Wisconsin Department of Administration
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DOA-3681 (03/99)

SUPPLEMENTAL STANDARD TERMS AND CONDITIONS

FOR PROCUREMENTS FOR SERVICES


City of Yakima Clerk’s Office
NOTICE TO PROPOSERS

RFP No. 11619P
Notice is hereby given by the undersigned that sealed Requests for Proposals will be accepted in the City Clerk’s Office until the hour of 2:00:00 PM July 28, 2016. Bids will be publicly opened in Yakima City Hall, Council Chambers, located at 129 N. 2nd Street, Yakima, Washington 98901.  At such time, Proposers names will be publicly read for:

Spanish to English and English to Spanish Interpreting Services
The City of Yakima reserves the right to reject any and all RFP’s.  The City of Yakima hereby notifies all proposers that it will affirmatively ensure that it will not discriminate on the grounds of race, creed, color, religion, national origin, sex, age, marital status, sexual orientation, pregnancy, veteran status, political affiliation or belief, or the presence of any sensory, mental or physical handicap in violation of the Washington State Law Against Discrimination (RCW chapter 49.60) or the Americans with Disabilities Act (42 USC 12101 et set.)
Dated this 13th day of July 2016.
Sue Ownby, CPPO

Purchasing Manager

Publish on July 15 and July 16, 2016 

YHR acct. 
10952 
[image: image3.png]


CITY OF YAKIMA   REQUEST FOR PROPOSAL # 11619P
COVER SHEET

THIS IS NOT AN ORDER

	RFP Release Date: July 15, 2016

	Mail completed, sealed RFP response to:
City of Yakima Clerk’s Office

129 North 2nd Street

Yakima, WA  98909

	Purchasing For:

City of Yakima

129 North 2nd Street

Yakima, WA  98909
	fillin "Date and time"Buyer in charge of this procurement (Contact for further information):
Sue Ownby, Purchasing Managerfillin "Contact Person"

	Proposals Must be received by:

July 28, 2016 at 2:00:00 PM PST
Public Opening   (
	Phone

(509) 576-6695
	E-Mail Address

  Sue.Ownby@yakimawa.gov 
fillin "Phone"

fillin "Date"

	PROJECT DESCRIPTION SUMMARY

	Spanish to English and English to Spanish Interpreting Services for the City of Yakima Clerk’s Office

	Enter Prompt Payment Discount: _____%  net____days

	
Check if you are a WMBE or DBE Vendor and list certification Number:  ______________________

	
I hereby acknowledge receiving addendum(a)  _____, _____, _____, _____, _____,  (use as many spaces as addenda received)

	In signing this Proposal we also certify that we have not, either directly or indirectly, entered into any agreement or participated in any collusion or otherwise taken any action in restraint of free competition; that no attempt has been made to induce any other person or firm to submit or not to submit a Proposal; that this Proposal has been independently arrived at without collusion with any other Proposer, competitor or potential competitor; that this Proposal has not been knowingly disclosed prior to the opening of Proposals to any other Proposer or competitor; that the above statement is accurate under penalty of perjury.  

Furthermore, the Washington State Interlocal Cooperative Act (RCW 39.34) provides that other governmental agencies may purchase goods or services on this solicitation or contract in accordance with the terms and prices indicated therein if all parties agree.  The City does not accept any responsibility or involvement in the purchase orders or contracts issued by other public agencies.

We will comply with all terms, conditions and specifications required by the City of Yakima in this Request for Proposal and all terms of our Proposal.

