
General Professional Services Questionnaire 

A. Project Name and Advertisement Resolution Number:

B. Firm Name & Address:

C. Name, title, & contact information of Firm Representative, as defined in Section 2-926 of the
Jefferson Parish Code of Ordinances, with at least five (5) years of experience in the applicable field
required for this Project:

D. Address of principal office where Project work will be performed:

E. Is this submittal by a JOINT-VENTURE?  Please check:
YES _______  NO ________ 

If marked “No” skip to Section H. If marked “Yes” complete Sections F-G.        

F. If submittal is by JOINT-VENTURE, list the firms participating and outline specific areas of
responsibility (including administrative, technical, and financial) for each firm. Please
attach additional pages if necessary.

1. 

2. 
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General Professional Services Questionnaire 

G. Has this JOINT-VENTURE previously worked together? Please check:   YES _______  NO ________

H. List all subcontractors anticipated for this Project. Please note that all subcontractors must submit a
fully completed copy of this questionnaire, applicable licenses, and any other information required by
the advertisement. See Jefferson Parish Code of Ordinances, Sec. 2-928(a)(3). Please attach additional
pages if necessary.

Name & Address: Specialty: Worked with Firm Before (Yes 
or No): 

1. 

2. 

3. 

4. 

5. 
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General Professional Services Questionnaire 

I. Please specify the total number of support personnel that may assist in the completion of this Project:
_________

J. List any professionals that may assist in the completion of this Project. If necessary, please attach
additional documentation that demonstrates the employment history and experience of the Firm’s
professionals that may assist in the completion of this Project (i.e. resume). Please attach additional
pages if necessary.

PROFESSIONAL NO. 1 
Name & Title: 

Name of Firm with which associated: 

Description of job responsibilities: 

Years’ experience with this Firm: 

Education: Degree(s)/Year/Specialization: 

Other experience and qualifications relevant to the proposed Project: 
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General Professional Services Questionnaire 

PROFESSIONAL NO. 2 
Name & Title: 

Name of Firm with which associated: 

Description of job responsibilities: 

Years’ experience with this Firm: 

Education: Degree(s)/Year/Specialization: 

Other experience and qualifications relevant to the proposed Project: 
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General Professional Services Questionnaire 

PROFESSIONAL NO. 3 
Name & Title: 

Name of Firm with which associated: 

Description of job responsibilities: 

Years’ experience with this Firm: 

Education: Degree(s)/Year/Specialization: 

Other experience and qualifications relevant to the proposed Project: 
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General Professional Services Questionnaire 

PROFESSIONAL NO. 4 
Name & Title: 

Name of Firm with which associated: 

Description of job responsibilities: 

Years’ experience with this Firm: 

Education: Degree(s)/Year/Specialization: 

Other experience and qualifications relevant to the proposed Project: 
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General Professional Services Questionnaire 

PROFESSIONAL NO. 5 
Name & Title: 

Name of Firm with which associated: 

Description of job responsibilities: 

Years’ experience with this Firm: 

Education: Degree(s)/Year/Specialization: 

Other experience and qualifications relevant to the proposed Project: 
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General Professional Services Questionnaire 

K. List all prior projects that best illustrate the Firm’s qualifications relevant to this Project. Please
include any and all work performed for Jefferson Parish. Please attach additional pages if necessary.

PROJECT NO. 1 
Project Name, Location and 

Owner’s contact information: Description of Services Provided: 

Length of Services Provided: Cost of Services Provided: 

PROJECT NO. 2 
Project Name, Location and 

Owner’s contact information: Description of Services Provided: 

Length of Services Provided: Cost of Services Provided: 
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General Professional Services Questionnaire 

PROJECT NO. 3 
Project Name, Location and 

Owner’s contact information: Description of Services Provided: 

Length of Services Provided: Cost of Services Provided: 

PROJECT NO. 4 
Project Name, Location and 

Owner’s contact information: Description of Services Provided: 

Length of Services Provided: Cost of Services Provided: 
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General Professional Services Questionnaire 

PROJECT NO. 5 
Project Name, Location and 

Owner’s contact information: Description of Services Provided: 

Length of Services Provided: Cost of Services Provided: 

PROJECT NO. 6 
Project Name, Location and 

Owner’s contact information: Description of Services Provided: 

Length of Services Provided: Cost of Services Provided: 
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General Professional Services Questionnaire 

PROJECT NO. 7 
Project Name, Location and 

Owner’s contact information: Description of Services Provided: 

Length of Services Provided: Cost of Services Provided: 

PROJECT NO. 8 
Project Name, Location and 

Owner’s contact information: Description of Services Provided: 

Length of Services Provided: Cost of Services Provided: 
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General Professional Services Questionnaire 

PROJECT NO. 9 
Project Name, Location and 

Owner’s contact information: Description of Services Provided: 

Length of Services Provided: Cost of Services Provided: 

PROJECT NO. 10 
Project Name, Location and 

Owner’s contact information: Description of Services Provided: 

Length of Services Provided: Cost of Services Provided: 
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General Professional Services Questionnaire 

L. List all prior and/or on-going litigation between Firm and Jefferson Parish. Please attach additional
pages if necessary.

