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STATEMENT OF THE ISSUE: In July 2024, staff members issued a Request for Proposals (RFP) for interpretation 
services with an emphasis on in-person interpretation to be utilized by the Richmond Rent Board. In August of 2024, in 
accordance with the City’s procurement policies, the Rent Program selected Accent on Languages to provide 
interpretation services to the agency through June 30, 2025, with a payment limit not to exceed $26,200. Staff members 
are requesting Rent Board approval for a contract to provide interpretation services through June 30, 2025. 
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RECOMMENDED ACTION:  APPROVE the contract for interpretation services with Accent on Languages not to exceed 
$26,200 for Fiscal Year 2024-25 prorated from the date the contract is executed – Rent Program (Nicolas Traylor). 
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440 Civic Center Plaza, Richmond, CA 94804-1630 
Telephone: (510) 234-RENT (7368)   Fax: (510) 307-8149   www.richmondrent.org 

CITY OF RICHMOND RENT PROGRAM 

 
 
 

 
 
 
 
DATE: November 20, 2024 
 
TO: Chair Finlay and Members of the Rent Board 
 
FROM: Nicolas Traylor, Executive Director 
  
  
SUBJECT: CONTRACT WITH ACCENT ON LANGUAGES FOR INTERPRETATION 

SERVICES  
 
STATEMENT OF THE ISSUE: 
 
In July 2024, staff members issued a Request for Proposals (RFP) for interpretation 
services with an emphasis on in-person interpretation to be utilized by the Richmond 
Rent Board. In August of 2024, in accordance with the City’s procurement policies, the 
Rent Program selected Accent on Languages to provide interpretation services to the 
agency through June 30, 2025, with a payment limit not to exceed $26,200. Staff 
members are requesting Rent Board approval for a contract to provide interpretation 
services through June 30, 2025. 
 
RECOMMENDED ACTION:  
 
APPROVE the contract for interpretation services with Accent on Languages not to 
exceed $26,200 for Fiscal Year 2024-25 prorated from the date the contract is executed 
– Rent Program (Nicolas Traylor). 
 
FISCAL IMPACT: 
 
The fiscal impact will not exceed $26,200 in Fiscal Year 2024-25. Staff members 
awarded Accent on Languages the contract to provide interpretation services. 
 
DISCUSSION:  
 
Background 
 
On June 28, 2024, the Richmond Rent Board adopted the Fiscal Year 2024-25 Rent 
Program budget which allocated $26,200 for interpretation services with an emphasis 
on reliable in-person interpretation for Rent Board meetings.  
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In July 2025, staff members issued a Request for Proposals (RFP) for interpretation 
services to be utilized by the Rent Board and Rent Program for its meetings and 
hearings. In August 2024, Accent on Languages, a Berkeley based firm was selected 
out of 3 bidders. 
 
As described on its website,  
 
“Accent on Languages is a minority, and women owned small business specializing in 
catering to each clients’ unique needs for languages and culture. Being in the industry 
for more than 30 years, we offer world-class translation, interpreting/interpretation, 
localization, transcription, language assessment, and many other language related 
services.” 
 
Accent on Languages’ primary focus is working with officials at the city, county, state 
and federal levels, translating over 120 languages, and with over 150 government 
contracts with successful completion.  
 
Staff members are requesting Rent Board approval of a contract term to be prorated 
during the initial term from the date of the execution of the contract through June 30, 
2025. 
 
Accent on Languages will provide certified, accredited interpreters accessible onsite, by 
telephone or video conference as requested by Rent Program staff. Their focus will be 
to provide in-person interpretation services for Rent Board meetings. If the budget 
permits, interpretation for Hearings, Community Workshops, Counseling sessions or 
similar events may be provided. 
 
