STATEMENT OF WORK

FOR
AMERICAN SIGN LANGUAGE INTERPRETATION SERVICES

Scope of Work:  The Contractor shall provide interpreter services on an as needed basis for meetings, training and other events at Defense Distribution Depot San Joaquin, CA (DDJC),                       to include interpreting spoken English into signed English and American Sign Language (ASL) and ASL or signed English back into spoken English.

Contractor shall receive and book each assignment after consultation with the Government Point of Contact (POC).  Appointments may be arranged via telephone, but will be followed with an emailed appointment request from the Government POC.  In most cases, one (1) interpreter per appointment will be provided; however, when the length of an appointment is such that a single interpreter cannot provide adequate service without frequent or lengthy breaks, additional interpreters may be permitted after consulting and reaching an agreement with the Government POC.  Regardless, the number of additional interpreters will be kept to the minimum necessary to provide quality, effective service.  Upon assignment of interpreter for one-time appointments, Contractor shall provide a confirmation of assignment to the Government POC, via email within 1-2 business days.  Upon receipt of assignment confirmation, the Government POC shall update the Interpreter Calendar with the newly assigned service appointments and then email the updated calendar to the Contractor within 1-2 business days.  The Government POC shall also email the upcoming week’s calendar to the Contractor by no later than 11:00 am on Thursday of each week and the Contractor shall provide confirmation for the entire week’s appointments by Friday (next day), no later than 1:00 pm via email.  Interpreters must be “qualified” in accordance with the Federal Personnel Manual definition which states, “has completed an interpreting training program and/or certified by a recognized certifying body such as the National Registry of Interpreters for the Deaf.”  Contractor will have a working knowledge of and daily access to email and telephones.  

Service appointments shall be conducted during the normal business hours of Monday through Saturday (6:00 A.M. - 4:30 P.M.).  Appointments outside normal business hours shall be charged at the overtime rate of 1 ½ hours of the hourly rate.  Interpreter services shall be coordinated at least 48 business hours in advance of appointments.  If, however, the Government should submit a request for interpreters with less than 48 hours’ advanced notice, the Contractor shall attempt to provide an interpreter, but the Government understands that the Contractor may not always be able to comply with such requests.  Services may be cancelled by the Government via email, not less than 24 business hours in advance of the scheduled assignment, Monday through Friday, with no penalty or charges for cancelled services.  If the Contractor is not notified of a cancellation at least 24 hours prior to the scheduled assignment, the Contractor may invoice for the number of hours scheduled for the cancelled assignments.  Scheduled appointment “No Shows” will be handled as follows: For appointments of one (1) hour in duration, the Contractor may consider an appointment as a “No Show” if the client does not arrive within thirty (30) minutes of the scheduled starting time.  For thirty (30) minute appointments, the Contractor may consider an appointment as a “No Show” if the client does not arrive within fifteen (15) minutes from the scheduled starting time.  Appointments that are 1.5 hours in length or longer require that the Contractor be notified by the Government POC, client’s supervisor or authorized requesting official that the client will not show; however, if the Contractor is not notified within forty five (45) minutes of the scheduled start time, then the Contractor may consider the appointment as a “No Show”.  In all of these cases, the Contractor may depart and bill for the full scheduled appointment time after the respective waiting periods have expired.  If the an interpreter cannot attend a scheduled event, a minimum 48 hours advanced notice shall be provided to the Government POC, via email.  The Government shall not incur any charges and the event will be rescheduled.  All Contractor cancellations must be submitted to the Government POC via email.  Telephone calls are permitted for timely notification, but emails confirming appointment cancellations are required.  For kept appointments, chargeable time shall begin at the designated appointment time and end when contractor is released by the service requestor or an authorized individual.  When appointments are scheduled in succession, chargeable hours will begin at the start time of the first appointment and end upon completion of the last appointment.  As an example, if six (6) successive appointments consume a total of 3 hours, then three hours are charged.  Appointments more than one hour in length are chargeable at half hour increments past each full hour.  In cases of half hour appointments that are followed by a break of thirty (30) minutes or more between appointments, the Government shall be charged in one (1) hour increments.  The Government shall only pay for interpreters providing service, and no one else.  
An estimated total of eight hundred (800) hours of interpreter service is required.  

Confidentiality:  All work is to be performed by competent personnel, experienced and qualified to provide interpreter services.  Sign Language Interpreters shall keep all assignment-related information strictly confidential.  
Billing:  Contractor will submit monthly invoices (one per appointment) for actual hours worked, to the Government POC, by no later than the 15th day of each month for services performed the previous month.  Invoices, at a minimum, will contain the following data.

1. Invoice Number 

2. Date of Service  
3. Service Start/Stop Time

4. Interpreter’s Name

5. Name of Hearing Impaired Client

6. Name of Supervisor Receiving Service

7. Total Hours of Service
8. Rate per Hour

9. Total Charge
Security Requirements:  The Contractor or authorized representative shall submit to the Government POC a roster of names of all employees who will be engaged in work at DDJC.  The roster shall contain the following information about each individual:

1. Name (last, first, middle initial), aliases

2. Social Security Number

3. Status (type of employment)

4. Name of Company

5. Office phone number

6. Home address

7. Date of Birth

8. Weight, height, color of hair and eyes

9. Length of anticipated employment

10. Citizenship

In addition to the above, the Contractor and any employee shall provide the make, model, vehicle identification number (VIN), license plate, valid driver’s license, vehicle registration and insurance policy number to obtain either a temporary permit or DoD decal for access to the installation.  DDJC Pass Office is extremely busy.  Not having all of these documents will cause a lengthy delay.

The prompt submission of this information will keep to a minimum any delay and inconvenience to the Contractor and employees in performance of the contract.  The information will be used for accomplishment of the DLA Form 1486, Application for Civilian Identification, to be completed by the Site Security Officer.

Contractor employees must bring personal identification, including a valid state issued drivers' license, and all completed forms to the DDJC Site Security Office for badge photograph and identification when notified by the Government POC.

The Contractor and employees shall comply with all security requirements imposed by the installation commander at all times while on the installation.  Contractor personnel involved in civil crimes and/or other incidents of misconduct may be restricted from entry onto the installation.  The Contractor is responsible for insuring the badges are returned the same day of employee termination or contract completion.

