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190148-ROQ
Language Services: Interpreting; Transcription/Translation; American Sign Language
SCOPE OF WORK



REVIEW OF QUALIFICATIONS FOR SPANISH AND LESSER-USED LANGUAGES (LUL) INTERPRETING SERVICES, TRANSCRIPTION & TRANSLATION SERVICES, AND INTERPRETING, TRANSCRIPTION/TRANSLATION SERVICES FOR THE DEAF AND HARD OF HEARING.
1. PURPOSE/BACKGROUND:
This solicitation is for the Judicial Branch of Arizona in Maricopa County [Court] and Maricopa County [County] departments, to obtain responsive and responsible, qualified interpreters and transcriptionists and/or translators, to provide Spanish and Lesser-Used Languages (LUL) interpretation for litigants and court users with Limited-English Proficiency (LEP).  Transcription and/or translation services are used in a variety of areas including, but not limited to: audio/video recordings or police and forensic interviews, 911 calls, confrontation calls, jail video visitations, body worn camera footage, undercover recordings, wire taps, court documents, affidavits, letters, forms, transcripts, and brochures.  American Sign Language (ASL) Interpretation and Transcription/Translation Services provided for litigants and court users who are deaf or hard-of-hearing, and/or blind.

Qualified Offerors shall be placed on the Qualified Roster List and their services shall be used based on demand, skills, and experience.

The Court/County needs Spanish and Lesser-Used Languages (LUL) interpreters to provide assistance to LEP individuals in all case types and in a variety of settings, including but not limited to: initial appearances; arraignments; pre-trial hearings; trials; sentencing hearings; settlement disputes; attorney/client interviews; pre-sentence investigation interviews; post-conviction matters; counseling/treatment services; meetings with probation officers; arbitration; mediation; expedited visitation; parent information classes; conciliation; and other assignments/services as needed/ordered.

The Court/County reserves the right, during the term of the contract, to assign tasks on an as needed basis.  The Court/County has the final authority to make decisions about assignments, including the use and rotation of team interpreters.  Contractor may be assigned to provide services at any of the following locations:

A. Within the secure perimeter of a Maricopa County Jail (including Correctional Health Services) and/or juvenile detention facilities throughout Maricopa County (https://www.mcso.org/Home/Jails);
B. All Court facilities throughout Maricopa County (https://superiorcourt.maricopa.gov/locations/); 
C. At a provider’s place of business within Maricopa County (including Hospitals);
D. An Arizona State Prison; or
E. Other locations as directed by Court/County.
This solicitation will be open and continuous.  To be considered, Offerors shall submit all of the information requested in the Request of Qualification [ROQ] solicitation.
Multiple awards may result from this solicitation; multiple agencies may use the resulting contract(s).  The Court reserves the right to remove any interpreter and/or translator at will upon the notification and issuance of an incident report involving the interpreter by the requesting agency/agencies.
2. DEFINITIONS:
A. “Administrative Hearing/Dispositions”: On-site interpreting for administrative processes including hearings and dispositions, employing the appropriate mode (Simultaneous Interpretation, Consecutive Interpretation, or Sight Translation).
B. “American Sign Language (ASL) Interpreters”: A highly skilled, educated, certified and licensed individual who listens to speech and repeats it back to the deaf or hard-of-hearing person via signed languages or tactile deaf/blind interpreting.
C. “Arizona Court Interpreter Credentialing Program [ACICP]”: Courts are expected to show a preference for those interpreters who are credentialed whenever contracting with freelance interpreters.  More information is available via: https://www.azcourts.gov/interpreter/Arizona-Court-Interpreter-Credentialing-Program.
D. “Arizona Revised Statutes [A.R.S.]”: Arizona’s current governing laws.
E. “Certified Deaf Interpreter [CDI]”: Deaf or hard-of-hearing individuals who are nationally certified by the Registry of Interpreters for the Deaf [RID].  They serve as an equal member of the interpreting team along with a certified hearing interpreter.
F. “Consecutive Interpreting”: The oral transfer of the full and accurate meaning from the source language into the target language during pauses in the discourse of the target language speaker(s).  The interpreter typically takes notes as a memory aid to reconstruct the message and may seek clarification or repetition when necessary.
G. “Court Interpreter”: An interpreter with certification from one of the following:
1. Administrative Office of the U.S. Courts;
2. Administrative Office of a state court;
3. National Association of Judiciary Interpreters and Translators;
H. “Court Interpreting”: On-site interlingual facilitation and meaning transfer, performed in the consecutive, simultaneous, or in the sight translation mode for any Court proceeding.