	Company Name
     
	Company Address

	Name of Authorized Company Representative (Type or Print)

	Title

     
	Phone
(         )      

	
	
	Fax  
(         )      

	Signature of Above


	Date


	Email Address




RFP # 11619P

Spanish to English and English to Spanish Interpreting Services
I. GENERAL INFORMATION
A. Introduction

The purpose of this Request for Proposal (RFP) is to provide interested parties with information to enable them to prepare and submit a proposal for Spanish to English and English to Spanish Interpreting Services (hereinafter referred to as Interpreting Services throughout this document). The City of Yakima (referred to as “Owner” throughout this document), City Clerk’s Office, as represented by City Purchasing, intends to use the results of this solicitation to award a contract for such services.
B. Scope and Objectives & Requirements
The successful applicant shall:
1. Set up and Interpret at regularly scheduled Business meetings of the City Council of the City of Yakima.  A list of Business meetings is attached as ATTACHMENT A at the end of this document.  The schedule and times of these meetings is subject to change.
2. Additional study sessions, special meetings, council retreats or council committee meetings may also be requested.
3. Interpreter must arrive at the meeting location ten (10) minutes prior to the start of the meeting to set up.

4. Interpreter is required to stay at the meeting for fifty (50) additional minutes (1 hour total) between set up and meeting attendance and if interpreter services have not been requested, interpreter can leave and the city shall not be charged for more than one (1) hour.  Interpreter is welcome to stay at the meeting if they are interested in the subject matter, but the City will not pay them.
5. If interpreting services are requested, Interpreter shall be paid for the time they attended and interpreted for the meeting.

6. In the event of vacation or unavailability, the interpreter is permitted to utilize a substitute for a limited period.
7. The Interpreter shall be required to travel to the various locations throughout the City of Yakima, city limits,  as set by the annual meeting schedule, which may be amended, and accommodate any changes in venue or schedule as may be required by the City, at no additional cost to the City.
8. Interpreter has the option to quote an hourly rate two ways on the Bid Form; 1) Per hour for interpreter services utilizing your own recording equipment and 2) Per hour for interpreter services utilizing the City of Yakima’s Equipment.
C. Contracting Agency and Point of Contact
The person responsible for managing this RFP process from beginning to end is the Buyer listed on page 2 of this solicitation. 
D. Examining Documents & Facilities

The Proposer is hereby advised that by submitting a Proposal, he/she is deemed to have studied and examined all facilities and all relevant documents and acknowledged all requirements contained herein before proposing.

E. Contract Term

See Section 4 of Contract on page 9.

F. No Obligation to Contract

This RFP does not obligate the Owner to contract for service(s), or product(s) specified herein.  Owner reserves the right to cancel or reissue this RFP in whole or in part, for any reason prior to the issuance of a Notice of Intent to Award. 

G. Retention of Rights

The Owner retains the right to accept or reject any or all proposals if deemed to be in its best interests. 

All proposals become the property of Owner upon receipt.  All rights, title and interest in all materials and ideas prepared by the proposer for the proposal to Owner shall be the exclusive property of Owner and may be used by the Owner at its option.
II. PREPARING AND SUBMITTING A PROPOSAL

A. General Instructions

The evaluation and selection of a Contractor will be based on the information submitted in the Proposal plus references.  Failure to respond to each of the requirements in the RFP may be the basis for rejecting a Proposal.
B. Organization and Format of Required Proposal Elements

Proposers responding to this RFP must include the following in their proposal.  The Owner reserves the right to exclude any responses from consideration that do not follow the required format as instructed below.

1. Transmittal Letter 

The transmittal letter must be written on the Proposer’s official business stationery and signed by an official authorized to legally bind the Proposer.  Include in the letter:

a) Name and title of Proposer representative;

b) Name, physical and mailing address of company;

c) Telephone number and email address;

d) RFP number and title;

e) A statement that the Proposer believes its Proposal meets all the requirements set forth in the RFP;

f) A statement acknowledging the Proposal conforms to all procurement rules and procedures articulated in this RFP, and all rights, terms and conditions specified in this RFP;
g) Provide a statement of your education, experience, and any certifications obtained as related to Interpreter Services.  Elaborate on what qualifies you to be the City of Yakima’s Interpreter.

