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[bookmark: _Toc206762628][bookmark: _Toc216356828]Contract User Guide
PRF75: Foreign Language Interpretation and Translation Services
[bookmark: _Toc216356829]Contract Overview
	Category Manager Contact Information
	Hayley Lebert
617-720-3146

Gerry Dawson
978-429-4512

	Contract Term
	· Current Contract Term: July 01, 2024–June 30, 2026.
· Maximum End Date: December 31, 2026.
· Extend Beyond Date: June 30, 2027. Agreements established prior to the Master Agreement expiration may allow performance and payment obligations to continue until the maximum Extend Beyond date. 

	Massachusetts Management Accounting and Reporting System (MMARS) Master Agreement (MA) Number
	PRF75*

Note: *The asterisk is required when referencing the contract in the MMARS system.

	Quote Requirements
	Quotes are required for purchasing. Refer to the Quote Response and Requirements section for guidelines.

	Vendor List
	Refer to Vendor List and Information for eligible vendors on this contract.

	Updates
	March 31, 2025: Changed the existing Supplier Diversity Office (SDO) certification information link to point to the SDO Certified Businesses search feature.
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[bookmark: _Toc194066592]TIP: To return to the first page throughout this document, use Ctrl+home.

[bookmark: _Toc216356830]Contract Summary
PRF75–Foreign Language Interpretation and Translation Services: The purpose of this contract is to provide continuously available telephonic, video remote interpretation (VRI), in-person interpretation, and document translation services from a wide array of independent, experienced, and qualified vendors. American Sign Language (ASL) and simultaneous interpretation are not covered under this contract.
Note: This contract may be used to procure the goods or services described herein at any dollar amount. Any limitations, including for procurements involving construction, are outlined in this Contract User Guide.
For the Master Contract Record, refer to the PRF75 Master Contract Record.
[bookmark: _Toc209528811][bookmark: _Toc216356831]Interpretation
Interpretation is the process of fully understanding, analyzing, and processing a spoken message and then faithfully rendering it into another spoken language. Interpreters must be able to accurately convey the meaning from one language to another in a culturally appropriate manner, mindful of the setting in which they are rendering their services. 
[bookmark: _Toc209528812][bookmark: _Toc216356832]Telephonic Interpretation and Video Remote Interpretation (VRI) Services
Telephonic Interpretation and VRI services enable real-time interpretation between individuals who speak different languages when they are not face to face. Telephonic interpretation takes place using audio devices, typically over the phone, while VRI utilizes devices such as web cameras or video phones in addition to audio. Services may take place in a variety of settings such as office buildings, medical facilities, hearing offices, schools, construction sites, individual and family homes, or other locations as deemed necessary.
[bookmark: _Toc209528813][bookmark: _Toc216356833]Translation
Translation converts text from a source language into a target language while also conveying the style, tone, and intent of the text, and considering differences of culture and dialect. Finished documents should read as if they had originally been written in the target language for the target audience.
[bookmark: _Toc194066617][bookmark: _Toc216356834]Benefits and Cost Savings
[bookmark: _Toc188457898]Statewide Contracts are an easy way to obtain benefits for your organization by: 
· Leveraging the Commonwealth’s buying power
· Simplifying the solicitation process
· Providing contracting expertise
· Enhancing vendor relationships through proactive management and oversight
· Offering competitive pricing
· Partnering with a pool of qualified and experienced vendors 
· Offering Prompt Payment Discount (PPD), which is a percentage discount given to the buyer if the invoice is paid within a specified time, in accordance with the Commonwealth’s Bill Paying Policy
PRF75 offers the following additional benefits:
· Potential user savings through the new rate cap on contract (refer to price file or price sheet in the Agency Attachments section of the PRF75 Master Contract Record).
· Thirty-five active vendors with over 340 languages represented on contract
· Solution-based contract through sub-agreements (Statement(s) of Work)
· Departments can negotiate a maximum rate lower than listed rates
· Volume discount rates available from select vendors
· Expedited services at no additional charge from select vendors
· Minimum commitment of one hour or two hours depending on agency and vendor agreement
· Hiring entities will not pay additional invoices related to project-based engagements
[bookmark: _Toc216356835][bookmark: _Toc194066593]Contract Categories 
This contract includes four (4) categories of service as listed below:
Category 1: 	In-Person Interpretation Services	PO-22-1080-OSD03-SRC3-22553
Category 2:	Translation Services			PO-22-1080-OSD03-SRC3-22552
Category 3: 	Telephonic Interpretation 		PO-22-1080-OSD03-SRC3-22555
Category 4: 	Video Remote Interpretation 		PO-22-1080-OSD03-SRC3-22556
For category description and requirements for this contract, refer to Appendix B.
[bookmark: _Toc216356836][bookmark: _Toc194066595]Contract Exclusions and Related Statewide Contracts 
[bookmark: _Toc194066594]Please refer to the following list of products and services not available for purchase:
· American Sign Languages (ASL) is not covered under this contract. ASL is available via the Massachusetts Commission for the Deaf and Hard of Hearing (MCD) MCD06 Interpreter Contract.
· Simultaneous interpretation is not covered under this contract. Simultaneous interpretation (SI) is a real-time oral translation method where an interpreter listens and speaks in a different language with only a few seconds' delay, providing instant translation for a speaker.
[bookmark: _Toc216356837]Who May Use the Contract
