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190148-ROQ
Language Services: Interpreting; Transcription/Translation; American Sign Language
SOLICITATION INSTRUCTIONS



1. INSTRUCTIONS TO RESPONDENTS (Please note that this Section does not become part of any resultant contract):
Proposers are solely responsible for submitting proposals, and any modifications or withdrawals to be submitted electronically to purchasing@superiorcourt.maricopa.gov. Paper responses will not be accepted.
Any proposal, modification, or withdrawal received after the designated time is “late” and will be not be evaluated until the subsequent evaluation period.
A. SCHEDULE OF EVENTS:
This solicitation is an ‘open and continuous’ solicitation for potential vendors (agencies and independents) to respond with a submission.
[bookmark: _GoBack]Submissions will be swept on a weekly basis (close of business on Fridays) through March 31, monthly (close of business on the last day of the month) from April through June, and then quarterly thereafter (close of business on the last day of the quarter); 1st Quarter (July – September); 2nd Quarter (October – December); 3rd Quarter (January – March); 4th Quarter (April – June). The awards, if any, shall be dependent upon; evaluation and acceptance by the Evaluation Team, receipt of final documentation, successful background checks, and vendor registration. The expected timeframe is 2 to 3 weeks post the applicable sweep. Please note that any vendors added via this process shall be awarded a contract for the balance of the original contract that commenced on February 15, 2019 and will expire on February 28, 2024.
All responses to this Review of Qualifications become the property of the Judicial Branch of Arizona in Maricopa County and will be held confidential, to the extent permissible by law.  The Court will not be held accountable if material from proposal responses is obtained without the written consent of the Respondent by parties other than the Court.
2. INQUIRIES:
A. Duty to Examine.  It is the responsibility of each Offeror to examine the entire solicitation, seek clarification in writing (inquiries), and examine its offer for accuracy before submitting the offer.  Lack of care in preparing an offer shall not be grounds for modifying or withdrawing the offer after the offer due date and time, nor shall it give rise to any contract claim.
B. Solicitation Contact Person.  Any inquiry related to a solicitation, including any requests for or inquiries regarding standards referenced in the solicitation shall be directed solely to the Procurement Officer via email at purchasing@superiorcourt.maricopa.gov.  The email for clarification shall contain the solicitation number in the title of the email. The Offeror shall not contact or direct inquiries concerning this solicitation to any other Court employee. The Court shall consider the relevancy of the inquiry but is not required to respond in writing.
C. Timeliness.  Any inquiry or exception to the solicitation shall be submitted as soon as possible and should be submitted at least three (3) days before the offer due date and time for review and determination by the Court.  Failure to do so may result in the inquiry not being considered for a solicitation amendment.
D. No Right to Rely on Verbal Responses.  An Offeror shall not rely on verbal responses to inquiries.  A verbal reply to an inquiry does not constitute a modification of the solicitation.
E. Solicitation Amendments.  The solicitation shall only be modified by a solicitation amendment.
F. Persons with Disabilities.  Persons with a disability may request a reasonable accommodation, such as a sign language interpreter, by contacting the solicitation contact person.  Request shall be made as early as possible to allow time to arrange the accommodation.
3. INSTRUCTIONS FOR PREPARING AND SUBMITTING RESPONSE:
FAILURE TO RESPOND WITH ALL REQUIRED DOCUMENTATION WILL RESULT IN SUBMISSION BEING DEEMED NON-RESPONSIVE AND REJECTED.
A. Electronic Submission.  Offerors shall submit their proposals electronically to: purchasing@superiorcourt.maricopa.gov system as follows:
1. Offerors shall upload each response document individually.
2. All documents must be uploaded in their native file format (Word, Excel, or .pdf). JPEG images of the documents will not be accepted.
3. The following naming convention shall be utilized for each document: 190148-Vendor Name – Document Name
4. In the event that the Offeror would like to request that certain documents be held confidential, they need to have a name indicating confidential.
5. Proposals shall be signed by an owner, partner or corporate official who has been authorized to make such commitments. Digital signatures will not be accepted.
6. Modifications shall not be permitted after offers have been opened except as otherwise provided under applicable law.
7. Offers shall be received before the due date and time stated in the solicitation.  Offers that are received after the due date and time shall be held over to the next evaluation period.
8. Electronic file/document uploads are subject to a maximum of 10MB per email, so multiple emails may be necessary.  When submitting responses to the purchasing email, you must have 190148-ROQ in the subject line; otherwise the email may not get opened.
B. Documents to be submitted:
1. When submitting responses to the purchasing email, you must have 190148-ROQ in the subject line.
2. Exhibit 3: You must identify all contractors and/or subcontractors that will be utilized in association with response to this solicitation using Exhibit 3.1: Respondent Information and Rate Worksheet. This file must be received in Excel format. Submission in any other format will result in the rejection of the offer. You shall provide a listing of all contractors and/or subcontractors (if applicable); the list will not be shared with the public.

