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 Line Comm Ln Desc Qty Unit Issue Unit Price Ln Total Or Contract Amount

Comm Code Manufacturer Specification Model #

Extended Description :

1 Transcription Services, Legal and
Medical

0.00000 EA $1.050000 $0.00

82111603

Transcription Services per the specifications attached herein



 
 

 

 

 

 

May 20, 2020 
 
Dusty Smith 
Department of Administration, Purchasing Division 
2019 Washington Street East 
Charleston, WV 25305 
 
RE:  Solicitation No: CRFQ WWV2000000017 
 
 
Dear Ms. Smith: 
 
DocuScript, LLC is pleased to submit its bid to the State of West Virginia Purchasing Division in 
response to the above-referenced RFQ for Legal Transcription Services.  
 
Officially formed in 2004, DocuScript is a small woman-owned business (WBENC certified) with 
an extensive history of transcribing medical as well as legal transcription including depositions, 
interviews, police reports, and legal briefings. We pride ourselves on having an outstanding 
reputation of providing accurate and fast transcription. Along with accuracy, confidentiality and 
security is top priority, and this is why 100% of our transcription is done in the United States.  
 
DocuScript is currently registered to do business in the state of West Virginia. We have 
reviewed the RFQ in its entirety and agree to comply with the terms and conditions as indicated. 
Please see attached documentation and pricing form that has been uploaded for your 
consideration.   
 
Sincerely, 

 
 
Kelly Brent 
President 
 

 

 

 

 

 

355 North 21st Street ⚫   Suite 100  ⚫   Camp Hill, PA 17011 

 



 
 

 



  



 

DOCUSCRIPT’S RESPONSE TO SPECIFICATIONS AND REQUIREMENTS 

 

Hearing Transcriptions: 

 
3.1.1.1  The first page of the transcript shall have 1" margins. 
 
3.1.1.2               All subsequent pages of the transcripts shall have header on line 5 

leaving 5/8" margin at top. All pages of the transcript shall have 1" margin 

on left and 5/8" margin on right side. 
 
3.1.1.3 Transcripts shall include single spacing Questions and Answer format. 

 
3.1.1.4 Transcripts shall include Arial 12 point Font type and size. 
 
3.1.1.5 Hearing transcripts shall include a style of the case and appearances on 

page one. 

3.1.1.6 Hearing transcripts shall include an Index of Direct, Cross, Redirect, Recross, 
etc. and exhibits on the second page. 

 
3.1.1.7 Certification shall be included on last page of transcript and not included in 

the billing of pages. 
 
3.1.1.8 Hearing transcripts shall include a header with the claimant's name and case 

number in Arial 12 point font type bold capital letters/numbers. 

 

3.1.1.9 The first typing line on all transcripts shall be on line 8 on all pages after first 

and end on line 59 leaving 51 typing lines per page. 

 

3.1.1.10 Hearing transcripts shall include an index of key words at the end of the 

transcript. 

 

3.1.1.11 The completed transcripts shall be printed on 8" by 11", 20#, White Bond as 

"mini pages" using four-to-a-page formatting compatible with Microsoft Office 

Word 2010, 2013, or 2016. 

 

Decisions/Orders: 
 

3.1.2.1 The first page of the Board of Review Decisions/Orders shall have 1" margins. 
 
3.1.2.2 All subsequent pages of the Board of Review Decisions/Orders shall have header 

on line 5 leaving 5/8" margin at top. All pages shall have 1" margin on right-

hand side of each page. 
 
3.1.2.3 Board of Review Decisions/Orders shall have single spacing with 
 appropriate paragraphing. 

 
3.1.2.4 Board of Review Decisions/Orders shall include Arial 12 point Font type and 

size. 
 



3.1.2.5 The first typing line on page 1 of all Board of Review Decisions/Orders 

shall be on line 7 and shall end at approximately "59", for 52 typing 

lines on page 1. 

 
3.1.2.6 All subsequent pages of the Board of Review Decisions/Orders shall begin on 

line 8 and shall end at approximately "59", for 51 typing lines per page. 

 
3.1.2.7 The persons dictating decisions/orders will reference certain preformatted 

language. The Board of Review will provide this language to vendor for 

insertion into decisions/orders. The Board of Review will update and change 

the preformatted language as necessary. 

 

DocuScript will adhere to the above transcript specifications.   Completed transcripts 

are routed to Quality Assurance, ensuring all format specifications are met. All work 

will be done in the United States as we do not offshore.  DocuScript has reviewed the 

formatting of documents labeled Exhibit B and Exhibit C and will comply with the 

above requirements. 