The following is a complete list of the types of organizations generally allowed to use the Operational Service Division’s (OSD's) Statewide Contracts (SWCs). Some SWCs may be open to additional organizations, and some are more restricted in usage.
· Cities, towns, districts, counties, and other political subdivisions
· Executive, Legislative, and Judicial Branches, including all departments and elected offices therein
· Independent public authorities, commissions, and quasi-public agencies
· Local public libraries, public school districts, and charter schools
· Public hospitals owned by the Commonwealth of Massachusetts
· Public institutions of higher education
· Public purchasing cooperatives
· Non-profit, UFR-certified organizations that are doing business with the Commonwealth
· Other states and territories and their cities, towns, districts, counties, other political subdivisions, and public institutions of higher education without prior approval from the State Purchasing Agent 
· Other entities when designated in writing by the State Purchasing Agent
[bookmark: _Toc194066597][bookmark: _Toc216356838]Pricing Options
[bookmark: _Hlk193714773]Price files and vendor catalogs are accessible through public view in COMMBUYS; therefore, buyers can access the price files and vendor catalogs without needing to sign into a COMMBUYS account.
The pricing options are outlined as follows:
· Ceiling/Not-to-Exceed: The contract's published pricing, including discounts, is a maximum price or 'not-to-exceed' limit and can be subject to further negotiation.
· Interpretation Fee Structure: Fee Structure for Interpretation Services are to be billed at an hourly rate with a minimum time agreed upon by the purchasing entity and the vendor, which shall be either one or two hours. Time beyond this minimum will be billed in 15-minute increments. Please review the RFR Section: 7 Compensation Structure for details on pricing and billing.
· Interpretation Minimum Billable Time: The minimum billable time will either be one (1) or two (2) hours. 
· Defaults (interpreters who do not arrive for scheduled assignments) will also be billed at this minimum.
· Video Remote Interpretation (VRI) Billable Time: Vendors may bill only for the actual time an interpreter participates in a call. Time required to set up the conference call prior to the interpreter joining the call and any continuation of the conference call once the interpreter has dropped off will not be chargeable.
Note: Product pricing may be found by viewing the PRF75 Master Contract Record.
[bookmark: _Toc216356839]Compensation and Expense Policy
Please note the additional guidelines:
· A Statement of Work (SOW) must be executed before any hiring engagement begins. 
· Product pricing may be found by viewing the PRF75 Master Contract Record. Rates include the delivery of a final product, which includes development, editing and finalization, travel, communications, overhead, and overtime.
· Invoices are required to be submitted within 30 days.
· Some expedited service rates are equal to routine service rates or a small additional percentage. Please refer to the following for additional guidelines:
· Most engagements will not be bid at the cap rate. Eligible Entities and awarded PRF75 vendors may negotiate lower rates as part of the bid process. This includes all negotiations related to the one-hour or two-hour minimum for services. Eligible Entities may choose to increase the one-hour minimum, on a case-by- case basis, to facilitate services related to languages of limited diffusion.
· Negotiated rates may be published by the Eligible Entities as part of the bid records in COMMBUYS.   
· Purchases under PRF75 made by Executive Agencies must be recorded in COMMBUYS. For Non-Executive Agencies, this is also the preferred method. Refer to Purchase Options for instructions on how to purchase services through the PRF75 COMMBUYS MBPOs.
· Per Hour/ Per Word/ Per Minute Rates: Please refer to the price file within the MBPO for a detailed review of rates under the contract and the full list of available languages by vendor.
[bookmark: _Toc216356840]Invoicing
The following details are required on all invoices and bills:
· Assignment name.
· Hours billed or invoiced and Statewide Contract hourly rate or portion of project billed:
· Hourly rate: Identify account manager or another vendor agent and applicable hourly rate.
· Project based: Identify portion of project billed and balance remaining, but not an average rate.
· Supporting documents must accompany billing or invoicing received by an Engaging Entity.
· Totals should be reviewed for correctness by Engaging Entity prior to approval.
· Total billed or invoiced must meet the Commonwealth’s requirements if audited.
[bookmark: _Quote_Response_and][bookmark: _Toc216356841][bookmark: _Toc194066598]Quote Response and Requirements 
[bookmark: _Toc194066596]Buyers should always reference PRF75 when contacting vendors to ensure that they are receiving contract pricing. Quotes, not including construction services, should always be awarded using best value procurement.
Please note the following additional guidelines:
· Multiple quotes must be obtained for all engagements except in case of an emergency.
· It is considered best practice to seek at least three (3) quotes for all engagements.
· For a full description of how to complete a quote in COMMBUYS visit the Job Aids for Buyers webpage, and select the How to Request Quotes from Vendors on Statewide Contracts job aid.
[bookmark: _Purchase_Options][bookmark: _Toc216356842]Purchase Options
The purchase options identified below are the only acceptable options that may be used in this contract:
· Fee-for-Service contract
· Direct, outright purchases
To make a purchase under this contract, buyers can solicit quotes from multiple vendors (refer to the Vendor List and Information), award vendors, and place orders through COMMBUYS. A solicitation-enabled contract allows the buyer to solicit quotes from vendors who have Master Blanket Purchase Orders (MBPOs) or Statewide Contracts in COMMBUYS. The buyers can create a solicitation-enabled bid using a release requisition, converting the requisition to a bid, and then requesting quotes from eligible vendors.
Refer to the How to Request Quotes from Vendors on Statewide Contracts job aid for more details.

