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REFUGEE SERVICES 

PACIFIC INTERPRETERS INC.
INTERPRETATION AND TRANSLATION SERVICES

FIXED PRICE CONTRACT 

A.
SERVICES TO BE PROVIDED. 

1. Definition of Terms.

a. Contract Terms.  Contract terms used in this document can be found in the Florida Department of Children and Families Glossary of Contract Terms, which is located at the following website: http://ewas.state.fl.us/asc/glossary/glossary.asp, which is incorporated herein by reference and maintained in the contract manager’s file. 

b. Program Specific Terms.  Refugee Services (RS) program specific terms used in this document are defined in the Guide to Contract and Refugee Services Program Specific Terms and Definitions which is incorporated herein by reference and maintained in the contract manager’s file.  Program specific terms not included in the above referenced glossaries are defined below Contract Terms.  

1) Access Code.  A number given by the provider to a refugee services agency or Department of Children and Families (DCF) program office so that the refugee services agency or DCF program office can receive interpretation and translation services.  

2) Alien.  A person who is not a citizen or national of the U.S.

3) Amerasians.  Children born in Vietnam to Vietnamese mothers and American fathers and who are admitted to the United States under PL 100-202 as immigrants, but are entitled to the same social services and assistance benefits as refugees.  Spouses, children, and parents or guardians may accompany the alien to the United States.

4) Asylee.  An alien in the United States or at a port of entry who is unable or unwilling to return to his or her country of nationality, or to seek the protection of that country because of persecution or a well-founded fear of persecution.  Persecution or the fear thereof may be based on the alien’s race, religion, nationality, membership in a particular social group, or political opinion.  For persons with no nationality, the country of nationality is considered to be the country in which the alien last habitually resided.  Asylees are eligible to adjust to lawful permanent resident status after one year of continuous presence in the United States.

5) Asylum Applicant.  An alien in the United States who is unable or unwilling to return to his or her country of nationality, or arriving to seek the protection, and who will apply for asylum in the United States because of persecution or a well-founded fear of persecution.  Persecution or the fear thereof may be based on the alien’s race,
religion, nationality, membership in a particular social group, or political opinion.  For persons with no nationality, the country of nationality is considered to be the country in which the alien last habitually resided.  With rare exceptions, the application for asylum must be submitted within a year of entry into the United States.

6) Business Day.  Business day means a regular work day, Monday through Friday, from 8:00 a.m. to 5:00 p.m. local time in Tallahassee, Florida that is not a state recognized holiday.
7) Certified Victim of Human Trafficking.  An individual who has been issued a certification letter by Office of Refugee Resettlement identifying him or her as a certified victim of trafficking.

8) Cuban or Haitian Entrant.  Any individual granted parole status as a Cuban/Haitian Entrant (Status Pending) or granted any other special status subsequently established under the immigration laws for nationals of Cuba or Haiti, regardless of the status of the individual at the time assistance or services are provided; and any other national of Cuba or Haiti who:
a) Was paroled into the U.S. and has not acquired any other status under the Immigration and Nationality Act;
b) Is the subject of exclusion or deportation proceedings under the Immigration and Nationality Act; or
c) Has an application for asylum pending with the United States Citizenship and Immigration Services (USCIS); and
d) With respect to whom a final, non-appealable, and legally enforceable order of deportation or exclusion has not been entered.

9) Effective Resettlement.  The provision of refugee resettlement services that produce social adjustment and economic and social self-reliance, as indicated by English language competency, access to adequate housing and home ownership, access to mainstream services, completion of high school or equivalent education, access to refugee community organizations and business opportunities, civic involvement, and absence or reduction of family violence or conflict.

10) Entrant.  See Cuban/Haitian Entrant.
11) Interpretation.  A toll-free connection available twenty-four hours a day, seven days a week, 365 days a year, to translate spoken words orally and simultaneously (or consecutively) via the telephone from a foreign language into English, or to translate spoken words from English into a foreign language to assist an eligible client of a refugee services agency or DCF program office.
12) Lawful Permanent Resident.  An individual who is here permanently and qualifies as a refugee, asylee, or immigrant, or who has been granted amnesty other that suspension of deportation.  In short, an alien who has been lawfully afforded the privilege of residing permanently in the United States. 

13) Limited English Proficiency (LEP).  Difficulty speaking, reading, writing, or understanding the English language because an individual’s native language is a language other than English.

14) Outcomes.  Quantitative indicators that can be used by the department to objectively measure provider’s performance toward a stated goal. 

15) Outputs.  Process measures of the quantity(ies) of services delivered, clients served, or similar units completed. 

16) Office of Refugee Resettlement (ORR).  An office of the Department of Health and Human Services (HHS), established by the Refugee Act of 1980, to administer federal assistance to resettle refugees in the United States.

17) Parolee.  An alien who has been given permission to enter the United States under emergency conditions or when that alien’s entry is considered to be in the public interest.  A parolee is generally not eligible to apply for permanent status or to become a naturalized citizen.  Exceptions to this result from either specific legislative provisions made for their class or if they are able to legally change their status from parolee to one from which permanent residency may be acquired.  Types of parole include:
a) Deferred inspection - parolee may be granted to an alien who appears not to be clearly admissible to the inspection officer.  An appointment will be made for the alien’s appearance at another service office where more information is available and the inspection can be completed.
b) Advance parole - authorized at an USCIS District office in advance of an alien’s arrival.
c) Port of Entry parole - authorized at the port upon an alien’s arrival.
d) Humanitarian parole - authorized at USCIS headquarters, and granted to an alien who has a serious medical condition that would make detention or immediate return inappropriate.
e) Public interest parole - authorized at USCIS headquarters, e.g., granted to an alien who is a witness in legal proceedings or is subject to prosecution in the United States.
f) Overseas parole - authorized at an USCIS District or sub office while the alien is still overseas.

