
Request for Quotation

RFQ number:    

Quotes due no later than: 

Provide quotes to:  

202  Off-site Transcription Contract      

Ju  , 202  at 4:00 pm PST 

Sandy Nunes at sandy_nunes@cand.uscourts.gov 

The U.S. District Court, Northern District of California is requesting quotes for the items 
described below. 

Using the quote sheet provided herein, email your quote no later than the date and time specified 
above.  Late quotes will not be considered unless the judiciary determines, at its own discretion, 
that considering the late quote is in the judiciary’s best interest and will not unduly delay the 
procurement. 

The Court is soliciting proposal for off-site transcription services for the public as well for the 
Court of digitally recorded court proceedings. The Court has four locations: San Francisco, 
Oakland, San Jose and McKinleyville. Transcripts of proceeding conducted at any of these 
locations may be requested from time to time from judges, parties in proceedings or the public.  
The Contractor shall provide all labor, supplies and equipment necessary to provide transcripts of 
proceedings in accordance with 28 USC Section 753, the policies of the Judicial Conference of 
the United States, the terms of their solicitation. The Contractor shall be responsible for 
obtaining all necessary licenses, permits and fees and conformances with all laws, regulations, 
and ordinances applicable to performance under this solicitation. The Court will select one 
contractor to handle all off-site transcription services of digitally recorded court proceedings. 
Being selected as the Contractor does not guarantee that the contractor will receive orders for a 
particular volume or aggregate dollar amount. The Court estimates a yearly dollar amount of 
approximately $85,000.00. All requirements contained in the statement of work shall be met. 

The U.S. District Court, Northern District of California intends to make an award based on the 
lowest priced, technically acceptable quote.  All items should be quoted as a fixed price.  
Payment terms will be considered Net 30 unless more favorable terms are offered.   

The period of performance August 1, 202  to July 31, 202 . The place of performance will be 
off-site at vendor’s location. 

Sincerely, 

Sandy Nunes 
Contracting Officer 



Quote Sheet for RFQ # 202  Off-site Transcription Contract 

Instructions for Quoter:
Provide the information requested here and below at Provision 3-5 and Clause 7-10: 

Company name:
DUNS number or UEI:
Discount terms, if other than Net 30: 

Instructions for Quoter: 
Fill in the unit price each items. Additional requirements are contained in the Statement of Work
inside the packet. All requirements shall be met. 

Item Description Unit of 
Issue 

Unit Price
($)

1 Ordinary Transcript Page 
2 14-Day Transcript Page 
3 Expediated (7-day) Transcript Page 
4 3-Day Transcript Page 
5 Daily Transcript Page 
6 Hourly Transcript Page 

TERMS AND CONDITIONS 

In addition to the terms and conditions in the base contract, to the extent that contract allows, the 
following judiciary terms and conditions are also incorporated into the this request and will be 
included in the resulting order. 



SOLICITATION PROVISIONS

Provision 3-5, Taxpayer Identification and Other Offeror Information (APR 2011) 
(a) Definitions.  "Taxpayer Identification (TIN)," as used in this provision, means the number
required by the Internal Revenue Service (IRS) to be used by the offeror in reporting income tax
and other returns. The TIN may be either a social security number or an employer identification
number.

(b) All offerors shall submit the information required in paragraphs (d) and (e) of this provision
to comply with debt collection requirements of 31 U.S.C. §§ 7701(c) and 3325(d), reporting
requirements of 26 U.S.C. §§ 6041, 6041A, and implementing regulations issued by the IRS. If
the resulting contract is subject to the payment reporting requirements, the failure or refusal by
the offeror to furnish the information may result in a 31 percent reduction of payments otherwise
due under the contract.

(c) The TIN may be used by the government to collect and report on any delinquent amounts
arising out of the offeror's relationship with the government (31 U.S.C. § 7701(c)(3)). If the
resulting contract is subject to payment recording requirements, the TIN provided hereunder may
be matched with IRS records to verify the accuracy of the offeror's TIN.