Parties: Status/Result of Case: Plaintiff: Defendant: 
1. 

2. 

3. 

4. 

M. Use this space to provide any additional information or description of resources supporting Firm’s
qualifications for the proposed project.

N. To the best of my knowledge, the foregoing is an accurate statement of facts.

Signature: __________________________________ Print Name:_________________________________ 

Title: ______________________________________  Date: ______________________________________ 
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	A Project Name and Advertisement Resolution Number: SOQ 24–028

Professional Translation/Interpretation Services
	B Firm Name  Address: Ad Astra, Inc.

8701 Georgia Ave. Suite #808 Silver Spring, MD 20910
	C Name title  contact information of Firm Representative as defined in Section 2926 of the Jefferson Parish Code of Ordinances with at least five 5 years of experience in the applicable field required for this Project: Emily Layher
Director of Government Sales
emilylayher@ad-astrainc.com
1 (844) 203-4242 ext 145
	D Address of principal office where Project work will be performed: 8701 Georgia Ave. Suite #808 Silver Spring, MD 20910
	1: 
	2: 
	Joint Venture E: No
	Name  Address: N/A
	Specialty1: N/A
	Worked with Firm Before Yes or No1: N/A
	Specialty2: 
	Worked with Firm Before Yes or No2: 
	Specialty3: 
	Worked with Firm Before Yes or No3: 
	Specialty4: 
	Worked with Firm Before Yes or No4: 
	Specialty5: 
	Worked with Firm Before Yes or No5: 
	Text1: 
	Text2: 
	Text3: 
	Text4: 
	Joint Venture: Off
	undefined: 66
	Name  TitleRow1: Senior Project Manager: Greg Gibbons 


	Name of Firm with which associatedRow1: Ad Astra, Inc
	Description of job responsibilitiesRow1: Mr. Gibbons is responsible for all of Ad Astra’s interpretation services. He coordinates with designated customers of our on site interpretation, over-the-phone interpretation and video remote interpretation services, plans, and supports daily operational and administrative functions. Skilled in coordinating remote (telephonic and video) interpreters for fast-paced organizations, Mr. Gibbons has been responsible for continuous improvement of our technology platforms to ensure efficient and effective remote interpretation services as industry technological tools evolve and improve.
	Years experience with this FirmRow1: Mr. Greg Gibbons has five years’ experience of overseeing and managing language interpretation programs and leading Ad Astra’s project coordinator team in ensuring exceptional performance
	Education DegreesYearSpecializationRow1: Bachelor of Science, Business Administration, Fort Lewis College (Colorado) 


	Other experience and qualifications relevant to the proposed ProjectRow1: N/A
	Name  TitleRow1_2: Paris (Parastoo) Moeini  - Senior Project manager 
	Name of Firm with which associatedRow1_2: Ad Astra, Inc.
	Description of job responsibilitiesRow1_2: Paris (Parastoo) Moeini is responsible for overseeing all aspects of project management within our language translation and interpretation services. With 17 years of award-winning expertise, Paris coordinates with key clients from both private and government sectors, ensuring that all project deliverables meet the highest standards of quality and customer satisfaction. Her role involves managing cross-functional teams, optimizing operations, and leading strategic initiatives that drive organizational growth.Paris excels in galvanizing team performance, promoting a culture of excellence and continuous improvement. She handles daily operational and administrative functions with precision, streamlining workflows and enhancing productivity. Her dedication to advancing service quality is evident in her ability to consistently earn accolades from Fortune 500 customers, making her a trusted partner in delivering top-notch service.
	Years experience with this FirmRow1_2: 1 year
	Education DegreesYearSpecializationRow1_2: Executive Master of Business Administration (EMBA) | Stern Business School | 2023 - Specializations in Business Analytics, Risk/Change Management and Brand Marketing 

Master Certificate in Business Management - Master Class Academy (MCA) 

Bachelor of Science (with honors), Economic Science / Theoretical Economics-International Economics - Allameh Tabatabaâi University – Tehran, Iran 


