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1.0  INTRODUCTION 
 
1.01 Introduction: 
This Request for Qualifications (RFQu) is to establish a Qualified Pool of Remote Real-time TypeWell 
Transcribing Services.  Consultants accepted into the pool are prequalified to provide Transcribing 
Services to Oregon State University (OSU) in support of OSU’s mission campus-wide.  Real time 
transcribing service requests have steadily increased over the past eight years at Oregon State 
University. Remote real-time transcribing services will be used when on-site transcribers are unavailable 
for classes 
 
Acceptance into the Qualified Pool only signifies prequalification and does not obligate OSU to issue a 
contract.  Contracts will be issued on a case by case basis as projects occur.  The Qualified Pool process 
was designed to create a group of vendors who are prequalified to do the work described in this RFQu.  
As projects come up within departments they can request a list of those vendors who have prequalified 
and they may choose to contract with a vendor based on interviews, specific experience, cost, and 
availability, etc. 
 
1.02 Background: 
Oregon State University is one of only two American Universities to hold the Land, Sea, Sun and Space 
Grant designations and is the only Oregon institution recognized for its “very high research activity” 
(RU/VH) by the Carnegie Commission on Higher Education. OSU is comprised of 11 academic colleges 
with strengths in natural resources, earth dynamics and sustainability, life sciences, entrepreneurship and 
the arts and sciences. OSU has facilities and/or programs in every county in the state, including 15 
regional experiment stations, 36 county extension offices, and a branch campus in Bend, a major marine 
science center in Newport, and a range of programs and facilities in Portland. OSU is Oregon’s largest 
public research University, conducting more than 60 percent of the research funded throughout the 
state’s University system.  OSU is located in Corvallis, a community of 53,000 people situated in the 
Willamette Valley between Portland and Eugene. Ocean beaches, lakes, rivers, forests, high desert, the 
rugged Cascade and Coast Ranges and the urban amenities of the Portland metropolitan area are all 
within a 100 mile drive of Corvallis. Approximately 15,700 undergraduate and 3,400 graduate students 
are enrolled at OSU, including 2,600 U.S. students of color and 950 international students. 
 
2.0 SCOPE OF WORK AND REQUIRED QUALIFICATIONS 
 
2.01 Sample Contract. 
Contractors selected from the Qualified Pool to perform services will be issued a separate contract.  A 
sample contract, including OSU’s terms and conditions, is included as Attachment A. 
 
2.02 Required Qualifications. 
Due to the scope of work and the nature of this Qualified Pool the minimum required qualifications are as 
follows: 

 All transcribers registered with the Proposer’s company must have taken and successfully 
passed the TypeWell real-time transcriber course. 

 All transcribers must be able to quickly, accurately, and completely capture the meaning of 
lectures in courses to which the transcriber is assigned. 

 All transcribers must have the ability to troubleshoot software and hardware in order to 
provide uninterrupted service to students receiving the service. 

 Proposer must possess TypeWell version 5 software, a high-speed internet connection, and 
the necessary equipment required to provide remote services. 

 Proposer must have the ability and staff to respond to last minute, evening, and weekend 
requests for transcribers 

 Proposer and staff must understand and follow the Transcriber Code of Ethics 
 A minimum of two years experience providing services to institutions of higher education 
 Ability to provide technical assistance to on-site personnel 

 
2.03 Qualified Pool Time Period. 
The Qualified Pool will be open for the period November 2010 – October 2013.  At any point during this 
time period, entities who wish to participate in the Qualified Pool may submit their qualifications and will 
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be notified upon acceptance into the pool.   Once accepted into the Qualified Pool, the participant does 
not need to reapply during the time period the pool is open unless rejected from the pool.  Acceptance 
into the pool does not obligate OSU to issue a contract. 
 
2.04 Contract Issuance. 
Oregon State University will issue contracts to those participants in the Qualified Pool that best 
meet the requirements of the individual departmental projects.  Performing work without a fully 
executed Contract may result in non-payment of work performed, or termination of an impending 
contract. 
 
