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SECTION I. OVERVIEW AND SCHEDULE 

A. Introduction  

This request for proposals (RFP) is issued by the New Hampshire Judicial Branch (NHJB) 
through the Administrative Office of the Courts (AOC) to solicit proposals for language access 
consulting services for the Office of Access and Community Engagement (OACE) Language 
Access Improvement Program.  The Language Access Improvement Program aims to improve 
accessibility for people with limited English Proficiency (LEP), the deaf community, the visually 
impaired, or any person who struggles to comprehend printed, audio, or visual media. The 
selected vendor will work with OACE to implement strategic initiatives designed to improve the 
current Language Access Program. 

B. Schedule 

The following table provides a Schedule of Events for this RFP through contract finalization and 
Notice to Proceed.  NHJB reserves the right to amend this Schedule at its sole discretion and at 
any time through a published Addendum.  

 
EVENT DATE LOCAL TIME 

RFP Released to Vendors (Advertisement) 11/6/2023  
Vendor Inquiry Period Ends 1120/2023 11:59 PM 
Final NHJB Responses to Vendor Inquiries 11/22/2023 11:59 PM 
Vendors Submit Proposals 12/4/2023 11:59 PM 
Estimated Timeframe for Vendor Oral 

Presentations and Interviews (if needed) 
12/20/2023 

 

Estimated Notification of Selection and Begin 
Contract Development  

12/20/2023  

C. Purpose and Background  

NHJB’s mission is to preserve the rule of law and protect the rights and liberties guaranteed by the 
US and NH Constitutions by providing accessible, prompt, and efficient forums for the fair and 
independent administration of justice, with respect for the dignity of all served. Information on the 
NHJB can be found on the NHJB website at https://www.courts.nh.gov/.  
 
In April 2023, the NH Supreme Court issued Administrative Order 2023-04 to create the Office 
of Access and Community Engagement (OACE). The OACE assists the NH Access to Justice 
Commission in carrying out its duties and “engage relevant stakeholders and community members 
in expanding access to justice for all in civil and other legal matters in New Hampshire.” The 
OACE seeks to enhance language access services in order to fulfill its purpose of expanding access 
to justice. The Language Access Improvement Project is an extension of the OACE’s ARPA A2J 
project. This project is a collection of six subprojects with a common purpose: to improve access 
to the court system for all people, regardless of race, ethnicity, gender identity, language skills, 
income level, and physical ability. The NHJB intends, with extensive community stakeholder 

https://www.courts.nh.gov/
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collaboration, to holistically support and execute the projects to ensure they efficiently deliver the 
intended value. Collectively, these six projects will create the foundation of the A2J system. These 
six projects include: 1. Community Navigator Program, 2. Virtual Service Center, 3. Legal 
Navigator Nexus, 4. Language Access Program Improvements, 5. Data Collection to measure 
disparate impact, and 6. Court Forms Simplification. 
 

1. The ARPA A2J Community Navigator program introduces legal navigators into the 
community where those in need commonly receive other services. This project is managed 
by the OACE. The services provided are not limited to any specific court or case type. It is 
staffed by existing community service providers trained to provide legal information. This 
project also provides connection to services directly in the communities where those in 
need are located. This project will build the infrastructure necessary to support volunteer 
navigators, including processes, policies, and procedures for recruiting, hiring, and 
community navigators. Subsequent project funding will build upon this foundation to 
provide specialty services such as navigators for those involved in domestic violence or 
sexual assault cases.  

 
2. The Virtual Service Center (VSC) is a court-supported extension of the CN Program. They 

are essentially navigators available via Teams for "on-demand" virtual video meetings or 
set up in-person connections at local court houses with those seeking legal information. 
The A2J Navigator Program will include the build-out of the VSC.  

 
3. The Legal Navigator Nexus is aimed to be website developed to use various non-

proprietary software to provide legal information and action plans for self-represented 
litigants. This resource may also be used by CN and VSC volunteers for further support as 
well. 

 
4. The Language Access Program Improvements aims to support and work in tandem with 

the project/sub-projects listed above by improving accessibility for people with limited 
English Proficiency (LEP), the deaf community, the visually impaired, or any person who 
struggles to comprehend printed, audio, or visual media. The Selected Vendor will work 
with the OACE to implement strategic initiatives designed to improve the current 
Language Access Program.   

 
5. The Data Collection project will support the other groups by developing metrics to measure 

each initiative's outcomes. This team will leverage work completed by related project 
teams (Diversity & Inclusion Data Collection subcommittee and the Data Collection Phase 
2 project underway with the NH Department of Justice – Statewide Analysis Center 
(SAC).)  

 
6. The Forms Simplification project will produce several form sets converted for ADA 

compliance and plain language. It will also include training (and leave-behind training 
resources) on best practices and techniques to enable NHJB to produce ADA-
compliant/plain language forms. This project supports the efficiency and effectiveness of 
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the other five ARPA projects. The Language Access Project works in support of this 
subproject outcome. 

D. Contract Term 

The initial Contract term will begin on the effective date and will be for one year. The actual 
contract start date will be established by a completed and approved contract. Following the initial 
term of the contract, the NHJB may opt to extend the contract for one additional year, at the sole 
option of the NHJB, subject to continued availability of funding and satisfactory performance.  
 
The NHJB anticipates awarding one contract resulting from this RFP process. 
 
