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Request for Quotation AZB-09-04
On behalf of the United States Bankruptcy Court for the District of Arizona, enclosed is an open market Request for Quotation (RFQ) to perform Transcription Services for electronically recorded proceedings before the Judges of the United States Bankruptcy Court, District of Arizona. 
This is a solicitation for a licensing agreement for an initial period of 12 months, with an option to extend for up to an additional 12-months.  The total term of any resultant contract shall not exceed either a total of 24-months or when generated revenue reaches $100,000, whichever comes first.  It is the intent of the court to make a single award, indefinite-delivery/indefinite-quantity requirements type contract.
Questions Concerning the Request for Quotation: 
Please review the complete solicitation document; should you have any questions regarding this solicitation, please submit them electronically, no later than 4:00 PM(MST), May 18, 2009 to: Diane_Harnisch@azb.uscourts.gov - telephone questions shall not be accepted.
Quotation Submittal:
In order to be considered, your offer must be received by 4:00 PM (MST), May 22, 2009.   Late offers shall not be accepted.

Quotes may be submitted via telefax, electronically (as an attachment to an email) or as a hard copy.   Regardless of the method of submittal, all quotes must be received complete, and by the stated due date and time.

Telefax:

602-682-4137

E-mail:


Diane_Harnisch@azb.uscourts.gov

US Mail:

U.S. Bankruptcy Court, District of Arizona




230 North First Avenue, Suite 101




Phoenix, Arizona 85003-1727




Attn: Diane E. Harnisch




RFP:  AZB-09-04
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SECTION ONE

Products or Services

1.
Products or Services:
1.1
Procurement Bulletin 2005-15 was issued by the Administrative Office of the U.S. Courts to provide guidelines to those Courts who wished to permit a Contractor to provide services for public use at little or no expense to the judiciary.

1.2
Although some or all of the costs of such services are to be paid for by the public rather than the Court, the service cannot be simply implemented.  The Contractor, in effect, is asking the judiciary to grant it a license or privilege in a manner not permitted to the public at large and to also have access to records or data in a manner also not permitted to the public at large.  Therefore, the opportunity to provide such services must be competed in accordance with judicial procurement regulations.

1.3
Over the course of this contract period (not to exceed 24 months) the potential income the Contractor could derive from payments for transcriptions services could exceed $25,000; however, there is no guarantee as to the minimum or maximum amount of revenue the Contractor could generate.

1.4
The Contractor shall provide transcription services as specified under in Section Two, "Statement of Work" of this document, at the unit cost as defined below.

2.
Maximum Contract Rates:
2.1
The Judicial Conference of the United States, pursuant to 28 U.S.C. § 753(f) established maximum rates which may be charged and collected for transcripts provided to requesting parties, including to the United States.  Those maximum rates may be found in Section Five, "List of Attachments", Attachment Six.

2.2
Transcript rates include both providing a certified original transcript to the requesting party and a certified copy to the Clerk of the Court (hereinafter referred to as the "Clerk").  There shall be no additional costs associated with the certified copy provided to the Clerk.

SECTION TWO

Statement of Work

1.
General Requirements:

1.1
The U.S. Bankruptcy Court for the District of Arizona, 230 North First Avenue, Suite 101, Phoenix, Arizona 85003-1727, requires transcription services of digital electronic sound recordings of proceedings held before any Bankruptcy Judge of this Court.  Said proceedings may be conducted at any of the following office locations:


US Courthouse and Federal Building


230 North First Avenue, Suite 101, Phoenix, Arizona 85003


James A. Walsh Courthouse


38 South Scott Avenue, Tucson, Arizona 85701


Yuma Courthouse


325 West 19th Street, Suite D, Yuma, Arizona 85364

1.2
Proceedings may also be recorded in remote locations designated to hold Court, including, but not limited to:


*
Prescott and Prescott Valley, Arizona


*
Bullhead City, Arizona


*
Kingman, Arizona


*
Flagstaff, Arizona


*
Sierra Vista, Arizona

1.3
All references to time of day contained within this document are set forth in Mountain 
Standard Time (MST).
1.4
All work shall be performed at the Contractor's place of business.  No space shall be provided within the Court for execution of this contract.

2.
Contractor Requirements:  The Contractor shall meet the minimum requirements:
2.1
The Contractor shall furnish the services specified herein in strict accordance with the

conditions, requirements, and specifications of this contract, as accepted by the Court.  

2.2
The Contractor shall possess and maintain all equipment necessary for transcription of digital electronic sound recordings, including any computer equipment, software, speakers, headphones, etc.
2.3
The Contractor shall have the ability to product transcripts that conform to the formatting and content standards as set forth in this document.
2.4
The Contractor shall produce accurate transcripts.

2.5
The Contractor shall maintain regular business office hours, with telephone and email access.

2.6
The Contractor shall provide services as directed by an individual task order.  For purposes of this contract, a task order is defined as a Transcript Order Request Form created by the Court and submitted to the Contractor, on behalf of either a requesting party or on behalf of the Court.

2.7
The Contractor shall have the capability to receive transcript orders via an upload of "For The Record" (FTR) electronic data.  The Contractor shall have the ability to read FTR log notes, playback the audio record (which is the basis of the transcript and recorded with FTR GOLD software), and have the ability to open .PDF formatted documents.  

2.8
The Contractor must have experience performing transcription services in local, state or federal courts.  

2.9
In the event of electronic system failure, the Contractor shall have the capability of physically picking up available media (usually in the form of a CD) from the Court.

2.10
The Contractor shall utilize one of the two following methods for accepting transcript requests:

*
The Contractor may set-up a File Transfer Protocol (FTP) site in order to receive an upload from the Court, or

*
The Contractor may, at their own expense, subscribe to FTR's "The Record 
Online"

2.11
The Contractor shall, throughout the length of the contract, remain compliant with staff 
qualifications as listed in paragraph 8, "Qualified Personnel".

