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INSTRUCTIONS TO OFFERORS

It is the responsibility of each offeror to:

Follow the format required in the RFP when preparing your response.  Provide responses in a clear and concise manner.

Provide complete answers/descriptions.  Read and answer all questions and requirements.  Proposals are evaluated based solely on the information and materials provided in your written response.

Use any forms provided, e.g., cover page, budget form, certification forms, etc.

Submit your response on time.  Note all the dates and times listed in the Schedule of Events and within the document.  Late proposals are never accepted.

The following items MUST be included in the response.

Failure to include ANY of these items may result in a nonresponsive determination.

(
Signed Cover Sheet

(
Signed Addenda (if appropriate) in accordance with Section 1.4.3
(
Correctly executed State of Montana "Affidavit for Trade Secret Confidentiality" form, if claiming information to be confidential or proprietary in accordance with Section 2.3.1.
(
In addition to a detailed response to all requirements within Sections 3, 4, and 5, offeror must acknowledge that it has read, understands, and will comply with each section/subsection listed below by initialing the line to the left of each.  If offeror cannot meet a particular requirement, provide a detailed explanation next to that requirement.


Section 1, Introduction and Instructions



Section 2, RFP Standard Information



Section 3.1, Introduction


Section 3.2, Minimum Qualifications
____     Section 3.4 Contractor Responsibilities


Section 4.1, State's Right to Investigate and Reject



Section 6, Evaluation Process



Appendix A, Standard Terms and Conditions


Appendix B, Contract



Appendix C, Client Reference Form


Attachment A, Pricing Schedules A through E

SCHEDULE OF EVENTS


DATE
RFP Issue Date
3/25/2014
Pre-Proposal Conference
4/7/2014
Deadline for Receipt of Written Questions
4/18/2014
Deadline for Posting Written Responses to the State's Website
4/25/2014
RFP Response Due Date
5/13/2014
Notification of Offeror Interviews/Product Demonstrations
*5/27/2014
Offeror Interviews/Product Demonstrations
*6/14/2014-6/16/2014
Intended Date for Contract Award 
*6/19/2014
*The dates above identified by an asterisk are included for planning purposes.  These dates are subject to change.
SECTION 1:  INTRODUCTION AND INSTRUCTIONS
1.1
INTRODUCTION
The STATE OF MONTANA, Department of Justice ("State") is seeking a contractor to provide Case Management and Document Management solution for the Attorney General’s Office.  A more complete description of the services to be provided is found in Section 3. 
1.2
CONTRACT PERIOD
The contract period is four year(s), upon contract execution and ending four years from this date inclusive.  The parties may mutually agree to a renewal of this contract in one year intervals, or any interval that is advantageous to the State.  This contract, including any renewals, may not exceed a total of ten years, at the State's option.

1.3
SINGLE POINT OF CONTACT

From the date this Request for Proposal (RFP) is issued until an offeror is selected and announced by the procurement officer, offerors shall not communicate with any state staff regarding this procurement, except at the direction of the Rick Dorvall, the procurement officer in charge of the solicitation.  Any unauthorized contact may disqualify the offeror from further consideration. Contact information for the single point of contact is:

Procurement Officer:  Rick Dorvall
Telephone Number:  406-444-3366
Fax Number:  406-444-2529
E-mail Address:  rickdorvall@mt.gov
1.4
REQUIRED REVIEW

1.4.1  Review RFP.  Offerors shall carefully review the entire RFP.  Offerors shall promptly notify the procurement officer identified above via e-mail or in writing of any ambiguity, inconsistency, unduly restrictive specifications, or error that they discover.  In this notice, the offeror shall include any terms or requirements within the RFP that preclude the offeror from responding or add unnecessary cost.  Offerors shall provide an explanation with suggested modifications.  The notice must be received by the deadline for receipt of inquiries set forth in Section 1.4.2.  The State will determine any changes to the RFP. 

1.4.2  Form of Questions.  Offerors having questions or requiring clarification or interpretation of any section within this RFP must address these issues via e-mail or in writing to the procurement officer listed above on or before April 18, 2014Error! Reference source not found..  Offerors are to submit questions using the Vendor RFP Question and Answer Form available on the OneStop Vendor Information website at: http://svc.mt.gov/gsd/OneStop/GSDDocuments.aspx or by calling (406) 444-2575.  Clear reference to the section, page, and item in question must be included in the form.   Questions received after the deadline may not be considered.
1.4.3  State's Response.  The State will provide a written response by April 25, 2014 to all questions received by April 18, 2014.  The State's response will be by written addendum and will be posted on the State's website with the RFP at http://svc.mt.gov/gsd/OneStop/SolicitationDefault.aspx by the close of business on the date listed.  Any other form of interpretation, correction, or change to this RFP will not be binding upon the State.  Offerors shall sign and return with their RFP response an Acknowledgment of Addendum for any addendum issued. 

