NOTICE OF REQUEST FOR PROPOSALS

RFP-20-10

MEDICAL TRANSCRIPTION SERVICES
NOTICE IS HEREBY GIVEN that sealed written proposals are invited for a firm or individual to provide medical transcription services for the Snohomish County Medical Examiner’s Office.  

The contact person within Snohomish County is Don Wolfe, Snohomish County Purchasing Division, e-mail: dwolfe@snoco.org. Mr. Wolfe is the exclusive contact person on behalf of Snohomish County for purposes of this competitive purchase and all inquiries or questions should be directed to him.

The attached package contains background information and specific information required.

RFP Submittals must be received at the Snohomish County Purchasing Division as set forth below not later than Friday, January 7, 2011 at 4:00 p.m.  Late submittals will not be accepted.  Envelopes containing submittals shall be sealed and marked with the name of the individual/firm, the submittal deadline, and "RFP‑20-10 Statements of Qualifications for Medical Transcription Services".

Sealed Proposals must be timely delivered either:

1.  by hand to the Snohomish County Purchasing Division, which is located on the 6th Floor of the Robert J. Drewel Building, 3000 Rockefeller Avenue, Everett, Washington 98201, or

2.  by mail to the attention of the Snohomish County Purchasing Division, 3000 Rockefeller Avenue, MS 507, Everett, WA 98201.

Note:  Hand delivered submittals will not be accepted at any other County location other than the County Purchasing Division as described above.
Four (4) copies of each submittal are requested.

Snohomish County reserves the right to reject any or all proposals, to waive all irregularities and informalities in the proposals or to re-advertise for proposals if desired.

Proposals received by Snohomish County in response to this solicitation become public records and are subject to Chapter 42.56 RCW, the Public Records Act.  The vendor should clearly identify in its proposal any specific information that it claims to be confidential or proprietary.  If Snohomish County receives a Public Records Act request to view the information so marked in the vendor’s proposal, its sole obligations shall be to notify the vendor (1) of the request and (2) of the date that such information will be released to the requester unless the vendor obtains a court order to enjoin that disclosure pursuant to RCW 42.56.450.  If the vendor fails to timely obtain a court order enjoining disclosure, Snohomish County will release the requested information on the date specified.

Governing law is Washington State and legal proceeding venue is Snohomish County, Washington.


Dated this 14th day of December 2010. 



SNOHOMISH COUNTY PURCHASING DIVISION



SNOHOMISH COUNTY, WASHINGTON



By _________________________________



       Ted Lucas, Purchasing Manager 

RFP SCOPE OF WORK
A.
INTRODUCTION

The Snohomish County Medical Examiner’s Office has two physicians who perform approximately 500-550 (external and autopsy) medical examinations per year.  Currently, examination reports are dictated using the Olympus DS-4000 digital voice recorder onto compact removable memory cards (xD-Picture cards).  Reports are transcribed into a pre-existing template in Microsoft Office Work 2007 format.  The purpose of this Request for Proposals is to increase accuracy and the quality of transcriptions and to reduce the turn-around-time and cost of transcriptions.

B.
PROJECT SCOPE

Caseload averages 1 - 2 dictations per day Tuesday through Friday and 2 – 10 dictations per day on Mondays. Transcriptions are taken from digital audio recordings using the Olympus DS-4000 digital voice recorder.  Individual reports are typically 7-10 pages with an estimated 6,000 to 20,000 characters per report.  Transcriptions must comply with all HIPPA protocols.  Confidentially is required under HIPPA and Washington State statutes specific Medical Examiner’s Offices.  Electronic transmittal is required via Web delivery with secure and confidential login protections.  Completed transcribed reports must be returned to the Medical Examiner’s Office within 72 hours and must be in electronic format that is compatible with the Snohomish County’s software applications: MS Office Suite.  
C. 
CONTRACT

The term of this contract or purchase order shall be two years commencing upon date of award.  At the option of the County the contract may be renewed annually, with the concurrence of the vendor, for one or more additional years not to exceed three renewals.  Bid prices shall remain firm fixed during the contract term.  The County is under no obligation to renew the contract
D. 
CONTRACT TERMINATION
The County may terminate this contract or purchase order, or any part thereof, for cause upon written notice at any time without penalty if the vendor fails to comply with the contract terms, instructions, specifications, delivery or completion dates, or to perform the work with diligence.