2. Required Forms

Include here the completed forms required in the RFP.  Failure to complete and/or provide any required forms may result in disqualification of proposal. 
a) Cover Letter (Page 2)

b) Transmittal Letter with requested information (Page 4, No. A through G)
c) Proposer References

d) E-Verify
e) Cost Proposal
3. Cost Proposal Information

Provide all cost information in Section IV of this proposal and include all costs for furnishing Interpreter Services.  Identify all assumptions.  Include page 7 with your response.
4. Submitting a Proposal

Submit proposals to the address listed on the top of page 2.
III. EVALUATION AND CONTRACT AWARD

A. Preliminary Evaluation

All Proposals shall be evaluated against the same standards.  The Proposals will first be reviewed to determine if they contain the required forms, follow the submittal instructions and meet any mandatory requirements.  
B. Proposer Presentations

Based on evaluation of the written proposals by the Evaluation Team on the stated criteria, an estimate of two to four top scoring proposals may be short-listed.  Short-listed Proposers may be required to participate in interviews and/or site visits to support and clarify their Proposals if requested by the Evaluation Team.  The Evaluation Team will make every reasonable attempt to schedule each presentation at a time and location agreeable to the Proposer.  Failure of a Proposer to interview or permit a site visit on the date scheduled may result in rejection of the Proposer’s Proposal.

C. Evaluation Criteria

The proposals will be scored using the following criteria:
	#
	Description
	Max Points

	1
	Education 
	20

	2
	Experience
	20

	3
	Professional and personal references
	20

	
	Cost
	40

	
	TOTAL POSSIBLE POINTS
	100


The cost proposal section shall receive a weighted score, based upon the ratio of the lowest proposal to the highest proposal.  The lowest cost Proposal will receive the maximum number of points available for the cost category and other proposals will be scored accordingly.

Results of reference checks will be used to clarify and substantiate information in the written proposals.  The reference results shall then be considered when scoring the responses to the general and technical requirements in the RFP.

The points stated above are the maximum amount awarded for each category.  The evaluation process is designed to recommend award of this procurement to the proposal that best meets the needs of the Owner, not necessarily the lowest cost Proposal.
D. Right to Reject Proposals and Negotiate Contract Terms

The Owner reserves the right to negotiate the terms of the contract, including the award amount, with the selected Proposer prior to entering into a contract.  If substantial progress is not made in contract negotiations with the highest scoring Proposer, the Owner may choose to cancel the first Intent to Negotiate and commence negotiations with the next highest scoring Proposer.
E. Proposer References

Provide at least three (3) references for organizations with whom your company has provided similar services.  Include a contact name, email address, telephone number, and a clear, concise description of the project.

The Owner will determine which, if any, references are contacted to assess the quality of work performed. The results of any reference checks will be provided to the Evaluation Team for this RFP and will be used when scoring the written proposal.
IV. COST PROPOSAL

Proposer must submit their cost proposal below and return this page with their proposal.  Proposer may bid on 1, 2 or both.
	Description
	Price

Per Unit

	1) 1 HOUR INTERPRETER SERVICES UTILIZING INTERPRETER-OWNED EQUIPMENT
	$_________



	2) 1 HOUR INTERPRETER SERVICES UTILIZING CITY OF YAKIMA-OWNED EQUIPMENT
	$_________





V. SAMPLE CONTRACT
PROFESSIONAL SERVICES AGREEMENT
FOR INTERPRETER SERVICES


THIS PROFESSIONAL SERVICES AGREEMENT, hereinafter an “Agreement,” is made and entered into by and between the City of Yakima, a Washington State municipal corporation (hereinafter the "City"), and _________________ (hereinafter "Consultant”).


WHEREAS, the City Clerk’s office of the City requires certain specialized interpreting services.


WHEREAS, Consultant has experience and expertise regarding said specialized services, and agrees to perform said services for the City under the terms and conditions set forth in this Agreement.


