This is a COMBINED SYNOPSIS/SOLICITATION for commercial items prepared in accordance with the information in FAR Subpart 12.6, using Simplified Acquisition Procedures, as supplemented with the additional information included in this notice.  This announcement constitutes the only solicitation; a written solicitation will not be issued.  PAPER COPIES OF THIS SOLICITATION WILL NOT BE AVAILABLE. This combined synopsis/solicitation SHALL be posted on both FEDBIZOPPS and NECO (https://www.neco.navy.mil/).  
The RFQ number is 1300582271.  This solicitation documents and incorporates provisions and clauses in effect through FAC 2005-89 and DFARS Publication Notice 20160811.  It is the responsibility of the contractor to be familiar with the applicable clauses and provisions.  The clauses may be accessed in full text at these addresses:  https://www.acquisition.gov/far/ and http://www.acq.osd.mil/dpap/dars/dfarspgi/current/index.html.  The NAICS code is 541930 and the Small Business Standard is $7.5M.  This is a competitive, unrestricted action.  The Small Business Office concurs with this determination.  
The NAVSUP FLC Norfolk Philadelphia Office requests responses from qualified sources capable of providing CLIN 0001 Interpreter Services for the Deaf and Hard of Hearing employees of NAVSUP WSS Philadelphia in accordance with the Performance Work Statement (PWS) provided as Attachment I hereto.  The period of performance will be from 01 October 2016 through 30 September 2017 with two (2) one-year renewal option periods.  Performance is expected to take place at NAVSUP WSS in Philadelphia; however, the Contractor may be required to travel to another location within the Continental United States (CONUS) if the need arises.  The resultant contract will include a travel line item to allow for such travel to reimbursed, if approved.  Responsibility and Inspection:  unless otherwise specified in the order, the supplier is responsible for the performance of all inspection requirements and quality control.  
The following FAR provision and clauses are applicable to this procurement:  
52.212-1 Instructions to Offerors - Commercial Items; 
52.212-3 and its ALT I, Offeror Representations and Certifications - Commercial Items; 
52.212-4 Contract Terms and Conditions - Commercial Items including 52.217-9;
52.212-5 Contract Terms and Conditions Required to Implement Statutes or Executive Orders – Commercial
        Items including 52.209-6; 52.209-10; 52.222-3; 52.222-19; 52.222-21; 52.222-26; 52.222-35; 
 
52.222-36; 52.222.37; 52.223-18; 52.232-33; 52.232-36; 52.239-1; and 52.252-2 
Quoters are reminded to include a completed copy of 52.212-3 and its ALT I with quotes.  All clauses shall be incorporated by reference in the order.  Additional contract terms and conditions applicable to this procurement are:  
52.204-7      System for Award Management 
252.203-7000  Requirements Relating To Compensation of Former DoD Officials
252.203-7002  Requirement to Inform Employees of Whistleblower Rights
252.203-7005  Representation Relating To Compensation of Former DoD Officials
252.204-7003  Control of Government Personnel Work Product
252.204-7004  Alternate A, System for Award Management

252.204-7007  Alternate A, Annual Representations and Certifications
252.204-7008  Compliance with Safeguarding Covered Defense Information Controls
252.204-7009  Limitations on the Use or Disclosure of Third-Party Contractor Reported Cyber Incident Information
252.204-7011  Alternate Line Item Structure
252.204-7012  Safeguarding Covered Defense Information and Cyber Incident Reporting

252.204-7015  Notice of Authorized Disclosure of Information For Litigation Support 
252.232-7003  Electronic Submission of Payment Requests And Receiving Reports 

252.232-7010  Levies On Contract Payments
252.237-7010  Prohibition on Interrogation of Detainees by Contractor Personnel
252.244-7000  Subcontracts For Commercial Items And Commercial Components (DoD Contracts)
This announcement will close at 12:00 PM EST on 22 August 2016.  Any questions should be addressed to Ms. Regina Magee who can be reached at 215-697-9633 or email at regina.magee@navy.mil.  All responsible sources may submit a quote which shall be considered by the agency.  Oral communications are not acceptable in response to this notice.  Quotes shall only be submitted via e-mail to Regina Magee at the e-mail address noted here.  Facsimile or hand carried quotes will not be accepted. 