The County reserves the right to terminate this contract or purchase order, or any part thereof, for convenience (without cause) at any time without penalty upon thirty (30) calendar days written notice.   

E.
SUBMITTAL INFORMATION
Submittals shall include, at a minimum, 3 copies of the following:

1. General background information on the firm; 
2. Résumés of principals, key individuals and back-up personnel who will be assigned to this project;
3. Past work experience related to expected tasks to be performed under the contract;
4. References, minimum of three; each within the last two years;
5. Answer all questions found in evaluation questions.

F.
MANDATORY REQUIREMENTS

1.
All firms or individuals offering proposals must be available within eight (8) hours to meet, if necessary, regarding document and work performance issues.

2.
All firms or individuals offering proposals must be capable of providing sufficient redundant staff to provide daily, Monday through Friday, transcription capability.


3.
Medical Examiner documents shall be protected while in the possession and under the control of the Contractor.  When said documents are electronically stored and at rest, they shall be encrypted or password protected to prevent access to the documents.
G.
EVALUATION METHOD/PROCESS
Proposals will be scored and ranked by a County Evaluation Committee based on the Evaluation Criteria set forth below.  After the initial scoring of proposals the County will, at the County’s discretion, engage in discussions and testing with either (a) the single highest ranked firm or (b) the two or more highest ranked firms determined by the County to be in the competitive range (“short list”).  

The firm(s) or individual(s) who is/are identified for further discussions and testing will be asked to participate in a “live test” to determine accuracy and compatibility with the proposer’s transmittal system. If a competitive range of two or more firms is established, 20 points will be added to the Evaluation Criteria (for a total of 120 points available) for evaluation and scoring of the “live test” performance.  After the “live test,” and prior to final scoring, the firms in the competitive range will be given the opportunity to submit a revised, improved proposal for final evaluation and scoring by the Evaluation Committee under the Evaluation Criteria set forth below, including the additional 20 points corresponding to the “live test” performance.  This final scoring of revised, improved proposals (when a competitive range of two or more firms has been established) will produce a single, highest ranked firm. 

The County will then proceed to negotiate a satisfactory agreement and contract under this RFP with the single, highest ranked firm or individual.  If the County is unable to reach a satisfactory conclusion with the highest ranked firm or individual, negotiations will end and the next highest ranked firm or individual will be approached for negotiation.  This will take place until a contract is successfully negotiated or until all proposals are rejected.  The County reserves the right to cancel this RFP and make no contract award in the best interests of the County.   

H.
PROFESSIONAL SERVICES AGREEMENT


The County’s standard Professional Services Agreement will be used for this contract.
I.
EVALUATION CRITERIA

	RFP EVALUATION CRITERIA
	TOTAL POINTS

	Staffing
	10

	Confidential Methodology
	10

	Experience of the Firm (Past Performance)
	20


	Cost and Pricing
	30

	Performance and Quality Control
	30

	Total Points Possible
	100


J.
EVALUATION QUESTIONS
Staffing:
10 Points
	1. Explain your firm’s staffing and operational experience and capacity for providing medical transcription services.

	     

	2. Does your firm have sufficient staff-to-workload ratio to ensure reliable 72-hour completion and return? 

	     

	3. Explain your firm’s staffing and protocols for ensuring reliably timely and accurate transcription services.

	     


Confidentiality Methodology:
10 Points
	1. Autopsy transcriptions contain confidential medicolegal material.  How does your firm ensure the confidentiality and security of the dictation and document transmittals?

	     

	2. Do you have the capacity for the secure and confidential Web based transmittal of digital audio dictation and transcribed documents?  If so, how do you secure these transmittals?  

	     

	3. What is your firm’s standard method of transmittal for receiving the digital audio dictation and returning the transcribed Word document?

	     


Experience of the Firm (Past Performance):
20 Points
	Provide three (3) references:  Company, contact and phone number

	1.     

	2.     

	3.     


Cost and Pricing:
30 Points
	1. Describe in detail your pricing methodology.

	     

	2. Attached is a sample template and dictated autopsy report.  What is the transcription fee that would be charged for this transcription using your pricing methodology?

	     

	3. Do fees vary according to different turn-around time requirements?  

	     

	4. Does your firm have a method for typing post-transcription document mark-ups or modifications?  If so, what is your methodology for calculating fees for mark-ups and modifications?