Note: MMARS and COMMBUYS do not interface. Payment request and invoice must be reported in both MMARS and COMMBUYS.
[bookmark: _Extend_Beyond_(Performance][bookmark: _Toc216356843][bookmark: _Toc194066599]Extend Beyond (Performance and Payment That Goes Beyond Contract End Date) 
For extend beyond, the following stipulations are in place:
· Buyers cannot enter into any written agreement that will go more than six (6) months beyond the maximum end date of the contract. Existing services may be completed and payments made during this period. 
· No new agreements, including leases, rentals, or service contracts, may be made after the contract's expiration.
[bookmark: _Toc216356844]Setting Up a COMMBUYS Account
COMMBUYS is the Commonwealth of Massachusetts' e-procurement platform, serving as a central marketplace for state agencies and other eligible entities to procure goods and services, connecting government buyers and businesses. It aims to streamline the purchasing process, ensuring transparency and efficiency in the procurement process.
For Executive Agencies, COMMBUYS is required. Per 801 CMR 21.00, Executive Agencies must use established Statewide Contracts (SWCs) for the purchase of products and services. To set up a COMMBUYS buyer account or to update an existing agency account, the buyers must email the OSD Help Desk or call 1-888-627-8283.
While COMMBUYS use is not mandated for Non-Executive Agencies and other eligible entities, it is highly recommended to streamline the procurement process and assist buyers in making informed purchasing choices. Eligible entities should follow their internal guidelines for COMMBUYS use.
[bookmark: _Toc216356845][bookmark: _Toc194066601]Finding Contract Documents 
Buyers may view contract documents (including Contract User Guides, Request for Response, Prompt Payment Discount Form, specifications, and other attachments) on COMMBUYS without requiring a COMMBUYS account or logging in.  
To find contract documents in COMMBUYS, follow these steps:
1. On the COMMBUYS home page, enter PRF75 in the search tool and select Blankets from the drop-down list.
2. Select the Search icon. The related Master Blanket Purchase Orders (MBPOs) information opens in a table format. 
3. To view the associated contract documents, under the Blanket Number column, select on the applicable Purchase Order (PO) link. The MBPO opens for the selected PO, and the attachments may be found in the Agency Attachments or Vendor Attachments section. 
All standard contract documents are within the Master Contract Record. Access them directly by selecting PRF75 Master Contract Record.
[bookmark: _Toc216356846]Statement of Work (SOW) Requirements 
Buyers must complete a detailed SOW when soliciting quotes. All services provided by the vendor must be detailed in the SOW prior to beginning work.
From the Source Language to the Target Language, the written text of the Target Language will be determined by the SOW of the Purchasing Entity.
The following are examples of required information on the SOW (your agency may require more details):  
· Scope of services, including both source and target language(s) 
· Deliverables dates
· Location of service
· Detailed budget
· Estimated total costs 
· Number of staff
· Rate(s) per hour
[bookmark: _Toc201925128][bookmark: _Toc216356847]Supplier Diversity Office (SDO) Requirements
Please refer to the following guidelines:
· Executive Departments must use diverse and small businesses to the extent possible based on contract terms, Supplier Diversity Office (SDO), and departmental policies, laws, and regulations.
· The Small Business Purchasing Program (SBPP) applies to small procurements ($250,000 or below annually), while the Supplier Diversity Program (SDP) applies to large procurements (over $250,000 annually). Executive Departments must consider these requirements when soliciting quotes or issuing Statements of Work (SOWs).
· Operational Services Division (OSD) provides a list of SDO businesses through the Statewide Contract Index. Refer to the SDO Programs (SDP and SBPP) tab on the index (scroll to view the tab).
[bookmark: _Toc216356848]Supplier Diversity Program (SDP) Requirements
Please view the following guidelines:
· In cases where all other factors are equal, and particularly when adhering to a best value approach, the department will favor the vendor with stronger SDP commitment.
· For more information, refer to Best Value Evaluation of SDP Plan Forms: A Guide for Strategic Sourcing Teams.
· Vendor SDP commitment percentages may be found on the vendor list table.
[bookmark: _Toc216356849]Small Business Purchasing Program (SBPP) Requirements
Please view the following guidelines:
· If available, departments must notify at least two certified small businesses capable of providing the product or service. Bids received from SBPP-participating small businesses must be evaluated, and if one meets the department’s best value criteria, the contract must be awarded to that vendor.
· For more information, refer to Best Value Evaluation of Responses to Small Procurements: A Guide for Strategic Sourcing Teams.
