
 
 
 

The  following  documentation  is  an  electronically‐
submitted  vendor  response  to  an  advertised 
solicitation  from  the  West  Virginia  Purchasing 
Bulletin  within  the  Vendor  Self‐Service  portal  at 
wvOASIS.gov.  As part of the State of West Virginia’s 
procurement  process,  and  to  maintain  the 
transparency  of  the  bid‐opening  process,  this 
documentation  submitted  online  is  publicly  posted 
by  the  West  Virginia  Purchasing  Division  at 
WVPurchasing.gov with any other vendor responses 
to  this  solicitation  submitted  to  the  Purchasing 
Division in hard copy format. 
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Department of Administration
Purchasing Division
2019 Washington Street East
Post Office Box 50130
Charleston, WV 25305-0130

State of West Virginia
Solicitation Response

Proc Folder: 1432458

Solicitation Description: Transcription Services, Legal and Medical

Proc Type: Central Master Agreement

Solicitation Closes Solicitation Response Version

2024-06-12 13:30 SR 0323 ESR06122400000007741 1

VENDOR

VS0000046127
Intellectix Corporation

Solicitation Number: CRFQ 0323 WWV2400000010

Total Bid: 2000 Response Date: 2024-06-12 Response Time: 13:03:18

Comments: Intellectix offers competitive, easy-to-track baseline pricing for all pages processed for The WorkForce West Virginia.

FOR INFORMATION CONTACT THE BUYER
Brandon L Barr
304-558-2652
brandon.l.barr@wv.gov

Vendor
Signature X                                                                     FEIN#                                                       DATE
All offers subject to all terms and conditions contained in this solicitation
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Line Comm Ln Desc Qty Unit Issue Unit Price Ln Total Or Contract Amount
1 Transcription Services, Legal and Medical 2000.00000PAGE 1.000000 2000.00

Comm Code Manufacturer Specification Model #
82111603    

Commodity Line Comments:  

Extended Description:
Estimated quantity of 2,000 is per month based on usage.  Please enter price per page based on estimated quantity



 

RFQ Response – Legal and Medical Transcription 
Request for Quotation No. CRFQ 0323 WWV2400000010  
12 June 2024 
 

Prepared for 
State of West Virginia 
West Virginia Purchasing Division for The WorkForce West Virginia 

 

Prepared by 
Intellectix Corporation   UEI: HNM1RWGG81G7 
9710 Traville Gateway Dr. #314  TIN: 46-0999727  
Rockville, MD 20850   CAGE Code: 6T2F2 

 

Primary Point of Contact 
Oren Kwiatek 
(240) 751-0115 
oren@intellectix.com 

 

 

 

info@intellectix.com | www.intellectix.com | (240) 751-0115 
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Intellectix Experience to serve The WorkForce West Virginia 
Transcripts are only meaningful if they are accurate and attention to detail is paramount in their creation. 
For nearly a decade, Intellectix Corporation (Intellectix) has been dedicated to the receipt, safeguarding, 
and timely return of transcription and court reporting services for U.S. federal, state, and local 
governments (NAICS Code 561410). Our company has established past performance managing, staffing, 
and executing work for the Department of Defense, the Intelligence Community, and the Department of 
Justice.  

Intellectix understands the importance of this contract to provide legal and medical transcription, 
including the need for a process-oriented approach required to deliver these services from the audio 
recordings of the meetings, as referenced in RFQ Section 4. Repeatable processes that acknowledge 
quality control must be employed to reliably produce high quality work that consistently meets and 
exceeds RFQ formatting requirements. Additionally, The WorkForce West Virginia must have full 
confidence that it can trust our team of certified transcriptionists with the security of government-owned 
digital and physical media. Our team recognizes and appreciates these unique, demanding requirements 
and proposes a wholistic solution purposefully designed to meet the specific needs of The WorkForce 
West Virginia. 

 
 Intellectix Corporation offers a comprehensive solution designed to meet the specific requirements of the Legal and 

Medical Transcription RFQ. This wholistic approach aims to provide full confidence in our transcription services.  
 

Qualifications, Mandatory Requirements, Performance, and 
Payment: 
These sections from RFQ CRFQ 0323 WWV2400000010 are addressed in the table below to show 
Intellectix Corporation’s solution meets and exceeds the criteria within.  

3. QUALIFICATIONS: Vendor, or Vendor’s staff if requirements are inherently limited to individuals rather 
than corporate entities, shall have the following minimum qualifications [below]. 
 
4.1 MANDATORY CONTRACT SERVICES REQUIREMENTS AND DELIVERABLES: Contract Services must meet 
or exceed the mandatory requirements listed below. 
 
