
Notice of Court Reporting Contract Opportunity 

March 14, 2018 – March 13, 2019 

Responses Due by March 31, 2018 

 

 The Louisiana Board of Examiners of Certified Shorthand Reporters (“Board”) seeks 

proposals and a statement of qualifications from Louisiana-licensed court reporters and the 

firms that employ them to provide court reporting services to the Board during 2018-2019, in 

accordance with the following description of services and terms. 

 The court reporter or firm (“Contractor”) must provide transcripts of testimony or other 

publicly heard matters to the Board, along with other transcribed material as required by the 

Board and must furnish the following requested services:  

1. Provide one certified court reporter using the Stenotype method of reporting; 

2. Record and transcribe all testimony at all Board Meetings at various locations within 

the State of Louisiana;  

3. Use an audio, electronic, or digital recording system to record the meeting, but these 

methods shall not be substituted for the Steno machine; 

4. Provide an original and one compressed copy of the transcript, including index of 

transcript, not later than 30 days following the day of the meeting; 

Contractor must not provide outside parties with copies of transcripts or excerpts thereof, 

except as instructed by the Board.  

Speaker ID will begin no more than 10 spaces from the left-hand margin.  The actual text shall 

begin at the left-hand margin and continue to right-hand margin with carryover lines beginning 

at the left-hand margin. 

A copy of any and all electronic recordings shall be submitted to the Board Office in compliance 

with the State’s retention policy.  

The contract will be subject to review and approval by the Director of the Office of State 

Procurement in accordance with La. R.S. 39:1502.  The Contractor must carry a policy of liability 

insurance covering the acts and omissions of its personnel providing services pursuant to this 

contract.    

Payment Terms 

 

The Board will pay Contractor a maximum fee of $6 per page of original transcripts for work in 



New Orleans, Baton Rouge, Thibodaux, and Lafayette.  One duplicate compressed copy shall be 

billed at $25.  Postage, handling, and binding shall be paid at $50 inclusive.  One audio CD shall 

be provided at a cost of $20.  In consideration of the services described above, Board will pay 

the Contractor a maximum fee of $8 per page of original transcripts for work in Alexandria, 

Marksville, Monroe, West Monroe, Natchitoches, and Shreveport.  Postage, handling, audio 

recording, and binding charges shall be paid as stated above.  The total amount of the contract 

is not expected to exceed $5,000 ($4,000 for meetings and $1,000 travel expenses.)  Travel 

expenses shall be reimbursed out of the total amount, and in accordance with the Division of 

Administration Policy and Procedures Memorandum No. 49 (State Travel Regulations). Payment 

will be made within 30 days after receipt of an invoice itemizing all charges, a description of the 

transcript, the total number of pages transcribed, and total dollar amount.  

Auditors 

State auditors shall have the option of auditing all accounts of Contractor that relate to the 

contract. 

Term of Contract 

The contract term will begin on March 14, 2018 and terminate on March 13, 2019. 

Discrimination Requirements 

Contractor agrees not to discriminate in its employment practices, and will render services 

under this contract without regard to race, color, religion, sex, sexual orientation, national 

origin, veteran status, political affiliation, or disabilities. Contractor must abide by requirements 

in the following, as applicable: Title VI of the Civil Rights Act of 1964 and Title VII of the Civil 

Rights Act of 1964, as amended by the Equal Employment Opportunity Act of 1972; Federal 

Executive Order 11246 as amended; the Rehabilitation Act of 1973, as amended; the Vietnam 

Era Veteran's Readjustment Assistance Act of 1974; Title IX of the Education Amendments of 

1972; the Age Discrimination Act of 1975; the Fair Housing Act of 1968 as amended; and the 

Americans with Disabilities Act of 1990.  

 Interested applicants should submit proposals and a statement of qualifications by 

March 31, 2018 to the Board office (ATTN: Nhung “Vickie” Nguyen), 1450 Poydras Street, Suite 

630, New Orleans, LA 70112. 