· Vendor SBPP Certification status can be found on the vendor list table in the SDO Certification Type column.
[bookmark: _Toc216356850][bookmark: _Toc194066607]Subcontractors 
The awarded vendor’s use of subcontractors is subject to the provisions of the Commonwealth’s Terms and Conditions and Standard Contract Form, as well as other applicable terms of this Statewide Contract (SWC). Follow RFR guidance for subcontracting. 
[bookmark: _Toc194066611][bookmark: _Toc216356851]Additional Discounts
Vendors in this statewide contract may offer a volume discount, which may vary for each vendor. Volume discount is a discount that is negotiated for buyers who purchase a certain quantity of products or service.
Note: Vendor discounts are detailed in the vendor list table and the price files within the Master Contract Record MBPO.
[bookmark: _Toc194066612][bookmark: _Toc216356852]Emergency Services 
Vendors on this contract may be required to provide products or services in cases of statewide emergencies. The 801 CMR 21.05(3) defines emergency for procurement purposes. Visit the Emergency Response Supplies, Services and Equipment Contact Information for Statewide Contracts list for emergency services related to this contract.
[bookmark: _Toc216356853][bookmark: _Toc194066614]Technical Support and Customer Service
Vendors must provide a 24-hour, toll-free Customer Support line attended by live representatives.
[bookmark: _Toc216356854]Vendor Performance
Vendors’ performance is measured by several factors, including the following:
· Provide actionable feedback on vendors for this contract to optimize performance through the Procurated Platform. On the Procurated website, select an OSD contract, choose Select, and then choose Provide a Review for the applicable vendor listed. 
· Buyers are encouraged to reach out to the Category Manager(s) (Hayley Lebert or Gerry Dawson) if vendors are not meeting their contractual obligations and buyers may be surveyed for vendor performance feedback.
· Vendors will be evaluated on their current performance and may be asked to work with the Commonwealth toward improvement.
· Vendors must meet all contractual requirements throughout the life of the contract, including requirements for timely and accurate report submission, to remain in good standing under the contract.
[bookmark: _Toc194066615][bookmark: _Toc216356855]General Procurement Guidelines and Best Practices
[bookmark: _Toc194066616]For general procurement guidelines and best practices, follow these recommendations:
· Buyers should inform vendors to reference Contract PRF75 on all their quotes and invoices.
· No prepayment should be made for products not yet delivered or services not yet rendered.
· No sales tax should be applied to invoices.
· No fees or surcharges (including traveling, fuel, delivery) should be applied to invoices.
· Special order fees must be agreed upon by both parties upfront.
· Payments for products or services provided must be paid within 45 days per Massachusetts Bill Payment Policy, or sooner if applying Prompt Payment Discount.
· Buyers are not required to sign additional agreements with vendors that conflict with the Request for Response (RFR) Terms and Conditions. Contact the Category Manager(s) (Hayley Lebert or Gerry Dawson) for guidance. 
· Vendors must notify buyers of product substitutions.
[bookmark: _Toc216356856]Adding a Product or Service
To add a product or service to the list of eligible products or services sold under this contract, buyers must contact the Category Manager(s) (Hayley Lebert or Gerry Dawson) for approval. The new product or service requested must comply with the established specifications and scope of the contract.
[bookmark: _Toc194066620][bookmark: _Toc216356857]Instructions for Massachusetts Management Accounting and Reporting System (MMARS) Users
[bookmark: _Contract_Summary][bookmark: _Who_Can_Use_2][bookmark: _Find_Bid/Contract_Documents][bookmark: _Who_Can_Use_3][bookmark: _Contract_Categories_3][bookmark: _Additional_Information/FAQs_3][bookmark: _Frequently_Purchased_Items]When placing orders with a contractor, MMARS users must include a reference to the Statewide Contract ID number PRF75* in the Agreement ID field in MMARS for encumbrances related to purchases from Statewide Contracts. Please address all inquiries regarding MMARS technical support and job aids by emailing the Comptroller Help Desk or by calling 617-973-2468. 
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[bookmark: _Appendix_A:_Vendor][bookmark: _Vendor_Specific_Information][bookmark: _Vendor_Information*][bookmark: _Vendor_List_and][bookmark: _Appendix_A:_1][bookmark: _Toc194066623][bookmark: _Toc216356858]Vendor List and Information
Note: 
· N/A = Not Applicable
· SBPP = Small Business Purchasing Program
· W/NPO = Women Non-Profit Organization
· WBE = Women Business Enterprise
· MBE = Minority Business Enterprise
· PBE = Portuguese Business Enterprise (this certification does not qualify a vendor to be a Supplier Diversity Program partner)
	[bookmark: _Appendix_A:_[add][bookmark: _Toc194066624]Vendor Name[footnoteRef:2] [2:  Note that COMMBUYS is the official system of record for vendor contact information.] 

