REQUEST FOR PROPOSAL
FOR OUTSOURCING OF JURY SUMMONS

Summary of Request for Proposals

(This page is NOT the actual RFP)

Outsourcing of Minnesota Jury Summons

The Minnesota State Court Administrator’s Office is seeking proposals for outsourcing of the design, imaging, and mailing of statewide jury summons.  Submissions must meet all requirements of a Proposal as set out in the Request for Proposal (RFP).  Incomplete proposals or proposals sent anywhere other than the address indicated in the RFP will not be considered.

Proposals must be postmarked no later than  Friday, August 15, 2008.  No electronic or facsimile submissions will be accepted.  

You may view the entire RFP on the court website, http://www.mncourts.gov under Latest News and Announcements,  or request the complete RFP from Kathleen LaCosse as follows.  Questions about the RFP or the selection process must be in writing and directed to:   Kathleen LaCosse, 105 Minnesota Judicial Center, 25 Rev. Dr. Martin Luther King, Jr. Blvd., St. Paul, MN  55155 or  by e-mail at kathleen.lacosse@courts.state.mn.us.  Other court personnel are not allowed to discuss the Request for Proposal with any one including responders before the proposal submission deadline.
REQUEST FOR PROPOSAL

FOR OUTSOURCING OF JURY SUMMONS
The State Court Administrator’s Office is using a competitive selection process to select the vendor responsible for summoning prospective jurors for certain counties in the State of Minnesota.  This is not a bid, but a request for a proposal that could become the basis for negotiations leading to an exclusive designation of a vendor to provide jury outsourcing services as described in this document. 

THE STATE COURT ADMINISTRATOR’S OFFICE IS NOT OBLIGATED TO RESPOND TO ANY PROPOSAL SUBMITTED NOR IS IT LEGALLY BOUND IN ANY MANNER WHATSOEVER BY THE SUBMISSION OF A PROPOSAL. THE STATE COURT ADMINISTRATOR’S OFFICE RESERVES THE RIGHT TO CANCEL OR WITHDRAW THE REQUEST FOR PROPOSAL AT ANY TIME IF IT IS CONSIDERED TO BE IN ITS BEST INTEREST.  IN THE EVENT THE REQUEST FOR PROPOSALS IS CANCELLED OR WITHDRAWN FOR ANY REASON, THE STATE COURT ADMINISTRATOR’S OFFICE SHALL NOT HAVE ANY LIABILITY TO ANY PROPOSER FOR ANY COSTS OR EXPENSES INCURRED IN CONNECTION WITH THIS REQUEST FOR PROPOSALS OR OTHERWISE.  THE STATE COURT ADMINISTRATOR’S OFFICE ALSO RESERVES THE RIGHT TO REJECT ANY OR ALL PROPOSALS, OR PARTS OF PROPOSALS, TO WAIVE ANY INFORMALITIES THEREIN, AND TO EXTEND PROPOSAL DUE DATES.

PROPOSAL TO PROVIDE JURY SUMMONS OUTSOURCING SERVICES

I.
SCOPE OF EFFORT. The State Court Administrator’s Office is seeking proposals from vendors for the design, printing and mailing of jury summons in several counties in the State of Minnesota (see Attachment A for Estimate of Annual Volume by District and County.  Proposal should include a quote rate for other interested Minnesota Counties not currently using jury summons outsourcing services.).   Each county summons jurors independently.  

II.
OBJECTIVE.  Each county will know that prospective jurors needed for court trials will be summoned in a way that is reliable, expeditious and cost effective.