18) Performance Measures.  Quantitative indicators, outcomes and outputs that can be used by the department to objectively measure a provider’s performance.
19) Qualified Interpreter(s).  To be considered qualified, interpreters must demonstrate fluency in two languages, one of them English; interpreters must have the ability to handle confidential client information dealing with a variety of professionals in the medical, social, legal, law-enforcement, and psychosocial fields; and must also possess all professional qualifications associated with interpreters listed in Section B.2.b. of this contract.
20) Refugee.  An individual who is outside his or her country of nationality; who is unable to or unwilling to return to that country because of persecution or well-founded fear of persecution.  Persecution or the fear thereof may be based on the alien’s race, religion, nationality, membership in a particular social group, or political opinion and may not be economic in nature.  People with no country of nationality must be outside their country of last habitual residence to qualify as a refugee.  Refugees are exempt from numerical limitations (though worldwide ceilings by geographic area are set annually by the President) and are eligible to adjust to lawful permanent residence after one year of continuous presence in the United States.  Although these aliens are considered non-immigrants when initially admitted to the United States, refugees are not included in nonimmigrant admission data.
21) Refugee Services (RS).  An office of the State of Florida, Department of Children and Families, that supports the Secretary of the Department of Children and Families in the performance of the duties assigned as State Refugee Coordinator.

22) State Refugee Coordinator.  A position established by the Refugee Act of 1980 and confirmed by State of Florida, Executive Order 98-294, to administer funds made available through the ORR within the HHS.
23) Target Populations.  The Target Population is defined as:
a)
Refugees/Entrants.  Those refugees, asylees, entrants, or resident aliens who are eligible for refugee services pursuant to state and federal regulations and who are in need of the services which the contract entered into seek to provide.  These populations include:  
i. Refugees of all nationalities;
ii. Cuban/Haitian Entrants, including Parolees and Asylum Applicants;

iii. Asylees of all nationalities;
iv. Amerasians;
v. Certified Victims of Trafficking; and
vi. Lawful permanent residents who adjusted from prior refugee, entrant, or asylee status.
Henceforth, all of the above eligible populations will be referred to collectively as “refugees/entrants.”
b) Refugee Services Agency(ies).  A provider who receives funding from Refugee Services and will use interpretation and translation services provided through this contract to assist refugee/entrants.  A refugee services agency must possess provider issued access codes that allow the refugee services agency to receive services through this contract.
Henceforth, all of the eligible refugee serving agencies will be referred to collectively as “refugee services agency(ies).”  

c) Department of Children and Families (DCF) Program Office(s).  Program offices within the DCF that will use interpretation and translation services provided through this contract to assist refugee/entrants.  A DCF program office must possess provider issued access codes that allow the DCF program office to receive services through this contract. 

Henceforth, all of the DCF program offices will be referred to collectively as “DCF program office(s)”.  
24) Translation.  To render the written word of one language into the written form of another language.
25)
Vital Documents.  Routine written materials, required program forms, or other informative documents to include: applications, consent forms, notices of reductions or terminations of benefits, notice of free language assistance, and outreach materials.

2.
General Description.

a.
General Statement.  The Office of Refugee Resettlement (ORR) has made funding available to Refugee Services (RS) to assist refugees/entrants achieve effective resettlement. Many refugees/entrants and other persons seeking services have LEP and require language assistance for effective communication with service providers. 

b.
Authority.  This program is administered under the authority of 45 CFR Part 400 (HHS Refugee Resettlement Program), 45 CFR Part 401 (Cuban/Haitian Entrant Program), and the State of Florida's plan for the provision of refugee services through the State's Refugee Program. 
c.
Scope of Service.  Under the terms of this contract, interpretation and translation services are to be provided throughout the entire state of Florida.  
d.
Major Program Goal.  The primary goal of Refugee Services’ Interpretation and Translation Services program is to support effective resettlement and service accessibility through compliance with Title VI of the 1964 Civil Rights Act, by providing interpreter services and translation of documents that will enable eligible refugee/entrant clients to have equal 

access to medical, social, legal, law-enforcement, and psychosocial services to enhance their resettlement process.
3.
Clients to be Served.

a.
General Description.  

To provide services to refugee services agencies and DCF program offices in Florida that have been authorized by the department to receive interpretation and translation services for their eligible refugee/entrant clients.
b.
Client Eligibility.  

1) Only eligible refugees/entrants residing in Florida, who have difficulty speaking, reading, writing, or understanding the English language because their native language is a language other than English and are served by a refugee services agency or DCF program office, are eligible for interpretation and translation services under this contract. 

2) Only refugee services agencies and DCF program offices in Florida that have been authorized by the department to receive interpretation and translation services for their eligible refugee/entrant clients who have difficulty speaking, reading, writing, or understanding the English language because their native language is a language other than English are eligible for interpretation and translation services under this contract.
c.
Client Determination.  

Eligibility is determined as it is defined within 45 CFR Parts 400 and 401 and other eligibility memoranda distributed by the department.  The department has final authority on client eligibility.  
d.
Contract Limits.  

1) Services funded under this contract may be only refugee specific services, which are designed to meet refugee needs and are in keeping with the rules and objectives of the refugee program.

2) Funds for this contract are administered under the terms of the Social Services Grant and 45 CFR Parts 400 and 401 and are subject to all grant and federal regulatory requirements.
B.
MANNER OF SERVICE PROVISION.
1.
Service Tasks.

a. Task List.
1)
Interpreter Services Database (ISD).  The provider shall establish, maintain, and report from a database as required by Attachment VIII of this contract.  The provider shall furnish all reports to the contract manager in an Excel spreadsheet.
3) Orientation Materials.  The provider shall develop and disseminate orientation materials for refugee services agencies and DCF program offices that will be accessing interpretation and translation services.  