(d) Taxpayer Identification Number (TIN): ______________________________
[  ]  TIN has been applied for. 
[  ]  TIN is not required, because: 

[  ]  Offeror is a nonresident alien, foreign corporation or foreign partnership that 
does not have income effectively connected with the conduct of a trade or 
business in the United States and does not have an office or place of business or a 
fiscal paying agent in the United States; 
[  ]  Offeror is an agency or instrumentality of a foreign government; 
[  ]  Offeror is an agency or instrumentality of the federal government. 

(e) Type of Organization:
[  ]  sole proprietorship; 
[  ]  partnership; 
[  ]  corporate entity (not tax-exempt);
[  ]  corporate entity (tax-exempt);
[  ]  government entity (federal, state or local); 
[  ]  foreign government;  
[  ]  international organization per 26 CFR 1.6049-4; 
[  ]  other 

(f) Contractor representations. The offeror represents as part of its offer that it is [___], is not
[___] 51% owned and the management and daily operations are controlled by one or more
members of the selected socio-economic group(s) below:

[  ]  Women Owned Business 
[  ]  Minority Owned Business (if selected then one sub-type is required) 

[  ]  Black American Owned 



[  ]  Hispanic American Owned
[  ]  Native American Owned (American Indians, Eskimos, Aleuts, or Native 
Hawaiians)
[  ]  Asian-Pacific American Owned (persons with origins from Burma, Thailand, 
Malaysia, Indonesia, Singapore, Brunei, Japan, China, Taiwan, Laos, Cambodia 
(Kampuchea), Vietnam, Korea, The Philippines, U.S. Trust Territory of the 
Pacific Islands (Republic of Palau), Republic of the Marshall Islands, Federated 
States of Micronesia, the Commonwealth of the Northern Mariana Islands, Guam, 
Samoa, Macao, Hong Kong, Fiji, Tonga, Kiribati, Tuvalu, or Nauru) 
[  ]  Subcontinent Asian (Asian-Indian) American Owned (persons with origins 
from India, Pakistan, Bangladesh, Sri Lanka, Bhutan, the Maldives Islands, or 
Nepal) 
[  ]  Individual/concern, other than one of the preceding. 

(end) 

Provision B-1, Solicitation Provisions Incorporated by Reference (SEP 2010) 
This solicitation incorporates one or more solicitation provisions 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. The offeror is cautioned that the listed provisions may include blocks 
that must be completed by the offeror and submitted with its quotation or offer. In lieu of 
submitting the full text of those provisions, the offeror may identify the provision by paragraph 
identifier and provide the appropriate information with its quotation or offer. Also, the full text 
of a solicitation provision may be accessed electronically at this address: 
http://www.uscourts.gov/procurement.aspx. 

(end) 

The following provisions marked with an ‘X’ are incorporated by reference: 

X 2-15 Warranty Information (JAN 2003)
X 2-70 Site Visit (JAN 2003)
X 2-85A Evaluation Inclusive of Options (JAN 2003)
X 2-85B Evaluation Inclusive of Options (JAN 2003) 
X 2-85C Evaluation of Options Exercised at Time of Contract Award (JAN 2003)
X 3-185 Evaluation of Compensation for Professional Employees (JAN 2003) 
X 4-155 Alternate Awards (JUN 2014) 
X 4-165 Price Proposal Instruction – Multi-Year Contract (JUN 2014) 

CONTRACT CLAUSES 
Applicable to both the solicitation and contract 

Clause 7-10, Contractor Representative (JAN 2003) 
(a) The contractor's representative to be contacted for all contract administration matters is as
follows (contractor complete the information):



Name: 
Address: 
Telephone: 
E-mail:
Fax:

(b) The contractor's representative shall act as the central point of contact with the judiciary, shall
be responsible for all contract administration issues relative to this contract, and shall have full
authority to act for and legally bind the contractor on all such issues.