3.
Specific Requirements:

3.1
Upon receipt of a transcript request, the applicable ECRO will transmit to the Contractor the 
following:


*
Transcript Order Request Form, to include delivery schedule


*
Audio of the proceeding 


*
Electronic log notes


*
Case Information Record (CIR) form, which provides case-specific information
3.2
The Contractor shall return completed transcriptions, within the required delivery schedules, as defined in Attachment Six:


*
Certified original transcript to each requesting party


*
Certified copy of each transcript to the Clerk

3.3
The Contractor shall provide to each requesting party a certified original transcript in the prescribed format, as either a written hard-copy or an e-mail attachment in .PDF format (their option).

3.4
The Guide to Judiciary Policies and Procedures states that the certified copy shall be delivered to the Clerk concurrently with, but not later than three (3) working days after, delivery to the requesting party.  The certified copy of the transcript shall be provided to the Clerk as an e-mail attachment in .PDF format. Upon receipt, the ECRO will file and docket the transcript on CM/ECF.

3.5
Judges of the Court may also submit a request for a completed transcript.  The procedures as outlined above apply.  A certified original transcript, as either a written hard-copy or in a .PDF format shall be provided to the requesting Judge, and a certified copy of the transcript shall be provided to the Clerk.  The Contractor shall invoice the Court at the established contract rates.

4.
Delivery Schedule:

4.1
The delivery schedule for either a written hard-copy or electronic .PDF file shall be specified on each individual Transcript Order Request Form.

4.2
The delivery schedule for transcripts is as follow:



Ordinary:
Delivery within a maximum of thirty (30) calendar days



14-Day:
Delivery within a maximum of fourteen (14) calendar days



Expedited:  
Delivery within a maximum of seven (7) calendar days



Daily:  
Delivery following adjournment and prior to the normal opening hour





of the Courts on the following morning, whether or not it actually is a





court day



Hourly:
Delivery within a maximum of two (2) hours following adjournment



Realtime:
Draft unedited transcript produced by a certified realtime reporter; to 
be delivered electronically during proceedings or immediately





following adjournment

5.
Transcript Parameters:

5.1
The Contractor shall not include any statement or symbol on a transcript that would lead one to believe the transcript is protected by copyright. Transcripts produced from records of proceedings in United States Courts are in the public domain and are not protected by copyright. The transcripts may be used, reproduced, and distributed by attorneys, parties, and the general public without limitation and without additional compensation to the Contractor.

5.2
Transcript format standards for paper transcript incorporate government standards for archival materials, as well as assure that all transcripts produced in federal courts is produced on the same basis, whether by official staff, contract, or substitute reporters, or by transcription companies.

5.3
The Contractor shall provide transcripts which adhere to the following criteria:

*
Size:  Paper size is to be 8 ½ x 11 inches when submitted in hard copy.

*
Weight:  Paper is to be at least 13 pounds for both originals and paper copies.

*
Type:  
Paper quality for both originals and copies is to be of chemical wood or better.

*
Color:  White paper for both originals and copies. Black ink.  The use of preprinted solid left and right marginal lines is required. The use of preprinted top and bottom marginal lines is optional. All preprinted lines must be placed on the page so that text actually begins l-3/4 inches from the left side of the page and ends 3/8 inch from the right side of the page. Each page of transcription is to bear numbers indicating each line of transcription on the page.

*
Type Size:  The letter character size is to be 10 letters to the inch. This provides for approximately 63 characters to each line. (Type should be letter quality.)

*
Number of Lines per Page:  Each page of transcription is to contain 25 lines of text. The last page may contain fewer lines if it is less than a full page of transcription. Page numbers or notations cannot be considered part of the 25 lines of text. An exception to the above requirement of 25 of text will be allowed when a daily or hourly transcript is produced and the exception is approved by the presiding judicial officer. The exception allows a page break before and after sidebar conferences, bench conferences, and hearings on motions. Court reporters are required to reduce the page count for billing purposes by one-half page for every page of transcript which includes a sidebar conference, bench conference, or hearing on motions that is marked by such a page break. This modification will make it easier for a judge to reference portions of a transcript for review.

*
Margins:  Typing is to begin on each page at the 1-3/4 inch left margin and continue to the 3/8 inch right margin.

*
Spacing:  Lines of transcript text are to be double spaced.

*
Upper/Lower Case:   Upper and lower case is preferred but all upper case may be 
used.

*
Indentations - Q and A:  All "Q" and "A" designations shall begin at the left margin. A period following the "Q" and "A" designation is optional. The statement following the "Q" and "A" shall begin on the fifth space from the left margin. Subsequent lines shall begin at the left margin. Since depositions read at a trial have the same effect as oral testimony, the indentations for "Q" and "A" should be the same as described above. In the transcript, each question and answer read should be preceded by a quotation mark. At the conclusion of the reading, a closing quotation mark should be used.

*
Indentations - Colloquy:  Speaker identification shall begin on the tenth space from the left margin followed directly by a colon. The statement shall begin on the third space after the colon. Subsequent lines shall begin at the left margin.

*
Indentations - Quotations:  Quoted material other than depositions shall begin on the tenth space from the left margin, with additional quoted lines beginning at the tenth space from the left margin, with appropriate quotation marks used.

*
Interruptions - Of Speech and Simultaneous Discussions:  Interruptions of speech shall be denoted by the use of a dash at the point of interruption, and again at the point the speaker resumes speaking. At the discretion of the transcriber, simultaneous discussions may also be noted in this manner.

*
Punctuation and Spelling:  Punctuation and spelling shall be appropriate standard usage. For example, if a question in "Q" and "A" is indeed a question, it should be followed by a question mark.