Scope of Services  
 
Contractor must perform the services set forth below in a satisfactory and proper 
manner as determined by either the Rent Board or Executive Director of the Richmond 
Rent Program:    
 
Activity No. 1: Maintenance and Evaluation of Interpreters and Glossary of 
Terms 
 
Contractor shall provide interpreters who have passed a nationally-accredited 
40+ hour training course, and require that interpreters obtain (6) continuing 
education credits per year. Contractor shall train interpreters by having them 
study glossaries of relevant terminology in the Richmond Fair Rent, Just Cause 
for Eviction, and Homeowner Protection Ordinance, corresponding Rent Board 
Regulations, and Hearings Script (which shall be provided to the Contractor) in 
the requested languages and brief new interpreters on the interpreting process 
and professional conduct when working with the Rent Board, Rent Board staff, 
and members of the public. 
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Contractor shall maintain a list of Rent Board-approved, U.S.-based, certified, 
accredited interpreters. If Rent Board staff file a grievance form about a specific 
interpreter, Contractor shall remove the interpreter from the list of Rent Board-
approved interpreters, and work with staff to identify a qualified alternate 
interpreter to complete either the current project, if unfinished, or future projects. 
 
Contractor will monitor its interpreters with regular project reviews to track their 
progress and document anything noteworthy, from praise to issues raised by 
Rent Board staff. If Rent Board staff provide any negative feedback about an 
interpreter, the interpreter will be removed from the list of Rent Board-approved 
interpreters and an alternative interpreter will be provided when that language is 
next requested by Rent Board staff. 
 
Contractor understands the importance of reliable in-person appearance at 
Regular and Special Rent Board meetings and other in-person Rent Program 
events that require consecutive or simultaneous interpretation. In case where 
remote connections are required during interpreting sessions, whether by phone 
or video conference, contractor shall provide reliable U.S.-based remote 
interpreters who are required to use direct, high-speed internet connections, land 
lines and home offices that are free of background noise and distractions. If a call 
is dropped or there is a video conference “hiccup,” the interpreter shall be 
required to immediately call back into the line as soon as possible. Rent Board 
staff shall be able to contact the Contractor by telephone for immediate 
assistance. 
 
Activity No. 2: Scheduling of Interpretation 

 
To request onsite/in-person, telephone, or video conference interpretation, Rent 
Board staff will contact the Contractor’s designated staff member via email or by 
phone with the date and time an interpreter is needed, the location of the 
interpreting session or their preferred telephonic or video remote application, the 
required language, and any other specifics related to the job. All communications 
will be performed electronically or by phone. 
 
At least 24 hours before the interpreting session, Contractor shall send an 
Acknowledgement of Scheduling email to Rent Board staff with all the 
interpreting session details, including connection information for telephonic or 
video remote interpreting sessions, and await confirmation from Rent Board staff. 
Contractor will be available for weekend and evening activities as needed. 
 
Each onsite interpreter will arrive 15 minutes prior to the scheduled interpreting 
session. Telephonic and video remote interpreters will login at least 5 minutes 
prior to the call or video conference start time. Whether onsite, by phone or by 
video conference, the interpreter will perform simultaneous or continuous 
interpretation, as requested by Rent Board staff, and will remain objective and 
neutral throughout the meeting. 
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Contractor will record the actual interpreting session end time reported by Rent 
Board staff or the interpreter for billing purposes. 
 
After the interpreting session, Contractor will note any positive or negative 
feedback provided by Rent Board staff, such as whether to give preference to a 
specific interpreter in the future. 
 
Activity No. 3: Interpretation for Petition Hearings 
 
Contractor shall provide U.S.-based, certified, accredited interpreters, accessible 
onsite/in-person or by phone or videoconference, as requested by Rent Board 
staff to participate in Rent Board Petition Hearings. Rent Board Hearings typically 
(but not always) commence on Tuesdays and Thursdays at 10:00 a.m. PDT. 
When requested to participate by teleconference, Contractor shall call into a 
telephone conference line provided by Rent Board staff, five minutes prior to the 
scheduled start of the Hearing, or closely thereafter, by entering an access code 
provided by Rent Board staff. Breaks during the Hearing often involve 
disconnection and then timely calling back into the same telephone conference 
line and using the same access code.  
 
