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COURT REPORTER RFP

1.0

2.0

PURPOSE OF REQUEST

Columbia County, Wisconsin (County) is requesting sealed proposals from qualified providers (Provider)
for court reporting services with the Columbia County Circuit Court. The selected Provider will be
responsible for taking and transcribing court proceedings. The transcript will serve as an official record
of the proceedings. The Provider agrees to provide services for a one (1) year period, beginning January
1, 2026, through December 31, 2026, with the option to extend to three (3) years upon the parties’

agreement.

SCOPE OF SERVICES

2.1 General

Provider will attend and transcribe a wide range of court proceedings as authorized and directed
by the Columbia County Circuit County Judges and Judicial Court Commissioner. Attendance will
be in person, unless prior approval for remote attendance is granted by the Circuit Court Judge
or Court Commissioner who is presiding over the case. Court reporter services will be provided
for hearings as scheduled by the Circuit Court Judges and Judicial Court Commissioner, with a
time commitment of one (1) day per calendar week.

2.2 Qualifications

2.2.1 Court Reporter Stenographer or Voice Writer Requirement
Candidates must meet one (1) of three (3) minimum professional standards to be
considered eligible:

2211

2.2.1.2

2.2.13

Graduation from a court reporting school approved by either the National
Court Association (NCRA) or the National Verbatim Reporters Association
(NVRA). OR

Successful completion of the Registered Professional Reporter (RPR)
examination administered by the NCRA. OR

Successful completion of the Certified Verbatim Reporter (CVR) examination
administered by the NVRA.

2.2.2 Digital Court Reporter Requirements

2221

2.2.2.2

2.2.2.3

2224

2.2.25

2.2.2.6

Training and/or experience in legal terminology and procedures.

Course and/or experience in legal/court administration and recording
practices (paralegal, legal secretary) preferred.

Demonstrated English grammar, spelling, composition and punctuation skills.
Experience in a court or legal setting preferred.

Ability to operate digital audio recording equipment, produce a recording
suitable for transcription and transcribe the record.

Preferred: (1) Certified Electronic Reporter and Transcriber certification from
the American Association of Electronic Reporters and Transcribers (or
equivalent); (2) Work experience as a digital court reporter.
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3.0

4.0

2.2.3 Background Check
Provider and any staff to be providing services through this Agreement shall be required
to pass a background check. Background checks shall be conducted thereafter if needed
by a substantial change of circumstance.

PROVIDER’S QUESTIONS

Providers are reminded to carefully examine this RFP upon receipt. A written request may be made to
Julie Kayartz, Columbia County Clerk of Courts, at julie.kayartz@wicourts.gov or (608) 742-9835, for
interpretation or correction of any of the RFP material.

Any questions shall be submitted in writing no later than 2:00 p.m. (CST) on Tuesday, November 11,
2025. Questions received after that time will not be considered. Questions and answers will be posted
to Euna Open Bids/DemandStar and the County’s website on Thursday, November 13, 2025, by 4:30
p.m. (CST). Contact with personnel of the County other than Columbia County Clerk of Courts regarding
this RFP may be grounds for elimination from the selection process.

PROPOSAL SUBMITTAL INFORMATION

4.1 Submission of Proposals
4.1.1 Proposals may be submitted by one of two methods:

41.11 Three (3) copies of the proposal must be signed, sealed, and returned
(with necessary attachments) to the Columbia County Clerk at the mailing
address of 112 East Edgewater Street, Portage, Wl 53901.

OR
4.1.1.2 Proposals may be submitted via Euna Open Bids/DemandStar (national

procurement information distribution system). Registration is FREE in
connection with the Wisconsin Association of Public Purchasers (WAPP).

4.1.13 All proposals must be submitted and received no later than
9:00 a.m. (CST) on Friday, November 21, 2025.

4.1.2 Providers must respond to the RFP by submitting all data required herein in order for
proposals to be evaluated and considered for award. Failure to submit such data shall
be deemed sufficient cause for disqualification.

4.1.3 Providers are solely responsible for ensuring timely, actual, and full receipt of RFP
proposal.
4.2 General Requirements
4.2.1 Submissions of Proposals — The following material is required to be received by no
later than 9:00 a.m. (CST) on Friday, November 21, 2025, for a proposal to be
considered:

42.1.1 Title Page — showing the request for proposals’ subject; the Provider’s
name; the name, address, and telephone number of the contact person;
and the date of the proposal.
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4.2.1.2 Table of Contents

4.2.1.3 Transmittal Letter — a signed letter of transmittal briefly stating the
Provider’s understanding of the work to be done, the commitment to
perform the work within the time period, and a statement why the
Provider believes itself to be best qualified to perform the engagement.