1.5
PRE-PROPOSAL CONFERENCE/CONFERENCE CALL
An optional Pre-Proposal Conference/Conference Call will be conducted on April 7, 2014 from 1:00 p.m. to 3:00 p.m. at 125 North Sanders Street, Conference Room #179, Mitchell Building, Helena, MT 59620.   Offerors are encouraged to use this opportunity to ask clarifying questions, obtain a better understanding of the project, and to notify the State of any ambiguities, inconsistencies, or errors discovered upon examination of this RFP.  All responses to questions during the Pre-Proposal Conference/Conference Call will be oral and in no way binding on the State.  Participation in the Pre-Proposal Conference/Conference Call is optional; however, it is advisable that all interested parties participate.
If calling from the Helena area, call (406) 444-7946.  If calling from outside the Helena area, call 1-888-556-4635.  The password for both numbers is 7067.

1.6
GENERAL REQUIREMENTS
1.6.1  Acceptance of Standard Terms and Conditions/Contract.  By submitting a response to this RFP, offeror accepts the standard terms and conditions and contract set out in Appendices A and B, respectively.  Much of the language included in the standard terms and conditions and contract reflects the requirements of Montana law.

Offerors requesting additions or exceptions to the standard terms and conditions, or to the contract terms, shall submit them to the procurement officer listed above by the date specified in Section 1.4.2.  A request must be accompanied by an explanation why the exception is being sought and what specific effect it will have on the offeror's ability to respond to the RFP or perform the contract.  The State reserves the right to address nonmaterial requests for exceptions to the standard terms and conditions and contract language with the highest scoring offeror during contract negotiation. 
The State shall identify any revisions to the standard terms and conditions and contract language in a written addendum issued for this RFP.  The addendum will apply to all offerors submitting a response to this RFP.  The State will determine any changes to the standard terms and conditions and/or contract. 

1.6.2  Resulting Contract.  This RFP and any addenda, the offeror's RFP response, including any amendments, a best and final offer (if any), and any clarification question responses shall be incorporated by reference in any resulting contract.
1.6.3  Understanding of Specifications and Requirements.  By submitting a response to this RFP, offeror acknowledges it understands and shall comply with the RFP specifications and requirements.

1.6.4  Offeror's Signature.  Offeror's proposal must be signed in ink by an individual authorized to legally bind the offeror.  The offeror's signature guarantees that the offer has been established without collusion.  Offeror shall provide proof of authority of the person signing the RFP upon State's request.

1.6.5  Offer in Effect for 120 Calendar Days.  Offeror agrees that it may not modify, withdraw, or cancel its proposal for a 120-day period following the RFP due date or receipt of best and final offer, if required.
1.7
Submitting a PrOPOSAL

1.7.1  Organization of Proposal.  Offerors must organize their proposal into sections that follow the format of this RFP.  Proposals should be bound, and must include tabbed dividers separating each section.  Proposal pages must be consecutively numbered.

All subsections not listed in the "Instructions to Offerors" on page 3 require a response.  Restate the section/subsection number and the text immediately prior to your written response.
Unless specifically requested in the RFP, an offeror making the statement "Refer to our literature…" or "Please see www…….com" may be deemed nonresponsive or receive point deductions.  If making reference to materials located in another section of the proposal, specific page numbers and sections must be noted.  The Evaluator/Evaluation Committee is not required to search through the proposal or literature to find a response.
The State encourages offerors to use materials (e.g., paper, dividers, binders, brochures, etc.) that contain post-consumer recycled content.  Offerors are encouraged to print/copy on both sides of each page.

1.7.2  Failure to Comply with Instructions.  Offerors failing to comply with these instructions may be subject to point deductions.  Further, the State may deem a proposal nonresponsive or disqualify it from further consideration if it does not follow the response format, is difficult to read or understand, or is missing requested information.
1.7.3  Multiple Proposals.  Offerors may, at their option, submit multiple proposals.  Each proposal shall be evaluated separately.
1.7.4  Price Sheets.  Offerors must use the RFP Price Sheets found in Section (insert number). These price sheets serve as the primary representation of offeror's cost/price.  Offeror should include additional information as necessary to explain the offeror's cost/price. 

1.7.5  Copies Required and Deadline for Receipt of Proposals.  Offerors must submit one original proposal and five copies to the State Procurement Bureau. The State reserves the right to request an electronic copy of the RFP response. In addition, offerors must submit two electronic copies on compact disc (CD) or universal serial bus (USB) flash drive in Microsoft Word or portable document format (PDF).  If any confidential materials are included in accordance with the requirements of Section 2.3.2, they must be submitted on a separate CD or USB flash drive.
each Proposal must be sealed and labeled on the outside of the package clearly indicating it is in response to RFP #14-2749V. Proposals must be received at the reception desk of the State Procurement Bureau prior to 2:00 p.m., Mountain Time, May 13, 2014.  Offeror is solely responsible for assuring delivery to the reception desk by the designated time.
1.7.6  Facsimile Responses.  A facsimile response to an RFP will ONLY be accepted on an exception basis with prior approval of the procurement officer and only if it is received in its entirety by the specified deadline.  Responses to RFPs received after the deadline will not be considered.