NOW, THEREFORE, in consideration of the mutual covenants, conditions, promises, and agreements set forth herein, it is agreed by and between the City and the Consultant as follows:

1.
Scope of Work.  The minimum services that the Contractor will provide include services described below.  The services are included within the base fee

2.
Compensation.  The City shall compensate Consultant for all services provided hereunder at the rate of ________( ) per Consulting hour. All hours will be paid at straight-time rate.  This hourly rate shall include and cover any and all costs of providing these services, including, but not limited to, travel expenses, overhead, material, and supplies.  On or by the tenth day of each month during the term of this Agreement, Consultant shall submit a monthly invoice to the City evidencing all services provided during the preceding month.  The City shall make payment to Consultant within thirty (30) calendar days upon receipt of the invoice.  All payments are expressly conditioned upon Consultant providing services hereunder that are satisfactory to the City.

3.
Inspection and Audit.  Provider shall maintain books, accounts, records, documents and other evidence pertaining to the costs and expenses allowable under this Agreement in accordance with generally accepted accounting practices.  All such books of account and records required to be maintained by this Agreement shall be subject to inspection and audit by representatives of the City and/or of the Washington State Auditor at all reasonable times, and Provider shall afford the proper facilities for such inspection and audit.  Such books of account and records may be copied by representatives of the City and/or of the Washington State Auditor where necessary to conduct or document an audit.  Provider shall preserve and make available all such books of account and records for a period of three (3) years after final payment under this Agreement.  

4.
Term of Agreement.  The period of this Contract shall be for a period of one year from its effective date.  The City may, at its option, extend the Contract on a year to year basis for up to four additional years provided, however, that either party may at any time during the life of this Contract, or any extension thereof, terminate this Contract by giving thirty (30) days’ notice in writing to the other party of its intention to cancel.  Contract extensions shall be automatic, and shall go into effect without written confirmation, unless the City provides advance notice of the intention to not renew.  Prices shall remain firm for the first twelve month period of the Contract unless an exception is stated in the proposal.  If Contractor wishes to revise any prices prior to the renewal of the Contract, Contractor must advise the City in writing of the requested revisions no less than sixty (60) days before the end of the current Contract term.

5.
Status of Consultant.  The Consultant and the City understand and expressly agree that Consultant is an independent contractor in the performance of each and every part of this Agreement. The Consultant, as an independent contractor, assumes the entire responsibility for carrying out and accomplishing the services required under this Agreement free from supervision by the City over the methods and details of performance except as provided herein.  Additionally, and as an independent contractor, Consultant and its employees shall make no claim against the City for employment benefits, social security, and/or retirement benefits.  Nothing contained herein shall be interpreted as creating a relationship of servant, employee, partnership or agency between Consultant or any officer, employee or agent of Consultant and the City.

6.
Taxes and Assessments.  Consultant shall be solely responsible for compensating his employees and for paying all related taxes, deductions, and assessments, including but not limited to, federal income tax, FICA, social security tax, assessments for unemployment and industrial injury, and other deductions from income which may be required by law or assessed against either party as a result of this Agreement.  In the event the City is assessed a tax or assessment as a result of this Agreement, Consultant shall pay the same before it becomes due.

7.
Non-Discrimination.  During the performance of this Agreement, Consultant shall not discriminate in violation of any applicable federal, state and/or local law or regulation on the basis of race, color, sex, gender, religion, national origin, creed, marital status, political affiliation, or the presence of any sensory, mental or physical handicap.  This provision shall include but not be limited to the following:  employment, upgrading, demotion, transfer, recruitment, advertising, layoff or termination, rates of pay or other forms of compensation, selection for training, and the provision of services under this Agreement.

8.
Compliance With Law.  Consultant agrees to perform all services under and pursuant to this Agreement in full compliance with any and all applicable laws, rules, and regulations adopted or promulgated by any governmental agency or regulatory body, whether federal, state, local, or otherwise.

9.
No Conflict of Interest.  Consultant represents that he and/or his employees do not have any interest and shall not hereafter acquire any interest, direct or indirect, which would conflict in any manner or degree with the performance of this Agreement. 

10.
No Insurance provided by City.  It is understood the City does not maintain liability insurance for Consultant and/or his employees.

