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Frank Edelblut
Commissioner

Christine M. Brennan
Ceputy Commissioner

STATE OF NEW HAMPSHIRE
DEPARTMENT OF EDUCATION
101 Pleasant Street
Concord, N.H. 03301
TEL. (603} 271-3495
FAX {603} 271-1953

May 13, 2020

His Excellency, Governor Christopher T. Sununu
and the Honorable Executive Council

State House

Concord, New Hampshire 03301

REQUESTED ACTION

Authorize the Department of Education to exercise a renewal option of a contract with Ubiqus
Reporting, Inc.. New York, NY, {Vendor code 249531}, by increasing the price limitation by
$28,900.00 from $28,200.00 to $57.800.00, to provide official record transcription services,
effective upon Governor and Council approval through June 30, 2021. The original coniract
was approved by Governor & Council on June 19, 2019 {ltem #207). 56% General Funds,

7% Federal Funds, 37% Other Funds

Funds to support this request are available in the accounts titled Governance, Assessment-
Federal, Administration Fees, Higher Education Commission, and Education Credentialing as
follows: h

FY 21

06-56-56-560510-20220000-102-500731 Contracts for Program Services  $ 5,000.00
06-56-56-560510-20220000-235-500784 Transcription Services $10,000.00
06-56-56-562010-25340000-102-500731 Contracts for Program Services  $ 2,000.00
06-56-56-566510-67770000-235-500784 Transcription Services $ 80000
06-56-56-566510-86790000-235-500784 Transcriplion Services $ 500.00 )
06-56-56-566510-20080000-102-500731 Contracts for Program Services  $10,600.00

$28,900.00

EXPLANATION

Ubiqus Reporting, Inc. has been doing business for over 70 years. Their primary business consists
of providing high quality legal transcription of court hearings and trials throughout the New York
metropolitan area. Ubiqus also holds similar contracts with the New York State Education
Department and the City University of New York, wherein they produce transcripts of
administrative hearings and monthly departmental meetings. In addition, they have also held
contracts with the New York City Department of Education Impartial Hearings Office as well as

TDD Access: Relay NH 711
EQUAL OPPORTUNITY EMPLOYER- EQUAL EDUCATIONAL OPPORTUNITIES



His Excellency, Governor Christopher T. Sununu
and the Honorable Executive Council
Page 2 of 2

the New York City Council. They have proven they have the resources, capacity, and
organizational structure 1o continue to satisty the requirements of this contract.

A request for proposals wos posted on the Department website from April 16. 2019 to May 1,
2019. The Department was seeking proposals from an organization or individual to provide
transcription services from MP3 audio recordings to Microsoft Word documents. Four proposals
were received, reviewed and rated by an evaluation team. The team recommended Ubiqus
Reporting. Inc. for funding.

In the event Federal and Other Funds become no longer available, additional General Funds will
not be requested to support this program.

Respectfully submitted,

W N

Frank Edelblut
Commissioner of Education

FE:emr
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AMENDMENT TO
PROFESSIONAL SERVICES CONTRACT

Now come the New Thinpshire Departisent of Lducation, OFee of the Commissioner. here blafier e
Agaeney.” il Uibigus Reparting, Ine., Mew York, NY | bercinalier "the Contractor™, and. pUPALInt 1 a0 agreement
hunwveen the parties that wis spproved by Goverar i Coungilon fune 19, 2019 (hen 2207 Vherchy aoreg o nnadity
e as follows:

Lo Amend Section 1.7 by extending ihe completion dare 10 fune 30, 2071

= Amend Seetion L by increasing the price limitason fros $28.900.00 11 $47 800,60

L Remuove Exhibit A (S¢ope of Services) and replice with Lxhihit B-1 0Scope of Services
" 4. Remove Exhihit B (Pidgeor and eeplace with Exhibin -1 iuduen

s

Remve Exhibit C (Speciad Provisions) and replace with Faibit A1 tSpecial P'rosisionsa;
6. All ather provisions of this agreviment shall remain in il free aod cffect as origicatly sei torh: and

7. This amendment shall eommence Jily 12020 upon Gevernor and Couneil approval and shald terminate on
June 30, 2024, '

Thiz ineditication ol an existing agreement is herchy incororaied by relerenee i the existing apreeraent by the purties
and mnst be avached to the said agreemen, -

IN WIINESS WITEREOF. the parties. hereto hane set their ands as of the das and vear biess ibowe swrizton,
THE STATE OF NEW FLAMPSHIRSE
Deparunent ut’ Bducation
(Agencyy

Mevision ol Comnmssioner’s Otfice

By (-9t

Frank Edelblut, CommizsToner of Education Pate

Uiy Reponting, Ine

g Syt OF Corpanittion (Uontracters ‘
: A , “7 P
e Z B Safes Mo ST/
- =gk o 1

Sivnature, itle Bate
siar:oNew York
Coumy “[NEW York Nashakeem Uzzell ) vl
Y] i ;\ RV 4
Ch this s [Q_,_d;:_v of _f ‘C\ - 2uln hc!l:-rcmc.X’k’kXXKX%(' ‘NX’X/ Abe unideriizned

utficer, persomdly appearcd ike Mitchell Kiown o me for sitisficton: prosen o be
the person whose game is subseribed to the swithin inatrsnent und acknowledged tai heshy
the purposes therein contained.

executdd the same for

In witaess ".vhcrml'. [ hereto set sy und and ofticiat seal.
Nastakeem Uezell 10/31/20

Notary PubliciJustice ol the Peace Cotunisisen Expires

: N ST ,
Approscd s 88 B e, b Lt e i coes wiaen EEIE TSN SEE LTI IR T I L 9! - de oo /flqr '

NASHAKEEM UZZELL
NOTARY PUBLIC~STATE OF NEW YORK
No. 01U26349937 -
Qualified in New York County
My Commission Expires 10~31-2020
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Approved by the Governor and Council this

day of

By:

.20_




EXHIBIT A-1
Special Provisions

Additional Exhibits D-G | | -

ContractDelween L_!bmu:ﬂtpam'ng. inc and the Haw Haympihire Depariment of Educalion .
Page 1 all J’[ Lf
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EXHIBIT B-1-
SCOPE OF SERVICES

Ublqus Ruporting Ingc. whi provldo the following sarvicesto the New Hampshire Department of
Education eftective upon Governor and Councl approval through June 30, 2021:

« Provide accewtoa secure encrypted cllent portalsite to alow secure transier of files dlre ctly to
the server natwork for production, should the DOE requester choose this method ratherthan
physical shlpment ot audlo .

» Provide a standardized request form, so that DOErequester can specffy turnaround time and
dellvery specifications .

« Assess audlo for ariy_;‘:ossible quality issues

= Produce an accurate verbatim ranscript or meeting summary of the audiorecording within the.
turnaround time requested accompanled by aninvoice

+ Before submission to the DOE, review the document to eliminate any possible emors
» Deliverdocumentstothe DOEin Word and POF tormats ualess otherwise specified

« Provide secure accessto Ublgus' extranet portal site to dewnload documents, shoulg DOE
requester prefer this method '

» Provide a verbatim transcript which w:ll contain 25 numbered lines of text, one-inch margins on
eachside, left-justified, 12 point font with a centiticate of accuracy signed by the transcriptionist
asthefinalpage ofthe document

« Ininstances of multiple days of proceemngsiorthe same case, date and ;Jagmate each day of
the transcription separately

® Provide an asmgned account managerto ensure questlons andrequests are handled In a timely
fashion

*  Maintain comhlete_ confidentiality of all personal and proprietan} gata at alltimes -

Contract between Ubiqus Reportng, Inc and the New Hampshirs Department of Education
Page20t3
Conrrac!wmmars)'" M
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EXHIBITC-1
Budget through June 30, 2021

Pricing

Verbatim Transciplion  ~ Wdtten Sumemary
s business days: 1180 perpage : 1125.00 perrecorded hour
5-10 bustness days: 12.i0 perpage 1150.00 perrecorded hour
2-4 business days: 1235 perpage 3175.00 perrecorded hour
Next business day: 13.50 perpage Mext day delvery not offered

Note: The pricing listed above tsfor electronic delivery only, Turnaround times are calculated from the

daythatubinusreceivas the avdie. If physicat media needsio be returned, shipolng charges will
apply.

Limitation on Price: In no ¢case shallthe 1otal budget exceed the price Imitation of $28,300.00.

Eunding Source: Fundstosupportthisrequest are avallablein the accountsiitted Governance,

Assessment-Federal, Adminisiration Fees, Higher Education Commission, and Educailon Credentialfing
asfollows: . .

Ft 21

06-56-56-560510-20220000-102-500731 Contractyfor Program Services ¢ 5,000.00
06-56-56-560510-20220000-235-500784 Transcription Services T $10,000.00
06-56-56-562010-25340000-102-500731 Contracisfor Program Services § 2.000.00
06-56-56-566510-67770000-235-500784 Transcription Services 3 B800.00
06-56-56-566510-86790000-235-500784 Transcription Services t  500.00
06-56-56-566510-90020000-102-500731 Contract for Program Services §10.600.00

$28,900.00

Method of Pavment; Paymentisto be made onthe basis of involces which are supporied by 2
summary of activitiesthat have taken placein accordance with the terms ot the contract. If otherwise

corectand acceptable, payment will be made for 100% of the txpenditureyilsied. Invoices ang
reports shall be submitted to:

Angela Adams
Executive Ashiant
Commissioner's Qlitce
HH Department of Education
101 Pleasant Stre ey
Concord, HH 03301

Coniract betwean Ublgus Reporing, inc and the Hew Hampsthire Dapanment ot Edacition
Pags 3043
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EXHIBITD-
Contractor Obligations

Conlracts in excass of the simplilied acquisition thrashold {cutrently sat a1 3250.000) musi acidress
adminlstrattve, contractual, or legal romedies In instances where thg controctors viotale or breach
conirac! terms, and provide tor such sanctlons and penallies os appropriate. Relerance:

2C.FR, § 200326 and 2 C.F.R. 200, Appendix ||, requred coniroct clouses.