SECTION II. SCOPE OF SERVICES TO BE PROVIDED 

A. Overview 

The Selected Vendor will:  
a. Conduct analysis and external feedback research (e.g., surveys, focus groups, etc.) 

designed to identify areas of improvement in the current NHJB language access 
program.  

b. Effectively survey people with lived experience in NH to identify most prevalent 
needs to be addressed. 

c. Develop an effective complaint/feedback form and develop process for timely and 
effect responses.  

d. Ensure the complaint/feedback process is accessible in plain English, Spanish, 
Portuguese, Arabic, and French, and is machine readable. 

e. Translate the existing NHJB’s Language Access Plan – in Spanish, Portuguese, 
Arabic, and French; 

f. Develop a public versions of the Plan in plain language (English) and in the 
languages listed in item b. The online version of the Plan must be machine 
readable.  

g. Identify, via a needs assessment, court information documents and signage that 
must be translated into specific languages. Translate this existing court signage, 
infographics, information sheets, explainer documents, FAQs, etc. in Spanish, 
Portuguese, Arabic, and French. Documents and signage will not exceed fifty (50) 
unique items. 

h. Create informational videos for the general public about the NHJB’s language 
access programs. The videos will be subtitled in English, Spanish, Portuguese, 
Arabic, and French.  

i. Monitor and evaluate using case management data, and surveys from all key 
stakeholders, the quality and availability of language access services: 

i. When and why requested services were denied or declined, 
ii. The number of complaints received, and 

iii. The outcomes of those complaints (e.g., reversal or denial of services or 
disciplinary action. 
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j. Prepare a business case for leveraging technology to provide efficient language 
services such as video remote interpretation, language access kiosks, instant 
language assistant, and translation software tools. Develop an implementation 
plan for video remote interpretation across NH’s statewide court system.  

k. Recommend online access improvements using advanced technology. Focus areas 
include enhancing the court website with current and advanced technology; 
identifying the best tool(s) for limited English Proficiency (LEP) people and the 
sight impaired to access the website. 

l. All work products developed and created in connection with these services will be 
the sole and exclusive property of the NH Judicial Branch.  

B. Minimum Requirements for Language Access Consultant 

1. For an out-of-state vendor, they must have a valid Certificate of Authority to transact 
business, as required by New Hampshire law RSA 293-A. The form for applying for a 
Certificate of Authority can be acquired through the New Hampshire Secretary of State's 
website at: https://sos.nh.gov/corporation-ucc-securities/corporation/forms-and-fees/  

a. This requirement must be satisfied by applying for a Certificate of Authority before 
the effective date of the contract resulting from this RFP. 

SECTION III. RFP PROCESS  

A. Agency Point of Contact/Restriction of Contact with Agency Employees 

The sole point of contact for this RFP, from the RFP issue date until the resulting contract is 
effective:  

Takhmina Rakhmatova 
procurement@courts.state.nh.us 

From the date of release of this RFP until the award is made and announced regarding the selection 
of a vendor, all communication with personnel employed by or under contract with the NHJB 
regarding this RFP is prohibited unless first approved by the RFP Sole Point of Contact. NHJB 
employees have been directed not to hold conferences and/or discussions concerning this RFP with 
any potential contractor during the selection process, unless otherwise authorized by the RFP Sole 
Point of Contact. Vendors may be disqualified for violating this restriction on communications. 

B. Vendor Inquiries 

All contact concerning this RFP, including but not limited to, requests for clarifications, questions, 
any changes to the RFP, must be submitted via email and received by the Point of Contact by the 
end of vendor inquiry period (see Schedule of Events herein).   

The email subject must be as follows: INQUIRIES TO RFP NHJB-2023-10 LANGUAGE 
ACCESS PROGRAM IMPROVEMENTS CONSULTANT. 

The vendor must identify the RFP name, page number and relevant paragraph and include the 
vendor’s name, telephone number, and e-mail address.  

https://sos.nh.gov/corporation-ucc-securities/corporation/forms-and-fees/
mailto:procurement@courts.state.nh.us
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The NHJB’s responses to properly submitted inquiries will be posted on the following website on 
or before the date specified in the Schedule of Events: https://www.courts.nh.gov/our-
courts/supreme-court/about/administrative-office-courts/rfps-and-rfis  

The NHJB may consolidate and/or paraphrase questions for sufficiency and clarity. Oral 
statements, representations, clarifications, or modifications concerning the RFP shall not be 
binding upon the NHJB. Official responses by the NHJB will be made only in writing by the 
process described above. It is the responsibility of vendors to review the most updated information 
related to this RFP before submitting a proposal.  

C. RFP Addendum 

The NHJB reserves the right to amend this RFP at its discretion, prior to the Proposal submission 
deadline.  In the event of an addendum to this RFP, the NHJB, at its sole discretion, may extend 
the Proposal submission deadline, as it deems appropriate. 

D. Property of the NHJB 

All material received in response to this RFP shall become the property of the NHJB and will not 
be returned to the vendor.  Upon Contract award, the NHJB reserves the right to use any 
information presented in any Proposal. 

E. Confidentiality of a Proposal  

Unless necessary for the approval of a contract, the substance of a proposal must remain 
confidential until the Effective Date of any contract resulting from this RFP.  A vendor’s disclosure 
or distribution of Proposals other than to the NHJB will be grounds for disqualification. 

F. Public Disclosure 

The content of each vendor’s Proposal shall become public information upon the award of any 
resulting Contract. Any information submitted as part of a response to this RFP may be subject to 
public disclosure under applicable law.   

