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American Sign Language Interpretation Services

Warning: 
The Statement of Work (SOW) paragraphs, Contract Data Requirements List (CDRL) items, and Data Item Descriptions (DIDs) identified for your type of acquisition are recommendations only. You are expected to modify or add SOW paragraphs, CDRLs, or DIDs to address the specific requirements of your program.
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The Contractor shall provide interpreter services on an as needed basis for meetings, training and other events at (Identify your facility), to include interpreting spoken English into signed English and American Sign Language (ASL) and ASL or signed English back into spoken English.

[bookmark: _Toc392663935][bookmark: _Toc392664348]Interpreter Service Appointments 
The Government POC shall submit to the Contractor a month long interpreter calendar consisting of all regularly scheduled and known one-time appointments. This is intended to provide the Contractor with an overall view of the interpreter appointments for the period of performance (Identify the period of performance). 

Contractor shall book each assignment upon receipt of interpreter calendar from the Government with the Contracting Officer (CO). 

One-time appointments may be arranged via telephone, but will be followed with an email appointment request from the CO. 

One-time interpreter services shall be coordinated a minimum of forty eight (48) business hours in advance of appointment request date/time. However, if the Government should submit a request for interpreter service 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. 

Upon assignment of interpreter for one-time appointments, Contractor shall provide an assignment confirmation to the CO, via email, within two (2) business days. 

Following receipt of assignment confirmation, the CO shall update the Interpreter Calendar with the newly assigned service appointments and email the revised calendar to the Contractor within 2 business days. 

Each Thursday, the Contractor shall provide to the CO, via email, verification of assigned interpreters for the coming week’s schedule appointments, in spreadsheet format. 

If an interpreter assignment is a one (1) hour session or less in duration, one interpreter for such appointments will be provided. However, if an appointment is schedule for longer than a one hour session, two (2) interpreters may be assigned as necessary with prior approval from the CO. This ensures continuous interpreter service while providing the interpreters with adequate time for personal and rest breaks. Depending on the circumstances surrounding the appointment, if the Contractor believes that more than 2 interpreters are required to provide adequate interpreter service, additional interpreters may be permitted, but only after the Contractor has consulted with and has obtained approval, via email, from the CO. Regardless, the number of additional interpreters will be kept to a minimum while ensuring that quality, effective service is provided.

If the Contractor, for training or other purposes, chooses to assign more interpreters than the number agreed to by the CO, the Contractor may do so. However, the Government shall only pay for the interpreters officially approved to provide service, and no one else.

[bookmark: _Toc392663936][bookmark: _Toc392664349]Interpreter Qualifications and Requirements 
Interpreters must be qualified in accordance with the Federal Personnel Manual definition which states, he has completed an interpreting training program and/or certified by a recognized certifying body such as the National Registry of Interpreters for the Deaf.� 

The Contractor will have working knowledge of and daily access to email and telephones. 

For each appointment, interpreters are required to provide a Service Confirmation Form (see Attachment 2) to the attending supervisor/authorized government representative. The Service Confirmation Form shall be annotated with the date; starting/ending times, client’s name(s) and interpreter(s) name. Each form shall then be signed by the supervisor/authorized government representative. The interpreter shall keep the original and the government representative shall keep a copy.

[bookmark: _Toc392663937][bookmark: _Toc392664350]Service Appointments 
Service appointments shall be conducted during the normal business hours of Monday through Friday (6:00 A.M. - 4:30 P.M.). 

Appointments shall be billed in one (1) hour or half hour sessions. 

Service appointments shall begin at the scheduled start time and end at the scheduled end time. 

During the course of a scheduled appointment, if the CO or authorized personnel (supervisor, management representative) requests additional time and the interpreter chooses to accommodate the request, chargeable time shall continue in thirty minute sessions through the duration of the extended period. 

If the Contractor is not notified of a cancellation at least twenty four (24) business hours prior to the start time of the scheduled assignment, Contractor may invoice for the full amount of the scheduled time; i.e. one (1) hour appointment. 

Services may be cancelled by the Government via email, not less than 24 business hours in advance of the scheduled assignment start time, Monday through Friday, with no penalty or charges for cancelled services. However, when a cancelled appointment is part of a set of consecutive appointments and is not the first or last appointment of the set, the Government shall be obligated to pay for the scheduled time. Only the first and last appointment of a set may be cancelled, in accordance with the 24 hours rule, with no penalty or additional charges.

Service Confirmation Forms (see Attachment 2) must be delivered to the Contracting Officer Technical Representative (COTR) following each on-site visit. These forms shall include the contract number, person’s name who performed the service, date of time of performance, duration of service, and the tasks performed. All Service Confirmation Forms must be signed by an authorized person for whom the service was performed. Failure to comply will result in a delay in payment.

[bookmark: _Toc392663938][bookmark: _Toc392664351]Client Non-Attendance (A No Show) 
In the event that a client (hearing impaired employee) is late for a scheduled appointment, the interpreter may consider the client a no show and depart the site of the appointment based on the time lines described in the following appointment scenarios: 

1. Thirty (30) Minute Session. Interpreter may consider the client a no show if the client has not arrived within twenty (20) minutes past the scheduled start time. 

2. One (1) Hour Session. Interpreter may consider the client a no show if the client has not arrived within forty five (45) minutes past the scheduled start time.
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If an assigned interpreter(s) is unable to attend a scheduled event and a replacement(s) cannot be assigned, the CO and concerned personnel shall be notified, via email and phone, as soon as possible to preclude them waiting for an interpreter who will not be arriving. The Government shall not incur any charges and the event will be rescheduled. 

During an appointment session, if the interpreter must leave due to an emergency or other compelling reasons, the Contractor shall provide the CO with a written statement citing the appointment start and departure times, and chargeable dollar amount calculated on a per minute prorated basis. 

All Contractor cancellations must be submitted to the CO via email. Telephone calls are permitted for timely notification, but emails confirming appointment cancellations are required.

[bookmark: _Toc392663940][bookmark: _Toc392664353]Confidentiality 
All work is to be performed by competent personnel, experienced and qualified to provide interpreter services in a professional manner. Sign Language Interpreters shall keep all assignment related information strictly confidential.
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Contractor will submit invoices, on a monthly basis, to the CO and the COTR. Invoices shall be compared with Government records to confirm or question charged sessions. Upon reconciliation of invoices, validation will be provided to the CO for payment to the Contractor. Invoice data, at the least, shall include the following:
1. Invoice Number 
2. Date of Service 
3. Service Start/Stop Times 
4. Interpreter’s Name 
5. Name of Hearing Impaired Client 
6. Name of Supervisor Receiving Service 
7. Total Sessions of Service 
8. Total Charge
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Contractor or authorized representative shall submit to the CO a roster of names of all employees who will be engaged in work at (Identify your facility). 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 

The Contractor and employees shall comply with Installation security requirements at all times. 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 ensuring the badges are returned the same day of employee termination or contract completion.
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