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is not withdrawn at that time it remains in effect until an award is made or the
solicitation is cancelled.
CANCELLATION OF CONTRACT: The purchasing agency reserves the right to

cancel and terminate any resulting contract, in part or in whole, without penalty,

upon sixty (60) days written notice to the Contractor. In the event the initial
contract period is for more than twelve (12) months, the resulting contract may be
terminated by either party, without penalty, after the initial twelve (12) months of
the contract period upon 60 days written notice to the other party. Any contract
cancellation notice shall not relieve the Contractor of the obligation to deliver
and/or perform on all outstanding orders issued prior to the effective date of
cancellation.

IDENTIFICATION OF PROPOSAL ENVELOPE: If a special envelope is not
furnished, or if return in the special envelope is not possible, the signed proposal

should be returned in a separate envelope or package, sealed and identified as

follows:

FROM:
Name of Offeror Due Date Time
Street or Box Number RFP No.
City, State, Zip Code + 4 RFP Title

Name of Contract/Purchase Officer or Buyer: Eve Wirt

The envelope should be addressed as directed on Page 2 of the solicitation.

If a proposal not contained in the special envelope is mailed, the Offeror takes
the risk that the envelope, even if marked as described above, may be
inadvertently opened and the information compromised which may cause the
proposal to be disqualified. Proposals may be hand delivered to the designated
location in the office issuing the solicitation. No other correspondence or other

proposals should be placed in the envelope.
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LATE PROPOSALS: To be considered for selection, proposals must be

received by the issuing office by the designated date and hour. The official time

used in the receipt of proposals is that time on the automatic time stamp machine
in the issuing office. Proposals received in the issuing office after the date and
hour designated are automatically disqualified and will not be considered. The

University is not responsible for delays in the delivery of mail by the U.S. Postal

Service, private couriers, or the intrauniversity mail system. It is the sole

responsibility of the Offeror to insure that its proposal reaches the issuing office

by the designated date and hour.
INDEMNIFICATION: Contractor agrees to indemnify, defend and hold harmless

the Commonwealth of Virginia, its officers, agents, and employees from any

claims, damages and actions of any kind or nature, whether at law or in equity,
arising from or caused by the use of any materials, goods, or equipment of any
kind or nature furnished by the Contractor/any services of any kind or nature
furnished by the Contractor, provided that such liability is not attributable to the
sole negligence of the using agency or to failure of the using agency to use the
materials, goods, or equipment in the manner already and permanently
described by the Contractor on the materials, goods, or equipment delivered.
MINORITY/WOMEN-OWNED BUSINESSES SUBCONTRACTING REPORTING
REQUIREMENTS AND GOALS: Where it is practicable for any portion of the
awarded contract to be subcontracted to other suppliers, the Contractor is

encouraged to offer such business to minority and/or women-owned businesses.
Names of firms may be obtained from the buyer handling this solicitation. When
such business has been subcontracted to these firms and upon completion of the
contract, the Contractor agrees to furnish the purchasing office the following
information: name of firm, phone number, total dollar amount subcontracted and

type of product/service provided.

Virginia Commonwealth Commonwealth’s Department of Procurement and
Payment encourages the participation of minority owned businesses in the
procurement process by actively soliciting bids from these businesses. Our

office uses the information compiled by the State Department of Minority
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Business Enterprise, the State Division of Purchase and Supply and the
Department of Information Technology to assist in this endeavor. The
department has membership with the Virginia Regional Minority Supplier
Development Council and participates in the annual Virginia Businesses
Opportunities Fair. We encourage departments to support minority-owned

businesses within their purchasing authority when appropriate.

Virginia Commonwealth University has a minority-owned business participation
goal of twenty percent (20%) for each project.
PRIME CONTRACTOR RESPONSIBILITIES: The Contractor shall be

responsible for completely supervising and directing the work under this contract

and all subcontractors that he may utilize, using his best skill and attention.
Subcontractors who perform work under this contract shall be responsible to the
prime Contractor. The Contractor agrees that he is as fully responsible for the
acts and omissions of his subcontractors and of persons employed by them as
he is for the acts and omissions of his own employees.

REFERENCES: Offerors shall provide a list of at least 3 references where

similar goods and/or services have been provided. Each reference shall include
the name of the organization, the complete mailing address, the name of the

contact person and telephone number.

ORGANIZATION ADDRESS CONTACT PERSON TELEPHONE
1.
2.
3.

RENEWAL OF CONTRACT: This contract may be renewed by the

Commonwealth for four (4) successive one year periods under the terms and

conditions of the original contract except as stated in 1. and 2. below. Price
increases may be negotiated only at the time of renewal. Written notice of the
Commonwealth's intention to renew should be provided approximately 60 days

prior to the expiration date of each contract period.
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1. If the Commonwealth elects to exercise the option to renew the contract
for an additional one-year period, the contract price(s) for the additional
one year shall not exceed the contract price(s) of the original contract
increased/decreased by more than the percentage increase/decrease of
the Services category of the CPI-W section of the Consumer Price Index
of the United States Bureau of Labor Statistics for the latest twelve months
for which statistics are available.

2. If during any subsequent renewal periods, the Commonwealth elects to
exercise the option to renew the contract, the contract price(s) for the
subsequent renewal period shall not exceed the contract price(s) of the
previous renewal period increased/ decreased by more than the
percentage increase/decrease of the Services category of the CPI-W
section of the Consumer Price Index of the United States Bureau of Labor
Statistics for the latest twelve months for which statistics are available.

SUBCONTRACTS: No portion of the work shall be subcontracted without prior

written consent of the purchasing agency. In the event that the Contractor
desires to subcontract some part of the work specified herein, the Contractor
shall furnish the purchasing agency the names, qualifications and experience of
their proposed subcontractors. The Contractor shall, however, remain fully liable
and responsible for the work to be done by its subcontractor(s) and shall assure
compliance with all requirements of the contract.

ELECTRONIC DATA INTERCHANGE: University Purchasing has a great

interest in utilizing Electronic Data Interchange (EDI) to improve efficiency of

operation in the transmission of purchasing related information. Vendors are
encouraged to provide a statement indicating their current EDI capabilities and/or
future plans to establish/improve their EDI capabilities.

POLICY OF EQUAL EMPLOYMENT: Virginia Commonwealth University is an

equal opportunity/affirmative action employer. Women, Minorities, persons with

disabilities are encouraged to apply. The University encourages all vendors to
establish and maintain a policy to insure equal opportunity employment. To that
end, Offerors should submit along with their proposals, their policy of equal

employment.
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COMMUNICATIONS: Communications regarding this Request for Proposals

(RFP) shall be formal from the date of issue for this RFP, until either a Contractor
has been selected or the University Purchasing Department rejects all proposals.
Formal communications shall be directed to the University Purchasing

Department.

Informal communications including but not limited to, request for information,
comments or speculations, regarding this RFP to any University employee other
than a Purchasing Department representative may result in the offending
Offeror’s proposal being rejected.

eVA BUSINESS-TO-GOVERNMENT CONTRACTS AND ORDERS: The
solicitation/contract will result in one (1) purchase order with the eVA transaction

fee specified below assessed for each order.

1. For orders issued prior to August 16, 2006, the Vendor Transaction Fee is
1%, capped at a maximum of $500 per order.

2. For orders issued August 16, 2006 and after, the Vendor Transaction Fee
is:
a) DMBE-certified Small Businesses: 1%, capped at $500 per order.
b) Businesses that are not DMBE-certified Small Businesses: 1%

capped at $1,500 per order.

The eVA transaction fee will be assessed approximately 30 days after
each purchase order is issued. Any adjustments (increases/decreases)

will be handled through eVA change orders.

Internet electronic procurement solution, web site portal
www.eva.state.va.us, streamlines and automates government purchasing
activities in the Commonwealth. The portal is the gateway for vendors to

conduct business with state agencies and public bodies.

Vendors desiring to provide goods and/or services to the Commonwealth
shall participate in the eVA Internet e-procurement solution and agree to

comply with the following:
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If this solicitation is for a term contract, failure to provide an electronic
catalog (price list) or index page catalog for items awarded will be just
cause for the Commonwealth to reject your bid/offer or terminate this
contract for default. The format of this electronic catalog shall conform to
the eVA Catalog Interchange Format (CIF) Specification that can be
accessed and downloaded from www.eVA.virginia.gov. Contractors
should email Catalog or Index Page information to eVA-catalog-
manager@dgs.virginia.gov.

ELECTRONIC COPIES OF PROPOSALS:

The successful Contractor may be required to provide the VCU Department of

Procurement and Payment with a copy of the Contractor’s original proposal, and
all subsequent correspondence (i.e. responses to requests for clarification and
documents generated through the negotiation process) in an electronic format
(i.e. email or disc — CD or DVD). The Contractor SHALL NOT INCLUDE ANY
PREVIOUSLY IDENTIFIED PROPRIETARY INFORMATION IN THE
ELECTRONIC FORMAT; VCU will post the Contractor’s original proposal,
and all subsequent correspondence on the VCU Department of
Procurement and Payment Website, VCU shall not be responsible for the
Contractor’s failure to exclude proprietary information submitted in the
electronic format).