1.7.7  Late Proposals.  Regardless of cause, the State shall not accept late proposals.  Such proposals will automatically be disqualified from consideration.  Offeror may request the State return the proposal at offeror's expense or the State will dispose of the proposal if requested by the offeror.  (See Administrative Rules of Montana (ARM) 2.5.509.)
1.8
COSTS/OWNERSHIP OF MATERIALS
1.8.1  State Not Responsible for Preparation Costs.  Offeror is solely responsible for all costs it incurs prior to contract execution.
1.8.2  Ownership of Timely Submitted Materials.  The State shall own all materials submitted in response to this RFP.
SECTION 2:  RFP STANDARD INFORMATION

2.1
AUTHORITY

The RFP is issued under 18-4-304, Montana Code Annotated (MCA) and ARM 2.5.602.  The RFP process is a procurement option allowing the award to be based on stated evaluation criteria.  The RFP states the relative importance of all evaluation criteria.  The State shall use only the evaluation criteria outlined in this RFP.
2.2
OFFEROR COMPETITION
The State encourages free and open competition to obtain quality, cost-effective services and supplies.  The State designs specifications, proposal requests, and conditions to accomplish this objective.
2.3
RECEIPT OF PROPOSALS AND PUBLIC INSPECTION
2.3.1  Public Information.  Subject to exceptions provided by Montana law, all information received in response to this RFP, including copyrighted material, is public information.  Proposals will be made available for public viewing and copying shortly after the proposal due date and time.  The exceptions to this requirement are:  (1) bona fide trade secrets meeting the requirements of the Uniform Trade Secrets Act, Title 30, chapter 14, part 4, MCA, that have been properly marked, separated, and documented; (2) matters involving individual safety as determined by the State; and (3) other constitutional protections.  See 18-4-304, MCA.  The State provides a copier for interested parties' use at $0.10 per page.  The interested party is responsible for the cost of copies and to provide personnel to do the copying. 

2.3.2  Procurement Officer Review of Proposals.  Upon opening the proposals in response to this RFP, the procurement officer will review the proposals for information that meets the exceptions in Section 2.3.1, providing the following conditions have been met:

●
Confidential information (including any provided in electronic media) is clearly marked and separated from the rest of the proposal.

●
The proposal does not contain confidential material in the cost or price section.

●
An affidavit from the offeror's legal counsel attesting to and explaining the validity of the trade secret claim as set out in Title 30, chapter 14, part 4, MCA, is attached to each proposal containing trade secrets.  Counsel must use the State of Montana "Affidavit for Trade Secret Confidentiality" form in requesting the trade secret claim.  This affidavit form is available on the OneStop Vendor Information website at:  http://svc.mt.gov/gsd/OneStop/GSDDocuments.aspx or by calling (406) 444-2575.
Information separated out under this process will be available for review only by the procurement officer, the evaluator/evaluation committee members, and limited other designees.  Offerors shall pay all of its legal costs and related fees and expenses associated with defending a claim for confidentiality should another party submit a "right to know" (open records) request.
2.4
CLASSIFICATION AND EVALUATION OF PROPOSALS
2.4.1  Initial Classification of Proposals as Responsive or Nonresponsive.  The State shall initially classify all proposals as either "responsive" or "nonresponsive" (ARM 2.5.602).  The State may deem a proposal nonresponsive if:  (1) any of the required information is not provided; (2) the submitted price is found to be excessive or inadequate as measured by the RFP criteria; or (3) the proposal does not meet RFP requirements and specifications.  The State may find any proposal to be nonresponsive at any time during the procurement process. If the State deems a proposal nonresponsive, it will not be considered further.

2.4.2  Determination of Responsibility.  The procurement officer will determine whether an offeror has met the standards of responsibility consistent with ARM 2.5.407.  An offeror may be determined nonresponsible at any time during the procurement process if information surfaces that supports a nonresponsible determination.  If an offeror is found nonresponsible, the procurement officer will notify the offeror by mail.  The determination will be included within the procurement file.

2.4.3  Evaluation of Proposals.  An evaluator/evaluation committee will evaluate all responsive proposals based on stated criteria and recommend an award to the highest scoring offeror.  The evaluator/evaluation committee may initiate discussion, negotiation, or a best and final offer.  In scoring against stated criteria, the evaluator/evaluation committee may consider such factors as accepted industry standards and a comparative evaluation of other proposals in terms of differing price and quality.  These scores will be used to determine the most advantageous offering to the State.  If an evaluation committee meets to deliberate and evaluate the proposals, the public may attend and observe the evaluation committee deliberations.

2.4.4  Completeness of Proposals.  Selection and award will be based on the offeror's proposal and other items outlined in this RFP. Proposals may not include references to information such as Internet websites, unless specifically requested.  Information or materials presented by offerors outside the formal response or subsequent discussion, negotiation, or best and final offer, if requested, will not be considered, will have no bearing on any award, and may result in the offeror being disqualified from further consideration.
2.4.5  Achieve Minimum Score.  Any proposal that fails to achieve (70)% of the total available points for Sections 3 will be eliminated from further consideration.  A "fail" for any individual evaluation criteria may result in proposal disqualification at the discretion of the procurement officer.

2.4.6  Opportunity for Discussion/Negotiation and/or Oral Presentation/Product Demonstration.  After receipt of proposals and prior to the recommendation of award, the procurement officer may initiate discussions with one or more offerors should clarification or negotiation be necessary.  Offerors may also be required to make an oral presentation and/or product demonstration to clarify their RFP response or to further define their offer.  In either case, offerors should be prepared to provide web demonstration and be prepared to discuss technical and contractual aspects of their proposal.  Oral presentations and product demonstrations, if requested, shall be at the offeror's expense. 