Activity No. 4: Interpretation for Rent Board Meetings and Rent Board 
Appeal Hearings  
 
Contractor shall provide U.S.-based, certified, accredited interpreters, accessible 
onsite/in-person, as requested by Rent Board staff to participate in Rent Board 
Meetings and Rent Board Appeal Hearings (Appeal Hearings held during Rent 
Board Meetings). Rent Board Appeal Hearings typically (but not always) 
commence at 5:00 P.M. PDT or shortly thereafter on the third Wednesday of the 
month. Contractor shall not bill at a higher rate for interpretation outside of normal 
business hours (9:00 A.M. PDT – 5:00 P.M. PDT). 
 
Activity No. 5: Interpretation for Counseling Sessions 

 
Contractor shall provide U.S.-based, certified, accredited interpreters, accessible 
onsite/in-person or by phone or videoconference, as requested by Rent Board 
staff to participate in Rent Board Counseling Sessions. Rent Board Counseling 
Sessions occur Monday – Friday during normal business hours (9:00 A.M. PDT – 
5:00 P.M. PDT). 
 
Activity No. 6: Interpretation for Community Workshops 
 
Contractor shall provide U.S.-based, certified, accredited interpreters, accessible 
onsite/in-person or by phone or videoconference, as requested by Rent Board 
staff, to provide simultaneous translation for Rent Program Community 
Workshops or similar events. 
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Conclusion  
 
In August of 2024, in accordance with the City’s procurement policies, the Rent 
Program selected Accent on Languages to provide interpretation services to the agency 
through June 30, 2025. As a local certified and accredited interpretation agency with a 
strong reputation for providing in-person/onsite language interpretation, staff members 
recommend the Board approve of a contract for interpretation services with Accent on 
Languages, with a payment limit not to exceed $26,200 for Fiscal Year 2024-25. 
 
DOCUMENTS ATTACHED: 
 
Attachment 1 –Contract and Scope of Services 
 
Attachment 2 – Screen Shot of Accent on Languages Website 
 
 



This page intentionally left blank 



CITY OF RICHMOND RENT BOARD 
STANDARD CONTRACT 

 
Rent Program Agency Project Manager:   

Monica Bejarano 

Project Manager E-mail:   

monica_bejarano@ci.richmond.ca.us 

Project Manager Phone No:  

(510) 620-6595 

Vendor No:                PR No:  

 

P.O./Contract No:  

 

Description of Services:   

Provide interpretation services to the Rent Program and Richmond Rent Board. 

 
The parties to this STANDARD CONTRACT do mutually agree and promise as follows: 

 
1. Parties.  The parties to this Contract are the City of Richmond Rent Board (herein referred to 

as “Rent Board”) and the following named Contractor: 
 

Company Name: Accent on Languages                            

 Street Address: 2718 Telegraph Avenue Suite 104 

City, State, Zip Code: Berkeley, CA. 94705 

Contact Person: Caroline Lee 

 Telephone: (510) 644-9470     Email: info@accentonlanguages.com 
 

Business License No:                                 Expiration Date:  
 

A California [  ] corporation, [  ] limited liability corporation [   ] general partnership, [   ] limited 
partnership, [  ] individual, [  ] non-profit corporation, 
[   ] individual dba as [specify:]                                          ,  
[   ] other [specify:]          

      
2.   Term.  The effective date of this Contract is ____________, 2024, and it terminates June 30, 

2025, unless terminated as provided herein. 
 
3.   Payment Limit.  Rent Board’s total payments to Contractor under this Contract shall not 

exceed $26,000. Rent Board shall not pay for services that exceed the Contract Payment Limit 
unless a contract amendment has been approved by the Rent Board or Executive Director. 

 
4.   Contractor’s Obligations.  Contractor shall provide those services and carry out that work 

described in the Service Plan (Exhibit A) which is attached hereto and is incorporated herein 
by reference, subject to all the terms and conditions contained or incorporated herein. 

 
5.   Rent Board Obligations.  Rent Board shall make to the Contractor those payments described 

in the Payment Provisions (Exhibit B) which are attached hereto and are incorporated herein 
by reference, subject to all the terms and conditions contained or incorporated herein. 

 

ITEM I-2 
ATTACHMENT 1



6.   Authorized Representatives and Notices.  This Contract is subject to the Authorized 
Representatives and Notices Provisions (Exhibit C) which are attached hereto and are 
incorporated herein by reference.  