CONTRACT SUMMARY:

The Contractor must provide to the University within fourteen (14) days after

award of contract, an electronic summary of the contract. All the main features of
the contract, including pricing, must be summarized. The contract summary will
provide information for authorized users that choose to access the contract.
GRAMM-LEACH-BLILEY ACT:

The Contractor shall comply with the Act by implementing and maintaining

appropriate safeguards to protect and prevent unauthorized release of student,
faculty and staff nonpublic information. Nonpublic information is defined as
social security numbers, or financial transactions, bank, credit and tax

information.
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T. CRIMINAL BACKGROUND CHECK:

The Contractor is required to comply with Virginia Commonwealth University’s
(“VCU") employment policies on criminal conviction investigations.

(http://www.hr.vcu.edu/policies/Current Policies/CrimConv.pdf) The Contractor

shall perform criminal conviction investigations on all prospective candidates for
full time or part time placement at VCU, including newly hired, re-hired, seasonal,
and or temporary employees. The investigations shall be conducted by a
consumer reporting agency or firm regulated by the Fair Credit Reporting Act
(FCRA), and the investigation shall conform in all respects to the requirements of
the FCRA. The Contractor shall obtain written permission from the employee
authorizing review by VCU of the data obtained from this investigation if the
employee is to be considered for placement at the university. The Contractor
shall not allow any employees to work on VCU premises without prior written
authorization from VCU Human Resources (which shall in most cases be made
available within two business days of the request). VCU'’s decision to deny an
employee’s placement at the University will be based on the job-relatedness of
any criminal convictions and shall have no bearing on the Contractor’s
employment of any individual outside of this contract. The Contractor shall
provide any adverse action notices required by the FCRA if the individual is not

hired because of conviction investigation results.

U. Identification Cards:

All Contractor employees authorized to work at VCU, must obtain a VCU
identification card. Information on obtaining a card is available at

http://vcucard.vcu.edu/getcard.html#CA. Contractor's employees must wear their

VCU identification when they are on VCU property.

METHOD OF PAYMENT:

The Contractor shall submit a fully itemized invoice that references the Virginia

Commonwealth University purchase order number, material descriptions, quantities and
unit prices. Payment will be made thirty days after receipt of a proper invoice for the

amount of payment due, or thirty days after receipt of the goods or services, whichever
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is later, in accordance with the Commonwealth of Virginia Prompt Payment Legislation.
Mail invoices to: Virginia Commonwealth University, Accounts Payable and Support
Services, P. O. Box 980327, Richmond, VA 23298-0327.

Xll.  PRICING SCHEDULE:

A. Provide pricing as an hourly rate for Sign Language Interpreting Services.

Quantities given are hypothetical to be used for evaluation purposes only and do
not represent a commitment to purchase by VCU.

1. Daytime Class Schedule

400 hours x $ /Hour = Total $
2. Evening Class Schedule, Special Events
100 hours x $ /Hour = Total $
3. Emergency Schedule — less than 24 hour notice
40 hours x $ /Hour = Total $
TOTAL AMOUNT (Sum of Items 1, 2 and 3) $
B. Other Pricing: Provide, as an attachment with your response, detailed pricing to

include any minimum charges, charge for cancellation, and rates for other

services (prep-time, cart services, etc.).

Small, minority and/or woman-owned businesses are required to certify through the Virginia
Department of Minority Business Enterprise (DMBE) http://www.dmbe.state.va.us/vendors.html

DMBE certification may be requested by VCU, prior to award.
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APPENDIX |

PARTICIPATION IN STATE PROCUREMENT TRANSACTIONS SMALL BUSINESSES AND

BUSINESSES OWNED BY WOMEN AND MINORITIES

The following definitions will be used in completing the information contained in this Appendix.

Definitions

Small business is an independently owned and operated business which, together with affiliates, has 250 or
fewer employees, or average annual gross receipts of $10 million or less averaged over the previous three
years. Nothing in this definition prevents a program, agency, institution or subdivision from complying with the
qualification criteria of a specific state program or federal guideline to be in compliance with a federal grant or
program.

Women-owned business is a business concern which is at least 51 percent owned by one or more women
who are U.S. citizens or legal resident aliens, or in the case of a corporation, partnership or limited liability
company or other entity, at least 51 percent of the equity ownership interest in which is owned by one or more
women, and whose management and daily business operations are controlled by one or more of such
individuals.

Minority-owned business is a business concern which is at least 51 percent owned by one or more
minorities or in the case of a corporation, partnership or limited liability company or other entity, at least 51
percent of the equity ownership interest in which is owned by one or more minorities and whose management
and daily business operations are controlled by one or more of such individuals.

Minority Individual: “Minority” means a person who is a citizen of the United States or a legal resident alien
and who satisfies one or more of the following definitions:

o “Asian Americans” means all persons having origins in any of the original peoples of the Far East,
Southeast Asia, the Indian subcontinent, or the Pacific Islands, including but not limited to Japan,
China, Vietnam, Samoa, Laos, Cambodia, Taiwan, Northern Marinas, the Philippines, U. S. territory of
the Pacific, India, Pakistan, Bangladesh and Sri Lanka and who are regarded as such by the
community of which these persons claim to be a part.

o “African Americans” means all persons having origins in any of the original peoples of Africa and who
are regarded as such by the community of which these persons claim to be a patrt.

0 “Hispanic Americans” means all persons having origins in any of the Spanish speaking peoples of
Mexico, South or Central America, or the Caribbean Islands or other Spanish or Portuguese cultures
and who are regarded as such by the community of which these persons claim to be a part.

0 “Native Americans” means all persons having origins in any of the original peoples of North America
and who are regarded as such by the community of which these persons claim to be a part or who are
recognized by a tribal organization.

0 “Eskimos and Aleuts” means all persons having origins in any of the peoples of Northern Canada,
Greenland, Alaska, and Eastern Siberia and who are regarded as such in the community of which
these persons claim to be a part.
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PARTICIPATION BY SMALL BUSINESSES, BUSINESSES OWNED BY WOMEN
BUSINESSES OWNED BY MINORITIES

This appendix should only be completed by firms that are not DMBE certified small businesses.

Offeror certifies that it will involve Small Businesses, Women-Owned Businesses, and/or Minority-Owned
Businesses (SWAM) in the performance of this contract either as part of a joint venture, as a partnership, as
Subcontractors or as suppliers.

List the names of the SWAM Businesses your firm intends to use and identify the direct role of these firms in the
performance of the contract. State whether the firm is a Small Business (SB), Women-Owned (WO), or Minority-
Owned (MO).

Name of Businesses: SB, WO, MO: Role in contract:

Commitment for utilization of DMBE SWAM Businesses:
% of total contract amount that will be performed by DMBE certified SWAM businesses.

Identify the individual responsible for submitting SWAM reporting information to VCU:
Name Printed:

Email:

Phone:

Offeror understands and acknowledge that the percentages stated above represent a contractual commitment by
the Offeror. Failure to achieve the percentage commitment will be considered a breach of contract and may result
in contract default.

Acknowledged:
By (Signature):
Name Printed:
Title:

Email:

Note: Small, Minority and/or Women-owned business sub-contractors are required to become certified and
maintain certification through the Virginia Department of Minority Business Enterprise (DMBE;
http://www.dmbe.state.va.us/vendors.html ) to fulfill the Offeror's commitment for utilization.
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RFP - Addendum

DATE: May 11, 2009
ADDENDUM NO.: 1 TO ALL OFFERORS:

Reference - Request for Proposals: RFP# 3071644

Commodity/Title:  Sign Language Interpreting Services

Issue Date: May 7, 2009
Proposal Due: May 29, 2009 @ 2:00 pm

Pre-Proposal Conference: May 14, 2009 @ 2:00 pm

The above is hereby changed to read:

Pre-Proposal Conference location is changed as follows:

Page 16: Section VIII, Pre-proposal Conference: Delete the first sentence and

replace with:

“An optional pre-proposal conference will be held at 2:00 pm on May 14,
2009 at Disability Support Services, 907 Floyd Avenue, Room 102,

Richmond, VA 23284"

No other changes are made to this document at this time.

NOTE: A signed acknowledgment of this addendum must be received by this office
either prior to the proposal due date and hour or attached to your proposal. Signature
of this addendum does not constitute your signature on the original proposal document.

The original proposal document must also be signed.
Very truly yours,

Eve Wirt, Senior Buyer
Phone: (804) 628-2893

Name of Firm

Signature/Title
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ABACUS-N-BYTES, INC

Sign Language Interpreting Services Technical Quote
Offered to the Virginia Commonwealth University

The enclosed Technical Quote is in response to the Request for Proposal (3071644EW) issued by Virginia
Commonwealth University (VCU), Office of Disability Support Services (DSS) for Sign Language
Services for deaf and hard-of-hearing students attending the university.

This quotation is predicated upon all the terms and conditions of this RFP. All proposed services and
related costs are firm for a period of at least sixty (60) days from the date of receipt. It is understood that
any resulting contract will cover a one-year period with provisions for four (4) one-year options periods.

All terms and conditions set forth in this document have been reviewed and approved by the undersigned
officer of Abacus-N-Bytes, Inc., who has the authority to conduct negotiations related to the quotation and
to enter into a binding contract with Virginia Commonwealth University.

e 10 lock G2
/ E

Myrna Orleck-Aiello, President/CEO
Abacus-N-Bytes, Inc.