2.4.7  Best and Final Offer.  Under Montana law, the procurement officer may request a best and final offer if additional information is required to make a final decision.  The State reserves the right to request a best and final offer based on price/cost alone.  Please note that the State rarely requests a best and final offer on cost alone.
2.4.8  Evaluator/Evaluation Committee Recommendation for Contract Award.  The evaluator/ evaluation committee will provide a written recommendation for contract award to the procurement officer that contains the scores, justification, and rationale for the decision.  The procurement officer will review the recommendation to ensure its compliance with the RFP process and criteria before concurring with the evaluator's/evaluation committee's recommendation.
2.4.9  Request for Documents Notice.  Upon concurrence with the evaluator's/evaluation committee's recommendation, the procurement officer will request from the highest scoring offeror the required documents and information, such as insurance documents, contract performance security, an electronic copy of any requested material (e.g., proposal, response to clarification questions, and/or best and final offer), and any other necessary documents.  Receipt of this request does not constitute a contract and no work may begin until a contract signed by all parties is in place.  The procurement officer will notify all other offerors of the State's selection.

2.4.10  Contract Execution.  Upon receipt of all required materials, a contract (Appendix B) incorporating the Standard Terms and Conditions (Appendix A), as well as the highest scoring offeror's proposal, will be provided to the highest scoring offeror for signature.  The highest scoring offeror will be expected to accept and agree to all material requirements contained in Appendices A and B of this RFP.  If the highest scoring offeror does not accept all material requirements, the State may move to the next highest scoring offeror, or cancel the RFP.  Work under the contract may begin when the contract is signed by all parties.
2.5
STATE'S RIGHTS RESERVED

While the State has every intention to award a contract resulting from this RFP, issuance of the RFP in no way constitutes a commitment by the State to award and execute a contract.  Upon a determination such actions would be in its best interest, the State, in its sole discretion, reserves the right to:

●
Cancel or terminate this RFP (18-4-307, MCA);

●
Reject any or all proposals received in response to this RFP (ARM 2.5.602);

●
Waive any undesirable, inconsequential, or inconsistent provisions of this RFP that would not have significant impact on any proposal (ARM 2.5.505);

●
Not award a contract, if it is in the State's best interest not to proceed with contract execution (ARM 2.5.602); or

●
If awarded, terminate any contract if the State determines adequate state funds are not available (18-4-313, MCA). 

2.6
DEPARTMENT OF ADMINISTRATION POWERS AND DUTIES

The Department of Administration is responsible for carrying out the planning and program responsibilities for information technology (IT) for state government.  (Section 2-17-512, MCA)  The Chief Information Officer is the person appointed to carry out the duties and responsibilities of the Department of Administration relating to information technology.  The Department of Administration shall:

●
Review the use of information technology resources for all state agencies;

●
Review and approve state agency specifications and procurement methods for the acquisition of information technology resources; and
●
Review, approve, and sign all state agency IT contracts and shall review and approve other formal agreements for information technology resources provided by the private sector and other government entities.

2.7
COMPLIANCE WITH STATE OF MONTANA IT STANDARDS

The offeror is expected to be familiar with the State of Montana IT environment.  All services and products provided as a result of this RFP must comply with all applicable State of Montana IT policies and standards in effect at the time the RFP is issued.  The offeror must request exceptions to State IT policies and standards in accordance with Section 1.6 of this RFP.  It will be the responsibility of the State to deny the exception request or to seek a policy or standards exception through the Department of Administration, Information Technology Services Division (ITSD).  Offerors are expected to provide proposals that conform to State IT policies and standards.  It is the intent of ITSD to utilize the existing policies and standards and not to routinely grant exceptions.  The State reserves the right to address nonmaterial requests for exceptions with the highest scoring offeror during contract negotiation.
The links below will provide information on State of Montana IT strategic plans, current environment, policies, and standards.
State of Montana Information Technology Strategic Plan

http://itsd.mt.gov/stratplan/statewide/default.mcpx
State of Montana Information Technology Environment

http://itsd.mt.gov/techmt/compenviron.mcpx
State of Montana IT Policies

http://itsd.mt.gov/policy/policies/default.mcpx
State of Montana Software Standards

http://itsd.mt.gov/policy/software/default.mcpx
SECTION 3:  SCOPE OF SERVICES
To enable the State to determine the capabilities of an offeror to provide the services specified in the RFP, the offeror shall respond to the following regarding its ability to meet the State's requirements.
All subsections of Section 3 not listed in the "Instructions to Offerors" on page 3 require a response.  Restate the subsection number and the text immediately prior to your written response.

NOTE:  Each item must be thoroughly addressed.  Offerors taking exception to any requirements listed in this section may be found nonresponsive or be subject to point deductions.
3.1 Introduction

3.1.1
General Summary 
The Montana Department of Justice Legal Services Division (LSD) is seeking a contractor to provide a commercial-of-the-shelf (COTS) or a Software-as-a-Services (SaaS) Case and Document Management System as a total solution for managing case and document information; and hardware and software for scanning documents.  The offerer, if needed, may partner with another company to ensure all requirements are met. 
The immediate operational need is to implement a case management and document management system for the LSD.
· To meet this operational need, DOJ intends to procure, implement, train, and maintain a centralized Case and Document Management System.