(end) 
2-20C, Warranty of Services (JAN 2003)
Warranty of Services (JAN 2003)
(a) Definition. "Acceptance," as used in this clause, means the act of an authorized representative
of the judiciary by which the judiciary assumes for itself, or as an agent of another, approves
specific services, as partial or complete performance of the contract.
(b) Notwithstanding inspection and acceptance by the judiciary or any provision concerning the
conclusiveness thereof, the contractor warrants that all services performed under this contract
will, at the time of acceptance, be free from defects in workmanship and conform to the
requirements of this contract. The contracting officer will give written notice of any defect or
nonconformance to the contractor [contracting officer will insert the specific period of time in
which notice will be given to the contractor; e.g., "within 30 days from the date of acceptance by
the judiciary"; within 1000 hours of use by the judiciary;" or other specified event whose
occurrence will terminate the period of notice, or combination of any applicable events or period
of time]. This notice will state either
(1) that the contractor shall correct or re-perform any defective or nonconforming services; or
(2) that the judiciary does not require correction or re-performance.
(c) If the contractor is required to correct or re-perform, it shall be at no cost to the judiciary, and
any services corrected or re-performed by the contractor shall be subject to this clause to the
same extent as work initially performed. If the contractor fails or refuses to correct or re-perform,
the contracting officer may, by contract or otherwise, correct or replace with similar services and
charge to the contractor the cost occasioned to the judiciary thereby, or make an equitable
adjustment in the contract price.
(d) If the judiciary does not require correction or re-performance, the contracting officer will
make an equitable adjustment in the contract price.

2-40A, Variation in Quantity (JAN 2003)
Variation in Quantity (JAN 2003)
(a) A variation in the quantity of any item called for by this contract will not be accepted unless
the variation has been caused by conditions of loading, shipping, or packing, or allowances in
manufacturing processes, and then only to the extent, if any, specified in paragraph (b) of this
clause.



(a) Individuals identified below as key personnel and accepted for this contract are expected to
remain dedicated to this contract. However, in the event that it becomes necessary for the
contractor to replace any of the individuals designated as key personnel, the contractor shall
request such substitutions in accordance with this clause. Substitution of key personnel will be
considered under the following circumstances only:

(1) All substitutes shall have qualifications at least equal to those of the person being replaced.
(2) All appointments of key personnel shall be approved in writing by the contracting officer,
and no substitutions of such personnel shall be made without the advance written approval of the
contracting officer.
(3) Except as provided in paragraph (4) of this clause, at least 30 days (60 days if security
clearance is required) in advance of the proposed substitution, all proposed substitutions of key
personnel shall be submitted in writing to the contracting officer, including the information
required in paragraph (5) of this provision.
(4) The following identifies the requirements for situations where individuals proposed as key
personnel become unavailable because of sudden illness, death or termination of employment.
The contractor shall within 5 work days after the event, notify the contracting officer in writing
of such unavailability. If the event happens after award, the contracting officer will determine if
there is an immediate need for a temporary substitute and a continuing requirement for a
permanent substitute for the key personnel position. The contracting officer will promptly inform
the contractor of this determination. If the contracting officer specifies that a temporary
substitute is required, the contractor shall as soon as is practical identify who will be performing
the work as a temporary substitute. The temporary substitute will then start performance on a
date mutually acceptable to the contracting officer and the contractor. Within 15 work days
following the event, if the contracting officer specifies that a permanent substitute is required, the
contractor shall submit, in writing, for the contracting officer’s approval, the information
required in (5) and (6) below, for a proposed permanent substitute for the unavailable individual.
The approval process will be the same as (7) below.
(5) Request for substitution of key personnel shall provide a detailed explanation of the
circumstances necessitating substitution, a resume of the proposed substitute, and any other
information requested by the contracting officer to make a determination as to the
appropriateness of the proposed substitute's qualifications. All resumes shall be signed by the
proposed substitute and his/her formal (per company accepted organizational chart) direct
supervisor or higher authority.
(6) As a minimum (or as otherwise specified in the solicitation), resumes shall include the
following:
(a) name of person;
(b) functional responsibility;
(c) education (including, in reverse chronological order, colleges and/or technical schools
attended (with dates), degree(s)rtification(s) received, major field(s) of study, and approximate
number of total class hours);
(d) citizenship status;
(e) experience including, in reverse chronological order for up to ten years, area(s) or work in
which a person is qualified, company and title of position, approximate starting and ending dates
(month/year), concise descriptions of experience for each position held including specific
experience related to the requirements of this contract; and
(f) certification that the information contained in the resume is correct and accurate (signature of



key person and date signed, and signature of the supervisor or higher authority and date signed 
will be accepted as certification). 
(7) The contracting officer will promptly notify the contractor in writing of his/her approval or
disapproval of all requests for substitution of key personnel. All disapprovals will require re-
submission of another proposed substitution within 15 days by the contractor.
The following individuals are designated as key personnel under this contract:
______________________________________________________________________
______________________________________________________________________
______________________________________________________________________

