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JONTRACT.

RENEWAL: THIS

GOURT REPORTING SERVICES

THE WEST VIRGINIA |PURCHASING DIVISION, |[FOR THE AGENCY,
WORKFORCE WEST VIRGINIA. IS SOLICITING [RBIDS FOR
SERVICES |PER THE ATTACHEN SPECIFICATIONS.

LI, TECHNICAI} QUESTIONS MUST EE SUBMITIED IN WRITING T .
'RANK WHITTAKER IN THE [WEST VIRGINIA PURCHASING

IVISION VIA [EMAIIl AT HRANK.M. WHITTAKEH@WV GOV CC-

-~ KRISTA. S.FERRELLOWV.GOV OR VIA FAX AT 3lo4- ~558-4115.
EADLINE FOR [TECHNICAL |QUESTIONS IS 06/109/2010 AT

HE CLOSE CF BUSINESS. |]ALL TECHNICAIL QUESTIONS WILL BE
[DDRESSED BY |[ADDENDUM AFTER THE DEADLINE,

IFE OF CONTRACT: ]
' ... ANI} EXTENDS FOR A BERIOD OF ONE (1)
SUCH "REASONABLE TIME" THEREAFTER AS TS
ECESSARY TO |OBTAIN A NEW CONTRACT OR RENEW THE

RIGINAL CONTRACT. THE "REASONABLE TIME" PERIOD SHALL -
OT EXCEED TWELVE |(12) MONTHS. DURING THIS "REASONABLE.
IME" THE VENDOR MAY THRMINATE THIS CONTRACT FOR ANY
EASON UPON GQIVING THE [DIRECTOR OF PURJHASING 30 DAYS
RITTEN NOTICE. :

--------------

UNLESS SPECIHIC PROVISIONS ARE STTPULAMED ELSEWHERE . ;
AN THIS CONTRACT LOCUMENT, THE TERMS, CONDITIONS AND 700 AN 24 A 0= 1y
HRICING SET HEREIN ARE [FIRM FOR THE LIHE OF THE

COB&"IRACT MAY BE RENEWED'_ ON THE MUTUAL l

D

61-24

Varies (see page 8) . $159,975.00

THIS CONTRACT BECOMES EFFECTIVE ON

LEIVED

P

CUNDHASIHG DIVISIBN
STATE OF WV
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"= President/CEQ " 362391254 ADDRESS CHANGES TO BE NOTED ABOVE

WHEN RESPONDING 10 RFQ INSERT NAME AND ADDRESS IN SPACE ABOVE LABELED 'VENDOR'



| 'GENERAL TERMS & CONDITIONS "~~~ = = = -
REQUEST FOR QUOTATION (RFQ) AND REQUEST FOR PROPOSAL (RFP)

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

2. The State may accept of reject in parl, or in whole, any bid. _ _

. Prior to any award, the apparent successful vendor must be. properly registered with the Purchasing Division
-and have paid the required $125 fee, : : _ - : L
4. Al services performed or goods delivered under State Purchase Order/Contracts are o be continued for the . -
term of the Purchase Order/Contracts, contingent upon funds being appropriated by the Legislature or otherwise
being made avallable. - In the event funds are hot appropriated or otherwise available jor these services or goods
thic Purchase Order/Contract becomas vaid and of no effect after June 30. A B

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

§. 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 Code. - - _
- 8. The State of West Virginia is exemp? from federal and state taxes ahd will not pay or reimburse such taxes. "
9. The Director of Purchasing may cancef any Purchase Order/Contract upon 30 days written nofice (o the selfer,

40, The laws of the State of West Virginia and the Legisiative Rules of the Purchasing Divislon shall govern the
. purchasing process. R - _ - B :
- 11, Any reference fo automatic renewal is hereby deleied. The Conftract may be renewed only epon mutual written
agresment of the parties. _ _ ' B : . , .
12, BANKRUPTCY: In the event the. vendorfcontractor files for bankruptcy prolection, the State may deem
thie contract null and void, and terminate such contract without further order. : S X

13. HIPAA BUSINESS ASSOCIATE ADDENDUM: The West Virginia State Government HIPAA Business Asgoclale

Addenduriy (BAA), approved by the Attomey General, is available online at www.state.wv.us/admin/purchase/vse/hipaa.htm -
and is hereby made part of the agreement. Provided that the Agency meets the definiion of a. Cover Enfity -
(45 CFR §160.103) and will be disclosing Protecied Health Information {45 CFR §160.103) to the vendor. .

14. CONFIDENTIALITY: The vendor agrees that he of she will not disciose to anyonz, direclly or indi-ectly, any such
personally identifilable information or other confidential information gained from the agency, untess the dividual who is.-
the subject of the information consents to he disclosure in writing or the disciosure js made pursuantio the agenhcy’s
. policies, procedures, and ruies. Vepdor further agrees to comply with the Confidenfialily Policies aad Information
Security Accountability Requirements, set forth in h_’ctpu’ﬁmww.state.wv.usladminipurchaselprivacyfnoticeGn:;_ﬁcientiaﬁty.pdf. ‘

15. LICENSING: Vendors must be licensed and in good standing in accordance with any and all state and local laws and
requirements by any state or focal agency of West Virginia; including, but not limited to, the West Virginia Secratary
of State's Office, the West Virginia Tax Department, and the West Virginia Insurance Commission. The vendor must
provide all necessary releases 1o obtain  information - to  enable the director of cspending  unit fo -
varify that the vendor is licensed and in good standing with the above enfiies. T

16. ANTITRUST: In submitting a bid to any agency for the Stale of West Virginia, the bidder offers and agrees that
if the bid is accepied the bidder will convey, sell, assign or transfer io the State of West Virginia all rights, e and interest -
in and to all causes of action it may now of hereafter acquire under the antiirust laws of the United States and the State of
West Virginia for price fixing andfor unreasonable restralnts of trade felating fo the particular commodities or services
purchased or acquired by the State of West Virginia. Stuch assignment shall be made and become effective at the tme the

purchasing agency tenders the initial payment to the bidder.

{ certify that this bid is made without prior understanding, agreement, or cannection with any corporation, firm, finited
fiability company, parthership, or person or entity submitting 4 bid for the same material, supplies, equipment or

services and is in all respects fair and without collusion or Fraud. | further certify that i am authorized to sign
the ceriification on behalf of the bidder or this bid. ' - -

INSTRUCTIONS TO BIDDERS

1, Use the quotatibn forms provided by the Purchasing Division. Complete ali 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 o .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. : o '
3. Unit prices shall prevail in case of discrepancy. All quotations are considered F.Q.B. destination unless alternate
shipping terms are clearly identiied In the quofation. - _ S * : :
4, A} quotations must be delivered by the hidder 1o the office listed below prior to the date and time of the bid
- opening. Failure of the bidder to defiver the quotations on time will restilt in bid disqualifications: Depariment of

- Administration, Purchasing Division, 2018 Washington Street East, P.O. Box 50130, Charleston, WV 25305-0130 o
5. Communication during the solicitation, bid, evaluation or award periods, except fhrough the Purchasing Division,
is striclly prohibited (W.Va. C.S.R. §148-1-6.6). ' : N L

Rev. 12/15/08
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State of West Virginia -
Depariment of Administration
Purchasing Division

- 2019 Washington Street East
Post Office Box 50120
Charleston, WV 25305-0130

TYPE NAME / ADDRESS HERE
'Bureau of Office Services, Inc.

KHequest 1or

~ Quotation |

'RANK WHITTAKER
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BUREAU OF EMPLOYMENT PROGRAMS
OFFICE OF ADMIN. SUPPORT-5302 -

361S. Frontage Road, Suite 125
Burr Ridge, IL 60527-6175
(800) 5-BUREAU [528-7328]
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e OF Wast virgine: AU IL BT
Department of Administration  Quotation
Purchasing Division :
2019 Washingfon Street East

Post Office Box 50130 o
Charleston, WV 25305-0130 ] FRANK WHIT'I‘AKER
304-8558-23 ] [
- RFQ COPY '

TYPE NAME/ADDRESS HERE
Bureau of Office Services, inc.

361 5. Frontage Road, Suite 125
Burr Ridge, IL 60527-6175
| (800) 5-BUREAU [528-7328]

BUREAU OF EMPLOYMENT PROGRAMS
OFFICE OF ADMIN. SUPPORT-5302

112 CALIFORNIA AVENUE
CHARLESTON, WV
- 25305-0112 558-2634

05 /2672010
BID OPENING DATE:

01:30PM

PLEASE PROVIDE A FAX NUMBER IN CASE IT|IS NECESSARY .
TO CONTACT YOU REGARDING YOUR RID:
( 30)789i3239 |

fressx  THIS|IS THE END OF RFQ  WWVL0§67 **#%+%% TOTAL:|  $159,975.00

DATE

. E(LEpoo) 5- BUREAU [528-7328] © 06/22/2010
PresndenthEO i 36 239 1254 B - ADDRESS CHANGES TO BE NOTED ABOVE:
WHEN RESPOND!NG TO RFQ, INSERT NAME AND ADDFIESS N SPACE ABOVE LABELED 'VENDOR‘




~  STATE OF WEST VIRGINIA
WORKFORCE West Virginia
REQUEST FOR QUOTATIONS . _
WWV-10-867 {Transcription Services) : - t

"1, GENERALINFORMATION

11 Project:

Iranscribing of‘-l-!earings :

The Board of Review conducts hearings that are recorded on cassette tape or digital recording
to be transcribed. The specific number of hearings held varies from month to month. The Board of
- Review estimates 700 hearings to be transcribed per month, (Attachment A)
- Transcripts shal be typed in the following manner: .~ -
@ The first page shall have 1” margin '

®  All subsequent pages shall have header on line 5 leaving 5/8” margih at top. All pages shali have

- 1" margin on left and 5/8” margin on'the right side.
e Single spacing Questions and Answer format
Arial 12 point Font type and size _ .
Index of Direct, Cross, Redirect, Recross, etc. on second page
Certification on last page - -
Header with claimant name and claim number . _ _
~ The first typing line is fina 8 on 3l pages after first and end on iine 59 leaving 51 typing lines per
page. _ . : ' o
¢ iIndex of key words at the end of the transcript. :

2 @& 9 9

The comple’qed transcripts shall be printed on 8.5” by 117, 204, White Bond as “mini pages”
using four-to-a-page formatting compatible with MS Word 2007, ' S

Typing of Declsions/Qrders

Approximately 4,500 decisions are issued by the Board of Review per year, They have
approximately seven Individuals holding hearings and dictating decisions. These decisions vary in length

from two (2) pages to as many as five {5} pages. A "typical” decision is three {3) pages.
Decisions shall be typed in the following manner: '

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

® Al subsequent pages shall have a header on line 5, leaving a 5/8" margin at the top. All pages

- will have a 1” margin on the left-hand side and a %” margin on the right hand side of each page.