Orientation materials shall include but are not limited to:
a) Explaining the process by which to activate the interpretation and translation services;
b) Describing the telephone interpretation procedures;
c) Detailing the steps for accessing the document translation services;
d) Explaining document translation protocols, timeframes, and compliance through translation of agency vital documents; and
e) Setting up access codes.
The provider shall submit the proposed orientation materials to the contract manager for review and approval prior to implementation.
3)
Enrollment.  The provider shall enroll refugee services agencies and DCF program offices for interpretation and translation services.  Enrollment shall consist of contacting refugee services agencies and DCF program offices and providing orientation materials.  The contract manager shall approve in writing all refugee services agencies and DCF program offices that are eligible to receive interpretation and translation services funded by this contract prior to enrollment.  
4)
Interpretation.  The provider shall provide telephone interpretation to refugee services agencies and DCF program offices for eligible refugee/entrants.  The provider shall have its qualified interpreter connected to the refugee services agency or DCF program office within forty-five (45) seconds of the call being answered and the requested language for interpretation being identified. 
5)
Interpretation Records.  The provider shall record and maintain information in the ISD regarding telephone interpretation. All telephone interpretation records and maintenance information shall include:
a) Name and access code of the requesting refugee services agency or DCF program office;
b) Name of agency staff member initiating the request for service; 
c) Client’s first and last name;
d) Client’s date of birth;
e) Client’s alien number;
f) Client’s country of origin;
g) Client’s date of entry into the United States;
h) Client’s immigration status;
i) Date and time and length of call; and
j) The language that was interpreted.
All telephone interpretation records and maintenance information shall be submitted to the contract manager monthly and summarized quarterly in the Narrative Report.
6)
Translation.  The provider shall provide written translation of refugee services agency and DCF program office vital documents associated with delivery of service in medical, legal, law-enforcement, social service, or psychosocial programs from English into non-English languages used by eligible refugee/entrants.  The provider shall complete and submit all document translation requests to the requesting refugee services agency or DCF program office within five (5) business days of the request being submitted.  
7)
Translation Records.  The provider shall record and maintain in the ISD information regarding document translation. Each document translation record and maintenance information shall include:
a) Name and access code of the requesting refugee services agency or DCF program office;

b) The name of the document being translated; 

c) The language being translated;

d) Date the request was received;

e) The confirmation via search of ISD that the translation request document has not been previously translated;

f) The unique tracking number;

g) The review for compliance with translation protocols;

h) The delivery of service as either a medical, legal, law-enforcement, social service, or psychosocial services programs;

i) The word count of the English document;

j) The date the translated document was due back to the refugee services agency or DCF program office; and

k) The date the translated document was sent to the refugee services agency or DCF program office. 
All document translation records and maintenance information shall be submitted to the contract manager monthly and summarized quarterly in the Narrative Report.
8)
The provider shall ensure that all telephone interpretation services are provided by qualified interpreters.  
9)
Program services shall be provided in such a way that women have the same opportunities as men to participate in all services funded under any contract.  In addition, services shall be provided in a manner that is culturally and linguistically compatible with the clients’ language and culture.  In order to accomplish this, services shall be provided to refugee service clients in a manner that includes the use of bilingual and bicultural women on service agency staffs to ensure access by women.  
10)
Accuracy of the Interpretation and Translation.  Interpreters and translators must always deliver a complete and faithful interpretation or translation of the original words.
b. Task Limits.

1) The provider shall not make stipend payments to clients under the terms of this contract.
2) The provider is not authorized by the department to perform any tasks related to the project other than those described in the Task List without the express written consent of the department.
2.
Staffing Requirements.

a.
Staffing Levels. 

1) The provider shall ensure adequate program staffing for technical, administrative, and clerical support.  The provider shall maintain an adequate administrative organizational structure and support staff sufficient to discharge its contractual responsibilities.  The provider shall notify the contract manager, in writing, fourteen (14) calendar days following the loss of a staff member or as soon as the provider becomes aware of the vacancy.
2) The provider shall replace, on the project, any employee whose continued presence would be detrimental to the success of the project, as determined by the department, with an employee of equal or superior qualifications.  The department’s contract manager will exercise exclusive judgment in this matter.
3) The provider shall maintain and make available upon request, documentation that confirms that all employees performing services under this contract meet the minimum qualifications and evidence of the same is maintained in individual personnel files as: 
a)

Demonstrated proficiency in both English and the other language, fundamental knowledge in both languages of any specialized terms, or concepts peculiar to the covered entity’s program or activity, sensitivity to the LEP person’s culture and a demonstrated ability to convey information in both languages, accurately.  It is the responsibility of the provider to ensure the competency of qualified interpreters; 
b)

A copy of the high school diploma and any certified college transcripts; and
c)

Documentation that the employee has been informed of the requirements for confidentiality of client information.  
Interpretation and translation personnel may be required to undergo further criminal history verification as deemed necessary by the department.
b. Interpretation and Translation Services Qualifications. 
1) 
As part of the contract, the provider shall provide, in writing, the following supportive documentation of its ability to comply with the conditions and specifications of this contract:

a)
The contact information for a minimum of four (4) current representative customers who have been served by the provider for at least two (2) years; and

b)
Documentation that each qualified interpreter has met one of the following standards and code of ethics developed by the:

i.
National Association of Judiciary Interpreters and Translators;



ii.
Massachusetts Medical Interpreters Association;



iii.
California Healthcare Interpreters Association;





iv.
California Court Interpreters Association; or





v.
National Council on Interpreting in Healthcare.
2)
The provider shall:
a)
Initiate interpretation and translation services upon contract execution date;

b)
Be responsible for the start-up costs involved in initiating the interpretation and translation services and an accommodating fluctuating workload;

c)
Employ staff that is trained and experienced in computer programs, including proficiency with MS Office, Word, Excel and Access;

d)
Provide an emergency back up if provider staff is unavailable to perform the required duties; and

e)
Capture, document, and verify information needed to measure the performance measures listed in Section B.5.a.1) and 2).
3)
Interpretation and translation personnel may be required to undergo further criminal history verification as deemed necessary by the department.
c. Staffing Changes.  The provider may make staffing changes for those staff funded either in whole or in part with funds from this contract only with prior review and approval by the department’s contract manager.  The contract manager must be notified in writing when a change of incumbent staff is requested.  Such written notification shall include the candidate’s name, position title, starting date, recommended salary (not to exceed the amount associated with the position as referenced in the Attachment II), and cost allocation (if applicable).  The provider shall also submit a copy of the candidate’s résumé or employment application. All changes must be approved in writing by the contract manager prior to implementation.

d. Subcontractors.  Subject to Section I.I. of the Standard Contract, the provider may subcontract for services under the terms of this contract with the prior written approval from the department’s contract manager.  Subcontracting shall in no way relieve the provider of any responsibility for performance of its duties under the terms of this contract. 
3.
Service Location & Equipment.

a. Services Delivery Location.  Under the terms of this contract, the provider shall provide services throughout the State of Florida.  The provider’s primary physical address is:
Pacific Interpreters Inc.
707 SW Washington Suite 200
Portland, OR  97205

b. Service Times.
1) The provider shall provide telephone interpretation services twenty-four (24) hours a day, seven (7) days a week, three hundred and sixty-five (365) days a year.
2) The provider shall provide all other services, at a minimum, during the hours of 8:00 a.m. to 5:00 p.m. Monday through Friday Pacific time, except for state holidays. Because many refugee services agencies and DCF program offices can be better served with extended hours, the provider is encouraged to offer evening and weekend service times.
3) Any changes in service times and any additional holidays that the provider wants to observe must be reviewed and approved in writing by the department’s contract manager.  There shall be no changes in service times permitted to the (24) hours a day, seven (7) days a week, three hundred and sixty-five (365) days a year telephone interpretation.
c. Changes in Location.  The provider shall notify the contract manager, in writing, a minimum of 30 calendar days prior to making a change, addition, or deletion in administrative service location.
d. Equipment. The provider shall list all property/equipment purchased under this contract on a property/equipment inventory list, (Inventory Report, Attachment II).  Said listing shall include a description of the property, make/model number, manufacture serial number, identification number, date of acquisition, original unit costs, condition code, current location, name of property custodian and funding source.  A copy of the inventory list is to be maintained in the contract manager’s file.