Confidential, commercial, or financial information may be exempt from public disclosure under 
applicable law. If you believe any information being submitted in response to this request for 
proposal, bid or information should be kept confidential as financial or proprietary information, 
you must specifically identify that information in a letter to the NHJB and must mark/stamp each 
page of the materials that you claim must be exempt from disclosure as “CONFIDENTIAL”. A 
designation by the vendor of information it believes exempt does not have the effect of making 
such information exempt. The NHJB will determine the information it believes is properly 
exempted from disclosure. Marking of the entire Proposal or entire sections of the Proposal as 
confidential will neither be accepted nor honored. Notwithstanding any provision of this RFP to 
the contrary, vendor pricing will be subject to disclosure upon approval of the contract. If a request 
is made to the NHJB to view portions of a Proposal that the vendor has properly and clearly marked 
confidential, the NHJB will notify the vendor of the request and of the date the NHJB plans to 
release the records. To halt the release of information by the NHJB, a vendor must initiate and 

https://www.courts.nh.gov/our-courts/supreme-court/about/administrative-office-courts/rfps-and-rfis
https://www.courts.nh.gov/our-courts/supreme-court/about/administrative-office-courts/rfps-and-rfis
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provide to the NHJB, prior to the date specified in the notice, a court action in the Superior Court 
of the State of New Hampshire, at its sole expense, seeking to enjoin the release of the requested 
information. 

By submitting a proposal, vendors acknowledge and agree that: 

• The NHJB may disclose any and all portions of the proposal or related materials which are 
not marked as confidential and/or which have not been specifically explained in the letter to 
the person identified as the point of contact for this RFP;  
• The NHJB is not obligated to comply with a vendor’s designations regarding 
confidentiality and must conduct an independent analysis to assess the confidentiality of the 
information submitted in your proposal; and  
• The NHJB may, unless otherwise prohibited by court order, release the information on the 
date specified in the notice described above without any liability to a vendor.   

G. Ethical Requirements 

From the time this RFP is published until a contract is awarded, no vendor shall offer or give, 
directly or indirectly, any gift, expense reimbursement, or honorarium, as defined by RSA 15-B, 
to judicial or non-judicial employee of the NHJB, any elected official, public official, public 
employee, constitutional official, or family member of any such official or employee who will or 
has selected, evaluated, or awarded an RFP. Any vendor who has been convicted of an offense 
based on conduct in violation of this section, which has not been annulled, or who is subject to a 
pending criminal charge for such an offense, shall be disqualified from bidding on the RFP. A 
vendor that was disqualified under this section because of a pending criminal charge which is 
subsequently dismissed, results in an acquittal, or is annulled, may notify the NHJB.  

H. Non-Commitment 

Notwithstanding any other provision of this RFP, this RFP does not commit the NHJB to award 
a Contract.  The NHJB reserves the right, at its sole discretion, to reject any and all Proposals, or 
any portions thereof, at any time; to cancel this RFP; and to solicit new Proposals under a new 
acquisition process. 

I. Compliance 

Vendors must be in compliance with applicable federal and state laws, rules and regulations, and 
applicable policies and procedures adopted by the NHJB currently in effect, and as they may be 
adopted or amended during the contract period. It is vendor’s responsibility to determine the 
applicability and requirements of any such laws, rules, and regulations.  

J. Proposal Cost 

By submitting a Proposal, a vendor agrees that in no event shall the NHJB be either responsible 
for or held liable for any costs incurred by a vendor in the preparation of, or in connection with 
the Proposal, or for oral presentation or product demonstration if any. 
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SECTION IV. PROPOSAL SUBMISSION REQUIREMENTS 

A. Proposal Submission, Deadline, and Location Instructions 

Proposals must be submitted via E-mail to procurement@courts.state.nh.us.  

Proposals must be clearly marked as follows: 

NEW HAMPSHIRE JUDICIAL BRANCH 
RESPONSE TO RFP NHJB-2023-10 
LANGUAGE ACCESS PROGRAM IMRPOVEMENTS CONSULTANT 

The email subject must be as follows: RESPONSE TO RFP #NHJB-2023-10 LANGUAGE 
ACCESS CONSULTANT 
 
Proposals must be received no later than the time and date specified in the Schedule of Events 
section. Late submissions may not be considered for contract award.  Delivery of the Proposals 
shall be at the Bidder’s expense. NHJB accepts no responsibility for mislabeled email or email 
that is not delivered or undeliverable for whatever reason.  

B. Validity of Proposal 

The proposal shall be signed by a person authorized to legally bind the Bidder and shall contain 
a statement that the proposal and the pricing contained therein will remain valid for one hundred 
and eighty (180) days following the deadline for submission of Proposals in Schedule of Events, 
or until the effective date of any resulting Contract, whichever is later. 

C. Proposal Format  

a. For clarity, the proposal should be typed or printed. Proposals should be single-
spaced with 1” margins on white 8 1/2” x 11” paper using a font no smaller than 
12-point Times New Roman or similar.  

b. Bidders must respond to each question and instructions listed in Appendix C of 
this RFP. Number each response in the proposal to correspond to the relevant 
question or instructions of the RFP. 

c. All pages of the proposal should be numbered consecutively beginning with 
number one (1) on the first page (not including the cover page or table of contents 
pages) through to the end, including all forms and attachments. Bidder’s name 
should appear on every page, including attachments.  

d. All electronic documents should be formatted for printing as formatting will not 
be adjusted prior to printing and review of these documents.  

e. It is the responsibility of the Bidder to provide all information requested in the 
RFP package at the time of submission. Failure to provide information requested 
in this RFP may, at the discretion of the NHJB, result in a lower rating for the 
incomplete sections and may result in the proposal being disqualified for 
consideration. 

mailto:procurement@courts.state.nh.us
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f. The Bidder shall complete and submit the “Proposal Cover Page” provided in 
Appendix A of this RFP and provide it with the Bidder’s proposal. The cover page 
must show the specific information requested, including Bidder address(es) and 
other details listed. The proposal cover page shall be dated and signed by a person 
authorized to enter into contracts on behalf of the Bidder.  

g. The Bidder should complete and submit the “Debarment and Non-collusion 
Certification Form” provided in Appendix B of this RFP. Failure to provide this 
certification may result in the disqualification of the Bidder’s proposal, at the 
discretion of the NHJB.  