6 PERFORMANCE: Vendor and Agency shall agree upon a schedule for performance of Contract Services 
and Contract Services Deliverables, unless such a schedule is already included herein by Agency. In the 
event that this Contract is designated as an open-end contract, Vendor shall perform in accordance with 
the release orders that may be issued against this Contract. 
 
7 PAYMENT: Agency shall pay per page, for all Contract Services performed and accepted under this 
Contract. The vendor shall accept payment in accordance with the payment procedures of the State of 
West Virginia. 
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The WorkForce West Virginia RFQ Requirements How the Intellectix solution Meets or Exceeds the 
Requirements 

3.1. Five (5) years of transcription services. Exceeds Requirement 
Intellectix has provided transcription services since 
2018 (6+ years) and our transcriptionists each 
average more than seven (7) years of experience.   
 
Most recently, we have provided secure 
transcription and translation services for the US Air 
Force Office of Special Investigations under 
Contract No. FA701423A0014 awarded on 
9/7/2023, among several other active contracts 
with the State of Maryland and State of 
Massachusetts.  

4.1.1 Hearing Transcriptions 
4.1.1.1 Vendors will transcribe hearings from 
digital recordings. 

Exceeds Requirement 
Our expert transcriptionists provide the ability to 
develop and deliver transcripts: 
• From virtually any audio and/or video file 

format including MP4 
• That are quality controlled to 99.9% accuracy 
• Formatted exactly to The WorkForce West 

Virginia specifications 
• With speaker attribution, time stamps, and a 

fully searchable index of every transcript word 
4.1.1.2 Transcripts shall be electronically mailed 
to the Board of Review in a format compatible 
with the Board of Review software, such as 
Microsoft Office Word 2016 or equal. 
 

Meets Requirement 
Our secure, web-based portal allows the Board of 
Review to monitor the status of document 
production and delivery. Once complete, The 
WorkForce West Virginia may access the 
transcripts via the same secure, web-based portal 
or receive an encrypted file via email.  
 
Transcripts are available in Microsoft Word 2016 or 
equal and/or PDF formats and are formatted 
exactly to The WorkForce West Virginia 
specifications.  

4.1.1.3 Typed transcripts shall be electronically 
mailed to the Board of Review for printing within 
four 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. The agency must be notified in writing if 
transcripts are delayed for any reason. 
 

Meets Requirement 
We develop 99% accurate verbatim draft 
transcripts with speaker attribution and a fully 
searchable index of every word, the same day that 
we ingest the source file. This turn-around time 
(TAT) focused process allows us to easily return 
transcripts to the Board of Review within four (4) 
working days.  
Regular updates from our Transcriptionists and 
Account Managers will ensure any deviance from 
the (4) working day TAT will be notified in writing.  
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4.1.1.4 Transcripts electronically mailed shall be 
transferred via a secure Virtual Private Network 
(VPN) or by email as an encrypted document. 

Meets Requirement 
Once complete, The WorkForce West Virginia may 
access the transcripts via our secure, web-based 
portal or receive an encrypted file via email.  

4.1.2 Hearing Transcriptions Format 
Requirements (Exhibit A) 4.1.2.1 The first page 
of the transcript shall have 1" margins. 
4.1.2.2 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 the right side. 
4.1.2.3 Transcripts shall include single spacing 
Questions and Answer format. 
4.1.2.4 Transcripts shall include Arial 12-point 
Font type and size. 
4.1.2.5 Hearing transcripts shall include the style 
of the case and appearances on page one. 
4.1.2.6 Hearing transcripts shall include an Index 
of Direct, Cross, Redirect, Recross, etc. and 
exhibits on the second page. 
4.1.2.7 Certification shall be included on last 
page of transcript and not included in the billing 
of pages. Certification must include the 
transcriber’s name, signature, and the date of 
certification. 
4.1.2.8 Hearing transcripts shall include a header 
with the claimant's name and case number in 
Arial 12-point font type bold capital 
letters/numbers. 
4.1.2.9 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. 
4.1.2.10 Hearing transcripts shall include an 
index of key words at the end of the transcript. 
 

Exceeds Requirements 
Our expert transcriptionists quickly develop and 
deliver transcripts: 
•  That are reviewed, proofread, and spell-

checked to at least 99% or greater than 99% 
accuracy. 

• That reflect our transcriptionists’ 
understanding and application of correct 
English grammar, spelling, and punctuation. 

