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This template is to be used when requesting services against the Language 
Services contract. It should be completed by the User Agency and submitted to 
the vendors under contract in the Translation Services Category.   

1. Statement of Work 
 Provide a brief description of the work to be performed, the potential assignments, 

locations, etc. 
 

 

 

2. Period of Performance 
                                 to

 

 

 

3. Project Organization 
 

3.1  Agency Contact Name 
 Name, Title, Address, Telephone Number, E-mail Address. 

 
 

 

 

 

   3.2  Key Roles and Responsibilities 
 Describe the roles and responsibilities of the user agency, stakeholders and any third 

parties. 
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4. Services Required of Contractor 
 

4.1  Contractor Roles and Responsibilities  
 Describe the role, functions, and services the selected contractor will be providing as part of 

this Task Order. 

 

 

 

 

 

5. Contractor Proposals 

5.1  Content and Format 
Contractors should submit pricing in accordance with the Attachment A – Cost 
Proposal Template.  The pricing quoted by the Contractor shall not exceed the 
pricing listed for that Contractor in Attachment B – Contractor Not to Exceed Pricing. 

 
 
 
 

6. Contractor Selection 
 
The Task Order will be awarded to the Contractor with the lowest overall price 
indicated in the completed Attachment A – Cost Proposal Template.  
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	MM/DD/YYYY: 06/10/2015
	Text1: The contractor shall provide document translation services to OMB for various documents which include but are not limited to: 1) Action Plan documents; 2) Public Notices; 3) Miscellaneous Content documents. OMB will provide text in English to be translated into but not limited to Tier 1 – Executive Order 120 Languages. Documents will range in length and level of technical content. The categories of documents are outlined below.

1. Action Plan documents – technical text documents with charts/graphics. 
Estimated # of Pages: 5 to 100.   Estimated Qty: 15. Normal Turnaround time: 5 working days.  These can be translated using a machine translation. The contractor shall provide editing services for the existing Action Plan documents that have been previously translated (e.g., editing a specific paragraph or section within a larger document). A sample of the Action Plan can be found here: http://www.nyc.gov/html/cdbg/html/plan/read.shtml 

2. Public Notices – Public Notices are documents that will appear in newspapers and other media outlets. Estimated # of Pages: 1 to 4 .4.  Estimated Qty: 25. Normal Turnaround time: 3 to 5 working days. These will need to be translated manually. A sample of a public notice is attached.

3. Miscellaneous Content documents – are various outreach and communications materials. This may include translating instructional or marketing content for a website, brochure, or other communications material.  Estimated # of Page: 1 to 2. Estimated Qty:25.Normal Turnaround time: These jobs will likely be short (1-2 pages of text) and will need to be manually translated

The contractor is expected to provide document translation services (including localization) in accordance with the specifications detailed in Master Agreement and the RFP document
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	Text2: 
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	P: 
	DATE: 06/10/2013
	MM/DD/YYYY2: 06/10/2013
	Text3: Carol King, Agency Chief Contracting Officer
NYC Office of Management and Budget
255 Greenwich Street, 8th Floor, NY, NY  10007
212-788-5885
kingc@omb.nyc.gov
	Text4: The Community Development Block Grant - Disaster Recovery ("CDBG-DR") provides communities with resources to address a wide range of community development needs to support recovery from Hurricane Sandy. CDBG-DR provides long-term recovery and restoration of infrastructure, housing, and economic revitalization in NYC's most impacted and distressed areas. CDBG-DR makes certain public published documents accessible to limited English proficient speakers in US Spanish, Russian and Simplified Chinese.
	Text5: The vendor shall provide document translation services as described in the Master Agreement, RFP document and the addenda issued to the RFP document. The document translation shall be provided for all language pairs involving English and any language spoken by residents of the City of New York including but not limited to the 175 languages as specified in Appendix B (List of Languages) of the Master Agreement. Specifically, the contractor will provide on demand language translation services from English to US Spanish, Russian and Simplified Chinese and, if necessary any language spoken by NY City residents using experienced and professional interpreters. Contractor will translate documents provided to them by OMB and may be required to provide both normal turnaround time and rush documents at the City's request. Contractor may also have to provide formatting (text and graphic) or desktop publishing if requested. These services are funded through the US Department of Housing and Urban Development's (HUD) Community Development Block Grant-Disaster Recovery, and the contractor must comply with regulations associated with these funds.


