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Attachment B

CERTIFICATION OF UNDERSTANDING
MANDATORY REQUIREMENTS

1. Al transcripts will be formattedrtyped in the exact manner detailed it the RFQ.

2. Tolifree fines will be provided for receipt of dictation from Office of Judges employees located in
Charleston, Beckley and Fairmont, West Virginia. This system must be compatible with the
Dictaphone Enterprise System equipment awnhed by the Office of Judges.

A sufficient number of tines will be available in place ’co accommodate ali employees dictating
simultaneously.

3. Hearing transcribed from cassettes and those transcribed from phone or other electronic format witl
. be prepared in the format specified in the RFQ. _

4. Inthe event telephone communication or other electronic means are unavailable, vendor shall
transcribe decision orders from cassette tapes. if required these tapes will be picked up daily at the
Office of Judges offices located at One Piayers Club Drive, Charleston, WV.

5. Vendor shall be able fo electronically mail declsmnsltranscrlnts to the agency. System used {o
transmit electronically must provide absolute security of the documents content and format,

6. Vendor must accommodate the requirements of the Ofﬁce of Judges to prioritize work and comply
with special requests regarding the order in which dictations are transcribed.

7. Vendor must provide the agency with @ magnetic storage disc (such as compact disc) of all the
previous months transcriptions within ten days of the end of each menth.

8. Vendor agreas ta maintain strict conﬂdentlallty and sacurity of dictation system, cassattes and all
transcripts.

f certify that | have read and understand the regulrement of this request by signing this

certification; | agree that the terms outlined in the request for quotations sre non-negotiable and
must be met or the contract may be canceiied.

Vendor Name: Bureau of Office Services, Inc.

Representative: R|ch{c[)Em’laseckl President/CEO /)
Signature: W g/ W

Date: March 29, 201 |




Attachment C

INS11010
COST PROPOSAL
Transcribing Hearings from Digital Voice Files $ 248 PERPG,
| Transpribing Hearing from Cassetle Tapes ' $ 248 PER PG.
Transcribing Telephone Dictation | $ 248 PER PG,
TOTAL $ 248 PERPG.

Award will be based upon the total cost.

Vendor Name: Bureau of Office Services, Inc,

" Representative: MEJP iasecki, ASeS'deDEfCEO /)

Signature: W g//

Date: Mal;ch 29,2011




RFQ No. INSILI010

STATE OF WEST VIRGINIA
Purchasing Division

PURCHASING AFFIDAVIT _

West Virginia.Code §5A-3-10a states: No contract or renewal of any contract may be awarded by fhe state or any of its
political subdivisions to any vendor or prospactive vendor when the vendor or prospective vendor or a related party to the
vendor or prospective vendor is a debtor and the debt owed is an amount greater than one thousand dollars in the
aggregate,

DEFINITHONS:

“Debt” means any assessment, premium, penaity, fine, tax or other amount of money owed to the state or any of its
pohtlcal subdivisions because of a judgment, fine, permit violation, icense assessment, defaulted workers’ compensation
premium, penaity or other assessment presently delmquent or due and required to be paid fo the stale or any of its
political subdivisions, including any interest or additional panalties accrued thereorn.

“Debtor” means any individual, corporation, partnership, association, limited fiabilily company or any other farm or
business association owing a debt to the state orany of its political subdivisions. “Poliical subdivision” means any county
commission; municipality; county hoard of education; any instrumentality established by a county or municipality; any
separate corporation or instrumentalily established by one or more counties or municipalities, as permitted by law; or any
public body charged by law with the parformance of a government function or whose jurisdiction is coextensive with one
or more counties or municipalifies. “Related party‘ means a party, whether an individual, corporation, partnership,
association, limited ltahihty company or any other form or business association or other entity whatsoever, reiated to any
vendor by blood, marriage, ownership or contract through which the party has a relationship of ownership or other interast
with the vendor so that the party will actuatly or by effect receive or control a portion of the bensfit, profit or other
consideration from performance of a vendor contract wlth the party receiving an amount that meets or exceed five percent
of the fotal contract amount.

EXCEPTION: The prohibition of this section does not apply where & vendor has contested any tax administered pursuant
to chapter sleven of this code, workers’ compensation premium, permit fee or environmental fee or assessment and the
matter has not become final or where tha vendor has entered into a payment plan or agreement and the vendor is not in
defauit of any of the provisions of such plan or agreement.

Under penalty of law for false swearing {(West Wrginfa Code §61-5-3), it is hereby certified that the vendor affirms and
acknowledges the informatton In this affidavit and is in comphanca with the requirements as stated.

WITNESS THE FOLLOWING SIGNATURE

Vandor's Name: U eaﬁ of Offic erv C. ﬂ
- Authorized Signature: /ng _ Date: March 29, 201 |
State of lllinois

County of DuPage , to-wit:

Taken, subseribed, and swomn 1o before me ihiséf dayof M 4RCH 20/l

My Commission expires SEPTEMBEX 30 . 20 ﬁ

AFFIX SEAL HERE NOTARY Puauc%' 4:3

§  "OFFICIAL SEAL" 3
4 Tammy L Aiossa $
g Notary Public, State of lllinois $

My Commission Expires 9/30/2013 ¢

Purchasing Affidavit (Revised 12/15/08)
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State of West Virginia
VENDOR PREFERENCE CERTIFICATE

Carlification and application* is hereby made for Preference in accordance with West Virginia Code, §5A-3-37. (Does notapply to
construction contracts). West Virginia Code, §5A-2-37, provides an opportunity for qualifying vendors to request (at the time of bid)
preference-for their residency status, Such preference is an evaluation method only and will be applied only fo the cost bid in
accordance with the West Virginia Code. This certificate for application is to be used to request such preference. The Purchasing
Division will make the determination of the Resident Vendor Preference, if applicable. '

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

Bidder is an incividual resident vendor and has resided continuously in West Virginia for four (4) years immedialely preced-
ing the date of this certification; or,

Bidder is a partnership, association or corporation resident vendor and has mairtained its headquarters or principal place of
business continuously in West Virginia for four (4) years immediately preceding the date ofthis certification; or 80% ofthe
ownership inferest of Bidder is held by another individual, parinership, association or corporation resident vendor who has
maintained its headquarters or principal place of business continuously in West Virginia for four {4) years immediately
preceding the date of this certification; or, '

Bidder is & norresident vendorwhich has an affiliate or subsidiary which employs @ minimum of one hundred state residents
and which has maintained its headgquarters 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 preference for the reason checkad:

____ Bidder s a resident vendor who certifies that, during the jife of the contract, on aversge at least 75% of the emplayees
working on the project being bid are residents of West Virginia who hava resided in the state continuausly for the two years
immediately preceding submission of this bid; or, -

1

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

Bidder is a nonresident vendor employing a minimurm of one hundred state residents oris a nonresident vendor with an
affiliate or subsidiary which maintains its headquarters or principat place of business within West Virginia employing a
minimum of one hundred state residents who certifies that, during the life of the contract, on average at least 75% of the
employees or Bidder's affiliate’s or subsidiary’s employees are residents of West Virginia who have resided in the state
continuously for the two years immediately preceding submission of this bid; or,

Application Is made for 5% resident vendor preference for the reasen checked:
Bidder mests either the requirement of both subdivisions (1) and (2) or subdivision (1¥and (3) as stated above; o,

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

Bidder is 2n individual resident vendor who is a veteran of the United States armed forces, the reserves or the National Guard
and has resided in West Virginia continuously for the four years immediately preceding the date on which the bid is
submitted; or, : '

[ 71T

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

Ridderis a resident vendor who is & veteran of the United States armed forces, the reserves or the Mational Guerd, if, for
purposes of praducing or distributing the commadities or completing the project whichis the subject of the vendor’s bid and
continuously over the entire term of the project, on average at least seventy-five percent of the vendor's employess are
residents of West Virginia who have resided in the state continuously for the two immeadiately preceding years.

| -

Bidder understands if the Secretary of Revenue detemmines that a Bidder recelving preference has failed to continue tomeet the
requirements for such preference, the Secretary may order the Director of Purchasing to: {a) reject the bid; or (b) assess a penalty
against such Bidder in an amount not to exceed 5% of the bid amount and that such penalty will be paid to the contracting agency
or deducted from any unpaid balance on the contract or purchase order.

By submission of this certificate, Bidder agress to disclose any reasonably requested information to the Purchasing Division and
authorizes the Department of Revenue to disclose o the Direcior of Purchasing appropriate information verifying that Bidder has paid
the required business taxes, provided that such information does not contain the arounts of taxes paid nor any other information
deemed by the Texx Commissioner to be confidential. _

Under penalty of law for false swearing (West Virginia Code, §61-5-3), Bidder hereby cerfifies that this cerfificate is true
and accurate in all respects; and that if & contract is issued to Bidder and if anything contained within this certificate
changes during the term of the contract, Bidder will notify the Purchasing E)ivisign*}ip‘writin_?j;m?ﬁé‘tllatély.

Bidder: (not applicable) Signed: ) ‘ H :

+,
¥

Date: Title:

*Chack any combinaiion of preference consldaration(s) Indicated above, which you are entitied to receive.
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. Richard E.-Piasecki, President/CEO
Executive Summary (800):5-BUREAU [528:7328] ext. 209

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

Every item necessary to implement the West Virginia Offices of the Insurance Commissioner,
(“WVOIC”), Worker’s Compensation, Office of Judges transcription project including accessing
the on-site Enterprise Express, nation-wide toll-free dictation access, media distribution,
transcription, quality assurance, secure delivery and remote reporting is in place and operational.
Every aspect of the implementation adheres to the RFQ work samples and industry standards as
they relate to format, privacy, security, training, certification and billing.

Characteristics that distinguish us as a vendor are:

»  Staff

»  100% U.S.-based direct employees

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

»  Production transcription staff that averages over 15 years’ experience

»  Decades of experience with technical formats and production workflow

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

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

»  Senior-level executive accessibility, responsiveness and involvement

»  Singularly accountable project manager and point-of-contact

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

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

»  Comprehensive experience with systems, security and technical requirements

»  Corporate Policies, Reputation and Standards
»  Yearly employment contracts with each employees that includes:
»  Ethics clause
»  Data usage, privacy and security agreement
»  Safe and secure e-mail and system usage policy

Copyright © 2011 Bureau of Office Services, Inc.
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Provision and security of all equipment and work-related materials

»  Employees use only Bureau-owned computer systems and networks

»  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 reference material (e.g., reference
books, dictionaries, style guides, customer-specific guides, etc.)

»  Certifications, Security and Training

»

Up-to-date (FY 2o011), federal training for all staff covering;:

»  Information and Cyber-security

»  Privacy

Federal security clearance for administrative, production and technical staff

Ongoing contracts with government agencies and private customers nationwide

FIPS approved Encryption of data during transcription, quality assurance and delivery
of completed work _

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

»  Systems

»

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

Complete, off-the-grid power generation for data center and all desktop workstations
Redundant hardware and software necessary to continuously process work in cases of
natural disaster and other disruptive contingencies

Secure, multi-terabyte media, document and data storage which far exceed the RFQ’s
45-day storage requirements

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

»  Document retention and retrieval configured for 365 days or more (up to 5 years)
Automatic, hands-off, multi-level prioritization of incoming media

Automatic software and template updates for all production staff which ensure product
uniformity and immediate availability to ongoing changes and updates
Triple-redundant enterprise broadband internet connectivity

Secure media capture, document access and management reporting

- Triple-redundant, digital telephone connectivity

An array of time-saving and accuracy-improving audio workflow options customizable
using any combination of organization, department, section and individual user levels
Available efficiency-improving technology including digital portable, wireless and
hands-free audio and data capture options

»  Billing and Tracking

>

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

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

Secure, encrypted internet access to administrative data, documents, detail and
summary reporting, access history and other relevant data for authorized state staff

Page 2 of 28
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B. Corporate Particulars

SINCE1958

OVER

YEARS OF
TRANSCRIPTION
EXCELLENCE

BUREAU |

of Office Services _

Headquarters Address: Bureau of Office Services, Inc.
118270 S Jackson Street
Burr Rldge IL 60527 6818

Website:

Established: Januar, G
Executive Contact: Rlchard E. Piasecki, Premdent/CEO
Office: (630) 323-2600 X.209

Private Fax:  {630) 789-3239
Cell/Pager:  (630) 235-6700 (after hours)
E-Mail: richp@bureauhg.com

Operational Contact:  Michael Weisbrodt, Account Manager
Office: (630) 323-2600 x.212
Private Fax:  (630) 321-0234
Cell/Pager:  (630) 247-6708 (after hours)

E-Mail: rmchaelw@bureauhq com
DUNS: " o68-61-8834 |
EIN/FEIN/TIN o 36- 2391254
.'NAICS _. ;:'561410
CAGE: XQs0
SIC o sy

Copyright @ 2011 Bureau of Office Services, Inc.
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Production Methods

A. Production Workflow Overview
OMPLIANCE WITH RFQQ SPECIFICATIONS involves the efficient collection, capture, organization

Cand distribution of audio and video media, automatic prioritization, tracking, automated and
flexible transcription, integral quality assurance, proper staffing, page-based billing, robust
technical capabilities, regular communication and experienced project management. These
functional and procedural items are performed at several points in the capture, transcription and
delivery process. (Figure 1)

* CONFIDENTIAL: REDACT ARTWORK BELOW PRIOR TO PUBLIC DISTRIBUTION %

Recording, Transcription, QA and Delivery Workflow

Release 7

_ Tf_'ansc:;iption .