*
Page Heading (Also Known as "Headers"):  A page heading is brief descriptive information noted to aid in locating a person and/or event in a transcript. A page heading should be provided on each page of witness testimony; a page heading is optional for other types of persons and/or event notations. Listing the last name of the witness or other party and the type of examination or other event is sufficient.  Page headings shall appear above line 1 on the same line as the page number.  This information is not to be counted as a line of transcript. 

*
Parentheses:  Parenthetical notations are generally marked by parentheses; however, brackets may be used. Parenthetical notations shall begin with an open parenthesis on the fifth space from the left margin, with the remark beginning on the sixth space from the left margin. Parentheses are used for customary introductory statements such as call to order of Court or swearing in a witness.  Parentheses are also used for indicating non-verbal behavior, pauses, and readback/playback.

*
Legibility:  The original transcript and each copy are to be legible without any interlineations materially defacing the transcript.

*
Title Page:  Each transcript shall include a title page indicating:

a.
Court name.

b.
District and hearing location

c.
Case name.

d.
Complete case number.

e.
Name and title of judge or other judicial officer presiding.

f.
Type of proceeding.

g.
Date and time of proceeding.

h.
Volume number (if multi-volume).

i.
Name and address of each attorney and name of party represented.

j.
Electronic court recorder operator’s name and telephone number.

k.
Method by which the proceedings were recorded and the method by which the


transcript was produced.


l. 
Beginning on the title page, the transcriber shall include the complete record 

of appearances.

The Contractor may charge for the title page as a full page of transcript. Each volume shall contain an index which is to be numbered. It is preferable to have the index at the end. The Contractor may charge for the index page as a full page of transcript. The index shall indicate the pages at which the direct examination, cross-examination, redirect examination, recross-examination, further redirect examination, and the recall of each witness begins. The index shall also indicate on behalf of whom the witness or witnesses were called, such as "PLAINTIFF'S WITNESSES," "WITNESSES FOR THE GOVERNMENT," "DEFENDANT'S WITNESSES," "WITNESSES FOR THE DEFENSE."  A separate table in the index should indicate the page at which any exhibit was marked for identification and received in evidence. In a protracted case (i.e., a transcript of one thousand pages or more) in addition to the individual index, there may be a master index set forth in its own separate
volume, consisting of a compilation of all of the individual indexes. No charge is permitted additional to the normal page rates for keyword indexing services.

*
Numbering Pages:  The pages of the transcript shall be numbered in a single series of consecutive numbers for each proceeding, regardless of the number of days involved. The transcriber shall place the page number at the top right corner of the page flush with the right margin above the first line of transcription. The page number does not count as a line of transcript. The pagination of the transcript of the further proceedings in the same matter shall follow consecutively the pagination of earlier proceedings, unless the presiding official directs otherwise.

*
Numbering Volumes:  Multi-volume transcripts should be numbered in either of the following ways: Each volume of transcript should be numbered consecutively. One volume of transcript should be at least equal to one day of Court proceedings.  Pages may be numbered consecutively for each volume of transcript, with the cover page of each volume designated page l. Using this method, page numbers will begin with a volume number followed by the page number.

*
Cover:  The original of transcript shall be covered with front and back covers of good quality, consisting of white or colored 140 pound index paper, #1 sulphite paper, heavy weight transparent plastic, or similar material as the Court approves.  If the transcription has punched holes, the transcript shall have three (3) holes in the left margin, the holes are to be 4-1/4" center to center, with the middle hole centered in


the page.  The transcript for each proceeding shall be bound separately with a suitable fastener of permanent nature.

*
Authentication:  The transcriber shall authenticate the original transcript and each copy with a certification on the last page. No additional fee is to be charged for the authentication and the certification. The certification is to appear on the last page of each volume of transcript.  If more than one transcriber is involved in the production of the transcript being certified, then the certifications of each transcriber involved shall be required at the end of each volume. (Note: The contents of the title page should not be repeated as part of the certification.)


Electronic Sound Recording Certification:

"I (we), Court approved transcriber(s), certify that the foregoing is a correct transcript from the official electronic sound recording of the proceedings in the above-entitled matter.”

______________________________________ ______________________

Signature of Approved Transcriber Date

_____________________________________________

Typed or Printed Name

6.
Correction of Transcripts:

6.1
The Contractor shall guarantee that all work shall be performed in a businesslike manner and according to the highest standards of the transcription profession.  Failure to provide an accurate transcription, to include following acceptable rules of spelling and punctuation, shall result in a retyping of the transcript at no additional expense to the Court.
6.2.
Specific performance standards are included in Section Five, "Special Contract Requirements".
6.3
Only the Court has the authority to request corrections to any transcript.  Requesting parties do not have the authority to submit corrections directly to the Contractor.  Requests for corrections shall be directed to the applicable ECRO.

6.4
The Contractor shall immediately notify the applicable ECRO of any requests for corrections received from the requesting party.  The Contractor shall not correct transcripts unless so directed by the Court.

6.5
If any transcript is corrected as directed by the Court, the Contractor shall provide a corrected certified original copy to each original requesting party and a corrected certified copy to the Clerk, at no additional charge to any party.   

7.
Redaction of Transcripts - Initial 90-Day Period:

7.1
Upon receipt of a certified copy of a transcript, the ECRO will file and docket the transcript on CM/ECF.  For the next 90 calendar days, the transcript will be available for review and inspection at the Court's public terminal.

7.2
During this 90-day period, any interested party who obtained the transcript from the Contractor may obtain remote access to the transcript through the Court's CM/ECF system.

7.3
During this 90-day period, any additional interested parties may obtain a copy of the transcript from the Contractor; copies will not be provided by Court personnel.

7.4
During this 90-day period, Counsel of record in a case, who have not purchased a copy of the transcript from the Contractor, will not have access to the transcript through CM/ECF until they either purchase it from Contractor or until the 90-day period has expired.