SECTION V. EVALUATION OF PROPOSALS  

A. Criteria for Evaluation and Scoring 

The NHJB will evaluate each responsive proposal using a scoring scale of 100 points which 
will be distributed as set forth in the table below:  

 
CATEGORIES POINTS 
Qualifications and Experience: 

• Credentials of personnel to be working on the project. 
• Overall experience with language access programs in court systems. 
• Experience with language access program improvement research. 
• Experience with language access training. 
• Experience with language access technology. 
• Experience and expertise in translation services in court settings – 

video closed captioning, documents, infographics, signage, etc. 
• Capability to effectively streamline language access services 

complaint process to resolve issues promptly and effectively. 
• Demonstrates experience and fluency in legal terminology and legal 

proceedings.  
•  

 

25 

Solution Proposed 
• Solutions proposed for language accessibility, such as but not limited 

to: 
o Developing and implementing training curriculum; 
o Implementing video and remote interpretation services; 
o Developing form and procedural practice for complaints and 

feedback. 
• Demonstrates willingness and capability to provide regular reports on 

recruitment progress of bi- or multilingual staff and post recruitment 
reports. 

25 
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• Proposed plan for implementing video remote interpretation services 
that includes the entire workflow from scheduling, executing, and 
billing.  

Technical Expertise 
• Proficiency with progressive technologies that would improve 

language access. 

25 

Cost Proposal 
• Itemize cost proposal is provided and reflects a fair and competitive 

cost breakdown 

25 

  
TOTAL MAXIMUM POINTS 100 

 
The review team will use a consensus approach to evaluate the proposals.  The contract award(s) 
will be made to the Vendor receiving the highest number of evaluation points.  

B. Oral Interviews and Product Demonstrations 

The NHJB reserves the right to invite vendors to oral interviews and/or product demonstrations. 
The NHJB retains the sole discretion to determine whether to conduct oral interviews, with which 
vendors, and the number of interviews. Vendors are advised that the NHJB may decide to conduct 
interviews with less than all responsive vendors.   

The purpose of oral interviews and product demonstrations is to clarify and expound upon 
information provided in the written proposals. Information gained from oral interviews and 
product demonstrations will be used to refine technical review scores assigned from the initial 
review of the proposals. Vendors are prohibited from altering their proposals during the oral 
interviews and product demonstrations. Therefore, Vendors should submit proposals that present 
their rates and other information as clearly and completely as possible.  

The NHJB may ask the vendor to provide written clarifications of elements in their proposal 
regardless of whether it intends to conduct oral interviews. 

C. Cost Proposal Scoring 

Cost proposals will be reviewed upon completion of the final technical scoring of proposals. 
Vendors are advised that this is not a low bid award and that the scoring of the cost proposal will 
be combined with the scoring of the technical proposal to determine the overall highest scoring 
vendor. 

Best and Final Offers: The NHJB may seek a best and final offer (BAFO) from any Bidder in 
this procurement process. The NHJB reserves the right to select the Vendor based solely on the 
initial proposals and is under no obligation to solicit or accept a BAFO from any Vendors. As the 
NHJB may not request a BAFO, Vendors are encouraged to provide their most competitive prices 
in their initial proposals. 

D. Negotiations and Selection 
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1. The NHJB reserves the right to waive minor or immaterial deviations from the 
RFP requirement if determined in the best interest of the NHJB. 

2. The final decision regarding the award of the contract is subject to approval by the 
Director of AOC and the Administrative Council (if applicable).  

3. If the NHJB determines to make an award, it will issue an “intent to negotiate” 
notice to a vendor based on these evaluations.  The NHJB reserves the right to 
negotiate with the successful Bidder to finalize a contract at the same rate or cost 
of service as presented in the selected proposal. Such negotiations may not 
significantly vary the content, nature, or requirements of the proposal or the 
NHJB’s Request for Proposals to an extent that may affect the price of goods or 
services requested. The NHJB reserves the right to terminate contract negotiations 
with a selected Bidder who submits a proposed contract significantly different 
from the proposal they submitted in response to the advertised RFP. In the event 
that an acceptable contract cannot be negotiated with the highest ranked Bidder, 
the NHJB may withdraw its award and negotiate with the next-highest ranked 
Bidder, and so on, until an acceptable contract has been finalized. Alternatively, 
the NHJB may cancel this RFP, and solicit new proposals under a new acquisition 
process. 

4. The NHJB reserves the right to reject any and all Proposals or to make multiple 
awards. 

SECTION VI. CONTRACT DOCUMENT 

A. The Selected Bidder will be required to execute a contract in the form of the NHJB 
Standard Terms and Conditions which is attached as Appendix D.  

B. The NHJB may consider modifications of this form during negotiations. To the extent 
that a vendor believes that exceptions to the standard form contract will be necessary for 
the vendor to enter into the Agreement, the vendor should note those issues during the 
vendor inquiry period. The NHJB will review requested exceptions and accept, reject, or 
note that it is open to negotiation of the proposed exception at its sole discretion.  If the 
NHJB accepts a vendor’s exception the NHJB will, at the conclusion of the inquiry period, 
provide notice to all potential bidders of the exceptions which have been accepted and 
indicate that exception is available to all potential bidders.  Any exceptions to the standard 
form contract that are not raised during the Vendor inquiry period are waived.  In no event 
is a vendor to submit its own standard contract terms and conditions as a replacement for 
the NHJB’s terms in response to this solicitation. 