Single-spaced with appropriate paragraphing. :
Arial 12 point Font type and size. ,

e The first typing line on page 115 “7” and shall end at approximately “59”, for 52 typing lines on
pagel. = _ : ' | _ ' o

@ All subsequent pages shalt begln on line “8” and and approximately on line "59” leaving 51
typing lines per page. ‘ '

“Standard” decisions are attached to this RFQ) for the Board of Review {Attachment B) to show’
~ the form of the respective decision/orders. Hearings transcribed from Cassettes and those transcribed .
from phone or ather electronic format will be prepared in this format.:




The persons dictating decisions/orders will reference certain preformatted language. The Board
. of Review wiil provide this language to the successful vendor for insertion into thé'decision/orders. The
“board of Review wilf update and change the preformatted language as necessary,
The successful bidder must provide toll-free receipt of the dictation of the decisions/orders by
employees of the board of Review.

The vendor must have the ability to accommodate the possibility that all decisions/orders
writers may be dictating simultaneously. A sufficient number of lines shall be available in place 1o
accoimmodate all employees dictating simuitanecusly, All cost necessary to accommodate this level of
dictation, is a cost of doing business with the agency similar to all overhead and must be calculated with
the vendor’s price/cost per page quotation. ' '

1.2 Price guotations

The price(s} quoted in the bidder's response will not be subject to any increase and will be
considered firm for the life of the contract. ' o

“2. SCOPE OF WORK

2.1 Decisions Orders from Cassette Tapes

The successful vendor will transcribe decision/orders from cassette tapes or digital recordings if
telephone com munication or other electronic means is unavailable due to malfunction of equipment. if
- vendor’s equipment maifunctions, the equipment must be repaired with a maximum of three (3)
working days. The cassettes shall be delivered via U.S. Mail to the successful vendor at the mailing
address specified by the vendor, unless other arrangements are mutually agreed.to by the vendor and
the Board of Review. Also, the vendor must be available for in-person pick-up of cassettes each day, -
The pick;up.locati'pn will be in the Charleston, West Virginia area. : '

2.2 . Electronic Transfer of Document

The vendor must have the ability to electronically mail declsions/tréns,cﬁpt_s ic Board of Review
informat compatible with the Board of Review software such as Word 2007.

1. The vendor must have the ability to electronically mail the typed decision/order to the
- electronic mail address provided by the Board of Review for printing at the local office within 48
_hours of recelving the dictation. For example, a dei::'sicn dictated by 5:00 p.m. on Friday must
 be transcribed and returned to the Board of Review no later than 5:00 p.m. on Tuesday. The

Vendor selected must indicate the security in place for electronic transfer of information
- encrypting data in transit equivalent to or better than $SL3.0(Secure Socket Laver)...

The successful vendor wil retain 3 “copy” of the electronically transmitted documents for a 45-
day period. The successful vendor will provide to the Board of Review the previcus month’s
- transcription of decision/orders on a mass magnetic storage device (such as a compact disc) within ten
(10} days of the end of each month. ' '

If electronic mail is unavailable for a 24-hour period, the successfyi vendor shall deliver the
transcribed decisionforders to the Board of review by magnetic mass storage device {such as a compact
disc). ' ‘ & -

2.3 Retention and Confidentiality

B




The successful vendor agrees to keep all dictation of hearings transcripts and decisions/orders,
and any voluntary storage of those materials confidential. This shall include, but shall fiot be limited to:
-ensuring that all data stored on any computer, server or other digital storage devices is protected via the -
-then current encoding/firewall protection against potential hacking; all empioyees shall be bonded;
and, alt hard coptes of documentatlon shall be secured away from public access and wewmg '

The successfu! vendor is not required to keep the transcribed materlals stored for any specified
period of time and shall only store it for whatever standard pertod of t:me the vendor deems
a ppropﬂate for their internal needs. :

24 Atcuragx

The quality of the decmons/orders/transcrlpts sha!i he subject toa quahty review by the Board
of Review. If the quality of the documents falls below 95% accuracy or if there is a consistent loss of
dictations material {either to or from the Board of Review and the successfu! vendor), and contract
resulting from this RFQ may be termmated :

The Board of Review considers three or more errors per page of typed decision/order/transcript
to exceed an acceptable level. This includes typing, grammar and English context or spelling errors. If

the vendor fails to cure the problem and the contract is terminated, all work in progress shaﬂ be
delivered to the Board of Review;

25 Priorilization

Vendor must accommodate the requnrements of the Board of Review to pfin‘!tlZE work and
comply with special requests regardlng the order i in which dictations are transcnbed '

2.6 Indexmg

The vendor will provide keyword indexing at the end of each transcript. The indexing will be an
aiphabetical listing of all words in the transcript, the:r page number (in parenthesxs} and their line
number. For example, see Attachment €.

27  Copying

The veﬁdor will provide multiple copies of transcribed documents as requested by the Board of
Review. o

2.8 gualifications

Vendor must have a minimum of five (5) yea:s expenence in domg iegal and medical
transcnptlon. ' :




3. COST PROPOSAL

Estimated . Price
Annual Pages* Per Page Cost
. : o ' ' 80,250.00
- Transcribing Hearings from Cassette 30,000 X 3675 . 380,25
Tapes or Digital Recordings : o B
S . . ’ $2.675 - ‘ $18,725-00
Transcribing Telephone Dictation 7,000 X . :
. - | oy .00
Typing of Dacisions/Orders : 20,000 X $2.675 353,500 _
. ' ' 0.02 500.00
Documentation copying 300,000 X 50025 ¥
{extra copies of transcripts) :
TOTAL | $159,975 |

*Estimates are for calculating purposes only.




Aﬁéchmeﬁ"t A

IH THE MATTER oF:

GASE NO.R.10-0137
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' )

]
;
)
)
}

AT TELEPHONIC HEARING, WesT
© VIRGINIA

DATE : FEBRUARY 19, 2010

BEPORE: S

ADMINISTRATTVE Loy JUDGE
BORRD OF mevrew .
WORRFORCE, West Virginia

INDEY

EMPLOYER APPERARED

TELEPHONICALLY BY &%

FIELD OPERNTIONS; AND
B SUTERVISOR .

APPEARANCES:
CLAIMANT APPEARED
TELEPHONICALLY -
I 5 Services L 5 Services
{740] 377-8411 {740) 377-9411
FISHER : INDEX -
) ) ’ i~ The Employer dppealed from the
TESTIiMoNcvy decision of the deputy at Mercer
. . . County, West Virgiﬁia, dated
BIINESS EXMMINED BY.  pace January 4, 201g, vhich hela:
' JUDGE \ 5 “Glaimant.not‘diﬁqqaiified;
CLAIMANTD L1 'disché_rged but not ff’r miSCQﬂd_.ugt{n )
The Claimant then appealed from
JUDGE, 17 the decision of the Administrative
— 20 Law Judge which held: "The decision ’
of the députy ig reversed. The
JUDGE 28 - ~Claimant is disqualified. 7pe
- Claimant was discharged fayr Hross
misconduct., The Claimant is '
Ehilil“E;LlLE " disgualified until he returns to
ALJ EXNTBIT 1 e 7 ‘covered employment and has been

ALJ EXHIBIT zIZIIZ-.'.'IIIIfiI:.‘I......... 7

*ALL EXHIBITS LOGRTED ap END OF TmSCRI.P:!_f*

Ls Services
{7490} 377-5912 _

emplayed therein at least thirty

working days. '
"Thisg decision, if ¢ becomes .

Tinal, may reault in ap ovelpayment

MIT West Vi';:ginia is in an
- Extendeg Benefit Perios when yonr

L § Services
(740} 377-947;




S
regular benefits are exhauéteq,

this decision, if it becomes final,

will have the effect of denying

entitlement to Extended Benefits in .

accordance with the West'Virginia_
Unemgloyment Compensation'naw
i§21£rﬁA-1{12}(G}}." '

**i‘******-***

JUDGR ¢ This i3 the
unemployment hearing -fdrm
L “'Tﬁenﬁmpioyg#'is .

Teday's date is oiffikipmemie

The hearing is beling he
telephorically before @ s,
& EBRACministrative Taw Judge,
from the Employer's appeal of the

13

decision of the Deputy Commissioner

finding Claimant eligible; Claimant
not disgqualified. Claimant
discharged but not for misconduct,
The issue in this case is
whethér the Claimant lefi his job

L s Sgrvices.
A740) 377-0211

o . 3
with good cause irvolving fault on
the part of the Employér or whether
he was discharged for miscondust.
And if there was Biscopduct, -
whether it was simple or gioss
misconduct.