11.
Assignment.  This Agreement, or any interest herein, or claim hereunder, shall not be assigned or transferred in whole or in part by the Consultant to any other person or entity without the prior written consent of the City.  In the event that such prior written consent to an assignment is granted, then the assignee shall assume all duties, obligations, and liabilities of Consultant as stated herein.

12.
Integration.  This written document constitutes the entire agreement between the parties.  No changes or additions to this Agreement shall be valid or binding upon either party unless such change or addition be in writing and executed by both parties.

13.
Non-Waiver.  The waiver by Consultant or the City of the breach of any provision of this Agreement by the other party shall not operate or be construed as a waiver of any subsequent breach by either party or prevent either party thereafter enforcing any such provision.

14.
Termination.  The Consultant or the City may terminate this Agreement, with or without cause, by giving the other party five (5) days advance written notice of termination.  In the event of such termination, the Consultant shall be compensated for services rendered up to the termination date in accordance with Section 2 of this Agreement.

15.
Survival.  Any provision of this Agreement which imposes an obligation after termination or expiration of this Agreement shall survive the term or expiration of this agreement and shall be binding on the parties to this Agreement.

16.
Notices.  Unless stated otherwise herein, all notices and demands shall be in writing and sent or hand delivered to the parties at their addresses as follows:

To City:
Sonya Claar Tee

And to:

Sue Ownby



City Clerk




Purchasing Manager



129 No. 2nd Street



129 No. 2nd Street



Yakima, WA  98901



Yakima, WA  98901

To Consultant:






or to such addresses as the parties may hereafter designate in writing.  Notices and/or demands shall be sent by registered or certified mail, postage prepaid or hand delivered.  Such notices shall be deemed effective when mailed or hand delivered at the addresses specified above.

17.
Governing Law.  This Agreement shall be governed by and construed in accordance with the laws of the State of Washington.

18.
Venue.  The venue for any action to enforce or interpret this Agreement shall lie in the Superior Court of Washington for Yakima County, Washington.

CITY OF YAKIMA




CONSULTANT

By:






By:





     Cliff Moore, City Manager




Date:






Date:






ATTEST:









CITY CONTRACT NO.


Sonya Claar Tee, City Clerk 





RESOLUTION NO.


STATE OF ______________)


       ) ss.

COUNTY OF ____________)

E-VERIFY
The City of Yakima supports the Federal Immigration, Reform and Control Act of 1986, as amended.  The City requires that all Vendors or business entities that contract with the City for the award of any City contract for public works in excess of Five Thousand Dollars ($5,000), or any other City contract in excess of Two Thousand Five Hundred Dollars ($2,500), enroll in the E-Verify program or its successor, and thereafter to verify its employees’ proof of citizenship and authorization to work in the United States.

E-Verify will be used for newly hired employees during the term of the contract ONLY; it is NOT to be used for existing employees. 

The Vendor must remain enrolled in the program for the duration of the contract and be responsible for verification of every applicable subVendor.  The Vendor shall sign and return with their bid response the E-Verify Declaration below.  Failure to do so may be cause for rejection of bid.

E-Verify Compliance Declaration

The undersigned declares, under penalty of perjury under the laws of Washington State, that:

1.
By submitting this Declaration, I certify that I do not and will not, during the performance of this contract, employ illegal alien workers, or otherwise violate the provisions of the Federal Immigration Reform and Control Act of 1986.  

2.
I agree to enroll in E-Verify prior to the start date of any contract issued by the City of Yakima to ensure that my workforce is legal to work in the United States of America. I agree to use E-Verify for all newly hired employees during the length of the contract. 

3.
I certify that I am duly authorized to sign this declaration on behalf of my company.

4.
I acknowledge that the City of Yakima reserves the right to require evidence of enrollment of the E-Verify program at any time and that non-compliance could lead to suspension of this contract.

Firm Name:  








Dated this

day of 




, 20
.