2-75, Liquidated Damages (JAN 2003)
Liquidated Damages (JAN 2003)

If the contractor fails to complete delivery of the products, or performance of the services
within the time specified in this contract, or any extension, the contractor shall, in place of actual
damages, pay to the judiciary for liquidated damages as agreed for each calendar day of delay.

Alternatively, if completion of delivery or performance is delayed beyond the contract dates,
the judiciary may, at its sole discretion, terminate this contract in whole or in part under the
Termination for Default clause, and the contractor shall be liable for the agreed liquidated
damages accruing until the time the judiciary may reasonably obtain delivery or performance of
similar products or services. The liquidated damages will be in addition to excess costs of re-
procurement.

The contractor will not be charged with liquidated damages when the delay in completion of
delivery or performance arises out of causes beyond the control and without the fault or
negligence of the contractor.

3-200, Service Contract Labor Standards – Place of Performance Unknown (MAR 2019)
Service Contract Act - Place of Performance Unknown (JAN 2003)

This contract is subject to the Service Contract Act, and the place of performance was
unknown when the solicitation was issued. In addition to places or areas identified in wage
determinations, if any, attached to the solicitation, wage determinations have also been requested
for the following: . The contracting officer will request wage determinations for
additional places or areas of performance if asked to do so in writing by .

Offerors who intend to perform in a place or area of performance for which a wage
determination has not been attached or requested may nevertheless submit offers. However, a
wage determination will be requested and incorporated in the resultant contract retroactive to the
date of contract award, and there will be no adjustment in the contract price.

4-160, Cancellation Ceilings (JUN 2014)
4-170, Limitation of Judiciary’s Obligation (JUN 2014)
6-1, Performance Bond Requirements (APR 2011)
6-1 Alt I, Performance Bond Requirements (APR 2011)
6-5, Fidelity Bond Requirements (APR 2013)
6-35, Errors and Omissions (APR 2013)
6-60 Alt I, Rights in Data – General (JUN 2012)



6-60 Alt II, Rights in Data – General (JUN 2012)
7-50, Parking (APR 2013)
7-120, Availability of Funds for the Next Fiscal Year (JAN 2003)

Clause B-5, Clauses Incorporated by Reference (SEP 2010) 
This contract 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.aspx. 

(end) 

The following clauses marked with an ‘X’ are incorporated by reference: 

X 2-5B Inspection of Services (APR 2013)
X 2-20A Incorporation of Warranty (JAN 2003)
X 2-40B Delivery of Excess Quantities (JAN 2003)
X 2-50 Continuity of Services (JAN 2003) 
X 2-55 Privacy or Security of Safeguards (JAN 2003) 
X 2-80 Judiciary Property (JAN 2003)
X 2-90C Option to Extend Services (APR 2013) 
X 2-90D Option to Extend the Term of the Contract (APR 2013) 
X 2-110 Option to Purchase Equipment (JAN 2003)
X 2-125 Security for Advance Payment (APR 2013)
X 2-130 Energy Efficiency in Energy-Consuming Products (APR 2013)
X 2-135 Acquisition of EPEAT®-Registered Personal Computer Products (MAR 2019)
X 2-140 Judiciary IT Security Standards (APR 2013) 
X 3-1 Contractor Use of Mandatory Sources of Products or Services (JUN 2012)
X 3-3 Provisions, Clauses, Terms and Conditions - Small Purchases (JUN 2014)
X 4-150 Cancellation Under Multi-Year Contracts (JUN 2014) 
X 5-1 Payments under Personal and Professional Services Contracts (APR 2013) 
X 5-30 Authorization and Consent (JAN 2003)
X 5-30 Alternate I (JAN 2003)
X 6-10 Deposit of Assets Requirements (APR 2013)
X 6-15 Deposit of Assets Instead of Surety Bonds (JAN 2003) 
X 6-65 Rights in Data – Special Works (JAN 2010) 
X 6-75 Rights to Data in an Offer (APR 2013)
X 6-80 Rights in Data – Existing Works (JAN 2010)
X 6-90 Notice and Assistance Regarding Patent and Copyright Infringement (APR 