4. Deliverables.
a.
Service Units.
1)
The provider shall enroll 80 refugee services agencies and/or DCF program offices by October 1, 2007.

2)
Additional service units will be the individual components of the deliverables listed in section C.3.


b.
Records and Documentation.
1) Client Records.  The provider shall maintain client information as follows:

a) The provider shall maintain records documenting the total number of eligible clients and names (or unique identifiers) of clients to whom services were provided under the terms of this contract and the date(s) that the services were provided so that an audit trail documenting service provision can be maintained.

b) The provider shall furnish, upon request, such information as may be required to verify that the client’s eligibility was determined in accordance with RS and the Federal Office of Refugee Resettlement requirements.

2) Format Requirements.  Submission of documents produced by the provider to satisfy the requirements of this section must be submitted to the department in Microsoft Office product format in the versions used by the department at the time of submission, currently MS Project 4.0 or newer version, MS Word 6.0 or newer version, MS Excel 5.0 or newer version.

3) Confidentiality of Records.  The provider shall maintain the confidentiality of all records required by law or administrative rule to be protected from disclosure.  Except as provided by law, the provider further agrees to hold the department harmless from any claim or damage, including reasonable attorneys fees and costs, or from any fine or penalty imposed as a result of an improper disclosure by the provider of confidential records, whether public record or not, and promises to defend the department against the same at its expense.

4) Access to Records.  The provider shall maintain all records required to be maintained pursuant to this contract in such manner as to be accessible by the department upon demand. Where permitted under applicable law, access by the public shall be permitted without delay.
5) Separation of Client Records.  Client records for this contract must be maintained separately from client records of other projects. Inactive or closed client records must be maintained separately from active client records.  Client records must not be taken from the service site without written departmental approval.
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c.
Reporting.

1) Required Reporting Submission.  The provider shall submit the following according to the requirements specified.
	Report Title
	Reporting Frequency
	Report Due Date
	Number of copies due
	DCF Office address to receive reports

	Request for Reimbursement (Invoice)

Attachment V
	Monthly
	10th day of each month
	1 electronic

and

2 original hard copies
	Refugee Services

1317 Winewood Blvd

Building 1, Room 301

Tallahassee, FL  32399-0700

	Monthly Provider Report to include interpretation and translation records

	Monthly
	10th day of each month 
	1 electronic

and 

1 hard copy
	Refugee Services

1317 Winewood Blvd

Building 1, Room 301

Tallahassee, FL  32399-0700

	Quarterly Narrative Report as specified in Attachment IV 
	Quarterly
	10th day of the month following the quarter of service provision
	1 electronic 

and

1 hard copy
	Refugee Services

1317 Winewood Blvd

Building 1, Room 301

Tallahassee, FL  32399-0700

	Inventory Report Attachment II
	Annually and 30 days prior to completion of contract
	September 28, 2007

September 30, 2008

September 30, 2009

September 30, 2010

September 30, 2011

August 31, 2012
	1 electronic and 1 hard copy
	Refugee Services

1317 Winewood Blvd

Building 1, Room 301

Tallahassee, FL  32399-0700

	Financial and Compliance Audit and accompanying management letter as specified in Attachment III
	Annually
	Within 180 days following provider’s fiscal year end or within 30 days of provider’s receipt of the audit report
	2 hard copies
	Refugee Services

1317 Winewood Blvd

Building 1, Room 301

Tallahassee, FL  32399-0700

	Emergency Preparedness (Disaster) Plan 
	Annually 
	Within 30 days following the contract execution date and annually thereafter
	1 electronic and 1 hard copy
	Refugee Services

1317 Winewood Blvd

Building 1, Room 301

Tallahassee, FL  32399-0700


2) Additional Reporting Requirements.  The provider shall provide additional reporting pertaining to the services rendered in the contract should the department determine this to be necessary.
3) Acceptance of Reports.  Where the contract requires the delivery of reports to the department, mere receipt by the department shall not be construed to mean or imply acceptance of those reports.  It is specifically intended by the parties that acceptance in writing of required reports shall constitute a separate act.  The department reserves the right to reject reports as incomplete, inadequate, or unacceptable according to the parameters set forth in the contract.  The department, at its option, may allow additional time within which the provider may remedy the objections noted by the department or the opportunity to complete, make adequate, or acceptable, or declare the resulting contract to be in default.
4) Electronic Data.  The provider shall submit monthly electronic data to RS according to the requirements of Attachment VIII.  The provider shall submit electronic data in an Excel spreadsheet on disk or electronic file as required by the contract manager.
a)
Data Entry Deadlines.  The provider shall submit to the department data specified in Attachment I, Section B.4.c.1) in accordance with the preceding schedule, except in emergency circumstances as approved by the Director of Refugee Services.  
b)
Data Integrity.  If notified of reporting discrepancies, either by RS or by the provider, the provider has three (3) business days from the date of notification of the errors to correct and return the electronic data.  The provider shall notify the contract manager when corrections are needed and again when corrections are completed.  Following completion of data correction, RS will produce the official report the following business day.

5) Reporting Responsibilities.  It is the provider's responsibility to ensure that data are entered accurately and timely and that reports are acceptable and submitted timely.  Continued inaccurate or late reporting of data and/or continued submission of unacceptable or late reports may result in corrective action and may require financial penalties and place the provider in breach of contract as provided in Section III. B. of the Standard Contract. 
6) Ad Hoc Reports.  The provider shall produce ad hoc reports from the ISD as necessary and as requested by the contract manager.
5.
Performance Specifications.  Performance measures will be reviewed on a quarterly basis.

a.
Performance Measures. 