	Other experience and qualifications relevant to the proposed ProjectRow1_2: Diploma, Human Resources Management 

Diploma, Operations Management 

Diploma, Modern Project Management – Theory and Practices 

Oxford Seminars Certified: Advanced 100-Hour Teaching English to Speakers of Other Languages, Teaching English as a Second Language, Teaching English as a Foreign Language with specialization in Teaching Business English 

L.S.I. Basic and Advanced Courses on Scientific Content Analysis (Laboratory for Scientific Interrogation) 

U.S. Army Certified Combat Lifesaver 
	Name  TitleRow1_3: Diana Amelina, Quality Program Manager 
	Name of Firm with which associatedRow1_3: Ad Astra, Inc.
	Description of job responsibilitiesRow1_3: Ms. Amelina maintains constant focus on quality control, resourcefulness, professionalism, integrity, and effective communications at all levels. She is flexible and responsive, enabling her to thrive in tight-deadline environments and schedule telephonic, video, and in-person interpreters at the last minute when requested. 
	Years experience with this FirmRow1_3: 9 years
	Education DegreesYearSpecializationRow1_3: Master of Arts, English language and Literature / Teaching, St. Petersburg State University (Russia) 

Bachelor of Arts, English Language and Literature / Teaching, St. Petersburg State University (Russia) 
	Other experience and qualifications relevant to the proposed ProjectRow1_3: As Interpretation (in-person and telephonic) and Translation Project Manager, delivers high quality project management services for health care, judicial, and educational projects, for organizations including National Institutes of Health (NIH), Department of State, DC Department of Behavioral Health, George Mason University, and State of Maryland. 

Applies Project Management Institute (PMI) Project Management Body of Knowledge (PMBOK)-based methodology to achieve full lifecycle of staffing and coordinating interpreters to meet the needs of Ad Astra’s language services clients. 

Demonstrated top leadership skills to deploy the right in-person and over-the-phone interpreters to assignments and follows a rigorous process to ensure assigned interpreters continue to meet client requirements and perform their duties exceptionally. 

Remains flexible, responsive, and easily accessible to quickly support requests for services – often fulfilling requests for interpreters with fewer than 24 hours’ notice. 
	Name  TitleRow1_4: N/A
	Name of Firm with which associatedRow1_4: N/A
	Description of job responsibilitiesRow1_4: N/A
	Years experience with this FirmRow1_4: N/A
	Education DegreesYearSpecializationRow1_4: N/A
	Other experience and qualifications relevant to the proposed ProjectRow1_4: N/A
	Name  TitleRow1_5: N/A
	Name of Firm with which associatedRow1_5: N/A
	Description of job responsibilitiesRow1_5: N/A
	Years experience with this FirmRow1_5: N/A
	Education DegreesYearSpecializationRow1_5: N/A
	Other experience and qualifications relevant to the proposed ProjectRow1_5: N/A
	Project Name Location and Owners contact informationRow1: DHS USCIS Title 42 Interpreter Services - INTERNAL REVENUE SERVICE

Location: Washingtonn DC

Contact Name: Machelle Y. Monroe
Email: machelle.y.monroe@irs.gov 
Phone: 240-613-9354

	Description of Services ProvidedRow1: Ad Astra provides high-volume written translation and transcription/captioning services supporting the IRS’ Multilingual and Agency Services (MAS). Our expert translators handle IRS forms, publications, letters, webpages, and other tax-related materials to ensure tax law compliance among Limited English Proficiency (LEP) populations. We assist IRS employees (revenue agents, criminal investigators, tax attorneys, etc.) in investigating tax fraud, tax evasion, and other illegal activities, translating documents and transcribing recordings (audio/video material, voicemails, interviews) that are highly technical and legal or financial in nature from any language worldwide.Our services are crucial in resolving internal criminal investigations with international ties. We have translated and transcribed sensitive DOJ criminal investigations, including complex tasks like transcribing Zoom meetings with up to 30 participants, segregating information to maintain investigation integrity, and translating/transcribing Mandarin into Simplified Chinese and then into English. Our ability to handle large, complex projects highlights our provision of linguists with the necessary expertise, skills, and ethical standards.We support over 250 languages, including Spanish, Chinese, Korean, Russian, Vietnamese, Tagalog, Arabic, and less common languages. Common languages include most Western European and Scandinavian languages; uncommon languages cover widely spoken Slavic, Semitic, and East Asian languages; exotic languages include non-Indo-European European languages, most African, Indo-Aryan, and Southeast Asian languages, Haitian Creole, Pacific island languages, and other minority languages.
	Length of Services ProvidedRow1: 10/01/2020 – 10/01/2025
	Cost of Services ProvidedRow1: $15,000,000.00
	Project Name Location and Owners contact informationRow1_2: STATE OF MARYLAND, STATEWIDE FOREIGN 
LANGUAGE INTERPRETATION AND TRANSLATION SERVICES (FLITS) CONTRACT - 