Procedures in FAR 13.106 are applicable to this procurement.  While price will be a significant factor in the evaluation of quotes, the final contract award will be based on a combination of price and past performance.  The quoter shall submit, as part of its quote, information on previously performed contracts or on-going contracts that are the same or similar to the performance work statement (PWS) attached hereto performed for Federal, State or local Governments, and/or for commercial firms. Information shall be provided on either 1) all such contracts within the past three years, or 2) the last three such contracts performed, whichever is fewer, and shall include the name and address of the organization for which the services were performed, the contract or reference number, and the number (phone, fax or Internet) of a contact for each contract listed. The quoter should not describe past performance history in the quote. The information should include, however, discussion of any major problems encountered on the contracts listed and the corrective actions taken to resolve them. The information may also include a description of any quality awards earned by the quoter.  The Government reserves the right to obtain information for use in the evaluation of past performance from any and all sources including sources outside of the Government.  Quoters lacking relevant past performance history will not be evaluated favorably or unfavorably on past performance.  However, the quote of a company with no relevant past performance history, while not rated favorably or unfavorably for past performance, may not represent the most advantageous quote to the Government and thus, may be an unsuccessful quote when compared to the responses of other quoters.  The quoter should provide the information requested above for past performance evaluation, or affirmatively state that it possesses no relevant directly related or similar past performance.  The assessment of the quoter’s past performance will be used as a means of evaluating the relative capability of the responder and other competitors to successfully meet the requirements of the RFQ.  The Government will give greater consideration to the contracts that the Government feels are most relevant to the RFQ. 

System for Award Management (SAM).  Quoters must be registered in the SAM database to be considered for award and their registration must be Active. Registration is free and can be completed on-line at http://www.sam.gov/.  Quoters shall provide their company CAGE Code with their quote.
All quotes shall include price(s), FOB point, a point of contact, name and phone number, GSA contract number if applicable, business size, and payment terms. Each response must clearly indicate the capability of the quoter to meet all requirements of the PWS. 

ATTACHMENT I

PERFORMANCE WORK STATEMENT (PWS)
SIGN LANGUAGE INTERPRETING SERVICES

I. Introduction 
The mission of NAVSUP Weapon Systems Support (hereinafter NAVSUP WSS) is to provide Navy, Marine Corps, Joint and Allied Forces program and supply support for the weapons systems that keep our Naval forces mission ready.  This mission is carried out by a single command organization operating as a tenant activity of the Naval Support Activities in Mechanicsburg and Philadelphia with remote sites across the country.

NAVSUP WSS prides itself on accomplishing this mission with many dedicated people with diverse talents, skills and expertise; being an inclusive and collaborative agency that is committed to meeting the diverse needs of its growing and varied workforce.  

NAVSUP WSS has a growing workforce of Deaf and Hard of Hearing (Deaf/HoH) employees and requires professional American Sign Language (ASL) interpretation services that will enable our Deaf/HoH employees to have full access to the information and resources needed to perform the essential duties of their job, participate in meetings, communicate with the fleet and fully participate in command sponsored events, trainings and seminars; enjoying full access to all the benefits of working at NAVSUP WSS.

NAVSUP WSS currently has 2 staff interpreters.  NAVSUP WSS relies on contract interpreter(s) services to augment its in-house staff.  General oversight of both the in-house program and the contract interpreter program is provided by the Systems Support Directorate (WSS N6) within NAVSUP WSS.

The importance of having a flexible contract interpreter service in place, on call and ready to begin at the scheduled time is considered to be of the essence.  Delays or cancellations of an interpreter request because of the unavailability of a contract interpreter(s) are a major disruption to the NAVSUP WSS Deaf/HoH workforce and impacts NAVSUP WSS operations.