4.2.1.4 Detailed Technical Proposal — the detailed proposal should follow the
order set forth in the Technical Proposal Section 4.3 of this RFP.

4.2.1.5 Cost Proposal — daily rate must be included on the Schedule of
Professional Fees and Expenses on page 6 of this RFP.

4.2.1.6 Signature Page — the Signature Page on page 7 of this RFP must be signed
and submitted with the information above to attest to the accuracy of the
information submitted. The individual signing the form must have the
authority to represent the Provider to the engagement.

4.3 Technical Proposal

43.1

4.3.2

433

General Requirements

The purpose of the Technical Proposal is to demonstrate the qualifications,
competence and capacity of the Provider seeking to undertake the court reporter
services for the County in conformity with the requirements of this RFP. As such, the
substance of proposals will carry more weight than their form or manner of
presentation. The Technical Proposal should demonstrate the qualifications of the
Provider and of the particular staff to be assigned to this engagement.

The Proposal should be prepared simply and economically, providing a
straightforward, concise description of the Provider’s capabilities to satisfy the
requirements of the RFP. While additional data may be presented, the following
subjects, items Nos. 4.3.2 through 4.3.3, must be included. They represent the criteria
against which the proposal will be evaluated.

Staff Qualifications and Experience

Provide as much information as possible regarding the qualifications, experience, and
training, including relevant continuing professional education, of the specific staff to
be assigned to this engagement. Indicate how the quality of staff over the term of the
engagement will be assured.

Similar Engagements

For the Provider that will be assigned responsibility for the study, list the most
significant engagements (maximum — 5) performed in the last three (3) years that are
similar to this engagement.

These engagements should be ranked on the basis of total staff hours. Indicate the
scope of work, date, engagement partners, total hours, and the name and telephone
number of the principal client contact. Indicate whether your engagement is
presently ongoing or has been terminated.
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4.4 Cost Proposal
Compensation will be a flat fee per day and determined based on the selected candidate’s
qualification and experiences. Use the Schedule of Professional Fees and Expenses on page 6 to
submit your proposed cost.

4.5 Insurance
Refer to Columbia County Standard Terms and Conditions for Service Contracts on pages 8-11.

4.6 Late Proposals
Formal proposals, amendments thereto, or requests for withdrawal of proposals received by the
County after time specified for proposal opening will not be considered. Any late proposals shall
be returned to the submitting Provider.

4.7 Proposals Binding 90 Days
Unless other specified, all formal proposals submitted shall be binding for ninety (90) calendar
days following proposal due date.

4.8 Withdrawal of Proposals
A written request for the withdrawal of a proposal or any part thereof will be granted if the
request is received by the Columbia County Accounting Department prior to the specified due
date and time.

4.9 Calendar of Events

Date Event

October 24, 2025 Date of issue of the RFP.

November 11, 2025 Last day for submitting written inquiries by 2:00 p.m. (CST)
November 13, 2025 Supplements or revisions to the RFP posted to Euna Open

Bids/DemandStar and the County’s website by 4:30 p.m. (CST).
November 21, 2025 RFPs due by 9:00 a.m. (CST). Three (3) copies of the proposal must
be returned to the Columbia County Clerk at the mailing address of
112 East Edgewater Street, Portage, Wl 53901 OR submitted via
Euna Open Bids/DemandStar.

November 21, 2025 RFP opening at 10:00 a.m. (CST) at the Columbia County
Administration Building, 112 East Edgewater Street, Portage, WI
53901 in room 115.

January 1, 2026 Contract start date.

5.0 TERMS AND CONDITIONS

5.1 Contract
The Provider will act as an independent contractor with respect to the County in the

performance of the contract. Columbia County Standard Terms and Conditions for Service
Contracts shall apply. See pages 8-11.
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6.0

PROPOSAL SELECTION AND AWARD PROCESS

6.1

6.2

6.3

6.4

6.5

Preliminary Evaluation

The proposals will first be reviewed to determine if all requirements are met. Failure to meet
mandatory requirements will result in the proposal being rejected. In the event that all
Providers do not meet one or more of the mandatory requirements, the County reserves the
right to continue the evaluation of the proposals and to select the proposal which most closely
meets the requirements specified in this RFP.

Proposal Scoring

Accepted proposals will be reviewed by an evaluation team and scored against the stated
criteria. This scoring will determine the ranking of the Providers based upon their written
proposals. If the team determines that it is in the best interest of the County to require oral
presentations, the highest-ranking Provider will be invited to make such presentations. Those
that participate in the interview process will then be scored, and the final ranking will be made
based upon those scores.

