Underlying [nsurance Condition $X 80 02 or SX 80 03}

*Except iiat in any jurisdiction where the amount of Empioyers Liability Coverage afforded by the underlying
insurer is by law unlimited, the fimit stated does not apply and the palicy of which this extension schedule
forms a part shall afford no insurance with respect to Employers Liability in such jurisdiction.

Form SX 80 04 10 08 Page 10of 2
Process Date: 03/26/09 Paolicy Expiration Date: 06/08/10

b T

Figure 38, General, Business ar}a“ Automotlvel lablhtyExtenS!On

Copyright ©© 2010 Bureau of Office Services, Inc.
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Insurer: HARTFORD CASUALTY INSURANCE COMPANY
HARTFORD PLAZA, HARTFORD, CT 06115

This Declarations Page, with Umbrelia Liability Provisions and Endersements, if any, issued to form a part thereof,
shall together constitute this Umbrella Liability Supplemental Contract, which in turn forms a part of F’olicy Number

shown helow.

None of the provisions of the policy to which this Supplemental Contract is attached applies to the Umbretla Liability

Insuranee provided hereunder.

Wherever the word "policy" appears 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 OFPOFFICE SERVICES, INC.

SEE FORM IH 12 00
361 S. FRONTAGE RD. STE 125

BURR RIDGE Ii, 60527
Policy Period Frorn: 06/08/09 To: 06/08/10
12:01 A M, Standard fime at the address of the named insured as stated herein.
Premium % INCLUDED ADVANCE PREMIUM
Self Insured Retention $10, 000 each occurrence
The Limits of Insurance subject to all thé terms of this policy that apply are:
Each Ocecurrence $ 3,000,000 Producis-Completed Operations Aggregate Limit

General Aggregate Limit (Other ¢ 3, 000, 000 Bodily Injury By Disease Aggregate Limit
than Progucts - Completed

QOperations, Bodily Injury By

Disease and Automohils)

5

$ 3,000,000

$ 3,000,000

Schedule of Underlying Insurance Policies
See Aftached "Extension Schedule of Underlying Insurance Policies”

Form Numbers of Forms and Endorsements that apply.

SXB0020405 5¥X80041008 5X02041008 5X04150697
5X21040687 SX21050687 SX21610697 8X21821008
5X24010401

Pt G

Countersigned by 03/26/09
Authorized Represeniative Date
Form SX 80 01 06 97 T Printed in U S A (NS)

-t s L T AT Fmd.. AZINO I N

Flguregg, Numbered Umbreﬂa Pohcy Extenszons

Proposal

Copyright & 2010 Bureau of Office Services, nc.
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64  (Policy Provisions: WC 00 00 00 A)
65
GE INFORMATION PAGE
WEC WORKERS COMPENSATION AND EMPLOYERS LIABILITY POLICY

INSURER: SEE ATTACHED ENBORSEMENT

NCCI Company Number: | 13269 T
Company Cade: ? HAE%FORD
Suffix

LARS RENEWAL
POLICY NUMBER: 83 WEC GKb6564 l f 08
Previous Policy Number: 83 WEC GK6564
HOUSTNG CODE: DV '
1. Named Insured and Mailing Address: BUREAU OF OFFICE SERVICES

{No . Street. Town, State. Zip Code}

361 S. FRONTAGE RD. STE 125
FEIN Number; 362391254 BURR RIDGE, IL #0527

State |dentifications Number{s):

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

Other workplaces not shown above: SEE ATTACHED SCHEDULES

2. Policy Period: From 06/08/03  To  -Q6/08/10
12:01 am. Standard time at the insured's mailing address

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

UIVEUR HRMEAMER ) +3s001830xs5500200 07330

FO BCX 29611 :
CHARLOTTE, NC 28229
Producer's Gode: 310605
issuing Office: ~ THE HARTFORD
= 8711 UNIVERSITY EAST DRIVE
CHARLOTTE NC 28213
{866) 467-8730 ] 3
Total Estimated Annual Premium: 510,989
Deposit Premium: i
Policy Minimum Premium: $536 IL (INCLUDES INCREASED LIMIT MIN. PREM.)