Telephone: 301-942-9766

Fax: 301-942-9110

Date: 05/28/2009

VCU - Sign Language Interpreting Services
ORIGINAL
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TCS Contact Information

Company Name: Abacus-N-Bytes, Inc. doing business as TCS Associates
Address: 11141 Georgia Ave. Ste. 200 Wheaton, MD 20902

Phone: 301-942-9766

Fax: 301-942-9110

Email: Jessica@TCSAssociates.com

Website: http://www.TCSAssociates.com

Point of Contact: Jessica Moseley
Phone: 240-292-7620

Email: Jessica@TCSAssociates.com

Tax ID: 52-1325301
DUNS Number: 11-263-6170
Credentials: Woman-Owned, MBE, Certified Small Disadvantaged Business, SWAM, DMBE

GSA: GS-35F-0512L

VCU - Sign Language Interpreting Services
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EXECUTIVE SUMMARY

Abacus-N-Bytes, Inc., doing business as TCS Associates (TCS) is a Deaf-Woman-Owned MBE/DMBE
agency headquartered in Wheaton, MD. As the oldest and most successful total solutions provider for
people with disabilities, TCS has a national reputation for quality and has become the standard for
performance excellence. TCS was established in 1982 and has a deep commitment to providing quality
services for people with disabilities.

In 1985 TCS created its Communications Solutions division in order to meet the growing demand for
quality communication services for its clients. For the past twenty-four years, TCS has supported federal
agencies and various academic institutions in the area of disabilities. These services include interpreting
services, Speech-to-Text (STT) services (Communication Access Real-time Translation (CART) and
transcription services), Typewell/C-Print, communication assessments, training, development of training
manuals for assistive technology, reasonable accommodation consulting and additional services specific
to adaptive equipment, and accommodating the needs of people with disabilities.

TCS boasts not only the current growing in-house-staff, but its supplementary contract provider’s
resource that is second to none. The TCS staff has been growing to keep up with the increased demand for
its services. At present, TCS employs over one hundred and twenty (120) qualified and professional
interpreters, nine (9) STT providers (CART, Typewell, & C-Print), and over ten (10) qualified instructors.
TCS also employs interpreters and STT providers who are fluent in Spanish and are able to provide tri-
lingual services for a diverse consumer base.

With over twenty-four years of experience, TCS has successfully placed accommodation providers in
every possible situation throughout the federal, commercial, and private sectors. TCS is well known for
its ability to provide quality accommodation services. Each of our service providers must go through a
thorough skill evaluation and are screened for their experience and professionalism.

TCS has a strong history of client satisfaction. TCS has successfully performed every contract and service
agreement entered into in the past twenty-seven years in business. TCS carefully analyzes every
solicitation and potential agreement prior to submitting proposals and bids to ensure that TCS can handle
the additional workload or specialized service delivery. TCS has never had a contract or agreement
terminated for any reason.

For the purposes of this contract, TCS would be working with a subcontractor and teammate, Vital Signs,
LLC. Vital Signs is a Woman-Owned small business and a proven accessibility provider for deaf and hard
of hearing persons. Vital Signs was founded in 1987 by professional interpreters to meet the demand for
quality services. In 1998 Vital Signs added STT services to their service offerings. (X, L)

Vital Signs is in a unique position when it comes to providing accommodation services for VCU. Vital
Signs not only has a proven track record, but is one of two agencies in the Washington, DC area that has
been certified to teach and train Typewell providers. Vital Signs has been providing STT services in
institutional settings for over fifteen (15) years. They enjoy excellent performance references from
satisfied clients and most importantly, they have the staff and experience to provide services directly
related to VCU’s requirements.

VCU - Sign Language Interpreting Services
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The TCS team is proud of their records of service and continue to assure their clients that they are
committed to providing the most reliable, efficient, and cost effective means for filling their requirements.
The TCS team has the knowledge, key personnel, and track records to not only satisfy, but to exceed
VCU’s requirements.

VCU - Sign Language Interpreting Services
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CORPORATE QUALIFICATIONS AND EXPERIENCE

All interpreters and STT providers placed at VCU will be able to provide services satisfactorily according
to the terms listed in the solicitation. It is understood that the students of Virginia Commonwealth
University want to be assured of the qualifications and the professionalism of the providers that will serve
their daily needs. As part of our standard operating procedure in staffing a new contract, we will want to
meet with the deaf consumers to identify their interpreting and STT preferences, if possible. We would
also welcome feedback from consumers or staff at any time, to ensure contract compliance and quality of
service. Customer and consumer satisfaction are our goals.

The TCS team is offering Virginia Commonwealth University the entire depth of its resources and we
believe this sets us apart from the competition. Interpreting for concerts and theatrical productions
requires a special skill and expertise. Several of TCS’s staff members are in the process of registering
with the Registry of Interpreters for the Deaf (RID) to take the RID Special Skills Certificate for
Performing Arts. TCS has always placed a special emphasis on work in public events and performances;
ensuring equal access is available for Deaf and Hard-of Hearing individuals. (IV; 5-h)

Our employed interpreters are among the most highly trained in the field. We are proud to report that 85%
of our interpreting staff currently have a Virginia Quality Assurance Screening Level (state credentials) or
a certification from either the Registry of Interpreters for the Deaf or the National Association of the Deaf
(national certification). All interpreters who would provide services from the TCS team for Virginia
Commonwealth University would have either a current state or national certification. (1V; A-5)

Our employed STT providers are among the most highly trained in the field. We are proud to report that
100% of our Typewell providers are trained and certified by Vital Signs, and 90% of our CART providers
are certified by National Court Reporters Association (NCRA). All STT providers who would provide
services from the TCS team for Virginia Commonwealth University would have national certification.

Additionally, the TCS team has made a concerted effort to recruit a diverse staff able to respond to the
various needs of our consumers. The TCS team of experienced and talented interpreters and STT
providers bring varied experiences and educational backgrounds to their positions. We have taken these
specialties into consideration when choosing the VCU Interpreting and STT Team. All assignments filled
for this contract will be assessed for specific needs, and each provider will be matched for the most
appropriate placement

With our extensive staff of interpreters and STT providers we are confident that we would be able to fill
the requested service needs of VCU. Throughout our history, the TCS team has provided interpreting and
STT services in a higher education environment for a large number of institutions. For the 2008-2009 year
alone, the TCS team provided interpreters and STT providers for classes held at John Hopkins University,
University of Maryland, University of Maryland Baltimore College, Towson University, and more. (VI;
B-2)

All interpreters and STT providers employed by the TCS team complete an INS 1-9 form and are eligible
for work in the United States. All employees undergo a criminal background check and drug test

VCU - Sign Language Interpreting Services
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screening prior to hire. Also, all employees sign a professional services agreement, which requires that
they agree to abide by the RID Code of Ethics and the NRCA Code of Ethics at all times.

VCU - Sign Language Interpreting Services
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MANAGEMENT PLAN

The TCS team will provide interpreters and STT providers for Virginia Commonwealth University from
Monday to Friday between 8:00 a.m. and 10:00 p.m., Saturday and Sunday between 8:00 a.m. and 8:00
p.m. and other times on an as needed basis. (1V; A-1, 2) While our local staff size is still relatively small,
we have doubled our numbers in the past few months and are continuously and actively recruiting more
providers. Currently, the demand for interpreters and STT providers in the Richmond, VA and
surrounding areas outweighs the supply.

The TCS team will work hard to fill all requests outside of core classes; however, we cannot guarantee
that we will. Many of our interpreters and STT providers are providing services on dedicated contracts.
The TCS team will work closely with Virginia Commonwealth University DSS personnel to provide
updates on the scheduling process to help ensure student and employee needs are met. The TCS team does
not anticipate a problem filling core classes, including those requested for evenings or weekends. (1V; 6,
7) The majority of our services are booked on a first-come first-served basis and in order to ensure
availability of the providers, providing the TCS team with class schedules as far in advance as possible
will help assure your requests are filled as a priority.

Furthermore, Virginia Commonwealth University has at its disposal the TCS’s team of remote STT
services. In the event where the TCS team is unable to fill a request for an on-site interpreter or STT
provider, the TCS team is able to transport STT providers, to the classroom/meeting via computer/internet
technology. The rates and procedures are listed on the enclosed rate sheet and can be booked in advance.
(Appendix A)

The TCS team will work closely with Virginia Commonwealth University personnel to ensure a smooth
working relationship aimed at full participation by all deaf and hard of hearing persons. In fulfilling these
stated needs, the TCS team will:

1. Establish and maintain an approval/evaluation system to assure that all interpreters assigned to the
contract are acceptable to the consumers served. (1V; C-2)

2. Maintain adequate staffing to ensure qualified interpreters are available to team with or substitute
for regularly scheduled interpreters as necessary, (1V; 6,7)

3. Assure that all interpreters placed have been thoroughly evaluated and are:

a. Qualified professionals holding RID, NAD, or NIC valid Certification or VQAS, or
Equivalent Screening, Level 3 or higher; (1V; A-5)

b. Knowledgeable about deaf culture, the RID Code of Ethics, the interpreting process, and
academic settings of all levels; (IV; A-1-4)

c. Professional in appearance and behavior, adhering to the VCU policies at all times; (IV; B)

d. Qualified to provide the most appropriate method of communication for the situation and
individual(s) being served; (1V; A-2, 5)

e. Experienced in technical and non-technical interpreting such as financial management,
computer science, medical, and theatrical; (1V; 3, 5)

f. Prepared for classes by reviewing materials, class text and any class information posted on
the University Electronic Blackboard in advance. It is understood that, after the student has
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contacted the DSS Office at least 3 weeks in advance to request class textbook for the
interpreter, the DSS Office will pass this material to the interpreter for review; (1V; B)

g. Available for briefings or other official University business before or after class with
teachers, students, or both; (IV; A-1, 7)

h. Aware of changes in service needs by checking with the student and/or  professor on an
as needed basis and prior to test days. (1V; B)

The providers assigned to this contract will be backed up and supported by the TCS team. Members of
our administrative team (highlighted below) will work with our providers to make sure that all contract
needs are met.