  
7.   General Conditions.  This Contract is subject to the General Conditions  
           (Exhibit D) which are attached hereto and are incorporated herein by reference, subject to all 

the terms and conditions contained or incorporated herein. 
 
8.   Special Conditions.  This Contract is subject to the Special Conditions (Exhibit E) (if any) which 

are attached hereto and are incorporated herein by reference, subject to all the terms and 
conditions contained or incorporated herein.  

 
9.   Insurance Provisions.  This Contract is subject to the Insurance Provisions (Exhibit F) which 

are attached hereto and are incorporated herein by reference. 
 

10. Signatures.  These signatures attest the parties' Contract hereto: 
 

RENT BOARD:     CONTRACTOR:    
   
       
By:              

(* The Corporation Chairperson of the Board, President or Vice 
President should sign below) 

                              
 Executive Director              By:   
 
I hereby certify that this Contract                               Title: 
has been approved by the Rent Board            
or the Executive Director.                       Date Signed:  
 
By:             
  
    Board Clerk 

 (* The Corporation Chief Financial Officer, Secretary or Assistant 

Secretary should sign below)  
Approved as to form:           
       By:   

 
By:       Title: 
              

 Board Legal Counsel 
 Date Signed: 

                        
      (NOTE:  Pursuant to 

California Corporations Code Section 313, if Contractor is a 
corporation or nonprofit organization, this Contract (1) must be 
signed by (a) the Chairperson of the Board, President or Vice-
President and (b) the Secretary any Assistant Secretary, the 
Chief Financial Officer or any Assistant Treasurer. 

LIST OF ATTACHMENTS:      
Service Plan                       Exhibit A  
Payment Provisions            Exhibit B  
Authorized Representatives and Notices Exhibit C 
General Conditions             Exhibit D  
Special Conditions              Exhibit E  
Insurance Provisions          Exhibit F 
 
Standard Contract/EJ/TE 9-26-07
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For the Contract between the City of 
Richmond Rent Board and     
 
ACCENT ON LANGUAGES 

 
EXHIBIT A 

SERVICE PLAN 
 

1. Scope of Services: Contractor shall provide and perform the services set forth below in a 
satisfactory and proper manner as determined by either the Rent Board or Executive Director 
of the Richmond Rent Program, and in accordance with the terms and conditions of this 
Contract, as described below.  
 

Activity No. 1: Maintenance and Evaluation of Interpreters and Glossary of Terms 
 
Contractor shall provide interpreters who have passed a nationally-accredited 40+ hour 
training course, and require that interpreters obtain (6) continuing education credits per year. 
Contractor shall train interpreters by having them study glossaries of relevant terminology in 
the Richmond Fair Rent, Just Cause for Eviction, and Homeowner Protection Ordinance, 
corresponding Rent Board Regulations, and Hearings Script (which shall be provided to the 
Contractor) in the requested languages and brief new interpreters on the interpreting process 
and professional conduct when working with the Rent Board, Rent Board staff, and members 
of the public. 
 
Contractor shall maintain a list of Rent Board-approved, U.S.-based, certified, accredited 
interpreters. If Rent Board staff file a grievance form about a specific interpreter, Contractor 
shall remove the interpreter from the list of Rent Board-approved interpreters, and work with 
staff to identify a qualified alternate interpreter to complete either the current project, if 
unfinished, or future projects. 
 
Contractor will monitor its interpreters with regular project reviews to track their progress and 
document anything noteworthy, from praise to issues raised by Rent Board staff. If Rent Board 
staff provide any negative feedback about an interpreter, the interpreter will be removed from 
the list of Rent Board-approved interpreters and an alternative interpreter will be provided 
when that language is next requested by Rent Board staff. 
 
Contractor understands the importance of reliable in-person appearance at Regular and 
Special Rent Board meetings and other in-person Rent Program events that require 
consecutive or simultaneous interpretation. In case where remote connections are required 
during interpreting sessions, whether by phone or video conference, contractor shall provide 
reliable U.S.-based remote interpreters who are required to use direct, high-speed internet 
connections, land lines and home offices that are free of background noise and distractions. If 
a call is dropped or there is a video conference “hiccup,” the interpreter shall be required to 
immediately call back into the line as soon as possible. Rent Board staff shall be able to 
contact the Contractor by telephone for immediate assistance. 
 