I. “Court Interpretation and Translation Services [CITS]”: The office of the Court responsible for providing interpreter and translator services to LEP individuals.
J. “Interpreter”: A person who is able to accurately and impartially convey the meaning of a word or group of words from a source language (e.g., Spanish) into a target language (e.g., English), maintaining the same register or level of language spoken and style of the speaker; converts spoken statements from one language to another in various settings; involves listening to, understanding content, then converting statements into the target language; interprets accurately and completely and is knowledgeable of subject matter and interpreter protocol; understands almost all forms and styles of speech pertinent to professional needs as well as general topics and social conversation; comprehends sociolinguistic and cultural references as well as technical discussions and discourse.
K. “Interpreting”: The provision of interlingual facilitation in ASL, Spanish and/or Lesser-Used Languages (LUL) to/from English for litigants and Court users who are Limited-English Proficient (LEP).
L. “Judicial Branch”: The Judicial Branch of Arizona in Maricopa County that executes the contract, referred to as “Court” within this solicitation.
M. “Justice System Translation & Interpretation Services [JSTIS]”: A County agency responsible for providing out of Court interpretation, transcription and translation for the publicly funded prosecution and defense agencies.
N. “Legal ASL Interpreters”: An individual who is qualified by education, examination and work history to provide interpreting in a legal setting.  A legal license is required to interpret in court settings, interactions with law enforcement, and attorney/client meetings, among other things.  Refer to A.R.S. 12-242 for a complete list of settings which require a legal licensed interpreter.  Visit www.acdhh.org for more information.
1. Legal A: Interpreters must hold a Specialist Legal Certification (SC:L) in order to qualify and are authorized to work in any legal setting.
2. Legal C: Interpreters must meet specific certification, work experience, and training requirements, and are authorized to work in legal settings only when teamed with a Legal A interpreter.
3. Legal D: Interpreters are Deaf or Hard-of-Hearing and must meet specific certification, work experience and training requirements.  Legal D interpreters typically team with Legal A interpreters in legal settings that require a Certified Deaf Interpreter (CDI).
O. “Maricopa County”: The Maricopa County government, referred to as “County” within this solicitation.
P. “Relay Interpreting”: When multiple interpreters speaking different languages work as a team to interpret for an event, for example, English to Spanish to Ixil and the converse.
Q. “Remote Video Interpreting”: A video-telecommunication services that uses devices such as web cameras or videophones to provide sign language or spoken language interpreting services.
R. “Scheduled Telephonic/Internet Interpreting”: Over the telephone or internet interpreting that is scheduled in advance of the assignment, requiring the same skills as the on-site interpreting.
S. “Sight Translation”: A mode of interpreting in which the interpreter reviews a written document in the source language and then interprets it aloud to a listening audience in the target language.
T. “Simultaneous Interpreting”: The oral transfer of the full and accurate meaning of the source language into the target language, while the source language speaker is speaking, lagging just slightly behind the source version.
U. “Team Interpreting”: When multiple interpreters work as a team during the interpretation event so they can switch off to maintain accuracy of the interpretation and avoid fatigue, also known as tandem interpreting.
V. “Telephonic/Internet Interpreting – On Demand”: On demand interpretation delivered over the telephone or internet, requiring the same skills as the on-site interpreting.
W. “Telephonic/Internet Interpreting – Scheduled”: Over the telephone or internet interpreting that is scheduled in advance of the assignment, requiring the same skills as the on-site interpreting.
X. “Transcription”: Transcribes verbatim from audio/video recordings into appropriate format using a word processing program; reviews documents for accuracy, completeness, and typographical and format errors; a representation in writing of the actual pronunciation of a speech sound, word, or piece of continuous text, accounting for non-verbal content such as gestures; process of converting or transferring spoken language into written language, or written language into another written medium.
Y. “Translation”: A written transfer of meaning from a source document language into the target language.
Z. “Translator”: The individual performing translation work.
3. HISTORICAL USAGE DATA:
A. CITS Historical Data, see Exhibit 1: CITS Historical Data Language Summary 2017 – 2018.
B. American Sign Language, Interpreting, and Transcription/Translation historical usage data see Exhibit 2: JSTIS Historical Interpretation and Transcription & Translation Requests.

