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GENERAL INSTRUCTIONS, TERMS & CONDITIONS 
The Houston Police Department and the Department of Neighborhoods are soliciting services from qualified 
registered City of Houston vendors to perform the following interpreter and closed-captioned services for the 
deaf and hearing impaired as described in the Scope of Work/Services.   
 
Prospective proposers needing additional information/clarification to this request for qualification (RFQ) are 
requested to e-mail questions to Richard Morris at richard.morris@houstontx.gov. The deadline for submitting 
questions is Wednesday, July 25, 2012 at 5:00 p.m. CST.  No questions will be accepted after deadline.  
All questions will be answered via letter of clarification to this RFQ and posted on the City’s e-bidding website 
and automatically e-mailed to all who registered to receive this RFQ. 
  
Please review the Scope of Work/Services below.  If you believe that your company/organization meets the 
minimum requirements as outlined in the Scope of Work/Services of the RFQ, please submit your response to 
Richard Morris Procurement Specialist, via one of the methods listed below by Friday, August 3, 2012 a t 3:00 
p .m. CDT.  No proposals will be accepted after deadline. 
 

E-mail: (Preferred Method):      richard.morris@houstontx.gov 
 
Fax Number:     (832)393-8759 
 
Mail:     City of Houston 
    Strategic Purchasing Division (Suite B500, Room B506) 
    901 Bagby Street 
    Houston, Texas  77002 

 
SCOPE OF WORK/SERVICES 

1.0 Scope: 
 

1.1 The contractor shall provide all labor, material, and supervision necessary to perform   
  deaf and hearing impaired interpreter and closed captioning services for the Houston Police 

Department and the Department of Neighborhoods.   
 

 1.2 The Contractor shall provide Level III state certified Qualified Interpreters or above anywhere 
within the City of Houston, 24 hours a day, 7 days a week, as required by the department(s).   
Level III or above Interpreters shall be required to attend between two and five Positive 
Interaction Program (PIP) divisional and PIP citywide meetings each month.  Annual 
Police Week services would require two state certified American Sign Language (ASL) 
interpreters and one state certified closed captioning interpreter to provide professional 
services for the one day scheduled for the Deaf and Hard of Hearing community at the 
Houston Police Academy or any other location requested during the term of this 
contract.  The Contractor shall accommodate the required service on the day that will be 
determined and scheduled by the Houston Police Department for each year of the 
contract. 
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1.3. The Contractor shall respond to requests for services anywhere within the City of   

  Houston within one hour of receiving notice from the designated HPD employees.   
   
2.0 Additions & Deletions: 

2.1 The City, by written notice from the City Purchasing Agent to the Contractor, at any time during 
the term of this contract, may add or delete like or similar equipment, supplies, locations and/or 
services to the list of equipment, supplies, locations, and/or services to be provided.  Any such 
written notice shall take effect on the date stated in the notice from the City.  Similar equipment, 
supplies, services, or locations added to the contract shall be in accordance with the contract 
specification/scope of services, and the charges or rates for items added shall be the same as 
specified in the fee schedule.  In the event that the additional equipment, supplies, locations 
and/or services are not identical to the item(s) already under contract, the charges therefore will 
then be the Contractor’s normal and customary charges or rates for the equipment, supplies, 
locations and/or services classified in the fee schedule. 

 
3.0 Estimated Quantities Not Guaranteed: 

3.1 The estimated quantities specified herein are not a guarantee of actual quantities, as the City 
does not guarantee any particular quantity of Work orders or sites for services during the term of 
this contract.  The quantities may vary depending upon the actual needs of the user 
Department.  The quantities specified herein are good faith estimates of usage during the term 
of this contract.  Therefore, the City shall not be liable for any contractual 
agreements/obligations the Contractor enters into based on the City purchasing/requiring all the 
quantities specified herein. 

 
4.0 Warranty of Services: 

4.1 Definitions:  “Acceptance”, as used in this clause, means the act of an authorized 
representative of the City by which the City assumes for itself, approval of specific services as 
partial or complete performance of the contract.  

 
4.2 “Correction”, as used in this clause, means the elimination of a defect. 