II. Scope of Work

a. Place of Performance 

i. The Contractor will be a sign language interpreting agency providing interpreters for services at 700 Robbins Avenue, Philadelphia, PA 19111.  Occasionally, the need arises for interpreter services to be supplied for a NAVSUP WSS Deaf/HoH employee on travel at another location within the continental United States (CONUS). 

b. General Conditions 

i. Under this contract, the Contractor shall provide qualified and certified ASL interpreter(s) to perform interpreting services for the D/HoH government employees as needed.  Interpreting services can include but are not limited to American Sign Language, oral, tactile, close-vision, deaf interpreting, cued speech, Video Relayed Services, Video Remote Interpreting, and Communication Access Realtime Translation (CART) services. 

ii. The Contractor shall provide a sufficient number of interpreters as ordered for any request submitted by NAVSUP WSS.  If within a three month period, the Contractor is a no-show on three occasions, NAVSUP WSS has the right to make a written determination that the Contractor is deficient in resources upon such occurrences.  Upon such written determination, the Contractor shall provide written monthly status report to the TPOC or designee addressing the Contractor’s efforts to recruit and train additional interpreters. These will be deemed high priority recruitments by NAVSUP WSS and must receive enhanced attention by the Contractor.

iii. In anticipation of increased demand on limited resources, NAVSUP WSS is looking for innovative solutions using new media to meet this growing demand. The Contractor shall understand that the services under this contract are vital to the Government and must be continued without interruption. 

iv. The Contractor shall confirm interpreters are local to the place of performance.

v. The Contractor shall use “live” in-person interpreter(s) to the maximum extent possible to exercise the tasks outline in this work statement.  NAVSUP WSS must provide prior consent should an alternate interpretation method be chosen by the Contractor in performance of said duties.  

c. Period of Performance

i. The contractor will provide sign language services for NAVSUP WSS from the period of 1 October 2016 through 30 September 2017 (FY17) with two options for the period of 1 October 2017 through 30 September 2018 (FY18) and 1 October 2018 through 30 September 2019 (FY19) should those options be exercised.

III. Interpreters

a. Qualifications

i. Interpreters employed by the contractor must be United States citizens.

ii. Interpreters must be nationally certified through the National Association of the Deaf (NAD) and/or Registry of Interpreters for the Deaf (RID) and must be registered with the Pennsylvania Office for the Deaf and Hard of Hearing (ODHH) in accordance with the Sign Language Interpreter and Transliterator State Registration Act.  
iii. The Contractor shall provide qualified, professional, experienced interpreters who possess a high level of interpretation skills and proficiency in the English language and must be qualified to provide the following services completely and accurately upon request: 

1. Sign simultaneously and/or consecutively from oral spoken English into American Sign Language (ASL), Pidgin Sign English (PSE), Tactile Sign (Deaf-Blind), Oral and voice from ASL/PSE to Oral English, as required.

2. Sign simultaneously and/or consecutively using verbatim, conceptually accurate or idiomatic methods, as required.

3. Sign on subject matter ranging from simple statement of facts to complex and specialized terminology.

4. Able to perform simultaneous, consecutive, and sight translation in a manner that is factually and conceptually accurate without changes, omissions, or additions.

5. Able to preserve the tone and emotional level of the speaker, as well as manage the delivery, speed and length of the statement (projection, pace and pausing) of the speaker.

6. Able to maintain appropriate speed and projection while rendering interpretation, and request and incorporate clarification of speaker’s statements only when justified.

7. Able to keep pace with multiple communications in conferences, meetings, seminars, training classes, etc.

b. Interpreting services will be performed in a variety of settings and situations, to include:

i. “All-hands” meetings, commemorative programs and award ceremonies.

ii. Formal presentations available to all command employees.

iii. Formal and informal inter-office division and directorate meetings. 

iv. Formal and informal inter-office training.

v. Teleconferences. 

vi. Workshops, projects, complex training courses, fast pace technology meetings or briefings.

vii. Personnel reviews, evaluations, interviews, and any other personnel related needs of the Deaf/HoH employee. 

c. Code of Professional Conduct

i. Interpreters will uphold the seven tenets of the Code of Professional Conduct set forth by the National Association of the Deaf (NAD) and the Registry of Interpreters for the Deaf, Inc. (RID):

1. Interpreters will adhere to standards of confidential communication

2. Interpreters will possess the professional skills and knowledge required for the specific interpreting situation

3. Interpreters will conduct themselves in a manner appropriate to the specific interpreting situation

4. Interpreters will demonstrate respect for consumers

5. Interpreters will demonstrate respect for colleagues, interns and students of the profession

6. Interpreters will maintain ethical business practices

7. Interpreters will engage in professional development 

d. Security Requirements

1. In accordance with NSA Philadelphia Instruction 5530.1 – NSA Philadelphia Installation Access Control, interpreters should be willing to submit the following in the event vetting information is requested for security purposes:

a. Personal Information:

i. Full Name (first, middle, and last name)

ii. Date of Birth

iii. Social Security Number

b. Documents:  

i. US Passport

ii. Driver’s license issued by a state or outlying possession of the United States that contains a photograph with information such as name, date of birth, gender, height, eye color and address.

iii. ID card issued by federal, state or local government agency that contains a photo with information such as name, date of birth, gender, height, eye color and address information.

iv. US Social Security card

v. Original or certified copy of a birth certificate issued by a state, county municipal authority or outlaying possession of the US bearing an official seal.