2010)
X 6-110 Deferred Ordering of Technical Data or Computer Software (JUN 2014)
X 7-1 Contract Administration (JAN 2003) 
X 7-5 Contracting Officer's Representative (APR 2013)
X 7-15 Observance of Regulations/Standards of Conduct (JAN 2003)
X 7-25 Indemnification (AUG 2004)



X 7-45 Travel (APR 2013)
X 7-55 Contractor Use of Judiciary Networks (JUN 2014)
X 7-70 Judiciary Property Furnished "As Is" (APR 2013)
X 7-95 Contractor Inspection Requirements (JAN 2003) 
X 7-115 Availability of Funds (JAN 2003)
X 7-160 Limitation on Withholding of Payments (APR 2013)
X 7-170 Notice of Intent to Disallow Costs (JAN 2003) 
X 7-180 Prohibition of Assignment of Claims (JUN 2012)
X 7-215 Notification of Ownership Changes (JAN 2003) 

Request for Proposal – License for Transcription Services 

Issued August 1, 202  by the United States District Court for the Northern District of California, 
proposals will be received by email to sandy_nunes@cand.uscourts.gov by  at 4:00 
p.m. PST. You must mail a hard copy of original signatures to USDC, 450 Golden Avenue, 
16-1120, Attn: Sandy Nunes, San Francisco, CA 94102. Contract period is August 1, 202
through July 31, 202 . The place of performance will be off-site at vendor’s location.

OFFER 

The offeror agrees to perform the work required at the prices specified herein in strict accordance 
with the terms of this solicitation.  

Name of vendor:  
Names and title of person authorized to signed proposal (if different from vendor name): 
TIN no.:  
DUNS no.:  
Signature:  
Date:  

AWARD 

This revocable, non-exclusive licensing agreement (hereinafter referred to as the “License”), is 
between the United States District Court (the “Court”), located at 450 Golden Gate Avenue, Rm. 
16-1120, San Francisco, CA 94102, as administered by Mark Busby (“Clerk”) and “Vendor.”
This writing including all attachments, constitutes the entire agreement and supersedes any and
all prior communications and/or agreements, oral or written, between the parties, concerning the
subject matter of this License. This License can be amended only by a written instrument
executed by both parties. Contract period is August 1, 202  through July 31, 202 .

FOR THE UNITED STATES OF AMERICA  
Name of Contracting Officer: Helene McVanner 
Signature of Contracting Officer:  
Award Date: 
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The United States District Court for the Northern District of California (“Court”) is soliciting 
for digitally recorded court proceedings. Judges, 

parties, and members of the public may request 
conducted by the Court. The Contractor must supplies, equipment, 

with 28 
U.S.C. § 753, Judicial Conference policy, and the terms of this solicitation. The Contractor 
must also comply with all applicable laws, regulations, and ordinances. 

The Court will award the contract to the lowest-priced technically acceptable Contractor.  
for digitally recorded court 

proceedings requested by the Court or the public. The Court estimates billings by the 
Contractor will be approximately $85,000, but award of the contract does not guarantee 

aggregate dollar amount.   

1. GENERAL 
A. General Requirements 
The Contractor must: 

1)  

2) their own supplies 
to perform the work, including a 
software capable of isolating audio channels, internet access, access to ECF 

inquiries about transcripts. 

3)  



4) Prepare transcripts when requested by a judge, or by any party that has 
according to the timing, 

method, and pricing requirements stated in the transcript order.

5)
 

6) When a party requests redaction of personal information as permitted by 
Guide to Judiciary Policy, Volume 10, Chapter 3, § 330, make the requested 
redactions and upload the redacted transcript to ECF. Uploading a redacted 
transcript does not replace the requirement to upload the original 
unredacted transcript.