3.0  REQUIRED SUBMITTALS, REVIEW AND SELECTION 
 
3.01 Required Submittals: 
In order to be considered as a participant in this Qualified Pool, Entities must submit the following 
 

 Introduction letter describing how you or your firm meets the Required Qualifications.  
 Resume or curriculum vitae of Key Person(s).   Key Person(s) is defined as the individual that 

would perform the work and work directly with the University.  
 If submitting on behalf of a Company, a summary of work experience for the Company as well as 

education background of the top executives such as the President, VP CEO etc. 
 Pricing sheet listing hourly rates and other applicable fees. 
 Three professional client references within the last 3 years. Include contact information. 
 Completed Attachments B and C. 

 
3.02 Submittal Location: 
Completed Submittals may be mailed, e-mailed or faxed to the following: 
 

Oregon State University 
Procurement and Contract Services (PaCS) 
Attn: Debora Lauer 
644 SW 13th Street 
Corvallis, Oregon 97333 
Fax:  (541) 737 - 2170 
Telephone: (541) 737 - 7343 
E-mail:  pacs@oregonstate.edu 

 
3.03 Review 
PaCS shall review entities submittals to determine if the qualifications set forth in the RFQu have been 
met.  If the entity meets the qualifications, PaCS will send a letter of acceptance as a participant into the 
Qualified Pool.  If the entity does not meet the qualifications, PaCS will send a letter of rejection including 
the grounds for rejection and a statement of the appeal rights and deadlines pursuant to OAR 580-061-
0130.  Acceptance into the Qualified Pool does not entitle the participant to the award of a Contract.   
 
3.04 Selection of Contractors from Qualified Pools. 
OSU departments may use a Qualified Pool to make direct appointments, obtain quotes, conduct 
interviews or request presentations depending on the nature and requirements of the departmental 
project. 
 
3.05 Termination.   
PaCS may discontinue or terminate a Qualified Pool at any time by giving notice to all participants in the 
Qualified Pool. 
 
4.0 INSTRUCTIONS 
 
4.01 Provisions and Requirements: 
This RFQu and resulting contract(s) are subject to the provisions and requirements of the applicable 
Oregon Revised Statutes, the applicable Attorney General's Model Public Contract Rules and the 
Administrative Rules of the Oregon University System. 
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4.02 Right to Reject: 
OSU reserves the right to reject any submittal or to reject all submittals at any time prior to OSU's 
execution of a Contract if it is determined to be in the best interest of OSU to do so. 
 
4.03 Change or Modification/Addenda:  
Any change or modification will be in the form of addenda.  Only documents issued as addenda by the 
PaCS serve to change the RFQu in any way.  No other direction received written or verbal, serves to 
change the RFQu.  Addenda will be posted to the PaCS website at: 
pacs.oregonstate.edu/other/solicitations.cfm?print=true. 
 
Note:  if you have received an RFQu you should consult PaCS to assure that you have not missed any 
addenda announcements.  Addenda are not required to be returned, however, prospective participants 
are responsible to make themselves aware of, obtain and incorporate any changes made in any addenda 
issued.  Failure to do so may cause the submittal to be rejected. 
 
4.04 Preparation and Submission: 
Submittals shall be prepared in ink and shall be signed by an authorized representative. 
 
4.05 Withdrawal: 
Submittals may be withdrawn in writing on company letterhead signed by an authorized representative 
and received by PaCS prior to contract issuance.  Submittals may also be withdrawn in person prior to 
contract issuance upon presentation of appropriate identification. 
 
4.06 Agreement to Requirements, Terms and Conditions: 
By submission, Entities agree to all requirements, terms and conditions contained in the RFQu. 
 
4.07 Preparation Costs: 
OSU shall not be liable for any costs incurred in the preparation of submittals and any subsequent 
presentations or negotiations.  
 
4.08 Investigation of References: 
OSU reserves the right to investigate the references and the past performance of any Entity with respect 
to its successful performance of similar services and compliance with specifications and contractual 
obligations.  OSU reserves the right to consider past performance, historical information and fact, whether 
gained from the Entities submittal, question and answer conference, references, OSU or any other source 
in the evaluation process. 
   
4.09 Notice to Proceed: 
Any award of a Contract resulting from this Request for Qualification will be made only by written 
authorization from OSU. 
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ATTACHMENT A 
CONTRACT 

 
The following Personal Services Contract is applicable to this Request for Qualification.  