· This RFP is to identify the solution that best meets three identified needs:
· To satisfy LSD needs for a comprehensive case management system that will manage all aspects of legal cases assigned to the LSD and improve staff productivity. 

· To satisfy LSD needs for a centralized document management system to insure that all LSD documents are securely accessible, documents can be assigned to workflow if required, documents can be assigned to a retention policy, and documents can be searched by both metadata and text search within the document.

· To satisfy LSD needs to provide transparency to the public regarding case-related status.
3.1.2 Business Need

LSD has the following business goals:

· Maintain a knowledge-base of LSD cases to ensure the most effective litigation actions.

· Standardize business practices in the LSD to insure the highest level of staff productivity.

· Provide the public with current information regarding the status of LSD cases. 

Staff identified a need for a system that is:
· Easy to use and guides users in normal use of the system with help guides and system messages. 

· Flexible enough to customize for their business processes.

· Accessible remotely from their office.

· Able to synchronize with their Outlook calendar and contact lists.

· Consolidates case information and document management capabilities.
3.1.3 Project Approach/Key Dates
LSD intends to complete the procurement process, including contract signature, by June 19, 2014.  The project should begin no later than three weeks following the contract execution, and should complete Phase 1 implementation, training and user acceptance of the solution within six months of contract execution.

The LSD fully expects that the new system to be operational and in use by the end of calendar year 2014.  Following user acceptance, the contractor must warrant their system for 90-days.  After implementation acceptance LSD intends to contract for services to maintain and enhance the system for up to 10 years.
3.1.4 Issuing Agency Overview
The LSD consists of five bureaus:

Agency Legal Services - The Agency Legal Services Bureau provides legal counsel to state government officials and state agencies. Attorneys in the bureau represent other state agencies in civil actions ranging from liability lawsuits to personnel issues.
Civil Services Bureau – This bureau represents the State of Montana's interests in complex civil litigation where the state is a party or in which the state has an interest, handles constitutional challenges filed against state laws, and coordinates the department's involvement in appeals of civil cases to which the state is a party. It also provides legal assistance to state government and local governments on matters involving Indian jurisdiction; federal reserved water rights; election law; antitrust; charitable trusts; conflicts of interest; and open meetings. This bureau has no rulemaking or adjudicating authority.  
Appellate Bureau - The division’s Appellate Services Bureau handles appeals of criminal matters, including death penalty cases, and represents the state in federal court when constitutional challenges are made to a criminal conviction.
Prosecution Services Bureau - This bureau assists local county attorneys by providing training and by assisting in the prosecution of complex criminal cases, particularly homicide cases. It also prosecutes cases where the county attorney has a conflict of interest; prosecutes drug cases and workers’ compensation and Medicaid fraud cases; and investigates complaints against county attorneys. Such complaints must be filed in writing and sent to the bureau via regular mail.
Office of Consumer Protection - The Office of Consumer Protection (OCP) enforces laws regulating commerce which are a powerful ally for Montana’s consumers and business owners. These laws level the playing field and help OCP to protect our state’s consumers from those who would take advantage of them. But the office does much more than that. We also track scams and alert citizens. We educate young people about buying their first car and renting their first apartment. We teach Montanans how to manage their credit reports and keep their personal financial information secret and safe. We reach out to farmers and ranchers — Montana’s first small businesses — and help them navigate a market that is increasingly controlled by a handful of large corporations.
Offices are primarily located at:

Justice Building, Third Floor
215 North Sanders
P.O. Box 201401
Helena, MT 59620-1401
Or at:
1712 Ninth Avenue
P.O. Box 201440
Helena, MT 59620-1440
LSD anticipates that onsite training activities will occur in Helena and that the contractor will perform work on-site in Helena for the customization of the Case Management and Document System.

The Montana Dept. of Justice manages a SharePoint 2010 and a Perceptive ImageNow system that could be employed for the LSD Document Management System.  If the Offeror intends to propose a SharePoint based solution, upgrades to future releases of SharePoint must be supported and the costs for that support should be clearly identified.
3.2 Minimum Qualifications
3.2.1
Previous Experience
· Offeror must demonstrate successful business history supporting at least one public sector client in legal case and document management industry within the past five years.

· The proposal must identify the key personnel by name and provide their resumes, including a description of the responsibilities for each.  Key personnel must be identified for the major project implementation activities. 
3.2.2 Project Plan
The project plan must include a detailed work breakdown schedule (WBS) through implementation, acceptance, training and turnover of a fully-functioning Case and Document Management System, resources needed to support the system deployment plan, and a brief description of the major tasks.  The plan should also clearly identify any anticipated integration of MTDOJ resources to complete tasks. 

After contract award and before contract execution, LSD may request minor modifications to the project plan as part of contract refinement. 
During the project initiation, LSD expects the contractor to perform, at a minimum, the following activities: 
· Finalize the project plan.
· Finalize the communication plan.
· Finalize the change management plan.
3.2.3 Project Methodology
In this section of the proposal, offerors must provide a description of the implementation methodology to be used that will convincingly demonstrate to the Department what the offeror intends to do and the offeror’s plan for meeting the overall responsibilities of the contract.  
3.3 Department Responsibilities
3.3.1 Legislative Service Division (LSD) Project Management
· LSD will designate a project manager (PM) who will serve as a single point of contact for the contractor for all project-related communications.
· LSD’s PM duties will include coordination of activities with the contractor, monitoring approval of project deliverables, internal status reporting, and facilitation of access to MT DOJ technical and business knowledge experts.