PROJECT MANAGER: TCS’ Director of Business Operations, Jessica Moseley will have day-to-day
oversight responsibilities for administrative support of contract requirements. In this capacity she will
supervise all reporting and accounting activities supporting contract functions.

ACCOUNT REPRESENTATIVE: TCS’ Account Representative, Carissa Aiello, will oversee scheduling
of services for all requests. She will also be responsible for periodic quality assurance checks. The TCS
office is open from 8:00 a.m. - 6:00 p.m. weekdays, not including federal holidays. Requests can be
submitted to the TCS team by E-mail to Carissa@TCSassociates.com and Jessica@TCSassociates.com,
or from our website at www.TCSassociates.com. In addition, our fax request form enables our clients
without easy access to email, to contact the TCS team at their convenience.

To provide our interpreters with the most information about the VCU class schedule, Ms. Aiello will
make sure that the following details are included with each request:

Name and contact information of the individual making the request;

Name and contact information of the student needing services;

Type of service needed (Interpreter, CART, Typewell, etc);

Name and contact information of the instructor;

Date, time, duration and location of each class;

A syllabus for each class;

Special information pertinent to the appropriate placement of the service provider(s);

e Name(s) and sign language preference(s) of deaf, hard-of-hearing, or deaf/blind consumer(s)
whenever possible.

Requests for additional providers should be made with as much advance notice as possible. The TCS team
attempts to hold some of the provider’s schedules each day to respond to same day requests, but due to
the supply and demand this is not always possible.
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POLICIES AND PROCEDURES

Consumer Satisfaction: The TCS team will work with Virginia Commonwealth University to monitor
contract performance and to assess effectiveness by all means necessary or required. Consumer
satisfaction is imperative for successful communication and accessibility. If at any time Virginia
Commonwealth University wishes to change the personnel slated for these assignments, the TCS team
will work to accommodate such changes. The staff size and depth of resources of the TCS team offers our
clients a flexibility of service unavailable with any other service agency. (1V; C-2)

The TCS team's management plan monitors the growth of the company, monthly statistics on client
requests and professional resources, and plans for corporate growth to assure adequate resources. Our
administrative executive staff reviews monthly financial reports, and maintains all business systems to
maintain our corporate financial health.

Occupational Safety: The TCS team prides itself on providing its services in the most efficient and cost
effective manner. While we are ever mindful of the cost of services, it must not be forgotten that effective
communication facilitation is our mutual goal. Following industry standards, we recognize that there are
many circumstances when one provider is sufficient, but there are also times when we must consider both
effective service and the safety of our professionals. The TCS team will remain in close contact with our
providers and the VCU DSS staff on these matters. As we are responsible for our employee's safety, we
reserve the right to make the final decision regarding the number of providers needed for an assignment.
Your TCS Account Representative will work with you to determine the appropriate number of providers
needed for your assignment.

Reports: If requested, the Account Representative can develop detailed monthly status reports outlining
all contract activity and resulting accounting information based on data gleaned from our internal
database. These would be submitted to the DSS Office for each month of service.
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PRICE PROPOSAL

In response to the VCU Solicitation (3071644EW), the TCS team proposes to provide an hourly rate for
Sign Language Interpreting Services. Quantities given below are hypothetical to be used for evaluation
purposes only and do not represent a commitment to purchase by VCU. (XI1)

1. Daytime Class Schedule

400 hours X $60.00/Hour = Total $24,000.00
2. Evening Class Schedule, Special Events

100 hours X $65.00/Hour = Total $6,500.00
3. Emergency Schedule — less than 24-hour notice

40 hours X $85.00/Hour = Total $3,400.00

TOTAL AMOUNT (Sum of Items 1, 2, and 3) $33,900

Additional pricing information including minimum charges, cancellation charges, and rates for
additional services can be found on p. 24 (Appendix C) (XI1I)
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REFERENCES AND PAST PERFORMANCES

The TCS team has provided services to a multitude of clients in various setting throughout the twenty-
seven years of business. The list below offers a sample listing of the clients we serve. (VI, 5; X, J)

TCS has a strong history of client satisfaction. TCS has successfully performed every contract and service
agreement entered into in the past twenty-seven years in business. TCS carefully analyzes every
solicitation and potential agreement prior to submitting proposals and bids to ensure that TCS can handle
the additional workload or specialized service delivery. TCS has never had a contract or agreement
terminated for any reason.

Customer Name:
Booz Allen Hamilton

Customer Name:
Department of Transportation

Customer Name:
University of Maryland

Customer Name:
Johns Hopkins University

Customer Name:
University of Maryland,
Baltimore College

Customer Name:
Towson University

Customer Contact:

Marie Maasch-Hile
(703) 377-6590

Customer Contact:

Kirsten Poston
(202) 366-9120

Customer Contact:

Cassandra Lytle
(301) 314-7209

Customer Contact:

Karen Salinas
(410) 516-9823

Customer Contact:

Tiana Gardner
(410) 455-2549/3277

Customer Contact:

Pat Critzer
(410) 704-4423

Contract Duration:
April 2006 — Present

Contract Duration:
May 2007 — Present

Contract Duration:
April 1990 - Present

Contract Duration:
January 2006 - Present

Contract Duration:
August 2000 — Present

Contract Duration:
January 1998 - Present
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PROPOSED PERSONNEL

The TCS team employee strength is a distinct competitive advantage. The TCS team selected our top
personnel to create both depth and breadth of resources across the areas of this contract. It is understood
that the students and employees at VCU want to be assured that their Sign Language Interpreter(s) and
STT providers will be experienced, professional, credentialed and supremely qualified to provide the
services that they are requesting. The TCS team has conducted extensive staff planning both internally
and in conjunction with its team members in preparation of meeting the delivery of the orders and rapid
turnaround requirements. Each requirement will drive the personnel.

The TCS team of providers are screened for experience and professionalism and must go through a
complete evaluation process prior to working with our company. Our evaluations consist of an extensive
skills evaluation that not only looks at their expressive and receptive abilities, but evaluates their English
language skills as well. In addition, our evaluators look at each provider's understanding of ethical
behavior.

Below are some of our staff members who we are proposing to work on this requirement. While the
personnel below are listed, we are not limited to only using them. Additionally, if there are preferred
providers that VCU has utilized in the past, the TCS team will do our best to provide them to VCU.

INTERPRETERS

ELIZABETH DALTON LEITCH: BS,CI & CT
Certification: RID Certificate of Transliteration
RID Certificate of Interpretation
Education:  BS, American Sign Language Interpreter Training
Experience:  Academic Interpreting-
» Has interpreted in a variety of undergraduate and graduate programs throughout
15 year career; worked for one graduate student through her 3 years of study
» Attended the "Interpreting in theater” program at Julliard School in New York
» Has interpreted for various musical and theatrical scenarios since 1994, in total
40 concerts and 12 plays

BERNADETTE MAYHALL: BSEd, MA, CSC, SC:L, NAD V
Certification: RID Comprehensive Skills Certification
RID Specialist Certificate: Legal
NAD Masters Level V
Education:  BSEd, Education & Speech Pathology/Audiology
MA, Education Administration in Deafness
Experience:  Academic Interpreting-
» Has interpreted in a variety of undergraduate and graduate programs throughout
12+ year career
» Served as the VP on the RID Board
* Administered the VQAS Certification program for VA Department of Deaf and
Hard-of-Hearing
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SUSAN SCHOLZ: AA, VOAS III
Certification: VQAS Level Il
Education:  AA, American Sign Language Interpreter Training
Experience:  Academic Interpreting-
» Has interpreted in a variety of undergraduate and graduate programs throughout
10 year career; worked for one undergraduate student through his 5 years of
study

ROBERT SHIELDS: BS, VOAS |11, NIC
Certification: VAQS Level Il
NAD NIC
Education:  BS, Computer Science
Experience:  Academic Interpreting-
* Numerous interpreting experiences which include health, public forum, job
training, platform and theatre work throughout 10 year career
» Lead interpreter for the county High School Deaf Education program.
Supervising of five other interpreters, including scheduling of staff, arranging
of substitutes and first point of contact for administrators & teachers, regarding
interpreter related issues
» Worked as an educational interpreter in all three levels of education

MIA HANCZARYK: BA, MA, CI & CT
Certification: RID Certificate of Transliteration
RID Certificate of Interpretation
Education:  BS, Speech Pathology
MA, Interpreting Program
Experience:  Academic Interpreting-
» Has interpreted in a variety of undergraduate and graduate programs throughout
15+ year career
» Experienced in interpreting at a variety of age and ability levels including
elementary through doctoral level classes, as well as special education and
vocational training environments
* Interpreted a wide range of educational subjects, from basic skills and core
curricula subjects such as History, English, and Mathematics, to specialized,
advanced courses such as Educational Research Methods, Organic Chemistry,
and Electrical Circuit Analysis
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SPEECH-TO-TEXT PROVIDERS

CARRIE SCOONE: BA, MS, Typewell

Certification: Typewell

Education: B.A., English, Cum Laude
M.S. Counselor Education

Experience: Several years experience working with Disability Support Service Offices in various
educational settings. Approximately 4 years working as a Typewell Transcriber providing
real time communication access during class lectures for students with disabilities at
colleges (undergraduate and graduate programs)

CHELLE TUCKER: BS, Typewell

Certification: Typewell

Education:  BS, Plant & Soil Science

Experience: Provided Typewell services to various clients including many levels of classroom settings
and other governmental agencies for approximately 11 years

JEAN SPEIGHTS: CCR, RMR, RPR
Certification: NCRA CCR - Certified Court Reporter
NCRA RMR - Registered Merit Reporter Exam
NCRA RPR - Registered Professional Reporter Exam
Education: Reporting Academy of Virginia Beach, Virginia
Experience: Has been a Court Reporter and CART provider for 22 years in various settings.