C. Allocation of funds is final upon successful negotiations and execution of the contract, 
subject to the review and approval of the Director of the Administrative Office of the 
Courts, and NHJB Administrative Council (if applicable). Contracts are not considered 
fully executed and valid until approved by the Director and the Council and funds are 
encumbered. No contract is effective unless signed by the Director. 
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APPENDIX A 
PROPOSAL COVER PAGE 

RFP NHJB-2023-10 
LANGUAGE ACCESS PROGRAM IMPROVEMENTS 

• This proposal and the pricing contained therein will remain valid for one hundred and eighty 
(180) days following the deadline for submission of Proposals in Schedule of Events 
contained in the RFP, or until the effective date of any resulting Contract, whichever is later. 

• No personnel currently employed by the NHJB, or any NH State agency participated, either 
directly or indirectly, in any activities relating to the preparation of the Bidder’s proposal. 

• No attempt has been made, or will be made, by the Bidder to induce any other person or firm 
to submit or not to submit a proposal. 

• The above-named organization is the legal entity entering into the resulting agreement with 
the NHJB should they be awarded the contract. 

• The undersigned is authorized to enter contractual obligations on behalf of the above-named 
organization. 
 

To the best of my knowledge, all information provided in the enclosed proposal, both 
programmatic and financial, is complete and accurate at the time of submission. 
 

Name (Print): 
 
 

Title: 

Authorized Signature: 
 
 

Date: 

  

Bidder’s Organization Name:  
Chief Executive - Name/Title:  
Tel:  E-mail:  
Headquarters Street Address:  
Headquarters City/State/Zip:  
(Provide information requested below if different from above) 
Lead Point of Contact for Proposal - Name/Title:  
Tel:  E-mail:  
Local Office Street Address:  
Local Office City/State/Zip:  
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APPENDIX B 
DEBARMENT AND NON-COLLUSION CERTIFICATION 

RFP NHJB-2023-10 
LANGUAGE ACCESS PROGRAM IMPROVEMENTS CONSULTANT 

By signing this document, I certify to the best of my knowledge and belief that the aforementioned 
organization, its principals and any subcontractors named in this proposal: 

a. Have not, within the past two years, been convicted of, or pleaded guilty to, a violation of 
RSA 356:2, RSA 356:4, or any state or federal law or county or municipal ordinance 
prohibiting specified bidding practices, or involving antitrust violations, which has not 
been annulled; 

b. Have not been prohibited, either permanently or temporarily, from participating in any 
public works project pursuant to RSA 638:20; 

c. Have not previously provided false, deceptive, or fraudulent information on a vendor code 
number application form, or any other document submitted to the state of New Hampshire, 
which information was not corrected as of the time of the filing of a bid, proposal, or 
quotation; 

d. Are not currently debarred from performing work on any project of the federal government 
or the government of any state; 

e. Have not, within the past two years, failed to cure a default on any contract with the federal 
government or the government of any state; 

f. Are not presently subject to any order of the department of labor, the department of 
employment security, or any other state department, agency, board, or commission, finding 
that the bidder is not in compliance with the requirements of the laws or rules that the 
department, agency, board, or commission is charged with implementing; 

g. Are not presently subject to any sanction or penalty finally issued by the department of 
labor, the department of employment security, or any other state department, agency, 
board, or commission, which sanction or penalty has not been fully discharged or fulfilled; 

h. Are not currently serving a sentence or is subject to a continuing or unfulfilled penalty for 
any crime or violation noted in this section; 

i. Have not failed or neglected to advise the division of any conviction, plea of guilty, or 
finding relative to any crime or violation noted in this section, or of any debarment, within 
30 days of such conviction, plea, finding, or debarment; 

j. Have not been placed on the debarred parties list by the NH Department of Administrative 
Services pursuant to RSA 21-I:11-c within the past year; 

k. Have not been convicted of wage theft of its employees within the past two years; 
l. Have not been convicted of a felony level offense involving worker safety practices within 

the past two years; or 
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m. Have not been found guilty, within the last two years, of misclassification of workers as 
independent contractors, in violation of department of labor standards and the definition 
of employee in RSA 281-A:2. 

I further certify that: the Proposal submitted in response to this RFP, the prices, terms and 
conditions, and Work quoted have been established without collusion with other vendors and 
without effort to preclude the NHJB from obtaining the best possible competitive Proposal. The 
above-mentioned entities understand and agree that collusive bidding is a violation of state and 
federal law and can result in fines, prison sentences, and civil damage awards. 
 
Failure to provide this certification may result in the disqualification of the Bidder’s 
proposal, at the discretion of the NHJB. 
 
 

Name (Print): 
 
 

Title: 

Authorized Signature: 
 
 

Date: 
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APPENDIX C 
BIDDER RESPONSE TEMPLATE 

RFP NHJB-2023-10 
LANGAUGE ACCESS PROGRAM IMPROVEMENTS CONSULTANT 

 
Bidders must submit proposals in accordance with “Appendix C– Bidder Response 
Template”. The Bidder’s proposal should sequentially follow each section found in Appendix 
C and Bidder must answer each question that is asked in each section, as well as respond to 
all information sought. The NHJB reserves the right to reject any and all proposals that do 
not follow this required formatting. All proposals must address the following: 

A. Provide a brief statement of qualifications. Describe the history of the Bidder’s 
organization, especially regarding skills pertinent to the specific work required by the RFP 
and any special and any special or unique characteristics of the organization which would 
make it especially qualified to perform the required work activities.   

i. If subcontractors are to be used, Bidders must provide a list that specifies the name, 
the contact information and a brief description of the subcontractors’ 
organizational capacity and qualifications. 

