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IV – 1. GENERAL INFORMATION:
A. PURPOSE: The Commonwealth of Pennsylvania, Department of General Services (DGS) is issuing an Invitation for Bid (IFB) to establish a contract for Non-English Translation and Translation Authentication of Document for all Commonwealth Agencies.

The Commonwealth requires the supplier to provide, on an as-needed basis, non-English translation of documents, translation authentication of documents and desktop publishing for persons with Limited English Proficiency (LEP). 

DGS has designed this contract as a Small Business Procurement to provide DGS-certified small business with opportunities to compete against other small businesses for Commonwealth agency and DGS statewide contracts. Only certified small businesses are eligible to submit a bid and receive an award. The small business requirements and certification process can be found on the following website: Small Diverse Business Contracting | Department of General Services | Commonwealth of Pennsylvania

The small Business Certification will be provided after the self-certification process on the SBPI website: Small Diverse Business Contracting | Department of General Services | Commonwealth of Pennsylvania. A valid Department of General Services (DGS) Small Business certificate will be required as part of the bid in order to be deemed a responsive bidder. Any business without a valid on the bid due date and time may be rejected as non-responsive.

This contract will be monitored for compliance by The Bureau of Diversity, Inclusion and Small Business Opportunities (BDISBO).

B. METHOD OF AWARD: This will be a multiple award contract. The Commonwealth intends to award a contract to all responsible and responsible suppliers. Award of a contract only renders a supplier to be eligible to provide services under the contract. There is no guarantee that the award of a contract will result in the award of a purchase order.

C. CONTRACT TERM: The contract shall commence on the Effective Date or July 1, 2024, whichever is later, and expire on June 30, 2026.

Contracts may be renewed three (3) additional one (1) year terms.

D. ISSUING OFFICE: The Department of General Services (“Issuing Office”) has issued this IFB on behalf of the Commonwealth. The sole point of contact in the Commonwealth for this IFB shall be Celeste Mazza, the Issuing Officer for the IFB. Please refer all inquiries to Celeste Mazza, Issuing Officer, via email at celmazza@pa.gov. 

E. QUESTIONS AND ANSWERS:   If a bidder has any questions regarding this IFB, the bidder must submit the question(s) via email (with the subject line “IFB 6100060303 Question”) to the Issuing Officer named above.  Question(s) must be submitted via e-mail no later than 3pm EST, March 8th, 2024.   The Issuing Officer shall post as an addendum to this IFB the answers to the questions on the DGS website.  It is the responsibility of the bidder to monitor the DGS website for new or revised information.

F. BEST VALUE DETERMINATION (BVD):  Best Value Determination refers to the process of selecting the quote (for quotes) which provides the greatest value to the using agency based on the evaluation and comparison of all pertinent criteria, including cost, so that the supplier(s) whose overall quote best suits the using agency’s needs is selected. 

When services are required, the Using Agency shall select one of the awarded suppliers based upon best value.

For services under $10,000 in a fiscal year, per Lot, per service, agencies may select any awarded supplier; however, they will need to document the reasons for choosing the supplier and attach it to their purchase order (PO).  If a PO is not created, the agency must maintain the information in their files.  An agency may seek further reduction in contract price when making their selection or as part of their best value determination.  Awarded suppliers may not quote a higher price. 

For services over $10,000 in a fiscal year, per Lot, per Service, agencies are required to solicit all awarded suppliers and determine a best value selection. The best value selection shall, in addition to price include consideration of the suppliers’ capacity, availability and performance. The supplier selected will receive a PO for performance of the needed services.  Agencies may issue blanket POs to one or more selected suppliers. The selected supplier would be used on an “as needed” basis and payment would be for rendered services.   After the PO’s are issued, agencies shall follow the same order for scheduling a proceeding. 

When soliciting awarded suppliers (and attached to any Request for Quotes), agencies shall include their Statement of Work outlining their specific requirements. 