III.
RESPONSIBILITIES. 
The vendor will perform all tasks necessary for the summoning of prospective jurors. These tasks include:

· working with district court staff to design a summons that has the necessary information on the front and back, printed in two colors (red and blue), has a tear off section, and can be folded into a windowed return envelope (see sample summons):
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· must be able to create bar codes for each summons that works with the software and with postal required bar codes.  Each bar code must show on the outside of the envelope for court convenience;

· print and store at the vendor’s work site the printed summons until needed for individual mailings;

· receive the summons information (name, address, and bar code) from the district court staff via a secure email connection; must verify total number of files back to each court;
· must be able to CASS certify and NCOA all files for address correction.  Must be able to stop all out of county and out of state mail.  Must not mail undeliverable and bad address summons unless instructed by each court to mail them.  Must return all addresses that were changed and all addresses not mailed to each individual court.

· image the information received onto the district court summons;

· fold and insert the summons, insert a  bus pass or other inserts (for specific counties), and return envelope into outgoing envelope;

· presort summons for best possible postal rates (Automated First Class Presort);

· outgoing and return envelopes must be provided by vendor for each county with county specific information (return envelope must meet Business Reply Mail requirements); 
· postage must be stamped on both the outgoing envelope and the return envelope; and

· mail summons to prospective jurors no later than 72 hours from the time the summons information is received from the district court.

IV.
SERVICE COMPLETION DATE.  A contractual relationship with any chosen vendor would run from October 1, 2008 to June 30, 2010, and shall include an option to renew the contract for one additional year.  Address and mailing services should begin no later than October 1, 2008.  Costs included in the proposal should be based on this timeframe.  If the vendor is not able to meet this timeline, the proposal should specify when the service could begin.

V.
PROPOSAL CONTENTS.  

A. Description of Service.  Your proposal must include a description of the manner in which the organization proposes to provide the services of the outlined in this request for proposal.  The proposal must specify the date by which a prototype summons will be available for approval and the date by which the summons printing will be completed.  In addition, there must be a description of how much time it would take from receipt of electronic summons information to mailing of finished product.

B. Costs.  The proposal must identify the unit cost per summons, exclusive of actual postage, and volume discounts.  The vendor must guarantee a price for all 87 counties in the state on any quantity that each county wants produced each month.  Quantities will vary in each county and some may not summons jurors each month. 

 In addition, the vendor shall propose the most efficient and economical manner of stamping postage on the outgoing and return envelopes.  This postage cost should be identified as a per unit cost, separate from the cost per summons.

C. References.  The proposal must include three references from current clients on similar design, printing and mailing projects.  Information on the vendor’s ability to meet deadlines should be something that the reference can address.

VI
ADDITIONAL PROPOSAL CONTENTS.

A. Certificate of Insurance. Each proposal shall contain acceptable evidence of compliance with the workers' compensation coverage requirements of § 176.181, subd. 2. Your proposal must include one of the following: (1) a certificate of insurance, or (2) a written order from the Commissioner of Insurance exempting you from insuring your liability for compensation and permitting him to self‑insure the liability, or (3) an affidavit certifying that you do not have employees and therefore are exempt pursuant to Minn. Stat. §§ 176.011, subd. 10; 176.031; and 176.041.

B. Affirmative Action Certification.  If your proposal exceeds $100,000.00, your proposal must include a completed Affirmative Action Data Page, which is attached as Appendix I.

C. Noncollusion.  You must complete the Affidavit of Noncollusion (Appendix II) and include it with your proposal.

VII
SUBMISSION OF PROPOSALS. Five (5) copies of your proposal must be submitted in writing in a sealed envelope or box to:

Kathleen LaCosse
105 Minnesota Judicial Center 

25 Rev. Dr. Martin Luther King, Jr. Blvd. 

St. Paul, MN  55155

Your proposal must be signed by, in the case of an individual, by that individual, and in the case of an individual employed by a firm, by the individual and an individual authorized to bind the firm.  

Proposals must be postmarked by Friday, August 15, 2008.  No electronic or facsimile submissions will be accepted.  Proposals will be opened the following business day and once opened become accessible to the public.  Do not place any information in your proposal that you do not want revealed to the public.

LATE PROPOSALS WILL NOT BE ACCEPTED.