· The LSD PM role will continue on through implementation and solution acceptance.

· The LSD PM or designee will coordinate and facilitate regular status meetings.

· The LSD PM or designee will coordinate and facilitate a quarterly review meeting for the first year following implementation and will produce meeting minutes. 

· The LSD PM may also act in the role of Contract Manager. 

· LSD will identify a PM for maintenance and enhancement activities following implementation and acceptance. 
3.3.2 LSD Contract Management
· LSD will designate a Contract Manager (CM). 

· The LSD CM duties will include invoice payment authorization, Service Level Agreement compliance, and general contract oversight.

· The LSD CM may also act in the role of Project Manager.
3.3.3 LSD Technical Support
· LSD will provide internal technical support for deployment of software hosted on LSD owned servers.
3.3.4 LSD Facilities
· LSD will provide up to two office spaces, including computer workstations and telephone, for contractor staff members when on-site in Helena. 

· LSD will provide on-site and remote access and connectivity to the State and MT DOJ network for authorized contractor project staff, as required. 

· LSD will provide training facilities, as required. 
3.4 Contractor Responsibilities 

The contractor will be responsible for the following:

3.4.1 General
· Coordinate and communicate all project related activities through the LSD PM and CM. 

· Designate a primary contact for project and contract related communications. 

· Communicate to LSD PM the delivery schedules of all hardware and software.
3.4.2 Contractor Project Management

· Effective and efficient project management that insures that the project is completed on time and within budget. 

· Designate a Contractor Project Manager (CPM) for the duration of the contract, except by reason of illness, death or termination of employment with the contractor. 

· The CPM will coordinate all project communications and activities. 

· The CPM will maintain the project plan through implementation and acceptance. 

· The CPM will report to the LSD PM for the duration of the project. 

· LSD has the right to replace the LSD PM at any time, and the contractor will honor such request and cooperate fully with a replacement PM. 

· The CPM is responsible for facilitating approval with the LSD PM prior to installation of any system updates.
3.5 Montana Use Cases 

The use cases listed below describe at a high-level how LSD staff manages case information and documents. LSD is willing to modify current business processes to take full advantage of the proposed Case and Document Management System. 
Offerors must identify and describe how its system meets the use cases described in this section. Describe to what extent and by what means the proposed Case and Document Management System support the LSD’s current business processes. Where needed LSD will assist in the development of detailed use cases and process documentation to further clarify business needs.
· Initiate a LSD case.
· Associate documents with a case file.
· Create standard documents.
· Close a LSD case.
· Keep track of time associated with a case.

· Bill for case expenses.

· Prepare evidence for submission to federal case.

· Dispose of records according a records retention schedule.

· Find documents related to a particular MT statute.

· Scan batch of documents or a single document and associate to appropriate cases.
· Associate electronic file to appropriate case.
3.6 General Capability Questions
3.6.1
Organization Chart
Provide a copy of your company’s organization chart and describe your company’s business model (breadth and depth of services offered, even if outside the scope of this RFP).
3.6.2
Company History
How long has your company been in business?  Have your service offerings changed in the last 5 (five) years?  If so, how many?  How many customers- unique companies and subscribers- does your company serve?  How many did you serve three years ago?
3.6.3
Company Headquarters
Where your company is headquartered (actual street address)?  If different, where is the regional office from which the LSD account would be managed?  Which offices (in-State and out-of-State) would be involved with the LSD contract?
3.7 Case Management Functional Requirements
3.7.1
Introduction

Offerors must provide a detailed description of how the proposed system would fulfill each of the following requirements. Please specifically note any requirements that cannot be satisfied.  The list below contains two sub-sets of requirements, one for a Montana State hosted and the other for a cloud hosted solution approach.  The two sets of requirements are identified by the Category field.  Offerors may propose either one or both approaches.  If both approaches are offered each response must be separate with a separate cost proposal and appropriate number of copies per Section 1.7.5.  These will then be evaluated independent of one another.  The Case and Document Management tasks, calendar items, and contacts must have the capability to synchronize with State of Montana Exchange system. The Offeror must describe how the proposed solution accomplishes this integration.  The contractor will be responsible for setting up, documenting and providing training on this synchronization process.  

3.8 Requirements
	ID
	Name
	Description
	Category

	LSD-REQ-1
	Multiple Windows
	Able to interrupt an entry in the middle of the transaction to perform another activity such as an online search to answer an inquiry and then resume the interrupted transaction.
	Case Management Function

	LSD-REQ-2
	Person-Centric Approach
	Maintain a searchable and updateable collection of person records that uniquely identifies each person record and allow s that record to be associated with one or many Case/files.
	Case Management Function

	LSD-REQ-3
	Role-based Person Security
	The system should filter records and restrict access to records based on person’s role type.  NOTE: The person/party role may change throughout the life of the Case/file.
	Case Management Function