7) Accept at least two forms of payment, such as money orders, checks, credit 
.

8) 

9)  

B. Title to Records; Copyright of Transcripts 
1) Transcripts prepared from records of proceedings in this Court (and all 

United States courts) are in the public domain and are not protected by 
copyright. The Contractor must not place any statement or symbol on a 
transcript suggesting that it is copyrighted. Attorneys, parties, and members 
of the public may use, reproduce, and distribute such transcripts without 
restriction and without additional compensation to the Contractor. 

2) 
inspection in the C O
under seal are exempt from inspection. 

2. TRANSCRIPTS 
A.  

Under 28 U.S.C. § 753(b), a an by the Court to 
produce the record is deemed prima facie a correct statement of the testimony and 
proceedings. 

.



B. Transcript Format 
The Contractor must comply with the Judicial Conference transcript format standards set 
out in Guide to Judiciary Policy, Volume 6, Chapter 5, § 520. Per-page transcript rates apply 
only when the transcript complies with the required format.

C. Transcript Orders 
Transcript orders must be submitted in writing or electronic form furnished by the Court. 
Upon a proper request from a party or a written order from the Court, the Contractor must 

-

acting 
 

D. Transcript Delivery Times 

during Court hours, including near the close of business on Fridays.

1) Required: 
a) 30-day transcript (ordinary) .

b)

party.

c) Redacted transcripts, as required by Section 2.E. 

2) When feasible and agreed to by the Contractor and the ordering 
party: 
a) 14-day . 

b) 7-day (expedited) . 

c) 3-day . 

d) Next-day (daily

or holiday. 

e) 2-hour (hourly), ordered only under unusual circumstances and 

payment arrangements. 



E. Redaction of Transcripts 
1) Within 21 calendar days after a transcript is uploaded to ECF, a party may 

request redaction of personal information from the transcript. The requesting 
attorney or pro se party must identify each requested redaction by page and line 
number. The Contractor is not required to independently identify personal 

Without a court order, the Contractor must redact the 
 

a) 
the last four digits. 

b)  

c)  

d) Names of known minor children, using initials only. 

e) In criminal cases, home addresses stated in court, limiting them to city and 
state. 

2) All other requests for transcript redactions must be submitted to the judge by an 
attorney in the case or by a pro se party. The Contractor may redact additional 

 

3) The Contractor must place the notation “REDACTED TRANSCRIPT” on a blank 
line on the title page immediately below the case caption; 
number; 

numbering remains unchanged. 

4) 
 

“I (we) certify that the foregoing is a true and correct copy of the transcript 

 
policy. Redacted characters appear as an ‘x’  

5) a redacted transcript. 
The Contractor may not charge for redaction or for the redacted transcript 
uploaded to ECF. A party may be charged for a copy of a redacted transcript only 

 

F. Transcript Fees 
1) The transcript rates in this solicitation apply to all transcript orders for 

proceedings recorded under this solicitation, including orders from parties, 



members of the public, and such as Federal Public 
Defenders and appellate courts.

2) Regardless of the identity of the ordering party, the Contractor may charge only 
the rates stated in its response to this RFQ, which may be no more than the rates 

. The Contractor may not add surcharges or 
. 

 

3) The Contractor may not charge a rate higher than the rate applicable to the 
-day 

only the 7-day rate. O
payments, termination of the contract, or other legal remedies. 

4) The Contractor may require any party ordering a transcript to prepay the 
estimated fee, except when payment will be made by the United States. The 

5) In multi-

the Contractor on behalf of CJA defendants. Copies of a CJA multi-defendant 
transcript must be pro

6) If the ordering party requests mailing, ordinary postage is considered a normal 
business expense and may not be charged separately. If the party requests 

ordinary postage and the exp  

7) :  

Court

G. Delinquent Transcripts; Reduction of Fees
 turnaround time, the Contractor may 

accepts a 3- 6 days, the ordering party may be charged only the 
7-day rate. 