The Claimant appears
telephonically. The Employer
appears by (N, Field
Operations and JERERESE:
Compliance Officex,

Would you all raise your right
‘hands, please? po you swear or
affirm that in the matter now in _
hearing you'll speak the truth, the
whole truth, and nothing but -the
truth? '

(Each answered in

"WITHNESSES:
the affirmative.}
JUDGE: " Prier to the

hearing the parties had an

opportunity to review the deputy's

“decision and Fact-finding report im

this case; is that correct, Mr.

LS Servieea
{740) ITT-841%

7
CLAIMANT Ye¢s, Yaur Hohor.
JUDGE: TR, is that
correct? o :
MR, R Yes, sir,
JUDGE: _ Any objections to

making those documents part of the .

- fecord of this hearing? -

CLAIMANT; Nb, sir.
MR. SWREED: o, six. ‘
JUDGE: There being no

objections, the deputyisg decision
and fact~-finding report are
admitted as ALZ Exhibits 1 and 2.
: (WHEREUPON, the
documsﬁts'referred_fo were marked
as ALJ Bxhibits I and 2,
respectively, and received into
evidence.) '

JUDEE; This is a came in
which the deptity found that the
Claimant was discharged. In a
discharge case, the Exmployer has
the burden of PToving the Elaimant

L 5 Services
{740} -37'?_-941'1

evidence first. After the
-witné33esAte5ﬁi§y! e

was guilty of miscenduct., -
- Simple miscondugt ‘is a six-weeks

disqualificationqr'cross misconduct

is ‘a disqualification until he
returns to work and ig employed in
covered employment. at least 30

- workifig days, If there ig no

miscondust, there iz no
disquqlificatiun. , -
The Employer will present fts

give you an Opportunity to aak any .
questions You might hive,

After the Employer concludes jts
©ase, then the Claimant will
Present his evidence. He will
likewise he subject to cross-
examination, ' '

The Emplover will not ke
permitted to directly cross-axamine
the Claimant in this case. Tg _
avoid the unauthorized practice of
law, if they have any questions,

L 5 services
{740} 377-83411

8.

%, 1)




: 9 ip
I'11 repeat the guestion back to A Directors :
him, Q And is it correect the
At the conclusion.of this claimant'waaremployed,with your
hearing you’l1 have = written company from : B, to
decision in about two to three e R -
weeks. Are there any questions of A Yes; sir, o
the issues or procedures bafors we . R He was a field manager
start? v earfing a week? = - '
CLAIMANT: °  HNo., A Yes, sir, :
COMR. T No. o g What type of work do you do,
JUDGE: Who will testify 8ir, your company?
first for the Employer? : A Ve are a field services
MR, s 1 will, - provider ¥ servicing and
: ' ' upgrading @ G for
o - {Witness Sworn} R . _ )
WHEREUPON, L Q All right. Was the Claimant
: ' called as a fired? o S '
witness, being first duly sworn to A Mo, sir. o
tell the truth, testified as Q@ Why is he no longer empl oyed
Follows: o ‘ there? ' :
EXAMINATION A Well, we sent two supervisors
BY Jupss: : : _ " to his home to speak ro him about
¢ Mr. ¢f * You are ~ what is his job performance. He became
your title, sjir? belligerent and pﬁysically'_
L 5 Services L 5. Services
{740} 377-9411 {748} 377-841%
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- confrontational, at that peint we
recovered the eguipment from him
and have net heard from Bim since.

Q When you say Your regovared
the equipment from him, what
equipment? . c '

A A3 a manager in our company
he had beén issued a company

had taken the van with us that
night. we attemptéd to recover the
rest of Ris equipment. He did hot
turn that in and has still not
tufned that in., But we did recover
his vehicle,

Q Well, when you recavered the

" veéhicle, was he told he was

discharged or what wWas the status
of his employment at that time?
" A He actually - he was actually
not told anything, He left the
site before any further .

have any further communication with

L 8 Services
L_ : {740} 377-94131

vehiecle, laptop, camera, ﬁhbﬁé; We 1
. ©o .speak with thep

communication was - we Were able to

hdm, :
Two supervisors showed up at his
house that night to speak with him

after he bécome Physically _
confrontational, They contacted

. the bolice. . The policeé showed gup,

¥ spcke with them First-

Had - our supervisors had a chance

At that point @ bEEr qot in
his personal vehicle and drove
awdy. :

Q 3o you took your van at that
~ your vehicle at. that poing?

A Yes, sir, _ -
_Q And you've never hearg back
£from him? '

A Correét,

JUDGE:
evidence shows the Claimant guit,

and ther the police’ left bafore we

Bll right. 1f the |

then the Claimant has the burden of ..

showing he left his job witn geod
canse involving faulr on the part

s Sefviceﬁ
{740} 377-0417
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i3
of the Employer. :

If he lert with Employer fault,
he’s entitled to benefits, 1I¥.
there's no Employer fault, he’ll be
disqualified untii nhe retorns to
work and is employed in coveread
employment for 30 working days.

Do either of you have any
guestions about what I just advised

you? :
MR. g 22 No, =ir.
JUDGE: B1) right..
BY JUDGE: .
Q. Mr.g #: anything elgze?

‘& I would like to point out the
documents that you referenced.
esrlier in terms of miscendoct. So
in terms of simple misconduct, we -
have a clear trail of written
counseling with Mr, yuEEE A
written warning from me, another
written warning from me,

A signed admission from Mr,
@ that he had tampered with

L8 Services .
{740} 377-9411

the GPS on his vehicle. A fipal
written warning .on the 22nd,
Another final written warning on
the 28th indicated that we had -
continued to trxy to give him
¢hances., ) ' :

The next day another written
varning fellowed by a periocd of six
days in which«<Zms s Was
completely nonresponsive to e~mails

Or phone calls from his direce

supervisor, . S
¥hen we sSent the two supervisors
to his house to speak to him about
all of this, that’s when the gross
‘misconduct occurred, which was
witnessed by FEHREE: i
room with me today when g o
head buttéd another supervisor in
the company, P .
JUDGE ! All right. wMr.

TR ';my qh'estions of Mr.

CLAIMANT:  Yeazh.

L 5 Services
{740} 379-941)
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LROSS-EXAMINATION
BY CLAIMANT: ; -
Q Mr. QNN , you quys said
that you did in fact, call the
police; iz that corrset? - -
) MR, 58 e Sir, is it wkay to
answer the question directly?
. JUDG ' Tes. o
Yes, that is

correct. -
CLATMANT ; Your Honor, I have
— We contacted the Police
‘department ang - ) S
JUDGE: Wlell, -that's not
the issue, sir. I'm not going to
contact the police department., Do
you have any other questions?
 CLAIMANT: - I actually have,
Your Hohér - we have to subpoena
the written statement saying that 1
vas the oneé that actually called
the police - LT
. JUbEE: It's too late - S
# it's too late o ‘subptena

1 8 Bervices
{749) 377-9411
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Sir. It doesn't matter who -

contactgd'thé bolice, sir;'_ﬁo-ydu~

have any other dquestions?
CLAIMANT As far as

questisng, no.

JUDGE All right. Me,

8B do you have anything else -

before we hear from Mr,

MR. SRRy  VYes. I'd like for
Mr. & to share what he witnessed
in terms of the gross misconduct
ahd-physical‘confrontation.
(Witness Sworn)

' WHEREUPON,

i B, called as g witness,
being first duly. sworn to tell the

. truth, testified as follows:
EXAMINATION

L & Services
{740} 37?~9§1,1

is .

anyone. The hearing has already
. started. Do you have any other.
questions of Mr, 6? ' -
CLATMANT ¢ Right. Well, I was -
the one that - , ' :
JUDGE: - 1t doesn‘'t matter,
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BY JUDGE:

0 Mt B
sir. . o
A My foll name is

state your name,

And you're the Compliance
Managex? . : E
A That's correct. .
Qg All right. Weyre you present
“on the date of the incident?
A Yes, sir, '
Q Whit was the date? Was that
Db § approximate ly?
that's correct,

‘ Yes,

Q All right. Tell me what you. _

saw happened, sir. _

A We arrived at the Claimant s
home.  We originally knocked on the
doox with no answer. Cnce we '
finally got him to come to hig
doo¥, I spoke with him and told him
that we had another infraction
netice and that we ware going to
dizcrss his future with the '

k2 SVSE;Qiées
{740} 377~9411

ig

- company.

. And he became ~ said he wasn't

signing anything. at that point

» actually spoke with Mr.

"tdcper and told him, yon know, he
- was talking with him. '

2And @R e became upset and
went down the small set of steps in

front of his homs towards il Mr.

%.. He pressed his forehead

:.p aainst‘m forehead and

Pushed him physiqall backwards.

That's when Mr. g8 £ wWalked away
and that's when he called the.
bolice. _ '

@ He who? .

A MrooifgEe. @ _
Q So when you say he put his
forehead on him, what do you mean,
he head butted him? ‘ : :
A Yes, S
Q And that was his superyisoer?
AL It was a supervisor with our
company, yes, that's correct,

L S Services
4740} 377-9414
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@ All right, Anything else?
A No, ¥ believe that's it,
JUIDGE; - Mr. R me

questions? '

gquestions? . L
. CLAIMART: Um =~ Jast that —
- Mr. giEB, if the head butt incident
- happened like you said it did, why
didn't you guys contact the policy,
‘why wasn't a report filed? 1y
somebody ot head butted they
would've had te File a feport -
JUDGE : T Mr, o, you ask
a question and let bim respond.
You don't ask a question and then
.answer it for him, Do you have any
other questions? = . o
- CLAIMANT: No - just why -
wasn't a report done? :

JUDGE: How would. he know

why the police wouldn't do a
report, sir? We don't have any

LS Services
{780} 3775413

- WHEREUEON

. o 20
evidence of that, De you have any.
Questionx about the incident that
happened?_ ] T

CLATMANT : No questions. 1t
didn't happen 1jke -
JUDGE: S Mz

from Mx, § ! _
Mﬂm ¥o, sir, Hothing

~anything further before we hear
5

. £rom the Employer.