 
4.3 Notwithstanding inspection and acceptance by the City or any provision concerning the 

conclusiveness thereof, the Contractor warrants that all services performed under this contract 
will, at the time of acceptance, be free from defects in workmanship and conform to the 
requirements of this contract.  The City shall give written notice of any defect or 
nonconformance to the Contractor within a one-year period from the date of acceptance by the 
City. This notice shall state either (1) that the Contractor shall correct or re-perform any 
defective or non-conforming services at no additional cost to the City, or (2) that the City does 
not require correction or re-performance. 

 
4.5 If the Contractor is required to correct or re-perform, it shall be at no cost to the City, and any 

services corrected or re-performed by the Contractor shall be subject to this clause to the same 
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extent as work initially performed.  If the Contractor fails or refuses to correct or re-perform, the 
City may, by contract or otherwise, correct or replace with similar services and charge to the 
Contractor the cost occasioned to the City thereby, or make an equitable adjustment in the 
contract price. 

 
4.6 If the City does not require correction or re-performance, the City shall make an equitable 

adjustment in the contract price. 
 

5.0 Insurance Requirements: 

5.1 Contractor shall maintain in effect certain insurance coverage and shall furnish certificates of 
insurance, in duplicate form, before beginning its performance under this Agreement.  All 
policies except Professional Liability and Workers’ Compensation must name the City as an 
additional insured.  The issuer of any policy (1) shall have a Certificate of Authority to transact 
insurance business in Texas or (2) shall be an eligible non-admitted insurer in the State of 
Texas and have a Best’s rating of at least B+ and a Best’s Financial Size Category of Class VI 
or better, according to the most current edition Best’s Key Rating Guide.  Contractor shall 
maintain the following insurance coverage in the following amounts: 

5.1.1 Commercial General Liability insurance including Contractual Liability insurance: 
$500,000 per occurrence; $1,000,000 aggregate 

5.1.2 Workers’ Compensation including Broad Form All States endorsement: 
Statutory amount 

5.1.3 Automobile Liability insurance 
$1,000,000 combined single limit per occurrence 
Defense costs are excluded from the face amount of the policy 
Aggregate Limits are per 12-month policy period unless otherwise indicated 

5.1.4 Employer’s Liability 
Bodily injury by accident $100,000 (each accident) 
Bodily injury by disease $100,000 (policy limit) 
Bodily injury by disease $100,000 (each employee) 
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5.2 All insurance policies must require by endorsement, that the insurance carrier waives any rights 
of subrogation against the City, Contractor shall give 30 days written notice to the Director if any 
of its insurance policies are cancelled, materially changed or non-renewed.  Within the 30 day 
period, Contractor shall provide other suitable policies in lieu of those about to be canceled, 
materially changed, or non-renewed so as to maintain in effect the required coverage.  If 
Contractor does not comply with this requirement, the Director, at his or sole discretion, may: 

5.2.1 immediately suspend Contractor from any further performance under this Agreement 
and begin procedures to terminate for default, or 

5.2.2 purchase the required insurance with City funds and deduct the cost of the premiums 
from amounts due to Contractor under this Agreement. 

 
5.2.3 All certificates of insurance submitted by Contractor shall be accompanied by 

endorsements for additional insured coverage in favor of the City for Commercial 
General Liability and Automobile Liability policies; and waivers of subrogation in favor of 
the City for Commercial General Liability, Automobile Liability, and Worker's 
Compensation/Employers' Liability policies.  For a list of pre-approved endorsement, 
forms see http://purchasing.houstontx.gov/forms.shtml.  The Director will consider 
all other forms on a case-by-case basis. 