VIII.
EVALUATION. The State Court Administrator’s Office will evaluate all complete proposals received by the deadline. Incomplete proposals, late proposals, or proposals sent to any other address will not be considered. In some instances, an interview of presentation may be part of the evaluation process. 

The evaluation of all proposals shall be based upon deriving the “Best Value” for the Judicial Branch.  Best Value means achieving an appropriate balance between price and other factors that are key to a particular procurement.  A procurement that obtains a low price but does not include other necessary qualities and features of the desired product or service does not meet the Best Value criterion.

Factors upon which the proposals will be judged include, but are not limited to, the following:

· Understanding of the project as described in the proposal.

· Experience working on similar design, printing and mailing projects. 

· Cost effectiveness of proposal.

· Information provided from references.

· Experience working with the court system or other government agencies.

· Financial stability of the organization as an indicator of its ability to provide services irrespective of uneven cash flow.

ATTACHMENT A 

Estimated Annual Volume by Districts and Counties
  District         County


# Summons
	1st District
	
	                   

	
	Carver**
	                   1,824 

	
	Dakota**
	                   6,230 

	
	Goodhue**
	                   1,400 

	
	LeSueur**
	                      794 

	
	McLeod**
	                   1,950 

	
	Scott**
	                   3,360 

	
	Sibley**
	                      881 

	
	
	

	
	District Total:
	                 16,439 

	
	
	

	2nd  District
	

	
	Ramsey*
	                 16,022 

	
	
	

	
	District Total:
	   16,022

	
	
	

	3rd District
	
	

	
	Dodge**
	                      793 

	
	Fillmore**
	                   1,343 

	
	Freeborn**
	                   1,200 

	
	Houston**
	                      481 

	
	Mower*
	                   1,477 

	
	Olmsted*
	                   4,615 

	
	Rice**
	                   2,676 

	
	Steele**
	                   1,357 

	
	Wabasha**
	                   1,040 

	
	Waseca**
	                   1,123 

	
	Winona**
	                   1,199 

	
	
	

	
	District Total:
	                 17,304 

	
	
	

	4th District
	
	

	
	Hennepin*
	                 22,522 

	
	
	

	
	District Total:
	                 22,522 

	
	
	

	5th District
	
	

	
	Blue Earth*
	                   3,782 

	
	Brown**
	                      678 

	
	Cottonwood**
	                      525 

	
	Faribault**
	                      450 

	
	Jackson**
	                      432 

	
	Lincoln**
	                      315 

	
	Lyon**
	                      535 

	
	Martin**
	                      600 

	
	Murray**
	                      211 

	
	Nicollet**
	                   1,147 

	
	Nobles**
	                   1,024 

	
	Pipestone**
	                      244 

	
	Redwood**
	                      469 

	
	Rock**
	                      523 

	
	Watonwan**
	                   1,000 

	
	
	

	
	District Total:
	                 11,935 

	
	
	

	6th District
	
	

	
	Carlton***
	                   1,143 

	
	Cook***
	                      140 

	
	Lake***
	                      301 

	
	St. Louis – D*
	                   6,800 

	
	St. Louis – H***
	                   2,001 

	
	St. Louis – V***
	                   3,151 

	
	
	

	
	District Total:
	                 13,536 

	
	
	

	7th District
	
	

	
	Becker***
	                   1,119 

	
	Benton***
	                   1,887 

	
	Clay***
	                   3,973 

	
	Douglas***
	                      800 

	
	Mille Lacs***
	                   2,074 

	
	Morrison***
	                   1,363 

	
	Otter Tail***
	                   1,137 

	
	Stearns***
	                   7,331 

	
	Todd***
	                      676 

	
	Wadena***
	                      471 

	
	
	

	
	District Total:
	                 20,831 

	
	
	

	8th District
	
	

