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ATTACHMENT E

SUMMARY OF MINIMUM REQUIREMENTS

Please provide a yes/no (Y/N) in the shaded area below indicating either requested information has been included in your response or your agreement to accept requirement listed.  If an item is left blank, you will be implying that your company cannot meet the requirement, and your proposal may be eliminated from evaluation. This document will be used to score respondents as described in Step 1, Section 3.2, Evaluation Criteria.

Minimum requirements have been defined for interpretation services. Note: All minimum requirements are goals and expectations of the State. Respondents are able to provide alternative solutions in the minimum requirements template. If you mark No, please provide an alternative solution. If an item is not relevant to your proposal, mark not applicable (N/A). 

All Services
	No.
	Requirement Description
	Respondent Answer

	1
	Respondent can provide a unique customer number to the State and unique client ID numbers that may include categorization by location, agency, local office, department, cost center, project, and/or individual employee.  
	

	2
	The Respondent can provide customer support, technical support, and dispute resolution programs as follows:

i. A toll-free technical support help desk manned by live representatives between 8am and 6pm.

ii. Complaint response within 24 hours of each reported incident

iii. Complaint resolution within 72 hours of response time

iv. Training and reference material reorder programs.
	

	3
	Respondent can provide reports at least once per month.
	

	4
	Should Federal money become available to fund a portion of translation services, the Respondent will comply with any and all stipulations and reporting requirements.
	

	5
	Respondent understands and agrees that any subcontractor(s), including independent interpreters and translators, may be dismissed from the contract at the discretion of the State of Indiana at anytime.
	


If Respondent is unable to respond yes to all Mandatory Requirements but believes they have an alternative solution, please provide Requirement number, Section number, and alternative solution with explanation.  Alternatives will be reviewed and considered by the State as to whether they satisfy the minimum requirements.

	


Interpretation Services - Telephonic
	No.
	Requirement Description
	Respondent Answer

	1
	Respondent can provide scheduled and unscheduled telephonic interpretation services for limited English proficient individuals from 8am-6pm Monday through Friday.
	

	2
	Respondent can provide after hours and/or emergency interpretation services 24 hours per day and 7 days per week.  
	

	3
	The interpreter will accurately interpret the client’s statements and relay the message in its entirety with the meaning preserved throughout the conversation.  Information will not be edited or deleted that may erroneously change the meaning of the client’s statements.
	

	4
	All conversations or interpretation between the interpreter, the customer, and the client will remain confidential and will not be shared with individuals unrelated to the call.
	

	5
	Respondent can ensure that all interpreters provided for interpretation services shall be pre-qualified, tested, and trained for industry-standard terminology. 
	

	6
	Respondent can provide service introduction and interpreter awareness training sessions to State designated representatives.  
	

	7
	Respondent will only invoice for the time the interpreter service is provided.  Time required establishing the language service needed and/or connection time will not be chargeable.  Billing of the interpretation period starts when the interpreter answers and begins interpreting.  
	


If Respondent is unable to respond yes to all Mandatory Requirements but believes they have an alternative solution, please provide Requirement number, Section number, and alternative solution with explanation.  Alternatives will be reviewed and considered by the State as to whether they satisfy the minimum requirements.

	


Interpretation Services – Face-to-Face

	No.
	Requirement Description
	Respondent Answer

	1
	Respondent can provide scheduled and unscheduled face-to-face interpretation services for limited English proficient individuals from 8am-6pm Monday through Friday.
	

	2
	Respondent can provide after hours and/or emergency face-to-face interpretation services 24 hours per day and 7 days per week.  
	

	3
	The interpreter will accurately interpret the client’s statements and relay the message in its entirety with the meaning preserved throughout the conversation.  Information will not be edited or deleted that may erroneously change the meaning of the client’s statements.
	

	4
	All conversations or interpretation between the interpreter, the customer, and the client will remain confidential and will not be shared with individuals unrelated to the call.
	

	5
	Respondent can ensure that all interpreters provided for face-to-face interpretation services shall be pre-qualified, tested, and trained for industry-standard terminology. 
	

	6
	Respondent can provide service introduction and interpreter awareness training sessions to State designated representatives.  
	

	7
	Respondent will only invoice for the time the face-to-face interpreter service is provided (to the nearest hour – 60 minutes) plus the mileage allowance for travel of the interpreter – to and from the location of service.
	


If Respondent is unable to respond yes to all Mandatory Requirements but believes they have an alternative solution, please provide Requirement number, Section number, and alternative solution with explanation.  Alternatives will be reviewed and considered by the State as to whether they satisfy the minimum requirements.

	


Translation Services
	No.
	Requirement Description
	Respondent Answer

	1
	Respondent can provide scheduled and unscheduled written translation services for limited English proficient individuals.
	

	2
	The translator will accurately translate the client’s statements and relay the message in its entirety with the meaning preserved throughout the text.  Information will not be edited or deleted that may erroneously change the meaning of the client’s statements.  
	

	3
	Respondent can ensure that all translators provided for translation services shall be pre-qualified, tested, and trained for industry-standard terminology. 
	


If Respondent is unable to respond yes to all Mandatory Requirements but believes they have an alternative solution, please provide Requirement number, Section number, and alternative solution with explanation.  Alternatives will be reviewed and considered by the State as to whether they satisfy the minimum requirements.

	


Sign Language Services

	No.
	Requirement Description
	Respondent Answer

	1
	Respondent can provide scheduled and unscheduled sign language services for hearing impaired individuals.
	

	2
	The translator will accurately translate the statements between the parties and relay the message in its entirety with the meaning preserved throughout the duration of the service.  Information will not be edited or deleted that may erroneously change the meaning of the parties statements.  
	

	3
	Respondent will ensure that all sign language interpreters provided for the State of Indiana will hold an Indiana Interpreter Certification (IIC – Indiana Administrative Code #460), at the time the services are being provided.
	

	4
	Respondent will ensure that all sign language interpreters provided for the State of Indiana will meet all other qualifications and standards outlined in the Indiana Administrative Code #460 (Attachment N).
	


If Respondent is unable to respond yes to all Mandatory Requirements but believes they have an alternative solution, please provide Requirement number, Section number, and alternative solution with explanation.  Alternatives will be reviewed and considered by the State as to whether they satisfy the minimum requirements.
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