1) Ninety percent (90%) of documents submitted for translation shall be completed within five (5) business days of the provider receiving the request from the refugee services agency or DCF program office.
2) Ninety percent (90%) of telephone interpretation requests by a refugee services agency or DCF program office shall result in the refugee services agency or DCF program office being connected to a qualified interpreter with in forty-five (45) seconds of the needed language for interpretation being identified.
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b.
Performance Evaluation Methodology.

1) The calculation of performance measure number one shall be determined using the following:
# of document translations completed within five business days of receipt 
_____________________________________________     >=90%

Total # of document translation requests submitted
2) The calculation of performance measure number two shall be determined using the following:
# of telephone interpretation requests responded to within forty-five seconds of the call being answered and the needed language for interpretation being identified 

_____________________________________________     >=90%

Total # of telephone interpretation requests
c.
Performance Standards Statement.  By execution of this contract the provider hereby acknowledges and agrees that its performance under the contract must meet the standards set forth above and shall be bound by the conditions set forth in this contract.  If the provider fails to meet these standards, the department, at its exclusive option, may allow a reasonable period, not to exceed six months, for the provider to correct performance deficiencies.  If performance deficiencies are not resolved to the satisfaction of the department within the prescribed time, and if no extenuating circumstances can be documented by the provider to the department’s satisfaction, the department must terminate the contract with the provider.  The department has the sole authority to determine whether there are extenuating or mitigating circumstances.

6.
Provider Responsibilities.

a. Provider Unique Activities.  

1) Health Insurance Portability and Accountability Act.  If required by 45 CFR Parts 160, 162, and 164, the following provisions shall apply [45 CFR 164.504(e)(2)(ii)]:
a) The provider hereby agrees not to use or disclose protected health information (PHI) except as permitted or required by this contract, state or federal law.
b) The provider agrees to use appropriate safeguards to prevent use or disclosure of PHI other than as provided for by this contract or applicable law.  

c) The provider agrees to report to the department any use or disclosure of the information not provided for by this contract or applicable law.
d) The provider hereby assures the department that if any PHI received from the department, or received by the provider on the department’s behalf, is furnished to provider’s subcontractors or agents in the performance of tasks required by this contract, that those subcontractors or agents must first have agreed to the same restrictions and conditions that apply to the provider with respect to such information.  

e) The provider agrees to make PHI available in accordance with 45 C.F.R. 164.524.
f) The provider agrees to make PHI available for amendment and to incorporate any amendments to PHI in accordance with 45 C.F.R. 164.526.

g) The provider agrees to make available the information required to provide an accounting of disclosures in accordance with 45 C.F.R. 164.528.

h) The provider agrees to make its internal practices, books and records relating to the use and disclosure of PHI received from the department or created or received by the provider on behalf of the department available for purposes of determining the provider’s compliance with these assurances.

i) The provider agrees that at the termination of this contract, if feasible and where not inconsistent with other provisions of this contract concerning record retention, it shall return or destroy all PHI received from the department or received by the provider on behalf of the department, that the provider still maintains regardless of form.  If not feasible, the protections of this contract are hereby extended to that PHI which may then be used only for such purposes as make the return or destruction infeasible.
j) A violation or breach of any of these assurances shall constitute a material breach of this contract.

2) The provider must be knowledgeable of the refugee/entrant populations to be served in the identified service area.  

3) The provider shall ensure that any individual who seeks to apply for contracted services has an opportunity to do so, and the provider shall subsequently determine the eligibility of each applicant for those services.
4) Services funded under this contract must be provided to the maximum extent feasible in a manner that is culturally and linguistically compatible with a refugee's language and cultural background. Services funded under this contract must be provided to the maximum extent feasible in a manner that includes the use of bilingual/bicultural women on service agency staff to ensure adequate service access by refugee women.

5) By execution of this contract, the provider recognizes its singular responsibility for the tasks, activities and deliverables described therein; warrants that it has fully informed itself of all relevant factors affecting accomplishment of the tasks, activities and deliverables; and agrees to be fully accountable for the performance thereof.  In addition, the provider assumes full responsibility for the acts of all subcontractors.
6)
It is the responsibility of the provider to maintain a current monthly billing report of all provider claims submitted, including all corrected claims and adjustments to claims for services that were delivered to clients being served through the resulting contract.  Individual costs shall be broken out on the billing report. 
7)
It is the responsibility of the provider to be able to capture, document, and verify information needed to measure the performance measures in Section B.5.
b. Coordination with Other Providers/Entities.  
1)
The provider shall fully cooperate with other providers, department employees, community based organizations, and other service organizations that provide services to refugees that the department may undertake or award other contracts for additional or related work.  
2)
The provider agrees to support, be actively involved in, and cooperate with, all parties involved in the provision of services to clients receiving services from the department under this contract.
3)
The provider agrees to coordinate services with other providers and state entities rendering services to refugee/entrants as the department identifies the need. 
4)
The failure of other providers or entities to cooperate or properly perform service does not relieve the provider of any accountability for tasks or services that the provider is obligated to perform pursuant to the contract.
c. Safeguards Regarding the Use and Disclosure of Client Data.  

1) The provider shall prohibit disclosure of personal identifying client information without consent except for purposes directly connected with, and necessary to, the administration of the program as specified in 45 CFR Part 400.27.

2) The provider agrees to use all information acquired under this contract solely for the purpose of determining the eligibility of persons applying for services funded by RS under authority granted to it by the laws of the State of Florida and of the United States of America.

7.
Departmental Responsibilities.

a.
Department Obligations.  The department will provide a single point of contact, the contract manager as set out in Section III.E.3. of the Standard contract, for the provider who will have the authority to obtain decisions on behalf of the department.  These decisions will be in writing and provided to the provider within ten (10) business days.  The department’s contract manager will be responsible for the performance of the following functions, some of which may be delegated to other department staff:

1) Serve as a liaison between the department and the provider;

2) Provide technical assistance to provider staff in the implementation of refugee interpretation and translation services upon written request;

3) Review and verify the provider’s reimbursement requests within (5) five business days of receipt and either approve the reimbursement request or disapprove the reimbursement request and contact the provider by telephone or e-mail to remedy invoice deficiencies;

4) Attempt to resolve any contractual problems;

5) Receive and ensure the timely review by the department of all project deliverables and changes thereto;
6) Report to department management on project progress and provider concerns;

7) Meet with the provider to convey necessary information pertaining to contract services and related issues;
8) Function as the source of all programmatic material sent to the provider; and
9) Determine the refugee services agencies and DCF program offices authorized to receive interpretation and translation services funded by this contract.

b. Department Determinations.