• Formatted exactly to The WorkForce West 
Virginia’s specifications using fully 
customizable PDF, Text, or Word templates. 
Including: 

o 1” margins on page one 
o 5/8” margin on top and 1” margin on 

the right side for all subsequent pages 
o Single spacing Questions and Answer 

Format 
o Style of the case and appearances on 

page one 
o Index of Direct, Cross, Redirect, 

Recross, etc. and exhibits on page two 
o Certification page is the last page of 

the transcript 
o Certification will include the 

transcriber’s name, signature, and 
date of the certification 

o Hearing transcripts will include a 
header with the claimant’s name and 
case number capitalized in Arial 12pt, 
bold font 

o First typing line on all transcripts will 
be on line 8 on all pages after first page 
and end on line 59, leaving 51 typing 
lines per page 

o Hearing transcripts will include an 
index of key words, placed at the end 
of the transcript 

4.1.2.11 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 2016 or 
equal. 

Intellectix Corporation is prepared to print any 
transcripts to the exact specifications of The 
WorkForce West Virginia as requested, in lieu of 
electronic delivery discussed above.  
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6 PERFORMANCE: Vendor and Agency shall 
agree upon a schedule for performance of 
Contract Services and Contract Services 
Deliverables, unless such a schedule is already 
included herein by Agency. In the event that this 
Contract is designated as an open-end contract, 
Vendor shall perform in accordance with the 
release orders that may be issued against this 
Contract. 

Intellectix is prepared to perform in accordance 
with the release order that may be issued against 
this contract.  

7 PAYMENT: Agency shall pay per page, for all 
Contract Services performed and accepted 
under this Contract. The vendor shall accept 
payment in accordance with the payment 
procedures of the State of West Virginia. 

Intellectix has presented a per page quote for 
transcription services that will be performed under 
this Contract and will accept payment in 
accordance with the payment procedures of the 
State of West Virginia. 

 

Encl 
State of WV RFQ Form 

Designated Contact, Certification, and Signature Form 

Contract Manager Form 

HIPAA Addendum 

Certificate of Insurance 

Addendum Acknowledgement Form 
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Department of Administration
Purchasing Division
2019 Washington Street East
Post Office Box 50130
Charleston, WV 25305-0130

State of West Virginia
Centralized Request for Quote

Service - Prof

Proc Folder: 1432458 Reason for Modification:
Doc Description: Transcription Services, Legal and Medical  

Proc Type: Central Master Agreement

Date Issued Solicitation Closes Solicitation No Version

2024-05-21 2024-06-12     13:30 CRFQ     0323     WWV2400000010 1

BID RECEIVING LOCATION

BID CLERK
DEPARTMENT OF ADMINISTRATION
PURCHASING DIVISION
2019 WASHINGTON ST E
CHARLESTON          WV     25305
US

VENDOR

Vendor Customer Code:

Vendor Name :

Address :

Street :

City :

State : Country : Zip :

Principal Contact :

Vendor Contact Phone: Extension:

FOR INFORMATION CONTACT THE BUYER
Brandon L Barr
304-558-2652
brandon.l.barr@wv.gov

Vendor
Signature X                                                                     FEIN#                                                       DATE

All offers subject to all terms and conditions contained in this solicitation

6/12/2024

Brooke Walters
Intellectix Corporation

Brooke Walters
9170 Traville Gateway Dr. #314

Brooke Walters
Rockville

Brooke Walters
MD

Brooke Walters
United States

Brooke Walters
20850

Brooke Walters
Oren Kwiatek

Brooke Walters
(240) 751-0115

Brooke Walters
46-0999727

Brooke Walters
VS0000046127
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ADDITIONAL INFORMATION
The West Virginia Purchasing Division for the Agency, The WorkForce West Virginia is soliciting bids from qualified vendors to 
establish an open-end contract for Transcription Services per the Specifications, Terms & Conditions and bid requirements as 
attached herein.

INVOICE TO SHIP TO

WORKFORCE WEST 
VIRGINIA

WORKFORCE WEST 
VIRGINIA

1900 KANAWHA BLVD, EAST 1900 KANAWHA BLVD E
BLDG 3, 3RD FLOOR, SUITE 
300

BLDG 3, 8TH FLOOR

CHARLESTON WV CHARLESTON WV
US US

Line Comm Ln Desc Qty Unit Issue Unit Price Total Price
1 Transcription Services, Legal and Medical 2000.00000 PAGE

Comm Code Manufacturer Specification Model #

82111603    

Extended Description:
Estimated quantity of 2,000 is per month based on usage.  Please enter price per page based on estimated quantity

SCHEDULE OF EVENTS
Line Event Event Date
1 Questions due by June 5th, 2024 at 10:00am ET 2024-06-05

1.00 2,000.00



Revised 8/24/2023  

DESIGNATED CONTACT: Vendor appoints the individual identified in this Section as the 
Contract Administrator and the initial point of contact for matters relating to this Contract. 