Hearings, Decisions. and Transcnpt . >
and Editing

Judges, Agents and Staff .-

UPJ PUE BqQLIISUEY,

Acimlnlstratwe
Staft’ :

Review and Audit

\_ WVO!C WC Office of Judges -~V Bureau of Offlce Ser\flces .
Figure 1, Every step of the Bureau to the Worker’s Compensation Oﬂ‘ice of Judges workflow process is automated and logged.
% CONFIDENTIAL: REDACT ARTWORK ABOVE PRIOR TO PUBLIC DISTRIBUTION %

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, prioritization of
media, routing of media, secure delivery of media and document data for transcription, template
selection, routing of work to QA, report processing, delivery and billing.

Capyright © 2011 Bureau of Office 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 2 and 3) Additionally, Bureau Account Managers and
production staff monitor workflow throughout the day, seven days a week. Staff not currently on-
shift are automatically notified via e-mail, phone and page of items which are approaching or

exceeding allowable parameters. (Figure 5)

Dxrln!lmu Qc lprhnn LI Cnmrul

!‘ Cnn'pn at\MIIarns‘Kmln . 0508/ 200
« 11 Comps.., McWiBams, Kevin 0570872009

s 5168 ¢ ?.lmsalssa ILEBFoou:edd g

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

RN S

20 Gereral 505 1Friogest Note

B 0okl § G Qs

AT 24 br: 100.00% ’mrw»k.wm

.mwdnn3.575&pervis1r sch B
Figure 3, The Master Vzew screen displays details about all ]obs specified by O_ﬁ‘ice of ]udges
administrative staff and Bureau staff (e.g., by author, date(s), report type, case number, subject name,
etc.) in an easy-to-use spreadsheet-like screen. Note: Customer administrative staff are limited to viewing

jobs only for their organization or organizational subdivision.

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

(Figure 4)

Copyright @ 2011 Bureau of Office Services, Inc.
Page 5 of 28
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Priority and Routing
Activation Method Description

Assigned by organizing routing group assignments in individual production staff
profiles

Work Type

Configured for each work type routing group and normally set to betwenn ¥ and %
Trigger Time turnaround time for normal priority reports and % turnaround time for higher
priority reports

r Author or recording technician manual assignment (i.e., any document
. o designated as priority during recording)
Assigned Priori Ny . .
8 ty » Bureau staff or Office of Judges administrative staff manual assignment
> Exceeding Trigger Time automatic assignment
> Exceeding Turnaround Time automatic assignment

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

TS Routing Profile . Txn

rereis a job that has exceaded the
igger time.

Bs
Figure 5, Routing Profiles for each work type or a group of work types ensure
recorded jobs are automaticaily 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 approach a trigger time and/or the contracted
turnaround time. (Figure 5) Assigned turnaround times used to prioritize work will follow the
solicitation guidelines precisely. (Figure 6) Because of this automated prioritization, notification
and monitoring, the Bureau has met turnaround time criteria for historical and current
transcription contracts at a verifiable rate of 99.6% as measured on a per-document basis.

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

Copyright © 2011 Bureau of Office Services, Inc.
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Trigger

ime Time

Elevated Priority - 12 hours " 24 hours

Standard Priority 24 hours 48 hours

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

2. Document Processing

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

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

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

the TES screen are automatically populated database lookup, insertion, verification and editing of data.
into the template. Should items such as

subject names or other information change in the future, reports will be correct during
subsequent edits or retransmission.

b. Page Count Validation

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

Copyright ® 2011 Bureau of Office Services, Inc.
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Counting parameters are configured and counting is performed at the document management
server. Count parameters within the Bureau’s system will be configured to match the page
counting method referenced in the RFQ. (Figure 8)

158 Facitics 7111 Dopertmentt) [2y Reportrype(s) . [0 i R L i L e e e
Figure 8, The Bureau’s document management systemn contains the configuration options necessary
for conformity to the solicitation-specified page counting and billing parameters. Counting is
automatically performed only ut 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 document’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 Office of Judges staff.

¢. Quality Assurance

The role of the Quality Assurance Department (QA) at the Bureau serves two primary functions:

»  Assuring final transcription product quality using verified statistical methods within a
unified processing, tracking, review and reporting system

»  Initial and ongoing production employee training, education and feedback

Quality Assurance is one of the most important and technically advanced components of the
Bureau’s automated document management
system. All transcription may be either
manually selected or automatically selected
for review based on several functional quality
review sampling rates set by Bureau _ . qumgm_'____. e
administrative staff. In addition, any e T o Tea | T,
document with a blank (i.e., unclear speech, L T
dropout, heavy static, etc.) is automatically
routed to QA for review. Transcription and
administrative staff can also :manually route a Fiéure 9, The QC screen shows reports queued to QA staff for
report to QA with additional non-billable and  correction, edit and scoring. After QA processes these jobs,

tracked Comments_called “Post it notes”_that they are reviewed by the original transcriptionists and
cumulative scores and summary information is available to

Bureau and Office of Judges administrators.

2

g

Copyright © 2011 Bureau of Office Services, Inc.
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are stored with the final report in the transcription database.

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

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

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

: K aportEypidi
Figure 10, QA Percentage configured at the Facility level. Figure 11, QA Percentage configured for each Division or
Department within Office of Judges .

e —

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

Copytight © 2011 Bureay of Office Services, Inc.
Proposal Notice: Portions of this docurnent are COMFIDENTIAL and PROTECTED. Page 9 of 28
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58 THORretonin(e)
Figure 14, QA Percentage by Transcriptionist or Editor

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

Once a transcribed document is queued and selected for review by a QA editor, the initial
transcription entry screen is displayed. This is the same data entry screen that transcriptionists
use to initially process a report.