 
 

[Remainder of this page left intentionally blank] 
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ATTACHMENT B 

 
CERTIFICATIONS 

 
REMOTE REAL-TIME TYPEWELL TRANSCRIBING SERVICES QUALIFIED POOL 

 
Each Entity must read and comply with the following sections.  Failure to do so may result in rejection.  By 
signature on this certification the undersigned certifies that they are authorized to act on behalf of the 
Entity and that under penalty of perjury the undersigned will comply with the following: 
 
SECTION I.  OREGON TAX LAWS 
As required in ORS 305.385(6) the undersigned hereby certifies that to the best of the undersigned’s 
knowledge, the Entity is not in violation of any Oregon Tax Laws.  For purposes of this certification, 
“Oregon Tax Laws” means a state tax imposed by ORS 401.792 to 401.816 (Tax For Emergency 
Communications), 118 (Inheritance Tax), 314 (Income Tax), 316 (Personal Income Tax), 317 
(Corporation Excise Tax), 318 (Corporation Income Tax), 320 (Amusement Device and Transient Lodging 
Taxes), 321 (Timber And Forestland Tax), 323 (Cigarettes And Tobacco Products Tax), and the elderly 
rental assistance program under ORS 310.630 to 310.706;  and any local taxes administered by the 
Department of Revenue under ORS 305.620.  If a Contract is executed, this information will be reported 
to the Internal Revenue Service under the name and taxpayer I.D. number submitted below.  Information 
not matching IRS records could subject Contractor to 31 percent backup withholding. 
 
SECTION II.  AFFIRMATIVE ACTION 
The undersigned hereby certifies that they have not discriminated against Minority, Women or Emerging 
Small Business Enterprises in obtaining any required subcontracts, pursuant to OAR 580-061-0030 (3).  
 
SECTION III.  COMPLIANCE WITH SOLICITATION  
The undersigned agrees and certifies that they: 
1.  Have read, understands and agree to be bound by and comply with all requirements, instructions, 

specifications, terms and conditions contained herein (including any attachments); and 
2.  Are an authorized representative of the Entity, that the information provided is true and accurate, and 

that providing incorrect or incomplete information may be cause for rejection of the offer or contract 
termination; and 

3.  Will furnish the designated item(s) and/or service(s) in accordance with the solicitation and the 
contract; and 

4.  Will provide/furnish federal employee identification number or social security number with offer. 
 
 
Authorized Signature:         Date:    
 
Name (Type or Print):     Title:      
 
Telephone Number:(          )      Fax Number:(          )  
   
 
FEIN ID# or SSN# (required):      

Construction Contractors Board (CCB) License Number (if applicable):      
 
Business Designation (check one): 
 
 Corporation       Partnership       Sole Proprietorship      Non-Profit      Limited Liability Company               

Minority, Women & Emerging Small Business (MWESB) Certified Firm: Yes No 
If yes, Minority, Women & Emerging Small Business (MWESB) Certification Number:    
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ATTACHMENT C 
 

TRANSCRIBING FUNCTIONS 
 

REMOTE REAL-TIME TYPEWELL TRANSCRIBING SERVICES QUALIFIED POOL 
 
This information will be used by OSU departments to search for entities able to provide services pertinent 
to their project.   
 
Company Name:         
 

  Check all that Apply # Yrs
 
All Transcribers have taken and successfully passed the TypeWell Real-time Transcriber 
Course  
  

  

 
Ability to trouble shoot software and hardware problems in order to provide uninterrupted 
service 
 

  

 
Must possess TypeWell version 5 software,; high-speed internet connection 
 

  

 
Have a minimum two (2) years experience providing services to institutions of Higher 
Education 
 

  

 
Ability to provide technical assistance to on-site personnel 
 

  

 
Must be available to respond to last minute, evening and weekend requests 
 

  

 
Understand and follow the Transcriber Code of Ethics 
 

  

 
Ability to deliver rough edited notes to Client within twenty-four (24) hours 
 

  

 
Supplemental Information:   
 
1) Briefly describe your experience working with Higher Education. 
 
 
 
 
 
2) Briefly describe your experience providing Remote real-time TypeWell transcribing services. 
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ATTACHMENT C (Cont.) 
 

CONSULTING FUNCTIONS 
 

REMOTE REAL-TIME TYPEWELL TRANSCRIBING SERVICES QUALIFIED POOL 
 
 
3) Describe your experience providing last minute transcribing services. 
 
 
 
 
 
4) Describe experience trouble shooting software and hardware problems. 

 
 

 
 
 

5) Describe experience in providing technical assistance to on-site personnel. 
 