1) The department has the final authority over the adequacy and availability of records.

2) The department has final authority over approving quality and acceptability of service units and deliverables.

3) The department has final authority over client eligibility for program services.
4) The department has final authority over availability of program funding.

5) The department has final authority in all matters of payment withheld due to duplication of services.
c.
Monitoring Requirements.
1) The provider will be monitored in accordance with existing departmental procedures (CFOP 75-8). Programmatic and administrative monitoring will be performed during the contract period.  The department will monitor interpretation and translation services to ensure that services are provided in accordance with contract provisions and state and federal requirements.
2) Refugee Programmatic Monitoring will occur at least once per contract year, and as deemed necessary, and will include the following:
a) An entrance interview, document review, staff interviews, client interviews, and an exit interview.

b) A review of client files comprising a random sampling of eligible clients, to ensure that the files contain the required documentation as referenced in this contract.

c) A review of records which support the information contained in the monthly reports submitted to the contract manager.

d) A review of the facility to assure compliance with the requirements of the contract.

3) Following the Refugee Programmatic Monitoring: 

a) RS will send to the provider a written report within thirty (30) calendar days from the completion of the exit interview.

b) The provider shall submit corrective action plans, if required, to the department within thirty (30) calendar days of receipt of the written monitoring report.

c) The provider’s failure to correct deficiencies within a forty-five (45) calendar day period of notification may result in termination of the contract.

4) Evaluations of the provider will be based on the performance outcomes described in Attachment I, Section B.5. of this contract and in compliance with contract and programmatic requirements. Failure to meet the performance outcomes as described above may result in termination of the contract.  
5) Administrative Monitoring will include the following:

a) A review of policies and procedures for property management, purchasing, accounting, budgeting, personnel management, travel, property inventories, insurance policies, lease and other rental agreements, CPA management letters and reports; and in-kind or Certified Public Expenditures (CPE) documentation.

b) Interviews with individuals responsible for accounting, purchasing and personnel management.

c) An exit interview, if requested by the department or the provider.
C. METHOD OF PAYMENT.

1. This is a Fixed Rate Contract.

2. Total Contract Amount.  The department will pay the provider for the delivery of services rendered in accordance with the terms of the contract and the department will reimburse the provider for allowable expenditures incurred pursuant to the terms of this contract for a total dollar amount not to exceed $662,500.00, subject to the availability of funds.  The funding level for May 1, 2007 to September 30, 2008 is $173,499.50.  The estimated funding level for October 1, 2008 to September 30, 2009 is $122,250.50 and will be included via budget amendment.  The estimated funding level for October 1, 2009 to September 30, 2010 is $122,250.00 and will be included via budget amendment.  The estimated funding level for October 1, 2010 to September 30, 2011 is $122,250.00 and will be included via budget amendment.  The estimated funding level for October 1, 2011 to September 30, 2012 is $122,250.00 and will be included via budget amendment.
3. Fixed Rate.
a.
Service Unit Rates.  The department agrees to pay for the delivery of service units provided at the unit rates as per the following table, for a total dollar amount not to exceed $173,499.50 for May 1, 2007 to September 30, 2008, subject to the availability of funds.  The number of units shown in the fee presentation below is not the performance goal for the contract.  Performance measures are outlined in Section B.5. of this attachment.  Rather, it is a demonstrative number allocated to different categories of service. Unit numbers and service cost totals may be reallocated within the Service Unit Tables without the need for a formal contract amendment.
b.
Service Unit Table.
	Service Units for May 1, 2007 to September 30, 2008

	Services
	Service Units
	Service Unit Fee
	Service Cost

	Telephonic Interpretation
	97,410 minutes
	$ .95/minute
	$92,539.50

	Document Translation
	368,000 words
	$ .22/word
	$80,960.00

	TOTAL FIXED RATE COST

                                                       $173,499.50


4. Invoice Requirements.  The provider shall submit all requests for compensation for services or expenses in sufficient detail for a pre-audit and post-audit.  The provider shall request compensation for actual allowable expenditures made within the limits of the line item budget through the submission of an originally signed, page-numbered invoice, two (2) page-numbered copies, and an electronic copy to the department’s contract manager.  The department will pay the provider on the basis of invoices and supporting documentation.
5. Supporting Documentation Requirements.  The provider shall maintain records documenting the total number of recipients and names (or unique identifiers) of recipients to whom services were provided and the date(s) on which services were provided, sufficient for an audit trail documenting services provision.
6. Invoice Schedule.  The provider shall submit an invoice for service units delivered no later than the tenth (10th) day of each month.  The final invoice is due forty-five (45) days after the contract ends or is terminated.

7. Invoice Approval Process.  The RS contract manager will have five (5) business days to approve or disapprove the invoice.  Invoices will be approved only after receipt of the complete and accurate required reports and data as outlined in 
Attachment I, B.4.c.1). Once approved, the department will pay the invoice in accordance with Section 215.422, F.S.

8. Budget Revisions. Budget revisions may be authorized under the terms of this contract. The provider must obtain written approval from the department’s contract manager prior to making changes in or between line items of the approved contract budget summary.  Such changes may be allowed by prior letter of approval if the following conditions are met:

a. the change does not decrease or increase the original dollar amount of the contract budget;

b. there is another line item in the budget from which funds can be shifted without affecting the scope of the work; and

c. the change does not involve establishing a new line item.

Budget revisions which do not meet the above conditions will require a properly executed contract amendment signed by the provider and the department.  Such modifications cannot be made retroactive to a date prior to the execution date of the formal amendment.
9. MyFloridaMarketPlace Transaction Fee.  This contract/item is exempt from the MyFloridaMarketPlace Transaction Fee in accordance with 60A-1.032(e), F.A.C.
D.
SPECIAL PROVISIONS.