8.
Redaction of Transcript:

8.1
The redaction of a transcript may only be requested by Counsel to a case to the Court.  From the date the transcript was docketed in CM/ECF, Counsel has five (5) business days to file a Notice of Intent to Redaction; from the date the transcript was docketed in CM/ECF, Counsel has twenty-one (21) days to deliver a Redaction Request, which includes the page and line number(s) where redaction is required.

8.2
The Court shall submit to the Contractor the Redaction Request, which will include the page and line number(s) where redaction is required.

8.3
Following are personal identifiers which may be redacted; any personal information other than these would need to be addressed by separate motion and/or order of the Court:


*
Social Security numbers (or taxpayer identification numbers) restricted to the last 
four digits;


*
financial account numbers restricted to the last four digits;


*
dates of birth restricted to only the year of birth;


*
individuals known to be minor children restricted to the minor's initials; and


*
in criminal cases, any home addresses stated in Court restricted to the city and state.

8.4
There are various software programs that are available to assist the Contractor in the redaction process.  The use of these programs is permissible (and at the Contractor's sole responsibility and cost), as long as the original page and line integrity remains intact.  As an alternative, manual redaction is permissible.  To manually redact, the Contractor should place an "x" in the space of each redacted character.  Manual redactions should have the same number of x's as characters deleted in order to preserve page and line numbers of transcripts.  Whatever method is used to redact, page and line integrity must be maintained from the original transcript to the redacted transcript.

8.5
The title page of the transcript should indicate that it is a redacted transcript immediately below the case caption and before the Volume number and the name and title of the Judge.  A notation of "REDACTED TRANSCRIPT" should be inserted on a blank line, and care should be taken to ensure that the addition of this text does not cause changes to the length of the title page.  Also, at the end of the transcript, and without causing a "page roll-over" (a smaller font may be used) the redacted transcript should be certified by the Contractor stating: 


"I (we) certify that the foregoing is a true and correct copy of the transcript originally filed with the Clerk of the Court on dy/mo/year, and incorporating redactions of personal identifier requested by the following attorneys of record: _____________________ in accordance with Judicial Conference policy.  Redacted characters appear as an "x" (or a back box) in the transcript."

8.6
It is not necessary to note redactions in the body of the transcript; using x's (or black boxes) in place of the redacted characters is all that is required in the body of the transcript.

8.7
The Contractor shall provide a certified copy of the redacted transcript to the Clerk of the Court within 10 calendar days (unless otherwise ordered by the Court) from receipt of Request for Redaction.  There is no requirement for the Contractor to provide any other parties a copy of the redacted transcript.

8.8
The Judicial Conference has not authorized any additional fees for providing redacted transcripts to the Court.

8.9
If, during the preparation of a transcript, the Contractor notices that redactions may be necessary, the Contractor has no responsibility to notify any party, including the Court, of material that should be redacted; nor shall the Contractor redact any information unless there is a Redaction Request submitted only by the Court.  The Judicial Conference policy imposes redaction responsibility on Counsel.

8.10
If both unredacted and redacted versions of a transcript exist, the Contractor shall provide the redacted transcript to any interested party who wishes to purchase a copy.

9.
Qualified Personnel:   Contractor's personnel directly associated with this contract shall be either:


*
CET (Certified Electronic Court Transcriber) certified by the AAERT 

(American Association of Electronic Recorders and Transcribers); or

*
Registered Professional Reporter (RRP) certified by the National Court 


Reporters Association; or

*
possess State professional test-based credentials.

10. 
Historical Data for Informational Purposes Only:

10.1
The historical data provided below was obtained from the period October 2007 to January 2009.  This is strictly for informational purposes only - the Court does not guarantee the Contractor any minimum or maximum quantity of services to be provided.

10.2
Overall, the number of total bankruptcy filings for the year ending December 2008 increased  81.1% above from December 2007 filing levels.
	
	Original

# Transcripts
	# Pages
	Copy Each Party

# Transcripts
	# Pages
	Additional 

Copies

# Transcripts
	# Pages

	Ordinary Transcript 
	23
	2,230
	14
	840
	1
	17

	14-Day Transcript
	17
	2,240
	0
	0
	0
	0

	Expedited Transcript
	93
	5,130
	1
	480
	0
	0

	Daily Transcript
	142
	6,700
	11
	770
	4
	120

	Hourly Transcript
	4
	80
	0
	0
	0
	0

	Realtime Transcript
	0
	0
	0
	0
	0
	0


SECTION THREE

Special Requirements

1.
Unacceptable Standard of Performance:
1.1
The Contractor shall be responsible for furnishing complete transcripts, which accurately reflect the full and complete verbatim record of the hearing.   Failure to provide an accurate transcription, to include following acceptable rules of spelling and punctuation, shall result in retyping of the transcript at no additional expense to the Court nor requesting party.
1.2
On a monthly basis, court personnel shall randomly review copies of transcripts submitted to the Clerk of the Court against actual hearing tapes.

1.3
An unacceptable standard of performance occur when errors attributable to the contactor's performance appear in the transcript (i.e., those which change or obscure the meaning of the testimony, but not including typographical errors or misspelling if the intended meaning is clearly evident, such as "there" for their", etc.) in excess of one (1) error per 100 words of transcript.
1.4
An unacceptable standard of performance, as identified above, may result in a request for a Corrective Action Plan.  A continued trend of unacceptable standards of performance shall be grounds to terminate the contract for default.
2.
Delinquent Transcripts:
2.1
Transcripts that are not provided to the requesting party and/or to the Clerk within the required delivery time or transcripts are not corrected within the required 24-hours, may be considered delinquent.
2.2
When the Contractor fails to make timely delivery of a transcript, the Contracting Officer has a reasonable time after delivery, to determine whether the contract should be terminated for default.  When the Contractor is continuing performance of the contract, a reasonable time for the Contracting Officer to make a decision in 30 working days.  Delay beyond that date may result in a waiver of the right of the judiciary to terminate for default.