Right to Reject Proposals and Negotiate Contract Terms

The County reserves the right to reject any and all proposals and to negotiate the terms of the
contract, including the award amount, with the selected Provider prior to entering into a
contract. If contract negotiations cannot be concluded successfully with the highest scoring
Provider, the County may negotiate a contract with the next highest scoring Provider.

Evaluation Criteria
The proposals will be scored using the following criteria:

Cost 35%
Experience and Reliability 25%
Expertise of Personnel 25%
Method of Performance 15%

Final Selection
The Columbia County Judiciary Committee shall approve the Provider selected, based on the
evaluation results and ranking.
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SCHEDULE OF PROFESSIONAL FEES & EXPENSES

RFP TITLE: COURT REPORTER

RFP #: COURTS-10-25

PROVIDER’S NAME:

Include price to perform all services described in this RFP.

2026 rate per day: S

Additional option to extend for three (3) years, upon the parties’ agreement.

2027 rate per day: S

2028 rate per day: S

2029 rate per day: S
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SIGNATURE PAGE

RFP TITLE: COURT REPORTER

RFP #: COURTS-10-25

PROVIDER’S NAME:

We/I, the undersigned, propose to provide court reporting services to Columbia County as herein described at
the prices indicated on the Schedule of Professional Fees and Expenses.

We/I, the undersigned, submit that all information and responses provided are complete and accurate to the
best of our/my knowledge and that the proposal is a firm and irrevocable offer for 90 days.

Please state any deviations from the requirements contained in this RFP:
Acknowledge any addenda to the RFP below:

Addendum#t Date

Submitted By:

Address:

Phone: Fax:

Email:

Signature:

Printed Name:

Title: Date:

Date of qualification to do business in Wisconsin:
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CoLuMBIA COUNTY STANDARD TERMS AND CONDITIONS FOR SERVICE CONTRACTS

References to Parties. The term “Provider” refers to the entity or individual providing services to Columbia
County. All references to “Columbia County” or to the “County” are to Columbia County, Wisconsin.

Nondiscrimination/Affirmative Action. The Provider agrees to act, in accordance with applicable State and
Federal law, to not discriminate against any person, including but not limited to an applicant or recipient of
services or an employee or applicant for employment, on the basis of age, race, ethnicity, religion, color,
gender, disability, marital status, sexual orientation, national origin, cultural differences, ancestry, physical
appearance, conviction record, military participation or membership in the national guard, military
participation in the state defense force or any other reserve component of the military forces of the United
States, or political beliefs. As may be applicable to the underlying Agreement and consistent with the law,
the Provider shall use reasonable efforts to develop a balanced workforce proportional to the percentage of
minorities and women in the relevant workforce. The Provider shall provide a harassment-free work
environment. Upon request, evidence of compliance with this section will be made available.

Professional and Safety Requirements. The Provider shall fully comply with the safety requirements set
forth by the Wisconsin Department of Safety and Professional Standards, OSHA, Wisconsin Department of
Transportation, and as otherwise applicable to the Provider’s profession(s), role(s), and duty(s) under the
parties’ Agreement; and the Provider shall be responsible for training its own employees on such
requirements. The parties shall at all times comply with and observe all Federal and State laws, local laws,
ordinances, and regulations which are in effect during the period of a contract and which in any manner
affect the work or its conduct.

Permits. As is applicable, any party providing a service under this Agreement shall obtain and maintain all
State, Federal, and local permits required for the performance of that service. A copy of such permit(s) shall
be provided to the other party upon request.

Quality of Services. Services provided under this Agreement shall be of good quality and consistent with
appropriate and accepted industry standards. To the degree applicable, services shall also meet those
requirements as set forth in State, Federal, and local law. All staff performing services under this Agreement
shall have sufficient training, knowledge, and expertise to perform the agreed upon services and that they
meet all of the applicable licensing and certification requirements. A background check(s) may be required
for those Provider staff having particular access to sensitive County technology, confidential information,
and/or potentially vulnerable populations. All vendors shall not be and shall certify that they are not
debarred, suspended, proposed for debarment, declared ineligible, or voluntarily excluded by any Federal
department or agency from doing business with the Federal government.

Efficiency. The parties shall commence, carry on, and complete obligations under this Agreement with
deliberate speed and in a sound, economical, and efficient manner, in accordance with this Agreement and
all applicable laws.

