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UNITED STATES DISTRICT COURT 
Northern District of California 

CLERK’S OFFICE ADMINISTRATION DEPARTMENT 
 
ANITA M. BOCK 
Chief Deputy of Administration 
                 415.522.2000 

July 8, 2011 

Request for Quote 

To: All Interested Vendors  

From: Helene McVanner, Facilities and Procurement Administrator 
 
 
 
The United States District Court is seeking open-market pricing for the current fiscal year 2011 for 
mailing juror questionnaires. 
 
It is anticipated that approximately 120,000 questionnaires will need to be sent out in August 2011.  There 
will be one large mailing. It is not guaranteed that the total will be 120,000, it might be more or it might 
be less.  Billing would need to be adjusted accordingly.   
 
The vendor will need to fold and insert a questionnaire (8-1/2" x 11") and an “eJuror” information sheet 
(8-1/2” x 11”) into a regular #10 windowed envelope with a business reply envelope.   The questionnaires 
will be picked up by the vendor from the District Court. The questionnaires will be addressed and in zip 
code order.  The vendor will send the questionnaires using the Court’s G-18 permit for presorted first 
class mail. 
 
Requirements and Materials: 
 
1.  Work will take place at the vendor’s place of business. 
 
2.   The vendor will supply and print the majority of the #10 windowed envelopes. Vendor will need to 
print our return address on the envelopes as well as the G-18 permit.  We have 22,500 left over from a 
previous jury mailing and would like to use those up so vendor will need to provide the remaining 
balance.   
 
The 22,500 envelopes will need to be picked up from 450 Golden Gate Avenue, 16th floor, San Francisco.  
If vendor is going to charge for the pickup please be sure to include it in the quote. 
 
3.   Business Reply Envelopes: 
 

The business reply envelopes will need to be supplied/printed by the vendor.  The quantity needs 
to total 120,000.  We have 23,000 left from a previous job that we would like to use on this job.  
Vendor would need to supply the remaining balance to make the 120,000. 

 
All BREs need to be a singled colored envelope – grey envelope with black print.    
 

The 23,000 BREs will need to be picked up from 450 Golden Gate Avenue, 16th floor, San Francisco.  If 
vendor is going to charge for the pickup please be sure to include it in the quote. 
 
4.  Questionnaires will be picked up by the vendor at 450 Golden Gate Avenue, 16th Fl, San Francisco.  
The turnaround time must be within 72 hours unless a prior arrangement was made with David Weir, the 
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Courtroom Services Supervisor.  The questionnaire is a single 8-1/2" x 11" page.  If vendor is going to 
charge for the pickup please be sure to include it in the quote. 
 
The court provided questionnaires will be pre-addressed and in zip code order + 4. 
 
5.  The court will provide the vendor with a file so that the vendor will print/copy the 120,000 “eJuror” 
information sheets. 
 
6.  Vendor will fold and insert the questionnaire and the “eJuror” information sheet into a #10 windowed 
envelope along with a business reply envelope.   
 
7.  If there are additional presort requirements other than zip code order, the vendor will need handle that 
aspect. 
 
8.  The mail will need to be delivered to the Post Office along with a copy of the PS Form 3615 that we 
will provide for each mailing.  Once the form has been filled out by the Post Office, the vendor will need 
to return the original to Mildred Barrientos at U.S. District Court, 450 Golden Gate Ave, Rm. 16-1120, 
San Francisco, CA 94102 or via email at Mildred_Barrientos@cand.uscourts.gov 
 
Note:  The mailing list will have already been passed through the NCOA. 
 
Quotes will only be accepted if: 
 

• the envelopes are priced as a separate line items;  
• print/copy of the 120,000 “e-Juror” information sheet as a separate line item; 
• a per piece labor charge for the mailing is listed as a separate line item;  
• if there is a pickup charge per pick-up as a separate line item; and 
• postage is not quoted – it is our Administrative Office that will pay. 

 
We are tax exempt as we are the federal government. 
 
If there are any set-up charges or other miscellaneous fees please makes sure that they are included they 
are included in the line-item estimate.   
   
Payment Terms: 
   
After the mailing is completed, the vendor shall invoice the court for the man-hours and any other 
necessary materials agreed upon. The court will process payment upon receipt of the invoice.  The Post 
Office will directly bill the Administrative Office of the US Courts for the postage. 
 
Quotes should be returned to Helene McVanner via e-mail at Helene_McVanner@cand.uscourts.gov  by 
1:00 p.m. on July 15, 2011. 
 
Attachments: 
Required Provisions and Clauses 
Wage Determination for the County of San Francisco 
Provision 3-5 Tax Payer Identification 






