	
	Big Stone***
	                      439 

	
	Chippewa***
	                      651 

	
	Grant***
	                      505 

	
	Kandiyohi***
	                   3,499 

	
	Lac qui Parle***
	                      506 

	
	Meeker***
	                   1,714 

	
	Pope***
	                      626 

	
	Renville***
	                   1,308 

	
	Stevens***
	                      640 

	
	Swift***
	                      464 

	
	Traverse***
	                      261 

	
	Wilkin***
	                      515 

	
	Yellow Medicine***
	                      625 

	
	
	

	
	District Total:
	                 11,753 

	9th District
	
	

	
	Aitkin*
	                   1,406 

	
	Beltrami*
	                   2,173 

	
	Cass*
	                   2,470 

	
	Clearwater*
	                      500 

	
	Crow Wing*
	                   2,177 

	
	Hubbard*
	                   2,720 

	
	Itasca*
	                   1,932 

	
	Kittson*
	                      381 

	
	Koochiching*
	                      903 

	
	Lake Woods*
	                      290 

	
	Mahnomen*
	                      600 

	
	Marshall*
	                      411 

	
	Norman*
	                      456 

	
	Pennington*
	                      366 

	
	Polk*
	                   1,154 

	
	Red Lake*
	                      390 

	
	Roseau*
	                      450 

	
	
	

	
	District Total:
	                 18,779 

	
	
	

	10th District
	

	
	Anoka*
	                   6,887 

	
	Chisago*
	                   1,723 

	
	Isanti***
	                      715 

	
	Kanabec***
	                   1,072 

	
	Pine*
	                   1,868 

	
	Sherburne*
	                   5,807 

	
	Washington*
	                   4,551 

	
	Wright*
	                   3,342 

	
	
	

	
	District Total:
	                 25,965 

	
	
	

	
	Statewide Total:
	175,086

	
	
	

	
	
	


    *Counties currently using Juror Summons Outsourcing

  **Counties to begin using Juror Summons Outsourcing in FY09 (July 1, 2008 – June 30, 2009)
***Counties not currently using Juror Summons Outsourcing, but may want to begin outsourcing service during 
the term of the contract.

APPENDIX I

State Of Minnesota – Affirmative Action Certification 

If your response to this solicitation is or could be in excess of $100,000, complete the information requested below to determine whether you are subject to the Minnesota Human Rights Act (Minnesota Statutes 363A.36) certification requirement, and to provide documentation of compliance if necessary.  It is your sole responsibility to provide this information and—if required—to apply for Human Rights certification prior to the due date and time of the bid or proposal and to obtain Human Rights certification prior to the execution of the contract.  The State of Minnesota is under no obligation to delay proceeding with a contract until a company receives Human Rights certification.

BOX A – For companies which have employed more than 40 full-time employees within Minnesota on any single working day during the previous 12 months.  All other companies proceed to BOX B.

Your response will be rejected unless your business:


has a current Certificate of Compliance issued by the Minnesota Department of Human Rights (MDHR) 


–or–


has submitted an affirmative action plan to the MDHR, which the Department received prior to the date and time the responses are due.  

Check one of the following statements if you have employed more than 40 full-time employees in Minnesota on any single working day during the previous 12 months:

· We have a current Certificate of Compliance issued by the MDHR. Proceed to BOX C.  Include a copy of your certificate with your response.

· We do not have a current Certificate of Compliance.  However, we submitted an Affirmative Action Plan to the MDHR for approval, which the Department received on __________________ (date).  [If the date is the same as the response due date, indicate the time your plan was received:  ________ (time).  Proceed to BOX C.

· We do not have a Certificate of Compliance, nor has the MDHR received an Affirmative Action Plan from our company.  We acknowledge that our response will be rejected.  Proceed to BOX C.  Contact the Minnesota Department of Human Rights for assistance.  (See below for contact information.)

Please note:  Certificates of Compliance must be issued by the Minnesota Department of Human Rights.  Affirmative Action Plans approved by the Federal government, a county, or a municipality must still be received, reviewed, and approved by the Minnesota Department of Human Rights before a certificate can be issued.

BOX B – For those companies not described in BOX A

Check below.  