2. Any one of the following unexpired documents should be carried by interpreters when accessing the base and are acceptable forms of identification to establish ones identity and will be required at the Visitor Control Center (VCC)/Pass office to allow base access: 

a. US Passport

b. Driver’s License issued by a state or outlying possession of the United States that contains a photograph with information such as name, date of birth, gender, height, eye color and address.

c. ID card issued by Federal, State or local government agency that contains a photo with information such as name, date of birth, gender, height, eye color and address information.

d. US Military Card

e. US Military Dependent ID Card

IV. Preferred and Banned Interpreters

a. Preferred Interpreters

i. NAVSUP WSS reserves the right to request specific preferred interpreters dependent upon availability; the contractor will make every effort to secure preferred interpreters.

b. Banned Interpreters

i. NAVSUP WSS reserves the right to refuse and or ban the use of an individual interpreter previously provided by the Contractor or proposed to be provided due to poor performance, inappropriate hygiene/appearance/conduct, security concerns, or any other reason based on a failure to satisfy the requirements of the contract.  

ii. Such a refusal is deemed a disqualification of the interpreter. Once the Contractor is notified that a particular interpreter has been disqualified, the Contractor shall not use such interpreter in any assignments, unless reinstatement is granted by the TPOC or designee. 

iii. The Contractor shall submit written Reinstatement requests and shall include detailed information on the specific actions taken by the Contractor that justify reinstatement, such as confirmation of training, counseling, additional interpreting skills and language proficiency evaluations, ethics training, etc. 

c. Interpreters may only be banned for those clients that have requested the ban.  

d. The contractor shall maintain the list of preferred and banned interpreters and ensure it is followed.

V. Scheduling

a. Assignments

i. Interpreters are booked for designated start and end times.  Interpreters shall be in place and ready to begin precisely at the time specified in the request.  

ii. Requests will normally be scheduled between the hours of 7:30 a.m. and 5:30 p.m., local location time, Monday through Friday, excluding government holidays. 

1. Federal Government holidays are the only holidays recognized by NAVSUP WSS under this contract.  

a. The recognized Federal Holidays are as follows:

i. New Year’s Day

ii. Birthday of Dr. Martin Luther King, Jr.

iii. Washington’s Birthday aka President’s Day

iv. Memorial Day

v. Independence Day

vi. Labor Day

vii. Columbus Day

viii. Veterans Day

ix. Thanksgiving Day

x. Christmas Day

2. All scheduled assignments six (6) hours or longer in length, in the case where a request is not adjourned for lunch, the interpreter shall remain until released and will be paid for all time worked, not to exceed the applicable rates. If the request is adjourned at lunch time and resumes afterwards, the interpreter may be given time for lunch not to exceed two hours and will be paid for any additional time worked when the request resumes. 

3. Lunch breaks will not be paid for by the Government and are not guaranteed to be available should a request go all day.

iii. Interpreters should be flexible for impromptu changes to accommodate other sign language interpreting requirements.  The interpreter must remain at the assigned location if the original requested assignment completes early until dismissed by a member of the NAVSUP WSS Program Support Department (N625).

1. Clients are not permitted to release an interpreter.

iv. NAVSUP WSS may have an interpreter stay longer than the originally scheduled time slot only when the need is determined by NAVSUP WSS and the contract interpreter’s schedule permits extending the time.

b. NAVSUP WSS Points of Contact

i. NAVSUP WSS Program Support Department (N625) will order services.  The points of contact (POCs) are:

1. Jamie Walker,  jamie.c.walker@navy.mil, 215-697-2832

2. Bridget MacDonald, bridget.macdonald@navy.mil,  215-697- 3278

3. Andrew Campbell, andrew.campbell1@navy.mil, 717-605-8119

c. Requesting Services

i. Request for services will be submitted by NAVSUP WSS to the Contractor via e-mail to include the following information:

1. Name of NAVSUP WSS Employee / Client(s)

2. Date of the assignment

3. Location arrival time

4. Start and End times of the assignment

5. Title of the meeting & setting (e.g. TELECON, small group, presentation, classroom) 

6. Location of Assignment

7. If the assignment is a high level or high profile meeting 

8. The number of interpreters requested

9. If this is a teaming session with a NAVSUP WSS staff interpreter

10. The name and phone number for the onsite contact person(s) 

11. Comments, if any

d. Length of Interpreting

i. Interpreting assignment lengths vary by request.  Start and End times will be provided in the service request.

ii. Two (2) interpreters will be requested for assignments greater than 1.5 hours.

iii. There will be a two (2) hour minimum paid at the agreed upon rate for all requested assignments. If there are multiple assignments that are consecutive (back to back) and less than two (2) hours total, then the two (2) hour minimum shall apply.  If the two (2) or more assignments are two (2) hours apart or more, then each assignment shall be subject to the two (2) hour minimum. 

iv. Interpreter(s) should stay on the assignment(s) for the indicated time.  

v. When several assignments are scheduled together within the two (2) hour minimum time frame using the same sign language interpreter(s), there shall be no separate billing of those assignments.

e. Confirmations

i. The contractor will send confirmation of receipt of all requested assignments (e.g., same day, short notice, and two or more business days) the same day the request is submitted. 

ii. The contractor will provide interpreter confirmations with the interpreter’s name at least 2 full business days prior to the scheduled assignment. 

1. The contractor will notify the requesting POC if there is partial availability at least 2 full business days prior to the scheduled assignment.

iii. For short notice (less than two full business days) requests, confirmation of interpreters will be provided as soon as possible.

f. Partial Coverage

i. If any requested assignment cannot be fully covered by the contractor, NAVSUP WSS reserves the right to determine if we will accept partial coverage.  In such instances:

1. If NAVSUP WSS decides to accept partial coverage, the contractor will invoice per the standards outlined in this contract.

2. If NAVSUP WSS decides not to accept partial coverage, the contractor will not invoice for that assignment.

a. Partial requests NAVSUP WSS decides not to accept will be considered an unfilled request.       

g. Interpreter Changes: 

i. The contractor will notify NAVSUP WSS of any interpreter changes after a confirmation is submitted as soon as possible.

h. Changes to Requests: 

i. NAVSUP WSS reserves the right to make the following changes to a request after it has been submitted and confirmed: assignment titles, clients, and locations. The contractor will not invoice for such changes. NAVSUP WSS will notify the contractor of such changes.

i. Unfilled Requests and Failure to Provide an In-Person Interpreter

i. If an interpreter(s), from the contractor is not available, the contractor shall notify the TPOC and or designee of the situation. This does not relieve the contractor of the responsibility of providing the personnel necessary to perform the needed service(s). 

ii. Failure to provide an interpreter for any requested assignment will be considered unfilled.  

iii. Same day status notices must be called in to the TPOC and or designee in addition to being sent electronically. 

iv. Repeated failures to provide interpreters may subject the Contractor to the termination provisions of this contract.

v. NAVSUP WSS shall provide prior consent should CART and or another alternative interpreting service be made available by the Contractor in place of an in-person interpreter.

VI. Remote Sign Language Interpreting and CART Service

a. The CART Reporters must possess a minimum of two years’ experience transcribing materials to include training materials in a formal or informal educational setting. 

b. The CART reporter must possess at least one of the following types of Remote Sign Language Interpreting Service Certifications: 

i. Certified CART Provider (CCP), 

ii. Certified Real-time Reporter (CRR)

iii. Certified Broadcast Captioner (CBC) in accordance with the National Court Reporters Association (NCRA)

c. On-site CART is with a trained caption or travels to our location and provides the captioning services there. 

i. The captioner will bring his or her own laptop computer and stenography machine. 

d. Remote CART is when a trained captioner provides services over the Internet connection from an off-site location.

i. An Agency laptop computer with internet service will be available in the room where the meeting or event will take place.

e. When CART services are approved to be used by NAVSUP WSS, all qualified CART Services/Reports must meet the following minimum knowledge, skills, and abilities:

1. Able to provide small venue CART services to be used by Deaf/HoH employees and visitors; report various naval, aviation and technical terms proficiently;

2. Provide real time translation and an unedited version of the transcript to the consumer upon request.

VII. Quality Control

a. All work performed under this contract shall be performed in accordance with the standards provided within this contract including the Government’s QASP (see Section X of this PWS). To ensure all services conform to contract specifications, the Contractor shall implement quality control procedures for all tasks in their Quality Control Plan which shall be made available to the Government upon request. The Contractor shall maintain and update its Quality Control Plan as necessary.  Any changes to the plan shall be made available to the Government upon request.  

b. For quality control purposes, NAVSUP WSS may verify the qualifications of any interpreter.

c. The Contractor’s Quality Control Plan shall, at a minimum, address the following:

i. Maintenance of a Master File for each interpreter. The Master File shall be kept in electronic format (i.e., scanned documents).  The Master File is a critical factor within the overall Quality Control Plan and must contain at a minimum, the following information for each interpreter working under the contract: 

1. Interpreter's DOD security screening documentation

2. Resume

3. Copy of the interpreter’s Federal, State and or NAD/RID interpreter certification

4. Signed Code of Professional Responsibility statement

5. Signed Guidelines for Contract Interpreters statement

6. Work authorization documentation. 

ii. The Contractor shall provide access to any interpreter’s Master File and/or a copy of the interpreter’s Master File to NAVSUP WSS within two (2) working days after the request.

VIII. Administration

a. The Contractor's designated point of contact for receipt of requests and request administration personnel shall be available from 8:00 a.m. - 6:00 p.m. Eastern Time, Monday through Friday, except for Government holidays.

b. Interpreters shall have a contractor issued photo identification which shall be visible while on Government facilities.  

i. All contract staff will also be required to wear a visible Government issued visitor’s badge for identification while on duty at the Government facilities.  

c. To ensure open and reliable communications between NAVSUP WSS and the Contractor, the Contractor shall have adequate dedicated telephone lines, facsimile machines and access to the Internet for the purpose of transmitting and receiving interpreter requests. 

d. The Contractor shall be available for weekly phone calls or in-person meetings with the Government, as needed.  The Contractor personnel to participate in the phone calls or attend the meetings will be the Program Manager and/or other personnel deemed necessary by NAVSUP WSS.  

i.  All costs incurred by the Contractor related to any phone call or in-person meeting are the responsibility of the Contractor.

IX. Deliverables 

a. Contractor Deliverables

i.  Contractor shall be required to submit the following deliverables at times specified.  All correspondence shall include the contract number. 
ii. Correspondence should be in email, Excel or Word formats.
	ITEM
	DUE DATE
	DUE TO

	Confirmation of Requests
	Daily 
	TPOC /and or Designee

	Update and Status of Individual Requests
	Daily 
	TPOC /and or Designee

	Monthly Invoices 
	Monthly
	TPOC /and or Designee

	Consumer Feedback 
	As It Occurs
	TPOC /and or Designee


X. Performance Requirements (Quality Assurance Surveillance Plan (QASP))
a. The contractor shall provide sign language interpreting and CART services as well as the overall management of the provisions of these services in order to meet our growing demand.  All requests received should be filled according to the Performance Requirements below.  
	Requirement
	Standard 
	Evaluation Method

	Accurate/
Confirmed Requests
	95% of all interpreting services requests received more than 5 business days in advance of date are filled.
	Program Manager (TPOC) will review monthly records to determine if vendor is meeting the stated standard.

	Last Minute Requests
	75% of all interpreting services requests received in 2-5 business days in advance of the requested date are filled.
	Program Manager (TPOC) will review monthly records to determine if vendor is meeting the stated standard.

	Scheduling and Confirmation Accuracy
	98% of interpreting services requests will be scheduled/confirmed with accurate information (date, times, type of service and/or special instructions).
	Program Manager (TPOC) will review monthly records to determine if vendor is meeting the stated standard.

	Confirmation of Request Delivery
	98% of interpreting services requests are confirmed with a notification of request receipt within 1 business day of the request.
	Program Manager (TPOC) will review monthly records to determine if vendor is meeting the stated standard.