{Witness Sworn)

S ; SRR called as a
Withess, being first duly sworn. to
tell thg Erath, testified as

follows:
BRAMINATION
BY JUDGE; T _
Q Mr. ¢ % state your name;
please, : S :
A B, Your Honor,

o] Tell me your side of whiat
happened, plaase. ' '
A Ig actially - there were -

L § Services
{740} 377-941]
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when me 2nd the - the last time T
was with the @R  We was
talking to Mr. Jgeme B and we hag
the interview with Mr. Sier .
talking there abont missing work.
The time that I did miss work is
when I had an aunt that did die.
I'd talked teo my boss., He - they
were all advised of that, That was
‘during the time that my work was -
my meil was not - I never recovered
~ never ansvered it during the

viewing.. :

s far as the - you know, the
GP3, I.was being teld right on the
spot that if I did not agree to it
and I told them that it was not
tampered with, I was even showed,
you know, they were gaving the GrFs
was not working, I Wae even showed
OU know - they were told, Mr.

AT 5 nd Mr e even
told by ‘a techhician that they did

-

: 22
vhere ~ they say my van was setfin
at my house. ‘ -

Well, later when we had an
interview with Mr.s B & they
said that it never showed that - it
dldn't show up anything,

At that time I was being told,

you know, I either sign that or 1

was being fired on the spot. ¥
have a ~ I have a baby and I would
not have honestly - you know - [
need to keep my job, 1 definitely
wouldn 't do anything that would
interfere with me losing my job ang
Suppoxting my baby, - *
And a3 far as the incident that .
night, like I said, there was tyo
days ¥ did not work because of ny
aunt. T was home. I-had Just got
home. I was still in the uniform.
I still had my company goat on.
Mr. WER ond vr. EEEER Jig
come to ny house, - Me. QR - 1

Sea me ovel three hours away from nean was nice. Mr. 9 had an
L 5 Services L 8 Serviess
{7440) 377—9411 {740 377-a4171
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attitude and'requésted - you  know -

there was nothing saig about any
kind of ~ any king of thing to
sign. They didn't have any
. Paperwork. in theéir hand or nothing
like that. . '

That wasn't zeported — ¢ that's
Exue; that would've been reported
. with the last interview with Mr.
o5 Pand it was not. There was
no paperwork at alj, I've got the
naperwork he in my hand that Mr.

d B®. he had brought
the last interview. fThere was
nothing in that - nothing 1iks
that. - _ o

They did come Up ~ I did ask Mr.
& P - Mr. @ i - hé was '
becoiing kind of belligerent ~ at
that time I asked him to get off my
property. He was demanding the
keys to my van. '

I sald you're - 1'p a co—
manager, you're a Go-manager,

L 5 Services
{740} 377-8411

wilX talk to Mrm He is -1 -~

was &8

do not have a problem with Mz, King
at all. He was being professional,
being nice, courtecus, ' :
We were having conversations
that were you knpw - wWe were able

_ to have cﬁnverSﬂtidﬁs.

At that time- Mr. R o1 d
not get off. I toly him < he saig
that ~ T Eold I'm not giving vou
the keys, He said well, I'11 eall
the police, I said don't worry, T
Will e3ll tham myself, )

AL that time, your Honot, - I
dalled the police. That's when Mz,

B did leave. He did leave,

He got in the van, I talked to pan
2 little bit more. S, 9ot into
the van alss. -

T went down into the - Y wvapg
in the passenger seat. Me and him
talked for a good ten minutes, The
bolice did come up.  He asked who

] - I~ e - 'you

L S Services
{740} 277-9411
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know ~ he said you're the caller,
I said yes. : ’

He said what's going on. The
complaint is they're not’ getting
off your property, Do you waht me
to remove them off your property.

. He said where are they at.

" I said ths only one - I said
they're in the van now. I said you

“kaow - I said T'm not saylng - the
other one I didn't have = problem
with. He's the one T'm talking .
with. I said se everything is

okay. _ ‘
And he asked me a second time ..
are you - '
: 0 Mr.% ¥ I don't caze what

the police told you. The issue is
why you're no longer enployed
there. 'Is there anything else
about- why yon’re not. employed there
that you want to asddresss

A What I - Your Honoxr, that's
what basically - I fesl the whole

1L % Services
{140} 371-8413
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thing - is over a - they're =zaying
that - you know -

Q0 I heard what they're
30 I - - : :
% - somebody - ' :

Q¢ I heard what they're saying,

saying,

=

sir. I want te hear your side of

it,

A T was fired. and I'm saying
that no head butting happened. I'm
the one that called the police. My
work status, I've got konus checks
T my work status ~ you know - has
been the best of my ability. You
know and bonus checks after bonus
checks' showed that. That’s -
basically all I got. ,

That's what I feel it’s over and
that's what the paperwork it showed

it's basically - it had to de with_'

that, not in particular -
Q Did you touch the Bupervisor, .

sir?

A Negative. No, sir. Not in

L 5 Serviges
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any kind of way, Your Honox.
JUDGE: Mr., BBes, any
questions? Mr.g any
quesitions

B Yes, sir. M.
p 1L your understanding that
- évening that you were wanting to

' continve your employment, I assume

that's why You kep¥ our company
Property. the computer -

* JUDGE: What's the
question, sir? '
- MR, . Sir - Mr &

if ‘you intended - aig you kéep our
comparny property bmcause you

intended or yon uhderstood that you

were still employed with the
company’? S ’
CLAIMANT ; -I.don't know what
you — I mean ~ the van - the - all
the tools were given - everything

that was not given is like what you-

guys were told what I did not have
- in my possession. S

L § Bervices
(740) - 377~9411

_ . : Y
JUDGE ; Aty other .
questions, Mr, GEEER? The issue

is why he's npt'employed,there,‘npt_
‘what happenéd aftér — what ke kept

after his separation from |

‘employment. Any dther:guestions?

MR, e No, sir. No
further questions, . :
JUDGE: : Mr., ¥,
‘anything forther?
CLATMANT ¢ No, - Your Honor.
JUDGE: i
anything £
- MR, %E

SH B recalled as g
Wwitness, being previously duly
sworn to tell the truth, forther

- . testified as Tollows:

RE-EXAMINATION .

BY. JUDGH:

Q Mrx. let me azk you, did
you see firsthand Mr, ¥ g touch
in any way the other COWOrker?

£ S Services
(#0) 377-8411
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A Yes, sir, T did. )

Q What did you see? :

A - what I had it was about six
to eight steps, I was standing on
the top step. Mr. sEiEm AR
standing on the botton step.- Mr,
Fisher did come down the steps. He
Dressed hig forehead inte Mr.
Mo chead and he pushed
him backwards. At. that peint Mr,
Biltoft walked away.

TUDGE : - All right. mMr.
R, any questions?
MR . Sttty

. 3 No, agir.
JUDGE: Mr. § =, any
Questions?
CLATMANT « Ho, Your Honer.

Your Honor, the - that's not what 1
don't know, Your, Honor — 1 talked
to her before hand. She was =
neighbor that - ‘ ]
JUDGE ; Well, vou can't
tell me what she said, sir. She's
not here and I cantt reach hexr. 3

L 5 Services
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‘tried three times to get her on the
‘Phone and it rang her voicemail.

You gan*t tell me what the witneds

said. Do you have any questions of
My,

CLAXMANT ; No, Your Honor,

JUDGE: Anything further
for the reéord? al: right. I1f
therets nothing further, that will
conclude this hearing.

The Board will have a written
decision toc yon ip about two to
three weeks. Thank you vary much.

**_t*#***i‘_**‘v‘r

L8 Seiviqes
740} 377-8411
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STATE OF WEST VIRGINIA
COURTY OF KZNAWHA, TO-WIT:

I hereby certify that the -
foregoing testimony was taken from
& recorded tape and transcribed
inte the English langnage to thea

best of my skill and ability,

This, SRR
2010, '
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Attachment B
Board of Review ‘
WORKFORCE West Virginia
i 112 California Avenue
Charleston, West Virginia 25305
304-558-2636/1-800-635-0189
s '
. Case No.t
IN THE MA'I’TER OF:
Clmmam
8.8, No. :
Address ¢
Employer:
© Address |
This case came on for talepho mcheanng before' . .......-ip.. Administrative Law ] ﬁdge, an'.
, 2006. : .

APPEARANCES:

CLAMANT.appeamd telephon Ecally. Employer appesred te!ephdnicaﬁy by'

ISSUE:

The Emp!oyer appealed from the decision of the _.___, . . dated '

- which held: “Claimant fiot disqialified; chscharged but not for mxsconduc”t " -
FINDINGS OF FACT:
I ' The claimant worked for the above employerasa bégiiﬁnng N As
part of his duties, and fmmediately precedent 10 his separation from eranlnvment ﬁw r}almant was
assigned to perform servicesatan Foz an .

2 On Saturday, -, the claimant was working at the o sath.

‘shift. Partof his responsrbzhtzes was to answer the B

to direct caf}s and answer mqmraes from emp!o:yEes and

17



ek

3 It is alleged that the claimany failed to
fromthe - -

4, The claiman denies this, The only evidence Broffered to the sc‘miraiy was haaxﬁay'evidence of
what the ‘ owner had beei told, ﬁ‘sccors:ﬁngly, I find the begy evidence Teveals that the
claimant did noi faj 1o answer calls, gna was not in dereliction of duty.,

[ S .

5 The BNy requested that the claimant be replacey and another e - -
- assigned 1o the Position. They dig 10t wish him to be op the broperty further.