The conlracior acknowledges that 31 US.C. Chap. 38 {Administrative Remedies for False Clotms -
cnd Siatemenis} applies to the conlractor's actlons pertalning to this coniract.

Yhe_Con!rccfor. certifies and otfirms the truthiuiness and accuracy of each statemeni of s
certification and discliosure, it any. in addition, the Conlractor understands and cgrees that the
provisions of 31 U.5.C. § 3801 et seq., appiy to this cenlification and disclosure, if any..

Breach

A brecch of the contract clauses above may be grounds for terminaiion of the conlroct. and lor
debarment as a contracior ond subcontractor as provided in 28 CFR. § 5.12.

Fraud and Faise Statements
The Conitroctor understands that, if the project which is the subject of this Centract is fincnced in
“whole or In part by federal funds, thai if the undersigned, the company iha! the Conkracior
represents, or any employee or agent therecf, knowingly mckes cny jfaise stclement.
representation, report or claim as to the choracter, quality. quantity, or ces! of maiercl used of io
be used. of queniity or guality work periormed or to be performed. or makes cny ialse siatement
or representation of a materol fact in cny stoiement. cerdificale, or repor, the Contractor and
any company that the Contractor represents may be subject to prosecution under the provision
of 18 USC 81001 and § 1020, ' ' .

Environmental Protection - . . .

{This clause is applicable it this Coniraci exceeds $150.000. i applies to federol-ald coniracts
only.)’ .

The Controctor is required to comply with all appliceble stondords, orders or requirements issued
under Section 306 of the Clean Air Act [42U.S.C. 1857 [h), Seciion 508 of the Cleon Water Aci (33
U.5.C. 1368}, Executive Order 11732, and Environmentai Protection Agency (EPA) regulations (40
CFR Part 15) which prohibit the use under non-exempt Federal controcts. granis or leans of
faciilies included on the EPA Lst of Violaling Facilities. Violations snail be reporied 1o the FHWA
and to the U.S. EPA Assistani Administrator tor Enforcement. '

Procurement of Recovered Materlals ' . A

in accordance with Section 6002 of the Solid Waste Disposol Act (42 U.5.C. § 6962). Stote agencies
and agencies of a politicol subdivision of o siate that are using appropriaied Federal funds for
procurement must procure items designated in guidelines of the Environmental Protection
Agency ({EPA) ot 40 CFR 247 thot contain the highest percentage of recovered matericls
practicable, consistent wiih maintoining a satisfaciory tevel of compelition, where the purchase
" price of the item exceeds $10.000 or the value of the quantity acquired in the praceding fiscal
vear exceeded $10.000 .musk procure solid woste managemen! services in o manner thot
maximizes energy and resource recovery; and must have established on affiimative procurement
" program for procurement of recovered matedals Identified In the EPA guldelines.

- MM
Conkacior "Sﬁ:mmo )



Exhibit E
Federal Debarment and Suspension

G. Bysignature on this Contract, the Contractior cerlifias its complicnce, and the compliance
ofits Sub-Contractors. present or future, by stating thet any person associated therewith in
the capacity of owner. portner, direcior. officer, orincipal investor. project director.
manocger. audltor, or any position of authorty Invoiving tederal funds:

-

1. s not currenity under suspension, debarment, voluniary exclusion, or determination of
ineligibility by any Federcl Agency:

2. Does not have a proposed debarment pending:

3. Hos not been suspended, debarred, volbnrcn‘ly excluded or determined ineligile by
any Federal Agency within the past three (3) yeors: and

4. Has not been indicted, convicted, or hed a civil judgment rendered against the firm
by a court of compelent jurisdiction in any matier involving froud or official misconduct
within the past three (3) years.

b. Where the Conlractor or its Sub-Contractor is unable 1o cenity to the statement in Section
c.i. above. the Contractar or its Sub-Contractor shall be deciared ineligible o enter inlo
Contract or periicipats in the project.

c. Where the Coniractor or SUb-Contractor is unable 1o cerlify o any of the stalemenis as
listed in Sectons 6.2, a.3.. or 0.4, cbove, the Conlractor or its Sub-Cantractor shall submit
a written explanation to the DOE. The certification or explanation shall be considered in
connaclion with the DOE's determination whether jo enter Into Contract, :

d. The Confracior shall provide Immedicie wiitten notice to the DOE if. at any time,
the Controctor or lts Sub-Contracior, leam that itls Debarment and Suspension
cerfification hos become enoneous by reason of changed circumstances.

Coniractor Wrm-/(/"t',

DafeM/QQ



' Exhibl} £

Anti-Lobbying

The Conlractor agrees t6 comply with the proviions of Section 319 of Public Law 101-121,
Government wide Guldance for New Restictions on Lobbying, and 31 U.S.C. 1352. and turther
agrees o have the Conlractor's ropresantalive, execute the following Ceritflcation:

The Contractor certifies, by signing and submilting this cantract. to the bes} of hisfher knowledge
and belief, that: .

o. No lederal appropriaied funds have been pold or shall be pald, by or on pehall of the
undersigned, to any person lor inllvencing or attempting to infltuence any officer or
employee of any Slate or Federal Agency. a Member of Congress, on officer or employes
of Congress, or an employee of o member of Congress in connection with the awarding
of any Federol contract, the making of any tederal grant, the maklng of any lederal loan.
the enlerng into ony cooperative’agreement, and the extension, conlinualion, renewal
amendment. or modilication of ony Federcl controct grant, loan, or cocperalive
agreement. ' :

b. if any funds other than federally appropdated funds hove been pald or shall be pald to
ory peison for influencing or aitempling to influence on olficer or employee of ony
Federal Agency. a Member of Congress, ond ofﬁcer or employee of Congress, of an
employee of a member of Congress in connaction with this Federal contract, gront, loan,
of cooperative agreement, the undersigned shall complete and submit the “Disclosure of
Lobbying Activilles” form in cccordaence with its instructions

Hp: i v rgnts/stillin

c. This certification is a materal representation of faoct upon which reliance was ploced when
thls fransaclion was made or entered into. Submission of this cerllfication is a prerequlsite
for making ond entering into this kansaclion imposed by Section 1352, Title 31 and U8,
Code. Any person who fcils 1o file the required cerification shall be subject to a civil
penalty of not less than $10,000 and not more than $100,000 for each such lailure,

d. The Contracior olso agrees, by signing this controct that it shall require that the languoge
ot this certification be Included in subcontracts with all Sub-Controctor(s) and lower-tier
sub-Contractors which exceed $100,000 ond that afl such Sub-Contractors and lower-tier
sub-Contractors sholl certify and disclose accordingly.

e. The DOE shell kesp the firn’s certification on file as port of iis original contract. The
Coniractor shall keep individuat cedificalions rom all Sub-Contractors and lower-tier Sub-
Coniractors on file. Cerdification shall be relalned for three (3) years lollowing completion

- and acceplonce of any given project. '

Contacior initlais ﬂ VM .
Dote 31/ 3-C



Exhiblt G
Righis fo Inventlons Made Under a Contract, Copy Rights and Confidentlality
Rights to Inventions Made Under o Contract or Agreoment

Contracts or agreements lor the performance of experimenial, developmental, or research work
shall provide tor the rights of the Federal Government ond the reciplent In any rasuliing Invention

in accordance with 37 CFR port 401, "Rights to Inventions Made by Nonp?oﬂi Organizotions and.

Small Business Firms Under Government Grants, Controcts and Cooperalive Agraaments and
any implementing regulotions issued by the DOE.

Any discovery or inventlon thal arses during the course of the controct shall be reported 1o the
DOE. The Contractoris required to disclose inventions prompily to the controcting officer (within 2
manths) after the Invenior discioses it In writing to contractor personnel responsible for patent
matters. The awarding agency shall determine how rghts in the nnvenhon/dascovnry shall e
allocated consistent with "Government Patent Policy” and Title 37 C.F.R. § 401,

Confidentiality

All Written and oral information and materiols disciosed or provided by the DOE under this
agreement constilutes Confidential Information, regardless of whether such information was
proviced before or ofter the dote on this agreement or now it was provided.

The Contractor ond representatives thereo!f. ocknowledge that by making use of. acquiring or

odding to information about matters and doto related to this agreement, which are confidential

to the DOE and Its pariners, must remain the exclusive property of the DOE.

Confidentiol information means all dato and infarmation related to the business ond operotion of
the DOE, including but not limited to all school and student dola contained in NH mle xv,
Educotion, Chapters 186-200.

Confidentiaf information includes but is not limited io, student ond schocl disirict dota. revenue
cnd costinformation, the source code for computer software and harchwaore products owned in
part or In whole by the DOE, financial information, partner informationfincluding the identity of
DOE partners), Contractor and supplier information, (including the Ideniity of DOE-Contraciors
and suppliers), and any informaotion that has been marked “"confidential” or “proprietary”. or with
Ihe lixe designotion. During the term ol this controct the Controctor agrees to abide by such rutes
as may be adopled from lime 10 time by the DOE fo maintain the security of all confidential
information. The Controctor lurther agrees thal it will always regard and preserve as confidential
Informalilon/dato received during the performance ol this contract, The Coniractor will not use,
copy. moke notes, o1 use excerpls of any confidentict information. nor will it give, disclose, provide
access to, or otherwlse make availabie any confidential information 1o any person not employed
or coniracted by the DOE or subcontracted with the Contractor.

Ownership of intellectuel Ptoperjy

The DOE shall reiain ovwnership of ‘all source data and oiher in!elleciucl property of the DOE
provided to the Conitracior in order o complele the services of this agreement. As well the DOE
will retaln copyright ownership for any and all malerals, patents and Intellectual property
produced, Inciuging. but nol limited to, brochures. resource direclones:. protocols. guldelines,
posters. or reports.  The Contractor shall not reproduce any materlals for purposes other than use
for the terms under the contract without prior writien approval from the DOE.

Contractor initial /L/‘f
Dare
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State of New Hampshire
Department of State

CERTIFICATE

[. William M. Gardner, Secretary of State of the Swate of New Hampshire. do hereby certify that UBIQUS REPORTING INC. is

a New York Profit Corporalion registered to transact business in New Hampshire on May (3, 2013. | funther cenify that all fees
i

and documents required by the Secretary of State’s office have been received and is in good standing as far as this office is

concerncd.