This screen allows for easy checking and modification of any report parameters. 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 related data. All of this data is routed from the
Bureau's centralized 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 transcribed
document along with many other relevant data fields (i.e., turnaround time, delivery status,
electronic signature status, count statistics, transcriptionist comment notes, etc.) are
automatically stored for every recorded report and can be displayed and used as search
parameters if necessary. The storage of this data is optional and can be turned off if necessary.

The QA Department will follow a written, standardized
system of processes based on Office of Judges guidelines
and Bureau standards designed to provide accurate and
timely service to the customer and useful feedback to
both transcription and managerial staff.

Each error or variance type within a report is assigned
one of four (4) severity levels. (Figures 16 and 17) Once a
report has been queued and reviewed by QA staff, error
scores are added and an accuracy score is calculated by

Figure 15, Author and participant lookup allows
production staff to search for and select people such )
as judges, investigators, administrators and other subtractmg the error score from 100. These are based on
participants from the Bureau’s database along with  yigid guidelines uniquely formulated for each customer

reference data (e.q., title, codes, phone number, . ..
Iojzat,-on mﬂ,,.,mgm,, etc.). P and follow this criteria :

Copyright © 2011 Bureau of Office Services, Inc.
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1. Critical error in format or basic spell check error (- 8 points each)

A.
B.

C.

Failure to follow standard formatting protocols for the given report type

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

Misspelling of author name as populated by the database, as provided by author or
subjects or any names correctly spelled by author

2.  Major errors (- 4 points each)

A

B.

C.

o

bl

Incorrect jargon, terms or data

Failure to transcribe recorded material verbatim other than to note grammatical
errors made by a speaker (e.g., [sic], [intentionally so written}, etc.)

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

Incorrect entry of subject demographic information into 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

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

Use of abbreviations in Diagnoses

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

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

3. Minor errors {- 1 point each)

mMOO®w >

F.

Use of incorrect non-technical/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 word processing skills (e.g., using spaces instead of tab or
indent resulting in misalignment of text, incorrect font usage, etc.)
Repetition of the same error within same report

4. Author/Note errors (- o points each)

A

B.

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

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

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

Proposal

i
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“onfiguration i # Errors Conliguration

[#|Subject [ dentiieation

| Spebchecked Word Use
iespelled Techrical wad

Abbreviation Use in Diagnoses

Excessive Blanks without Note or Cause | Major

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

Accuracy scores are tallied automatically into the primary report document database and QA
database by subtracting any documented variances or errors from 100. The required accuracy
score stored for each report is a o to 100 grade which will flag a report if it falls below a set value.
This will be configured to 98 for all Worker's Compensation Office of Judges documents. Reports
that fall below the required accuracy score are automatically routed back to the transcriptionist
for mandatory review. These must be reviewed by the transcriptionist before they are allowed to
continue to transcribe or edit.

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

This data can be securely accessed by Office of Judges staff using the Bureau’s remote reporting
capability.

d. Document Naming Convention

z | The Bureau names delivered documents

{ based on operational requirements and

| customer preference. Meaningful and

{ uniquely identifiable document names are

{ automatically created, dynamically

P changeable and easily modified at the server

T 1B evel. (Figures 18 and 1g) The Bureau
i e 1 traditionally recommends naming

documents using items most relevant for

1 customer systems and/or staff to allow for

easy classification, identification,

Figure 18, Docmﬁent ndﬁing is easily conﬁgﬁrecf and éhaﬁged at the | intEgration and Organjzation of documents

server level, Because this is done at the server level, changes are and groups of documents.
consistent and take effect immediately for all users.

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

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

Copyright © 2011 Bureau of Office Sewvices, Inc.
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T

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

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

Recording job number

»  Document index number

L 4

v

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

FACILITY CODE
REPORT TYPE
SUBJECT NAME
E NAME
RECORDING INDEX
XTENSION

jup

SPORT TYPE

=
=
<
z
&3]
0
=
-

E SUBJECT N

JDGE NAME
SUBJECT NAME
EXTENSION

EXTENSION

Figure 19, Document names are created automatically and dyramically using data from each recording and each document. ADFS staff
will select the makeup, the order and format of the elements used for file naming.

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

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

Copyright @ 2011 Bureau of Cffice Services, Inc.
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»  Electronic format, electronically delivered (e.g., SFTP, VPN + FTP, PKI encrypted e-mail, on-
demand VPN, etc.)

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

»  Electronic format, courier delivered

»  Hard copy format, courier delivered

The precise method of delivery will be determined by WVOIC, Workers’ Compensation‘Ofﬁce of
Judges staff.

The Bureau has the secure networking, transfer and communications capability to deliver work
using virtually any protocol and encryption technology. Any method used will be approved by
both WVOIC staff and any technology authorities and oversight entities of the State of West
Virginia. ‘

Copyright © 2011 Bureau of Office Senvices, 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, transcription processing, QA records, page counts
and billing data. In addition, the Bureau goes beyond contractual requirements and affords all
customers regular face-to-face meetings, on-site training and all instructional and reference
material at no additional charge.

A. Administrative Reporting and Document Access

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

Any report may be viewed, re-sent or historically tracked either individually or using a query to
group results by date and time or any field in the database.
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Figure 20, Authorized staff may view documents and  Figure 21, Reports can be easily customized showing
management data 24/7/365. only needed data using queries.

Administrative reports include a wide variety of canned detail and summary reports, however,
performing custom queries which display items based on user-specified parameters are simple
and immediately accessible. Reporting is extremely flexible and allows users to search, sort and
build custom queries based on over forty (40) separate data fields including author, patient, dates
and more. (Figure 22 and 23) Each heading and field can be switched on or off, the level of detail

’ Copyright © 2011 Bureau of Office Services, Inc.
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Page 16 BUREAU OF OFFICE SERVICES" INS11010

configured and more. Reports can be triggered manually or scheduled to run at specified times. A
large variety of pre-configured detail and summary reports are available that may be customized

based upon user needs. Documents and management reports can be copied, printed, viewed and
saved.
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Figure 22, Detail report showing each recording and Figure 23, A monthly department summary showing
document along with patient information, dates and totals for each organizational subdivision,

times, billing count and more.