6. On or aboyy ' > the elaimant was temiinated from-emp?oymem. I find ng nisconduct
on his part in conmnection with the separatiqn. . . S

DECISION:

The decision of the deputy is affirmed, *The claimant is noy disqualified fram receiving memployrmen;
Ccompensation bersefig. The elajmant was  ombis most recen( employment, * - .. -

- This, the wp day of 200 -
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L]

| |

Executive Summary

A: Overview

HE BUREAU OF OFFICE SERVICES (“Bureau”) is a 52-year-old
Tco_rporation that has provided large scale transcription and
. document processing services since its inception. The
OF OFFicE B . Burecau currently provides equipment and services
SERVISES | nationwide on a “24/7/365" basis. Our enterprise-scale
' digital media capture, 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 efficiently use and process older technologies that range from wax cylinder

- recordings, wire recordings, Stenorette cartridges, Dictabelts, multl track reel-to-reel tapes, over
'ﬁve (5) magnetlc cassette formats and more. '

Every item necessary to implement the West Virginia Bureau of Employment Programs
(“WVBEP,” “WORKFORCE West Virginia”), transcription project including recording capture,
media distribution, transcription, quality assurance, secure delivery and remote reporting is in

~ place and operational. Every aspect of the implementation adheres to the RFQ requirements and
industry standards as they relate to prlvacy, security, training, certlﬁcatlon and billing.
‘Characteristics that d1st1ngulsh usasa vendor are: :

> Staff .
> 100% U.S.-based direct employees
> Transcription staff that averages over 15 years’ experience
> Decades of experience with technical formats, standards and

-workflow
»  Separate, in-house Quahty Assurance (QA) department
» No subcontracting, no independent contractor “employees” and no off- shormg of work
~»  Verifiably complete and successful implementations of multi-facility and multi-role

. media capture, transcription, QA, delivery, system 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 -

Comprehensive experience with systems, security and technical requirements

¥ Y ¥

v

»  Corporate Policies, Reputation and Standards = -
. »  Yearly employment contracts with all employees that
include '
*» Ethics clause
»  Data usage, privacy ahd'security agreement
»  Safe and secure e-mail and internet usage policy
»  Provision and security of all equipment and work-related materials
»  Employees use only Bureau-owned computer systems and networks

- : Copyright ® 2010 Buresu of Office Services, Inc. )
P_rqpusal . : - Natice: Partions of this documem are CONFIDENTIAL and PROTECTED. - ’ . : Page 1 of 26
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» . Certifications, Secunty and 'I'rammg

>

»  Systems

»

> ,Bllllng and Track_lng

»

’ COVEI‘IIlg

- conforms to sohcztatlon spec1ﬁcat10ns requiring page-based
- counting ‘

»  Updated anti-virus and anti-malware protection’

»  Secure, encrypted secondary storage _ :

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

»  Updated hard copy and electronic professmnal reference material {e.g., reference
books, dictionaries, style guldes customer-spee1ﬁe guldes etc. )

Up-to-date (FY 2010) federal tralnlng for all staff

»  Information Security _'
»  Privacy

- Federal security clearance for administrative, productlon and technical staff

Ongoing agreements and contracts with government agencies and private customers
nationwide :

FIPS approved. Encryption of data during tI'aIlSCI'lptIOII quahty assurance and dehvery
of completed work

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

In-place corporate data center, servers, networks secumty and toll—free
telecommunication services :
In-house, centralized networks, hardware and software necessary to
accurately and efficiently process work

Secure, multi-terabyte media, document and data storage wh1ch allows retention that '
far exceeds the RFQ’s 45-day requirements (if deemed valuable) :
» . Media retention and review configured for 365 days or more (up to 5 years)

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

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

Complete and easy text search index for every dehvered docurnent 1nclud1ng smlple
compound and boolean searches -

Triple-redundant enterprise broadband internet connectmty

Triple-redundant, hard-wired digital telephone connectivity :
An array of time- savmg ‘and accuracy-improving workflow options custonnzable using
any combination of organization, department, section and individual user levels
Available efficiency-improving technology including digital portable w1reless hands-

free, bar coding and other flexible audio and data capture

Automated, hands-off blllmg at the server level that precisely

Automatic, detailed logging of every data access and use event mcludmg rned1a

~ processing, listening, transcription, QA, document view and delivery for easﬂy
- verifiable contract compliance, day-to-day tracking and auditing -

Secure, encrypted and FIPS 140 approved internet access to administrative data,
documents, detail and summary reportmg, access history and other relevant data. for
authorized State of West Virginia staff

Page 2 of 26
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WWwWV10867 TRANSCRIPTION SERVICEE

B. _C_orpo:r_ete Particulars

Bureau of Office Services, Inc.
361 S. Frontage Road, Suite 125
‘Burr Ridge, IL 60527-6175 -

Headquarters Address:

WeBsite
Estabhshed_

Executive Contact ' Rlchard E Plaseckl Pre51dent/CEO
- Office: .. -~ (630)323-2600 X.23
. Private Fax: * (630) 789-3239 :
Cell/Pager - (630) 235-6700 (after hours)
"E Maﬁ " richp@bureauhg.com

- Operational Contact: - ]udy Everhart Government Accounts Manager
o Office: - (630) 323- -2600 x.28. .
Private Fax:  (630) 323-0446
- Cell/Pager:  (630) 235-6702 (after hours)
- E-Mail: ]udye@bureauhg com.

i BUREAU ;

SINCE1958

OVER

YEARS QOF
TRANSCRIFTION
EXCELLENCE

of Office Services

‘DUNS:. 068 61—8834
CAGE: ' 1XQ50
- Copyright @ 2010 Bureau of Office Services, Inc. .
Proposal . Notice: Portions of this document are CONFIDENTIAL and PROTECTED. Page 3 of 26
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I Produdiori "-M_et_hods'

A Productzon Workflow Overview
OMPLIANCE WITH RFQ SPECIFICATIONS involves the efficient collection, capture, organization
Cand distribution of audio and video media, automatic prioritization, tracking, automated and
flexible 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 pomts in the capture, transcrlptlon and
delivery process. (Figure 1)
% CONFIDENTIAL: REDACT ARTWORK BELOW PRIOR TO PUBLIC DISTRIBUTION K
Recording, Transcrlptlon QA and Dehvery Workflow

. 'D_igt@tihg-AUthbrs, _. «
- Caseworkers and.othe

_ Quaty': S

Assurance B

Figure 1, Every step of the 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, productlon 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.

. . - . Copyright © 2010 Bureau of Office Services, Inc.
Page 4 of 26 Notice: Portions of this document are CONFIDENTIAL and PROVECTED. R . Praposal
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1. Medla Processing
Bureau systems have several layers of autornated control to ensure recordmgs are processed in an’
efficient and timely manner. (Figures.2 and 3) Additionally, the Bureau’s Government Accounts

_ Manager and production staff monitor workflow throughout the day, seven days a week, and are -
automatically notified via e-mail, phone and page of items which are approaching or exceeding

“allowable parameters. (. Figure 5 )

‘ _ linec: 316,60 . 3B FostPeda
Figure 2, Items that are yet to be transcr:bed are automattcally routed and
priovitized by document type, assigned | priority or several automatrcaﬂy
activated parameters. Items can also be manuaily re-prioritized at any time. -

These are dynamically sorted and displayed as highlight colors in real time.

Figure 3, The Master View screen displays details about all }obs spec:ﬁed by WORKFORCE West Virgrma
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 admrmstratrve staff are limited to viewing
jobs onIy Sfor their organization or organizational subdivision. .

The Bureau automatically tracks and dynamlcally as31gns job priority using five (3) parameters.
(Figure 4)

: - ) - Copyright © 2010 Bureau of Office Services, Inc. . . ’
Proposal : ’ Notice: Fortions of this document are CONFIDENTIAL and PROTECTED. ’ T Page 5 of 26
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Priority and Routing
Activation Method

Work Ty‘pé ' - !;:s;iglr;:d by organizing routing group asmgnments in mdmdua] producuon staff

_ R Configured for each work type routing gr(.)up. and normally set to betwenn V3 and %
Trigger Time . turnaround time for normal pnorxty reports and % turnaround time for higher
pnonty reports

Multi- level and a531gnable by:
4 Author or recording technician manual ass:gnment {i.e., any document
" designated as priority during recording)

Assigned Priority . . Bureau staff or WORKFORCE West Virginia administrative staff 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.

Routing Profile

There is a job that has exceeded the
trigges time. *

0
" Excesded lun alqund time

Figure 5, Routing Profiles for each work type or @ group of work types ensure
recorded jobs are aulomatically re-prioritized as they get closer to their assigned -
‘turnaround time. In addition, autotnatic pager and telephone notification
options let administrators know if a turnaround problem is eminent.

Administrators and transcriptionists see these changes as colors. (Figures z 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 verlﬁable rate of 99.6% as measured on a per- document basis.

The automatic features of Bureau systems assure that no report that is properly class1ﬁed by the
author will need manual intervention to be routed correctly and prioritized appropriately.

. . Copyright © 2010 Bureau of Office Sepvices, Inc. ) : .
Page 6 of 26 . Notice: Partions of this document are CONFIDENTIAL and PROTECTED. - . . Proposal
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Trigger Turnaround

Priority Time Time

‘Standard Priority ' | 24hours 48 hours

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

2. Document Processing

- The Bureau’s systems are- client/server archltecture Th1s is beneﬁc1a1 for ensuring accuracy, -
controlling access, performing updates, ensuring conformity, logging all events and functions,
auditing processes and maintaining end-to-end security. This architecture positively affects many
aspects of processing. This includes the way document security is maintained, billing is generated
and information is purged. All documents are edited, stored, processed using Microsoft Word and
exported in one of over forty (40) d1fferent formats mcludmg the reqmred Mlcrosoft Word
format. '

“a. Data Entry Screen and Template Use
Documents are first processed from a data -
entry screen (aka. transcrlptlon entry screen
or “TES”). The TES is where inputis. -
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
terplate is retrieved with items from the TES
screen already populated throughout the '

- Figure 7, The Transéription 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 ddta.
into the template. Should items such as . ) ' '
ssubject names or other information change in the future, reports w111 be correct durmg
subsequent edits or retransmission.