Business [D: 691638
Certificate Number: 0004913813

IN TESTIMONY WHEREOF,

| hereto set my hand and cause to be affixed
the Scal of the State of New Hampshire,
this 13th day of May A.D. 2020.

Dor ok

William M. Gardner

Secrelary of State




CERTIFICATE OF VOTE

(Corporation without a Seal}

I, Q ﬂ%\ U\ &DS\ M &-(\D , do hereby certify that:

{Name ofthe Clerk of the Corporation: cannot be signatonyy

(1 [ am the duly elected clerk of Ubiqus Reporting, Inc.
{Lorporation Name}

2) The following are true copies of the resolutions duly adopted at a meeting of the Board of Directors of the
Corporation duly held on__ 5} ja. .
(Dare)

RESOLVED: That this Corporation enter into a contract with the State of New Hampshire, acting through
its Department of Education.

ResoLVED: That__ A% YA M\ Seves YaraneY,

(Name of Contyact Signator {1itle ot Contract Siguutm}@
is hereby authorized on behalf of this Agency 10 enter into the said contract with the State and to execute
any and all documents, agreements and other instruments, and any amendments, revisions, or modifications
thereto, as he/she may deem necessary, desirable or appropriate.

(3) The foregoing resolution(s) have not been amended or revoked, and remain in full force and effect as of the
: day of__ YA\ 80A ,2020 .
{Davy (Mlonth \ . Uy g Muss be sanie diie sy the coniract Jite)

N S}EESS WHEREOF, I have hereunto set my hand as the Business Representative of the Corporation this
\ day of__ YA oA . 2020
(Dl I\ Jonthy \ 93 {Mast be same date as the comtract darei

A

(Signgtery nl Clerk of Corporationy

STATE OF NEW YORK

COUNTY OF New York

On_May 12 2020, the foregoing instrument was acknowledged before me.

In witness whereof | hereunto set my hand and official seal.

Nastakeem Uzzell

My commission expireson: 1(3/31/2020 Notary Public/Justice of the Peace

NASHAKEEM UZZELL
NOTARY PUBLIC—STATE OF NEW YORK
No. 01UZ6349937
Qualified in New York County
My Commission Expires 10—31-2020
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CERTIFICATE OF LIABILITY INSURANCE

— PBERKHEIMER

DATE (MMBO/YYYY)
5/12/2020

THIS CERTIFICATE IS ISSUED AS A MATTER OF INFORMATION ONLY AND CONFERS NO RIGHTS UPON THE CERTIFICATE HOLDER. THIS
CERTIFICATE DOES NOT AFFIRMATIVELY OR NEGATIVELY AMEND, EXTEND OR ALTER THE COVERAGE AFFORDED BY THE POLICIES
BELOW. THIS CERTIFICATE OF INSURANCE DOES NOT CONSTITUTE A CONTRACT BETWEEN THE ISSUING INSURER(S), AUTHORIZED
REPRESENTATIVE OR PRODUCER, AND THE CERTIFICATE HOLDER.

IMPORTANT:

If the certificate holder is an ADDITIONAL INSURED, the policy(ies) must have ADDITIONAL INSURED provisions or be endorsed.
If SUBROGATION 1S WAIVED, subject to tho torms and conditions of the policy, certaln policies may require an ondorsement. A statement on
this certificate does not confer rights to the certificate holder in lieu of such endorsement(s).

prooucer License # BR-T67176
Hub International Northoast Limitod

mﬂ Diane Berkheimer

PN ex): (717) 767-7854

I rAAIé, No):

Ubiqus Reporting Inc.

1805 Loucks Road

Suito 300 | 52k s, dlane.berkhelmer@hubintarnational.com

York, PA 17408 INSURER(S} AFFORDING COVERAGE NAIC #
insyReR & : Continental Indemnity Company 28258

INSURED iNsyReR g ; National Union Fire Insurance Company of Pittsburgh, PA 19446

msuren ¢ : Hartford Insurance Group 914
insurer o ; Philadelphia Indemnity Insurance Company [18058

INSURERE ;

INSURER F :

COVERAGES

CERTIFICATE NUMBER:

REVISION NUMBER: ___*

THIS IS TO CERTIFY THAT THE POLICIES OF INSURANCE LISTED BELOW HAVE BEEN ISSUED TO THE INSURED NAMED ABOVE FOR THE POLICY PERIOD
INDICATED. NOTWITHSTANDING ANY REQUIREMENT, TERM OR CONDITION OF ANY CONTRACT OR OTHER DOCUMENT WITH RESPECT TO WHICH THIS
CERTIFICATE MAY BE ISSUED OR MAY PERTAIN, THE INSURANCE AFFORDED BY THE POLICIES DESCRIBED HEREIN IS SUBJECT TO ALL THE TERMS,
EXCLUSIONS AND CONDITIONS OF SUCH POLICIES. LIMITS SHOWN MAY HAVE BEEN REDUCED BY PAID CLAIMS,

- e TYPE OF INSURANCE e e POLICY NUMBER e | AN LMITS
A | X | COMMERCIAL GENERAL LIABILITY EACH OCCURRENGE s 1,000,000
) cLamsmane [ X ] occur 12/29/2019 | 12126/2020 | PAMAGEIQRENTED o s 300,000
- | Mep Exp s oneerso | s 10,600
— | PERSONAL 8 ADVINJURY | § 1,000,000
| GEN'L AGGREGATE LIMIT S PER; | GENERAL AGGREGATE $ 2,000,000
F’OUCYE[Q:' if2ad Lec PRODUCTS - COMPIOP AGG | § 2,000,000
OTHER: $
A | auToMOBILE LIABILITY COMBINED SINGLE LMIT | ¢ 1,000,000
| v auro 12/29/2019 | 12/28/2020 | pooiLy NURY (Per person) | 5
OWNED SCHEULED
|1 AUTOS ONLY AT BODILY INJURY (Per socident) | $
_-X_ R@F& ONLY R&P@‘@ﬁe w AGE $
- $
B | X | umsreiauas | X j occur EACH OCCURRENCE $ 4,000,000
EXCESS LIAB CLAIMS-MADE 12/2912019 | 12/29/2020 AGGREGATE s 4,000,000
oeo | | retenTions $
PER TH-
C |mossssamsr ey ‘ | SERrre | X |83
Y PROPRIETORPARTNEREXECUTIVE ix 1212912019 | 12/28/2020 | ¢, c1: acoiens . 1,000,000
[iardaton I Ney CrCLUDED? - EA EM . 1,000,000
1 yon, Soncr | L. DISEASE - EA EMPLOYER)
DA TION OF OPERATION EL, DISEASE - POLICY LIMIT | § 1,000,000
D |Errors & Omisslons/P 12/29/2019 | 12/29/2020 |Each Clalm 5,000,000
D |Errors & Omisslons/P 12/29/2019 | 12/129/2020 |Aggregate 5,000,000

Evidance of Coverage

DESCRIPTION OF OPERATIONS / LOCATIONS / VEKICLES (ACORD 101, Additional Remarks Schedule, may be attachad if more space Is required)

CERTIFICATE HOLDER

CANCELLATION

Concord, NH 03301

{

Now Hampshlire State Department of Education
101 Ploasant Stroet Concord

THE EXPIRATION DATE THEREOF,

SHOULD ANY OF THE ABOVE DESCRIBED POLICIES BE CANCELLED BEFORE
ACCORDANCE WITH THE POLICY PROVISIONS. 4

NOTICE WILL BE \DELIVERED IN

AUTHORIZED REPRESENTATIVE

ACORD 25 (2016/03)

© 1988-2015 ACORD CORPORATION. All rights reserved.
The ACORD name and logo are registered marks of ACORD
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Christine M. Bronnan

Frank Edalbiut
Commissionsr Deputy Commissioner
STATE OF NEW HAMPSHIRE
DEPARTMENT OF EDUCATION
103 Ptoasant Stroet
Concord, N.H. 03301
. TEL. (603] 271-3495

FAX (603) 2711953

May 2). 2019

His.Excellency, Govermnor Christopher T. Sununu
and the Honorable Executive Council

Stote House

Concord, New Hompshire 03301

REQUESTED ACTION

Authorize the Department of Education to enlerinto a contract with Ubiqus Reporting, Inc., New
York, NY, [Vendor code 249531}, in an amount not to exceed $28,900.00 to provide official
record transcription services, effective upon Govemor ond Council approval through June 30,
2020, with- the option 1o renew for up to one addifional one year term. 56% General Funds, 7%
Federal Funds, 37% Olher Funds : .

Funds o support this request are anlicipated 1o be available in the accounts titled Govemance,
Assessmeni-Federal, Administration Fees, Higher Education Commission, and Education
Credentialing in FY 20 upon the availability and continued appropriation of funds in the future
operaling budget:

: FY 20
06-56-56-560510-20220000-102-500731 Contracts for Program Services  $ 5.000.00
06-56-56-560510-20220000-235-500784 Tronscription Services $10,000.00
06-56-56-562010-25340000-102-500731 Contracts for Program Services $ 2.000.00
06-56-56-566510-67770000-235-500784 Transcription Services $ 800.00
06-56-56-566510-86790000-235-500784 Transcription Services $ 500,00
06-56-56-564510-90080000-102-500731 Contracts for Program Services  $10.600.00

$28,900.00

EXPLANATION

A request for proposals was posted on the Depariment websile from April 16, 2019 to Moy 1.
2019. The Deportment was seeking proposals from an organization or individual to provide
tronscription services from MP3 audio recordings to Microsoft Word documents. Four proposals
were received, reviewed and raled (see Attachment A) by an evaluation team consisting of the
Executive Assistant, Olffice of the Commissioner and the Coordinator,-Dispute Resoiution and
Constituent Complaints. The evoluation feam recommended Ubiqus Reporing, Inc. for funding.