	Contact Person
	Phone Number
	Email
	Categories

	PRF75 Bid and Contract Documents (Master Contract Record)[footnoteRef:3]  [3:  The Master Contract Record Master Blanket Purchase Order (MBPO) is the central repository for all common contract files. The price files may be found in the individual vendor’s MBPO.] 

	Hayley Lebert

Gerry Dawson
	617-720-3146
978-429-4512

	Hayley.Lebert@mass.gov

Gerard,Dawson@mass.gov
	N/A

	Ad Astra, Inc. 
	Matias Gunn  
	301-408-4242 
	clientsuccess@ad-astrainc.com 
	1, 2, 3

	Ascentria Community Services, Inc.
	Donna M. Odde
	774-243-3908
	dodde@ascentria.org     
	All

	Baystate Interpreters, Inc
	Riley Brooks
	978-632-1662 X2071
	rbrooks@baystateinterpreters.com
	All

	Cal Interpreting & Translations
	Ida Zaghi
	888-737-9009
	pm@calinterpreting.com
	1, 2

	Catholic Charitable Bureau of the Archdiocese of Boston, Inc. 
	Erin Cahill
	617-464-8568
	erin_cahill@ccab.org
or
cis_request@ccab.org
	All

	Central Massachusetts Area Health Education Center, Inc. DBA Center for Health Impact
	Jena Bauman Adams
	508-556-1331
	jena.adams@centerforhealthimpact.org 
or jcalista@centerforhealthimpact.org 
	All

	Certified Languages International LLC
	Dickey McMath
	503-484-2317
	dmcmath@certifiedlanguages.com
	3, 4

	CETRA, Inc. DBA CETRA US, LLC
	Shelby Werley
	215-690-9091
	shelby.werley@cetra.com
	All

	Corporate Translation Services, Inc. DBA Language Link
	Courtnee Barrette
	(800)208-2620
	contracts@language.link
	2, 3, 4

	CPSL USA CORPORATION
	Tenesoya Pawlowsky
	617-399-8194
	tenders@cpsl.com
	2

	CyraCom International, Inc
	Vicky Tantlinger
	520-232-1817
	vtantlinger@cyracom.com
	1, 3, 4

	Daniel Shamebo Sabore DBA Languages Translation Services
	Daniel S. Sabore
	253-835-0107
	info@advancedtranslationservices.com
 or 
dshamebo@languages-translation.info
	All