B. Discuss the Scope of Services referenced above and what the Bidder will offer. Give 
detailed description of the methods and resources you will use and how you will 
accomplish the tasks involved. Also, describe how you will ensure expectations and/or 
desired outcomes.  

i. If subcontractors are involved, clearly describe them, and identify the work each 
will perform. 

C. Provide a description qualifications and expertise, include past projects, that reflect the 
experience and expertise needed to formulate a complaint/feedback form as well a process 
for their review and response. At the minimum, the proposal must: 

i. Provide a sample of a court information sheet or checklist that was created using 
plain language and is ADA compliant. 

ii. Demonstrate expertise in translation services – video closed captioning, 
documents, infographics, signage, etc. 

iii. Provide a recommendation for a streamlined language access services complaint 
process to resolve issues promptly and effectively. 

D. Please describe the proposed solution to develop a public version of the Language Access 
Plan: 

i. Demonstrate a strong understanding of cultural nuances and sensitivities when 
providing language service.  

ii. Provide a proposed plan on how to train staff on cultural competency to ensure 
respectful and appropriate communication.  

iii. Demonstrate familiarity with working with people that have limited English 
Proficiency (LEP).   

E. Describe how the materials will be translated into different languages. Please identify if 
the subcontractors will be used.  

F. Present ability to construct videos about language access programs in multiple languages:  
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i. Demonstrate familiarity with technology or open to ideas of embracing 
innovation and use cutting-edge technology to produce video translation in the 
courts.   

ii. Provide an action plan to incorporate video translation capabilities in the courts.  
G. Confirm willingness and capability to provide regular reports on recruitment progress of 

bi- or multilingual staff and post recruitment reports.  
i. Propose the plan for the reporting. 

H. Provide a description of the qualifications that show your collaborative ability to develop 
language access training programs that highlights the importance of plain language and 
ADA compliance: 

i. How you will develop the training programs. 
ii. Demonstrate experience and fluency in legal terminology and legal 

proceedings.  
I. Describe the proposed technologies and the relevant qualifications in such technologies 

that improve language access such as the court website, video translation services, and 
instant language access devices. 

J. Present a clear plan for implementing video remote interpretation services that includes 
the entire workflow from scheduling, executing, and billing.  

K. Conduct surveys or similar modalities to effectively assess the language needs from NH 
citizens with lived experience.  

L. Itemized Cost Proposal 
M. Provide references related to language access program experience in a legal setting. 

Experience in court systems is preferred. 
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CONTRACT BETWEEN THE NEW HAMPSHIRE 
JUDICIAL BRANCH AND [INSERT VENDOR NAME] 

APPENDIX D 
  
 
 
 

THIS AGREEMENT (hereinafter "Agreement") is between the State of New Hampshire 
Judicial Branch, by and through the Administrative Office of the Courts, (hereinafter 
“NHJB”) and [INSERT CONTRACTOR NAME], located at [INSERT STREET/MAILING 
ADDRESS] (hereinafter the "Contractor"). 
 
Vendor Number of the Contract is _______. 
 
1. CONTRACT TERM.  

1.1. This Contract shall be effective on [“the date signed by both Parties” or specify the 
date] and shall remain in full force until [INSERT TERMINATION DATE]. 

1.2. The Contract Term may be extended up to [INSERT NUMBER] of years years(s), 
(“Extended Term”) at the sole option of the NHJB, subject to the Parties prior written 
Agreement on applicable fees for each extended Term. 

2. SCOPE OF SERVICES.  
The Contractor hereby agrees to furnish all qualified personnel, facilities, materials, and 
services and in consultation with the NHJB, to perform the services, study or projects described 
in Appendix A, which is incorporated into this Agreement and made part of it by reference, 
and under the terms of this Agreement. 

3. PROFESSIONAL CONDUCT.  
At all times while working pursuant to the Contract, the Contractor shall act in a manner that 
upholds the dignity and integrity of the NHJB. The Contractor shall observe standards of 
fidelity and diligence appropriate to work for the NHJB. During the term of the Agreement, 
the Contractor may be engaged by one or more organization(s). The Contractor represents that 
the Contractor is not and shall not become a party to any agreement that conflicts with the 
duties hereunder.   

4. CONTRACT COSTS. 
4.1. Total Cost. Total contract price, method of payment and terms of payment are set 

forth in Appendix A. Notwithstanding any provision in this Agreement to the contrary, 
and notwithstanding unexpected circumstances, in no event shall the total of all 
payments authorized, or actually made hereunder, including personnel, facilities, 
materials, travel and expenses, exceed [INSERT NOT TO EXCEED PRICE]. 

4.2. Payment Contingency. Notwithstanding anything to the contrary, all obligations of the 
NHJB hereunder, including, without limitation the continuance of payments are 
contingent upon the availability and continued appropriation of funds. In no event shall 
the NHJB be liable for any payments in excess of such available appropriated funds. In 
the event of the reduction or termination of appropriated funds by any state or federal 
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legislative or executive action, the NHJB shall have the right to withhold payment until 
such funds become available, if ever, and shall have the right to reduce or terminate the 
services under this Agreement immediately upon giving the contractor notice of such 
reduction or termination. The NHJB shall not be required to transfer funds from any other 
account or source to fund the Contract in the event funds are reduced or unavailable.  