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

B. On-Site Training

Training sessions are offered that include both face-to-face training and the provision of reference
material. High-quality instructional and reference material (Figures 24 and 25) and standard-sized
8% x 1 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 or
entered into recording software are provided as needed. These are available in hard-copy and
electronic formats (e.g., Word, PDF) that can be distributed via e-mail, placed on a local network
file server or stored in a local county intranet document repository.
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thure 24, Sample pocket -sized telephone and  Figure 25, Sample pocket-sized telephone and
conference call recording card, front conference call recording card, rear
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INS11010 TRANSCRIPTION AND DECISIONS TYPING SERVICES Page 17

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
vary by organizational subdivision (e.g., department, location, division, etc.). In addition, authors
or groups of authors within one or more subdivisions which always record the same work type
(e.g., hearings) need not be prompted for work type. The correct work type will always be
assigned and prioritized automatically upon recording.
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111

Facilities and Equipment Brief

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

The Bureau's media processing network utilizes large, high-end, commercial audio processing
equipment (i.e., Crescendo DigiScribe-XL, DigiService, DigiRouter, MedRouter, MedRite-XL,
Dictaphone Enterprise Express, Olympus DSS Pro, Philips SpeechExec/Voice Recognition 6.1 and
Sony Digial Voice) with reporting flexibility and solid redundancy (i.e., multi-server Dell and
SuperMicro platform with multi-terabyte storage arrays). Captured audio and video (the data
types with the largest storage demands) are typically stored between go days to a maximum of
over five (5) years. This can be configured at the facility, departmental, location or work type
level. This 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 (g) years for the purchase,
upgrades and maintenance of these systems along with an environmentally controlled Class II
data center with raised-flooring. (Figure 30) Bureau audio processing systems, servers and
associated components are cleaned, maintained, upgraded and replaced on a regular schedule.

Bureau systems, servers and associated network components are backed by large uninterruptable
power supplies (UPS) rated at 3 kVA, 6 kVA, 6.5 kVA and 22 kVA. (Figure 31) The Bureau
headquarters is further protected by redundant power generation circuitry and an automatic
natural gas generator. Power outages are logged and reported using PowerAlert software via
telephone to the information systems staff after business hours.

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

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

{center right) and UPS (bottom right)

Computer systems and networks used by the Bureau are current and up-to-date. Each individual
user system is protected by stand-alone battery backup and surge protection. These systems are

Copyright @ 2011 Bureau of Office Services, Inc.
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INS11010 TRANSCRIPTION AND DECISIONS TYPING SERVLQES Page 19

maintained with strict software oversight and administrative policy. Further, all systems used by
administrative, executive, information systems, interface and transcription staff are the sole
property and responsibility of the Bureau of Office Services. No non-Bureau-owned systems or
privately-owned systems are used. Furthermore, Bureau staff is forbidden (by corporate policy
that is enforced by written clauses within individual employment contracts) to use Bureau-owned
equipment for personal matters.

Copyright © 2011 Bureau of Office Services, Inc.
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IV

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 currently performs, but also for how it is viewed in
light of replacement contractors.

Each of the referenced customers has been provided with 100% of their media recording and
processing (i.e., on-line audio, portable audio, toll-free telephone capture), transcription,
management reporting, QA processing and secure delivery needs for all organizational divisions
and locations. Each requires 24/7/36s, secure, enterprise-scale telephone and/or digital PC-based
and/or portable digital dictation, 24 hour document turnaround and an approximate production
requirement of between 50 and 300 quality-checked transcripts per day.

% CONFIDENTIAL: REDACT TABLE OF REFERENCES BELOW PRIOR TO PUBLIC DISTRIBUTION %

) - N

] @ﬁ;ﬁ

Renewable Yearly

e

13

1B)gutd 09/01/2009 - Present

| All dictation capture
{ All transcription
 All electronic delivery

454 McDowell Street
Welch, WV 24801

 (304) 558-0067

Ms. Roberta Wagner

*Note: The contract above may be extended to political subdivisions of the State of West
Virginia including the Offices of the Insurance Commissioner

07/01/2004 - 08/31/2009

| All dictation capture
| All transcription
| All electronic delivery

{ (757) 728-3449

10/01/2010 - Present

| All dictation capture
| All transcription
| All electronic delivery

# 400 N Pepper Avenue
| Colton, CA 92324

| Ms. Lekisha Reese  (909) 580-0073
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10/01/2007 - 10/31/2009

6439 Garners Ferry Road
Columbia, SC 29209

All transcription
All electronic delivery

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

Ms. Barbara Toole
Mr. Rufus Gates

5 Years

1898 Fort Road
Sheridan, WY 82801

09/01/2006 - 012/31/2010

All dictation capture
All transcription
All electronic delivery

2 Ms. Kathy Mannion (303) 691-6543

All dictation capture
All transcription

2400 Hospital Road
Tuskegee, AL 36083-5001

Ms. Claudia Devaughn

215 Perry Hill Road
Montgomery, AL
36083-5001

Mr. Rufus Gates

3 Years

3701 Loop Road East
Tuscaloosa, AL 35404

All transcription
All electronic delivery

I\ Ms. Sylvia Hanna (205) 554-3725
% CONFIDENTIAL: REDACT REFERENCES TABLE ABOVE PRIOR TO PUBLIC DISTRIBUTION %

Additional commercial, law enforcement, legal and medical references are available upon request.

Copyright € 2011 Bureau of Office Services, Inc.
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Cost Schedule

UNIT OF
MEASURE UnIT PRICE

1 Transcribing Hearing from Digital Voice Files

 Transeribing Hearing from Cassette Tapés

3 Transcribing Telephone Dictation

Bureau of Office Services, Inc.

Vendor Name

Richard E. Piasecki, President/CEQ

T @

z
Signature

03/28/2011

Date

Copyright © 2011 Bureau of Office Services, ing.
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VI Compliance Documentation
and Enclosures

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

* CONFIDENTIAL: REDACT TAX INFORMATION BELOW PRIOR TO PUBLIC DISTRIBUTION %

Save a stamp and your time. You can now view, ﬁl'e__:md pay. taxes al https:/mytaxes.witax.gov
Moré taxes will be available for onfiné-access inthe future.

TAX - FILINGFREQUENCY  « ACCOUNT NUMBER
Business Registration Tax. ' Every Two Years ' ' 2008
Combined Sales & Use Tax Monthly T e

Cormaration License Fax Annuul . e E T e T X1 Iy AU

Puss Thrmx";;h Entity Tax Annual R 223-1944.

Figure 32, The Bureau’s State of West Virginia tax account numbers
¢ CONFIDENTIAL: REDACT TAX INFORMATION ABOVE PRIOR TO PUBLIC DISTRIBUTION *
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2009 westvirana | 2011
STATE TAX DEPARTMENT|

o lSSUED TO
BBREAU OF OFFICE SERV%CES INC
361 S FRONTAGE RD STE125
BUHR RIDGE, It 50527~585?