Location:State of Maryland

Contact name: Andrea R. Simmons
Email: Andrea.simmons@maryland.gov
Phone: 410-260-7374
	Description of Services ProvidedRow1_2: As the single statewide vendor for both interpretation and translation services, Ad Astra supports over 250 agencies across the state. Since 2013, we have provided on-demand telephonic and on-site interpretation for over 200 languages. In 2019, we expanded to become the statewide translation services vendor for all Maryland agencies, also offering transcription support and ad hoc virtual/video remote interpretation (VRI) services. Our Visual Communications services include American Sign Language (ASL) interpretation and Communication Access Remote Transcription (CART) services.As Maryland's statewide contract holder for both translation and interpretation, we have demonstrated our ability to provide comprehensive language services to meet all language access needs of state agencies. Our qualified, skilled, and certified linguists apply their expertise across various contexts, including judicial, legal, social services, government, and education, to support Limited English Proficient (LEP) individuals. Under this contract, we provide interpretation and translation services for the Office of Administrative Hearings, Department of Juvenile Services, Office of the Public Defender, school systems, refugee organizations, and health and wellness agencies, facilitating communication between the government and community members.
	Length of Services ProvidedRow1_2: 03/2019 – 08/2025
	Cost of Services ProvidedRow1_2: $13,000,000.00 
	Project Name Location and Owners contact informationRow1_3: DEPARTMENT OF HOMELAND SECURITY (DHS) - INTERPRETER SERVICES BLANKET PURCHASE AGREEMENT (BPA)

Location: Washington D.C.

Contact Name: Scott A. Achin
Email:Scott.A.Achin@uscis.dhs.gov
Phone: 802-872-4652

	Description of Services ProvidedRow1_3: Ad Astra supports the USCIS Asylum Division with on-demand and scheduled language services for routine interactions and crises. We provide 24/7/365 telephonic and video interpretation via our AdAstra Connect platform, which allows secure connections to interpreters and performance monitoring.Our staff and linguists follow strict quality control processes for interpretation and translation services. We meet government requirements for timely telephonic services, offering on-demand interpreter connections within three minutes and in-person sign language interpreters within 20 minutes for scheduled calls. We also provide high-quality document translations with multiple review steps to ensure accuracy.We handle over 30 languages, with most calls in Spanish. Our Security Department efficiently coordinated security clearances for our U.S.-based personnel.
	Length of Services ProvidedRow1_3: 12/22/2022 – 12/21/2023
	Cost of Services ProvidedRow1_3: $3,960,000.00
	Project Name Location and Owners contact informationRow1_4: State of Georgia - Sign Language Interpreting Services

Location: State of Georgia

Contact Name:Jeanette Rakestraw
Phone Number: 404-657-4322
Email: Jeanette.Rakestraw@doas.ga.gov


	Description of Services ProvidedRow1_4: Ad Astra provides RID certified American Sign Language (ASL) interpretation services through a statewide contract in Georgia. We also offer document translation and foreign language interpretation, both on-site and remote (telephonic), for Georgia agencies. Our services include high-quality ASL interpretation for pre-scheduled and on-demand assignments, as well as on-demand Video Remote Interpretation (VRI) via our AdAstra Connect platform. Our experienced interpreters deliver ASL services in various settings, such as meetings, conference calls, one-on-one sessions, and group discussions. They are well-versed in medical, legal, educational, and social services contexts relevant to the State of Georgia.
	Length of Services ProvidedRow1_4: 1/1/2018 – 10/29/2024
	Cost of Services ProvidedRow1_4: N/A
	Project Name Location and Owners contact informationRow1_5: DHS CBP Language Services

Washington D.C.