4.3. Documentation of Costs. During the term of the Contract, the Contractor agrees to 
maintain books, records, documents, and other data evidencing and reflecting all costs and 
other expenses incurred by the Contractor in the performance of the Contract. 

5. CONTRACT MANAGEMENT.   
The parties designate the following points of contact for all notices required under this 
Contract: 
5.1.  NHJB Contract Manager.  

  [INSERT NAME, EMAIL, PHONE OF CONTRACT MANAGER] 
5.2.Contractor Contract Manager. 

  [INSERT NAME, EMAIL, PHONE OF PRIMARY CONTRACTOR CONTACT] 

6. SET-OFF RIGHTS.  
The NHJB shall have the right to offset from any amounts otherwise payable to the Contractor 
under this Contract the amounts required or permitted by RSA 80:7 through RSA 80:7-c or 
any other provisions of law. 

7. COMPLIANCE BY CONTRACTOR WITH LAWS AND REQGULATIONS.  
7.1. In connection with the performance of the Services, the Contractor shall comply with all 

applicable statutes, laws, regulations, and orders of federal, state, county or municipal 
authorities which impose any obligation or duty upon the Contractor, including, but not 
limited to, civil rights and equal employment opportunity laws.  In addition, if this 
Agreement is funded in any part by monies of the United States, the Contractor shall 
comply with all federal executive orders, rules, regulations and statutes, and with any 
rules, regulations and guidelines as the State or the United States issue to implement these 
regulations. The Contractor shall also comply with all applicable intellectual property 
laws. 

7.2. During the term of this Agreement, the Contractor shall not discriminate against 
employees or applicants for employment because of age, sex, sexual orientation, race, 
color, marital status, physical or mental disability, religious creed, national origin, gender 
identity, or gender expression, and will take affirmative action to prevent such 
discrimination, unless exempt by state or federal law. The Contractor shall ensure any 
subcontractors comply with these nondiscrimination requirements. 

7.3. The Contractor agrees to permit the State or United States access to any of the Contractor’s 
books, records, and accounts for the purpose of ascertaining compliance with this 
Agreement and all rules, regulations and orders pertaining to the covenants, terms and 
conditions of this Agreement. 

8. CONTRACTOR’S RELATION TO THE STATE.  
In the performance of this Agreement the Contractor is in all respect an independent contractor 
and is neither an agent nor an employee of the NHJB. Neither the Contractor nor any of its 
officers, employees, agents, or members shall have authority to bind the NHJB or receive any 
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benefits, workers’ compensation or other emoluments provided by the State to its employees.   

9. INSURANCE.  
Contractor shall, at its sole expense, obtain and maintain in force, and shall require any sub-
contractor or assignee to obtain and maintain in force, commercial general liability insurance 
against all claims of bodily injury, death, or property damage, in amounts of not less than 
$1,000,000 per occurrence and $2,000,000 in aggregate. At the request of the NHJB, the 
Contractor shall furnish a current certificate of insurance for all insurance required under this 
Contract. 

10. WORKERS COMPENSATION.  
The Contractor agrees, certifies, and warrants that the Contractor is in compliance with or 
exempt from, the requirements of N.H. RSA chapter 281-A (“Workers’ Compensation”). To 
the extent the Contractor is subject to the requirements of N.H. RSA chapter 281-A, Contractor 
shall maintain, and require any sub-contractor or assignee to secure and maintain, payment of 
Workers’ Compensation in connection with activities which the person proposes to undertake 
pursuant to the Agreement. The NHJB shall not be responsible for payment of any Workers’ 
Compensation premiums or for any other claim or benefit for Contractor, or any sub-contractor 
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 the 
Agreement. 

11. EVENT OF DEFAULT AND REMEDIES.  
11.1. Default. Any one of the following acts or omissions by the Contractor shall constitute 

an event of default hereunder: 
11.1.1. Failure to perform the services to the reasonable satisfaction of the NHJB or on any 

agreed to schedule; or 
11.1.2. Failure to perform any other covenant, term, or condition of the Contract. 

11.2. Remedy.  In the event of a default, the NHJB may take any or all of the following 
actions: 

11.2.1. Provide the Contractor with a written notice specifying the event of default and 
requiring it to be remedied within, unless another time specified in the notice, 
thirty (30) days from the date of the notice; and if the event of default is not 
remedied within the prescribed period, terminate the Contract effective two (2) 
days giving the Contractor notice of termination;  

11.2.2. Set off against any other obligations the NHJB may owe to the Contractor any 
damages the NHJB suffers by reason of any default; and/or 

11.2.3. Treat the Contract as breached and pursue any of its remedies at law, or in equity, 
or both. 

12. DATA BREACH.   
12.1. Contractor agrees to comply with all applicable laws that require the notification of 

individuals in the event of unauthorized release of personally identifiable information 
or other event requiring notification.  In the event of a Security Breach, as defined by 
RSA 359-C:19, of any of Contractor’s security obligations, or other event requiring 
notification under applicable law, Contractor agrees to: 

12.1.1. Notify NHJB’s Chief Information Officer by telephone and e-mail of such an 
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event within 24 hours of discovery, and 
12.1.2. Assume responsibility for informing all individuals in accordance with applicable 

law, and 
12.1.3. Indemnify, hold harmless and defend the NHJB and/or the State of New 

Hampshire and its agencies, officers, and employees from and against any claims, 
damages, or other harm related to such Notification Event. 