2.3
The Contracting Officer may grant a waiver, on a case-by-case basis, upon the written petition of the Contractor, stating that the Contractor did not receive timely notice of the transcript order and/or satisfactory financial arrangements were not made.
2.4
Documented delinquencies shall be considered during performance evaluation for contract extension.
3.
Period of Performance:  
3.1
The initial term of any resultant contract to this solicitation shall be for a period of twelve (12) months, with an option to extend for up to an additional 12-months OR when generated revenue reaches $100,000, whichever comes first.

3.2
In order to ensure continuity of services to the public and establish a clear contact term, the initial term of any new contract to this solicitation shall be June 15, 2009 to June 14, 2010.

3.3
The potential of an overlap of services will contribute to a smooth transition from the term of the current contract to the term of the new contract.

4.
Usage Report:  The Contractor shall furnish the Contracting Officer a usage report for the preceding month.  The format of the report shall be provided to the successful Contractor at time of contract award.

5.
Meetings/Conferences:

5.1
Post Award Conference:   Shortly after contract award, the Contracting Officer shall schedule a Post Award Conference with applicable contractor and court personnel to discuss the terms, conditions and requirements of the contract.  All contractor costs associated with attendance at this meeting shall be incidental to the contract and not separately billed.

5.2
Other Meetings/Conferences:   During the term of the contract, meetings deemed necessary by both the Contracting Officer and the Vendor will be held to resolve problems and to facilitate an understanding of the technical requirements of the contract.  The Contracting Officer may make a determination to call a meeting for, at the minimum, the following issues:

*
Performance Issues


*
Recurring customer complaints


*
Incomplete or inaccurate deliverables

5.3
Participants at these meetings/conferences should be members of the Contractor's technical staff and technical representatives of the Court.  These meetings/conferences will be scheduled with the agreement and arrangements made between the Contracting Officer and the Contractor.  All Contractor costs associated with the attendance at these meetings shall be incidental to the contract and not separately billed.

6.
Subcontracting of Services:  The Contractor shall not enter into any subcontracts to provide any services under this contract.
7.
Wage Determination:
7.1
The Contractor shall be required to pay their employees, directly associated with this contract, the minimum wage as established in Wage Determination WD 05-2023 (Rev.-9) State of Arizona Counties of Apache, Coconino, Gila, Maricopa, Navajo, Pinal and Yavapai; a copy of the full wage determination is available upon request to the Contracting Officer.  

7.2
The minimum wage for Court Reporters is $15.50 per hour, per this wage determination.

8.
Transcript Rates:
8.1
Contract transcript rates shall be all-inclusive, to include any applicable federal, state or local taxes, surcharges, service fees, cost of office space, equipment, software, personnel, certifications, overhead and profit, fuel surcharges, parking, first class postage, authentication
 and certification etc.  The Contractor may charge the requesting party the difference between first class postage and accelerated delivery (overnight, express, etc.) as a separate invoice line item, if the expedited delivery is requested by the party.

 8.2
The Contractor shall be responsible for all related costs necessary for obtaining any software necessary to accomplish the contract requirements.

8.3
The contract transcript rates shall remain in effect during the full term of the contract, even if the Judicial Conference should raise the maximum fee limit.   Changes to the established rates may be negotiated only if:  1) there is a substantial change in the requirements of the Statement of Work, or 2) if there is an increase to the wage determination, but only if the Contractor can provide certified payroll documents which verify individuals were being paid at the minimum rates in effect at that time.

8.4
The Contractor may request pre-payment of fees before beginning transcript preparation from any requesting party, except for transcripts ordered by the Court for a Judicial Officer.

8.5
The Contractor must resolve any collection disputes arising between the requesting party and the Contractor. Collection disputes for transcripts ordered on behalf of the United States Government by a Judicial Officer will be resolved by the Contractor and the Contracting Officer.

SECTION FOUR

Instructions, Conditions and Notices to Offerors

1.
Contract Award:   It is the intent of the Court to award a single award, indefinite-delivery indefinite-quantity requirements type of contact under this solicitation, and all offers shall be submitted on this basis.  Alternate offers based on other contract types shall not be considered.

2.
Inquiries: 

2.1
Please review the complete solicitation document; should you have any questions regarding this solicitation, please submit then electronically, no later than May 18, 2009 to: Diane_Harnisch@azb.uscourts.gov - telephone questions shall not be accepted.
2.2
Responses to applicable questions shall be provided to all potential offerors.  Clarification responses do not require a written modification to the solicitation; any substance changes to the solicitation shall be done through a solicitation amendment.  
2.3
It is the responsibility of each Offeror to examine the entire solicitation, seek clarification in writing (inquiries), and examine its' offer for accuracy before submitting the offer.  Lack of care in preparing the offer shall not be grounds for modifying nor withdrawing the offer after the offer due date and time, nor shall it give rise to any Contract claim.

3.
Quotation Submittal:
3.1
An Offer shall be submitted either on the forms provided in this Solicitation or their substantial equivalent. Any substitute document for the forms provided in this Solicitation must be legible and contain the same information requested on the forms, unless the solicitation indicates otherwise. 

3.2
The Offer should be typed or in ink. Erasures, interlineations or other modifications in the Offer shall be initialed in ink by the person signing the Offer. Modifications shall not be permitted after Offers have been opened except as otherwise provided under applicable law.

3.3
Failure to complete all documents and submit all information as required, may result in a quote being determined to be technically unacceptable, and shall not be considered further for a contract award.

3.4
The Offeror may submit their quote as an electronic transmission as either an attachment to an email or as a telefax; or as a hard copy either hand-delivered or through other carrier means (USPS, etc.).   Regardless of the method of submittal, all quotes must be received, complete, by the stated due date and time; late quotes shall not be accepted.