1.
Fees and Donations.  No fees shall be imposed by the provider to clients served under this contract, other than those set by the department.  Donations, whether monetary or in kind, received by employees of the provider who are paid wholly or in part under this contract, must be used for the benefit of the program unless the donor clearly states that the donation is for another purpose.  A record must be kept of all monetary donations and a report of disbursement must be submitted to the Contract Manager at least quarterly.  Likewise, donations made to the provider and designated specifically for the program funded by this contract must be accounted for and disbursed for the benefit of the program and/or its clients.

2.
Applicable Laws and Regulations.  In addition to the laws set out in the Standard Contract under Section I.C. on page one of this contract, the provider agrees to comply with the following laws, regulations and any amendments or additions to these laws and regulations:

· 45 CFR, part 80, Non-discrimination Under programs Receiving Federal Financial Assistance through the Department of Health and Human Services Effectuation of Title VI of the Civil Rights Act of 1964
· 45 CFR Part 400 - HHS Refugee Resettlement Program
· 45 CFR Part 401 - Cuban/Haitian Entrant Program
· 45 CFR Part 92 - Uniform Administrative Requirements for Grants and Cooperative Agreements to State, Local, and Tribal Governments
· OMB Circulars A-87, A-21 or A-122 - Federal Cost Principles (depending upon the type of organization)
· 48 CFR, Ch. 1, Subch. E, Subpart 31.2., Federal Acquisition Regulations for Commercial Organizations
· 48 CFR, Ch. 1, Subch. E, Subpart 31.3., Federal Acquisition Regulations for Educational Organizations
· 48 CFR, Ch. 1, Subch. E, Subpart 31.7., Federal Acquisition Regulations for Non-profit Organizations
· Rule 69I-40 and 69I-42, F.A.C. - (Bureau of Auditing and Travel Expenses)
· CFOP 40-1 - The Department of Children and Families Official Travel Rules and Regulations
· CFOP 75-8 - The Department of Children and Families Contract Monitoring Operating Procedures
· CFOP 80-2 - The Department of Children and Families Property Management Rules and Regulations
· Rule 65-29.001, F.A.C., Financial Penalties for a Provider’s Failure to Comply with a Requirement for Corrective Action
· The Trafficking Victims Protection Act of 2000, 22 U.S.C. Section 7101
· The Trafficking Victims Protection Reauthorization Act of 2003, 22 U.S.C. Section 7101
· The Immigration and Nationality Act, 8 U. S. C. Section 1101 et seq.
· Personal Responsibility and Work Opportunity Reconciliation Act of 1996, P. L. No. 104-193, 100 Stat. 2105
· Intergovernmental Cooperation Act, 31 U.S.C. Section 6501 et seq.
· Public Information Act, 5 U.S.C. Section 552(a)
· The Florida Human Trafficking Law, Section 787.06, Florida Statutes
· Rules 30A-40 and 30A-42, F.A.C. - (Bureau of Auditing and Travel Expenses)
· Title VI of the Civil Rights Act of 1964 which prohibits discrimination against persons with limited English proficiency based on their national origin under any program or activity receiving Federal financial assistance
· Florida Statutes Chapter 39, Sections 201and 202 - The Florida Abuse Hotline and Confidentiality of Reports and Records in Cases of Child Abuse or Neglect
3.
Grievance Process.  The provider shall establish a system through which applicants for services and current clients may present grievances about the operation of the contract.  Such procedure shall, at a minimum, address the client’s due process rights and any substantive issues sought to be raised by the client.  The provider shall advise the client of the proper method of invoking these procedures.
4.
Information Technology Resources (ITR).  All department contract providers must receive written approval from the department prior to purchasing any ITR with contract funds.  The provider agrees to secure prior written approval by means of an Information Resource Request (IRR) form before the purchase of any ITR.  The contract manager is responsible for serving as the liaison between the provider and the department during the completion of the IRR, in accordance with CFOP 50-9, Policy on Information Resource Requests.  The provider will not be reimbursed for any ITR purchases made prior to obtaining the department's written approval.

5.
Property.  The word "property" as used in this section means equipment, fixtures, and other tangible personal property of a nonconsumable and nonexpendable nature, the value or cost of which is $1,000 or more and the normal expected life of which is 1 year or more, and hardback-covered bound books that are circulated to students or the general public, the value or cost of which is $25 or more, and hardback-covered bound books, the value or cost of which is $250 or more.  Each item of property which it is practicable to identify by marking shall be marked in the manner required by the Auditor General.  Each custodian shall maintain an adequate record of property in his or her custody, which record shall contain such information as shall be required by the Auditor General.  Once each year, on July 1 or as soon thereafter as is practicable, and whenever there is a change of custodian, each custodian shall take an inventory of property in his or her custody.  The inventory shall be compared with the property record, and all discrepancies shall be traced and reconciled.  All publicly supported libraries shall be exempt from marking hardback-covered bound books, as required by this section.  The catalog and inventory control records maintained by each publicly supported library shall constitute the property record of hardback-covered bound books with a value or cost of $25 or more included in each publicly supported library collection and shall serve as a perpetual inventory in lieu of an annual physical inventory.  All books identified by these records as missing shall be traced and reconciled, and the library inventory shall be adjusted accordingly.

When state property will be assigned to a provider for use in performance of a contract, the title for that property or vehicle shall be immediately transferred to the provider where it shall remain until this contract is terminated or until other disposition instructions are furnished by the contract manager.  When property is transferred to the provider, the department shall pay for the title transfer.  The provider’s responsibility starts when the fully accounted for property or vehicle is assigned to and accepted by the provider.  Business arrangements made between the provider and its subcontractors shall not permit the transfer of title of state property to subcontractors.  While such business arrangements may provide for subcontractor participation in the use and maintenance of the property under their control, the department shall hold the provider solely responsible for the use and condition of said property.  Provider inventories shall be conducted in accordance with CFOP 80-2.

If any property is purchased by the provider with funds provided by this contract, the provider shall inventory all nonexpendable property including all computers. A copy of which shall be submitted to the department along with the expenditure report for the period in which it was purchased. At least annually the provider shall submit a complete inventory of all such property to the department whether new purchases have been made or not.

The inventory shall include, at a minimum, the identification number; year and/or model,: a description of the property, its use and condition; current location; the name of the property custodian; class code (use state standard codes for capital assets); if a group, record the number and description of the components making up the group; name, make, or manufacturer; serial number(s), if any, and if  an automobile, the VIN and certificate number; acquisition date; original acquisition cost; funding source; and, information needed to calculate the federal and/or state share of its cost.