JEANNIE CHADWICK: BA, CCR

Certification: NCRA CCR - Certified Court Reporter

Education: BA, Psychology

Experience: Served as a CART reporter for the past 10 years in various settings including classroom,
courtrooms, and business settings.

MARIANNE HEWITT: AA, NRCA

Certification: National Court Reporters Association, (NCRA)

Education:  AA, Court Reporting

Experience: 27 years of Real Time CART reporting in various educational and business settings.
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Appendix A

Speech-to-Text Offerings

There are two types of transcripts produced by speech-to-text systems: verbatim and meaning-for-
meaning. A verbatim transcript shows word-for-word what the speaker(s) said, while meaning-for-
meaning condenses the language used while maintaining the full meaning intended by the speaker. Here
are two short transcripts, showing the two types of transcripts.

Meaning-for-Meaning Verbatim
The next phase was the war on poverty The next phase of it was the war on poverty.
between 1964 and 1974. The war on poverty This period was between 1964 and 1974. The
expanded the public assistance programs and war on poverty expanded the public
had the goal of eliminating poverty in the assistance programs and literally had as its
United States. This was the first time they goal the elimination of poverty, the
were talking about poverty as the total issue, elimination of poverty in the United States.
not just destitution and poor people. And this was really the first time ever in

history that they are now really talking about
poverty as the total issue, focusing on poverty
itself, and not just destitution and poor
people.

CART

Communication Access Real-time Translation (CART) is a word-for-word (verbatim) speech-to-text
interpreting service for people who need communication access. It benefits people who are late-deafened,
oral deaf, hard of hearing, or who have cochlear implants. Culturally Deaf individuals also make use of
CART in certain situations. Unlike computerized note taking or abbreviation systems, which summarize
information for consumers, CART provides a complete translation of all spoken words and environmental
sounds, empowering consumers to decide for themselves what information is important to them. A CART
provider uses a steno machine, notebook computer and real-time software to render instant speech-to-text
translation on a computer monitor or other display for the benefit of an individual consumer or larger
group in a variety of settings. A CART provider is sensitive to the varying needs of consumers and has
had training in conveying a speaker’s message, complete with environmental cues. Increasingly, CART is
being provided remotely via the Internet or a telephone connection.

The TCS team has been providing CART is various educational and government setting for the past
twenty-four years. CART can be provided to VCU’s students and employees as part of this contract on-
site or remote. The TCS team would schedule some time to work with the VCU DSS office to provide a
demonstration of CART as well as trials for the students and employees. Please refer to pg. 24 for pricing
(Appendix C)
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TYPEWELL

A meaning-for-meaning transcript con TypeWell meaning-for-meaning transcribers are trained to capture
all spoken content in class communication access, including jokes, off-the-point comments, behavioral
control, etc., but to omit false starts, repetitions and other non-meaningful speech. A TypeWell meaning-
for-meaning transcript would also include mention of pertinent sounds, such as laughter or noise that
disrupts the class or is noted by a speaker. Because meaning-for-meaning transcripts express the
speaker's intended message, but do so in fewer words, it is similar to what many sign language
interpreters do. Thus, meaning-for-meaning services are also known as text-interpreting systems.

The TCS team has been providing Typewell is various educational and government setting for the past
twenty-four years. Typewell can be provided to VCU'’s students and employees as part of this contract on-
site or remote. The TCS team would schedule some time to work with the VCU DSS office to provide a
demonstration of Typewell as well as trials for the students and employees. Please refer to pg. 24 for
pricing (Appendix C)
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Appendix B

CART in the Classroom:
How 1o Make Realtime
Captioning Work for You

Communication Access Realtime Translation (CART) is a word-for-word speech-to-text interpreting
service for people with a hearing loss or who would otherwise benefit from this accommodation. Unlike
computerized notetaking or abbreviation systems, which summarize information for the consumer, CART
provides a complete translation of all spoken words and environmental sounds, empowering consumers to
decide for themselves what information is important to them. Section 36.303(b)(1) of the Americans with
Disabilities Act specifically recognizes CART as an assistive technology that affords effective
communication access.

A CART provider uses a steno machine, notebook computer, and realtime software to render instant
speech-to-text translation on a computer monitor or other display for the benefit of an individual
consumer or larger group in a number of settings: classrooms; business, government, and educational
functions; courtrooms; and religious, civic, cultural, recreation, and entertainment events. In addition, a
CART provider is sensitive to the varying needs of consumers and has had training in conveying a
speaker's message, complete with environmental cues.

The demand for CART has grown at a steady pace in recent years in almost all arenas. However, the
greatest growth has taken place in the educational setting, from elementary to graduate school, as this
technology has gained greater notoriety among educators, disability services coordinators, and students
with hearing loss as a useful method for participating fully in the classroom. Several key factors play a
role in determining the effectiveness of this service: the competence of the CART provider, the
environment in which CART is provided, and the ability of the CART provider, student, instructor, and
coordinator of services to work together.

CART Benefits

In the 1999 paper "Real-Time Speech-to-Text Services,"” the authors, members of the National Task Force
on Quality of Services in the Postsecondary Education of Deaf and Hard-of-Hearing Students, referenced
a 1988 study at the Rochester Institute of Technology of students who are deaf and hard-of-hearing. When
surveyed about CART, the students responded favorably. The authors state that "A majority of the
students reported that they understood more from the steno-based text display than from interpreting"
(Stinson et al., 1999, p. 12).

The Task Force noted several other advantages to the steno-based CART system: 1) CART provides a
verbatim record of the class, capturing every word spoken; 2) a single CART provider can cover a two-
hour class with a brief break; and 3) the steno machine is silent (Stinson et al., 1999, p. 21). Because
CART gives students with hearing loss a complete record of what is said in the classroom, several other
advantages to this communication access tool become readily apparent:
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Flexibility. CART can be used in a variety of settings, whether one-on-one with a single student reading
off of the CART provider's laptop computer screen, in a small group with the text appearing on a
television monitor, or even in a much larger setting with the CART provider's realtime text projected to a
large screen for everyone in the lecture to read.

Independent learning. With the provision of CART, the responsibility for a student's education rests
with the student. Rather than relying on notes provided by others, the student will have a verbatim record
of the class or discussion from which to determine what is or is not important based upon the student's
understanding of the material presented. In addition, students can have the text file fed through a version
of litigation-support software as the CART provider realtimes the class. The student can then use the
highlight or annotate features of the software to pick out what he or she wants to retain. Thus, the student
has the choice of obtaining the verbatim record of the class or only those portions that he or she deems
important. As Rachel Arfa (2000), who used CART as an undergraduate at the University of Michigan,
explains, "With realtime captioning, | was able to form my own opinions of the subject matter and receive
the information firsthand, rather than second, third or fourth hand, since CART takes every sentence that
is being said."

Full participation. Because the provision of CART services is in real time, the student with hearing loss
has the opportunity to participate in a classroom setting just like any other student. Andy Nelson (2000),
who used CART at the University of Washington, says, "Realtime captioning allowed me to get
everything the professor says in class, word for word, as well as comments or questions students have
during the lecture. This enabled me to actively participate in discussions and lectures, something | had
never ever been able to do before.” Joan Andrews (2000), a CART consumer while in college, offers
another example: "Realtime professionals also can include brief descriptions that provide information
about the mood of the person speaking - excited, despairing, angry, heated, placating; signals that the
hearing students access easily and which often guide them in choosing their responses to the dialogue
taking place. These bits of information play a vital role in effective classroom participation.”

Equal access. "CART allowed me for the first time in my entire academic career to follow classroom
discussions, participate in classroom discussions, and take my own notes," says Carolyn Ginsburg (2000),
who used CART while earning her MBA from Columbia University. "What an incredible experience this
was. It was very liberating, made me finally feel equal to my peers in the classroom, gave me equal access
to information, and gave me more confidence to express my opinions and answers.” Paul Hartley (2000),
currently a student at Emory University, offers a similar opinion: "Being at the same level as any other
student is the major and most important benefit of CART services. | get the same information, hear the
same lectures verbatim, feel more a part of the class, and hear interesting anecdotes or a professor's corny
jokes."