 
Hearing Transcriptions and Decisions/Orders: 

 

3.1.3.1 Vendor will transcribe hearings and decisions/orders from digital recordings. 

 
DocuScript will be glad to accept digital recordings via whichever method 

is preferred by the Board of Review. We currently receive voice files 

through a variety of channels including digital recorders, our dial-in 

phone system, and our own MedScribe dictation app.  This app may be 

used completely free of charge by The Board of Review for convenience or 

redundancy should any of the digital recorders fail.  

 

Transcripts and Decisions shall be electronically mailed to the Board of Review 

in a format compatible with the Board of Review software, such as Microsoft 

Office Word 2010, 2013, or 2016. 

 
3.1.3.2 Typed transcripts shall be electronically mailed to the Board of Review for 

printing within four working days of receiving the dictation. Typed 

decisions/order shall be electronically mailed to the Board of Review for 

printing within two working days of receiving the dictation. For example a 

hearing sent for dictating at 4:30 p.m. on Monday must be transcribed and 

returned to the Board of Review no later than 4:30 p.m. on Friday. 

 
DocuScript will send hearing transcripts electronically to the Board of  

Review within four workings days, and decisions/orders will be  

electronically mailed to the Board of Review within two working days  

in a format compatible with the Board of Review software. DocuScript 

prides itself on delivering accurate and fast transcription, with most of  

our contracts requiring a 24-hour turnaround time.  

 
3.1.3.3 Transcripts and Decisions electronically mailed shall be transferred via a 

secure Virtual Private Network or if by email as an encrypted document. 

 



3.1.3.4 Vendor must have all employees sign a confidentiality agreement (Exhibit D) 

and a copy of signed agreements shall be forwarded to the Board.  

 
DocuScript currently has appropriate security safeguards in place 

including use of VPNs and email encryption. Additionally, DocuScript can 

provide access to our secure FTP site for file upload and/or completed 

transcript download. Our Information Technology Administrator ensures 

HIPAA and security protocols are being met on a routine basis. DocuScript 

will forward employee signed confidentially agreements prior to award.  

 
Contract Award:  

 

4.1 The Contract is intended to provide Agencies with a purchase price on all 

Contract Items. The Contract shall be awarded to the Vendor that provides 

the Contract Items meeting the required specifications for the lowest overall 

total cost as shown on the Pricing Pages. The award will be for first year 

services only. Succeeding years of services will be added through the West 

Virginia State Purchasing Division's approved change order process. 

 

4.2 Pricing Pages: Vendor should complete the Pricing Pages (EXHIBIT A) by 

providing cost per page of transcribing hearings from digital recordings and 

typing of decisions/orders. Vendors submitting bids online through wvOASIS 

should enter the total bid amount from the Exhibit A Pricing Page into the 

commodity line of wvOASIS and attached (or upload) a copy with their bid 

submittal. 

 
The Pricing Pages contain a list of the Contract Items and estimated purchase 

volume. The estimated purchase volume for each item represents the 

approximate volume of anticipated purchases only. No future use of the 

Contract or any individual item is guaranteed or implied. 

 
DocuScript understands the contract award specifications. A pricing page 

has been uploaded separately.    

 
Ordering and Payment: 

 

5.1 Ordering: Vendor shall accept orders through wvOASIS, regular mail, facsimile, e-mail, or 

any other written form of communication. Vendor may, but is not required to, accept on-

line orders through a secure internet ordering portal/website. If Vendor has the ability 

to accept on-line orders, it should include in its response a brief description of how 

Agencies may utilize the on-line ordering system. Vendor shall ensure that its on-line 

ordering system is properly secured prior to processing Agency orders on-line. 

 
5.2 Payment: Vendor shall accept payment in accordance with the payment procedures of 

the State of West Virginia. 

 
DocuScript will accept orders through wvOASIS, regular mail, facsimile, email, 

our secure FTP server, or any other form of written communication. DocuScript 

accepts payment via credit card (P-card), bank transfer, or mailed check.  

 



Delivery and Return: 
 
6.1  Delivery Time: Vendor shall deliver standard orders within four working days for hearings 

and two working days for decisions/orders after orders are received. Vendor shall deliver 

emergency orders within two working day(s) after orders are received. Vendor shall ship 

all orders in accordance with the above schedule and shall not hold orders until a 

minimum delivery quantity is met. 

 
6.2  Late Delivery: The Agency placing the order under this Contract must be notified in writing 

if orders will be delayed for any reason. Any delay in delivery that could cause harm to an 

Agency will be grounds for cancellation of the delayed order, and/or obtaining the items 

ordered from a third party. 

 
Any Agency seeking to obtain items from a third party under this provision must first 

obtain approval of the Purchasing Division. 