3. SUBMISSION OF REPORTS OF ACTIVITY 

report for the prior calendar month showing the type and number of transcripts ordered 
and produced, and the fees charged.



4. REQUIRED QUALIFICATIONS 

solicitation:

1)
Transcribers (AAERT), or at least three years of experience transcribing digital 
audio recordings of multi-channel courtroom or other fast-paced legal 
proceedings, primarily without log notes. 

2) At least one year of experience preparing transcripts of hearings held in federal 
court. 

3) Knowledge of and experience using, equipment and software that support 
transcription of digital audio recordings in which multiple speakers may speak at 
the same time. 

4)  

5) Strong attention to detail and demonstrated ability to manage multiple priorities, 
follow detailed policies and procedures, meet strict deadlines, and maintain 

 

6) Submission of at least three professional references, on the attached form, for 
each transcriber who will work under this solicitation. 

7) -65. 

5. INVOICES 
A. Invoicing the Parties 

the ordering party. The Contractor may require prepayment or payment in full before 
releasing the transcript.

B. Invoicing the Court 

the 
 

1) Case name and case number; 

2) Date or dates of the proceeding transcribed;

3) Name of the ordering judge, if applicable;



4) -day, 14-day, 7-day, 3-day, next-day, or 2
hour;

5) Number of transcript pages and the applicable per-page rate;

6) Extended total charges; 

7)  

8) "I certify that the transcript fees 
charged, and page format used comply with the requirements of this court 
and the Judicial Conference of the United States." 
 

If the Contractor fails to include a required credit or other 
Court, the Court may calculate the credit and reduce payment accordingly. 

6. INSPECTION 

using appropriate accounting procedures and methods.
designee may examine and audit those records and documents. This right includes 

notice.



CAND TR_Cover (page 1 of 1) rev. 10/2017 

TRANSCRIBER COVER SHEET

Instructions: Please complete this cover sheet, RFQ and all forms in the application packet and read 
the Statement of Work and Terms and Conditions, then complete the certificate below. Submit all 
forms with the cover sheet to sandy_nunes@cand.uscourts.gov. Must be received by  at
4:00 pm . Followed by a hard copy with original signatures mailed to USDC, 450 Golden Gate Ave.,
16-1120, Attn: Sandy Nunes, San Francisco, CA 94102.

My Information: 

Name: Contact name (if different): 

Street address: Email: 

City, state, zip: Phone: 

I hold the following certifications:  RPR   CSR   CCR   RMR. 

For NCRA/NVRA Certificate, provide Title, Registration Number & Date Received: 

For Other Certification provide name of grantor and city, state, for which conferred: 

Certification: 
I hereby certify that I have reviewed the following documents provided to the public in support of the 
Solicitation.  

By initialing each item and signing below, I certify that I understand and accept the terms and 
conditions of work set forth in these documents:  

Initial each item: 

  Statement of Work, including minimum qualifications 

  Terms and Conditions 

  cand.uscourts.gov/transcriptrates) 

DATE: SIGNATURE: 



CAND TR_Form-A (page 1 of 1) rev. 2/2020 

TRANSCRIBER REFERENCES

We require at least 3 professional references for whom you performed, within the past 3 years, 
transcription services similar to those described in the Statement of Work.  

NAME:

Reference #1  Date range of work: 

Reference name (Firm, company, court or individual) 

Reference contact information 
Name  

Email 

Telephone # 

Contract # (if applicable) 

Description of work: 

Reference #2  Date range of work: 

Reference name: (Firm, company, court or individual) 

Reference contact information: 
Name  

Email 

Telephone # 

Contract #: (if applicable) 

Description of work: 

Reference #3  Date range of work: 

Reference name: (Firm, company, court or individual) 

Reference contact information: 
Name  

Email 

Telephone # 

Contract #: (if applicable) 

Description of work: 



CAND TR_Form-B (page 1 of 1) rev. 2/2020 

TRANSCRIBER BUSINESS INFORMATION 

If you are not registered in the System for Award Management (www.sam.gov), you must complete 
and return this form.  

Taxpayer Identification Number (TIN)1 
"Taxpayer Identification (TIN)" means the number you will use in reporting income tax and other 
returns to the Internal Revenue Service (IRS). The TIN may be either a social security number or an 
employer identification number. 