 
 

RFQ SUBMITTAL REQUIREMENTS 
 

• Provide licenses/designations/certifications and resumes, as applicable 
• Provide an organizational chart of proposed staff for the project(s)    
• Provide client references for which proposer has performed similar services to those referenced in RFQ 
• Provide a brief overview of firm(s) experience, services offered, and an explanation of the proposer’s 

understanding of the work that must be accomplished via this solicitation 
• Provide a letter from the Insurance provider stating the Prime Contractor's  has the ability to obtain 

insurance to meet the City’s minimum insurance requirements (as stated in RFQ Provision 16.0 
Insurance Requirements) and Insurance providers  A.M. Best rating. 
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Additionally, the documents listed below must be provided with the proposal: 
 
 

TABLE 1 - REQUIRED FORMS 
Affidavit of Ownership.doc 
Fair Campaign Ordinance.doc 
Statement of Residency.doc 
Drug Forms 
PoP 1a Pay or Play Acknowledgment Form 
Contractor Questionnaire 

 
* All forms can be downloaded from the following link: 
http://purchasing.houstontx.gov/solicitation_forms.html Offeror will be able to click and print each 
required document from this site. 

 
Qualification Evaluation Criteria: 
In evaluating the submitted qualifications, the Houston Police Department and Department of Neighborhoods 
will consider the following criteria: 
 

EVALUATION CRITERIA Possible 
Points 

1. 0 Experience Evidence of the firm’s ability to perform the work, as indicated by 
experience in performing similar types of services, professional and technical competence, 
as indicated by the requirements provided for submittal.  

 
       65 

2.0 Qualifications Evidence of firm’s possession of licenses as required for this RFQ.       
       35 

TOTAL POINTS        100 
 

* Hire Houston First Preference Points (City Business = five (5) extra percentage points or Local Business = three (3) 
extra percentage points and Non-City and Non-Local Business will receive zero (0) extra percentage points). 
 

• HIRE HOUSTON FIRST: 
 
 Designation as a City Business or Local Business 
 
 To be designated as a City or Local Business for the purposes of the Hire Houston First Program, as 

set out in Article XI of Chapter 15 of the Houston City Code, a bidder or proposer must submit the Hire 
Houston First Application and Affidavit (“HHF  Affidavit”) to the Director of the Mayor’s Office of 
Business Opportunities and receive notice that the submission has been approved prior to award of a 
contract.  Bidders are encouraged to secure a designation prior to submission of a bid or proposal if at 
all possible. 

 

http://purchasing.houstontx.gov/solicitation_forms.html�
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 Download the HHF Affidavit from the Office of Business Opportunities Webpage at the City of 
Houston e-Government Website at the following location:  

 
www.houstontx.gov/obo/moreforms/hirehoustonfirstaffidavit.pdf 
 

 Submit the completed application forms to: Mayor’s Office of Business Opportunity, One Stop Business 
Center, 900 Bagby St., Public Level, Houston, TX 77002 or Applications may be submitted via e-mail to 
-MOBO@houstontx.gov or faxed to 832.393.0952. 

 Award of Procurement Pursuant to a Request for Proposal, Best Value Solicitation or 
Alternative---Pursuant to Chapter --- of the Local Government Code 

 
 IN EVALUATION OF A PROPOSAL SUBMITTED UNDER ANY OF THE ABOVE PROCUREMENT 

METHODS, THE CITY SHALL AWARD EXTRA POINTS EQUAL TO 
 
  

• THREE PERCENT OF THE TOTAL EVALUATION POINTS AVAILABLE TO A “LOCAL 
BUSINESS,” AS DEFINED IN SECTION 15-176 OF THE CITY OF HOUSTON CODE OF 
ORDINANCES, AND 

• FIVE PERCENT OF THE TOTAL EVALUATION POINTS AVAILABLE TO A “CITY BUSINESS ,”AS 
DEFINED IN SECTION 15-176 OF THE CITY OF HOUSTON CODE OF ORDINANCES 

• UNLESS THE USER DEPARTMENT DETERMINES THAT AN AWARD TO THE LOCAL OR CITY 
BUSINESS WOULD UNDULY INTERFERE WITH CONTRACT NEEDS, AS PROVIDED N 
SECTION 15-181 OF THE CODE.   

 
 
 
__________________________________________________               ___________________________ 
Calvin D. Wells, ARA Deputy Director     Date 
City Purchasing Agent 
 

http://www.houstontx.gov/obo/moreforms/hirehoustonfirstaffidavit.pdf�
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