4. GENERAL REQUIREMENTS – Contractors shall:
A. Identify any subcontractor(s) that will be utilized in association with response to this Solicitation; subcontractor(s) will be subject to Court approval.  Ensure that subcontractor(s) meet the qualifications and requirements of this Solicitation.  Failure to identify current subcontractors will result in the response being deemed unresponsive.
B. Submit an interpreter add request form (see Exhibit 3: Set Rates and Interpreter Credential Guidelines) when requesting to add additional subcontractors at the approval and discretion of the Court; a separate line item is requested for each interpreter and each language spoken.
C. Be impartial and unbiased and shall refrain from conduct that may give an appearance of bias.  During the course of the proceedings, interpreters shall not converse with parties, witnesses, jurors, attorneys, or with friends or relatives of any party, except in discharge of their official functions.
D. Disclose any real or perceived conflict of interest, including any prior involvement with the case, parties, witnesses or attorneys, and shall not serve in any matter in which they have a conflict of interest, unless approved by the Court/County.
1. CITS and JSTIS are aware that there may be limited availability of qualified interpreters.  As a result, when requesting an interpreter/translator, the same interpreter that interpreted in/out of Court may be needed for a case.  When this occurs, it is incumbent on the interpreter to notify CITS, JSTIS, and all other parties prior to interpreting for the case.
2. It is critical that the interpreter/translator maintains strict confidentiality between the parties, as the interpreter, through contact with individuals and/or other work on the case, may be made aware of something when working for either the prosecution or defense that cannot and should not be shared with opposing counsel.  Violation of this confidentiality will result in an incident report and suspension of services.
E. Notify the Procurement Officer of any pending or future personal litigation involving themselves as individuals, their relatives, or their controlled business.
1. “Relative” means immediate family members, to include a spouse, child, grandchild, parent, grandparent, sibling or other person with whom the Contractor and/or subcontractor maintains a close familial relationship, including any person residing in the Contractor’s or subcontractor’s household.
2. “Controlled business” means a company, a majority of whose voting stock or ownership is held by the Contractor or subcontractor.
3. “Personal litigation” includes civil, juvenile, tax, mental health, domestic violence, criminal, family court, probate, lower court appeal and/or justice court matter, whether contested or uncontested, which is pending or will be filed in Judicial Branch or Justice Courts in Maricopa County.
F. Possess working knowledge of legal terminology, the American system of jurisprudence, courtroom proceedings protocol for the Judicial Branch and Justice of the Peace Court systems.
G. Interpret faithfully, accurately, and completely to include everything that was said, preserve the tone and register of the language of the speaker, and neither change nor add to what is said or omit or alter in any way.
H. Not disclose the nature of the interpretation, material transcribed and/or translated to anyone outside the requesting agency (CITS/JSTIS) other than linguistic consultations with colleagues.
I. Submit to and pass a Court/County fingerprint and background check.  Upon clearance of fingerprint and background check, be issued a Court identification or badge that identifies them as a contract interpreter while on assignment.
J. Limit themselves to interpreting or translating, and shall not give legal advice, express personal opinions to individuals for whom they are interpreting, or engage in any other activities which may be construed to constitute a service other than interpreting or translating while serving as a contract interpreter.
K. Not solicit or accept other business activities while appearing at a Court/County event or at any Court/County facility.
L. Assess at all times their ability to deliver their services.  When interpreters have any reservation about their ability to satisfy an assignment competently, they shall immediately convey that reservation to the appropriate Court/County authority.
M. Report to the requesting agency at least ten (10) minutes prior to scheduled appearance, either in person or via telephone, but as directed by requesting agency.
N. When an event is scheduled far enough in advance, notify the requesting agency at least two (2) business days prior to the assigned date and time if unable to provide an interpreter for a requested assignment.
O. Respond to a Court/County request for interpreter before 4:00 p.m. the business day before the event is scheduled notifying the Court/County of the scheduled interpreter’s name.
P. Abide by all laws and local regulations, instruction of appropriate staff/inmate contact from Court/County concerning personal conduct in all Court, jail, juvenile detention facilities and hospitals.
Q. Adhere to CITS Code of Ethics, see Exhibit 4: CITS Code of Ethics.
R. Adhere to the Arizona Court Interpreter Code of Conduct provided by the Supreme Court of the State of Arizona Administrative Order No. 2015-98 (http://www.azcourts.gov/Portals/22/admorder/Orders15/2015-98.pdf).
S. In the course of their service to the requesting agency, interpreter shall conduct themselves in a manner consistent with the dignity of the court and shall be as unobtrusive as possible.
