City of Pontiac, Michigan
Pre-Proposal Conference Agenda
City-Wide Translation Services
Date: April 9, 2025
Time: 2:30 pm 
Location: Join the meeting now
1. Call to Order and Introductions 
· Welcome this is the pre-proposal conference call for the City-Wide Translation Services proposal. My name is Mike Rieth, and we have Alicia Martin (Purchasing Manager) and Paula Bridges (Communications Director) on the call as well. 
2. Purpose of the Pre-Proposal Conference 
· The purpose of this call is to give you all a brief overview of what the City of Pontiac is looking for on this RFP. The City-Wide Translation Services initiative will ensure that all community members have access to vital information, can participate fully in civic activities, and receive the support they need in a language they understand. This comprehensive approach will not only support the city’s diverse population but also help in creating an inclusive, engaged, and equitable community.
3. Project Overview and Scope of Work 
· The City of Pontiac, MI, hereby seeks proposals from qualified vendors to provide comprehensive city-wide translation services. The primary objective of these services is to facilitate effective communication between the city’s departments and our diverse citizenry, specifically targeting English to Spanish translations and additional languages as required. The city aims to enhance accessibility and engagement with non-English speaking populations, thereby promoting inclusion and effective delivery of public services.
4. Proposal Submission Requirements 
· The vendor must have qualified translators who are fluent in both English and the target languages and have demonstrated experience in translation.
· Documents must be delivered in both electronic format (PDF, Word) and hard copy, as applicable.
· The vendor must designate a project manager as the primary point of contact for all translation requests and queries.
· A non-disclosure agreement (NDA) must be signed by the vendor prior to engagement, ensuring that sensitive city information remains confidential.
5. Evaluation Criteria and Selection Process 
· A company profile, including qualifications, experience, and references in delivering translation services.
· A proposed pricing structure, including rates for standard translation and emergency services.
· Samples of previous work that demonstrate the vendor’s capability in providing quality translation services.
· A detailed plan outlining how the vendor intends to meet the requirements set forth in this scope of work.
A supplier can score up to 100 points in the proposal evaluation. 
· Qualifications & Experience - Relevant experience, certifications (e.g., ATA), subject matter expertise, client references. 30 Points
· Translation Quality - Sample translations, QA process, use of native speakers, accuracy, style, tone fidelity. 25 points
· Cost Proposal - Pricing per word/page/hour, additional fees, discounts, total estimated cost. 20 points 
· Turnaround Time & Capacity - Ability to meet deadlines, project management approach, scalability for volume. 15 points
· Technology & Tools - Use of CAT tools, translation memory, secure file handling, platform compatibility. 10 points

6. Contract Terms and Conditions 
· If awarded, this contract will be for an initial term of two years with the option to renew for two additional one-year periods. 

7. Questions and Answers 
· Does anyone have any questions for anyone on the Purchasing Team or for Paula? 

8. Adjournment & Closing Remarks 
· Thank you for joining the call and have a great rest of your day!