Busmess REGISTRATIQM Acccum NUMBER: 2230-0908

This certificate | is issued for e'mgzszmtwn pﬁrmd begmn ng “July 1,2009 L
. This camf:cale :s vahd urmi S TR .lune 30, 2011

Th& persan or arganxzaﬂon rdenﬂffad :an mes carﬁficafe is regrster&d
ot ccnduct busmess inthe Stara af West Wg:ma at the mmﬁ afmve

muwﬂﬁmismnmmmuanumwmawmmmmmwmusm E

"ENGAGING IN BUSINESS WITHOUT CONSPICUGUSLY POSTING A WEST VIRGINIA BUSINESS
REGISTRATION CERTIFICATE IN-THE PLAGE OF aysmsss 15 A CHIME AND MAY suws:cr You
TOFINES PERW. VA GODE § 11:9. N . __

TRA&'EL&N&;’%EREET !a'ENDC}RS Must ey it Loy of tus Wﬁtﬁ iy HEY veticie mﬂfmﬁd fry them,
CONTRATTORS, DRRLLING OPERATORE, TIMBERAOGGING DP&HMIQNS m hwe a copy of
this mﬂs!mw cﬁspiayad at eswzw iob site wahm Wesz ngia : ) _

MLOAT v 48
L 158853006

Figure 33, The Bureau’s State of West Virginia Business Registration Certificate
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1, Natalie E. Tennant, Secretary of State of the
State of West Virginia, hereby certify that

BUREAU OF OFFICE SERVICES, INC.
Control Number: §

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

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

Thérefore, I 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
August 19, 2009

Secretary of State

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

Proposal
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WORKF ORCE "

Russei i Fry

WestVirginia Actio Excutis Drecto

August 24, 2009

Bureau of Office Services, Inc.
361 South Frontage Road
Suite 128

Burr Ridge, 1L 60527

Dear Employer:

We acknowledge receipt of your registration application. After reviewing this form, we have
determined that you-are.not liable under the West Virginia Unemployment Law at this time.

We wish to advise that if you do.employ persons whose services are localized in West Virginia,
liabitity will be 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 Ragulations, Regulation 86 CSR 2, an employer
who desires to dispute a decision or action by the Commissioner, or designee, is required to file a
compiete and timely request for reconsideration; otherwise, the Bureau's deicision or action bacomes
final after thirty (30) days receipt of this decision.

A request for reconsideration shall be filed within thirty {30) days of the employer's receipt of the
disputed decision, or in absence of such a receipt, within sixty (60} days of the date of the
Commissioner, of designee, making such disputed decision,

The request for reconsideration shall be filed with the Commissioner, Attention: Michael Moore,
Director of Unemployment Compensation-(5101), 112 California Aveniie: Charleston, West Virginia
25305.

Piease inform me at the time one of the above provisions has been met at {(304) 558-2677, by fax at
(304) 558-1324 or my e-mail at sfarley@workforcewv.org | will then establish an aclive account for
your business.

Sincerely,

/
),.4,;,&{27#)%?5 m/zﬁf»ft’/,_.»

Suzqnne Farley, Orﬂce-Ass;st.am I
Status Determination Unit

fsmf

Coniribution Accounting Section
Unemployment Compensation Division
112 Calfornia Avenue, Chatieston, West Virginia 25305-0112
Iitp/iwew wivben omiben « hiins:ihwww workloroewy 019/

An equal opportuniy einployar/program and awxiliary eids and services are avallable upon request fo individuals with disabilities
Kuoltey Goes, Gabinet Secretary

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

Copyright © 2011 Bureau of Office Services, Inc.
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B. Insurance Data
The Bureau maintains automobile, business, general, professional workers compensation liability
insurance levels which exceed State of West Virginia requirements. (Figure 36)

* CONFIDENTIAL REDACT CERTiFICATE BELOW PRiOR TO PUBLIC DISTRIBUTION *

| AC‘ORD‘ CERTIFICATE OF LIABILITY INSURANCE ";";‘,‘,‘a,m

-| ot THIS CERTIFICATE IS ISSUED AS MATIER OF INFORMATION
PALL MORMANN PHOME: {630) 257-5414 ONLY AND CONFERS NO RIGHTS UPON THE CERTIFICATE
‘| 192 wALTER ST., SUITE B HOLBER. THIS CERTIFICATE DOES NOT AMEND, EXTEND OR
| 1eMonT, IL 60439 | ALTER THE COVERAGE AFFORDED BY THE POLICIES BELOW.
: @ INSURERS ASFORDING COVERAGE NAIC #
NSURED .
BUREAU OF OFFICE SEAVICES INSURER A State Farm Fire and Casualty Company 25143 25143
118270 3 JARCKSON ST, STE 10§ INSURER B
BURR RIDGE, ILLINOIS INSURER £
60527 INSURER
= NSURERE:

THE POLICIES OF INSURANCE 1ISTED BELOW HAVE BEEN ISSUED TO THE INSURED NAMED ABOVE FOR THE POLICY PERICD INDRCATED. NOTWATHSTANDING
ANY REQUIRENENT, TERM OR CORDITION OF ANY CONTRACT OR OTRER DOGURENT VATH RESPECT TO WHICH THIS CERTIFICATE MAY 8E (SSUED OR
MAY PERTAIN, THE INSURANCE AFFORCED BY THE POLIGIES DESCRIBED HEREIN IS SUBJECT TO ALL THE TERMS, EXCLUSIONS AND CONDITIONS OF SUCH
POLIGES AGGREGATE LIWTS SHOWN MAY HAVE BEEN REDUCED BY PAID CLAIMS.