T. Be groomed and dress in appropriate business attire:
1. Attire should be clean and neat and not cause a distraction.  Avoid excessive or oversized jewelry.  Dark or muted color tones work best, avoid busy patterns.  Court identification badge should be visible at all times.
2. Women: Wear something with sleeves, and consider layers as courtroom temperatures vary.  Do not wear garments with low cut necklines that show cleavage and/or dresses/skirts with revealing slits/hemlines.  Dress/skirt length should be modest.  Slacks should be pressed.  Dress shoes should have a moderate or low heel.
3. Men: Collar shirt with a tie, pressed slacks, socks and dress shoes.
4. Polo shirts, jeans and/or athletic shoes are never acceptable in the courtroom.
U. Be able to work with interpreting equipment in the courtroom and equipment used to provide remote interpreting services by telephone, which may be issued by CITS/JSTIS in conjunction with the assignment; see Exhibit 11: Interpreter Equipment.
V. Be expected to work in interpreting situations with other interpreters procured by the Court/County.
W. Be available to the Court/County for the entire time agreed upon for each assignment (e.g., if the contract interpreter is requested for one half-day and the court proceeding(s) specified on the assignment only lasts ten (10) minutes, the Court/County may require the contract interpreter to provide additional interpreting services as directed by CITS/JSTIS within the contracted period).
X. Ensure the contract interpreter fully understands the scope of the assignment(s) and the skills and ethical obligations imposed by the assignment(s).
Y. Be able to provide services on an as needed basis.
Z. Protect the confidentiality of all privileged and other confidential information.
AA. Not publicly discuss, report, or offer an opinion concerning a matter in which they are or have been engaged, even when that information is not privileged or required by law to be confidential.
5. AMERICAN SIGN LANGUAGE REQUIREMENTS – Contractors shall:
A. Possess a valid Arizona Legal Sign Language Interpreting License in accordance with the Licensure Rules established by the Arizona Commission for the Deaf and Hard-of-Hearing (www.acdhh.org).
B. Be proficient in Simultaneous, Consecutive and Sight Translation techniques.
C. Provide equal access and act as an interpreter between individuals who are deaf or hard-of-hearing.
D. Adhere to the ethical guidelines of the Registry of Interpreters for the Deaf [RID] Code of Professional Conduct (https://www.rid.org/ethics/code-of-professional-conduct/).
E. Provide the following types of services: sign language interpretation, both in-person and via remote hookup, tactile/low vision.
F. May provide certified transcription and translation of video recordings.
6. INTERPRETING LANGUAGE REQUIREMENTS – Contractors shall:
A. Be highly proficient in both English and Non-English language(s).
B. Be credentialed, as applicable for the Court/County, per the Arizona Judicial Branch (http://www.azcourts.gov/interpreter/Arizona-Court-Interpreter-Credentialing-Program/Earning-a-Credential).
C. Be registered, as applicable, for the Court/County, in the Arizona Court Interpreter Registry.
D. Accurately and completely represent their certifications, training and pertinent experience by providing proof of credentials and qualifications.
E. Be able to provide interpreting services for matters filed in Court and/or authorized by the Court/County that requires language assistance for an LEP litigant, witness, victim, or anyone entitled to such language assistance.
F. Possess the necessary interpreting skills and knowledge to accurately and completely interpret in the simultaneous mode, or consecutive mode, and/or sight translation mode.
G. Remote Video Interpreting
1. CITS may provide a Remote Video Access Interpretation when the location of the request does not allow for an in-person interpreter.  CITS assigns highly trained staff and contract interpreters to meet the Courts language needs.
2. JSTIS may request a Remote Video Interpretation event when the location of the event does not warrant the use of an in-person interpreter.  The request will be scheduled in the same manner as all other interpreter requests.



H. Telephonic – On-Demand Interpreting
1. In the event of an interpreter being unavailable due to language or time constraints, CITS may utilize telephonic interpreting to provide court matters access to a phone bank of interpreters that provide multiple languages.  If time is the essence telephonic on demand interpreting is available but CITS may also provide telephonic request when scheduled. 
2. JSTIS may utilize On-Demand Interpreting to provide attorneys with access to a phone bank of interpreters that provide multiple languages on demand.  This would typically be utilized during a home visit when time is of the essence.