E-Mail:


Diane_Harnisch@azb.uscourts.gov
Telefax:


602-682-4137
Delivery:


U.S. Bankruptcy Court, District of Arizona




230 North First Avenue, Suite 101




Phoenix, Arizona 85003-1727




Attn: Diane E. Harnisch




RFP:  AZB09-04

3.5
If sent as an attachment to an email - the date and time of receipt shall be as that recorded in 
the Contracting Officer's inbox.

3.6.
If sent as a telefax - the date and time of receipt shall be as that recorded in the Contracting Officer's inbox.

3.7
If hand-delivered - the date and time as recorded by Court Staff located in Suite 101. It is highly recommended to get a receipt.

3.8
If sent via carrier - the incoming date and time as stamped by Court Staff located in Suite 101.   If the US Postal Service, UPS, FedEx or any other carrier delivers a quotation past the due date and time, the quotation will be deemed late, regardless of when the offeror transferred the quotation to the carrier.

4.
Required Documents/Information:
4.1
Each quotation should include at least the following completed documents or information:


4.1.1
Offeror Questionnaire

4.1.2
Professional Services References

4.1.3
Copies of Transcripts
4.1.3
Offeror Information
4.1.4
Personnel Information
4.1.5
Pricing Sheets
5.
Evaluation Criteria:
5.1
Contract award will be made to the responsible Offeror whose quote conforms to the solicitation, and is determined to be technically acceptable, lowest priced.   If offers are equal in terms of technical acceptability and price, experience will be used as the determining factor for award.

5.2
Each quote should contain the Offeror's best terms from a technical and price standpoint.  

5.3
Each quote submitted in response to this solicitation shall be evaluated based on the following evaluation criteria; only those quotes found technically acceptable and price reasonableness, will be considered for award.  The Court reserves the right to seek clarifications or corrections prior to determining a quote technically acceptable or unacceptable:

Technically Acceptable:

*
Compliance with Solicitation Requirements
*
Experience/Performance/Expertise
*
Expertise of Personnel

Lowest Cost
6.
Technically Acceptability Evaluation:  To be considered technically acceptable, the quote 
shall be evaluated for the following:

6.1
Compliance with Solicitation Requirements:   Quotations shall be evaluated on the compliance with solicitation requirements by the completion and submittal of all required documents and information, as identified in paragraph 4, above.
6.2
Experience/Performance/Expertise:   Each Offeror’s overall experience, past performance and expertise will be evaluated as part of the overall evaluation; the government reserves the right to also consider information obtained from other sources.  Offerors should provide the following information as part of their quote:

6.2.1
Questionnaire:  The Offeror should complete and submit Attachment One, "Offeror Questionnaire", available in Section Five.

6.2.2
Professional References:  
*
The Offeror should submittal of a minimum of three (3) separate professional services references which would demonstrate the Offeror possesses an understanding and the experience in provided the required service.
*
At least one (1) reference should include a local, state or federal court.

*
For those without a record of relevant past performance or for whom information on past performance is not available, the offeror will receive a "neutral" or lower rating.  

*
As these references may be checked, ensure all information is current, accurate and permission to be used is obtained from each reference.  The use of Attachment Two, "Professional Services References" available in Section Five, "List of Attachments", is provided for the Offeror's use.

6.2.3
Sample Transcripts:  The Offeror should submit a copy of the most recent transcript for each professional services reference; 1 reference, one transcript.  

6.2.4
Offeror Information:  The Offeror should complete and submit Attachment Three, "Offeror Information", available in Section Five.
6.4
Expertise of Personnel:   
6.4.1
As the expertise and number of available personnel for each Offeror will be evaluated, the Offeror should complete and submit Attachment Four, "Personnel Information", available in Section Five, "List of Attachments". 
6.4.2
Copies of certifications are not required as part of an Offeror's quote; however, they should be available for review upon request.

7.
Cost Evaluation - Lowest Cost:

7.1
Offers should complete and submit Attachment Five, "Transcript Rates", available in Section Five, "List of Attachments".

7.2
Offers that exceed the maximum transcript rates prescribed by the Judiciary Conference of the United States, identified in Section Six, "List of Attachments", will be rejected and not considered for award.  

SECTION FIVE

Attachment One

Offeror Questionnaire

Offeror should complete the following questionnaire and submit with quote; this page may be reproduced as necessary.

1.
How long have you been proving transcription services?

2.
Describe your experience in performing transcription services for a local, state or federal court.

3.
This contract includes unacceptable performance standards; discuss your quality control policy for maintaining acceptable performance standards, accuracy, and completeness of transcripts.
4.
Do you have the ability to read TR log notes, use free FTR Player software and open .PDF formatted documents?

5.
Which method for accepting transcript requests do you propose:


5.1
set up an FTP site in order to receive an upload from the clerk's office; or


5.2
subscribe (at own expense) to FPR's "The Record Online" website

6.
(Optional) Provide any additional information you wish, which would substantiate your experience and/or expertise in performing the services as required in this solicitation.
SECTION FIVE

Attachment Two
1.
Professional Services References:

1.1
Offerors are to submit a minimum of three (3) separate professional services references; each reference should include at least the following information; if your organization is new, provide any related experience which indicates prior transcription experience and expertise.  As references may be checked, please ensure all information is correct, accurate and permission to be used as a reference has been obtained in advance:

1.2
This page may be reproduced as necessary.

1.3
Include a copy of the most recent transcript completed for this reference.
1.
Name, address and telephone number of contracting agency or company:

2.
Name, telephone number and email address of person with the agency or company, who can be contacted to discuss contract requirements, performance, etc.:

3.
Type of transcription services provided:

4.
Start and end dates of contract to provide transcription services:

5.
Provide a brief written narrative of the specific services performed:

6.
Did/does this contract include acceptable/unacceptable performance standards?

7.
The total average number of transcripts produced over a 30-day period (identifying by category is not required):
SECTION FIVE
Attachment Three
1.
Offeror Information:

1.1
Offerors should complete the following and submit with their quote:

Offeror's Name:
_______________________________________________________________

Order Address:
_______________________________________________________________




_______________________________________________________________

Remittance Address:
_______________________________________________________________




_______________________________________________________________

Telephone:

___________________________________

Telfax:


___________________________________

Contact Name:  (Person who can answer questions concerning your quote):


Name:  __________________________
Telephone:
____________________


Email Address:  ___________________


Organization Tax ID: ______________
DUNS: __________________________

Name and Title of Person Authorized to Sign Quote:  
 ______________________________________________

             (Printed or Typed Name and Title of Signator)

Signature of Person Authorized to Sign Quote: 
____________________________________________
This signature shall signify the Offeror’s intent to be bound by the Offer and the terms of the Solicitation and that the information provided is true, accurate and complete.  Failure to submit verifiable evidence of an intent to be bound, such as an original signature, may result in rejection of the Offer.

SECTION FIVE

Attachment Four
1.
Personnel Information:

1.1
Offerors should complete and submit, as part of their quote, the following information:

1.
Over the past 12-months, what has been your average number of available transcribers:
2.
What is the number of transcribers you have on staff as of May 7, 2009:

3.
Of the number of transcribers identified in question 2, above, how many:


______

are certified by the AAERT (American Association of Electronic Recorders and 

Transcribers) as a certified Electronic Court Transcriber (CET) 

______ 
are certified by the National Court Reporters Association as a Registered 


Professional Reporter (RRP)


______ 
possess State professional test-based credentials 
4.
Over the past 12-months, what has been your personnel turn-over rate?
SECTION SEVEN

Attachment Five
1.
Transcript Rates:

1.1
Offerors to complete the following and return with their quote package.

1.2
The rates below shall be all-inclusive (reference Section Three, "Special Requirements", paragraph 8.1).

INITIAL CONTRACT PERIOD JUNE 15, 2009 TO JUNE 14, 2010

	
	Original
	First Copy

To Each Party
	Each Additional

Copy to the Same Party

	Ordinary Transcript (30 day)

A transcript to be delivered within thirty

(30) calendar days after receipt of an order
	$__________

not to exceed

$ 3.65/page
	$__________

not to exceed

$ 0.90/page
	$__________

not to exceed

$ 0.60/page

	14-Day Transcript

A transcript to be delivered within fourteen (14)

calendar days after receipt of an order
	$__________

not to exceed

$ 4.25/page
	$__________

not to exceed

$ 0.90/page
	$__________

not to exceed

$ 0.60/page

	Expedited Transcript (7 day)

A transcript to be delivered within seven (7)

calendar days after receipt of an order
	$__________

not to exceed

$ 4.85/page
	$__________

not to exceed

$ 0.90/page
	$__________

not to exceed

$ 0.60/page

	Daily Transcript

A transcript to be delivered following adjournment 

and prior to the normal opening hour of the Court

on the following morning whether or not it actually

is a court day
	$__________

not to exceed

$ 6.05/page
	$__________

not to exceed

$ 1.20/page
	$__________

not to exceed

$ 0.90/page

	Hourly Transcript

A transcript of proceedings ordered under unusual

circumstances to be delivered within two (2) hours
	$__________

not to exceed

$ 7.25/page
	$__________

not to exceed

$ 1.20/page
	$__________

not to exceed

$ 0.90/page

	Realtime Transcript

A draft unedited transcript produced by a certified

realtime reporter as a byproduct of realtime to be

delivered electronically during proceedings or

immediately following adjournment
	$__________

not to exceed

$ 3.05/page
	$__________

not to exceed

$ 1.20/page
	


OPTION TO EXTEND FOR UP-TO ADDITIONAL 12 MONTHS:

	
	Original
	First Copy

To Each Party
	Each Additional

Copy to the Same Party

	Ordinary Transcript (30 day)

A transcript to be delivered within thirty

(30) calendar days after receipt of an order
	$__________

not to exceed

$ 3.65/page
	$__________

not to exceed

$ 0.90/page
	$__________

not to exceed

$ 0.60/page

	14-Day Transcript

A transcript to be delivered within fourteen (14)

calendar days after receipt of an order
	$__________

not to exceed

$ 4.25/page
	$__________

not to exceed

$ 0.90/page
	$__________

not to exceed

$ 0.60/page

	Expedited Transcript (7 day)

A transcript to be delivered within seven (7)

calendar days after receipt of an order
	$__________

not to exceed

$ 4.85/page
	$__________

not to exceed

$ 0.90/page
	$__________

not to exceed

$ 0.60/page

	Daily Transcript

A transcript to be delivered following adjournment 

and prior to the normal opening hour of the Court

on the following morning whether or not it actually

is a court day
	$__________

not to exceed

$ 6.05/page
	$__________

not to exceed

$ 1.20/page
	$__________

not to exceed

$ 0.90/page

	Hourly Transcript

A transcript of proceedings ordered under unusual

circumstances to be delivered within two (2) hours
	$__________

not to exceed

$ 7.25/page
	$__________

not to exceed

$ 1.20/page
	$__________

not to exceed

$ 0.90/page

	Realtime Transcript

A draft unedited transcript produced by a certified

realtime reporter as a byproduct of realtime to be

delivered electronically during proceedings or

immediately following adjournment
	$__________

not to exceed

$ 3.05/page
	$__________

not to exceed

$ 1.20/page
	


SECTION SEVEN

Attachment Six
Maximum Transcript Rates - All Parties - Per Page:  The Judicial Conference of the United States, pursuant to 28 U.S.C. § 753(f) authorized district courts and their units, to prescribe fees which may be charged and collected for transcripts requested by the parties, including the United States, at the following maximum prescribed rates. Any offer provided to perform transcription services that exceed the maximum rates will not be accepted.