The provision of CART services also offers some benefits to the instructor. For example, verbatim
lectures may give the college professor an additional tool for preparing tests or integrating information
into a research study. Further, "Some instructors welcome the transcripts as a way of tightening their
lectures and reviewing their students' questions and comments. If the instructor chooses, he or she should
be at liberty to share them with hearing members of the class also. The transcripts can be of value also in
tutoring deaf and hard-of-hearing students, enabling tutors to organize tutoring sessions in close accord
with course content™ (Stinson et al., 1999, p. 7-8).
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The Competent CART Provider

The utility of CART services for the student with hearing loss depends a great deal on the skills of the
CART provider. The National Court Reporters Association has been certifying court reporters for more
than 75 years, and NCRA is currently developing a certification specifically for CART providers. Until
this objective measure of the CART provider's ability is in place, how can you define a competent CART
provider?

NCRA's CART Task Force considers the Registered Professional Reporter (RPR) a requisite for a
qualified CART provider. The RPR certifies the entry-level reporter's ability to provide a verbatim record
at speeds ranging from 180-225 words per minute with a minimum accuracy of 95 percent ("How to
Locate,” 2001). The Task Force also recommends the attainment of the Certified Realtime Reporter
designation. The CRR has proven his or her ability to write realtime at variable speeds ranging from 180-
200 words per minute with a minimum accuracy of 96 percent. The CART Provider's Manual (2001),
published by NCRA, offers some additional factors to consider:

Sensitivity. The CART provider has general knowledge about Deaf culture and understands that the
preferred communication mode of a person with hearing loss differs depending on whether the individual
identifies him or herself as Deaf, deaf, late-deafened, or hard-of-hearing. A CART provider acquires
training in communication techniques through court reporting association seminars, disability agencies,
sign language courses, etc.

Staying in role. The CART provider's role is to facilitate communication. A CART provider declines any
invitation or suggestion to comment, interject, advise, respond to inquiries, or in any way become
involved in the proceedings outside the role of CART provider.

Confidentiality. Courtesy and discretion are required of the CART provider at all times. A casual word
or action may betray a consumer's confidences or violate a client's privacy.

Professional development. The CART provider keeps abreast of current trends, laws, literature, and
technological advances relating to the provision of CART service.

Preparation. The CART provider must make every effort to ensure an accurate job dictionary for the
terminology to be used in each class.

Realtime writing. The CART provider writes conflict free, includes punctuation, and sustains accuracy
for long periods of time.

Software/computer knowledge. The CART provider must operate a computer-aided transcription
program and understand its realtime translation and display functions. The competent CART provider
knows how to troubleshoot and solve hardware, software, and other technical problems. In order to meet
consumer preferences, the CART provider must know how to activate upper/lowercase, colored
backgrounds, enlarged text, and other display options. When appropriate, the CART provider must be
able to furnish the computer file of the session text as requested.
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Language comprehension. Knowledge of grammar, punctuation, sentence structure, spelling,
vocabulary, high-frequency colloquialisms, and slang is crucial. The CART provider must listen for
continuity, sense, and detail of proceedings, anticipating and preventing errors in translation.

CART Environments

CART services can prove effective in almost any educational environment, from grade school to graduate
school. In particular, "Today, steno-based systems rank as an effective support service for large numbers
of deaf and hard-of-hearing students in mainstream college environments throughout the country"”
(Stinson et al., 1999, p. 5).

Why is the steno-based CART system gaining popularity? Much of it goes back to the comments from
CART consumers regarding independent learning, full participation, and equal access. As noted in
"Auxiliary Aids and Services for Postsecondary Students With Disabilities," published by the Department
of Justice's Office of Civil Rights (1998), schools not only must provide auxiliary aids and services in a
timely manner, but they must ensure that students with disabilities can participate effectively. And the
definition for effectiveness? "No aid or service will be useful unless it is successful in equalizing the
opportunity for a particular student with a disability to participate in the education program or activity."

Keep in mind, however, that generally CART consumers are individuals who have developed a hearing
loss postlingually, or rather after the acquisition of language. In addition, there is no set age at which a
child can begin to make use of this service: "Always remember that each individual case is unique -- there
are no hard-and-fast rules on the age level of a student for which realtime translation is suited” (Brentano
et al., 2000, p. 22).

Before implementing CART in an educational environment, the most important consideration, of course,
is the student's preference regarding a method for communication access. Other factors are prior
experience and satisfaction with realtime speech-to-text translation in the classroom, the student's ability
or willingness to participate in discussions and to ask questions, and the level of reading proficiency
(Stinson et al., 1999, p. 23).

Working Together

The success of CART in the classroom setting depends not only on the provider's skill level, but also on
the ability of the CART provider to work effectively with instructors and the coordinator of services to
ensure that the student with hearing loss receives the best service possible. Following are several
considerations that can help to ensure an effective working arrangement to the benefit of the student with
hearing loss:

Control of the classroom. The CART provider is in the classroom with the sole purpose of providing
communication access for the student who is hard-of-hearing. To ensure an effective realtime translation,
students should speak one at a time. "Noisy" conditions can have an adverse effect on the production of
accurate text by the CART provider (Stinson et al., 1999, p 9). The responsibility for controlling the
classroom lies with the instructor, who must maintain an orderly discussion to allow for participation by
the CART consumer. The instructor may need to restate a student's comments to ensure understanding.
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Preparation. "The reporter will work with the instructor for each assigned class to assure that all the
technical terminology for that particular class will be provided in advance so that it can be entered into the
reporter's computer dictionary” (Brentano et al., 2000, p. 9). This preparation, with the instructor's
assistance, allows for a more accurate translation of the spoken word. The CART provider should receive
copies of all textbooks and other class materials from which to prepare.

If possible, this preparation also includes a meeting between the CART provider, student, instructor, and
coordinator of services before the start of the school year. At this time all involved parties can ask
questions regarding requirements or concerns. In addition, "This will allow the reporter an opportunity to
view the classroom's physical setup and to work out with the disability coordinator, instructor, and student
the best seating and sight lines available for all concerned” (Brentano et al., 2000, p. 22).

Laying out the ground rules. Discuss during the orientation meeting what will be expected of the CART
provider. What classes will require CART? How long are the classes? Will the CART provider be
following the student to different classrooms? Who is entitled to receive a copy of the notes? What form
will the notes for a class take: paper or disk? When will the student receive the notes? Will the CART
provider have time to edit the notes? Will the instructor also receive a copy of the class notes?

How will the CART provider contact the instructor or disability services coordinator or vice versa? For
example, "If a teacher or professor is canceling class or is giving a test for which the reporter's services
are not required, sufficient notice should be given if for nothing other than common courtesy” (Brentano
et al., 2000, p. 25). A policy should also be established for when the student is unable to attend class.

Think communication. When possible, the instructor should write announcements, assignments, proper
names, technical vocabulary, formulas, equations, and foreign terms on the blackboard (Battat, 1998). In
addition, the instructor should not "talk to the blackboard" and have his or her back turned to the class all
the time. And when using overheads or referencing material on the blackboard, the instructor should be
specific when explaining concepts, formulas, or equations. For example, in a math class rather than
pointing to the blackboard and saying, "You add this and this and get that,” the instructor should say,
"You add 5 and 4 and you get 9."

Just as the primary role of the realtime reporter in the classroom is to provide communication access, it is

communication between the CART provider, student, instructor, and coordinator of disability services
that will prove critical to the successful provision of this service.

ARTICLE FROM: www.nrca.org/cartinfo
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Appendix C

Additional Pricing Information

In response to the VCU Solicitation (3071644EW), the TCS team proposes to provide accommodation
services, as requested, at the following pricing structure. Pricing given below are to be used for evaluation
purposes only and do not represent a commitment to purchase by VCU. (XII)

As outlined in the Statement of Work, providers will be available during the following times, as well as
on an as needed basis:

Monday — Friday 8:00 a.m. to 10:00 p.m.
Saturday —Sunday  8:00 a.m. to 8:00 p.m.

Rates for Sign Language Interpreter services will be as follows:

Interpreting Services Hourly Rates
General Assignments $60.00 per hour
More than 48 hour notice 2-hour minimum
Evening and Weekend Assignments $65.00 per hour
M-F after 6:00pm, Weekends 2-hour minimum
Last Minute Assignments $75.00 per hour
Requested in less than 48 hour notice 2-hour minimum
Same Day Assignments $85.00 per hour
Requested in less than 24 hour notice 2-hour minimum
Specialized Assignments $65.00 per hour
Performances, concerts, etc. 2-hour minimum

Conditions: The rates are factored on a per interpreter basis and will be calculated to the nearest .5 (one-
half) hour. All assignments have a 2-hour minimum. General hours for interpreting assignments are from
8:00 a.m. to 6:00 p.m. and Evening hours for interpreting assignments are from 6:00 p.m. to 8:00 a.m. Up
to three (3) hours of prep time shall be billed when applicable at regular hourly rates. (1V; A-8)

Number of Interpreters: If the assignment is expected to last more than 2 hours, customer will be
required to pay for two interpreters.

Cancellation Policy: The customer will be billed in full for any assignment that is changed or cancelled
with less than twenty-four (24) hour notice before the beginning of the confirmed assignment.
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No Shows: For classes up to 90 minutes long, the interpreter shall wait 15 minutes for students to arrive
before leaving. For classes longer than 90 minutes in duration, the interpreter shall wait 30 minutes for
students to arrive before leaving. In either case if the student does not show up for the class but the
interpreter is there as scheduled, the request is still billable. (1V; B-7)

Travel: The client will be billed for the commute of any assignments that require additional travel
expected of our interpreters providing services for VCU. For example, should the interpreter be asked to
travel to another site other than the VCU campus, they would incur out of pocket expenses that should be
reimbursed by VCU. The client will be billed for mileage at the current government standard rate and will
ask for direct reimbursement as approved for any tolls, parking or public transportation costs needed to
provide the service. When VVCU requires an interpreter outside of the local area, the TCS team offers the
choice of taking the local interpreter or having the TCS team schedule an interpreter in the other city.