I. Telephonic – Scheduled Interpreting
1. In the event of an interpreter being unavailable due to language or time constraints, CITS may utilize telephonic interpreting to provide court matters access to a phone bank of interpreters that provide multiple languages.  If time is the essence telephonic on demand interpreting is available but CITS may also provide telephonic request when scheduled.
2. JSTIS may request a Telephonic Scheduled Interpreting event when the location of the event does not warrant the use of an in-person interpreter.  The request will be scheduled in the same manner as all other interpreter requests.
3. Typically these events are short in nature and provide assistance to an attorney with scheduling a longer in-person interpretation event.
7. TRANSCRIPTION AND TRANSLATION REQUIREMENTS – Contractors shall:
A. Demonstrate proficiency in English and the non-English language at the superior level in understanding, reading and writing skills through a language testing service such as ALTA Language services.
B. Possess at least a high school diploma or equivalent (a professional degree in Translation or B.A. in English or the foreign language is preferred).
C. Comply with the American Translators Association Code of Ethics and Professional Practice (https://atanet.org/governance/code_of_ethics.php).
D. Use Express Scribe software, as this is the software used by CITS/JSTIS to identify time stamps for start/stop locations on a recording or other software deemed acceptable in the future.
E. Have experience transcribing audio/video recordings conducted in a foreign language, American Sign Language, and/or English, as well as translating legal documents, transcripts, forms, brochures, and other types of instruments used in court.
F. Not omit or add to the versions they transcribe or translate, nor change the register, tone, or intent of versions.
G. Ensure all source language texts prepared by transcriber shall be verbatim and direct, without resorting to the third person or describing or commenting on the text, either marginally or in footnotes, beyond the need of a transcriber’s note referring to language issues.
H. Ensure all target language texts prepared by translator shall be direct, without resorting to the third person, describing, or commenting on the text, either marginally or in footnotes, beyond the need of a translator’s note referring to language issues.
I. Refer to him/herself as “the transcriber” and/or “the translator” when including a transcriber’s/translator’s note.
J. Identify any section of the conversation spoken in the target language so a reader may see that the text is the product of the speaker and not the transcriber.  This is typically accomplished by italicizing the text.
K. Identify all utterances spoken or written in the target language so that the reader may see that the text is the product of the source text’s speaker/author and not the translator.  This is typically accomplished by italicizing the text.
L. Not disclose the nature of the material transcribed/translated to anyone outside of the requesting agency (CITS/JSTIS) other than linguistic consultations with colleagues.
M. Listen to the entire recording to be transcribed and identify all segments to be transcribed per CITS/JSTIS guidelines, unless given explicit instructions by CITS/JSTIS to only transcribe certain segments of the recording.  Any timestamps provided by CITS/JSTIS, unless otherwise stated at the time of assignment, are estimates only.
N. Be responsible for calculating the actual recording time transcribed.  Any dialogue times provided by CITS/JSTIS are estimates only.
O. Follow all style and/or formatting requirements as provided by CITS/JSTIS; see Exhibit 5: JSTIS T&T Guidelines.
P. Complete work order on or before the agreed upon deadline unless approved in writing by CITS/JSTIS in advance of the deadline.
Q. Ensure that the submitted documents are professional, visually acceptable and legible.
R. Spellcheck, Proofread and Edit work documents before submitting completed transcripts.
S. Provide a Certification of Accuracy; see Exhibit 7: Transcription & Translation Certification of Accuracy.
1. LUL and ASL Transcription and/or Translation: Contractors shall provide Certification of Accuracy.
2. Spanish Transcription and/or Translation: Preference will be given to Contractors that provide Certification of Accuracy.  Work may be proofread, evaluated, and/or certified by CITS/JSTIS translators.
T. Ensure that work is complete and accurate.  Taking into consideration the quality of the recording received, which is identified and provided to the Contractor in advance of accepting the assignment, if the quality of the work is sub-par and time permits, work may be returned to the Contractor for corrections.  If the corrections are made by CITS/JSTIS, invoices may be adjusted based on the amount of work effort that was spent correcting documents.  Documentation will be provided to the Contractor to substantiate the level of CITS/JSTIS work effort and will include the Word Document Properties; see Exhibit 6: Supporting Documentation for JSTIS Invoice Adjustments/Credits.  If the invoice for the work has been paid before the entire transcript has been reviewed Contractor can refund monies, or the amount adjusted will be taken as a credit against future invoices, until it has been recaptured.