- YDD Accoss: Rolay NH 711
EQUAL OPPORTUNITY EMPLOYER- EQUAL EDUCATIONAL OPPORTUNITIES



His Excellency. Govemor Chnstopher 1. Sununu
ond the Honorable Executive Council

May 21, 2019

Page 2 of 2

Ubiqus Reporting. Inc. has been doing business as a legal transcription company for over 70
years. Their pimary business consists of providing high quality legal franscription of court
hearings and trials throughout the New York metropolitan areq. Ubigus also holds similar
contracts wilh the New York Stale Education Department and the City University of New York,
wherein they produce transcripts of administrative hearings and monthly departmental
meetings. They have the resources, capacity. and organizational siructure to sotisfy the
requirements of this confract. '

g

In the event Federal and Other Funds become no longer available, additional General Funds will '
nol be requested to support this progrom.

Respectfully submitted,

“bL

Frank Edelblut
Commissioner of Education

FE:emr

TDD Access: Relay NH 711
EQUAL OPPORTUNITY EMPLOYER- EQUAL EDUCATIONAL OPPORTUNIMES



- Transcription Services 20!9 2020

Contractuai Services

Aﬁéc hment A

Scoring Rubric

Applicant's Name

Reviewer Scoring

Angelo M. Adoms

Reviewer Scoring

Stephen W. Berwick

Verbit

70 75
Quick Caption, Inc. 80 ) BOi
Rev | %0 88

Ut:a‘lqus 95

92

Reviewer’'s Name and Expertise:

icotiv r

Date: Moy 3, 2019

rdingt

fution an

mplgints. Mang
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FORM NUMBER P-37 (version 5/8/15)

Notice: This sgreement and all of its attachments shall become public upen submission to Governor and
Executive Council for approval. Any information that is private, confidential or proprictary must
be clearly identificd 1o the agency and agrccd to in writing prior to signing the contract.

1. 1DENTIFICATION.

AGREEMENT

GENERAL PROVISIONS

Thc State of New Hampshire and the Contractor hereby mutually agree as follows:

1.1 State Agency Name
NH Department of Education

1.2 State Agency Address _
. 101 Pleasant Street, Concord, NH 03301

1.3 Contractor Name

Ubiqus Reporting, Inc.

|.4 Contractor Address
61 Broadway, Suite 1400, New York, NY 10006

1.5 Coﬁtractor Phone
Number
{212) 345-6666

1.6 Account Number

See Exhibit B

1.7 Completion Date

June 30, 2020

1.8 Price Limitation

$28900.00

1.9 Contracting Officer for State Agency
Christine M. Brennan, Deputy Commissioner

271-3801

1.10 State Agency Telephone Number

1.11 Contractor Signature

1.12 Name and Title of Contractor Signatory

A: /te ﬂ ‘M;df Sa/a.s ﬂqms-&r

1on 5120 1G

1.13 Acknowledgement: Siate of NCUINIO(K , County of N{UJ\JUK

, before the undersigned officer, personally sppeared the person identified in block 1.12, or satisfactorily
proven to be the person whose name is signed in block 1.11, and acknowledged that s/he executed this document in the capacity
indicated in block 1.12.

1713.1  Signature of Notary Public or Justi

e Peace

DAWN M JORDAN
NOTARY PUBLIC-STATE OF NEW YORK

)
8

' '|.|3.2 Name and Title ofl'N

otary or Justice oMbe Bazds328681
Quolifled In Kings County

Mv co

tate Agency Signa - '
M M Date; & "'l' Iq

= 03 _201¢%

1.15 Name and Title of S!me Agency Sngnatory

[ A LAt (mm\w

By:

1.16 - Approval by the N.H. Department of Administration, Division of Personnel (i, if applicable)

Director, On:

1.17 Approval by the Attorney/General (Form, Substance and Execution) if applicable)

o —Jue- Y, 2017

By:

1.18 Approval by the Governor and Executive Council (if applicable)

On:

Page | of 4



2. EMPLOYMENT OF CONTRACTOR/SERVICES TO 5.3 The State rescrves the right to offset from any amounts

BE PERFORMED. The State of New Hampshire, acting ) otherwise payable to the Contractor under this Agreement
through the agency identified in block 1.1 (“State™), engoges those liquidated amounts required or permitted by N.H. RSA
contractor identified in block 1.3 (“Contractor™) to perform, 80:7 through RSA 80:7-c or any other provision of law,
and the Contractor shall perform, the work or sale of goods, or 5.4 Notwithstanding any provision in this' Agreement to the
both, identified and more particularly described in the attached contrary, and notwithstanding unexpected circumstances, in
EXHIBIT A which is incorporated herein by reference no event shall the total of all payments authorized, or actually
(“Services™). . made hereunder, exceed the Price Limitation set forth in block:
‘ 1.8.

3. EFFECTIVE DATE/COMPLETION OF SERVICES. —
3.1 Notwithstanding any provision of this Agreement 10 the 6. COMPLIANCE BY CONTRACTOR WITH LAWS
contrery, end subject to.the approval of the Governor and AND REGULATIONS/ EQUAL EMPLOYMENT
Executive Council of the State of New Hampshire, if " QPPORTUNITY. :
applicable, this Agreement, and all obligations of the parties 6.1 In connection with the performance of the Services, the
hereunder, shall become effective on the date the Govémor Contractor shall comply with all statutes, laws, regulations,
and Executive Council approve this Agreement as indicated in and orders of federzl, state, county or municipal authorities
block 1.18, unless no such approval is required, in which case - which impose any obligation or duty upon the Contractor,
the Agreement shall become effective on the date the .including, but not limited to, civil rights and equal opportunity
Agreement is signed by the State Agency as shown in block laws. This may include the requirement to utilize auxiliary
1.14 (“Effective Date™). aids and services to ensure that persons with communication
3.2 I the Contractor commences the Services prior to the : .disabilities, including vision, hearing and speech, can
Effective Date, all Services performed by the Contractor prior communicate with, receive information from, and convey
to the Effective Date shall be performed at the sole risk of the information to the Contractor. In addition, the Contractor
Contractor, and in the event that this Agreement does not shall comply with all applicable copyright laws.
become effective, the State shall have no liability to the 6.2 During the term of this Agreement, the Contractor shall
Contractor, including without limitation, any obligation to pay not discriminate against employees or applicants for
the Contractor for any costs incurred or Services performed. employment because of race, color, religion, creed, age, sex,
Contractor must complete all Services by the Completion Date handicap, sexual orientation, or national origin and will take
specified in block 1.7. _ sffirmative action to prevent such discrimination.

. 6.3 If this Agreement is funded in any part by monies of the /
4. CONDITIONAL NATURE OF AGREEMENT. United States, the Contractor shatl comply with all the

- Notwithstanding any provision of this Agreement to the provisions of Executive Order No. 11246 (“Equal
contrary, all obligations of the State hereunder, including, Employment Opportunity™), as supplemented by the
without limitation, the continuance of payments hereunder, are regulations of the United States Department of Labor (41 ¢
contingent upon the availability and continued appropriation ) C.F.R. Part 60), and with any rules, regulations and guidelines
of funds, and in no event shall the State be liable for any as the State of New Hampshire or the United States issue to
payments hereunder in excess of such available appropriated implement these regulations. The Contractor further agrees to
funds. In the event of a reduction or termination of permit the State or United States access to any of the
appropriated funds, the State shall have the right to withhotd Contractor's books, records and accounts for the purpose of
payment until such funds become available, if ever, and shall *  ascertaining compliance with all rules, regulations and arders,
have the right to terminate this Agreement immediately upon and-the covcnants. terms and conditions of this Agreement.
giving the Contractor notice of such termination, - The State '
shall not be required to transfer funds from any other account 7. PERSONN EL.
to the Account identified in black 1.6 in the event funds in that 7.1 The Contractor shall at its own expense provide all
Account are reduced or unavailable. ' personnel necessary to perform the Services. The Contractor

) . warrants that all personnel engaged in the Services shall be
S, CONTRACT PRICE/PRICE LIMITATION/ qualified to perform the Services, and shall be properly
PAYMENT. licensed and otherwise authorized to do so under all applxcable
5.1 The contract price, method of payment, and terms of laws. ’
payment are identified and more particularly described in 7.2 Unless otherwise authorized in writing, during the term of
EXHIBIT B which isincorporated herein-by reference. - this Agreement, and for a period of six (6} months after the
5.2 The payment by the State of the contract price shall be the Completion Date in block 1.7, the Contractor shall not hire,

_ only and the complete reimbursement to the Contractor for all and shal! not permit any subcontractor or other person, firm or
expenses, of whatever nature incurred by the Contractor in the corporation with whom it is engaged in a combined effort to
performance hereof, and shall be the only and the complete perform the Services to hire, any person who is 8 State
compensation to the Contractor for the Services. The State employee or official, who is materially involved in the
shall have no liability to the Contrador other than the contract procurement, administration or performance of this
price. .

Page 2 of 4
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Agreement. This provision shall survive termination of this
Agreement.

7.3 The Contracting Officer specified in block 1.9, or his or
her successor, shall be the State's representative. In the event
of any dispute concerning the interpretation of this Agreement,
the Contracting Officer's decision shall be final for the State.

8. EVENT OF DEFAULT!REMEDIES

8.1 Any one or more of the following acts or omissions of the
Contractor shall constitute an event of default hereunder
("Event of Default™):

8.1.) failure to perform the Services sat:sfnctonly oron.
schedule;

8.1.2 failure to submit any report required hereunder; and/or
8.1.3 fuilure to perform any other covenant, term ‘or condition .
of this Agreement.

8.2 Upon the occurrence of any Event of Default, the State
may take any one, or more, or all, of the following actions:

8.2.1 give the Contractor a written notice specifying the Event

of Default and requiring it to be remedied within, in the
absence of a greater or lesser specification of time, thirty (30)
days from the date of the notice; and if the Event of Default is
not timely remedied, terminate this Agreement, effective two
(2) days after giving the Contractor notice of termination;
8.2.2 give the Contractor a written notice specifying the Event
of Default and suspending all payments to be made under this
Agreement and ordering that the portion of the contract price
which would otherwise accrue to the Contractor during the
period from the date of such notice unti! such time as the State
determines that the Contractor has cured the Event of Default
shall never be peid to the Contractor;

8.2.3 set off against any other obligations the Smte may owe to
the Contractor any damages the State suffers by reason of any
Event of Default; and/or '
8.2.4 treat the Agreement as breached and pursue any of its
remedies at law or in equity, or both.