**NOTE:  Any products and services that do not have existing software license agreement with the Commonwealth or approved Computing Service Requirements, requires the Commonwealth Agency to enter into a software license agreement, submit a new Computing Services Requirement, and receive TIPR approval, before purchasing.

IV-2.	CRITERIA FOR QUALIFICATION:

Bidders interested in submitting a bid to become an awarded supplier must meet the requirements set forth in this statement of work.  Bidders who fail to meet these requirements may result in bid rejection.


A. SUPPLIER REGISTRATION: Interested bidders must register as a supplier on the PA Supplier Portal at www.pasupplierportal.state.pa.us prior to contract award.  If your company is already registered in the PA Supplier Portal, registration is not necessary.  Prior to registration, it is strongly encouraged that you review and print the New Supplier Registration Guide available through the Supplier Service Center link on the PA Supplier Portal Webpage. 

B. BID SUBMISSION: Bids MUST BE electronically received through the PA Supplier Portal. To be considered for Contract award, bidder must complete and return the following documents in response to this IFB.

· Appendix A – Cost Submittal -Potential bidders shall submit pricing to include but not limited to:
· Lot 1 - Non-English Document Translation 
· Lot 2 - Non-English Translation Authentication of Documents
· Lot 3 - Desktop Publishing
· Non-Evaluated Services 

· Note the Cost Submittal shall not contain additional terms and conditions, payment terms, etc. Additional terms and conditions, payment terms, etc. may deem the bid non-responsive.

· Appendix B - Domestic Workforce Form To the extent that any services could be performed outside of the geographical boundaries of the United States, the Bidder will be required to certify that those services will be performed exclusively within the geographical boundaries of the United States or specify the percentage of the direct labor that will be performed outside of the United States. The certification form is included with the IFB and must be completed by the Bidder. The Contracting Agency will use the certification in making a best value selection.

· Appendix C – Lobbying Certificate

· Appendix D – Iran Free Procurement Certificate & Disclosure: Prior to entering a contract worth at least $1,000,000 or more with a Commonwealth entity, a bidder must: a) certify it is not on the current list of persons engaged in investment activities in Iran created by the Pennsylvania Department of General Services (“DGS”) pursuant to Section 3503 of the Procurement Code and is eligible to contract with the Commonwealth under Sections 3501-3506 of the Procurement Code; or b) demonstrate it has received an exception from the certification requirement for that solicitation or contract pursuant to Section 3503(e). All bidders must complete and return the Iran Free Procurement Certification form (Appendix D), which is attached hereto and made part of this IFB. The completed and signed Iran Free Procurement Certification form shall be submitted with the bid response.

· Appendix E – Costars Election to Participate Form

· Appendix F – Worker’s Protection Form and Investment Certificate: Pursuant to Executive Order 2021-06, Worker Protection and Investment (October 21, 2021), the Commonwealth is responsible for ensuring that every Pennsylvania worker has a safe and healthy work environment, and the protections afforded them through labor laws. To that end, contractors and grantees of the Commonwealth must certify that they are in compliance with all applicable Pennsylvania state labor and workforce safety laws. Such certification shall be made through the Worker Protection and Investment Certification Form (BOP-2201) (Appendix F). The completed and signed Worker Protection Certification Form shall be submitted with the bid response.

· Quality Assurance Plan

· Small Business Certification

IV-3. REQUIREMENTS:
A. Title VI of the Civil Rights Act of 1964: 42 U.S.C. § 2000 et seq.; 45 CFR § 80, Nondiscrimination under programs receiving federal financial assistance through the U.S. Department of Health and Human Services Effectuation of Title VI of the Civil Rights Act of 1964.

B. The following requirement supplements the Background Checks provision contained in the Contract Terms and Conditions of this IFB. For Purchase Orders generated by the Department of Corrections (DOC), Bidders must adhere to DOC’s NCIC/CLEAN Policy. For more information, please see: CLEAN-NCIC Policy.pdf (pa.gov)

C. Health Insurance Portability and Accountability Act (HIPAA) regulations: The Awarded Supplier(s) will comply with all federal, state, and local laws related to the use and disclosure of information, including information that constitutes Protected Health Information (PHI) as defined by the Health Insurance Portability and Accountability Act (HIPAA).  The Awarded Supplier(s) will be required to agree to the Business Associates Agreement contained in Appendix G of this IFB. 