U. Ensure that all transcripts/translations include the following when submitting finished work product:
1. Case name and number (including defendant name when appropriate).
2. Name of the document prepared.
3. Number of pages.
4. Actual recording time transcribed (transcription only).
5. Total time spent transcribing and/or translating.
6. Word count of target text (translation), do not include any word counts that were spoken in the target text language from the source text language, unless it is an ASL translation.
7. Document avowal (avowals should never be included in word counts).
8. Certification of work performed, when required.
V. Stop work if the Court/County issues a “Stop Work” for any work in progress, all work must stop immediately.  The Contractor shall submit any partial work completed and bill the Court/County for work performed before the Stop Work was issued.
8. EDITING AND PROOFREADING WITH CERTIFICATION OF ACCURACY SERVICES REQUIREMENTS – Contractors shall:
A. Meet all requirements identified in section 7: Transcription and Translation requirements.
B. Edit and proofread the work completed by another transcriptionist/translator and prepare final transcript(s) for Court/County use with a Certification of Accuracy; see Exhibit 7: Certification of Accuracy.
C. Charges for service should be based on a per page rate of the final document prepared.
9. SCHEDULING REQUIREMENTS – Contractors shall:
A. Interpreting services shall be billed at a rate of a minimum of two (2) hours and in ¼ hours (15-minute) increments thereafter.
B. As part of the hourly rate, the interpreter is expected to arrive ten (10) minutes prior to the scheduled appointment or at the time designated by the requesting agency.
C. An interpreter that is late to an assignment shall be paid a pro-rated fee deducting the amount of time late from the time originally requested by the requesting agency.
D. Half-day rates: Events may be scheduled for half days (4-hours) either mornings or afternoons, but not a block of time in the middle of the day.
E. Full-day rates: Events may be scheduled for full days (8-hours) with up to 1.5 hours unpaid meal break.
F. Remote Video Interpreting:  CITS/JSTIS may request a Remote Video Interpretation event when the location of the event does not warrant the use of an in-person interpreter.  The request will be scheduled in the same manner as all other interpreter requests.
G. Telephonic On-Demand Interpreting:  CITS/JSTIS may utilize On-Demand Interpreting to provide attorneys with access to a phone bank of interpreters that provide multiple languages on demand.  This would typically be utilized during a home visit when time is of the essence.
H. Telephonic Scheduled Interpreting.  CITS/JSTIS may request a Telephonic scheduled interpreting event when the location of the event does not warrant the use of an in-person interpreter.  The request will be scheduled in the same manner as all other interpreter requests.  Typically these events are short in nature and provide assistance to an attorney with scheduling a longer in-person interpretation event.
I. Sample Interpreter Request and Transcription & Translation Request, see Exhibit 8: JSTIS Sample Interpreter Request and Exhibit 9: JSTIS Transcription/Translation Request Sample and Exhibit 10: CITS Sample Interpreter Request Form.

10. GENERAL BILLING REQUIREMENTS – Contractors shall:
A. All invoice terms are net 30 upon receipt of a properly formatted invoice.
B. Submit an original invoice for services rendered no later than thirty (30) days after completion of a given assignment.  Invoices submitted later than thirty (30) days after services are rendered, will not be paid.
C. Submit invoices through Maricopa County Vendor Self Service (VSS) portal for assignments issued through the Court (https://azdom-vss.hostams.com/webapp/PRDVSS1X1/AltSelfService).  Invoices may be submitted to Court Accounts Payable email at: JudicialAPInvoices@mail.maricopa.gov; invoices will not be accepted via regular mail.
D. Submit invoices directly to the JSTIS Department via email for assignments issued through the County, unless instructed otherwise.
E. Inaccurate invoices, not in compliance with the pricing and payment terms of the Contract, received by the Court/County from the Contractor shall be returned to the Contractor for corrections.
F. Issues regarding billing or invoicing shall be directed to the using agency as listed on the Purchase Order.
G. Interpretation: Each request will be paid per the rates, not individual cases (e.g., if a request is sent for interpreting services and multiple case numbers are listed along with the start time and estimated length of hearing/event, then interpreter shall only bill for the total amount of hours spent interpreting, not billing for each case).
H. Interpretation: When an interpreter is permitted to bill two (2) separate half-days during the same working day, the first half-day should be billed at the half-day rate and the second prorated difference between the half-day and full-day rates.
I. Interpretation: No payment will be provided for travel time for travel within the local commuting area of the court location in which the contract interpreter is working.  The local commuting distance to the courthouse will be set by the Court/County.  In the absence of a court-specific local commuting region, it will be construed as a 30-mile radius of the courthouse.