| POLEY EFFECTIVE | POLICY EXPRATION
{m 5?3 Tvee oF maunance soucysmsee | oaTe (uwomivg | OATe pesoore wwers
1A ENERAL LIAERITY 93-p8-J241-0 G6/08/2010] 06/08/2011 2,000,000
CONMERCIAL GENERAL Y | PREMISES {Ev coruworon) 1 300,000 §.
CLAINE MADE ﬁ;mam MEDEXP Ay o persort 13 5,000 }-
[Persoln sawienmy  1s 2, 000,000 |
L gentam aGheaare 1y 4,000,000
CENT ADCREGATE LIMT APPLES PER: [PRODUCTS-COMPIIPAGG {8 4,000,000
PRO-
|P0£.IC‘\"| |£ct rhoc
P [ [———— 635 9312-E26-13 | 1172672010 0572672011 |commmen gmgie ur :
LAy iopamind: * 1,000,000 |
| Javvauro
| | AL ovieD AurTOS SODILY INAIRY s
. |scHevinen aurcs {Purparwerd
L |HREDAUTOS BODILY INJURY ‘
| Inonowmen avros [P aociert)
PROPERYTY DAMAGE s
{(Por-necidont _
| GARAGE LIABE (T ¥
|| aor amo OTHER THAN uAEJrL—_
AUTOTRLY; acls ,'
EXCESSAUNARELLA LIASILIVY EACH DCCURRENGE ) :
oCEUR I:lmms | AGGREGATE i3,
s
OEDUCTILE s
RETENTION & M S
| B | WORKERS cOMPERIATION AND 33-BB-U914~1 06/00/2010 | 06/08/2011 | x @RSl {SIF o _
ANY PROPREETORPARTMER/EXECUTIVE |E.L. EACH ACCIOENY ] 0,000 }°
: :F L EL DHEASE . EAEMPLOYEE |3 500,000 |
| BT PROVSe trio EL DISEASE - poCIGY LT 500,600 |
B | omier —'
PROFESSIONAL LIABILITY PSO000003985700 03/08/2011 | 03/08/2012 |$1,000, 000

foeacrrron QF OPERATIONS { LOCATIONS / YEMIGLES  EXCLUSIONS AODED BY ENDORSEMENT | SPECIAL PROVISIONS

 CERTIFIGATE WOLDER CANCELLATION

SHOULD ANY OF TWE ASOVE DESCRAED FOLICIFS OF CANCELLED BEFORE THE EXPIRATION
DATE THERCOF, THE SSUING INEURER WILY, ENOEAVOR TO MAL. 30 DAYS WRITEN
mmmmmmmmmmmmmmwwm :

Figure 36, ACORD Certificate
% CONFIDENTIAL: REDACT FINANCIAL STATEMENTS ABOVE PRIOR TO PUBLIC DISTRIBUTION %
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C. Enclosures
The following completed solicitation pages are enclosed and bound separately from this proposal.
(Figures 37 through 46)

* CONFIDENTIAL: REDACT THUMBNAIL IMAGES BELOW PRIOR TO PUBLIC DISTRIBUTION %
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Figure 43, RFQ Attachment B,  Figure 44, RFQ Cost Proposal,
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Figure 45, RFQ Purchasing Figure 46, RFQ Vendor
Affidavit, Page 68 Preference Certificate, Page 69
* CONFIDENTIAL: REDACT THUMBNAIL IMAGES ABOVE PRIOR TO PUBLIC DISTRIBUTION %

Copyright @ 2011 Bureau of Office Services, Inc.
Page 28 of 28 Notice: Pertions of this document are CONFIDENTIAL and PROTECTED. Proposal



TIDI B ' CORPORATE HEADQUARTERS
Q‘ TR I A~ - 118270 S Jackson Street, Suite 106
: i e il i Burr Ridge, iL 60527-6818

CHILCAGO » SCOTTSDALE (800) 5-BUREAU
Fax: (630) 323 2601

April 13, 23011

Ms. Shelly Murray
Purchasing Division

Dept. of Administration
Building 185

2019 Washington Street, Fast
Charleston, WV 25306-0130

Re: RFQINS11010 ADDENDUM #1 INTRODUCTION
Dear Ms. Murray:

Thank you for mailing the updated material for this RFQ. We have enclosed
our initialed and signed addenda.

Please accept this as confirmation that our original pricing quotation and work
proposal stands as-is. Our proposed plan and pricing are based on the
enumerated specifications (i.e., 1 through 4) as outlined in the original RFQ
text under the heading “PROCUREMENT SPECIFICATIONS.”

These specifications, specifically specification 3, parts a and b clearly delineate
page format and this page format fundamentally influences pricing. The
referenced attachments starting on page 15 of the sample documents vary
greatly from the specifications and are used only as a guide to content. We
want to be clear that the current vendor’s pricing appears to be based on the
samples you provided and results in pages that contain vastly less text than
the specifications require. Should pricing as revealed in the addendum be
based on the current vendor’s product as shown in the RFQ samples, we trust
that evaluated pricing will only be considered as they are shown in the
specifications from RFQ pages 8 and 9-—not the vastly different formatting of
the attached samples.

Respectfully,

L @ Gt

Richard E. Piasecki,
President/CEO

High-Volume Document Workflow and Speech Processing
Established 1959
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: . GENERAL TERMS & couemous
REQUEST FOR QUOTAT]ON (RFQ) AND REQUEST FOR PROPOSAL (RFP)

1 Awards will be made in the best lnterest of the State of West Virginia.

2. The State may accept or réject in part or ini whole any bid.

3. Prior to any award,. the apparent successful: vender must be preperiy reglstered with the Purchasmg DIVISIDI’I
and have paid the requsred $125 fee,

4. All services performed or goods deliverad under State Purchase Order/Contracts are to be continued for the
term of the Purchase Order/Contracts, contingent 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 goods
this Purchase QOrder/Contract becomes veid and of no effect after June 30.

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

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

7. Vendar preference will be granted upon written request in accordance with the West Virginia Code.

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

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

10. The laws of the State of West Virginia and the Leglslaﬂve Rules of the Purchasing Division shalf govern the
purchasing process.

11. Any reference {o aufomatic renewal is hereby delated. The Contract may be renewed only upon mutual written
agreement of the parties.

12. BANKRUPTCY: In the event the vendor/contractor files for bankrupicy protectlon the State may deem
this contract null and void, and terminate such contract without further order.

i3. HIPAA BUSINESS ASSOCIATE ADDENDUM: The West Virginia Stale Government HIPAA Busness Assacfate
Addendum (BAA), approved by the Attorney General, is available online at www.state.wv.us/fadmin/purchase/vre/hipaa.htm
and is hereby made part of the agreement. - Provided that the Agency meets the definition of a Cover Entity
(45 CFR §160.103) and will be disclosing Protected Health Information (45 CFR §160. 103) to the vendor

14. CONFIDENTIALITY: The vendor agrees that he or she will not disclose to anyone directly or mdirectiy. 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 disclosure in writing or the disclosure is made pursuant to the agency's
policies, procedures, and rules. Vendor further agrees o comply with the Confidentiality Policies and Information
Security Accountability Reguirements, set forth in hitp://iwww_state.wv. us/admm/purchase!pnvacylnotlceconf' dentiality.pdf.