 

 
(Printed Name and Title)           

(Address)             

(Phone Number) / (Fax Number)          

(email address)            

CERTIFICATION AND SIGNATURE:  By signing below, or submitting documentation 
through wvOASIS, I certify that:  I have reviewed this Solicitation/Contract in its entirety; that I 
understand the requirements, terms and conditions, and other information contained herein; that 
this bid, offer or proposal constitutes an offer to the State that cannot be unilaterally withdrawn; 
that the product or service proposed meets the mandatory requirements contained in the 
Solicitation/Contract for that product or service, unless otherwise stated herein; that the Vendor 
accepts the terms and conditions contained in the Solicitation, unless otherwise stated herein; that 
I am submitting this bid, offer or proposal for review and consideration; that this bid or offer was 
made without prior understanding, agreement, or connection with any entity submitting a bid or 
offer for the same material, supplies, equipment or services; that this bid or offer is in all respects 
fair and without collusion or fraud; that this Contract is accepted or entered into without any prior 
understanding, agreement, or connection to any other entity that could be considered a violation of 
law; that I am authorized by the Vendor to execute and submit this bid, offer, or proposal, or any 
documents related thereto on Vendor’s behalf; that I am authorized to bind the vendor in a 
contractual relationship; and that to the best of my knowledge, the vendor has properly registered 
with any State agency that may require registration.   
 
By signing below, I further certify that I understand this Contract is subject to the 
provisions of West Virginia Code § 5A-3-62, which automatically voids certain contract 
clauses that violate State law; and that pursuant to W. Va. Code 5A-3-63, the entity 
entering into this contract is prohibited from engaging in a boycott against Israel. 

 
 
 
________________________________________________________________________________ 
(Company) 
_________________________________________________________________________ 
(Signature of Authorized Representative) 
_____________________________________________________________ 
(Printed Name and Title of Authorized Representative) (Date) 
__________________________________________________________ 
(Phone Number) (Fax Number) 
 
(Email Address)



 REQUEST FOR QUOTATION  
  Transcription Services 
 
    
     

Revised 12/12/2017 
 
 

9.1.4 Failure to remedy deficient performance upon request. 
 

9.2 The following remedies shall be available to the Agency upon default. 
 

9.2.1 Immediate cancellation of the Contract. 
 

9.2.2 Immediate cancellation of one or more release orders issued under this 
Contract. 

9.2.3 Any other remedies available in law or equity. 
 

10 MISCELLANEOUS:  
 

10.1 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:  ______________________  
Telephone Number:  ________________________ 
Fax Number:  ______________________________ 
Email Address:  ____________________________ 

Brooke Walters
Brooke Walters

Brooke Walters
(740) 424-7169

Brooke Walters
(240) 489-6800

Brooke Walters
brooke.walters@intellectix.com

















6/12/2024

Brooke Walters
Oren Kwiatek

Brooke Walters
President, Intellectix Corporation







 

Revised 6/8/2012 
 

ADDENDUM ACKNOWLEDGEMENT FORM 
SOLICITATION NO.:_____________ 

 
 
Instructions:  Please acknowledge receipt of all addenda issued with this solicitation by completing this 
addendum acknowledgment form.  Check the box next to each addendum received and sign below.  
Failure to acknowledge addenda may result in bid disqualification.   
 
 
Acknowledgment:  I hereby acknowledge receipt of the following addenda and have made the 
necessary revisions to my proposal, plans and/or specification, etc. 

 
 
 
Addendum Numbers Received:  
(Check the box next to each addendum received)   

 
[     ]  Addendum No. 1  [     ]  Addendum No. 6 
 
[     ] Addendum No. 2  [     ] Addendum No. 7 

 
[     ] Addendum No. 3  [     ] Addendum No. 8 
 
[     ]  Addendum No. 4  [     ]  Addendum No. 9 
 
[     ] Addendum No. 5  [     ] Addendum No. 10 
 

 
I understand that failure to confirm the receipt of addenda may be cause for rejection of this bid.  I 
further understand that any verbal representation made or assumed to be made during any oral 
discussion held between Vendor’s representatives and any state personnel is not binding.  Only the 
information issued in writing and added to the specifications by an official addendum is binding. 
 
        

____________________________________________ 
         Company 

 
____________________________________________ 

                               Authorized Signature 
 
      ____________________________________________ 
         Date 
       
 

NOTE:  This addendum acknowledgement should be submitted with the bid to expedite document processing. 

6/12/2024

Brooke Walters
Intellectix Corporation


	Printed Name and Title: Oren Kwiatek, President
	Address: 9710 Traville Gateway Drive #314, Rockville, MD 20850
	Phone Number/Fax Number: (240) 751- 0115
	Email address: oren@intellectix.com
	Company: Intellectix Corporation
	Printed Name and Title of Authorized Representative Date: Oren Kwiatek, President
	Phone Number Fax Number: (240) 751-0115
	Email Address: oren@intellectix.com
	Text4: CRFQ WWV24*10