	     

	5. Are there other fees that are not already explained?  If so, please explain all other fees.

	     


Performance and Quality Control:
   30 Points
	1. What is your firm’s standard document return time for transcribed reports? 

	     

	2. What might cause a delay in the turn-around-time?

	     

	3. How do you ensure the reliability of your turn-around-time?

	     

	4. How do you ensure the accuracy and completeness of the work product?

	· Do you use a medical spell checker?
	     

	· Do you proof and correct for spelling and grammar on each document?
	     

	· What is your percent of accuracy?
	     

	5. Explain your firm’s process for customer feedback?

	     

	6. Will the person(s), who performs or supervises  the transcriptions be accessible within 8 hours and available to meet with representatives of Medical Examiner’s Office upon request?

	     


Snohomish County is committed to fostering a diverse vendor/supplier program.  Minority (MBE) and Women (WBE) Owned Businesses are encouraged to participate in the county competitive solicitation process.  Please indicate if your company is a MWBE:
MBE:  Yes         No            or      WBE:  Yes         No      
Any firm planning to submit a response must obtain a complete, original copy of the Request for Proposals (RFP) directly from Snohomish County Purchasing Division (rather than a second party).  If you did not receive this document directly from Purchasing or download it from our web site, please do so now from the link below under “View all Current Bids”

http://www1.co.snohomish.wa.us/Departments/Facilities/Divisions/Purchasing/default.htm
You may also obtain a Request for Proposals that is not downloadable by contacting the Purchasing Division at 425‑388‑3344.  By doing this you will automatically be included on our “Plan Holders List”.  If you are not on our Plan Holders List, we are unable to send amendments directly to you or communicate other important related information prior to the RFP submittal deadline.  The County is not responsible for any consequences resulting from a firm’s failure to register directly with the County for a specific Request for Proposal.
Federal Suspension and Debarment Certification

Federal Executive Order 12549 prohibits federal, state and local public agencies receiving grant funding from contracting with individuals, organizations, or companies who have been excluded from participating in federal contracts or grants.

The purpose of this certification is for the contractor/vendor to advise Snohomish County, in writing, of any current Federal Suspension and Debarment.

Debarment Certification.  By signing and submitting a response to this competitive solicitation, I certify that this firm and its principals are not currently suspended or debarred by any Federal Department or Agency from participating in Federal Funded Contracts.
Submittals received in response to this solicitation become County property

and are subject to Public Disclosure Laws.

CONSULTANT:
_____________________________________


CONTACT PERSON:
_____________________________________


ADDRESS:
_____________________________________



_____________________________________


TELEPHONE/FAX NUMBER:
_____________________________________


COUNTY DEPT:
_____________________________________


DEPT. CONTACT PERSON:
_____________________________________


TELEPHONE/FAX NUMBER:
_____________________________________


PROJECT:
_____________________________________



_____________________________________


[ORIGINAL] AMOUNT:
_____________________________________


[AMENDMENT AMOUNT:
____________________________________]


[CONTRACT TOTAL:
____________________________________]

FUND SOURCE:
_____________________________________


CONTRACT DURATION:
_____________ through ________________

AGREEMENT FOR PROFESSIONAL SERVICES
THIS AGREEMENT (the “Agreement”) is made by and between SNOHOMISH COUNTY, a political subdivision of the State of Washington (the “County”) and ________________________, a ____________________ (the “Contractor”).  In consideration of the mutual benefits and covenants contained herein, the parties agree as follows:

1.
Purpose of Agreement; Scope of Services.  The purpose of this Agreement is _________________________________________.  The scope of services is as defined in Schedule A attached hereto and by this reference made a part hereof.

2.
Time of Performance.  The Contractor shall commence work immediately and complete the work required by this Agreement no later than __________________________[, PROVIDED, HOWEVER, that the County’s obligations after December 31, 200_, are contingent upon local legislative appropriation of necessary funds for this specific purpose in accordance with the Charter and applicable law].  [ALTERNATIVE:  The Contractor shall complete the work within ______ (__) days of execution of this Agreement.]
3.
Compensation.
a.
Services.   The County will pay the Contractor for services [ALTERNATIVES (select one):  (i) at an hourly rate of $_____, such rates not to exceed $_______ in the aggregate.  OR  (ii) a flat fee of $_________.  OR  as set out in Schedule B, attached hereto and by this reference made a part of this Agreement].