9. DATA/ACCESS/CONFIDENTIALITY/
PRESERVATION.

9.1 As used in this Agreemcnt the word “data” shall mean all
information and things developed or obtained during the
performance of, or acquired or developed by reason of, this
Agreement, including, but not limited to, all studies, reports,
files; formulae, surveys, maps, charts, sound recordings, video
recordings, pictorial reproductions, drawings, analyses, -
graphic representations, computer programs, computer
printouts, notes, letters, memoranda, papers, and documents,
all whether finished or unfinished.

0.2 All data and any property which has been received from
the State or purchased with funds provided for that purpose
under this Agreement, shall be the property of the State, and
shall be returned to the State upon demand or upon
termination of this Agreement for any reason,

9.3 Confidentiality of data shal be governed by N.H. RSA
chapter 91-A or other existing law. Disclosure of data
requires prior written approval of the State.

10. TERMINATION. In the event of an early termination of
this Agreement for eny reason other than the completion of the
Services, the Contractor shall deliver to the Contracting
Officer, not later than fifteen (15) days after the date of
termination, a repart (*Termination Report”) describing in
detaif all Services performed, and the contract price earned, to
and including the date of termination. The form, subject
matter, content, and number of copies of the Termination
Report shall be identical to those of any Final Report
described in the attached EXHIBIT A.

11. CONTRACTOR’S RELATION TO THE STATE. In

- the performance of this Agreement the Contractor is in all

respects an independent contractor, and is neither an agent nor
an cmployce of the State. Neither the Contractor nor any of its
officers, employees, agents or members shall have authority (o
bind the State or receive any benefits, workers'.compensation
or other emoluments provided by the Siate to its employees.

12. ASSIGNMENT/DELEGATION/SUBCONTRACTS.
The Contractor shall not assign, or otherwise transfer any
interest in this Agreement without the prior written notice and
consent of the State. None of the Services shall be
subcontracted by the Contractor without the prior written

"notice and consent of the State,

13, INDEMNIFICATION. The Contractor shall defend,
indemnify and hold harmless the State, its officers and

" employees, from and agpinst any and all losses suffered by the

State, its officers and employees, and any and &ll claims, -
liabilities or penalties asserted against the State, its officers
and employees, by or on behalf of any person, on eccount of,
based of resulting from, arising out of (or which may be
claimed to arise out of) the acts or omissions of the
Contractor. Notwithstanding the foregoing, nothing herein
contained shall be deemed to constitute a waiver of the
sovereign immunity of the State, which immunity is hereby
reserved to the State. This covenant in paragraph 13 shall

" survive the termination of this Agreement.

14. INSURANCE.

- 14.1 The Contractor shall, at its sole expense, obtain and

maintain in force, and shall require any subcontractor or
assignee to obtain and maintain in force, the following
insurance:

14.4.1 comprehenswe general I:a.blluy insurance against all
claims of bodily injury, death or property damage, in amounts

.of not less than $1,000,000per occurrence and $2,000,000

sggregate ; and
14.1.2 special cause of loss coverage form covering all

. property subject to subparagraph 9.2 herein, in an amount not

less than 80% of the whole replacement value of the property.
14.2.The policies described in subparagraph 14.] herein shall
be on policy forms and endorsements approved for use in the
State of New Hampshire by the N.H. Department of
Insurance, and issued by insurers licensed in the State of New:

"Hampshire.
Page 3 of 4
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14.3 The Contractor shall furnish to the Contracting Officer
identified in block 1.9, or his or her successor, a certificate(s)y
of insurance for all insurance required under this Agreement.
Contractor shall also furnish to the Contracting Officer
identified in block 1.9, or his or her successor, certificate(s) of
insurance for ali renewal(s) of insurance required under this
Agreement no later than thirty (30) days prior to the expiration
date of each of the insurance policies. The certificate(s) of
insurance and any renewals thereof shall be attached and are

. incorporated herein by reference. Each certificate(s) of
insurance shal! contain a clause requiring the insurer to
provide the Contracting Officer identified in block 1.9, or his
or her successor, no less than thirty (30) days prior written
notice of cancellation or modification of the policy.

15. WORKERS' COMPENSATION.

15.1 By signing this agreement, the Contractor agrecs,
certifies and warrants that the Contractor is in compliance with
or exempt from, the requirements of N.H. RSA chapter 281-A
(" Workers' Compensation”).

15.2 To the extent the Contractor is subject to the

. requirements of N.H. RSA chapter 281-A, Contractor shall
maintain, and require any subcontractor or assignee to secure
and maintain, payment of Workers' Compensation in
connection with activities which the person proposes to
undertake pursuant to this Agreement, Contractor shall
furnish the Contracting Officer identified in block 1.9, or his
or her successor, proof of Workers' Compensation in the

. manner described in N.H. RSA chepter 281-A and any .

_ applicable renewal(s) thereof, which shali be artached and are
incorporated herein by reference. The State shall not be
responsible for payment of any Workers’ Compensation
premiums or for any other claim or benefit for Contractor, or
any subcontractor or employee of Contractor, which might
arise under applicable State of New Hampshire Workers’
Compensation laws in connection with the performance of the
Services under this Agreement.

16. WAIVER OF BREACH. No failure by the State to
enforce any provisions hereof afier any Event of Default shall
be deemed a waiver of its rights with regard to that Event of
Default, or any subsequent Event of Default. No express
failure to enforce any Event of Default shall be decmed 2
waiver of the right of the State to enforce each and 2l of the
provisions hereof upon any further or other Event of Default
on the part of the Contractor,

17. NOTICE. Any notice by a party hereto to the other party
shall be deemed to have been duly delivered of given at the
time of mailing by certified mail, postage prepaid, in a United
States Post Office addressed to the parties at the addresses
given in blocks 1.2 and 1.4, herein.

18. AMENDMENT. This Agreement may be amended,
waived or discharged only by an instrument in writing signed
by the parties hereto and only after approval of such
amendment, waiver or discharge by the Governor and
Executive Council of the State of New Hampshire unless no

Page 4 of 4

such approval is required under the circumstances pursuant 1o
State law, rule or policy. )

19. CONSTRUCTION OF AGREEMENT AND TERMS.
This Agreement shall be construed in accordance with the
laws of the State of New Hampshire, and is binding upon and
inures to the benefit of the parties and their respective
successors and assigns. The wording used in this Agreement
is the wording chosen by the parties to express their mutual
intent, and no rule of construction shall be applied against or
in favor of any party.

20. THIRD PARTIES. The parties hereto do not intend to
benefit any third parties and this Agreement shall not be
construed to confer any such benefil.

" 21. HEADINGS. The headings lhroughoﬁl the Agreement

are for reference purposes only, and the words contained
therein shall in no way be held to explain, modify, amplify or
aid in the interpretation, construction or meaning of the
provisions of this Agreement.

21. SPECIAL PROVISIONS. Additional provisions set
forth in the antached EXHIBIT C are incorporated herein by
reference. '

23. SEVERABILITY. In the event any of the provisions of
this Agreement are held by a court of competent jurisdiction to
be contrary to any state or federal law, the remaining
provisions of this Agreement will remain in full force and
effect.

24. ENTIRE AGREEMENT. This Agreement, which may
be exccuted in a number of counterparts, each of which shall
be deemed an original, constitutes the entire Agreement and
understanding between the parties, and supersedes all prior
Agreements and understandings relating hereto. -

Contractor Initials SZstf
Date S /297 7



EXHIBIT A
SCOPE OF SERVICES

Ubiqus Repomng Inc. will provide the following services 1o the New Hampshire Department of
Educotion elfective upon Governor ond Council opproval through June 30, 2020:

+« Provide occess to o secure encrypied' client portal sile io ollow secure iransfer of files direclly 1o
the server nelwork for production, should the DOE requester choose this method rcnher than
physicol shipment of cudio

+ Provide o stondardized request form, so that DOE requester can spec:nfy turnaround lime ond
delivery specifications

s Assess audio for any possible qualily issues

+ Produce an accurote verbalim iranscripl or meeting summary of the audio recordlng within the
fumaround time requested occompanied by on mvmce

« Before submission to the DOE, review the document 1o eliminote ony bossible emors
. ‘Deliver documents 1o the DOE in Word and PDF formals unless otherwise specified

. Provide secure access lo Ubiqus' extranet portal site to download documents, should DOE
requester prefer this method

« Provide a verbalim transcript which will contain 25 numbered lines of iext. one-inch margins on
eaoch side, left-justified, 12 point fonl wilh o cedificate of cccurccy s:gned by the iranscriptionist
as the fino) poge of ihe document

. Ininstances of mulliple days of proceedings for the some case, dale ond paginate each day of
the transcrplion seporolely

s Provide on assigned account monoger {0 ensure questions and requesls are handied in a limelty’
foshion

. Mointcin complete confidentiofity of ol personal ond proprielory data of all times

Conlroct beiween Ubiqus Reporting, Inc and the New Hompshire Departmen! of Educolion
Poge lof 3 '
Controctor Inilil;

Dale G//9



: EXHIBIT B
Budget through June 30, 2020

Pricing ' .

: Verbolim Transcriplion - Writien Summory
11+ business doys: . $190perpage’ ‘ $125.00 per recorded hour
5-10 business days: $2.10 per page $150.00 per recorded hour
2-4 business days: $2.35 per page $175.00 per recorded hour
Next busineass day: $3.50 per poge . Next gay delivery not offered

Note: The pricing lisled obove Is for elecironic delivery only. Turnaround limes are colculaied from the
doy that Ubiqus receives the gudio. If physicol media needs o be returned, shipping charges will
apply. )

Limitation on Price; In no case shall the total budge! exceed the price limitation of $28.900.00.

