ADMINISTRATIVE UPDATE FY-2013
TRANSLATORS ONLY

SALARY VOUCHER PREPARATION – DS-3023
1. On October 1, the first digit of the BOA (Basic Ordering Agreement also known as Contract Number) will change to the following: BOA NO: SOPRLS-10-G-____, reflecting the start of the 2013 Fiscal Year.  Please note that the BOA number is comprised of the last digit of the fiscal year (10) and then a four-digit number that is unique to you.  

2.    Please utilize the current version of the salary voucher as found on our website. Previous versions should no longer be submitted. Since the new vouchers are sent electronically, all vouchers should be typed to avoid errors and delays in payment. The current version indicates all information now required for processing of the voucher. You are no longer required to provide the following on your salary voucher;

· Social Security number

· Banking Information

You must provide your 9 digit DUNS #. 

All banking information updates must be completed in the System of Award Management (SAM) @ www.sam.gov. Then notify LS by sending an e-mail to LS-changeofinformation@state.gov. You must provide your name and DUNS Number. 
3. The following data must be provided on the voucher or it will be returned without processing.

· Contractor DUNS number on the same line (REQUIRED)
· LS Assignment Job Number

· Contractor Signature

· BOA Number (also known as Contract Number) or PO (Purchase Order) if you do not yet have a contract

· E-mail address (place this under the phone number information box). If you do not have a e-mail address, please state so in this area
4. Only one assignment should be billed on a voucher.  Use of a voucher form for more than one assignment creates significant problems in processing and causes delays and errors.  VOUCHERS COVERING MORE THAN ONE ASSIGNMENT WILL BE RETURNED TO CONTRACTOR WITHOUT PROCESSING.

5. Translators should submit all salary vouchers in the following manner:
To expedite processing, salary vouchers must be sent with your signature to;

lssalaryvouchers@state.gov.  
Once a contractor has sent the salary voucher to Language Services by e-mail, he or she is no longer required to send a “hard copy” of the salary voucher.  

6. Salary vouchers are to be submitted within 5 days of the conclusion of an assignment.  Vouchers that are received before an assignment has been completed will be RETURNED to the contractor without processing. 
7. You should anticipate receipt of funds in your bank about 4 weeks after submission of voucher.  If the payment is not received after 4 weeks contact your Assigning Officer, with the job number, the amount indicated on the voucher, and the date it was sent to Language Services. Do not contact Aaron Egana or Erica Foster in the Administrative Division. Your assigning officer will assume that responsibility.  DO NOT SUBMIT A DUPLICATE VOUCHER UNLESS YOUR ASSIGNING OFFICER INFORMS YOU TO DO SO.

8. Translators are reminded that they may not exceed the authorized word count by more than 10 percent without prior authorization of the contracting officer.  If the material exceeds the estimated number of words in the work order, please contact your assigning officer—Jason Kopp (202-261-8785), Rachel Polakoff (202-663-1980), Zbigniew Ostrega (202-261-8774), Ida Jones (202) 261-8789 or Jackie Peterson (202-261-8823) —before proceeding.  Remuneration for translation work is ALWAYS calculated on the English word count regardless of the source and target language combination.  Remuneration for treaty comparison work is ALWAYS calculated on the number of hours needed to complete the assignment.  Contractors should immediately notify the assigning officer if they determine that the authorized remuneration does not properly reflect the complexity of the task.  LS will not authorize additional compensation if the contractor proceeds with a task and subsequently seeks a higher rate of compensation without prior approval. Please note that additional compensation for complex formatting is applied only to those words that required said formatting—not across the board to the entire word count of the assignment.

9. Payment for a reviewed translation will not be processed until the review has been completed.

DIRECT DEPOSIT

All contractors are required by law to arrange for the direct deposit of their salary payments. 
This is mandatory when you register in SAM and must be completed as part of the registration process.  

If you change financial institutions, you must change it in SAM then notify LS by sending an e-mail to ls-changeofinformation@state.gov,  before you submit additional requests for salary vouchers. 
Do not close a designated account until all pending payments have been received. Contractors who have changed bank accounts without following the appropriate procedures have encountered significant difficulties in obtaining compensation in a timely manner.

CHANGE OF ADDRESS UPDATES AND CHANGE OF CITIZENSHIP STATUS 

CONTRACTORS SHOULD ADVISE US WHEN THERE IS A CHANGE IN THEIR CITIZENSHIP STATUS. Please provide us with the number of your naturalization certificate as well as the location of the court and date it was issued.  Information should also be submitted electronically to LS-Changeofinformation@State.gov.   Contractors should contact their assigning officers to advise them of any changes in availability and to inform them of any temporary changes in address or telephone number. Permanent changes in addresses and telephone numbers should also be submitted electronically to LS-Changeofinformation@State.gov, with a cc to your assigning officers.