	LSD-REQ-4
	Search Using File, Person and Case/file Attributes
	Search Case/file and person information by Case/file identifiers, person identifiers, person name, date of birth, party role, court type, location, case/file filed date range, attorney name, vehicle information, race, ethnic group, gender, warrant number, warrant issue date, protection order number, and other user-definable elements.
	Case Management Function

	LSD-REQ-5
	Search Persons Marked as "Shared or "Private"
	Allow all persons in the master name index to be marked "Private" or "Shared" in the context of a case/file, with a default value of "Shared,” with "Private" access granted by user role authorization.  Allow a person to be marked as "private" and provide a visual indication of the private designation.
	Case Management Function

	LSD-REQ-6
	Search Using Case/file-Related Fields
	Search for case/files using case/file-related fields (e.g., Case/file identifier, bureau responsible, Case/file type indicator, assigned  attorney, defense attorney, assigned judge, courtroom, Case/file event, scheduled date, Case/file status, date range), and assigned investigator as filters. 
	Case Management Function

	LSD-REQ-7
	Use Partial Case/file Number
	Allow users to enter part of the Case/file number to retrieve Case/file information. Suggest likely matches.
	Case Management Function

	LSD-REQ-8
	Comprehensive Name Search
	Search names on various combinations of names, hyphenated name, locations, Departments, etc.
	Case Management Function

	LSD-REQ-9
	Wild Card Search
	Search data using wild card characters and Boolean operators (e.g., and, or, not). 
	Case Management Function

	LSD-REQ-10
	Partial Person Identifier Search
	Allow users to enter part of a person identifier to retrieve person information.  Suggest likely matches. 
	Case Management Function

	LSD-REQ-11
	Address Search
	Search for Person or Case/files using the  address fields: City, State, Zip code, Street Name, PO Box
	Case Management Function

	LSD-REQ-12
	Capture Person Information
	Capture and  maintain information on all persons (e.g., defendants, attorneys, associates,  witnesses, investigators) such as demographic information, personal identifiers, pro se indicator, and other data such as address history; voice, mobile, and facsimile telephone numbers and history; e-mail addresses, inmate commitment information (e.g., location, date committed), etc.
	Case Management Function

	LSD-REQ-13
	Capture Business and Organization Data
	Capture information on businesses, private and public organizations including contact information, officers, representatives, etc.
	Case Management Function

	LSD-REQ-14
	Associate Person Information to the Case/file
	Capture the role of the individual with respect to their relationship to each Case/file.  A person may have multiple roles per case.
	Case Management Function

	LSD-REQ-15
	Multiple Aliases
	Capture multiple aliases of persons, and DBAs, "street/gang" name, or trade names of businesses,    associating them with one name identified as primary.
	Case Management Function

	LSD-REQ-16
	Multiple Demographic Data
	Capture multiple sets of data on the same person, business or organization, or property.
	Case Management Function

	LSD-REQ-17
	Person Name Fields
	Provide discrete name fields for first name, last name, middle name, suffix (i.e., Sr., Jr., III), and title; accommodate hyphenated names, foreign names, aliases (AKAs), doing business as (DBAs), and corporate names. 
	Case Management Function

	LSD-REQ-18
	Search for Existing Name
	Prompt user when person identity information may already exist for an individual being entered, including most likely candidate identities to avoid duplicate data and unnecessary entry. Support phonetic (soundex) and other complex (multi-field) algorithms for matching identities to avoid creation of duplicate records for individuals.
	Case Management Function

	LSD-REQ-19
	Assign Multiple Person Identifiers
	Capture one or more person identifiers (e.g., DL, PIN, SID, SSN, bar number, badge number) for each defendant, attorney, and other participant in a Case/file, and use this identifier to link the individual with Case/files and other information.
	Case Management Function

	LSD-REQ-20
	Merge Data for a Person
	Allow authorized users to merge person identities and the associated linkages to Case/files if duplicate identities were generated for the same person.
	Case Management Function

	LSD-REQ-21
	Unmerge Data for a Person
	Allow authorized users to unmerge person identities and the associated linkages to Case/files if a single identity was generated for multiple people.  The user should be able to designate which Case/files and other person data should be associated with which identities.
	Case Management Function

	LSD-REQ-22
	Maintain Business and organization Addresses
	Enter and maintain addresses of businesses and organizations and associate the addresses with representatives of those organizations.
	Case Management Function

	LSD-REQ-23
	Address Validation
	Validate entry of addresses using standard postal address standards.  Suggest likely matching addresses.
	Case Management Function

	LSD-REQ-24
	Flag Invalid and Confidential Addresses
	Flag an address for such persons as juveniles and victims with a status of confidential (e.g., permanent, designated date to expire), or address no longer valid.
	Case Management Function

	LSD-REQ-25
	Maintain Address History
	Maintain multiple current and historical addresses, with beginning and ending dates and address sources for each defendant, Case/file participant, and attorney in individual and related Case/files.
	Case Management Function

	LSD-REQ-26
	Maintain Mailing Address 
	Specify address types (e.g. address of record, street, m ailing) and indicate which addresses should be used for system -generated documents, notices and subpoenas.  The default value should be street address.
	Case Management Function

	LSD-REQ-27
	Maintain Telephone Number Information
	Enter and maintain multiple phone numbers and e x tensions for an individual and link those numbers to a location (address), and include numbers that may not be associated with an address.
	Case Management Function