b.
Overhead and Expenses.   The Contractor’s compensation for services includes overhead and expenses, and no other claims for reimbursement will be allowed under this Agreement.  [ALTERNATIVE:  The Contractor’s compensation does not include [overhead and other?] reimbursable expenses.  Such additional expenses will be allowed as set forth in Schedule C, which is attached hereto and incorporated herein by this reference.]
c.
Invoices.  Upon completion of the work, the Contractor will submit properly executed invoices indicating hours expended and charges made.  [ALTERNATIVE (if fees are not payable only upon completion):  The Contractor shall submit properly executed invoices, no more frequently than monthly, indicating hours expended and charges made supported by detailed statements.]
d.
Contract Maximum.  Total charges under this Agreement, fees and expenses inclusive, shall not exceed $____________.

4.
Direction and Control.  The Contractor agrees that Contractor will perform the services under this Agreement as an independent contractor and not as an agent, employee, or servant of the County.  The parties agree that the Contractor is not entitled to any benefits or rights enjoyed by employees of the County.  The Contractor specifically has the right to direct and control Contractor’s own activities in providing the agreed services in accordance with the specifications set out in this Agreement.  The County shall only have the right to ensure performance.  Nothing in this Agreement shall be construed to render the parties partners or joint venturers.

5.
Ownership.  All reports, plans, specifications, all forms of electronic media, and data and documents produced in the performance of this Agreement shall become the property of the County.

6.
Changes.  No changes or additions shall be made in this Agreement except as agreed to by both parties and reduced to writing and executed with the same formalities as are required for the execution of this Agreement.

7.
County Review and Approval.  Upon submittal of any report or other information required by the scope of services to be performed, the County may, following review by the County, accept such work or reject it, or request such modification or additions as it deems appropriate.  Payment for such work will not be made until the work is accepted by the County.

8.
Access to Books and Records.  The County may, at reasonable times, inspect the books and records of the Contractor relating to performance of this Agreement.  The Contractor shall keep all records required by this contract for audit purposes for seven (7) years after termination of this Agreement.

9. Hold Harmless.  The Contractor shall hold harmless, indemnify and defend the County, its officers, officials, employees and agents, from and against any and all claims, actions, suits, liability, loss, expenses, damages and judgments of any nature whatsoever, including costs and attorneys’ fees in defense thereof, for injury, sickness, disability or death to persons or damage to property or business, caused by or arising out of the acts, errors or omissions of the Contractor, Contractor’s employees, agents or subcontractors, in the performance of this Agreement, provided, however, that the Contractor’s obligation hereunder shall not extend to injury, sickness, death or damage caused by or arising out of the sole negligence or willful misconduct of the County, its officers, officials, employees or agents acting within the scope of their employment.

With respect to the Contractor’s obligations to hold harmless, indemnify and defend provided for herein, but only as such obligations relate to claims, actions or suits filed against the County, the Contractor further agrees to waive its immunity under the Industrial Insurance Act, Title 51 RCW, for any injury or death suffered by the Contractor’s employees caused by or arising out of the Contractor’s acts, errors or omissions in the performance of this Agreement.  This waiver is mutually negotiated by the parties.

The Contractor’s obligations shall include, but not be limited to investigating, adjusting, and defending all claims alleging loss from action, error or omission or breach of any common law, statutory or other delegated duty by the Contractor, Contractor’s employees, agents, or subcontractors.


10.
Insurance Requirements.  Maintenance of insurance as required herein shall not be construed to limit the liability of the Contractor to the coverage provided by insurance or to limit the County’s recourse.


The Contractor shall obtain and maintain continuously, at its own expense, the following primary insurance appropriate to the activity and necessary to protect the public for the term of the Agreement:


a.
Commercial general liability insurance with a minimum limit of $1,000,000 per occurrence and endorsed to include Snohomish County, its officers, elected officials, agents, and employees as an additional insured.  Claims-made Commercial General Liability insurance will not be accepted.


b.
If the Contractor is providing a professional service, professional liability insurance is required with a minimum limit of $1,000,000 per claim.  The policy shall have a retroactive date prior to or coincident with the date of the Agreement, and the policy shall state the retroactive date.  The Contractor shall maintain coverage for the duration of this Agreement and for a minimum of three years following expiration or termination of this Agreement.  The Contractor shall annually provide the County with proof of renewal.


c.
If the scope of services includes activities involving the use of an automobile, automobile liability insurance for ANY AUTO with a minimum limit of $1,000,000 combined single limit is required.


d.
The Contractor shall provide or purchase workers’ compensation insurance coverage to meet the Washington State Industrial Insurance regulations and cause any subcontractors working on behalf of the Contractor to also carry such insurance prior to performing work under the Agreement.  The County will not be responsible for payment of workers’ compensation premiums or for any other claim or benefit for the Contractor, its employees, consultants, or subcontractors which might arise under the Washington State Industrial Insurance laws.