15. LICENSING: Vendors must be licensed and in good standing in accordance with any and all state and local laws and
reqmrements by any staie or local agency of West Virginia, including, but not limited to, the West Virginia Secretary
of State's Office, the West Virginia Tax Depariment, and the West Virginia Insurance Commission. The vendor must -
provide all necessary releases to oblain informafion to enable the director or spendlng unit to
verify that the vendor is licensed and in good standing with the above enfities. : :

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 accepted the bidder will convey, sell, assign or transfer to the State of West Virginia all rights, title and interest
in and to all causes of action it may now or hereafter acquire uhder the antitrust Yaws of the United States and iie Staie of
Waest Virginia for price fixing and/or unreasonable restraints of trade relaling to the particular commodities or services -
purchased or acquired by the State of West Virginia. Such assignment shall be made and become effective at the time the
purchasing agency tenders the initial payment fo the bidder.

| cetlify that this bid is made without prior understanding, agreement, or connection with any corporation, firm, limited
liability company, parinership, or person or enlity submitting a bid for the same material, supplies, equipment or
servicés. and is in all respects fair and without collusion or Fraud. | further certlfy that I am authorlzed fo sign
the cerfification 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 offerad must be in compliance with the specifications. Any deviation from the specifications must be clearly
indicated by the bidder. Alternates offered by the bidder as EQUAL. o the specifications must be clearly
“defined. A bidder offering an alternate should . attach .complete spemftcatlons and literature to the bid. The
Purchasing Division may waive minor deviations to specifications. '

3. Unit prices shall prevail in case of discrepancy. All quotafions are considered F.Q.B. destination unléss alternate
shipping terms are clearly identified in the quotation.

4. All quotations must be delivered by the bidder to the office listed below prior to the date and time of the bid
- opening. Failure of the bidder to deliver the quotations on time will resultin bid disqualifications: Department of
Administration, Purchasing Division, 2019 Washington Street East, P.O. Box 50130, Charleston, WV 25305-0130

5. Communlcatlon during the solicltat;en bid, evaluation or award periods, except through the Purchasing Dlv:smn
is strictly prohibited (W.Va. C.S.R. §148-1 -B. 8). - .

" Rov. 12/15/08
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o GENERAL TERMS & CONDITIONS - B
REQUEST FOR QUOTATION (RFQ) AND REQUEST FOR PROPOSAL (RFP) -

1. Awards will be made in the best interast of the Stats of West Virginia.

2. The State may accept or refect in part, or in whole, any bid. e e e .
3. Prior to any award, the apparent successful vendor must be properly registered with the Purchasing Division
and have paid the required $125 fee. . X
4. Al services performed or goods delivered under State Purchase Order/Contracts are to be continued for the
term of the Purchase Order/Contracts, contingent 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 goods
this Purchase Order/Contract becomes void and of no effect after June 30, S

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

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

7. Vendor preference will be granted upon written request in accordance with the West Virginia Cade.
8. The State of Wast Virginia is exempt from federal and state taxes and will not pay or reimburse such iaxes.

9. The Director of Purchasing may cance! any Purchase Order/Confract upon 30 days written nofice to the seller.

10. The laws of the State of West Virginia and the Legislative Rules of the Purchasing Division shall govern the
purchasing process. .

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

12. BANKRUPTCY: In the event the vendor/contractor files for bankrupicy protection, the State may deem
this contract null and void, and terminate such contract without further order.

13. HIPAA BUSINESS ASSQOCIATE ADDENDUM: The Wast Virginia State Government HIPAA Business Associale
Addendum (BAA), approved by the Attorney General, is available online at www.state.wv.us/admin/purchase/vrefhipaa.htm
and is hereby made part of the agreement. Provided that the Agency meets the definiton of a Cover Enfity
(45 GFR §160.103) and will be disclosing Protected Health Information (45 CFR §160.103) to the vendor.

14. CONFIDENTIALITY: The vendor agrees that he or she will not disclose o anyone, directly or indirectly, any such
personally identifiable information or other confidential information gained from the agency, unless the individual who is
the subject of the information consents to the disclosure in writing or the disclosure is made pursuant to the agency's
policies, procedures, and rules. Vendor further agrees to comply with the Confidentialily Policies and Information
Security Accountability Requirements, set forth in hitp/Awww. state wv.us/admin/purchase/privacy/noticeConfidentiality pdf.

15. LICENSING: Vendors must be licensed and in good standing in accordance with any and aff state and local laws and
requirements by any state or local agency of West Virginia, including, but not limited to, the West Virginia Secretary
of State’s Office, the West Virginia Tax Depariment, and the West Virginia Insurance Commission. The vendor must
provide all necessary releases to obtain informalion  fo enable the director or spending unit to
verify that the vendor is licensed and in good standing with the above entities. :

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 accepted the bidder will convey, sell, assign of transfer to the State of West Virginia all rights, title and interest
in and 1o all causes of action it may now or hereafter acquire under the antitrust laws of the United States and the State of -
West Virginia for price fixing and/or unreasonable restraints of trade relating to the particular commaodities or services
purchased or acquired by the State of West Virginia. Such assignment shall be made and becoms effective at the time the
purchasing agency tenders the initial payment to the bidder.

! certify that this bid is made without prior understanding, agreement, or connection with any corporation, firm, limited
liability company, parinership, or person or enfity submiting a bid for the same material, supplies, equipment or
services and is in all respecis fair and without collusion or Fraud. | further certify that | am authorized to sign
the certification on behalf of the bidder or this bid. o

INSTRUCTIONS TO BIDDERS 7 o
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. Alternates offered by the bidder as EQUAL to the specifications must be clearly -
defined. A bidder offering an alternate should attach complete specifications and literature to the bid. The
Purchasing Division may waive minor deviations to specifications.

3. Unit prices shall prevail in case of discrepancy. Al quotations are considered F.O.B. destination unless alternate
“shipping terms are clearly identified in the quotation.

4. Al quotations must be delivered by the bidder to the office listed below prior to the date and time of the bid
opening. Failure of the bidder fo deliver the quotations on time will result in bid disqualifications: Depariment of .
Administration, Purchasing Division, 2019 Washington Street East, P.O. Box 50130, Charfeston, WV 25305-0130 _

5. Communication during the solicitation, bid, evalualion or award periods, except through the Purchasing Division,
is strictly prohibited (W.Va. C.S.R. §148-1-6.6). ‘ A o o L

Rav. 12/1i5/09