Indemnification. The Provider shall indemnify, hold harmless and defend Columbia County, its boards,
commissions, agencies, officers, agents, volunteers, employees and representatives against any and all
liability, claims, losses (including, but not limited to, property damage or loss, bodily injury and loss of life),
damages, costs or expenses (including, but not limited to, court costs, as well as fees and charges of
attorney(s)) which Columbia County, its officers, employees, agencies, boards, commissions and
representatives may sustain, incur or be required to pay by reason of this Agreement and shall apply to any
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and all liability, claims, losses, damages, costs or expenses. Columbia County reserves the right, but not the
obligation, to participate in defense without relieving the Provider of any obligation. These provisions shall
survive the expiration or termination of this Agreement.

8. Insurance. In order to secure the parties’ obligations under Paragraph 6, the Provider shall procure and
maintain general liability insurance sufficient to cover the potential risks of the project. At a minimum, the
Provider shall secure and maintain the following insurance:

a. Worker’s Compensation Insurance as prescribed by the laws of the State of Wisconsin;

b. Comprehensive Automobile Bodily Injury Liability and Property Damage Liability Insurance, with
limits of $500,000 for bodily injury or death of any one person, $1,000,000 for bodily injury or death
of two or more persons in any one accident, and $100,000 for property damage in any one accident;

c. Comprehensive General Bodily Injury Liability and Property Damage Liability Insurance, with limits of
$500,000 for bodily injury or death of any one person, $1,000,000 for bodily injury or death of two
or more persons in any one accident, and $100,000 for property damage in any one accident; and

d. Commercial General Liability of $2,000,000 for general aggregate including product and $1,000,000
for each occurrence.

The Provider shall add Columbia County, its officers, agents and employees and additional insurers under
the Commercial, General, and Automobile policies. Upon the request of the other, each party shall provide
a copy of its certificate of insurance to the requesting party. Nothing within this provision shall be construed
to waive any defense or statutory right available to either party.

9. Public Records. Each party shall maintain all records subject to a valid and appropriate public records
request in accordance with applicable law. Unless otherwise provided by law, each party shall maintain all
records for at least a period of seven (7) years. Nothing within this provision shall waive any right the party
may have in rejecting all or part of a public records request. However, should it occur, the Provider shall
provide timely notice of any restricted, redacted, limited, or denied public record(s) response made. In case
of controversy or litigation, and without waiver of any right herein, Columbia County retains the right to
participate in such.

10. Assignment. Neither party may assign its duties or rights to a third party without the written consent of the
other party.

11. Subcontracting. Neither party may subcontract, sell, transfer, or otherwise dispose of any portion of the
contract without the prior written consent of the other party. No subcontractor shall, under any
circumstance, relieve either party of its obligations under this contract.

12. Proprietary Information.

a. Any restrictions on the use of data contained within a request must be clearly stated in the
bid/proposal itself. Proprietary information submitted in the response to a request will become
County property. Columbia County will work with vendors to meet their confidentiality
requirements provided they are within reason. All such proprietary/confidential materials must be
clearly marked as such. Pricing will not be held confidential after the award of contract.
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Data contained in a bid, all documentation provided therein, and innovations developed as a result
of contracted commodities or services cannot be copyrighted or patented. All data, documentation,
and innovations shall be the property of Columbia County.

All proprietary information will be handled in accordance with the law, specifically including Wis.
Stat. ch. 19, subchapter II, known as the Wisconsin Public Records Law. The Provider shall be
expected to defend its determination(s) in the event of litigation or controversy.

13. Confidentiality. As may be applicable to this Agreement, each party shall secure and protect confidential

information from any party not allowed access to such information. Additionally,

In connection with the performance of the work prescribed in this Agreement, it may be necessary
for Columbia County to disclose to the Provider certain information that is confidential and / or
proprietary. The Provider shall not use such for any purpose other than the limited purposes set
forth in this Agreement, and all related and necessary actions taken in fulfillment of the obligations
herein. The Provider shall hold all such information in confidence and shall not disclose it to any
persons other than those directors, officers, employees, and agents who have a business-related
need to have access to such information and in furtherance of the limited purposes of this
Agreement and who have been apprised of, and agree to maintain, the confidential nature of such
information in accordance with the terms of this Agreement.

The Provider shall institute and maintain such security procedures as are commercially reasonable
to maintain the confidentiality of this information while in its possession or control including
transportation, whether physically or electronically.

The Provider and its employees will not reuse, sell, make available, or make use in any format the
data researched or compiled for this Agreement for any venture, profitable or not, outside this
Agreement.