D. Quality: Please include your business’ Quality Assurance (QA) Plan. The QA plan should include the document process and steps take to ensure accurate interpretation of submitted documents.

IV-4. TASKS:
A. ACCOUNT MANAGEMENT: Point of Contact: the awarded Contractor shall maintain one (1) point of contact for DGS contracting officer and Agencies to utilize. The name and contact information must be available to address scheduling issues, complaints, and any other issues that arise during business hours. In the event the awarded Contractor has a change in key contract staff, the contract administrator is to be notified immediately. The point of contact shall be referenced on the cost submittal.

B. TYPES OF SERVICES:
Lot 1 – Translation of Documents
A. Translators used by the supplier(s) for document translation shall be thoroughly knowledgeable about the US domestic culture.

B. Using Agencies requesting written translation services may include the following instructions to include but not limited to:

i. The educational level of the target audience which may need the translation reduced to very simple, easily understood terms.
ii. Whether the document will be used for academic or professional purposes which typically require the utmost precision in terms of wording, punctuation, etc.
iii. Whether any particular abbreviations, terms, slang, etc. should be included or avoided.

C. Format: Using Agencies will submit documents for translation in a legible format such as hard copy, electronic copy, camera-ready copy, masters, etc. and will specify, at the time services are requested, the format in which the translated document must be produced. The translator will produce the translated documents in the manner specified by the Using Agency.  Should the agency provide an uneditable document for translation, there may be an additional charge from the awarded supplier.  

D. Special Formatting: The translator will provide special formatting of certain translated documents at the request of the Using Agency.

E. Confidentiality: The Using Agency may request translation of documents of a confidential nature. The selected supplier must maintain the confidentiality of Commonwealth documents.

F. Delivery: The selected supplier shall deliver the translated documents in the method and timeframe specified in the purchase order issued by the Using Agency or a request using a p-card. The Commonwealth anticipates most delivery requirements to be electronic. No additional cost can be charged for utilizing the U.S. Postal Service or for hand-carried deliveries.

G. Medical Translation of Documents: The Commonwealth’s requirements for translation services include medical documents. These translators must have a thorough knowledge of medical terminology in both target and source languages, be familiar with medical procedures and be sensitive to issues such as the patients’ autonomy, cultural difference and the medical personnel’s need for accurate information.

H. Legal Translation of Documents: The Commonwealth requirements for translation services include legal documents. These translators must have knowledge of legal terminology in both targeted and source languages and be familiar with the Rules of Procedure of the Commonwealth of Pennsylvania, Federal Rules of Procedures, Rules of Civil Procedures, Rules of Criminal Procedures, and Federal Rules of Evidence for both the courtroom and sworn deposition statements. Further, translators much be familiar with legal terminology and procedures related to Family Law, Civil Law, Probate Law, and Criminal Law.

I. Discrepancies: If an original translation is found to be erroneous and the original translator cannot adequately dispute the findings of the authenticator, the supplier will assume 100% of the financial liability for the correction of the detected errors.

J. Proofing/Editing: The selected supplier will provide written justification for all edits and changes suggested to the requesting/using agency. Basic grammar and punctuation corrections are allowed without justification, but changes on word choice and adjustments to major blacks of text or content must be accompanied by the translator’s rationale. It may be necessary offer explanations based on the intended audience, original source text or even the regional nature of a specific language dialect.

K. Ownership of Work: The selected supplier will have no proprietary interest in forms, publications, or other translated documents. Non-English documents translations are the sole property of the Commonwealth of Pennsylvania.

Lot 2 - Translation Authentication of Documents
A. At the request of the using agency, the supplier will provide authentication of documents translated by another supplier. The purpose of this authentication is to ensure that proper translation has been communicated.