Signature:  








Printed Name:  







Address:  








Phone #:  



  Email Address:  





Personnel Inventory Form
* To Accompany Bid Proposal *
Firm Name:  





 Contact:  





Address:  





 Phone Number:  




City:  




 State:  



 Zip:  



Type of Service Provided:  









Are you a certified DBE or WMBE?:  YES___     NO___.  If yes, what is your certification number?
#_________________________
Vendor’s Entire Work Force - if you need additional space, 

photocopy this section and attach it to this form.
	Occupation

	Total Employed
	Total Minorities
	African American
	Asian or Pacific Islander
	Native American
	Hispanic or Latino
	Apprentice
Trainee

	
	M
	F
	M
	F
	M
	F
	M
	F
	M
	F
	M
	F
	M
	F

	Officers
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Foremen
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Clerical
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Totals:
	
	
	
	
	
	
	
	
	
	
	
	
	
	


Goals for minorities and women employees in the Vendor’s and subVendor’s workforce are 10% combined.  Vendors and subVendors do not have to fire or lay off employees to meet these goals, however, if new employees are hired, it shall be an obligation to make a good faith effort to hire qualified minorities and women.
ATTACHMENT A

[image: image1.png]RESOLUTION NO. R-2015-158
ARESOLUTION  adopting the City Council 2016 regular business meeting schedule.

WHEREAS, pursuant to the Open Meetings Act, the Council is adopting an annual
meeting schedule totaling 24 meetings, consisting of two business meetings per month; and

WHEREAS, the proposed schedule provides for regular meetings to occur with
starting times of 6 p.m. on specified Tuesdays of each month with exceptions provided for
recess periods or when ameeting would fall on a City, religious or cultural holiday or Election
Day or another event; and

WHEREAS, a majority of the Council may call special meetings or revise the
regular meeting schedule when necessary; and

WHEREAS, unless otherwise specially revised in the future, regular meetings of
the Gity Council for calendar year 2016 shall be held on the days set forth below.

January 5 and 19

February 2 and 16

March 1and 15

April 5.and 19

May 3 and 17

June 7 and 21

July 5and 19

August 2 and 16 (August 2 meeting to be held at 2 p.m. in honor of National Night
Out Activities)

September 6 and 20

October 4 and 18

November 1 and 15

December 6 and 13 (first and second Tuesday of the month — the December 13
meeting will be held at 2 p.m.)

Regular meetings of the City Council shall be scheduled to commence at 6 p.m.
unless otherwise noticed in this resolution o revised in the future and legally noticed and
posted for a revised meeting time; and

WHEREAS, in the event the City Council fails to adopt a resolution to establish
regular meeting dates for any calendar year, the regular meetings of the City Council for
such calendar year shall be the first and third Tuesdays of each month, except any
Tuesday which falls upon the day of an authorized City holiday, in which event the first
Tuesday thereater which is not a holiday shall be a regular meeting day: and

WHEREAS, notwithstanding any other provision of this resolution, any regular
meeting of the Council may be set, canceled or rescheduled to a different date, time or
location by motion duly adopted by the affirmative votes of at least four members of the
City Council or by any other manner as provided by law. The date, time and location of
any meeting set or rescheduled to a different date, time or location shall be noticed and
posted in the manner provided by law; and





[image: image2.png]WHEREAS, this resolution shall supersede and render null and void the provisions
of any prior resolution to the extent such provisions are inconsistent with the provisions of
this resolution. The resolution shall become operative on January 1, 2016; and

'WHEREAS, the City Council deems it to be in the best interest of the City of
‘Yakima, now, therefore,

BE IT RESOLVED BY THE CITY COUNCIL OF THE CITY OF YAKIMA:

That the City Council of the City of Yakima adopts the 2016 regular meeting
schedule on specified Tuesdays as indicated.

ADOPTED BY THE CITY COUNCIL this 8" day of December, 2016.

's/Micah Cawley
Micah Cawley, Mayor

ATTEST:

/s/Sonya Claar Tee
Sonya Claar Tee, City Clerk





�
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