The contract manager must provide disposition instructions to the provider prior to the end of the contract period.  The provider cannot dispose of any property that reverts to the department without the contract manager’s approval.  The provider shall furnish a closeout inventory no later than 30 days before the completion or termination of this contract.  The closeout inventory shall include all nonexpendable property including all computers purchased by the provider. The closeout inventory shall contain, at a minimum, the same information required by the annual inventory.

The provider hereby agrees that all inventories required by this contract shall be current and accurate and reflect the date of the inventory.  If the original acquisition cost of a property item is not available at the time of inventory, an estimated value shall be agreed upon by both the provider and the department and shall be used in place of the original acquisition cost.

Title (ownership) to and possession of all property purchased by the provider pursuant to this contract shall be vested in the department upon completion or termination of this contract. During the term of this contract, the provider is responsible for insuring all property purchased by or transferred to the provider is in good working order.  The provider hereby agrees to pay the cost of transferring title to and possession of any property for which ownership is evidenced by a certificate of title. The provider shall be responsible for repaying to the department the replacement cost of any property inventoried and not transferred to the department upon completion or termination of this contract.  When property transfers from the provider to the department, the provider shall be responsible for paying for the title transfer.

If the provider replaces or disposes of property purchased by the provider pursuant to this contract, the provider is required to provide accurate and complete information pertaining to replacement or disposition of the property as required on the provider’s annual inventory.

The provider hereby agrees to indemnify the department against any claim or loss arising out of the operation of any motor vehicle purchased by or transferred to the provider pursuant to this contract.

A formal contract amendment is required prior to the purchase of any property item not specifically listed in the approved budget.

6.
Force Majeure.  Neither party shall be liable for loss or damage suffered as a result of any delay or failure in performance under this Agreement or interruption of performance resulting directly or indirectly from acts of God, civil or military authority, acts of public enemy, war, riots, civil disturbances, insurrections, accidents, fire, explosions, earthquakes, floods, water, wind, lightning, strikes or other labor disputes, shortages of suitable parts, materials, labor or transportation to the extent such events are beyond the reasonable control of the party claiming excuse from liability resulting therefrom.
7.
Refugee Services Minimum Computer Hardware and Software Requirements. 

a.
Refugee Services minimum computer hardware and software requirements for existing machines that are used to enter data into the RSDS application and for new computers purchased through this contract are referenced in Attachment VII.
b.
Broadband internet access is required.

8.
Outreach Materials.  All outreach materials, including flyers, advertisements, public service announcement scripts, etc., prepared with RS grant funds must include a statement acknowledging that the project is funded by a grant from the “U.S. Department of Health and Human Services, Office of Refugee Resettlement and administered by the Florida Department of Children & Families”.   

9.
Dispute Resolution.  It is anticipated that the provider and department shall agree to cooperate in resolving any differences concerning performance or in interpreting this contract. Within five (5) business days of the execution of a contract for services, each party shall designate one person to act as its representative for dispute resolution purposes, and shall notify the other party of the person’s name and business address and telephone number.  Within five (5) business days from delivery to the designated representative of the other party of a written request for dispute resolution, the representatives will conduct a face-to-face meeting to resolve the disagreement amicably.  If the representatives are unable to reach a mutually satisfactory resolution, the representatives shall make written recommendations to the Secretary who will work with parties to resolve the dispute.  The parties reserve all their rights and remedies under Florida law.  Venue for any court action shall be Leon County, Florida.  

10.
MyFloridaMarketPlace Registration.  To comply with Rule 60A-1.030, F.A.C., each provider doing business with the State for the sale of commodities or contractual services as defined in section 287.012, F.S., shall register in the MyFloridaMarketPlace system, unless exempted under Rule 60A-1.030(3), F.A.C.  Information about the registration process is available, and registration may be completed, at the MyFloridaMarketPlace website (link under Business on the State portal at www.myflorida.com).

11. Liquidated Damages (for Failure to Comply with Contract Requirements).

a. The department may assess liquidated damages as an additional remedy pursuant to Section 65-29.001(10), F.A.C. for failure to comply with the following contract requirements:
1) Late Narrative Report Submission.  The provider may be assessed liquidated damages of $16.75 per day for each day that the required narrative report submission exceeds the deadline as specified in Section B.4.c.1).

2) Unacceptable Narrative Report Submission.  The provider may be assessed liquidated damages of $16.75 per day for each day that the required narrative report submission is deemed unacceptable by the contract manager and notification is made to the provider.  Unacceptable narrative report submission comprises narratives that are either inaccurate (unacceptable business practice or policy) or incomplete (omission of statistics, deliverables, service units, and/or performance goals, etc.).  The provider has up to three (3) business days within which the provider may make acceptable or rectify the deficiencies identified in the narrative report and resubmit the report to the department.  Notwithstanding the three (3) business day time frame to make acceptable or complete the narrative report, RS will continue to assess liquidated damages until such time as the report is resubmitted in an accurate and complete format.

b. In the event that an extenuating circumstance beyond the control of the provider affects the timely and/or acceptable submission of a narrative report, the provider may request an extension of the contract deadline for the narrative report submission.  The individual possessing signature authority with the provider shall, on company letterhead, attest to and document the extenuating circumstance to the Director of Refugee Services.  This individual shall detail the steps that the provider has put into place to submit the required report and provide a specific date for submission of the report.  This individual shall also detail the steps to avoid, if possible, a future recurrence of such extenuating circumstance.  The provider shall submit this attestation to the contract manager no later than ten (10) business days following the due date(s) for the narrative report.  Submission of said attestation to RS does not constitute acceptance of the attestation.  It is specifically intended by the parties that acceptance, in writing by the Director of Refugee Services, of the required attestation documenting the extenuating circumstance beyond the control of the provider shall constitute a separate act and shall occur within five (5) business days following receipt of the attestation.
c. Barring RS acceptance of extenuating circumstances beyond the control of the provider, the department’s contract manager may assess liquidated damages against the provider for each occurrence of the above circumstances.  The department’s contract manager will apply the liquidated damages against current or future invoice submissions submitted by the provider and will work with the Department of Financial Services to ensure appropriate invoice payment.
LEFT INTENTIONALY BLANK















33
8