For items 3, 4, and 5: Each agency and/or provider must provide their own documentation without exception.

3. For American Sign Language Services, as an attachment, provide proof of Valid Arizona Legal Sign Language Interpreting License with expiration date for each contractor and/or subcontractor that is being proposed for services.
4. For Transcription and Translation Services, as an attachment, provide proof of English and the foreign language proficiency skills through ALTA Language Services for each contractor and/or subcontractor that is being proposed for services.
5. For Interpreting Services, as an attachment, provide proof of credentials and qualifications.
6. Price Sheet acknowledgement. The Court shall not entertain any variation on the set rates, except for rare languages as identified in Exhibit 3.
7. Written Response to question 6 on the Offeror’s Questionaire.
8. Signature on Draft Contract; signing the draft contract does not constitute an award of contract but merely to expedite the process if you are found to be susceptible for contract award.
9. Certificate of Insurance ACORD document.
C. Exceptions to Terms and Conditions.  All exceptions included with the offer shall be submitted in a clearly identified separate section of the offer in which the Offeror clearly identifies the specific paragraphs of the solicitation where the exceptions occur.  Any exceptions not included in such a section shall be without force and effect in any resulting contract unless such exception is specifically accepted by the Contract Administrator in a written statement.  The Offeror’s preprinted or standard terms will not be considered by the Court as a part of any resulting contract.
1. Request of Qualifications: All exceptions that are contained in the offer may negatively affect the Court’s proposal evaluation based on the evaluation criteria as stated in the solicitation, or result in rejection of the offer.  An offer that takes exception to any material requirement of the solicitation may be rejected.
D. Cost of Offer Preparation.  The Court will not reimburse any Offeror the cost of responding to a solicitation.
E. Solicitation Amendments.  Each solicitation amendment shall be signed by the person signing the offer, and shall be submitted no later than the offer due date and time.  Failure to return a signed/acknowledged copy of a solicitation amendment may result in rejection of the offer.
F. Identification of Taxes in Offer.  The Court is subject to all applicable State and local transaction privilege taxes.  All applicable taxes shall be included in the pricing offered in the solicitation.  At all times, payment of taxes and the determination of applicable taxes are the sole responsibility of the Offeror.
G. Disclosure.  If the firm, business or person submitting the offer has been debarred, suspended or otherwise lawfully precluded from participating in any public procurement activity, including being disapproved as a subcontractor with any Federal, state or local government, or if any such preclusion from participation from any public procurement activity is currently pending, the Offeror shall fully explain the circumstances relating to the preclusion or proposed preclusion in the offer.  The Offeror shall include a letter with its offer setting forth the name and address of the governmental unit, the effective date of this suspension or debarment, the duration of the suspension or debarment, and the relevant circumstances relating to the suspension or debarment.  If suspension or debarment is currently pending, a detailed description of all relevant circumstances including the details enumerated above shall be provided.
H. Solicitation Order of Precedence.  In the event of a conflict in the provisions of the solicitation, the following shall prevail in the order set forth below:
1. Scope of Work;
2. Terms and Conditions;
3. Purchase Order.
I. Federal Immigration and Nationality Act.  By signing of the offer, the Offeror warrants that both it and all proposed subcontractors are in compliance with federal immigration laws and regulations (FINA) relating to the immigration status of their employees.  The Court may, at its sole discretion require evidence of compliance during the evaluation process.  Should the Court request evidence of compliance, the Offeror shall have five (5) days from receipt of the request to supply adequate information.  Failure to comply with this instruction or failure to supply requested information within the timeframe specified shall result in the offer not being considered for contract award.
J. Public Record.  All offers submitted and opened are public records and must be retained by the Court.  Offers shall be open to public inspection after contract award, except for such offers deemed to be confidential by the Court.  If an Offeror believes that information in its offer should remain confidential, it shall indicate as confidential the specific information and submit a statement with its offer detailing the reasons that the information should not be disclosed.  Such reasons shall include the specific harm or prejudice which may arise.  The Court shall determine whether the identified information is confidential pursuant to the Court’s Procurement Code.
K. Non-collusion, Employment and Services.  By signing the offer or other official contract form, the Offeror certifies that:
1. The Offeror did not engage in collusion or other anti-competitive practices in connection with the preparation or submission of its offer, and
2. The Offeror does not discriminate against any employee or applicant for employment or person to whom it provides services because of race, color, religion, sex, national origin, or disability, and that it complies with all applicable Federal, state and local laws and executive orders regarding employment.
L. Offeror(s) are encouraged to make every effort to utilize subcontractors that are small, women-owned and/or minority owned business enterprises.  This could include subcontracts for percentage of the work.  Offerors who are committing a portion of their work to such subcontractors shall do so by identifying the type of service and work to be performed by providing detail concerning their organization’s utilization of small, women-owned and/or minority owned business enterprises.  Emphasis should be placed on specific areas that are subcontracted and percentage of contract utilization and how this effort will be administered and managed, including reporting requirements.