· We have not employed more than 40 full-time employees on any single working day in Minnesota within the previous 12 months.  Proceed to BOX C.

BOX C – For all companies
By signing this statement, you certify that the information provided is accurate and that you are authorized to sign on behalf of the responder.  You also certify that you are in compliance with federal affirmative action requirements that may apply to your company. (These requirements are generally triggered only by participating as a prime or subcontractor on federal projects or contracts.  Contractors are alerted to these requirements by the federal government.)

Name of Company: 
  Date 


Authorized Signature: 
  Telephone number: 


Printed Name: 
  
Title: ____________


For assistance with this form, contact:

	Minnesota Department of Human Rights, Compliance Services Section

	Mail:
	190 East 5th St., Suite 700 St. Paul, MN  55101
	TC Metro: (651) 296-5663
	Toll Free: 
	800-657-3704
	

	Web:
	www.humanrights.state.mn.us
	Fax:           (651-296-9042
	TTY:
	(651) 296-1283
	

	Email:
	employerinfo@therightsplace.net
	
	
	
	


APPENDIX II

STATE OF MINNESOTA

AFFIDAVIT OF NONCOLLUSION

I swear (or affirm) under the penalty of perjury:

1. That I am the Proposer (if the Proposer is an individual), a partner in the company (if the Proposer is a partnership), or an officer or employee of the responding corporation having authority to sign on its behalf (if the Proposer is a corporation);

2. That the attached proposal submitted in response to the ________________________Request for Proposals has been arrived at by the Proposer independently and has been submitted without collusion with and without any agreement, understanding or planned common course of action with, any other Proposer of materials, supplies, equipment or services described in the Request for Proposal, designed to limit fair and open competition;

3. That the contents of the proposal have not been communicated by the Proposer or its employees or agents to any person not an employee or agent (including a partner) of the Proposer and will not be communicated to any such persons prior to the official opening of the proposals; and

4. That I am fully informed regarding the accuracy of the statements made in this affidavit.
Dated:___________________  

Proposer’s Firm Name: _________________________________________
Authorized Signature:      ____________________________________________

Subscribed and sworn to me this ________ day of ___________ , 2008.







_________________________________








Notary Public
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Qualification Questionnaire for Jury Service. Complete and return within 10 days.


• Fail to return this jury questionnaire
• Misrepresent information on this jury questionnaire
• Fail to show up for jury service as directed


1.  Are you a citizen of the United States?


2.  Are you at least 18 years old?


3.  Are you a resident of this County?


4.  Are you able to communicate in English?


5.  Do you have a physical or mental disability
 that would affect your ability to serve on a
 jury? If YES, you must attach a written
 explanation. A medical statement may be
 required.


6.  Have you ever been convicted of a
 felony? If YES, have you completed your
 sentence or probation/parole supervised
 release?        ❑ Yes    ❑ No


7.  Have you ever been on jury duty any
where in Minnesota in the past four years?
Please note that jury duty is not limited to
actual service on a case. It is defined as a
person who filled out the questionnaire, is
qualified as a juror, and goes or is
available to go to the courthouse to serve
as a juror. IF YES, when and where?


    __________________________________


FOR PERSONS AGE 70 OR OVER ONLY:
If you are 70 or older you may serve on jury duty OR you may be excused. Do you wish to be excused?


PLEASE TURN OVER AND COMPLETE SECTION B


PLEASE FOLD FOR THE ADDRESS TO
SHOW IN THE  RETURN  ENVELOPE


Minnesota law requires you to serve on jury service if qualified. You may be
guilty of a crime if you do one of the following (Minnesota Statutes Chapter 593)


SECTION A - QUALIFICATION QUESTIONS
This questionnaire is necessary to determine whether you are


qualified to serve as a juror.  Please check the appropriate boxes.