(AEIREEALI A

Audit Period: ANNUAL Instaliment Term:
The palicy is not binding unless countersigned by our autharized representative.
b))
Countersigned by L 04/24/09
Authorized Representative Date

Form WC 00 00 01 A {1} Printedin U8 A Page 1 (Confirued on next page)

Process Date: 04/24/09 Poticy Expiration Date: 06/08/10
e TR o R T T s Lo 7”0‘[‘”1‘7\13}"
Figure 40, Workers Compensation Policy - S

e
Page 32 of 32 . . 'Col?yrig'nt \.C/ ?010 Burealr of Cffice Services, Inc.
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Ry, O inj 1
Rev. 63/08 State of West Virginia

VENDOR PREFERENCE CERTIFICATE

Certification and application® is hereby made for Preference in accordance with West Virginia Code, §5A-3-37 (Does notappiy to
consiruction contracts). West Virginia Code, §5A-3-37, providas an oppartunity for qualifying vendors to request (at the time of bid)
oreferencs for their residency status. Such preference is an evaiuation method only and will be applied only 1o the cost bid in
accordance with the West Virginia Code. This certificate for application is to be used to request such preferance . Tha Purchasing
Division will make the detemination of the Resident Wendor Preference, f applicable.

1. Application is made for 2 5% resident vendor preference for ths reason checked:

Bidider is an individuat resident vendor and has resided cortinuousty in Wast Virginia for four (4) years immediately preced-
ing tha date of this certification; or,

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

Bidder is a nonresident vendarwhich has an affiiate or subsidizry which employs & mindmum of one hundred state residants
and which has maintalned its headguarters or principal place of business within West Virginia continuously for the four {4}

years immediately preceding the date of this certification; or,

2. Application is made for 2.5% resident vendor preferance for the réason chacked:
Sidder is a resident vendor who cedifies that, during the life of the contract, an average at least 75% of the employees
working on the project being bid are tesidents of West Virginia who have resided in the state continuously for the two years

immadiately preceding submission of this bid; or,
3 Application is made for 2.5% resident vendor preference: for the reason checked:
Bidder is a nonresident vendor employing a minimurm of one hundred stale residents or is & nonresident vendor with an
affiliate or subsidiary which maintains its headcuarers or principal plaee of business within West Virginia employing a
minimum of one hundred state residents who certifies that, during the life of the confract, on average at least 75% of the
employees or Bidder’s affiiate’s or subsidiary's employees are residents of West Virginia who have resided in the state
eontinuousty for the two wears immediately preceding submission of this bid; or.

4, Application is made for 5% resident vendor preference for the reason checked:
, Bidder meets either the requirement of both subdivisions (1) and (2) or subdivision (1) and (3) 25 stated abowve or,
&, Application is made for 3.5% resident vendor preference who is a vefleran for the reason checked:

Bidderis an individual rasident vendarwho is a vateran of the United States anmed forces, the reserves or the National Guard
and has resided in West Virginia continucusly for the four years immediately preceding the date on which the bid is
sttbmiited; or,

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

___ Bickder s 2 resident vendor who is a veteran of the United States armed forces, the reserves or the National Guard, i, for
plapases of producing o distributing the commodities or compdeting the project which is the subject of the vendor’s bid and
continuously over the entire temm of tha project, on average at lzast seventy-five percent of the vendor's employees are:
residerits of West Virginia who hava resided in the state continuously for the bve immediately preceding years

Bidder understands if the Secretary of Revenue determinss 1hat a Bidder receiving preference has falled to continue fo meet the
requirements far such preference, the Secretary may order the Dirsttor of Purchasing to: () reject the hid; or (by) assess apenaity
against such Bidder inan amount not to exceed 5% of the bid amount and that such penalty will e pakd 1o the cantracting agency
ar deducted from any unpald balance an the contact or purchase order.