	Fox Medical Case Management Inc. DBA Fox Translation Services
	Dina Reed
	407-733-3720
	dina@foxtranslation.com
	2, 3, 4

	Global Link Language Services, Inc.
	Anthony Federico 
	617-451-6655   
	AFederico@LanguageTranslate.com
	2

	Indus Translation Services Inc
	Farah Kamran
	888-974-6387
	farah@industranslation.com
	2

	International Translation Company LLC
	Shamso Ahmed
	617-989-3939
	shamso@itctranslation.net
	All

	Interpreters and Translators, Inc
	Clifford Tendler
	860-783-4532
	ctendler@ititranslates.com
	All

	JTG, Inc
	May Kamel
	571-527-2788
	May.Kamel@jtg-inc.com
	2

	Language Bridge, LLC
	Arkadiy Norkin
	413-754-3488
	anorkin@lbridge.com
	All

	Language Connections, Inc.
	Leo Galperin
	617-413-0070
	leo@languageconnections.com
	All

	Language Line Services, Inc. DBA Language Line Solutions
	Krystopher Brightwell
	831-648-5531
	kbrightwell@languageline.com
	All

	Language Services Associates, Inc.
	Tom Benton
	215-259-7000 ext. 55325
	Tom.Benton@lsa.inc
	All

	Lilt, Inc
	Jesse Rosenbaum
	415-992-5088
	jesse@lilt.com
	2

	LinguaLinx Language Solutions, Inc. DBA LinguaLinx
	Brian Pickelsimer
	518-388-9000 ext. 1042
	bpickelsimer@lingualinx.com
	2

	Lionbridge Technologies, LLC
	Marcia Stankard
	978-964-4734
	Marcia.Stankard@Lionbridge.com
	3

	MAPA Translations, Inc
	Drita Protopapa
	774-999-9603 
	mateus@mapatranslation.com
or drita@mapatranslation.com
	2

	Northwest Interpreters, Inc. DBA NWI Global
	Karina Zaher
	360-566-0492 ext. 313
	kmzaher@nwiglobal.com
	1, 2

	Patricio Endara DBA Patricio Endara Translations
	Patricio Endara
	508-736-7030
	pendara@verizon.net
	2

	Powerling Inc.
	Sebastien Chochois
	301-905-2583
	s.chochois@powerling.com
	1, 3, 4

	Propio LS, LLC
	Julian Van Dyke
	913-396-6042
	jvandyke@propio-ls.com
	2, 3, 4

	Rapport International, LLC
	Wendy Pease
	978-443-2540 ext. 101
	wendypease@rapportintl.com
	All

	RJ Dealy Translation Services, LLC DBA Keylingo Translations
	Richard Dealy
	781-556-1088
	richard.dealy@keylingo.com
	2, 3, 4

	The ESL & TOEFL Associates, LLC
	Eva dos Santos
	(508)971-1898
	envisagecv@gmail.com
	All

	Transfluenci, LLC
	Jessica Ridley
	(413) 737-1888
	jessica@transfluenci.com
	2, 3, 4

	Transperfect Translations International, Inc. 
	Michael Macrina
	202-347-2300
	mmacrina@transperfect.com

	2, 3, 4

	United Language Group Inc
	Spencer Snedden
	913-392-7848 
	sjsnedden@propio.com
	1, 2, 3




[bookmark: _Toc216356859]United Nations Standard Products and Services Code® (UNSPSC®) 
UNSPSC for PRF75: 
82–11–00         Writing and Translations
82–11–20 	In Person Language Interpretation
[bookmark: _Toc209528839][bookmark: _Toc216356860]Appendix A: Supplier Diversity Program (SDP) and Prompt Payment Discount (PPD) by Vendor
Please verify current Supplier Diversity Office (SDO) status using the SDO Directory of Certified Businesses for the most up-to-date information.