Fyunding Source: Fundsto support 1his reques! cre onticipoted to be available in the accounts tilled
Govemance, Assessmeni-Federal, Adminisiration Fees. Higher Educotion Commission, and Education

Credentigling in F\f 20 upon the availabilily and conlinued appropriation of fundsin the fulure operating

budget.
' : FY 20

06-56-56-560510-20220000-102-500731 Conlracts for Program Services $ 5,000.00
D6-56-56-560510-20220000-235-500784 Transcription Services $10,000.00
06-56-56-562010-25340000-102-500731 Conlrocts for Program Services  $ 2.000.00 - '
06-54-56-566510-67770000-235-500784 Transcription Services, . $ 80000
06-56-56-566510-86790000-235-500784 Transcriplion Services $ 50000
06-56-56-566510-90080000-102-500731 Contracts for Program Services ;l_QLG_OQ,@

' : -$28,900.00

 Method of Payment: Payment is to be made on the basis of invoices which are supported by o
~ summary of activiies that have laken place in accordance with ihe terrns of the contraci, If oltherwise
cofrecl and occeptable, poyment will be made tar 100% of the expenditures listed. Invoices ond
reports shall be submitted 1o: .

Angelo Adoms
‘Executive Assistani
Cormmissioner's Cffice
NH Deportment of Educolion
101 Pleasant Street
Concord, NH 03301

Coniroc! belween Ubiqus Reporting, Inc ond the New Harmpshire Department of Education .
. . Poge 2013 {
- ’ . Conlractor initials WM
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EXHIBITC

Subject o Governor ond Council approval, oulhorize the Department of Educalion to include o
renewal oplion on this contract for up to one (1) oddilional one year lerm, subject 1o the conlraclior’s

acceplable performance of the terms iherein.

Coniroct between Ubiqus Reporting. inc ond Ihe New Hompshire Deportment 6! E&ucorion

Poge 3o 3 . ) ) .
: Conlroctor mnb%/ :
Dote 4// ?



) Revised 1/1119
EXHIBIT D

Coniracior Obligations

- Conltracls in excess of the simplified acquisition threshold (currently set ot $250.000) must address

. adminisirative, contractual, or legal remedies in instances where the contractors viclole or
breach conlracl terms, and provide for such sanctions and penalties as appropriate, Reference:
2 C.F.R. § 200.326 and 2 C.F.R. 200, Appendix ll, required controct clauses.

The contractor acknowledges that 31 U.5.C. Chap. 38'{Adminislrolive' Remedies for False Claims
and Statements) applies 1o the coniraclor’s oclions perlaining fo this contract.

‘The Coniracior, certifies and offirms the ruthiulness and accurocy of each statemenl of iis
cedification and disclosure. if ony. In addition, Ihe Contractor undersionds ond agrees thal the
provisions of 31 US.C. § 3801 et seq.. apply to this cerification and disclosure, if any.

Breach . . . :
A breach of the confrac! clouses-obove may be grounds for termination ot the conlract, ond
for debarment as o contractor ond subconiracior os provided in 29 C.F.R. § 5.12.

" fraud and False Statements : ,

The Contractor understonds that, if the project which is the subject of this Controcl is financed in
whole or in parl by federal funds; thal if the undersigned, ihe company that the Contracior
represents, or. any employee or agent thereof, knowingly makes any false stolement,
represeniation, reporl or cloim os lo the choracter, quality, quantily, or cost of materiol used or
to be used, or quaniilty or quality work performed‘ or 1o be performed. or makes any false
statement or representalion of o moterial foct in any statement, cerdificate. or report, the
Contractor and any company thal the Contractor represenis may be subject o prosecution
under the provision of 18 USC §1001 and §1020.

Environmental Protection

(This clause is opplicable if this Controct exceeds $150.000. It applies to Federal-oid conlracts
“only.) ) _ - . -

The Conlraclor is required to comply with all opplicable stondards, orders or requirements issued
under Section 306 of Ihe Clean Air Act {42 U.S.C. 1857 (h), Section 508 of the Clean Waler Act
{33 U.S.C. 1368}, Execulive Order 11738, ond Environmental Protection Agency (EPA) regulalions
(40 CFR Port'15) which prohibit the use under non-exempt Federal conlrocts, grants or loons of
facilifies included on the EPA List of Violaling Facililies. Violotions shall be reporied lo the FHWA
and to the U.5. EPA Assistant Administrator for Enforcement.

Procurement of Recovered Materials )
In occordance wilh Section 6002 of ihe Solid Waste Disposol Act {42 US.C. § 6962), Stole
agencies and agencies of a political subdivision of o state thal are using aopproprioted Federol
funds for procuremeni must procure ilems designated in guidelines of the Environmenial
Protection Agency (EPA} ot 40 CFR 247 Ihot conlain the highest percentoge of recovered
malerials practicable. consistent with mainlaining o satisfactory level of compeiition, where the
- purchase price of the item exceeds $10.000 or the value of the quaniily acquired in the
preceding fiscal yeor exceeded $10.000; must procure solid waste monagemen services in o
manner thol moximizes energy ond resource recovery; ond must have established an
offirmalive procurement program for procurement of recovered moterials identified in the EPA
.guidelines. : » -

Coniracior mslic:;l/ "'/ 4//9



Revised 1/11/19
- Exhibit E
Federal Debarment and Suspension

o. By signature on this Coniracl, the Controcior cerlifies its complionce. ond ihe
compliance of its Sub-Contraclors, present or fulure, by stoling thot ony person
_associated therewith in the copacily of owner, portner, direclor, officer, principol
investor, project director, manager, auditor, or ony posilion of aulhority involving federal
funds:

1. (s not currently under suspension, debarment, volunlary exclusion, of delermination of
ineligibility by any Federal Agency;

2. Does not have a proposed debdrmenl pending:

3. Hos nol been suspended, debared, voluntarily excluded or determined ineligible by
any Federal Agency within 1he past Ihree {3) years; ond

4. Hos nol been indicled, convicled. or had o civil judgment rendered against the firm
‘by o court of competeni jursdiction in ony molter involving froud or official
misconduct within the past three (3) yeors.

b. Where the Coniroctor or its Sub-Conlroctor is' unoble lo cerdily to the stotement in
Seclion a.1. obove, the Contraclor or ils Sub-Contracior sholl be declared ineligible to
enter into Controct or participote in the project.

c. Where the Contractor or Sub-Contractor is unable to cerdify o any of the stotemenls os
listed in Sections .2, 0.3.. or a.4, above, the Contractor or its Sub-Controcior shall
submit o wrillen explonotion to the DOE. The. cerlification or explonalion sholl be
considered in connection with the DOE's determinglion whether 10 enler into Contract. -

! . ; .

d. The Conlroctor shall provide immedicte writien nolice 1o the DOE if, at ony lime,

-~ Ihe Conlractor or ils Sub-Contractor, learn 1hot its Debarment and Suspensicn
ceniification has become errongous by reason of changed circumstonces.

Conlrocior Inili
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Revised 1/11/19
Exhibil F

Anti-lobbying

The Conlracior agrees to comply with the provisions of Section 319 of Public Law 101-121,
Government wide Guidance lor New Reslrictions on Lobbying, and 31 US.C. 1352, ond
turlner ogrees to have the Conlroctor's represeniclive, execule the lollowing Cedilication:

The Conlraclor certifies, by signing ond submitting this contract, 1o the 'best of his/her knowledge
ond belief, that: ' -

a. No federal appropricted funds have been poid or sholl be paid. by or on behalf of the
undersigned, lo any person for influencing or ottempting to influence any officer or
employee of ony Slale or Federal Agency. o Member of Congress. an ollicer or
employee ol Congress, or on employee of o member of Congress in conneclion with the
owarding of any Federal contract, the making of any federol groni. the making of ony
federal loan, the entering inlo any cooperalive agreement, ond the exiension,
conlinualion, renewal ecmendment, or modificotion ol ony Federal contract grant, loan,
or cooperative agreement. . ‘ :

b. If ony funds other than federally oppropriated funds have been paid or shall be paid o
ony person lor influencing or attempling to influence an officer or employee of any’
Federal Agency. @ Member of Congress, and officer or employee ot Congress, or an

“employee  of o Member of Congress in connection with this Federal coniract, groni,
loan, or cooperative ogreement, the undersigned shall complete and submit the
"Disclosure of Lobbying Aclivilies* form in occordonce with its instruclions
http:/ fwww whiteh v ts/stillin, pdf).

c. This certificalion is o maotericl representotion of fact upon which refionce was ploced
when this transoction was made or entered into. Submission of this certification is a
" prerequisite for making ond endering inlo this transaction imposed by Sectlion 1352, Titlle
31 and U.S. Code. Any person who fails to file Ihe required certification shall be subject 1o

a civil penally of not less than $10,000 and not more thon $100.000 fér each such lailure.

"d. The Controctor also agrees, by signing this contract thal it shall require that the language
of this cedification be included in subconiracts with all Sub-Conlraclor(s) and lower-tier
sub-Contractors which exceed $100,000 and that all such Sub-Contfraciors and lower-tier
sub-Contractors shall certify and disclose accordingly. :

e. The -DOE shall keep the firm's cerlificotion on file os part of ils original confract. The

Contractor shall keep individual cedifications from all Sub-Contractors and lower-tier Sub-

* Conlractors on file. Cerificolion shall be retoined for three (3} years following completion
ond acceptance of any given project. -

Contracker Inifi rrl///
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Revised 1/11/19
Exhibit G
Rights to Inventions Made Under a Contract, Copy Rights and Confidentiality

Rights to Invenﬂons Made Under a Conliact o1 Agreement

Coniracls or agreements for the performonce ol experimentol, developmentol. or research

work shall provide for the righls of the Federal Governmenl and the recipient in any resulting

invenlion in accordance with 37 CFR part 401, "Rights lo Inventions Made by Nonprofit
_Orgonizations and Smoll Business Firms Under Government Granls, Conlrocts and Cooperalive

Agreemenis,” and ony imptementing regulations issued by the DOE.