	Confirmed Interpreter Response Time
	98% of interpreters arrive to the scheduled requested event location at least 30 minutes prior to the start of the event.  The Point of Contact (derived from the request) must be appraised of the interpreters’ arrival and departure for each event.
	Program Manager (TPOC) will review customer feedback to determine if the interpreter arrived 30 minutes prior to the start of the event and made appropriate contacts.


XI. Billing

a. Billing Hours

i. The Contractor may invoice for the booked time or two (2) hour minimum for an assignment, whichever is greater.  For any time exceeding the booked time or two (2) hour minimum that the interpreter interprets, the contractor may bill in quarter (¼) hourly rate increments.

b. Joint Travel Regulations

i. The contractor will be reimbursed for mileage and tolls incurred by the interpreter.  These rates shall not exceed the rates established in the Joint Travel Regulation (JTR). 

c. Cancellation Policy

i. The Contractor may invoice for the booked time or two (2) hour minimum, whichever is lesser, for assignments cancelled with less than two (2) full business days’ notice. 

ii. The Contractor will not invoice for any assignments cancelled with two (2) or more full business days prior to the scheduled assignment. 

iii. The Contractor and or scheduled interpreter are responsible in determining the operating status of the base in the case of inclement weather, local or national emergencies or any other event that could affect base operations.  The contractor and/or interpreter should call the NAVSUP WSS weather line at 215-697-3639 first and foremost.  The TPOC and or designees will alert the contractor of any changes to the operating status of the base when known in advance and the means are available for them to alert the contractor.  

iv. The contractor will not invoice for assignments that are cancelled as a result of a command/base closure due to:

1. Inclement weather.  

2. State of Emergency (declared by Local, State, or Federal Authorities)

3. Delayed Opening and Early Closures

a. After the Scheduled Assignment Time:

i. If the base has a delayed opening and is not scheduled to open until after a scheduled assignment start time, the contractor will not invoice.

ii. If the base has an early closure after the start of the scheduled assignment, the contractor may invoice for the two hour minimum or the booked time, whichever is greater.

b. Prior to the Scheduled Assignment Time:

i. If the base has a delayed opening and is scheduled to open prior to the start of the scheduled assignment, the interpreter should arrive as scheduled, and the contractor should invoice accordingly.

ii. If the base has an early closure prior to the start of the scheduled assignment, the contractor will not invoice for the assignment. 

c. Prior to the Scheduled Assignment Time, but Assignment is Postponed:

i. If the base has a delayed opening and the assignment is postponed until later in the day, but the interpreter arrives on time and stays for the assignment, the contractor should invoice from the interpreter’s arrival time until the end of the assignment. 

d. Cancelled Assignments:

i. If the base has a delayed opening and is open prior to the start of the assignment; however, the assignment is cancelled, the contractor may invoice for the booked time or the two hour minimum for the assignment, whichever is greater.

v. The contractor will not invoice for assignments where the interpreter is unable to provide services (due to illness, weather conditions, etc.) and the contractor cannot provide a substitute.

vi. Arrival and Departure Times

1. Interpreter(s) working through the contractor shall arrive at least 30 minutes before the actual time of the assignment. Tardiness or missed assignments shall not be tolerated except for true emergencies. The contractor shall notify the TPOC and or designee if this happens. If the interpreter(s) should arrive 10 or more minutes late for an assignment, the TPOC and or designee shall determine if services will still be needed.  If it is determined that the service is still needed, the government may take a deduction from the agreed upon rate commensurate with the time the Sign Language Interpreter (s) arrives at the service site.  If it is determined that the service is no longer needed, this will be recorded as a missed request and the Contractor shall not invoice for service or mileage related to the missed request.

2. Should an Interpreter (s) arrive late to an assignment or leave before the assignment concludes, the contractor will invoice for actual interpreting time if the assignment is longer than two hours.

vii. Confirmations

1. The contractor will invoice only for assignments where an Interpreter (s) confirmation was provided with the Interpreter (s)’s name.

d. Submit Invoices for payment to:

NAVSUP Weapon Systems Support - Business Office

Kathleen Comitalo, kathleen.comitalo@navy.mil, 215-697-4545

Building 1, Room 1205

700 Robbins Avenue

Philadelphia, PA 19111

Financial POC:

Kathleen Comitalo, kathleen.comitalo@navy.mil, 215-697-4545

Technical POC:

Andrew Campbell, andrew.campbell1@navy.mil