12.1.4. Contractor’s notification to NHJB shall identify: 
12.1.4.1. The nature of the unauthorized access, use or disclosure; 
12.1.4.2. The computerized data accessed, used or disclosed; 
12.1.4.3. The person(s) who accessed, used or disclosed and/or received the 

computerized data (if known); 
12.1.4.4. What Contractor has done or will do to mitigate any deleterious effect of 

unauthorized access, use or disclosure; and 
12.1.4.5. What corrective action Contractor has taken or will take to prevent future 

unauthorized access, use or disclosure.  
12.2. This paragraph shall survive the termination of the Contract. 

13. WAIVER.  
The NHJB’s failure to enforce its rights with respect to any single or continuing breach of this 
Contract shall not act as a waiver of the right of the NHJB to later enforce any such rights or 
to enforce any other or any subsequent breach.  

14. TERMINATION FOR CONVENIENCE.  
This Agreement may be terminated by the NHJB in whole, or in part, whenever for any reason. 
Any such termination shall be effected by a written Notice of Termination specifying the extent 
to which performance of the work under the Agreement is terminated and the date on which 
such termination becomes effective.   

15. ASSIGNMENT, DELEGATION, AND SUBCONTRACT.  
Contractor shall not sell, transfer, assign, delegate, subcontract, or otherwise transfer any of its 
interest, rights, or duties under the Contract without the prior written consent of the NHJB. No 
subcontracts or transfer of agreement shall in any case release the Contractor of its liability 
under this Agreement.  

16. INDEMNIFICATION.   
The Contractor shall defend, indemnify, and hold harmless the NHJB and/or the State of New 
Hampshire, its officers and employees, from and against any claims, liabilities and costs for 
any personal injury or property damages, patent or copyright infringement, or other claims or 
losses asserted against the NHJB and/or the State of New Hampshire, its agencies, officers and 
employees, and any and all claims, liabilities or penalties asserted against the NHJB and/or the 
State of New Hampshire, its agencies, officers and employees, by or on behalf of any person, 
on account of, based or resulting from, arising out of (or which may be claimed to arise out 
of), in whole or in part, the acts or omissions of the Agreement.  Notwithstanding the foregoing, 
nothing herein contained shall be deemed to constitute a waiver of the sovereign immunity of 
the NHJB and/or the State of New Hampshire. This paragraph shall survive the termination of 
the Contract. 
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17. CONFIDENTIALITY. 
17.1. Contractor hereby agrees to keep confidential any and all NHJB data acquired or 

provided access to during the course of performance under the Contract.  The word 
“data” shall mean all information and things developed or obtained during the 
performance of or acquired or developed by reason of the Contract.  Disclosure of 
any NHJB data requires prior written approval by the NHJB. This paragraph shall 
survive the termination of the Contract.   

17.2. The Contractor acknowledges and agrees that this Contract and all of its 
attachments may, upon execution, be subject to public disclosure in accordance 
with New Hampshire law. Any information that Contractor claims is private, 
confidential, or proprietary must be clearly marked as “confidential.” If NHJB 
receives a request for information that has been identified by the Contractor as 
Confidential, the NHJB will notify the Contractor if it intends to release the 
information so marked. 
 

18. FURTHER ASSURANCES.  
The Contractor, along with its agents and affiliates, shall, at its own cost and expense, execute 
any additional documents and take such further actions as may be reasonably required to carry 
out the provisions of this Contract and give effect to the transactions contemplated hereby.  

19. THIRD PARTIES.  
 This Agreement is being entered into for the sole benefit of the parties hereto, and nothing 
herein, express, or implied, is intended to or will confer any legal or equitable right, benefit, or 
remedy of any nature upon any other person. 

20. GOVERNING LAW AND VENUE.  
The Contract shall be governed in all respects by the laws, statutes, and regulations of the 
United States of America and of the State of New Hampshire. Any actions arising out of this 
Contract, including the breach or alleged breach thereof, may not be submitted to binding 
arbitration, but must, instead, be brought and maintained in the Merrimack County Superior 
Court of New Hampshire which shall have exclusive jurisdiction thereof. The Contractor 
consents to personal jurisdiction in the State of New Hampshire. This paragraph shall survive 
the termination of the Contract. 

21. FORCE MAJEURE.  
The NHJB may, at its discretion, excuse the performance of an obligation by a party under this 
Contract in the event that performance of that obligation by that party is prevented by an act 
of God, act of war, riot, fire, explosion, flood or other catastrophe, sabotage, severe shortage 
of fuel, power or raw materials, change in law, court order, national defense requirement, or 
strike or labor dispute, provided that any such event and the delay caused thereby is beyond 
the control of, and could not reasonably be avoided by, that party. The NHJB may, at its 
discretion, extend the time period for performance of the obligation excused under this section 
by the period of the excused delay together with a reasonable period to reinstate compliance 
with the terms of this Contract. 

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

23. AMENDMENT. 
This Contract may be amended only by an instrument in writing signed by both parties and 
only after approval and execution of the Director of Administrative Office of the Courts and 
Administrative Council, if applicable.  
 

24. CONFLICTING TERMS.   
To the extent there is a conflict between the provisions of this Contract and any attachments to 
this Contract, including but not limited to Appendix A, the provisions of this Contract control 
shall take precedent. 

25. EXECUTION.  
This Agreement may be executed by transmittal of electronic signature counterparts. 

26. ENTIRE AGREEMENT.  
This Agreement, which may be executed 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 with respect to the subject matter 
hereof. 

 

___________________________________  _____________ 

Print Name:       Date 

Print Title:  

Contractor’s Business Name: 

          
 
 

 

___________________________________   _____________ 

Dianne Martin, Esq.       Date 
Director      
Administrative Office of the Courts 
New Hampshire Judicial Branch  
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