	
	Original
	First Copy

To Each Party
	Each Additional

Copy to the Same Party

	Ordinary Transcript (30 day)

A transcript to be delivered within thirty

(30) calendar days after receipt of an order
	$ 3.65
	$ 0.90
	$ 0.60

	14-Day Transcript

A transcript to be delivered within fourteen (14)

calendar days after receipt of an order
	$ 4.25
	$ 0.90
	$ 0.60

	Expedited Transcript (7 day)

A transcript to be delivered within seven (7)

calendar days after receipt of an order
	$ 4.85
	$ 0.90
	$ 0.60

	Daily Transcript

A transcript to be delivered following adjournment 

and prior to the normal opening hour of the Court

on the following morning whether or not it actually

is a court day
	$ 6.05
	$ 1.20
	$ 0.90

	Hourly Transcript

A transcript of proceedings ordered under unusual

circumstances to be delivered within two (2) hours
	$ 7.25
	$ 1.20
	$ 0.90

	Realtime Transcript

A draft unedited transcript produced by a certified

realtime reporter as a byproduct of realtime to be

delivered electronically during proceedings or

immediately following adjournment
	$ 3.05
	$ 1.20
	


SECTION SIX

Contract Clauses

1.
JP3 Clause B-5, Clauses Incorporated by Reference (OCT 2006)

This procurement incorporates one or more clauses by reference, with the same force and effect as if they were given in full text. Upon request, the contracting officer will make their full text available. Also, the full text of a clause may be accessed electronically at this address:


http://www.uscourts.gov/procurement/clauses.htm

2.
The following clauses are included by reference:


1-10 
Gratuities or Gifts (JAN 2003)

2-5B 
Inspection of Services (AUG 2004)

2-20C 
Warranty of Services (JAN 2003)

2-25A 
Delivery Terms and Contractor’s Responsibilities (JAN 2003)


3-75 
Limited Criminal Background Suitability Check (JAN 2003)

3-160 
Service Contract Act of 1965, as Amended (JAN 2003)

3-175 
Fair Labor Standards Act and Service Contract Act (JAN 2003)

4-25 
Indefinite Quantity  (JAN 2003)

7-30
Public Use of the Name of the Federal Judiciary (JAN 2003)

7-130 
Interest (Prompt Payment)  (JAN 2003)

7-220 
Termination for Convenience of the Judiciary (Fixed-Price) (JAN 2003)

7-230 
Termination for Default - Fixed-Price Products and Services (JAN 2003)

7-235 
Disputes (JAN 2003)

3.
JP3 Clause 4-10, Order Limitations (JAN 2003):

(a)
Minimum order:  When the judiciary requires products or services covered by this contract in an amount less than one page, the judiciary is not obliged to purchase, nor is the Contractor obligated to furnish, those products or services under this contract.

(b)
Maximum order:  The Contractor is not obligated to honor:

*
any order for a single item in excess of 500 pages per day

*
any order for a combination of items in excess of 2500 pages; or

*
a series of orders from the same ordering office in the course of five business days that together call for quantities exceeding the limitations stated in subparagraph (b)(1) or (b)(2) above.
(c)
If this is a requirements contract, (i.e. includes the "Requirements" clause JP3 Clause 4-20) the judiciary is not required to order a part of any one requirement from the Contractor if that requirement exceeds the maximum-order limitations stated in paragraph (b), above.

(d)
Notwithstanding paragraphs (b) and (c) of this section, the Contractor shall honor any order exceeding the maximum order limitations in paragraph (b), unless that order (or orders) is returned to the ordering office according to the table below, with written notice stating the Contractor’s intent not to ship the item (or items) called for and the reasons.  Upon receiving this notice, the judiciary may acquire the products or services from another source.

4.
JP3 Clause 7-120, Availability of Funds for the Next Fiscal Year (JAN 2003):


In accordance with the Judiciary’s fiscal cycle, funds for payment of transcripts ordered by a  Judicial Officer may not be readily available for performance under this contract beginning October 1 of any year. The judiciary’s obligation for performance of this contract is contingent upon the availability of appropriated funds from which payment for contract purposes can be made. Payments will be made immediately upon notification of funding availability.  This funding restriction applies ONLY to transcript requests ordered by the Court. There is no funding limitations for non-government requestors.

H.3. Confidentiality and Classified Data - AOUSC 2003

(a)
The Government and Contractor agree that neither expects the performance under this contract to involve reporting or handling of classified information or materials. Either party shall notify the other promptly in writing if the expectation of that party changes, and shall include in the notice reasons therefore. If there are sealed records, the Contractor shall consult with the Contracting Officer as to the proper safeguarding, security, and secrecy of the original notes and transcript orders.

(b)
The Contracting Officer will advise the Contractor whenever the Government places a transcript order for a proceeding which will require the transcription of classified information or materials.

(c)
The Contractor shall hold inviolate and in strictest confidence any and all information of an official nature not for inclusion in the transcript, any information which the Presiding Judicial Official designates as “off the record” and all classified information and material.

(d)
The Contractor shall classify, safeguard, and otherwise act with respect to all classified information and material in accordance with applicable law and requirements of the Contracting Officer. The Contractor shall not permit any individual to have or gain access to the classified information or material without written permission of the Contracting Officer, except as access may be necessary for authorized employees of the Contractor to perform transcription services under this contract.

(e)
Notwithstanding any other provision of this contract, the Contractor may deliver transcript containing classified material or information only to the Government. The Contractor shall never sell or deliver such transcript to a private person without the express written permission of the Contracting Officer. Notwithstanding any other provision of this contract, the Contractor shall never keep a copy of a transcript containing classified material or information after the delivery of the original transcript to the Contracting Officer.

END OF REQUEST FOR QUOTE
AZB-09-04
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