Note: 
· N/A = Not Applicable
· SBPP = Small Business Purchasing Program
· W/NPO = Women Non-Profit Organization
· WBE = Women Business Enterprise
· MBE = Minority Business Enterprise
· PBE = Portuguese Business Enterprise (this certification does not qualify a vendor to be a Supplier Diversity Program partner)

	[bookmark: _Hlk89084014]Vendor Name
	Supplier Diversity Program Status
	Supplier Diversity Program Percentage
	Prompt Payment Discount–10 Days
	Prompt Payment Discount–15 Days
	Prompt Payment Discount–20 Days
	Prompt Payment Discount–30 Days

	Ad Astra, Inc. 
	N/A
	N/A
	3.00%
	1.00%
	1.00%
	0.00%

	Ascentria Community Services, Inc.
	N/A
	20%
	1.00%
	0.50%
	0.00%
	0.00%

	Baystate Interpreters, Inc
	SBPP
	1%
	1.00%
	0.00%
	0.00%
	0.00%

	Cal Interpreting & Translations
	N/A
	1%
	1.00%
	0.00%
	0.00%
	0.00%

	Catholic Charitable Bureau of the Archdiocese of Boston, Inc. 
	N/A
	10%
	2.00%
	1.00%
	0.00%
	0.00%

	Central Massachusetts Area Health Education Center, Inc.
	W/NPO
	1.5%
	1.00%
	0.00%
	0.00%
	0.00%

	Certified Languages International LLC
	N/A
	2%
	0.50%
	0.50%
	0.50%
	0.50%

	CETRA, Inc.
	N/A
	10%
	2.00%
	2.00%
	0.00%
	0.00%

	Corporate Translation Services, Inc. 
	N/A
	10%
	2.00%
	1.50%
	1.00%
	0.50%

	CPSL USA CORPORATION
	SBPP
	5%
	1.50%
	0.00%
	0.00%
	0.00%

	CyraCom International, Inc
	N/A
	5%
	0.50%
	0.00%
	0.00%
	0.00%

	Daniel Shamebo Sabore
	N/A
	3%
	1.00%
	0.08%
	0.05%
	0.00%

	Fox Medical Case Management Inc.
	N/A
	5%
	7.00%
	5.00%
	3.00%
	1.00%

	Global Link Language Services, Inc.
	WBE
	5%
	2.00%
	2.00%
	2.00%
	1.00%

	Indus Translation Services Inc
	MBE, WBE
	10%
	2.00%
	1.50%
	1.00%
	0.00%

	International Translation Company LLC
	N/A
	3%
	2.00%
	1.00%
	0.50%
	0.40%

	Interpreters and Translators, Inc
	MBE
	10%
	2.00%
	1.00%
	0.00%
	0.00%

	JTG, Inc
	N/A
	5%
	2.00%
	0.00%
	0.00%
	0.00%

	Language Bridge, LLC
	WBE, SBPP
	5%
	2.00%
	2.00%
	2.00%
	1.00%

	Language Connections, Inc.
	N/A
	20%
	3.00%
	2.00%
	1.00%
	0.00%

	Language Line Services, Inc
	N/A
	8%
	1.00%
	0.50%
	0.00%
	0.00%

	Language Services Associates, Inc.
	N/A
	2%
	1.00%
	0.75%
	0.50%
	0.25%

	Lilt, Inc
	N/A
	1%
	1.00%
	1.00%
	1.00%
	1.00%

	LinguaLinx Language Solutions, Inc
	N/A
	1%
	5.00%
	5.00%
	3.00%
	1.00%

	Lionbridge Technologies, LLC
	N/A
	5%
	2.00%
	1.00%
	0.00%
	0.00%

	MAPA Translations, Inc
	N/A
	20%
	10.00%
	5.00%
	3.00%
	2.00%

	Northwest Interpreters, Inc., 
	N/A
	5%
	1.00%
	0.50%
	0.00%
	0.00%

	Patricio Endara 
	N/A
	1%
	2.00%
	1.50%
	1.00%
	0.50%

	Powerling Inc.
	N/A
	5%
	5.00%
	4.00%
	3.00%
	2.00%

	Propio LS, LLC
	N/A
	10%
	3.00%
	0.00%
	0.00%
	0.00%

	Rapport International, LLC
	WBE, SBPP
	5%
	2.00%
	0.00%
	0.00%
	0.00%

	RJ Dealy Translation Services, LLC 
	SBPP
	1%
	4.00%
	3.00%
	2.00%
	1.00%

	The ESL & TOEFL Associates, LLC
	WBE, PBE, SBPP
	2%
	10.00%
	9.00%
	8.00%
	5.00%

	Transfluenci, LLC
	MBE, WBE
	10%
	4.00%
	3.00%
	2.00%
	1.00%

	Transperfect Translations International, Inc. 
	N/A
	2%
	1.00%
	1.00%
	1.00%
	1.00%