Activity No. 2: Scheduling of Interpretation 
 

To request onsite/in-person, telephone, or video conference interpretation, Rent Board staff 
will contact the Contractor’s designated staff member via email or by phone with the date and 
time an interpreter is needed, the location of the interpreting session or their preferred 
telephonic or video remote application, the required language, and any other specifics related 
to the job. All communications will be performed electronically or by phone. 
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For the Contract between the City of 
Richmond Rent Board and     
 
ACCENT ON LANGUAGES 

 
 
At least 24 hours before the interpreting session, Contractor shall send an Acknowledgement 
of Scheduling email to Rent Board staff with all the interpreting session details, including 
connection information for telephonic or video remote interpreting sessions, and await 
confirmation from Rent Board staff. Contractor will be available for weekend and evening 
activities as needed. 
 
Each onsite interpreter will arrive 15 minutes prior to the scheduled interpreting session. 
Telephonic and video remote interpreters will login at least 5 minutes prior to the call or video 
conference start time. Whether onsite, by phone or by video conference, the interpreter will 
perform simultaneous or continuous interpretation, as requested by Rent Board staff, and will 
remain objective and neutral throughout the meeting. 
 
Contractor will record the actual interpreting session end time reported by Rent Board staff or 
the interpreter for billing purposes. 
 
After the interpreting session, Contractor will note any positive or negative feedback provided 
by Rent Board staff, such as whether to give preference to a specific interpreter in the future. 
 

Activity No. 3: Interpretation for Petition Hearings 
 
Contractor shall provide U.S.-based, certified, accredited interpreters, accessible onsite/in-
person or by phone or videoconference, as requested by Rent Board staff to participate in 
Rent Board Petition Hearings. Rent Board Hearings typically (but not always) commence on 
Tuesdays and Thursdays at 10:00 a.m. PDT. When requested to participate by teleconference, 
Contractor shall call into a telephone conference line provided by Rent Board staff, five 
minutes prior to the scheduled start of the Hearing, or closely thereafter, by entering an access 
code provided by Rent Board staff. Breaks during the Hearing often involve disconnection and 
then timely calling back into the same telephone conference line and using the same access 
code.  
 

Activity No. 4: Interpretation for Rent Board Meetings and Rent Board Appeal Hearings  
 
Contractor shall provide U.S.-based, certified, accredited interpreters, accessible onsite/in-
person, as requested by Rent Board staff to participate in Rent Board Meetings and Rent 
Board Appeal Hearings (Appeal Hearings held during Rent Board Meetings). Rent Board 
Appeal Hearings typically (but not always) commence at 5:00 P.M. PDT or shortly thereafter 
on the third Wednesday of the month. Contractor shall not bill at a higher rate for interpretation 
outside of normal business hours (9:00 A.M. PDT – 5:00 P.M. PDT). 
 

Activity No. 5: Interpretation for Counseling Sessions 
 

Contractor shall provide U.S.-based, certified, accredited interpreters, accessible onsite/in-
person or by phone or videoconference, as requested by Rent Board staff to participate in 
Rent Board Counseling Sessions. Rent Board Counseling Sessions occur Monday – Friday 
during normal business hours (9:00 A.M. PDT – 5:00 P.M. PDT). 
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Activity No. 6: Interpretation for Community Workshops 

 
Contractor shall provide U.S.-based, certified, accredited interpreters, accessible onsite/in-
person or by phone or videoconference, as requested by Rent Board staff, to provide 
simultaneous translation for Rent Program Community Workshops or similar events. 
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EXHIBIT B 

PAYMENT PROVISIONS 
 

{PLEASE NOTE THAT THE RENT PROGRAM SHALL NOT PAY FOR SERVICES 
THAT EXCEED THE CONTRACT PAYMENT LIMIT UNLESS A CONTRACT 
AMENDMENT HAS BEEN APPROVED BY THE RENT BOARD OR EXECUTIVE 
DIRECTOR} 

1. Provided Contractor is not in default under this Contract, Contractor shall be compensated as 
provided below: 

ON-SITE/IN-PERSON INTERPRETATION 
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SCHEDULED VIDEO OR TELECONFERENCE  
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2. Any and all payments made pursuant to this Contract shall be subject to the Contract 
Payment Limit. Invoices shall be adequately detailed, based on accurate records, and 
be in a form reasonably satisfactory to the Rent Board.  Contractor may be required to 
provide back-up material upon request. Contractor shall not bill Rent Board for travel 
time, unless extenuating circumstances arrive, and such arrangement is approved in 
advance by the Executive Director. 

