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Department: Rent Program Department Head: Nicolas Traylor Phone: 620-6564 
   
Meeting Date:  June 20, 2018 Final Decision Date Deadline:  June 20, 2018 

 
STATEMENT OF THE ISSUE: In December 2016, the City, acting as the Rent Board, solicited quotes from qualified 
service providers in accordance with the City’s procurement policies and entered into a contract with Document Tracking 
Services to provide translation services to the Rent Program Department. In December, the Executive Director approved a 
first amendment to the original contract to extend the term through December 31, 2018. Staff members are requesting 
Board approval of a second amendment to the contract to extend the term through June 30, 2019, and increase the 
payment limit by $10,000 of budgeted funds to cover anticipated expenses in Fiscal Year 2018-19. 
 
 
 
 
 
 
 
 
 
 
 

             
INDICATE APPROPRIATE BODY  
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ITEM   

 Presentation/Proclamation/Commendation (3-Minute Time Limit) 

 Public Hearing    Regulation    Other: CONSENT CALENDAR  
 Contract/Agreement   Rent Board As Whole 
 Grant Application/Acceptance  Claims Filed Against City of Richmond     

 Resolution     Video/PowerPoint Presentation (contact KCRT @ 620.6759)  
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RECOMMENDED ACTION:   APPROVE an amendment to the contract for translation services with Document Tracking 
Services increasing the amount by $10,000, to a total not to exceed $19,999, and extending the term to June 30, 2019 – 
Rent Program (Nicolas Traylor 620-6564). 
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DATE: June 20, 2018 
 
TO: Chair Gray and Members of the Rent Board 
 
FROM: Nicolas Traylor, Executive Director 
  
SUBJECT: SECOND AMENDMENT TO THE CONTRACT WITH DOCUMENT 

TRACKING SERVICES FOR TRANSLATION SERVICES 
 
STATEMENT OF THE ISSUE: 
 
In December 2016, the City, acting as the Rent Board, solicited quotes from qualified 
service providers in accordance with the City’s procurement policies and entered into a 
contract with Document Tracking Services to provide translation services to the Rent 
Program Department. In December, the Executive Director approved a first amendment 
to the original contract to extend the term through December 31, 2018. Staff members 
are requesting Board approval of a second amendment to the contract to extend the 
term through June 30, 2019, and increase the payment limit by $10,000 of budgeted 
funds to cover anticipated expenses in Fiscal Year 2018-19. 
 
RECOMMENDED ACTION:  
 
APPROVE an amendment to the contract for translation services with Document 
Tracking Services increasing the amount by $10,000, to a total not to exceed $19,999, 
and extending the term to June 30, 2019 – Rent Program (Nicolas Traylor 620-6564). 
 
FISCAL IMPACT: 
 
In accordance with the Fiscal Year 2018-19 Rent Program budget, the proposed 
contract amendment includes the expenditure of $15,000 for the entirety of the fiscal 
year. Staff members are requesting the addition of $10,000 to the contract with 
Document Tracking Services at this time in the event translation services from an 
additional service provider are desired to meet other needs (for example, verbal
interpretation services for a Rent Adjustment petition hearing.) 
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DISCUSSION:  
 
Background 
 
In January 2017, the City, acting as the Rent Board, solicited quotes from qualified 
service providers in accordance with the City’s procurement policies and entered into a 
contract with Document Tracking Services to provide translation services to the Rent 
Program Department. In December 2017, the Executive Director approved a first 
amendment to the original contract to extend the term through December 31, 2018. 
Staff members are requesting Board approval of a second amendment to the contract to 
extend the term through June 30, 2019, and increase the payment limit by $10,000 of 
budgeted funds to cover anticipated expenses in Fiscal Year 2018-19. 
 
Document Tracking Services provides timely translation of a wide range of documents 
produced by the Rent Program Department through a convenient, easy-to-navigate 
interface. Staff members are satisfied with the company’s performance to date and 
desire to continue working with Document Tracking Services. 
 
Proposed Contract Amendments 
 
Staff members are requesting approval of contract amendments to extend the term of 
the contract with Document Tracking Services to June 30, 2019, and increase the 
payment limit of the contract by $10,000 in accordance with the Fiscal Year 2018-19 
Rent Program budget adopted by the Board. 
 
DOCUMENTS ATTACHED: 
 
Attachment 1 – Second Contract Amendment 
 
Attachment 2 – First Contract Amendment 
 
Attachment 3 – Original Contract 
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