J. The interpretation invoice shall, at a minimum, include all of the following:
1. Requesting Agency Name and Address;
2. Name of the interpreter;
3. Language provided;
4. Invoice number;
5. Contract number;
6. Purchase Order number;
7. Case name and number [unless assigned to the Regional Court Center (RCC) or Early Disposition Court (EDC) which handle high volume cases where the case number is not documented in advance].
8. Remittance address; and
9. Dates, times, and duration of the interpreting services provided.
K. Interpreter Rates:
1. Interpreter events shall be billed as follows:
a. Telephonic Rate: Billable as first 15-minute increment (minimum rate) and then a rate for each additional minute.
b. Hourly Rate: Minimum 2 hours and then in 15-minute increments.
c. Half-day Rate: Minimum of 4 hours.
d. Full-day Rate: 8 hours with up to 1.5 hours unpaid meal break.
e. After hours/Weekend Rates: Before 8:00 a.m., after 5:30 p.m., any Saturday, Sunday or legal holiday observed by the Court/County shall be billed at time and a half.
2. Interpretation rates will be based on the Certification level of the interpreter which is on file with Court Procurement and based on the language requested; see Exhibit 3: Set Rates and Interpreter Credential Guidelines.
a. Interpreters for the Deaf and Hard-of-Hearing:
1. Legal A.
2. Legal C.
3. Legal D (CDI).
b. Federally Certified, AOC Spanish Tier 4, AOC Spanish Tier 3.
c. AOC Spanish Tier 2.
d. AOC LUL Tier 4, AOC LUL Tier 3.
e. AOC LUL Tier A.
f. AOC LUL Tier 1.
g. Lesser-Used Languages without Certification.
L. Interpreter Cancellation Fees:
1. If the contract interpreter is given notice of cancellation of a Court/County proceeding at least 24-hours prior to the scheduled proceeding, no cancellation fee will be paid.
2. Notice of cancellation shall be provided by the requesting Court/County agency to the contract interpreter via telephone and/or email notification.
3. Reassignment: When less than 24-hours’ notice is given for a Cancelled event, a no show event, or if the jail facility is in lockdown, CITS and JSTIS reserve the right to reassign the scheduled contract interpreter to a secondary event for the remaining duration of the initial scheduled event, without penalty or additional charges, provided the time for the secondary event is equal to or less than the initial event.  The interpreter may be reassigned to either CITS or JSTIS.
4. If a contract interpreter is not reassigned due to a cancelled event, a no show event, or if the jail facility is in lockdown, and the contract interpreter is given less than 24 hours’ notice prior to the scheduled event, the requesting Court/County agency will compensate the interpreter the applicable cancellation fee based on the requested duration of the assignment.  For events scheduled for 2 hours or less, Court/County will pay a 2-hour minimum unless the interpreter is reassigned to another event.


5. No Show: When a contract interpreter has arrived as scheduled and the requesting party has not arrived as scheduled, the Contractor shall contact the requesting agency (CITS/JSTIS) by telephone.  The requesting agency will contact the requesting party to determine if the interpreter should wait for reassignment or if the event will be cancelled and rescheduled.  At the discretion of the requesting agency, the interpreter may be reassigned to a secondary event for the remaining duration of the initial request.
6. If a court proceeding is scheduled to last three (3) days or longer, and the contract interpreter is given notice of the cancellation less than 24-hours before the scheduled proceeding, the Court will pay a cancellation fee equivalent to thirty percent (30%) of the agreed upon rate, unless the interpreter is reassigned to another proceeding.
7. No cancellation fee will be paid if notice of cancellation is given less than 24-hours prior to the scheduled proceeding, if cancellation is caused by an occurrence beyond the reasonable control of the Court/County and without fault or negligence, such as acts of God or the public enemy, acts of the government in its sovereign, fires, floods, epidemics, quarantine restrictions, strikes, unusually severe weather, and delays of common carriers.
M. Travel Expenses:
1. For out-of-county, but in Arizona, contract interpreters travelling into Maricopa County, unless advanced arrangements have been made for half or full day rates, per-diem shall be paid in accordance with the United States General Accounting Office (GAO) travel policy guidelines (http://www.gsa.gov/portal/category/100120).
2. For out-of-state contract interpreters travelling into Maricopa County, per-diem shall be paid in accordance with the United States General Accounting Office (GAO) travel policy guidelines.