All insurance shall be placed with insurance carriers licensed to do business in the state of Washington and with carriers subject to approval by the County.  The County reserves the right to approve all deductibles.  Insurance shall not be reduced or canceled without thirty (30) days’ prior written notice to the County.


Prior to the execution of this Agreement and within ten (10) days after the bid award, if any, the Contractor shall provide the County with a certificate of insurance outlining the required coverages, limits and additional insured endorsement.  Approval of insurance is a condition precedent to approval of this Agreement by the Risk Management Division of the Finance Department of the County.

11.
Compliance with Laws.  The Contractor shall comply with all applicable federal, state and local laws, rules, and regulations in performing this Agreement.

12.
Termination.

a.
If the Contractor breaches any of its obligations hereunder, and fails to cure the same within five (5) days of written notice to do so by the County, the County may terminate this Agreement, in which case the County shall pay the Contractor only for the costs of services accepted by the County, in accordance with the Sections 3 and 7 hereof.

b.
The County may terminate this Agreement upon ______ (__) days written notice to the Contractor for any reason other than stated in subparagraph a above, in which case the County shall pay the Contractor for all cost incurred by the Contractor in performing this Agreement prior to the date of termination.  Payment shall be made in accordance with Sections 3 and 7 hereof.

c.
Termination shall not affect the rights of the County under any other section or paragraph herein.

13.
Notices.  All notices and other communications shall be in writing and shall be sufficiently given and shall be deemed given on the date on which the same has been mailed by certified mail, return receipt requested, postage prepaid, addressed as follows:

If to the County:

Snohomish County _________ Department





___________________________




Everett, Washington  98201





Attention:
_______________ [NAME]






_______________ [TITLE]
If to the Contractor:

___________________________





___________________________





___________________________





Attention:
_______________ [NAME]






_______________ [TITLE]

The County or the Contractor may, by notice to the other given hereunder, designate any further or different addresses to which subsequent notices or other communications shall be sent.

14.
Confidentiality.  The Contractor shall not disclose, transfer, sell or otherwise release any client information gained by reason of performance under this Agreement to any party.  The Contractor may use such information solely for the purposes necessary to meet the requirements under this Agreement.

15.
Nonassignment.  The Contractor shall not sublet or assign any of the rights, duties, or obligations covered by this Agreement without the prior express written consent of the County.

16.
Conflicts Between Attachments and Text.  Should any conflicts exist between any attached exhibit or schedule and the text of this Agreement, the text shall prevail.

17.
Governing Law and Venue.  This Agreement shall be governed by the laws of the State of Washington and any lawsuit regarding this Agreement must be brought in Snohomish County, Washington.

18.
Authority.  Each signatory to this Agreement represents that he or she has full and sufficient authority to execute this Agreement on behalf of the County or the Contractor, as the case may be, and that upon execution of this Agreement it shall constitute a binding obligation of the County or the Contractor, as the case may be.
19.
Severability.  Should any clause, phrase, sentence or paragraph of this agreement be declared invalid or void, the remaining provisions of this agreement shall remain in full force and effect.

20.
Complete Agreement.  This Agreement constitutes the entire understanding of the parties.  Any written or verbal agreements that are not set forth herein or incorporated herein by reference are expressly excluded.

SNOHOMISH COUNTY:
CONTRACTOR:

____________________________________
_________________________________

County Executive
(Name/Title)

Approved as to insurance provisions:
Approved as to form only:

____________________________________
________________________________

Risk Management
 Date
Counsel to the Contractor

  Date

Approved as to form only:

____________________________________

Deputy Prosecuting Attorney
 Date

Schedule A

Scope of Service

Schedule B

Compensation

[to be included only if Schedule B is referred to in Section 3(a)]
Schedule C

Expenses

[to be included only if Schedule C is referred to in Section 3(b)]