 
6.3  Delivery Payment/Risk of Loss: Standard order delivery shall be F.O.B.  destination to the 

Agency's location. Vendor shall include the cost of standard order delivery charges in its 

bid pricing/discount and is not permitted to charge the Agency separately for such 

delivery. The Agency will pay delivery charges on all emergency orders provided that 

Vendor invoices those delivery costs as a separate charge with the original freight bill 

attached to the invoice. 

 
6.4  Return of Unacceptable Items: If the Agency deems the Contract Items to be unacceptable, 

the Contract Items shall be returned to Vendor at Vendor's expense and with no 

restocking charge. Vendor shall either make arrangements for the return within five (5) 

days of being notified that items are unacceptable or permit the Agency to arrange for 

the return and reimburse Agency for delivery expenses. If the original packaging cannot 

be utilized for the return, Vendor will supply the Agency with appropriate return 

packaging upon request. All returns of unacceptable items shall be F.O.B. the Agency's 

location. The returned product shall either be replaced, or the Agency shall receive a full 

credit or refund for the purchase price, at the Agency's discretion. 

6.5 Return Due to Agency Error: Items ordered in error by the Agency will be returned for credit 
within 30 days of receipt, F.O.B. Vendor's location. Vendor shall not charge a restocking fee if 
returned products are in a resalable condition. Items shall be deemed to be in a resalable 
condition if they are unused and in the original packaging. Any restocking fee for items not in 
a resalable condition shall be the lower of the Vendor's customary restocking fee or 5% of the 
total invoiced value of the returned items. 

 
DocuScript agrees to deliver standard orders as soon as possible but no later than four 

working days for hearings and two working days for decisions/orders. DocuScript 

agrees to deliver emergency orders as soon as possible but no later than two working 

days.  DocuScript will notify the agency if orders will be delayed for any reason. 

DocuScript will mail completed transcripts if required.   

 
Vendor Default: 

 
7.1 The following shall be considered a vendor default under this Contract. 

 
 7.1.1 Failure to provide Contract Items in accordance with the requirements 



contained herein. 

 
 7.1.2 Failure to comply with other specifications and requirements contained herein. 
 
 7.1.3 Failure to comply with any laws, rules, and ordinances applicable to the 

Contract Services provided under this Contract. 
 
 7.1.4         Failure to remedy deficient performance upon request. 
 
7.2  The following remedies shall be available to Agency upon default. 
 
 7.2.1        Immediate cancellation of the Contract. 
 
 7.2.2 Immediate cancellation of one or more release orders issued under this 

contract. 
 
 7.2.3 Any other remedies available in law or equity.  
   
DocuScript understands and will comply with the above.  

 
Miscellaneous: 
 

8.1 No Substitutions: Vendor shall supply only Contract Items submitted in response to the 
Solicitation unless a contract modification is approved in accordance with the provisions 
contained in this Contract. 

 
8.2 Vendor Supply: Vendor must carry sufficient inventory of the Contract Items being offered to 

fulfill its obligations under this Contract. By signing its bid, Vendor certifies that it can supply 
the Contract Items contained in its bid response. 

 
DocuScript understands and will comply with the above. 

 

8.3 Reports: Vendor shall provide quarterly reports and annual summaries to the Agency 
showing the Agency's items purchased, quantities of items purchased, and total dollar value 
of the items purchased. Vendor shall also provide reports, upon request, showing the items 
purchased during the term of this Contract, the quantity purchased for each of those items, 
and the total value of purchases for each of those items. Failure to supply such reports may 
be grounds for cancellation of this Contract. 

 
DocuScript will submit reports as requested by agency.  
 

 

8.4 Contract Manager: During its performance of this Contract, Vendor must designate and 
maintain a primary contract manager responsible for overseeing Vendor's responsibilities 
under this Contract. The Contract manager must be available during normal business hours 
to address any customer service or other issues related to this Contract. Vendor should list 
its Contract manager and his or her contact information below. 

 

Contract Manager: Camcy Holt 
Telephone Number: (717) 763-7200 
Fax Number: (833) 529-8508 
Email Address: camcy@docuscript.com 

mailto:camcy@docuscript.com


 



 

 
 



 



  

 



Hearing Decisions/Orders Transcription Services

Exhibit "A" Pricing Page

ITEM
DESCRIPTION

UNIT OF 

MEASURE

UNIT           

PRICE

EST.     

QUANITITY

EXTENDED         

COST

1

Transcibing Hearings from 

Digital Recordins Per Page 1.05$                            1500 1,575.00$                             

2 Typing of Decisions/Orders Per Page 2.65$                            600 1,590.00$                             

3,165.00$                                  

**

Total Bid Amount

Vendor should not alter pricing page and should fill out the pricing page as it is. 

The addition or alterations of the pricing page and or addition of commodities other than those listed on 

the pricing page online or as an attachment, will result in disqualification of bid submittal.  

EXHIBIT A

PRICING PAGE