3. For events in Arizona, but outside of Maricopa County, mileage will be paid at the GSA Privately Owned Vehicle (POV) Mileage Reimbursement Rates (https://www.gsa.gov/travel/plan-book/transportation-airfare-rates-pov-rates-etc/privately-owned-vehicle-pov-mileage-reimbursement-rates).
4. For events out-of-state/country requiring travel, the Contractor shall make and pay for all travel arrangements and provide detailed travel billing expenses.  Contractor will be reimbursed in accordance with the United States General Accounting Office (GAO) travel policy guidelines.
5. Flights: Judicial Branch of Arizona in Maricopa County Travel Coordinator will book and purchase flights for the out-of-state contract interpreter; it will be return flights from the airport of contract interpreter choice to Phoenix Sky Harbor International Airport.  Normally out-of-state contract interpreters are flown in the day prior to the hearing and flown out either the afternoon of the hearing or the day after, depending on how late the hearing ends.
6. Meals and Incidental Expenses (M&IE): The Court/County will pay for M&IE at the rates listed per GSA guidelines (http://www.gsa.gov/travel/plan-book/per-diem-rates).
7. Taxi/Car Service: With proper receipts, the out-of-state contract interpreter will be reimbursed for reasonable taxi/car service rides to/from airports and to/from Court/Jail and hotel; reimbursement will not be made for charges related to taxi/car service wait times and/or tips above the M&IE.
N. Lack of Performance:
1. If the contract interpreter does not report to the assignment for any reason, the interpreter will not be reimbursed for travel expenses or fees for the assignment.
2. If the Judicial Branch of Arizona in Maricopa County paid for travel expenses and the interpreter does not report to the assignment for any reason, the contractor shall reimburse any and all travel expenses.
3. If the contract interpreter reports for an assignment but does not complete the assignment due to illness, personal reasons, or any other reason, the interpreter will be reimbursed for the amount of time the interpreter rendered the services and if he/she is an out-of-state contract interpreter, for authorized travel expenses from the location using the most direct and timely route.
O. Penalty:
1. The Court/County reserves the right to procure the services of a substitute if the Contractor’s interpreter fails to appear at the time and place specified for the proceedings or event or is not qualified; the Contractor shall reimburse the Court/County for all costs in excess of the costs that the Court/County would have incurred if the Contractor had performed the work in accordance with the Contract.
11. TRANSCRIPTION AND/OR TRANSLATION SPECIFIC BILLING REQUIREMENTS:
A. Transcription charges are based on the “Actual Recording time transcribed” identified on the transcribed document.
B. Translation charges are based on the “Word count of target text” if the utterance is spoken/written in the target language, the word is not translated and thereby should not be billed.
C. Translation services for documents only (no transcription required) shall be billed with a 300-word minimum, regardless of language, unless the document is one of multiple documents in a single request.
D. The transcription and translation invoice shall, at a minimum, include all of the following:
1. Requesting Agency Name and Address;
2. Date final documents were submitted;
3. Case name and number (including defendant name when appropriate);
4. Name of document(s) prepared;
5. Actual recording time transcribed per document prepared; this is used for billing of transcription minutes;
6. Word count of target text (translation), do not include any word counts that were spoken in the target text language from the source text language, per document prepared;
7. ASL translation should include the total word count and not just those translated from ASL;
8. Language provided;
9. Invoice number; 
10. Invoice date;
11. Contract number;
12. Purchase Order number; and
13. Remittance address.
12. CERTIFICATION OF ACCURACY BILLING REQUIREMENTS:
A. If there is an additional charge for Certification of Accuracy, please provide this as a separate line item on the invoice.
B. Contractor is responsible for all costs associated with testifying as to the accuracy of their work product in Court.
C. [bookmark: _GoBack]See Exhibit 7 for sample Transcription/Translation Certification of Accuracy.
D. Certification documents should never be included in any word counts for billing purposes.
13. EDITING AND PROOFREADING WITH CERTIFICATION OF ACCURACY SERVICES BILLING REQUIREMENTS:
A. The editing and proofreading invoice shall, at a minimum, include all of the following:
1. Requesting Agency Name and Address;
2. Date final documents were submitted;
3. Case name and number (including defendant name when appropriate);
4. Name of document(s) prepared;
5. Number of pages in the final document (does not include the Certification of Accuracy);
6. Per page rate;
7. Language provided;
8. Invoice number;
9. Invoice date;
10. Contract number;
11. Purchase Order number; and
12. Remittance address.
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