B. Authentication work will not be done by the same company that did the original document translation.

C. If errors are found in the document that is authenticated, the agency shall forward the invoice of the authenticator to the supplier who performed the original translation. If no errors are found, the agency shall pay for the authentication services.
In the event the two (2) suppliers cannot agree on the error(s) made, the authenticating supplier shall contact the Department of General Services for resolution.
D. Should the agency provide an uneditable document for translation, there may be an additional charge from the awarded supplier.  

Lot 3 - Desktop Publishing
A. At the request of the Agency as an additional service to the translation of document(s), the supplier will provide Desktop Publishing (DTP) services.

B. The services are required under the following conditions:

i. Word and Excel documents that have non-standard paragraphs, bulleting, numbering, charts, tables, graphs, TOC, etc.
ii. Files in graphic design formats (e.g. InDesign, Illustrator, QuarkXPress, etc.)
iii. Non-editable documents that require formatting or re-creation (e.g. PDF, .tif, scans, faxes and handwritten documents)
iv. Two-column document deliverables sourced as PDFs or with complex formatting (e.g. tables, charts, images with text)
Fillable documents (where the end consumer can type text directly onto the document in designated fields)

C. Should the agency provide an uneditable document for translation, there may be an additional charge from the awarded supplier.  
IV 5. BILLING
A. INVOICES: Agencies may request a copy of invoices to be sent to them. This requirement will be specified in the agency Request for Quote (RFQ), if applicable.  This would be in addition to the invoice submission as referenced in the Terms and Conditions, PART III. CONTRACT- 15 Billing Requirements.  For information about the Office of Budget’s e-invoicing program click: :  http://www.budget.pa.gov/Programs/Pages/E-Invoicing.aspx 

B. A minimum of $100 can be billed against a using agency, unless waived by the supplier due to an agreement that is made between the supplier and the Using Agency.

IV-6.  PERFORMANCE MEASUREMENTS
It is critical that the documents being translated are returned in a timely manner as required by the purchase order or as agreed upon with the agency. The supplier is expected to maintain a 95% timeliness rate. The rate is inclusive of all using agencies for this contract. The calculation for the performance target is the number of translations completed on time divided by the total number of translations completed.
If the supplier fails to meet this performance target, the following shall take place:
A. A discussion will take place between the awarded supplier and the Commonwealth Contract Administrator. The supplier will be required to develop a corrective action plan and submit the plan DGS within one week showing how they will improve on the problem area(s). The supplier must sign off on the corrective action plan and must correct the issues within 30 days of the date the corrective action plan is approved.

B. If a second monthly review occurs with timeliness targets below 95% threshold, the Commonwealth may assess liquidated damages in the amount of $50.00 per day (starting on the day after the specified due date) the services have not been provided. A check in the respective amount shall be made payable to the Commonwealth of Pennsylvania and sent to the using agency identified in the purchase order.

C. If a third monthly review occurs with timeliness targets below 95% threshold, the supplier will be entered into the Commonwealth’s Contractor Responsibility Program file for poor contract performance and the contract or any part of the contract may be terminated by the Commonwealth at the discretion of the DGS, or upon special request of the Using Agency.

IV-7.  REPORTING AND PROJECT CONTROL:
The awarded supplier shall prepare for the DGS Contract Administrator a quarterly report which shall include:
A. The number of requests per agency.
B. Languages requested per agency.
C. Amount billed.
D. The number of times translated document(s) were returned untimely.
E. The number of times a document was authenticated.
F. Any complaints and resolutions.
G. Reports shall be broken down by months within the respective months.

All reports shall be sent to the Contract Administrator, Celeste Mazza (celmazza@pa.gov), by the 15th of the first month of the quarter:
For the quarter of January to March, the report is due April 15th.
For the quarter of April to June, the report is due July 15th.
For the quarter of July through September, the report is due October 15th.
For the quarter of October through December, the report is due January 15th. 

If the report due date falls on a non-business day, the report is due the following business day.
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