Services Outside of the Richmond Area: TCS’ network has become known throughout the country for
its ability to secure the services of top quality interpreters in any region of the United States. With
advance notice, the TCS team will arrange for qualified interpreters in any city of the continental U.S.
TCS has arrangements with interpreters and service agencies in all ten federal regions, where they can be
found with little problem. Rates for services outside of the Richmond area will be given at time of request
to allow for current market prices in those areas. Travel expenses from the nearest locale may need to be
arranged for these special cases; out of town travel, accommodations and per diem will be approved on a
case-by case basis.

Payment Terms: TCS accepts credit cards (American Express, Discover, MasterCard, and Visa). An
authorization of payment, credit application, or signed contract may be required before the onset of
service. The payment period for all payments is net 30.

Use of Contract by Other Government/Educational Agencies: The TCS team is offering Virginia
Commonwealth University our discounted rate for academic institutions. The TCS team understands that
any contract awarded may be utilized by other Virginia public colleges and universities with the approval
of the TCS team. We consent to this use on a case by case basis, as the RFP requirements for VCU would
not be feasible for all of the possible institutions making use of this contract. Instead, we reserve the right
to decline the use of this contract by other facilities as necessary; in those instances our regular service
rates would apply. Should this option be disallowed, we would instead choose not to participate in
Cooperative Procurement with other institutions. (1)
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Rates for Speech-to-Text services will be as follows:

Remote CART Services Set Up Fee Hourly Rate
General Assignments $100.00 per hour
More than 48 hour notice (2 hour minimum)
Evening and Weekend Assignments $75.00 $105.00 per hour
M-F after 6:00pm, Weekends (1 time Sét-up fee (2 hour minimum)
Last Minute Assignments er student) $105.00 per hour
Requested in less than 48 hour notice P (2 hour minimum)
Same Day Assignments $120.00 per hour
Requested in less than 24 hour notice (2 hour minimum)
On-Site CART Services Set Up Fee Hourly Rate

General Assignments $135.00 per hour
More than 48 hour notice (2 hour minimum)
Evening and Weekend Assignments $140.00 per hour
M-F after 6:00pm, Weekends (2 hour minimum)
Last Minute Assignments NA $140.00 per hour
Requested in less than 48 hour notice (2 hour minimum)
Same Day Assignments $155.00 per hour
Requested in less than 24 hour notice (2 hour minimum)
Specialized Assignments $140.00 per hour
Performances, concerts, etc. (2 hour minimum)

Remote Typewell Services Set Up Fee Hourly Rate
General Assignments $70.00 per hour
More than 48 hour notice (2 hour minimum)
Evening and Weekend Assignments $75.00 $75.00 per hour
M-F after 6:00pm, Weekends . ' (2 hour minimum)

- - (1 time set-up fee
Last Minute Assignments er student) $75.00 per hour
Requested in less than 48 hour notice P (2 hour minimum)
Same Day Assignments $90.00 per hour
Requested in less than 24 hour notice (2 hour minimum)

On-Site Typewell Services Set Up Fee Hourly Rate
General Assignments $75.00 per hour
More than 48 hour notice (2 hour minimum)
Evening and Weekend Assignments $80.00 per hour
M-F after 6:00pm, Weekends (2 hour minimum)
Last Minute Assignments NA $80.00 per hour
Requested in less than 48 hour notice (2 hour minimum)
Same Day Assignments $95.00 per hour
Requested in less than 24 hour notice (2 hour minimum)
Specialized Assignments $80.00 per hour
Performances, concerts, etc. (2 hour minimum)

Demonstration: If the client requests a demonstration, the TCS team will bill the client for $200.00. The
demonstration covers the travel and up to two (2) hours of demonstrations/questions/answers.
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Conditions: The rates are factored on a per reporter basis and will be calculated to the nearest .5 (one-
half) hour. All assignments have a 2-hour minimum. General hours for speech-to-text assignments are
from 8:00 a.m. to 6:00 p.m. and Evening hours for interpreting assignments are from 6:00 p.m. to 8:00
a.m. Up to three (3) hours of prep time shall be billed when applicable at regular hourly rates. (IV; A-8)

Number of Reporters: If the assignment is expected to last more than 2 hours, customer will be required
to pay for two reporters.

Cancellation Policy: The customer will be billed in full for any assignment that is changed or cancelled
with less than twenty-four (24) hour notice before the beginning of the confirmed assignment.

No Shows: For classes up to 90 minutes long, the reporter shall wait 15 minutes for students to arrive
before leaving. For classes longer than 90 minutes in duration, the reporter shall wait 30 minutes for
students to arrive before leaving. In either case if the student does not show up for the class but the
reporter is there as scheduled, the request is still billable. (1V; B-7)

Travel: The client will be billed for the commute of any assignments that require additional travel
expected of our reporters providing services for VCU. For example, should the reporter be asked to travel
to another site other than the VCU campus, they would incur out of pocket expenses that should be
reimbursed by VCU. The client will be billed for mileage at the current government standard rate and will
ask for direct reimbursement as approved for any tolls, parking or public transportation costs needed to
provide the service. When VCU requires a reporter outside of the local area, the TCS team offers the
choice of taking the local reporter or having the TCS team schedule an reporter in the other city.

Services Outside of the Richmond Area: TCS’ network has become known throughout the country for
its ability to secure the services of top quality reporters in any region of the United States. With advance
notice, the TCS team will arrange for qualified reporters in any city of the continental U.S. TCS has
arrangements with reporters and service agencies in all ten federal regions, where they can be found with
little problem. Rates for services outside of the Richmond area will be given at time of request to allow
for current market prices in those areas. Travel expenses from the nearest locale may need to be arranged
for these special cases; out of town travel, accommodations and per diem will be approved on a case-by
case basis.

Payment Terms: TCS accepts credit cards (American Express, Discover, MasterCard, and Visa). An
authorization of payment, credit application, or signed contract may be required before the onset of
service. The payment period for all payments is net 30.

Use of Contract by Other Government/Educational Agencies: The TCS team is offering Virginia
Commonwealth University our discounted rate for academic institutions. The TCS team understands that
any contract awarded may be utilized by other Virginia public colleges and universities with the approval
of the TCS team. We consent to this use on a case by case basis, as the RFP requirements for VCU would
not be feasible for all of the possible institutions making use of this contract. Instead, we reserve the right
to decline the use of this contract by other facilities as necessary; in those instances our regular service
rates would apply. Should this option be disallowed, we would instead choose not to participate in
Cooperative Procurement with other institutions. (1)
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REQUEST FOR PROPOSALS RFP#3071644EW

Issue Date: May 7, 2009
Title: Sign Language Interpreting Services
issuing and Using Agency: Virginia Commonwealth University

Attention: Eve Wirt, Senior Buyer (efwirt@vcu.edu)
10 § 6™ St., 2nd Fioor
POB 980616 '
Richmond, Virginia 23298-0616
Period of Contract:

Praposals For Furnishing The Services Described Herein Will Be Received Until: 2:00 PM local time on May 29, 2009.

All Inguiries For Information Should Be Directed To; ISSUING AGENCY, address listed above at Phone: (804) 828-1077,
VOICE TDD: (800} 828-1120

This solicitation & any addenda are posted on our website at: hitp//www.vou.edufprocurement

HARD-COPY, ORIGINAL PROPOSALS MUST BE RECEIVED IN VIRGINIA COMMONWEALTH UNIVERSITY'S
DEPARTMENT OF PROCUREMENT AND PAYMENT ON OR BEFORE THE DATE AND TIME DESIGNATED ON THIS
SOLICITATION. ELECTRONIC SUBMISSIONS AND FACSIMILE SUBMISSIONS WILL NOT BE ACCEPTED IN LIEU OF
THE HARD-COPY, ORIGINAL PROPOSAL. VENDORS ARE RESPONSIBLE FOR THE DELIVERY OF THEIR PROPGSAL.
PROPOSALS RECEIVED AFTER THE OFFICIAL DATE AND TIME WILL BE REJECTED. THE OFFICIAL DATE AND TIME
USED IN RECEIPT OF RESPONSES IS THAT TIME ON THE CLOCK OR AUTOMATIC TIME STAMP IN THE -
DEPARTMENT OF PROCUREMENT AND PAYMENT.

IF PROPOSALS ARE MAILED, SEND DIRECTLY TO VIRGINIA COMMONWEALTH UNIVERSITY, PROPOSAL PROCESS
DEPARTMENT, POB 980616, RICHMOND, VA 23298-0616. [F PROPOSALS ARE HAND DELIVERED OR SENT BY
COURIER, DELIVER TO: VIRGINIA COMMONWEALTH UNIVERSITY, DEPARTMENT OF PROCUREMENT AND
PAYMENT, 10 S 6TH ST., 2nd FLOOR, RICHMOND, VA 23219. THE RFP NUMBER, DATE AND TIME OF PROPOSAL
SUBMISSION DEADLINE, AS REFLECTED ABOVE, MUST CLEARLY APPEAR ON THE FACE OF THE RETURNED
PROPOSAL PACKAGE.

in Compliance With This Request for Proposals And To All Conditions Imposed Therein and Hereby incorporated By
Reference, The Undersigned Offers And Agrees To Furnish The Goods/Services Described Herein In Accordance With The
Attached Signed Proposal Or As Mutually Agreed Upon By Subsequent Negotiation. Furthermore, The Undersigned Agrees
Not To Start Any Work Relative To This Particular Solicitation Unfil A Resulting Formai Signed Purchase Order Is Received By
The Contractor From University Purchasing. Any Work Relative To This Solicitation Performed By The Contractor Prior To
Receiving A Formal Signed Purchase Order Shall Be At The Contractor’s Own Risk And Shall Not Be Subject To
Reimbursement By The University.