DUNS NUMBER AND SYSTEM OF AWARD MANAGEMENT
The State Department, like all other federal agencies, is now requiring all contractors to obtain a DUNS number and to register in the System of Award Management (SAM) for processing payments for services rendered.  Payments cannot be processed without this number or registration. To obtain your DUNS number call 1-866-705-5711.  The service is free and the process should require no more than 10 minutes of your time.  Contractors who have already complied with this requirement should continue to use their existing DUNS number. 

As noted on our website, contractors are required to register in the System of Award Management.  You may do so at www.sam.gov.  Unfortunately the registration process is time-consuming.  Before you access the website, please have the following information available to expedite the process:  full legal name (your own, not a company name) and Social Security number, your DUNS number, complete banking information, and your full address. 

TRANSLATIONS

Each translation assignment will be accompanied by “Translation Instructions.”  This document provides the translator written instructions for completion of the job including the number of words, rate of remuneration, date due, and the means of transmittal for the finished work.  Although the “Translation Instructions” are not signed by the contracting officer, the Office of Language Services treats the directions contained in the “Translation Instructions” as binding upon us and upon the contractor.

Translations must be checked for spelling, completeness, accuracy, and readability.  If you receive the original in hard copy, return the hard copy to us as promptly as possible when the translation is finished.  Translators will generally submit all completed translations electronically to Translation@State.gov.  However, please review the translation instructions carefully since some projects are such large files that transmittal electronically may not be feasible and contractors must return the translation on a CD or disk.  The Translation Instructions will provide the appropriate direction on this subject. 

 SUBCONTRACTING

Contract translators are reminded that the Basic Ordering Agreement prohibits contractors from subcontracting any work assigned to them by the Office of Language Services. If you are unable to complete an assignment in the allotted time, please advise your assigning officer (Jackie Peterson, Jason Kopp, Ida Jones, Rachel Polakoff, or Zbigniew Ostrega) immediately.  Contractors who subcontract work are subject to termination of the Basic Ordering Agreement.

SECURITY CLEARANCE AND USE OF E-QIP

As part of your responsibilities as a Language Services contractor, you will be required to submit a security clearance package. You will be informed in that event. The Office of Diplomatic Security will no longer accept paper copies of  SF 85p and SF 85p-s Questionnaire for Non-Sensitive Positions. You will complete the SF-85-p and SF 85-p-s for Public Trust Positions, using the Office of Personnel Management’s electronic Questionnaires for Investigations Processing (E-QIP). E-QIP is a secure website that can be accessed from any computer system that has an Internet connection. If you do not have access to the internet AND a printer at home, you will need to find another venue from which you can use E-QIP, such as an internet café, a public library or copy center.

To start the process:

· Go to the following link to begin completing your SF-,  using E-QIP: http://www.opm.gov/e-qip/browser-check.asp .    

· You will be prompted to answer “3 Golden Questions” one of the questions is “city of birth”, please use the response “unknown”. You will need to change “unknown” to your actual place of birth after you are in the application. E-QIP system is case sensitive, please use lower case. 

· Upon completing the electronic process, please print and then sign the three release forms  from the E-Qip site.  

· Also sign the provided DS-4002, Disclosure and Authorization Pertaining to Consumer Report and SF 87/A, Fingerprint Card. 
· LS policy is that you have 30 days from date of initiation, to complete this process. If it is not completed in that time frame, the session will be terminated and you will have to start the process all over again.
· Complete the enclosed voucher with the appropriate receipt you will be reimbursed for the cost. 

· Please do not return an incomplete package for that will only hold up the processing of your clearance. 
· Make sure you enclose only 5 documents in the self-addressed envelope.  Please DO NOT submit the 32 pages to our office. These 5 documents can be mailed via Federal Express or UPS Express directly to: 
 

Attention: Ms. Darlee Washington

Department of State – A/OPR/LS

2401 E Street, NW –14th Floor

Washington, DC  20522

202-261-8777

 

If you encounter any problems during the process of completing the SF documents, you will need to immediately contact the Office of Personnel Security and Suitability’s Customer Service Center (CSC).  The CSC is staffed Monday through Friday, excluding federal holidays, from 8:00 AM until 5:00 PM, and they can be telephoned toll-free within the U.S. at (866) 643-INFO (4636), or at (571) 345-3186.  You can also send an e-mail to: securityclearance@state.gov  
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