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

b. Page Count Validation

After a document is created or mochﬁed elther by transcription, speech recognition, edltmg, QA
review, linking, splitting, electronic signature or other processes, a count is generated at the
server. Production staff do not submit counts or manually process production statistics. Several

' . . Copyright © 2010 Bureau of Office Services, Inc. . .
Propasal ) Notice: Portions of this document are CONFIDENTIAL and PROTEGTED. Page 7 of 26.
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~ production reports showing cotints, 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 1nﬂuence productlon statistics.

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) ~

_ thure 8, The Bureau 5 document management system contains the configuration options necessary
for conformity to the solicitation-specified | page counting, and billing parameters Countmg is
© - automatically performed only at the server level.
Any creation of or change in the content of a document will cause a count to be tr1ggered
Content changes may add, do nothmg or subtract from a document’s count dependmg upon the
nature of the change :

Every access and status change to a document is logged and available for review by authonzed
_ Bureau and WVDEDP 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, educatlon and feedback

Figure g, The Qc sc'reenl shows reports queued to QA staff for

. L : N ' . - : : correction, edit and scormg After QA processes these ]obs,
ualkll Suraice 1s one o € oSt 1mportan they are reviewe: the original transcriptionists an,
I As _ f th t important hey d by the original ip d

and technically advanced components ofthe .- cumulative scores and summary mformatton is avmlable to

Bureau and WVDEP admiriistrators.
Bureau’s automated document management

systemn. All transcription may be either manually
selected or automatically selected for review based on several functmnal quahty review samplmg
rates set by Bureau administrative staff. In addition, any document with a blank (i.e., unclear

. o ) Copyright © 2010 Bureau of Office Services, Inc. . C
Page 8of 26 - ) Notice: Portions of this document are CONFIDENTIAL and PROTECTED. Proposal
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speech, dropout, heavy static, etc.) is automatically routed to QA for review. Transcription and
administrative staff can also manually route a report to QA with additional non-billable and
tracked comments-called “Post it notes™that are stored with the final report in the transcription
database. ' e o : ' '

When QA staff log in to the Bureau’s system, work is queued automatically based on fac1hty,
department, report type, TAT and priority. (See Frgure 9—above)

Reports are triggered and routed to QA by

- 1.
2.

3.

0

5.

Random sampling :
Customizable percentage (up to 100%) by
a. Facility (Figure 10)
b.  Department (Figure 1)
c. - Author (Figure 12)
~d.  Work type (Figure 13)
e.  Transcriptionist (Figure 14)

The number of blanks-the default is one (1) blank to automaucally route to QA
Manually by transcriptionist

- Manually by managerlaI or executive staff

This flexibility allows for problem audio formats and authors to be asmgned 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 famlhar with the content.

ngu're u, QA Percentage configured for each Division or
Department within the WVDEP.

Figure 10, QA Percentage configured at the Facility level

Figure 13, QA Percentage by Author, Useror  Figure3, QA Percentage configured for Report Type
content source (véry useful for challenging users)

. "Proposal

Caopyright © 2010 Bureau of Office Services, Inc. . .
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Trarcaiptionisifs

Figure 14, (JA Percentage by Transcriptionist or Editor

Minimum random sampling rates for all transcriptionists are five (5%) percent depending upon
the facility and contractual requirements. Sampling 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
transcr1pt10n entry screen is dlsplayed This is the same data entry screen that transcrrpt.lomsts
use to initially process a report

This screen allows for easy checking and modlﬁcatron of any report pararneters 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 automancally to the transcrlptron entry
screen used by both tI'ElnSCI‘lpthIl and QA staff.

Subject demographlc information (e.g., name, case number, address, etc. ) and the transcnbed
document along with many other relevant data fields (i.e. , turnaround time, dehvery status,
electronic signature status, count statistics, transcrrptlonrst comment notes, etc.) are
,automatlcaﬂy stored for every recorded report and can be dlsplayed and used as. search
parameters if necessary. The storage of this data is opt10nal and can be turned off 1f necessary

Tatiars

' The QA Department will follow a written, standard1zed

- system of processes based on WVDEP guldehnes '

- templates, directives and Bureau standards designed to

~ provide accurate and timely service to the customer and
-useful feedback to 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 -
e o : report has been queued and reviewed by QA staff, error
Piress Aurandporicpunlookpelows | scores are added and an aceuracy score is calculated by
as interviewers, investigators, administraiors and subtracting the error score from 100. These are based on

other participants from the Bureau’s database along  'rigid guidelines uniquely formulated for each customer

with reference data (e.g., title, codes; phone number,
location information, etc.).. . ' - and follow this crlterla

. - Copyright © 2010 Bureat of Dffice Services, Inc, : . .
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L Cr1t1cal er7or in: forrnat or basm spell check error (- 8 points. each)
A. Failure to follow standard formatting protocols for the given, report type
B. ' Failure to correct an error h1ghl1ghted during spell check or incorrect use of a
 word-expansion macro
C. Misspelling of author name as popuilated by the clatabase, as provided by author or
subjects or any names correctly spelled by author

2..  Major errors (- 4 points each)
A. Incorrect jargon, terms or data
B. Failure to transcribe recorded material verbatim other than to note grammatical
“errors made by a speaker (e.g., [sic], [intentionally so written], etc. )
C.  Punctuating a sentence in such a manner as to change its meaning
D.  Addition/omission from recording for no apparent reason, unless asked to edit
recorded material during recording or by facility liaison
E. . Incorrect entry of subject demographic 1nformat10n into predetermmed data entry
screen or header format
Excessive blanks without valid documentatlon 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 gu.tdelmes requested by client ir in
accordance with professional standards
Use of abbreviations in Diagnoses -
Technical document errors including mcorrectly overr1d1ng 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.
K. Failure to use reference matenal provided by the Bureau resultmg in blanks within
transcription : : :

oo™

o

3. Minor errors (- 1 point each)
‘Use of incorrect non—techmcal/non—]argon word or wrong form of word
Addition/deletion of insignificant words (e.g., “of,” “to,” “the,” etc )

- Incorrect verb/tense usage, even-if recorded mcorrectly
Failure to use appropriate capitalization protocols -
Failure to use basic word processing skills (e.g., using spaces instead of tab or
indent resulting in Irusahgnment of text, incorrect font usage, etc.}

F. Repetltlon of the same error Wlth]n same report '

HONE g

4. . Author/Note -errors (- o points each)
A, Uncorrectable error in procedure, directive or data entry made by the author or
) subject provider during time of recording
B. Audio error such as inaudible speech garbled speech mumbhng or recordmg
 device issues
C. ' Notes which QA staff track, but do not in-and-of- themselves constitute an error

: ) Copyright © 2010 Bureau of Oifice Services, Inc. R
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‘¢ J Errors Configuration e (4 Errors Configuration

Documented Formatting Eilur

Yerbatim Variance other | ihan Grammar Maiol R
Pmo_t_uahun I:harlges Meanmg

Ewousm Blarks without Nute o L'.a.s Mapr

Figure 16, Error nares and severity assigmments as  Figure 17, Corresponding Severity value assignments.
shown on the QA Errors Conﬁguration screen. '

Accuracy scores are talhed automatically into the primary report document database and QA
database by subtractmg 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.

_ Thls will be configured to 98 for all WVDEP documents. Reports that fall below the required

" accuracy score are automatically routed back to the transcriptionist for mandatory review. These
must be reviewed by the 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 severlty of errors. Lo

ThlS data can be securely accessed by WORKFORCE West V1rg1n1a staff usmg the Bureau s .
remote reportmg capability.

d. Completed Document Formats and Narmng Convention
] Once a document has been processed,
completed work will be both exported,
| named, delivered printed and copied per
| RFQ specifications and subsequent WVDEP
“directives. This mcludes any post-
processing such as:

»  Generation of word concordance

indexes

| Printing “4-up’ ' format (ie., four-to-a-
| page)

»  Savinginto a compauble Microsoft
-+ Word 2000 format

Figure 18, Document naming is easily configured and charnged at the ) ; . _
server level. Because this is done at the server level, changes are. » - Secureing usimg application-level

consistent and take effect immediately for all users. - : “and/or encapsula'tion' EHCI'YPtiOH
- ' -»  Generation of copies ' '

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

" One of the most important aspects of work delivery is adhering to document naming standards
The Bureau names delivered documents based on operatlonal requrrements and customer

: : . : " Copyright © 201G Bureau of Ofﬂoe Services, Inc. ) -
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preference. Meaningful and uniquely identifiable document names are automatically created, .
dynamically changeable and easily modified at the server level. (Figures 18 and 19) The Bureau
traditionally recommends naming documents using items most relevant for customer systems
and/or staff to allow for easy c13351ﬁcat10n identification, integration and organization of
documents and groups of documents

Elements used in naming can include static data along with items from the Bureau’s document
- management database-up to 40 customizable fields are available-such as:
»  Department and/or location code ‘

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

Subject information (e.g., narne(s) case numbers, 1dent1f'y1ng demographlc data etc.)
Author information

Dates {e.g., event, incident, interview,. recordlng, ete.)

Recording job number

»  Document index number

¥ ¥ v

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 cla551ﬁcat10n 1dent1ﬁcat10n and mtegratlon Wlth other
- systems.