NAME AND ADDRESS OF FIRM:

APOCUS -N-BNS  ne. | pate: 05 | 28 [ OA

H\L\\ @@OKE\)LOJ\ Aye ' <. 200 By (Signature In Ink): /44/ L ,;/Z/Ogﬁ/
YRR, MDY ZipCode ZOCND 7 Name Typed: N\\WHO\/ AeNo ~

E-Mail Address: '(Y\\%_W\U\(“ WOSSDCIATES. (i ite: ?TE SNt / CED

Telephone: (24D) 202 - 120 Fax Number: ( 20) AR Z-AND
Toll free, if available Toll free, if available

puns No: \\- 22 B~ (V1D FEVFNNO.: 52 -132.5301)
MINORITY-OWNED BUSINESS: (VIYES ( JNO  WOMEN-OWNED: (VfYES ( )NO
REGISTERED WITH eVA: (VIYES ( )NO  SMALL BUSINESS: { YES { }NO

DMBE CERTIFIED: (VIYES ( )NO DMBE CERTIFICATION# _ {555\

An OPTIONAL PRE-PROPOSAL CONFERENCE WILL BE HELD on May 14, 2009 @ 2:00 pm. See Section VI, Page 16,
herein,

THIS SOLICITATION CONTAINS 37 PAGES.
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DATE: May 11, 2009

ADDENDUM NO.: 1 TO ALL OFFERORS:

Reference - Request for Proposals: RFP# 3071644

Commodity/Title:  Sign Language Interpreting Services
Issue Date: May 7, 2009

Proposal Due: May 29, 2009 @ 2:00 pm
Pre-Proposal Conference:  May 14, 2009 @ 2:00 pm

The above is hereby changed to read:
Pre-Proposal Conference location is changed as follows:

Page 16: Section VIII, Pre-proposal Conference: Delete the first sentence and
replace with:
“An optional pre-proposal conference will be held at 2:00 pm on May 14,
2009 at Disability Support Services, 907 Floyd Avenue, Room 102,
Richmond, VA 23284"

No other changes are made to this document at this time.

NOTE: A signed acknowledgment of this addendum must be received by this office
either prior to the proposal due date and hour or attached to your proposal. Signature
of this addendum does not constitute your signature on the original proposal document.
The original proposal document must also be signed.

Very truly yours,

Eve Wirt, Senior Buyer
Phone: (804)628-2893

AOOLLS ~N- BFeS nc..

Sigﬁaiur#T itle
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Accessible Solutions Provider — - - - —
Assistive Technology Consulting, Trandation & Interpretation, & Transcription

July 31, 2009

Ms. Eve Wirt

Senior Buyer

Virginia Commonwealth University Purchasing
Richmond, VA

Ref: Additional Information of July 10, 2009

Request for additional information:

1. Please define “outside of core classes” and explain how you would propose to guarantee coverage.
“Outside of core classes would be any intersession classes, workshops, or training classes that would be outside of the
student’ s regularly scheduled classes for the semester. | do believe that TCS will be able to provide coverage for these
assignments should one arise. If TCS was not able to provide an on-site interpreter, VCU would be able to take advantage
of our remote CART or remote Typewell services, which guarantees coverage regardless of time and location, aslong as
the student has access to the internet. Again, | do not believe that TCS will have any trouble providing coverage for such
requests.

2. Is it your intent to have a physical presence here in Richmond at any time in the future? Yes, it isthe
intent of TCS to expand throughout the Virginia area and establish a physical presence in the Greater Richmond area.

3. In our RFP document on page 31, section L, it states that “No portion of the work shall be
subcontracted without prior written consent of the purchasing agency. In the event that the Contractor desires
to subcontract some part of the work specified herein, the Contractor shall furnish the purchasing agency the
names, qualifications and experience of their proposed subcontractors. The Contractor shall, however, remain
fully liable and responsible for the work to be done by its subcontractor(s) and shall assure compliance with all
requirements of the contract.” Do you understand this statement and agree that VCU will work only through
Abacus-N-Bytes, Inc. if awarded a contract? Y es, we do understand and agree with this statement.

4, Your pricing schedule is set up for General Assignment to mean that VCU will give more than 48 hour
notice. Is this your standard term and is it possible to change this to 24 hour notice? It is the standard policy for
TCSto require a 72-hour notice from its' clients, however, we reduced that to 48-hours notice for VCU. | would be
willing to change our notice policy to a 24-hour notice upon the condition that if the situation occurred and TCS was not
able to provide an on-site interpreter with the 24-hour notice, VCU would accept using our other servicesin order to
ensure the student was accommodated. By this| mean utilizing either on-site CART/ Typwell or remote CART/
Typewell.

5. In our Statement of Needs on page 9 of our RFP, it states, “The interpreter shall be responsible for
keeping track of class cancellations.” The professor may cancel the next class or some class in the future.
How do you propose to handle this? If the professor cancels a class with the interpreter present, is this
considered to be notification? Yes, if the professor announces to class that any previously confirmed class or
assignment scheduled isto be cancelled, TCS will consider that a cancellation. TCS will rely heavily on the interpreters
and will accept an interpreter’ s cancellation by the professor. TCS would then put it in writing and send it to the DSS for
their records. TCS would also consider the same if a professor mentioned or scheduled another assignment for the class—
upon approval from VCU.

TCS - 11141, SuITE 200, GEORGIA AVE - WHEATON - MD - 20902 - 301-942-9766/V/TTY - 301-942-9110/FAX
WWW.TCSASSOCIATES.COM
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Ref: Negotiations points of July 31, 2009 for RFP 3071644EW

1. VCU has allowed for multiple awards in the RFP document and it isto intent of the
University to award an optional primary and a secondary contract for use should the primary
Contractor not be able to perform. Please acknowledge that you understand this intent.

Acknowledged.

2. The hourly rate through the coming 12 month period has been give at aflat rate for regular
and over time hours and other rates for Last Minute Assignments, Same Day Assignments,
Specialized Assignments and rates for Speech-to-Text. Isthisthe best and final pricing that
you can offer? What value can Abacus-N-Bytes add to a contract w/V CU?

Therates listed in the current proposal reflect the best prices that TCS can offer VCU. Given
the volatile nature of our direct labor costs, TCSis absorbing the risk of our variable labor
costs, and we feel thisis avalue added solution for VCU. Additionally, the rates offered for
interpreters and speech-to-text providers have been deeply discounted for VCU as an
academic environment. If VCU iswilling to issue parking passes or validated parking for
providersthat are regularly attending campus then we can discuss slightly modifying the
current rates.

TCSisoffering VCU the depth of our experience regarding interpreting and speech-to-text
services and our deep commitment to the deaf and hard-of-hearing community. We have
considerabl e experience with implementing remote speech-to-text services and will work with
V CU should you be in need of our remote services. Remote services use internet access to
deliver speech-to-text services. TCSiswell known for our work in the Interpreting and
Speech-to-Text field. This experience has been a direct value added benefit to VCU. TCS
providers bring knowledge of the deaf and hard-of-hearing community and the process with
them at every assignment, therefore ensuring smooth communication and equal access for all
deaf and hard of hearing VCU students. The TCS quality control/assurance systems are
provided to VCU at no additional costs and are not factored into the hourly rates offered for
services. The TCS Account Manager will remain in contact with the VCU POC and will want
regular feedback regarding our services. Our goal isto provide accurate and timely billing,
detailed reports as requested and immediate problem resol ution.

3. Will services be provided for Intersession Classes (December break) at the same rate as
during normal semester time frames?

Y es, services will be offered at the same rates for Intersession classes.
4. Will you be open during VCU’ s December break (December 19 — Jan 3)? If so, would you be

willing to take requests during that time for students who need interpreters during January
orientation activities directly from the student(s)?

TCS - 11141, SuITE 200, GEORGIA AVE - WHEATON - MD - 20902 - 301-942-9766/V/TTY - 301-942-9110/FAX
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Yes, TCSwill remain open during any/all VCU breaks and we will provide services for
orientation or any additional activitiesthat take place during those times as no additional cost.

5. Please verify, as stated in the RFP response, that you are accepting VCU Terms and
Conditions.

TCS accepts al Terms and Conditions set forth by VCU.

6. For thefall semester, VCU hastwo (2) students who require sign language interpreting and
two (2) students who will need cart or Typewell services. Do you have staff availableto
provide these services by start of classes on August 20, 2009 and to meet with the students
prior to that time?

We have the staff ready and available to provide these services requested above.
If you have questions or need additional information, feel freeto call me at (240) 242-7620.

Sincerely,

| //7@ Lo
Waoon's

JessicaMoseley
Director, Business Operations
TCS Associates
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