 
3. Contractor shall submit timely invoices to the following address: 

 
 Attention: City of Richmond Finance Department - Accounts Payable   

 Project Manager: Monica Bejarano                

 P.O. Box 4046 

 Richmond, CA 94804                                                                 

4. All invoices that are submitted by Contractor shall be subject to the approval of the Rent 
Board Project Manager, Monica Bejarano, or their designee, before payments shall be 
authorized. Questions concerning an invoice may be directed to Contractor by email or 
telephone for a prompt response. 

 
5. The Rent Board will pay invoice(s) within 45 days after completion of services to the 

Rent Board’s satisfaction. The Rent Board shall not pay late fees or interest.  
 

6. A Richmond business license shall be obtained before any payment under this Contract 
shall be authorized and the business license must be kept current during the term of this 
Contract for payments to continue to be authorized. 
 

7. All insurance coverage required by this Contract shall be provided by the Contractor 
before this Contract shall be executed by the Rent Board. The insurance coverage must 
be kept current during the term of this Contract for payments to continue to be 
authorized. 
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EXHIBIT C 
AUTHORIZED REPRESENTATIVES AND NOTICES 

 
1. Notices.  All notices, demands, statements, or communications provided for by this 

Contract shall be in writing and may be delivered by deposit in the United States mail, 
postage prepaid.  Notices to the Rent Board shall be addressed to the Executive 
Director and (as delineated below in section 1.1) to the project manager responsible for 
the administration of or the supervision of the scope of work under this Contract.  
Notices to the Contractor shall be addressed to the party designated by Contractor (as 
delineated below in section 1.2).  Notice shall be deemed delivered (a) upon personal 
delivery; (b) as of the fifth business day after mailing by United States certified mail, 
postage prepaid, addressed to the proper party; or (c) as of 12:00 p.m. on the second 
business day immediately after the day it is deposited with and accepted by Federal 
Express, or a similar overnight courier service, addressed to the proper party and 
marked for next business day morning delivery.  For the purposes of this Contract, a 
"business day" means any day Monday through Friday that is not a holiday recognized 
by the federal government or the State of California. 
 
 
1. 1    Rent Board hereby designates as its Authorized Representative the Project 

Manager whose name and address are as follows: 
 

  City of Richmond Rent Program – c/o Monica Bejarano 
 

City of Richmond Rent Program 
 

440 Civic Center Plaza, Suite 200 
 

Richmond, CA 94804 
 

1. 2    CONTRACTOR hereby designates as its Authorized Representative the Project 
Manager whose name and address are as follows: 

 
Caroline Lee 
     
Accent on Languages 
 
2718 Telegraph Avenue Suite 104, Berkeley CA. 94705 
 
Berkeley, CA. 94705 
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EXHIBIT E 

SPECIAL CONDITIONS 
 

The General Conditions are hereby amended to include the following modifications 
and/or provisions (if applicable): 
 
 

THIS SECTION NOT APPLICABLE  
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EXHIBIT F 

INSURANCE PROVISIONS 
 
During the entire term of this Contract and any extension or modification thereof, the 
CONTRACTOR shall keep in effect insurance policies meeting the insurance 
requirements specified in the insurance provisions which are attached hereto and 
incorporated herein by this reference.   
 
 

 
 

ITEM I-2 
ATTACHMENT 1



ITEM I-2 
ATTACHMENT 2



This page intentionally left blank 


	Agenda Request Form_Item I-2
	Agenda Report-Accent on Languages Contract 24-25
	ATTACHMENT 1 - Final Accent on Languages Contract
	Attachment 2- Screenshot_accentonlanguages.com