By submission of this certificate, Bidder agrees to distlose any reasonably requested information to the Purchasing Division and
suthorizes the Depariment of Ravenue fo disclose to the Director of Purchasing appropriate information verifying that Bidder has paid
the required business taxes, provided that such infermation does not contain the amounts of taxes paid nor amy other information
deemed by the Tax Comemissioner fo be confidential

Under penalty of law for false swearing (Wast Virginia Code, §81-5-3), Bidder hereby certiffes that this certificate is true
and accurate in all respects; and that if a contract Is issued to Bidder and Iif anything contained within this certificate
changes during the term of the contract, Bidder will notify the Purchasing Division mwnjigg immediataly.

e A
Bt

Bidder:___(N/A) Signed:

Date: Title:
*Check any sambination of preference consideratfon(s) indleated sbove which you are entitied 1o receive,




i RFQ No WWV10864
STATE OF WEST VIRGINIA
Purchasing Division

PURCHASING AFFIDAVIT

Wost Virginia Code §5A-3-10a states: No contract or renewal of any contract may be awarded by the state or any of its
politicai subdivisions to any vendor or prospeclive vendar when the vendor or prospective vendor or & related parly to the
vBOOr of prospective vendor is 2 deblor and the dobi owmed is an amount grsader than one thousand dollars in the

agyregale

DEFINITHONS:

“Bebl® meant any assesgment, premium, panalty, fine, tax or other amaunt of maney owed (o the state or any of its
politicst subdivisions because of a judgrment, fine, permil violation, ticense assessmant, defaulted workers® cormpensation
premiurm, penalty or other assessment praseatly delinquent or due and tequired lo be paid io the state or any of its
political subdivisions, including any interast or additions! penallies accrued thergon.

“Nebtor® means any individual, corporation, parinership, association, Lirnited Liability Company or any other form or
business associalion owing a debt to the state or any of its puiitical subdivisions. “Boitical subdivislon® means any Shunty
comimission; municipality; county board of education; any instrumentality established by & county or municipalty, any
separate corporation or insirumentalily established by one of more counties or mumicipafiies, as permitted by law, or any
public bedy charged by law with the perormance of a government function or whose jurisdiction is coexlensive with one
ar more counfies or rmunicipaities. “Related parly” means a party, whether an individual, corporatian, partnership,
association, imited liabitity company of any other form or business asseciation or nlher entily whatsoever, refaled 1o any
vendor by blood, marriags, ownership or conbract Birough which the party has a relationship of cwnership or other interest
with the vendor so that the party will actually or by effect receive or conlrot a portion of the Banefil, profit ar other
consideration from performance of a vendor contract with the party recelving an amount that rmeats or exceed five percent
of the total contract amopunt.

EXCEPTION: The promibition of this section does not apply where a vendor has contested any {ax administered pursuant
to chapter elaven of this code, workers' compensation premium, permit fee or envircnmenta! 22 or assessment and the
matter has rof becorne final or where the vendor Pas enterad info a payment plan o agjresment and the vendor is nol in
default of any of the provisiens of such plan of agreement.

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

WITHNESS THE FOLLOWING SIGNATURE
Vendor's Name: Bure%rtfj 9ff§ce Se/rjwces»nsx . 2

=
Autlorized Signature: _UW Q W Bate: 04/05/2010

State of lllinois

County of DuPage  io.vit:

Taken, subscribed, and sworn to before me this lfjda y of A{D (e g\ ] L 200
My Comenission expires @C.J('Ol()a( R . EU,Lé.

AFFIX SEAL HERE NOTORY PUBLIC g@_A u\%1 6\5-6‘5\&4\@_3;(:’

gy COMMIRSION EXPRES mmmo*s

Purchasing Affidavit (Revised 134509

17