	United Language Group Inc
	N/A
	3%
	1.00%
	0.50%
	0.25%
	0.25%



[bookmark: _Appendix_B:_Detailed][bookmark: _Toc209528840][bookmark: _Toc216356861][bookmark: _Hlk216183014]Appendix B: Additional Category Description and Requirements
[bookmark: _Toc209528841][bookmark: _Toc216356862]Category 1: In-Person Interpretation Services
Interpretation Services include: 
· Oral Face-to-Face Interpretation (In-Person)
· Telephonic Interpretation Services/Video Remote Interpretation (VRI)
Interpreters Employed by Vendors:
· Are required to arrive at least fifteen (15) minutes prior to the scheduled time of an on-site scheduled appointment to receive any instructions from the Purchasing Entity (unless the Purchasing Entity has specified a longer period).
· Are responsible for taking all necessary actions to obtain adequate transportation, accurate times, locations, directions, telephone numbers, contact person(s), and any other information or actions to ensure that they are present at the proper location at the time specified.
· May be penalized for being late. 
· Purchasing Entities may dock payment for the period vendor was late from the total period of performance time. Vendors who are continually late may be terminated from the Statewide Contract for poor performance.  
· Must keep an accurate record of all performance time.
· Performance time is the total time a vendor is on-site providing services under the Statewide Contract. This total time includes:
· Time spent performing services.
· Time in advance of the scheduled assignment (usually 15 minutes, or a longer specified period).
· Waiting time before actual performance begins, provided the delay was not the vendor's fault (for example, time needed for the Purchasing Entity to answer questions or give instructions).
· Purchasing Entity will certify this record on the completion of performance.
· Must provide documentation about vaccination history upon request from the Purchasing Entity.
[bookmark: _Toc209528843][bookmark: _Toc216356863]Category 2: Translation Services
Vendors shall:
· Provide all language translation services for all languages or dialects, billed exclusively according to the per-source-word rates established in the incorporated Cost Table/Price Sheet within the COMMBUYS MBPO.
Contractors employed by vendors shall:
· Be capable of receiving Source Language documents by facsimile, e-mail, U.S. postal service, courier delivery, or other electronic means such as Microsoft Word, PDF or flat files, or standard word processing languages.
· Typical delivery is expected to be by facsimile, e-mail, or other electronic means.
· Deliver translation documents in both Microsoft Word and PDF (unless instructed differently by the Purchasing Entity’s Statement of Work).
· For expedited translations, the Purchasing Entity will specify the exact requirements, including limits on word count or pages in the Target Language.
[bookmark: _Toc209528842][bookmark: _Toc216356864]Category 3 and 4: Telephonic Interpretation and Video Remote Interpretation (VRI) Services
Vendors shall:
· Comply with all Federal and State wiretapping and recording statutes, including MGL Chapter 272, § 99, by not directly or indirectly monitoring, taping, intercepting, or recording conversations without explicit consent.
· Provide both scheduled and unscheduled telephonic interpretation services for non-English speaking individuals 24 hours a day and 7 days a week.
· Provide, at no extra cost to the Purchasing Entity, a dedicated, toll-free number to access interpretation services (all costs for this toll-free access will be borne by the Vendor).
· Ensure the average monthly successful connection time to an interpreter does not exceed 30 seconds across all supported languages.
· Prioritize emergency, time critical, and non-time critical calls (for example, hotline and emergency room, case worker in the field).
· Provide interpreters that are pre-qualified, tested, and trained for industry standard terminology and have agreed to adhere to the American Society of Testing and Materials (ASTM) standard interpretation guide.
· Provide 24-hour, toll-free, Customer Support line attended by live representatives. 
· Provide an Account Team to support VRI billing initiatives.
Important: Vendors shall not require the Purchasing Entity to purchase or obtain a specific type of equipment to access telephonic interpretation services.
Contractors employed by vendors shall:
· Respond to incoming calls and requests for services within an average of 15 seconds (for a live agent) or 5 seconds (for an automated voice response system).
Contractors employed by Vendors shall not:
· Terminate any conference call at any time before all parties to the call have dropped off, regardless of whether the services of the interpreter are no longer needed (that is, the Contractor must maintain the conference call connection if at least 2 parties are still connected)  
· There will be an announcement at end of call or VRI so all parties can disconnect.
[bookmark: _Toc216356865]Appendix C: Geographical Service Areas
The following counties are serviced:
· Berkshire
· Hampshire
· Franklin
· Worcester
· Hampden
· Middlesex
· Essex
· Suffolk
· Norfolk
· Plymouth
· Bristol
· Barnstable
· Dukes
· Nantucket
For a map of the counties, refer to the Map of Massachusetts Counties in the Massachusetts Maps web page.
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