SUBJECT NAME
| RECORDING INDEX
| EXTENSION

.-H

UTHOR NAME

k]
]
)
[
o
=
3
I
=
[

REPORT TYPL
LXTENSION

CILITY CQDE

SUBJECT NAME
EXTENSION

REPORT TYPE
RECORDING INDEX

: Copyright © 2010 Bureau of Office Senvices, Inc. . : e
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Figure 19, Dacument names are created automatrcally and dynamically using data ﬁom each recording and each document. WVDEP staff A
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
Bureauw’s document management platform. All documents may be searched, v1ewed exported and
ehecked by customers securely and remotely 24/ 7/365

3. = Secure Delivery

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

»  Electronic format, electronically delivered (e.g., SFTP, VPN + FTP, PKI encrypted e-mail, on-
demand VPN, etc.)

»  Electronic format, electronically retrieved (e.g., SSL website, SFTP etc.)
Hard copy format, electronically delivered (i.e., remotely printed, etc.)

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

Each electronic transmission of document will be secured by:

» . Application encryption (e.g., Microsoft Wozd, ZIP, etc.)
PKI-based e-mail (if available to WVDEP staff)

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

An overlapplng combination of the above referenced technologles

Yy ¥ v

The precrse method of dehvery for each type of docurnent wﬂl be approved by WORKFORCE
West Virginia staff. The Bureau has the secure networkmg, transfer and communications
capability to deliver work using wrtually any protocol and encryptmn technology. Any method
used will be approved by both WVDEP, state information technology administrators and. the '
official 1nformat10n securlty pohcy used by the State of West V1rg1n1a KA :

: . : Copyright © 2010 Bureau of Qffice Senvices, inc. : .
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II ‘_Custb'mer 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 mstructronal and reference
material at no additional charge

A. Administrative Reporting _
Designated contacts will be trained and given detailed reference material to uulrze the Bureau’s
remote management platform. This allows WVDEP staff to check the status of any recording or

. document at any time. This may be done from any popular computer system (i.e., Apple
Macintosh, BSD, Linux or Microsoft Wmdows) and even many PDA’s and smart phones. (Figure
20 and 21)

Any report may be viewed, re-sent or historicaﬂy tracked either individually or using a query to
' group results by date and time or any tracked field in the database.
% CONFIDENTIAL: REDACT ARTWORK BELOW PRIOR TO PUBLIC DISTRIBUTION ‘k
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Frgure 20, Authonzed staff may view documents and Fzgure 21, Reports can be easu‘y customzzed showmg
- management data 24/7/365. : " only needed data using queries.

% CONFIDENTIAL: REDACT ARTWORK ABOVE PRIOR TO PUBLIC DISTRIBUTION %
The reports available include a wide variety of canned detail and summary reports, however,
performing custom queries which display items based on user-specified parameters are simple
and immediately accessible. Reportlng 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) Fach heading and field can be switched on or off, the level of detail
configured and more. Reports can be trlggered manually or scheduled to run at specified times. A

- Copyright © 2010 Bureau of Office Services, Inc,
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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 COplEd prmted v1ewecl and
‘saved. :

| s
* e oo

o

| sweaumnRUEMERREHOdenIERATAu]

Figure 22, Detail report showing each recording and Figure 23, A monthly department summary showmg
document along with patient information, dates and totals for each organizational subdivision.
ttmes, thmg count and more. '

These reports can be prmted copied from, exported into spreadsheet and PDF format and a host
- of other optlons

B. On-Slte Tralmng
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 11 posters (Figures 26, 27, 28 and 29) which specify each sub-process and piece of information
to berecorded 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.’

* CONFIDENTIAL REDACT AR’I’WORK BELOW PRIOR TO PUBLIC DISTRIBUTION ‘k
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INSTIIUCT IONS

;_J &amn[e ﬁﬁi
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Flgure 24, Sample pocket—stzed telephone and Figure 25, Sumple pocket-sized telephone and.
conference call recording card, front conference call recording card, rear
- % CONFIDENTIAL: REDACT ARTWORK ABOVE PRIOR TO PUBLIC DISTRIBUTION W _
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

Copyright ® 2010 Bureau of Office Services, Inc. oo e
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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.
" % CONFIDENTIAL: REDACT ARTWORK BELOW PR.IOR TO PUBLIC DISTRIBU'TION *
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Figure 26, Dictation and recording instructions for PC-

,thure 27 Recordmg instructions ﬁJr the W!Ft-enabled

based software
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Figure 28, Recording instructions for Philips brand
handheld digital recorders

Figure 29, Recording instructions for the Philips
handheld recorder, page 2.
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III

| Facilities. and Eqitipm ent Brie fl |

THE BUREAU CORPORATE FACILITIES and the related communlcatlons, medla processmg,
transcription and support equipment along with technical capabﬂmes which will be utilized
by the staff of the WVDEDP, either for primary or emergency backup purposes are all m—place and
operational. -

The Bureau's medi_a' processing network utilizes large, high-end, commercial audio processing
equipment (i.e., Crescendo DigiScribe-XL, DigiService, DigiRouter, MedRouter, MedRite-XL, _
Dictaphone Enterprise Express, ForTheRecord Pro, Olympus DSS Pro, Philips SpeechExec/Voice
Recognition 6.1 and Sony Digial Voice) with reporting flexibility and solid redundancy (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. ThlS capability allows for medla 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 enivironmentally controlled Class IIT -
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 exterior gas
generator with a manual breaker switch-over. Power outages are logged and reported using
PowerAlert software via telephone to the information systems staff after- busmess hours and on
weekends for manual switch to the Bureau’s 15 kVA gas generator -

Figure 30, The Bureau'’s Class III Data Center showing Figuire 31, The Bureau’s mainframe

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

{center right) and UPS (bottom nght)

: ) ‘ Copyright © 2010 Bureau of Office Services, Inc. : )
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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
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 mdmdual employment contracts) to use Bureau-owned
equipment for personal matters.

. ' Copyright @ 2010 Bureau of Office Services, Inc. . o
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IV o __References'

' HE FOLLOWING REFERENCES INCLUDE hlgh—volume government customers located in West

T Virginia 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 managernent
products and services are 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 reportlng, QA processing and secure delivery needs for all organizational divisions
and locations. Each requires 24/7/365, secure, enterprise-scale telephone and/or portable digital
dictation, 24 hour document turnaround and an approximate production requirement of between
50 and 300 quality-checked transcripts per day. All references know “the Bureau” by name and
can speak of our quality, timeliness, commitment and availability.

Renewable Yearly 09/ 01/ 2009 - 08/31/ 2010

454 McDowell Street
‘Welch, WV 24801

All dictation capture
All transcription
All electronic delivery

(304) 436-8642
(304) 558-0067

Ms. Shirley Riffe
Ms. Roberta Wagner

* Note: The contract above may be extended to all political subd1v131ons of the State of West
V1rg1n1a : :

07/01/2004 - 08/31/2009

1201 Broad Rock Blvd.
Richmond, VA 23249

| All dictation capture
| All transcription
| All electronic delivery

Mr. Clarence “Pet'fe" Clark
Ms. Faye Dillard

| (804) 675-5000 x;4662
| (757) 728-3449 '

. e Copyright © 2010 Bureau of Office Services, Inc. .
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P N

09/01/2006 - 08/31/2011

All dictation capture
All transeription .
All electronic delivery -

(801)58_21565 X. 4422
| (303) 601-6543

1 09/01/2006 - 08/31/2011

All dictation capture. -
All-transcription _
All electronic delivery

: 2121 North Avenue
Grand Junction, CO 81501

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

1| % g 3 Years
@ﬁ“g 6439 Garners Ferry Road
" Columbia, SC 29209

: §§Ms. Barbara Toole

(803) 695-7979

= (706) 733-0188 x.7073

11898 Fort Road
- Sheridan, WY 8280

4 All dictation capture
All transcription

o

' % Ms. Amanda Burton

gee VAMC (CAVHCS East
ONIACT 3 Years 10/01/2007 - 11/30/2009

2400 Hospital Road
Tuskegee, AL 36083-5001

All dictation capture
All transcription

i

i

Copyright © 2010 Bureau of Office Services, Inc. . ’ . :
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S

10/01/2007 - 11/30/2009

All dictation capture’
All transcription -
All electronic delivery

215 Perry Hill Road

(800) 214-8387 x.4650
(706) 733-0188 x.7073

Mr Leonard Carr
§ Mr. Rufus Gates

10/01/2007 - 11/30/2009

All dictation capture
All transcription
All electronic delivery

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

: Copyright © 201G Bureal of Office: Services, Inc. . B
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v

Compliance Documentation
rThe 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):

Save a stamp and your time. You cam now view, file and pay.taxes at https:/mytaxes.wytax:goy
More taxes will be available for onfine access in' the future, -

- TAX FILING FREQUENCY . ACCOUNT NUMBER
' Business Registrutin- Tax _ } 'E'vcry_']‘wo Yeas __223();()‘1[)87
© Combined Sales & Usé Tax S Monthly S aneeens
Corporation Livense Tax U Anmm) . . AR, L ;’,2_39-6‘)1.7-_.-“
: -i"assThmugl:Enthy. ’[a}. : : . ~;*\nmx_ul : _ o R E “iz:iiin'igﬁ

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

Copyright © 2010 Bureau of Office Sewvices, Inc. L
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2009 | © WEST VIRGINIA 2011
__| STATE TAX DEPARTMENT|
BUSINESS REGISTRATION
| }:"_:_CERTIFICATE

ISSUEE} TO i
BUREAU OF OFFICE SEBV!CES INQ
'361 S FHONTAGE RD STE125
EUHR"-RIIIGE i 60527*565?