Any discovery or invenlion thot arises during the course of the controct sholl be reported lo the
DOE. The Contractor is required to disclose inventions promptly 1o the conlracling officer [within
2 months) ofter the inventor discloses il in writing 10 conlractor personnel responsible tor palent
motiers. The owording ogency sholl determing how rights in the invention/discovery sholl be
ollocated consistent with “Government Patent Policy” ond Title 37 C.FR. § 401,

Confidentiolity

All Wrilten and oral information ond molerials disclosed or provided by the DOE under this
ogreement conslitlules Confidential Informalion, regardiess -of whether such information wos
provided belore or olier Ihe dale on this ogreement of how it waos provided.

The Contractor ond represeniotives thereol, ocknowledge that by making use of, ocquiing or
odding to informotion about maliers ond data reloted to this ogreement, which are confidential
lo the DOE ond its pariners, musl remain ihe exclusive property of I1he DOE.

Confidential informalion means oll data and information retated o the business ond operotion
of the DOE. including but nol limited to all school and student doto conlained in NH Tille XV,
Educolion, Chopters 186-200.

Confidential intormalion includes but is not limited to, student and school district dota. revenue
ond cosl informalion, the source code for computer software and hardwore products owned in
part or in whole by the DOE, financial information, portner information{including the idenlily of
DOE pariners), Contractor and supplier informaotion. [including the idenlilty of DOE Conlroclors
and suppliers}), ond any information thal hos been marked "confidentiol” or “proprietary”, or
with the like designation. During the lerm of this conlract the Conlroclior agrees 1o obide by
such rules as may be odopled from lime to time by the DOE 16 maintain the securty of oll
confidentiol informalion. The Controclor further agrees thal it will olways regord and preserve Qs
confidential informolion/dotc received during the performance of this contract. The Conlractior
will not use, copy. make notes, or use excerpls of any confidential information, nor will it give,
disclose, provide access to, or olherwise .moke available any confideniiol information 1o any
person not employed or controcted by the DOE or subcontracted with lhe Coniraclor.

Ownersship of Inteflectual Property

The DOE shall retoin ownership of oft source data and other intellectuol properly of the DOE
provided to the Conlractor in order 1o complele the services of Inis agreement. As well the DOE
will tetain copyrighl ownership for ony ond oll materials, polents ond intelleciuol property
produced, including, bul nol limiled- to. brochures, resource directories, protocols, guidelines,
posiers, or reporis. The Conlractor shall not reproduce any moterials for purposes other than
use tor the terms under the contract without prior written approval from the DOE.

Controctor wrm%
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Revised Y1129
Exhibit H

Termination

a. Termination tor Cause
Y

The DOE may lerminote the Contract for cause for reasons including bﬁl not limited
to the following circumstances:

1. Contractor's foilure lo perform the services as delailed herein ond in any
modifications to the Conlroct

2. Conlroclor's foilure to complele the Contract within the hmefrcme specified
herein ond in any modifications to the Coniract.

3. Coniraclor's faiture 1o comply with any of the maolerial terms of the Controcl.
If the DOE conlemplotes ferminotion under the provisions of Subseclions a.i.,
a.2.. or 0.3 above, ihe DOE shall issue o wrillen notice of deloull describing the
deficiency. The Coniroctor shall hove flive {5) business doys lo cure such
deficiency. In ihe event the Contractor does nol cure such deficiency, the DOE
may lerminate ihe Contract withoul further considerotion by issuing o Notice of -
Termination for Defoull ond may recover compensalion lor damages.
i, afier the Nolice of Termination for Defoult has been issued, it is determined

. tho! the Coniroctor was not in default or the termination for defoull wos

otherwise improper, the lerminglion sholl be deemed lo hove been o
Terminaltion for Convenience. — ’

b. Termination for Convenience

The DOE moy terminale the Coniract for convenience, in whole or in port. when,
tor any reason, the DOE determines that such lermination is in its best inlerest. The
contract con be terminaled due to reasons known lo the non-Federol entily, i.e.,
including but nol limited lo progrom changes. chonges in stale-of-lhe-art
equipment or lechnology, insulfi cien! funding, etc. The Controct lermination is
eflecied by notifying the Coniracior, in writing. specilying that all or a portion of
the Conlract is lerminaled for convenience ond the termination efteclive date.
The Conlraclor shall be compensoted only for work satisloctorily compleled prior to
Ihe terminotion of the Controclt. The Contraclor is not entitled to loss or profit. The

amount due lo the Contraclor is delermined by the DOE.

In the event of terminalion for convenience, the DOE shall be liable to the.
Contractor only for Contractor's work performed prior to lerminotion.

c. The DOE's Right to Proceed with Work
In the evenl Ihis Coniroct is lerminated for any reason, the DOE shall hove lhe

option of completing the Coniract or entering into on ogreement with another
. parly to complete services oullined in ihe Controct.

Controcior Inili
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“State of New Hampshire
Department of State

CERTIFICATE

kS

I, William M: Gardner, Secretary of State of the Siate of New Hampshire, do hereby cenify that UBIQUS REPORTING INC. is
a New York Profit Corporation registered 1o Uansact business in New Hampshire on May 13, 2013. | further certify that all fees
_ and documents required by the Secretary of Siate's office have been received and is in good standing as far as this officc is

concerned.

. Business 1D: 691638
Certificate Number: 0004499788

IN TESTIMONY WHEREOQF,

1 hereto set my hand and cause 10 be affixed
the Scal of the State of New Hampshire.
this | Tth day of April A.D. 2019.

Gor ok
William M. Gardner
Secrem'y of State




{Corporation without a Seal)

1, P"&V\Q LANYAY C)5 WA AND ' , do hereby certify that:

{Manie ot the Clerk of 1\: Corporation: cannol be signaiory)

i [ am the duly elected clerk of, (/L ! g (JS ffaofr{'.'nj In L.

i urpurmo’ Nume}

) The following are true copics-of the resolutions duly adopted at 2 meeting of the Board of Directors of the
Corporatiou duly held on >

iDated - !

RESOLVED That this Corponnon enter into & contract with the State orNcw Hnmpshnrc acting through

its Department of Education.
RESOLVED: That Ml : Sales /l‘{a,u.qd
{Nami¢e o8 Conlract Siguatory’ - Fitke ol Conract Sl._r,nulon. }

is hereby authorized on behalf of this Agency to enter into the said contract with the State and to execute
any and all documents, agreements and other instruments, and any amendments, revisions, or modifications.
thereto, as he/she may deem necessary, desirsblé or appropriate.

(J) The fore E:ng resolutlon(s) have not been nmendcd or revukcd and remain in full force and effect as of the
“day of 4 yd ,20/9. .

|l}.:) ) : o) LY 13 {vust be same date as the conlract date)

IN WITNESS WHEREOF, | have hereunto set my hand as the Business Representative of the Corporation this

29/ day of, Koy ,20/79. .
(L3 (M Onth) V) 1 Must be same date as the cantrawt date)

-

. MC—"&;J

,L(Signﬁy Clerk of Corporation)

| NEW ZOtUL
STATE OF

COUNTY OF NEW! YD(JL

On _m#_ﬂ__. 20/ 2 , the foregoing instrumen was ecknowledged before me. L

In witness whereof | hereunto set my hend and official seal.

‘S—" . -

My commission expires on: otary|Public/Justice of the Peace -

DAWN M JORDAN
NOTARY PUSLIC-STATE OF NEW YORK
No. 01306328681
Quaolifled n Kings County
My Commission Expites Augus: 03, 2019
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i - , CERTIFICATE OF LIABILITY INSURANCE 57872019

* THIS CERTIFICATE IS ISSUED AS A MATTER OF INFORMATION ONLY AND CONFERS NO RIGHTS UPON THE CERTIFICATE HOLDER. THIS
CERTIFICATE DOES NOT AFFIRMATIVELY QR NEGATIVELY AMEND, EXTEND OR ALTER THE COVERAGE AFFORDED 8Y THE POLICIES
BELOW. TMIS CERTIFICATE OF INSURANCE DOES NOT CONSTITUTE A CONTRACT BETWEEN THE ISSUING INSURER(S). AUTHORIZED
REPRESENTATIVE OR PRODUCER, AND THE CERTIFICATE HOLDER.

IMPORTANT: ‘If the certificate holder is an ADDITIONAL INSURED, the policy(iss) must have ADDITIONAL INSURED provisions or be ondorsed.

If SUBROGATION IS WAIVED, subject to the terms end conditions of the pelicy, certaln policies may require an endorsement. A statoment on
this cortificste does not confer rights to the coﬂlﬂmn hotder in lleu of such endorsement(s). .

prooucen Liconse # BR-T67175 | gtacT ‘
00 Sunryeids Bovievara P ey (516) 6774700 [ erl516) 4964040
Woodbury, NY 11787 . : .
| INSUREN(S) AFFORDING COVERAQR NACE
. _ psyren & ; Sentinel Insuranco Company, Ltd. 11000
INSURED INSURER 0 ; Wationsi Unlon Fire insurance Company of Plitsburgh, PA|{ 9445
Ubiqus Reporting Inc. mgner ¢ ; Hartford Ineurance Group 914 -
’ ;Philadelphia Indemnity insurance Company |18058
| MSURERE ;
MIURERF : )
COVERAGES - CERTIFICATE NUMBER; REVISION NUMBER:

THIS IS TO CERTIFY THAT THE POLICIES OF INSURANCE LISTED BELOW HAVE BEEN ISSUED TO THE INSURED NAMED ABOVE FOR THE POLICY PERICD
INDICATED. NOTWITHSTANDING ANY REQUIREMENT, TERM OR CONDITION OF ANY CONTRACT OR OTHER DOCUMENT WAITH RESPECT TO WHICH THIS
CERTIFICATE MAY BE ISSUED OR MAY PERTAIN, THE INSURANCE AFFORDED BY THE POLICIES DESCRIBED WEREIN IS SUBJECT TO ALL THE TERMS,
EXCLUSIONS AND CONDITIONS OF SUCH POLICIES. LIMITS SHOWN MAY HAVE BEEN REDUCED BY PAID CLAIMS.