Name: Colin A. Colgan
Email: colin.a.colgan@cbp.dhs.gov
Phone: 202-341-3176v

	Description of Services ProvidedRow1_5: Ad Astra provides over-the-phone (OPI) interpretation, video remote sign language interpretation (VRI), and documentation translation and transcription service requirements to support CBP’s needs. Our qualified and certified interpreters facilitate communication between Government personnel and individuals detained and/or arrested at and between Ports of Entry (POEs). CBP activities we support include interviewing witnesses, providing emergency services, enforcing laws, making arrests, immigration and customs inspections, processing detained individuals, holding individuals in custody pending criminal or civil charges, and taking sworn statements or other detailed declarations in support of judicial review. Our interpreters have shown a high degree of skill in providing confidential, verifiable, and accurate interpretation in a multitude of languages, which include a core roster of 79 languages. Among these languages are Amharic, Arabic, Armenian, Burmese, Cebuano, Chinese (Simplified), Chinese (Traditional), Dari, Farsi, Filipino, French (Canadian), French (European), French (West African), German, Haitian Creole, Hindi, Hmong, Ilocano, Indonesian, Italian, Japanese, Karen, Korean, Kurdish, Nepali, Pashto, Polish, Portuguese, Punjabi, Romanian, Russian, Somali, Spanish, Swahili, Tagalog, Tigrinya, Ukrainian, Urdu, and Vietnamese. Our interpreters are knowledgeable and familiar with DHS terminology, acronyms, and functions and have specialized subject matter expertise in areas such as Anti-Terrorism, Immigration Enforcement, Screening, Customs, Asylum, and other immigration matters.
	Length of Services ProvidedRow1_5: 6/1/2023 – 5/31/2028
	Cost of Services ProvidedRow1_5: $1,577,813
	Project Name Location and Owners contact informationRow1_6: Trustee Telephonic Interpreting
Department of Justice

Washington D.C.

Contact Name: Garnel L. Palin, 
Email: garnel.l.palin@usdoj.gov, Phone: 202-616-1023

	Description of Services ProvidedRow1_6: Ad Astra provides telephonic interpretation services as well as translation services to support the DOJ’s United States Trustee Program. Our thoroughly vetted and highly-skilled interpreters are subject matter experts in legal/judicial matters that are relevant to the U.S. Trustee Program, which promote integrity and efficiency in the nation’s bankruptcy system by enforcing bankruptcy laws. Our translators are also fully screened, skilled linguists who provide written materials in various languages from time to time. Ad Astra provides interpreters to support services for those with limited English proficiency (LEP) on a 24x7x365 basis throughout all U.S. time zones. We perform on-demand interpretation services in the following languages: Chinese, Portuguese, Spanish, Farsi, Cambodian, Hmong, Bengali, Laotian, Arabic, Korean, Vietnamese, Russian, Thai, Polish, and Tagalog. To support this program, we provide interpreters who are knowledgeable in both English and the foreign language vocabularies typically used in formal, consultative, and casual modes of communication in justice system contexts, including colloquial slang, idiosyncratic slang, and regionalism. These services include providing telephonic and video interpreting services following our proven approaches, which enable us to provide simultaneous and/or consecutive interpretation via our Language Access Platform and also through video conferencing settings such as Zoom and MS Teams. We also support other languages as needed, drawing from our capability to support 300+ languages, including regional dialects. Through our robust Language Access Platform, we provide multi-party conferencing in addition to fielding as many simultaneous calls in differing languages as are requested. Further, Ad Astra created and regularly updates a quick reference guide to telephonic interpreter availability and calling instructions for use in each program office location.
	Length of Services ProvidedRow1_6: 6/01/2022 – 05/31/2025

	Cost of Services ProvidedRow1_6:  $1,200,000
	Project Name Location and Owners contact informationRow1_7: N/A
	Description of Services ProvidedRow1_7: N/A
	Length of Services ProvidedRow1_7: N/A
	Cost of Services ProvidedRow1_7: N/A
	Project Name Location and Owners contact informationRow1_8: N/A
	Description of Services ProvidedRow1_8: N/A
	Length of Services ProvidedRow1_8: N/A
	Cost of Services ProvidedRow1_8: N/A
	Project Name Location and Owners contact informationRow1_9: N/A
	Description of Services ProvidedRow1_9: N/A
	Length of Services ProvidedRow1_9: N/A
	Cost of Services ProvidedRow1_9: N/A
	Project Name Location and Owners contact informationRow1_10: N/A
	Description of Services ProvidedRow1_10: N/A
	Length of Services ProvidedRow1_10: N/A
	Cost of Services ProvidedRow1_10: N/A
	Defendant1: N/A
	StatusResult of Case1: N/A
	Defendant2: N/A
	StatusResult of Case2: N/A
	Defendant3: N/A
	StatusResult of Case3: N/A
	Defendant4: N/A
	StatusResult of Case4: N/A
	M Use this space to provide any additional information or description of resources supporting Firms qualifications for the proposed projectRow1: N/A
		2024-08-13T19:18:08-0400
	Luis Saya


	Print Name: Luis Saya
	Title: Proposal Coordinator
	Date: 8/13/2024
	Plaintiff: N/A
	Text5: N/A
	Text6: N/A
	Text7: N/A