BUSINESS HEGiSSTRATlON GCQUNT NUMQER 2230-0908

Thnscamfmata_ls_t&suaﬂ the: ?9915“3*’9“ p@ﬂoﬂmgmmg ‘l”'ﬂ 2009
- i : - June3o, 2011 RPN

-mmmm i::mum wﬁ'ﬂmrama nwmaﬁmm QPEHMF@MS " -_‘migm@ '

this ctﬁm&cats d?:s# ; Epveryioh srse wmn Wﬂﬁf v;rgmi&

T mﬁ(ﬁ.??.ﬁﬁ

Figure 33, The Bureau's State of West Virginia Business Registration Certificate

— ; : Copyright @ 2010 Bureau of Gffice Services, Inc, B - _ ]
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A Natalié E. Tennant, Secretary of State of the
State of West Vtrgmm, hereby certgsz that

BUREAU OF OFFICE SERVIC!LS, INC

Control Number [

‘a corporation formcd under the laws of IHlinois has filed its "Apphcatmn for Cemﬁcate of

Authority" to transact business in West Virginia as required by the provisions of the West
Virginia Code. | hereby declare the. orgamzauon 0] be reglstered as a foreign corporation from
its effective date of August 19, 2009

'I'hercfore,hssue this. .

CERTIFICATE OF AUTI—IORITY

“tothe corperation authorizing i it to transact business in West Vlrgmla .

Given under my hand and the
“Great Seal of the State of
West Virginia on this day of
Aungust 19 2009

Secretary of State

%Z%/WM'

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

Propasal

Copyright © 2010 Bureau of Office Senvices, Inc.
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WORK FORCE - | s

RusseliL. Fry

West\&rglma | o Acing eremu ecten

August 24, 2009

Bureau of Office Services, Inc.
361 South Frontage Road
Suite 125 .

Burr Ridge, IL 60527

Dear Employer:

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

We wish 1o advise that if you do employ. bersdns whose services are localized in West Virginia,
Habifity wili be incurred as of the date of first employment in this state and this office-should be
immediately natified in order that an account can be established.

in accordance with provision of the Commissioner's Regulations, Reguiabon 86 CSR 2, an empioyer
who desires to dispute a decision or action by the Commissioner, or designee, is required to file a
compléte and timely request for feconsideration; othemnser the Bureau ] declsnon or actaon becomes
f:nai after thirty (30} days receipt of lhts decssnon . ;

A request for recons;derauon shall be filed within thirty (30) days of the employers recelpt of the
‘disputed  decision,” or: in -absence of such a receipt, within sixty (60) days of the date of the
Comm;ssnoner or-designee, making such disputed decision.

The request for recon51deratlon shall be leed with the Commissnoner Attention: Mlchaei Moore,
Director of Unemptoyment Compansatlon {5101, 1 12 Cahfomla Avenue ‘Charieston, West Vsrgmla
25305,

Please inform me at the time 1 one of !he above provisions has been met at (304) 558—26?7 by fax at
(304) 558-1324 or my e-mail at sfarley,@workforgng org 1 will then establish’ an’ active account for
" your business, .

. Sincerelyi' :

zis: BEROY e Legr.

. . ',,
*.; . s

Suzanne Far!ey, Olﬂce Assistant {.
Stazus Determination Unit

ismf

Contribution Accouniing Sechon
Unemployment Corpensation Division
- 132 Cadfoinia Avenue, Chadesten, Wes:\fergmta 253058113
- Ditpedhwwa,wvbap orafbens ‘s - hiths v woridorcenv gl

An equai opporfunity amp?ayar/}:mgram and auxiiary aids and services are available upon wauest o Mdfvsduars wﬂh disabiitiss
Kaligy Gaes. Catinet Secremry

Figure 35, The Bureau’s State of West Virginia Unemployme_nt Compensation Registraﬁon'

&
0’0
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B Slate of vwest virginia -
VENDOR PREFERENCE CERTIFICATE

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

24

1. Application is made for 2.5% resident vendor preference for the reason checked:
Bidder is an individual resident vendor and has resided continuously in West Virginia for four.(4) years immediatety preced-
ing the date of this certification; or, ' . : -
Bidder is a partnership, association or corporation resident vendor and has maintained its headguarters or principal place of
business continuously in West Virginia for four {4) years immediately preceding the date of this certification; or 80% ofthe
ownership interest of Bidder is held by another individual, partnership, association or corporation resident vendor who has
- maintained its headquarters or principal place of business continuously in West Virginia for four (4) years immediately
- praceding the date of this certification; or, : : , ‘ o _
Bidder is a nonresident vendor which has an affiliate or subsidiary which employs a minimum of one hundred state residents
and which has maintained its headquarters or principal piace of busingss within West Virginia continuousty for the four (4)
years immediately preceding the date of this certification; or, s :

N

2. Application is made for 2.6% resident vendor preference for the reason checked: _ 7 _
‘Bidder is a resident vendor who certifies that, during the life of the contract, on average at least 75% of the employees
~ working on the project being bid are residents of West Virginia who have resided in the state continuously for the two years
imrediately preceding subrmission of this bid; o, . oo
" Appflicafion is made for 2.5% resident vendor preference for the reason checked: .
Bidder is a nonresident vendor émploying a minimum of one hundred state residents or is a nonresident vendor with an
" affiiate or subsidiary which maintains its headquarters or principal place of business within West Virginia employing a
painimum of ane 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, o : :

-

Application is made for 5% resident vendor prefe‘rencé for the reason checked:

~ Bidder meets either the requirement of both subdivisions (1}-and (2) or subdivision {1) and (3) as stated above; or,

Application is made for 3.5% resident vendor preference who is a veteran for the reason checked:
~ Bidder is anindividual residentvendor whois a veteran of the United States armed forces, ihe reserves orthe National Guard
 and has resided in West Virginia continuously for the four years immediately preceding the date on which the bid is -
submitted; or, - - , R

Im‘ »

Application is made for 3.5% resident vendor preference who is a veteran for the reason checked:
. Bidder s a resident vendor who is a veteran of the United States armed forces, the reserves orfhe National Guard, if, for
_purposes of producing or distributing the commodities or completing the project which is fhe subject of the vendor's bid and
continuousty over the entire term of the project, on average at least seventy-five percent of the vendor's employees are
residents of West Virginia who have resided in the state continuously for the two immediately preceding years.

|7

Bidder understands if the Secretary of Revenue defermines that a Bidder receiving preference has failed to continue to meet the
requirements for such preference, the Sectetary 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 fo the contracting agency
or deducted from any unpaid balance on the contractor purchase order. ' : :

By subrnission of this certificate, Bidder agrees to disclose any reasohably requested information fo the Purchasing Division and
authorizes the Department of Revenue fo disclose to the Director of Purchasing appropriate information verifying that Bidder haspaid
the required business taxes, provided that such information does not contain the amounts of taxes paid nor any other information

deemed by the Tax Commissioner to be confidential. :

Under penally of law for false swearing (West Virginia Code, §61-5-3), Bidder hereby ceriifies that this certiﬁcafe is true
and accurate in all respects; and that if a confract is issued fo Bidder @1id 1T dhiything contained-withip this certificate
changes during the term of the contract, Bidder will notify the Purcha%ing Divi immedia}ety.

FO

Bidder:_ (N/A) S . Signed: "‘

P )

. . B N B N R P
Date: : - Title:

*Check any combination of preference considerstion(s) indicated above, which you are entitied fo recsive.
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RFQ No WWV10864

STATE OF WEST VIRGINIA
Purchasing Division.

PURCHASING AFFIDAVIT

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

DEFINITIONS: o
“Debt” means any assessment, premium, penalty, fine, tax or other amount of money owed fo the state or any of ifs
political subdivisicns because of a judgment, fine, permit violation, license assessment, defaulted workers’ compensafion
pramium, penalty or other assessment presently delinquent or due and required to be paid o the stale or any of its
political subdivisions, inciuding any interest or zdditional penalties accrued theraon,

“Debtor” means any individual, corporation, partnership, association, fimited lisbility company or any ofther form or
business assoclaflon owing a debt to the state or any of its polifical subdivisions. “Political subdivision™ means any county -
commission; municipaiity; county board of education; any instrurnentality esfablished by & counly or municipality, any
separale corporation of instrumentality established by one or more counties or municipalities, as permitted by law; or any
public body charged by faw with the performance of a government function or whese Jurisdiction is coextensive with ene
_or more counties of municipaliies. “Related party’ means a parly, whether an individual, corporation, partnership, .
association, fimited liabiiity company of any other form or business assodiation or other entity whatsoever, related to any -
- vendor by blood; marriage, ownership or contract through which the party has a relationship of ownership or other interest
with the vendor so thal the party will actuafly or by effect receive or control a portion of the benefit, profit or other
consideration from performance of a vendor contract with the party receiving an amount that meels or exceed five percent
of the fofal contract amount. ' ' L : : - : e .

EXCEPTION: The prohibition of this section does not apply. where a vendor has contested any fax administered pursuant
to chapter eleven of this code, workers' compensation premium, permit fee or environmental fee or assessment and the
matter has nol became final or where the vendor has entered info @ payment plan or agreement and the vendor is not in
default of any of the provisions of such plan or agreement.. o ' e :

 Code §B1-5~3)', it la_hershy cerified that the vendor affirms and

Under penalty of law for fé!se swearing (Weét -Wrgiﬁia . _
acknowledges the information in this affidavit and is in compliance with the requirements as stafed. : ‘ :

WITNESS THE FOLLOWING SIGNATURE
' Vendor's Name: __ Burew Office Services, Ing.

' ,&ijihbrizéd.signaiufé: -' MMK 'C/' %&/K Qa’te; 05[;22/2:010 f

‘ I
Sate of - IHlinois

Countyof __DuPage  to-wit: 7 . ' S _

- Taken, subscribed, and sworn to befere me this I day of ___ '(/,am - 2000, IR
. My Commission expires _ ?. 21| I | - .
AFFIX SEALHERE = o o " NOTARY PUBLIC %\K%W e

_ OFFICIAL SEAL

JOANNE BALBANESE =
NOTARY PUBLIC - STATE OF iLLINOIS - ' _
Purchasing Afﬁ:_iavif (Revised 12/15/09) . -

WCWWT