The restrictions herein shall survive the termination of this Agreement for any reason and shall
continue in full force and effect and shall be binding upon the Provider or its agents, employees,
successors, assigns, subcontractor, or any party claiming an interest in this Agreement on behalf of
or under the rights of the Provider following any termination.

The Provider shall advise all of their agents, employees, successors, assigns of the restrictions,
present and continuing, set forth herein. The Provider shall defend and incur all costs, if any, for
actions that arise as a result of noncompliance by the Provider, its agents, employees, successors,
assigns and subcontractors regarding the restrictions herein.

14. Cancellation. Columbia County reserves the right to terminate any contract in whole or part without penalty

15.

due to non-appropriation of funds or failure of vendor/contractor to comply with terms, conditions,
performance, and specifications of a contract.

Force Majeure. Neither party shall be in default by reason of any failure in performance of a contract in
accordance within reasonable control and without fault or negligence on its party. Such causes may include,
but are not restricted to, acts of nature or the public enemy, acts of the government in either its sovereign
or contractual capacity, loss of funding, fires, floods, epidemics or pandemics, quarantine restrictions,
strikes, freight embargoes, or unusually severe weather.
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16.

17.

18.

19.

20.

21.

22.

23.

24.

Choice of Laws and Venue. This contract shall be governed by the law of the State of Wisconsin; and the
venue for any legal action between the parties shall be Columbia County, or if applicable, the United States
District Court for the Western District of Wisconsin.

Change in Law. The parties recognize that this Agreement is at all times subject to applicable Federal, State,
and local laws. The parties further recognize that this Agreement may become subject to amendments in
such laws and regulations due to new legislation or by judicial decision. Such changes shall be fully
incorporated into the terms of the parties’ Agreement. Any provisions of law that invalidates, or becomes
inconsistent with, the material terms and conditions of the parties’ Agreement or that would cause one or
both of the parties to be in violation of law shall be deemed to have superseded the terms of this
Agreement; and, in such event, the parties agree to utilize their best efforts to modify the terms and
conditions of this Agreement to be consistent with the requirements of such law(s).

Severability. If any provision of this agreement is held illegal or unenforceable in a judicial proceeding, such
provision shall be severed and shall be inoperative, and the remainder of this agreement shall remain
operative and binding on the parties.

Entire Agreement. This Agreement constitutes the entire understanding of the parties. Any prior
agreement, promise, negotiation, or representation, whether oral or written, not expressly set forth within
this Agreement shall have no force or effect.

Taxes. Columbia County and its departments are exempt from the payment of all Federal, Wisconsin, and
local taxes on its purchases except Wisconsin excise or occupation tax on its purchase of motor vehicle fuel.

Independent Contractor. No employee-employer relationship is created by this agreement on behalf of
either party. Both parties are independent from each other and their relationship is contractual in nature.
Each party's employees, officers, and agents and shall be under the sole and exclusive direction and control
of that party. Both parties understand and agree that (i) Columbia County will not withhold from the
Provider, any sums for income tax, unemployment insurance, social security or any other withholding
pursuant to any law or requirement of any governmental body relating to the Provider, (ii) the Provider shall
be solely responsible for providing its own worker’s compensation insurance, and (iii) all of such payments
as may be required by law are the sole responsibility of the Provider. In the event the Internal Revenue
Service or Wisconsin Department of Revenue should question the independent contractor status of the
Provider, the parties hereto mutually agree that both Columbia County and the Provider shall have the right
to participate in any discussion, negotiation or resolution occurring with the Internal Revenue Service or
Wisconsin Department of Revenue, regardless of with whom such discussions or negotiations are initiated.

Legal Status. The Provider warrants that it has complied with all necessary requirements to do business in
the State of Wisconsin and that the person executing this Agreement on its behalf is authorized to do so.

Personnel. Each shall secure, at its own expense, all personnel necessary to carry out the party’s obligations
under this Agreement.

Use of Titles and Headings. Titles and headings herein are inserted for convenience only and shall not affect
the construction of these terms and conditions.

COURT REPORTER RFP | 11



	3.0 PROVIDER’S QUESTIONS
	Providers are reminded to carefully examine this RFP upon receipt.   A written request may be made to Julie Kayartz, Columbia County Clerk of Courts, at julie.kayartz@wicourts.gov or (608) 742-9835, for interpretation or correction of any of the RFP m...
	Any questions shall be submitted in writing no later than 2:00 p.m. (CST) on Tuesday, November 11, 2025.  Questions received after that time will not be considered.  Questions and answers will be posted to Euna Open Bids/DemandStar and the County’s we...