My TIN is
I have applied for a TIN and will provide it as soon as I receive it.

Type of Organization* 
Sole proprietorship
Partnership
Corporate entity (not tax-exempt)
Other [specify]

Contractor Representations 
I represent as part of my application that my business is  is not  51% owned and the 
management and daily operations are controlled by one or more members of the selected socio-
economic group(s) below: 

Women Owned Business
Minority Owned Business (if selected, then one sub-type is required)

Black American
Hispanic American
Native American (American Indians, Eskimos, Aleuts, or Native Hawaiians)
Asian-Pacific American (persons with origins from Burma, Thailand, Malaysia, Indonesia,
Korea, The Philippines, U.S. Trust Territory of the Pacific Islands (Republic of Palau),
Republic of the Marshall Islands, Federated States of Micronesia, the Commonwealth of
the Northern Mariana Islands, Guam, Samoa, Macao, Hong Kong, Fiji, Tonga, Kiribati,
Tuvalu, or Nauru)
Subcontinent Asian (Asian-Indian) American (persons with origins from India, Pakistan,
Bangladesh, Sri Lanka, Bhutan, the Maldives Islands, or Nepal)

Individual/concern, other than one of the preceding (specify):
By signing below, I certify that the above information is complete and correct, and I understand that 
the provision of incorrect or incomplete information can be grounds for revocation of any contract 
that might result from my application. 
NAME:  
DATE:    SIGNATURE:  

111 The TIN and type of organization information to comply with debt collection requirements of 31 U.S.C. §§ 7701(c) 
and 3325(d), reporting requirements of 26 U.S.C. §§ 6041, 6041A, and implementing regulations issued by the IRS. 
If the resulting contract is subject to the payment reporting requirements, your failure or refusal to furnish the 
information may result in a 31 percent reduction of payments otherwise due under the contract. 

The TIN may be used by the government to collect and report on any delinquent amounts arising out of your 
relationship with the government (31 U.S.C. § 7701(c)(3)). If the resulting contract is subject to payment recording 
requirements, the TIN provided hereunder may be matched with IRS records to verify the accuracy of your TIN. 
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TRANSCRIPT PRICING SCHEDULE 

Pricing applicable to work performed during the contract period shall be as shown below. 

TRANSCRIPT PRICING UNIT UNIT PRICE 

Ordinary Transcript Page 

14-Day Transcript Page 

Expedited (7-day) 
Transcript 

Page 

3-day Transcript Page 

Daily Transcript Page 

Hourly Transcript Page 

See https://www.cand.uscourts.gov/transcriptrates for further description of terms used in this chart. 

I have reviewed the above pricing schedule and I offer to perform services for the United States 
District Court, Northern District of California on those terms if my response to the solicitation is 
approved. 

NAME: 
DATE: SIGNATURE: 
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REQUEST FOR PROPOSAL  LICENSE FOR TRANSCRIPTION SERVICES 

Issued by United States District Court for the Northern District of California 
Proposals will be received by email to procurement@cand.uscourts.gov 
Contract Period is for  through . For information, contact Sandy Nunes
(415-522-3639, sandy_nunes@cand.uscourts.gov). 

OFFER
The offeror agrees to perform the work required at the prices specified herein in strict accordance 
with the terms of this solicitation, if the proposal is accepted by the Government in writing within 120 
calendar days after the date that proposals are due. 

Name of Vendor: 

Name and Title of Person authorized to sign proposal (if different from Vendor name): 

TIN No.: 
DUNS No.: 
Signature: 
Date: 

AWARD 
This revocable, non-

-
1120, San Francisco, as administered by Mark Busby This writing, including 
all attachments, constitutes the entire agreement and supersedes any and all prior communications 
and/or agreements, oral or written, between the parties, concerning the subject matter of this 
License. This License can be amended only by a written instrument executed by both parties. 
Contract period is for  through .

FOR THE UNITED STATES OF AMERICA 
Name of Contracting Officer: Helene McVanner 

Signature of Contracting Officer: 

Award Date: 
