4. EVALUATION AND SELECTION:
A. Disqualifications.  An Offeror (including each of its principals) who is currently debarred, suspended or otherwise lawfully prohibited from any public procurement activity shall have its offer rejected.
B. Offer Acceptance Period.  An Offeror submitting an offer under the solicitation shall hold its offer open for the numbers of days from the offer due date that is stated in the solicitation.  If the solicitation does not specifically state a number of days for offer acceptance, the number of days shall be one hundred twenty (120).
C. Waiver and Rejection Rights.  Notwithstanding any other provision of the solicitation, the Court reserves the right to:
1. Waive any minor informality.
2. Reject any and all offers or portions thereof.
3. Cancel the solicitation.
D. Discussions.  In accordance with ACJA § 1-402 (I)6, after the initial receipt of offers, the Court reserves the option to conduct discussions with those Offerors who submit offers determined by the Court to be reasonably susceptible of being selected for award.
E. Protests.  Refer to the Court’s website at: http://www.superiorcourt.maricopa.gov/CourtInformation/purchasing/.
F. Responsibility, Responsiveness and Susceptibility.  The Court shall consider, at a minimum, the following criteria when determining Offeror’s responsibility, as well as the proposal’s responsiveness and susceptibility for contract award.
1. Whether the Offeror has had a contract within the last five (5) years that was terminated for cause due to breach or similar failure to comply with the terms of the contract.
2. Whether the Offeror’s record of performance includes factual evidence of failure to satisfy the terms of the Offeror’s agreements with any party to a contract.  Factual evidence may consist of documented vendor performance reports, customer complaints and/or negative references.
3. Whether the Offeror is legally qualified to contract with the Court and Offeror’s financial, business, personnel, or other resources, including subcontractors.
i. Legally qualified includes if the Offeror or if key personnel have been debarred, suspended or otherwise lawfully prohibited from participating in any public procurement activity, including but not limited to, being disapproved as a subcontractor of any public procurement unit or other governmental body.
4. Whether the Offeror promptly supplied all requested information concerning its responsibility.
5. Whether the offer was sufficient to permit evaluation by the Court, in accordance with the evaluation criteria identified in the solicitation or other necessary offer components.  Necessary offer components include: attachments, documents or forms to be submitted with the offer, an indication of the intent to be bound, reasonable or acceptable approach to perform the Scope of Work, acknowledged solicitation amendments, references to include experience verification, adequacy of financial/business/personal or other resources to include a performance bond and stability including subcontractors and any other data specifically requested in the solicitation.
6. Whether the offer was in conformance with the requirements contained in the Scope of Work, Terms and Conditions, and Instructions for the solicitation including its amendments and all documents incorporated by reference.
7. Whether the offer limits the rights of the Court.
8. Whether the offer includes or is subject to unreasonable conditions, to include conditions upon the Court necessary for successful contract performance.  The Court shall be the sole determiner as to the reasonableness of a condition.
9. Whether the offer materially changes the contents set forth in the solicitation, which includes the Scope of Work, Terms and Conditions, or Instructions.
10. Whether the Offeror provides misleading or inaccurate information.
G. Evaluation.  Awards shall be made to the reasonable Offeror(s) whose proposal is determined in writing to be the most advantageous to the Court based upon the evaluation criteria listed below.  The evaluation factors are listed in their relative order of importance.  Exceptions to the Terms and Conditions, as stated in the solicitation, will impact an Offeror’s susceptibility for award.
1. Offeror’s Experience, Expertise and Reliability as it relates to the solicitation.  The Court will evaluate the Offeror’s experience, expertise and reliability based on the Offeror’s resume, credentials, and references as matched to the needs of the solicitation.
5. AWARD:
A. Award of a contract will be made to the responsible Offeror(s) whose proposal is determined to be the most advantageous to the Court based on the evaluation criteria and any discussions pursuant to ACJA § 1-402 (I)6 set forth in the solicitation.
B. Number or Types of Awards.  The Court reserves the right to make multiple awards or to award a contract by individual line items or alternatives, by group of line items or alternatives, or to make an aggregate award, or regional awards, whichever is most advantageous to the Court.  If the Contract Administrator determines that an aggregate award to one Offeror is not in the Court’s best interest, “all or none” offers shall be rejected.
C. Contract Inception.  An offer does not constitute a contract nor does it confer any rights on the Offeror to the award of a contract.  A contract is not completed until the contract is signed by the Presiding Judge or designee.  A notice of award or of the intent to award shall not constitute acceptance of the offer.
D. Effective Date.  The effective date of this contract shall be the date that the Presiding Judge or designee signs the official contract, unless another date is specifically stated in the contract.
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