A TyeeoFmsumance Aopazusy] POLICY NUMBEZR I AAn e, | R Tr Loats
A | X | COMMERCIAL GENERAL LLADASTY EACH OCCURRENCE R 1,000,000
| cunmsauoe [X] cocum " pazewrions | 1zezone [ BRESRRIGRENTED L 1 1,000,000
' | wED EXP (v ov parsory | 4 +0,000
: _ | personaL 8 AQviuARY | 3 1,000,000
| GEML TE LT S PER: ' | GEMERAL AGGREGATE 3 2,000,000
__{poucr | Loc | PRODUCTS - COUPOP 2G4 | 3 2,000,000
QTHER; s
A | automonn e uiasns | GRuBEDSMGLEUMT | | 1,000,000
[ | 122812018 | 12/29/2019 il
e | - oo rasy oo s
|| , | ooDILY piyURY (Per acxicenn!
X mm &j Fir 2 M
. )
B L UMSRELLA LIAD . x OoCCurR ! ’ | EACH QCCURRENCE 3 4,000,000
EXCESS LIAD CLAIMS-MADE 7 127291018 1m9 | AGGREGATE s 4,000,000
oo | | revesmons s
C |womners commeNsATION | E58 | g
AND EMPLOYERS LIABLITY SIATUTE
ANY PROPRTETORBARTNEREXECUTIVE win 6112019 | GM/2020 || cooh accipenT $. 1,000,000
o Ry ScLoeD? . . ‘ EAEM N 1,000,000
uﬁimm . EL DISEASE - POUICY Lt | 3 1,000,000
D [E&O : 1220/2018 | 1272812010 [Aggregate Limit 5,000,000
D |Claims Made ' 122872018 | 12/29/2019 |Deductible ‘25,000

DESCRIPTION OF OPERATIONS / LOCATIONS / VEHICLES (ACORD 101, AGcitions! Remrks behecui, inay be sitached I mers $0aca b raqudoed]
Evidence of Coverngs

r

CERTIFICATE HOLDER CANCELLATION

. EHOULD ANY OF THE ABOVE DESCRIBED POLICIES BE CANCELLED BEFORE
‘THE EXPIRANON DATE THEREOF, NOTICE WILL BE DELIVERED (N
mpﬂmm}“hlg::‘m Donlrﬂ'ﬂ'ﬂt of Education ACCORDANCE WITH THE POLICY PROVISIONS,

Concord, NH 03301 - T
AUTHORITED REPRESENTATVE
ACORD 25 (2016/03) . © 1988-2015 ACORD CORPORATION. All rights roserved.
' The ACORD name and logo are rogistored marks of ACORD

1




Deborah Tirh one

PROFESSIONAL SUMMARY:

Self-motivated and goal-oriented Director of Production with 12 years of medical
transcription/editing experience as well as 6 years in general and legal
transcription. | have developed an excellent knowledge of grammar,
punctuation, and speiling, and my strong organizational skills assist in my ability
to meet deadlines. : :

PROFESSIONAL TRANSCRIPTION EXPERIENCE:

Ubiqus
Production Director:
o Director of transcript production services from inception to delivery.
« Managemaent of in-house staff of production planners, editors, audlo
technicians, and government contract personnel.
+ Responsible for providing customer service and support regarding all
stages of transcription production.

ANP Transcriptions, New Jersey
- Director of Production Services: August 2016 to present
» Contracted to provide production management of a staff of 25
subcontractors. _
Editor of continued medical education projects and general transcription.
Responsible for creating training materials and training employees.
Provide customer suppont regarding all transcriptions.

Transcriptionist: October 2014 to August 2016
¢ Transcribe round table meetings, conferences-calls, advisory boards and
video recordings of presentations.

Timpone Transcription, Staten Island, New York
Owner/Transcriptionist: July 2012 to present
« Contracted to provide medical, legal, and general-transcription to multiple
transcription agencies.
« Transcribe round table meetings, conferences calls, advisory boards, and
' video recordings of presentations.
= Provided transcription services and met deadlmes for a large medical-
" legal workers' compensation physician account.
» Management of all subcontracted workers.

Swift Transcription, San Francisco, California '



Medical Transcriptionist: February 2006- 2012, 2015 to 2016
¢ Delivered transcription for orthopedic and psychiatric practices as well as
maedical-legal transcription.
¢ Doveloped a strong working knowledge of orthopedic terminology. .

' PROFESSIONAL HEALTHCARE EXPERIENCE:

AstraZeneca Pharmaceuticals, Wilmington, Delaware

CNS Sales Representative: February 2005- August 2005
* Achieved 180% of target goal for antipsychotic products.
~ » Developed strong working knowledge of psychiatric terminology..

Oncology Sales Representative: October 1997- February 2005
« Attained a level Il Pharmaceutical Sales Specialist position.
* Developed strong working knowledge of oncology and urology
. terminology.

Medical Sales Representative: July 1990 - October 1997
» Exceeded sales goals of promoted cardiovascular, asthma, and antibiotic
products. ‘
+ Developed strong working knowledge of general medical terminology.

MDS Laboratorles, Staten Istand, New York
Customer Service Representative/Receptionist: March 1988- July 1990
» Developed a strong knowledge of medical laboratory terminclogy.

ADDITIONAL EXECUTIVE EXPERIENCE:

Time To Go Organizers, Staten island, New York
Professional Organizer/Co-Owner, 2007-2012
¢ Provided effective client service to increase business and mamtaln repeal
business.

St. Teresa School Soccer Program, Staten Island, NY
Director of Soccer/Coach: 2005 -2013 . '
» Responsible for all decision making pertinent to the St. - Teresa Schoo!
Soccer Program mcludmg tranmng statf conflicts, league meetings, and
budgenng

EDUCATION:
St. John's University, New York



.Bachelor of Arts Degree in Psychology May 1990
_ Minor: Business and English
Dean’s List
Golden Key National Honor Society



MELODY CONTE
EDUCATION

EMERSON COLLEGE, Boston, NY 2011
Bachelor of Arts in Writing for TV and Film
QUALIFICATIONS -
¢  Final Cut Pro ’ o Microsoft Office Suite (Word, Exccl, PowerPoint, Access, ctl:.)
¢ Television Studio Camera Operadon e Typc 70 WPM
“HUMAN CENTIPEDE: THE MUSICAL,” Boston, MA & New York, NY 2011
Weriter]/ Acter
“RECORD CELLAR": THE KEVIN BRIGHT WORKSHOP, Boston, MA 2010
Superusing Producer
CHARTER COMMUNICATIONS COMMUNITYVISIONZL, Newtown, CT 2005-2006
Intern -
Ubiqus Repotung, Inc. 2018-2019
Senior Planner
¢ Supervised Planning Depa.mncm
e  Liise with sales teams 1o accomodate urgcm projects
» Coordinates over 150 projects assigned to vendors per day
s  Built celarionships and sappocr with vendors
+ Familiarized self with proprierary database
o  Presided over development of machine Ie:mmg solutions for mnscnpnon
o  Ccisis management c:pcmsc
McHales Bar and Grill, New York, NY 2017-218
Hestes
*  Greeted guests in a pleasant, friendly, prof:ssloml manner, and en:ured their dining experience
was exceptional,
o Managed restaurant waiting list during h:gh volume to accurately set guest cxpccmuons
. chrcscntcd thc team and maintained an upbeat environment to guarantee exceptonal guest
service
o Cleared, cleaned and reser rables in order to prepare for the next guest.
Lefr final impression upon guest departure encourage returning clientele
SEPHORA USA, INC., New York, NY & Boston, MA 2009-2017
Fragrana Consultant .
s  Engaged with clients in & pleagany, friendly, professional manner, and ensured they discovered lhclr tdeal scent
s  Mainrined a comprehensive databasc of client purchase history
¢ Represented the team and maintained an upbear environment to guarantee exceptional client service
¢  Offered specialized expertse and brand knowledge o ensure maximum customer sacisfaction
e Left final impression upon customers ar checkout to encourage returning clientele
*  Mentored, supervised, and supported new sales associates }
COMEDY CENTRAL, New York, NY 2010

Iniern
s  Read scripts for development, then provided feedback and constructive criticism.

¢  Collaborared on nerwork rebranding projects with On-Air promotions |

e Assisted with promotional video shoots regarding nerwork rebranding

®  Searched for and presented viral ind up-to-date web content as well a3 comedians on the cse
»  Weore published content for the Comedy Central Insider blog, as well as jokes.com

o Mer with the cccarors of Ugly Americans 1o discuss furure cpisodes

»  Anended meeings about Comedy Centzal’s new image and formar, as wel] as current comedy specials and sketch show development



THE DAILY SHOW and THE COLBERT REPORT, New York, N . 2010
Intern
e Wrorcand dcvcloped sample segments for Head Wiiter

o Successfully pitched jokes for lower thirds and opening one-liness that were subsequenty aiced on The Colbert R.epm

* Shadowed writers and arended puch mecehings
¢ Met with writérs and successhully pirched content for segments to air

Wrote sample sepments tw be critiqued by Head Wrirer and Commespondents



Chance Hamlin

Education - : :
Sept 2003 - May 2007 Hofstra University, Hempstead, NY
GPA: 2.99° ’
Bachelor of Arts; Drama
Bachelor of Arts; English, concentration in Creatwe Wntlng
Work History
May 2011 Present UDIQUS Repo:tlng, Inc.

New York NY °

Senior Editor. Overseeing a team of editors tasked with ensuring quality of
produced transcripts prior to submission to clients. Providing regular
feedback to transcriptionists. Facilitating clear communication between my
team and the sales and planning teams.

June 2008-October 2010 - Nielsen lAG
New York, NY
~ Show Writer. Tracking product placement in varying TV shows, inputting data
and creating surveys for market research purposes. Following precise
structure and grammar rules in questions and answers. Some office -
maintenance, .

April 2008 , Grassroots. Campaigns
. New York, NY
Street Canvasser.- Soliciting contributions from passersby for various
organizations (Democratic National Committee, Save the Children) Handled
money and credit card information and filled out paperwork.

August 2006 Hofstra University -
: Hempstead, NY

Resident Safety. Checking and logging IDs of student and non-student
visitors to resident dorms. Notifying campus security about unwanted or
suspicious visitors, doing safety checks of dorm common areas and
equipment.

Skills T
Experience with Microsoft Word and Excel.
Strong interpersonal and writing skills.
Quick leamer.