YES          NO


YES          NO


YES          NO


YES          NO


YES          NO


YES          NO


YES          NO


YES          NO


8. Are you a judge in the judicial branch?


YES            NO


REV. 02/07   uslegal:f10034:white







Tear Apart Here Save  the upper portion and RETURN the lower portion IMMEDIATELY


SECTION B


PLEASE PRINT ANY CHANGE IN NAME OR MAILING ADDRESS


STATISTICAL INFORMATION:   This information is required solely to avoid discrimination in juror selection and has absolutely
no bearing on qualifications for jury service.


DATE OF BIRTH


          /            /
  Mo         Day          Yr


RACE (Mark an X in one or more boxes to indicate what race you consider yourself.)


YOUR OCCUPATION /  EMPLOYER


MARITAL STATUS


 Married              Unmarried


HOME PHONE


  (                  )


SPOUSE’S OCCUPATION / EMPLOYER AGE(S) OF CHILDREN:


 1.) _________ 2.) _________ 3.) _________ 4.) _________ 5.) _________


GENDER


WORK PHONE


  (                  )


LAST NAME                                 FIRST                                                                                MIDDLE


ADDRESS                                                                                                          CITY                                                  STATE                       ZIP


Employers are required by law to give employees time off for jury service and qualified citizens are required to serve.  The
court does not encourage requests for postponements.  However, if you must make such a request because of hardship you
may do so in the space provided, or attach additional information.  Your request will be considered and you will be notified.


I AM REQUESTING A POSTPONEMENT FOR THE FOLLOWING REASON:


Alternative  timeframe within the next year that I could serve:


Sign and RETURN this completed questionnaire within 10 days.
I certify under penalty of law that the information on this questionnaire is true and correct.


POSTPONEMENTS


A
N
D


Are you of Spanish/
Hispanic/Latino Origin
or Descent?


  Yes              No Male           Female


CELL PHONE


  (                  )


HOW YOU WERE SELECTED:   Your name was randomly selected from a list of licensed drivers, state identification card


holders and registered voters residing in your county.  To determine your qualification for jury service, you must complete


and return the enclosed questionnaire within 10 days.  Unless you receive something in writing stating that you have been


disqualified from jury service based on your responses to the questionnaire, you should consider yourself qualified for


jury duty and expect to appear for service as described on the front side of this summons.


EXCUSALS AND POSTPONEMENTS:   You must complete and return the jury questionnaire even if you are not a


resident of this county or have reported as a juror within the last four years.  Upon verification of this information, you will


be excused from jury service.  Requests for postponement of required jury service must be in writing and submitted along


with the completed questionnaire within 10 days (see postponement section below).


JUROR PAY: You will receive $20.00 for each day you report to the courthouse.  You will also be reimbursed $.27 per mile


for roundtrip travel to and from the courthouse from your residence.  If you meet certain guidelines, you may be eligible for


reimbursement of child care expenses.  Information and forms regarding child care expense reimbursement will be available


when you report for jury service.


ADDITIONAL INFORMATION:  You will receive information on your responsibilities as a juror the first day you report for


service.  Be prepared to spend most of the day at the courthouse.  Approximately 90 percent of trials last from one to three


days.  Please do not bring wireless communication devices, including phones and pagers.  These devices are not allowed


in the courtroom.  Phones can be made available for you at the courthouse upon request.  If any accommodation is


needed during jury service, please contact the Jury Manager before your reporting date.


Trial by jury is a basic American right, enshrined in both our State and Federal Constitutions.  As a prospective juror,


you have an opportunity to participate directly in a critical component of our democracy.  Thank you for your time in


returning the questionnaire and being available for jury service.


ROUND TRIP MILEAGE
(Calculate from residence to courthouse)


Signature                                                                                   Print Name                                                                              Date


American Indian or Alaska Native


Asian


Black or African American


Native Hawaiian or Other Pacific Islander


White


Some Other Race __________________________


EDUCATION Some College, Vocational or Other Additional Education


Bachelor’s, Vocational or Equivalent Degree


Master’s, Advanced or Equivalent Degree


Less Than  H.S. Diploma


H.S. Diploma or GED






