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(Date         , 20__)

RE: PQR Number: 26-TMS-Court Transcription Services
Standing Offer for Court Transcription Services – Alberta Justice


Procurement Officer:	Maria Lopez	                                             	              
Email: 	JUST.Procurement@gov.ab.ca 


Enclosed is our Proposal submitted in response to this Pre-Qualification Request.

	
	



	Proponent’s Legal Name:

	

	Mailing Address:

	

	
	

	
	

	 Contact Name:
	

	 Telephone:
	

	 E-mail Address:
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Classification: Protected A

Classification: Protected A

Classification: Protected A

[bookmark: _1._Business_Consultant][bookmark: _Toc199313405]APPENDIX   B - ATTACHMENT #1
MANDATORY REQUIREMENTS AND DESIRABLE PROVISIONS - CORPORATE

Mandatory Requirements – Corporate

	MANDATORY REQUIREMENTS
	RESPONSE SELECTION
	RESPONSE

	0. Agree to submit or has submitted criminal record check results in accordance with Section 3.2.2 of the PQR for anyone who will be directly providing the Services under the Contract or has access to the Court Materials.

	Yes / No
	

	0. Agree to complete and submit or has submitted to the Province Non-Disclosure Agreements in Appendix D of the PQR for proposed resources.
	Yes / No
	

	0. Agree to provide the appropriate insurance coverage in accordance with clause 16 of the Contract in Appendix A of the PQR.
	Yes / No
	

	0. Agree to provide a detailed plan, acceptable to the Province, describing its court and personal information safeguard policy with respect to security measures to be implemented to ensure the protection of Court Materials and Personal Information. Refer to Appendix C of the PQR.
	Yes / No
	

	0. Agree to be appointed or are appointed under the Recording of Evidence Act of Alberta.
	Yes / No
	

	0. Agree to disclose any conflict of interest or apparent conflict of interest prior to accepting a Service Request.
	Yes / No
	

	0. Agree to periodic access reviews for all systems used to access or store Province Information.
	Yes / No
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	MANDATORY REQUIREMENTS
	MINIMUM RELEVANT
EXPERIENCE REQUIRED
	EXPERIENCE CLAIMED
(INCLUDE RELEVANT
 DOCUMENT SUPPORTING THE EXPERIENCE CLAIMED IN RESPONSE TO THE SPECIFIC REQUIREMENT)

	0. Experience producing transcripts. 
Identify the total number of years’ experience.
(additional points will be awarded for exceeding the minimum experience required)
	One (1) year within the last three (3) years
	





Desirable Provision – Corporate
	DESIRABLE PROVISION(S)
	MINIMUM RELEVANT
EXPERIENCE DESIRED
	EXPERIENCE CLAIMED
(INCLUDE RELEVANT
 DOCUMENT SUPPORTING THE EXPERIENCE CLAIMED IN RESPONSE TO THE SPECIFIC PROVISION)

	0. Experience managing the production of transcripts in accordance with Alberta Regulation 167/2010 Recording of Evidence Act of Alberta, Judicature Act, Provincial Court Act, Transcript Fees and Format Regulation, or the equivalent in another Canadian province.
Identify the total number of years’ experience. 
(additional points will be awarded for exceeding the minimum experience required)
	One (1) year within the last three (3) years
	


	



APPENDIX B - ATTACHMENT #2

 MANDATORY REQUIREMENTS AND DESIRABLE PROVISIONS – PROPOSED RESOURCES
Pre-Qualified Contractors may propose a resource or a team of resources capable of successfully performing the Services described in this PQR. The following information must be provided for each resource that may be engaged to provide the Services under the Contract. Submit a separate page for each resource.

	Resource Name:
	
	Status:
	

	
	
	
	(Owner, Employee or Sub-Contractor)



Mandatory Requirements – Proposed Resource
	MANDATORY REQUIREMENTS
	RESPONSE SELECTION
	RESPONSE

	0. Agree to obtain and provide criminal record check results in accordance with PQR Information Section 3.2.2.
	Yes / No
	

	0. Agree to sign and provide to the Province the Non-Disclosure Agreement in Appendix D of the PQR.
	Yes / No
	

	0. Agree to be appointed or are appointed as an Official Court Reporter under the Recording of Evidence Act of Alberta.
	Yes / No
	

	0. Agree to, and will, abide by the court and personal information and safeguard policy developed by the Pre-Qualified Contractor and accepted by the Province.
	Yes / No
	

	0. Agree to disclose any conflict of interest or apparent conflict of interest prior to accepting a Service Request.
	Yes / No
	

	0. Agree to periodic access reviews for all systems used to access or store Province Information.
	Yes / No
	

	MANDATORY REQUIREMENTS
	MINIMUM RELEVANT
EXPERIENCE OR CREDENTIALS REQUIRED
	EXPERIENCE CLAIMED
(INCLUDE RÉSUMÉ AND RELEVANT DOCUMENT SUPPORTING THE EXPERIENCE CLAIMED IN RESPONSE TO THE SPECIFIC REQUIREMENT)

	0. Experience producing transcripts in situations where two or more people are speaking.  Identify the total number of years’ experience. 
(additional points will be awarded for exceeding the minimum experience required)
	One (1) year within the last three (3) years

	



Desirable Provisions – Proposed Resource
	DESIRABLE PROVISION(S)
	MINIMUM RELEVANT
EXPERIENCE DESIRED
	EXPERIENCE CLAIMED
(INCLUDE RÉSUMÉ AND RELEVANT DOCUMENT SUPPORTING THE EXPERIENCE CLAIMED IN RESPONSE TO THE SPECIFIC PROVISION  )

	0. Experience producing transcripts from court proceedings in accordance with Alberta Regulation 167/2010 Recording of Evidence Act of Alberta, Judicature Act, Provincial Court Act, Transcript Fees and Format Regulation or the equivalent in another Canadian province.
Identify the total number of years’ experience. 
(additional points will be awarded for exceeding the minimum experience required)
	One (1) year within the last three (3) years 
or 
A minimum of one (1) year experience in producing transcripts with the oversight of a Pre-Qualified Contractor is acceptable.
	

	0. Experience producing transcripts, when required, in French from court proceedings in French.
	Sample of a completed transcript
	

	0. Provide evidence of ability to perform a minimum of 50 wpm typing speed.
	Copy of test results
	

	0. Provide evidence of training to support ability to use proper grammar and punctuation.
	Completion of at least one (1) or more related courses
	

	0. Provide a sample template that may be used to prepare transcripts of court proceedings in accordance with the Transcript Fee and Format Regulation.
	Sample of transcript template
	