	LSD-REQ-28
	Maintain Telephone Number Type
	Specify telephone number types and mark primary contact numbers.
	Case Management Function

	LSD-REQ-29
	Maintain Email Address
	Maintain multiple current and historical email addresses, with beginning and ending dates.
	Case Management Function

	LSD-REQ-30
	Maintain International Contact Information
	Enter and maintain international address and phone number information for Case/file parties.
	Case Management Function

	LSD-REQ-31
	Maintain Social Media Addresses
	Maintain multiple current and historical social media addresses with beginning and ending dates.
	Case Management Function

	LSD-REQ-32
	Attorney Information
	Maintain attorney information and bureau assignment, supervised non-attorneys, and designated lead counsel.
	Case Management Function

	LSD-REQ-33
	Maintain Attorney Assignment History
	Maintain assignment history of attorneys on a Case/file by bureau.  Every event should provide a mechanism to track which attorney was assigned to each event.
	Case Management Function

	LSD-REQ-34
	Maintain Attorney Affiliation
	Maintain information on non-attorney affiliation with law firms and other organizations to permit mail to be sent to each attorney, to list all Case/files being handled by a specific firm or attorney, etc.
	Case Management Function

	LSD-REQ-35
	Assign a Unique Case/File Identifier
	Associate a Case/file with unlimited external identifiers.
	Case Management Function

	LSD-REQ-36
	Allow one or more Compliant (CC) Numbers per Case/File
	Associate unlimited complaints with a Case/file.
	Case Management Function

	LSD-REQ-37
	Responsible Bureau History
	Maintain the transfer history of responsible bureaus handling the Case/file and the attorney who was responsible for each activity/event.
	Case Management Function

	LSD-REQ-38
	Identify Case/File Category
	Identify the Case/file category by bureau for statistical categorization and alternate Case/file management approaches.
	Case Management Function

	LSD-REQ-39
	Copy Case/File Function
	Allow an authorized user to copy information from one Case/file to another with the ability to add and delete information and assign a new Case/file number.
	Case Management Function

	LSD-REQ-40
	Corporate Substitution
	Enter, track and report on a corporate substitution (e.g., Case/file originates in Montana Attorney General's Office and then is assigned to another attorney's office).
	Case Management Function

	LSD-REQ-41
	Case/File Severance Indicator
	Enter a "Case/file severed" indicator and a date severed field (e.g., a Case/file is "severed" or separated into one or more new Case/files).
	Case Management Function

	LSD-REQ-42
	Case/File Categories
	Allow for customizable categories for Case/File.
	Case Management Function

	LSD-REQ-43
	Case/File Initiation
	Capture information to initiate a Case/File.
	Case Management Function

	LSD-REQ-44
	De Novo Case/File
	Automatically generate Case/file identifiers when initiating a de novo Case/file, configurable based on local formatting rules.
	Case Management Function

	LSD-REQ-45
	Transfer Case/File to Another Bureau
	Allow an authorized user in any bureau to transfer a Case/file to another bureau.
	Case Management Function

	LSD-REQ-46
	Assign Attorney
	Allow authorized user to assign a Case/file to an attorney.
	Case Management Function

	LSD-REQ-47
	Record Reason for Closure
	Record reason for closure (e.g., settlement, Case/file disposed after jury or non-jury trial, dismissal, transfer out to another jurisdiction, opinion rendered) when all locally defined business rule conditions are met.
	Case Management Function

	LSD-REQ-48
	Close Case/File
	Allow authorized users to close a Case/file and automatically generate closing events (e.g., change status to closed; update log; generate required forms, notices, reports for that Case/file).
	Case Management Function

	LSD-REQ-49
	Reopen Closed Case/File
	Provide the ability to reopen a previously closed Case/file.
	Case Management Function

	LSD-REQ-50
	Permit User Correction of Data Entry errors - Individual Case/Files
	Allow corrections by authorized users of individual Case/files when data entry error occurs (with proper authorization and with audit trail).
	Case Management Function

	LSD-REQ-51
	Permit User Correction of Data entry Errors - Mass Case/File Processing
	Allow corrections by authorized users of groups of Case/files when data entry error occurs, with proper authorization and with audit trail (e.g., change the filing date of a number of Case/files entered with the wrong date).
	Case Management Function

	LSD-REQ-52
	Field-level Data Integrity
	Perform locally-defined edit and data validation checks (e.g., enter correct form at or content of data, complete mandatory fields before saving) and 
prompt the user to correct the data being entered.
	Case Management Function

	LSD-REQ-53
	Data integrity at Person, Event, and Case/File Levels
	Coordinate compatible conditions among related data elements for a person, event and Case/file (e.g., date of answer or response after date filed, reasonable date range) and prompt user for incompatible conditions (i.e., before a Case/file can be closed, all scheduled events, warrants, open charges, financial balances, conditions of release, and bail must be resolved).
	Case Management Function

	LSD-REQ-54
	Make Log Entry in Case/Files
	Provide a customizable pick list for logging of events and statuses in a Case/file (e.g., discovery requested, discovery received, Case/file declared ready for trial, office or phone contacts, letters sent, ticklers set up, transcript requested, appeal brief received).
	In-house Event Logging

	LSD-REQ-55
	Post-adjudication Activity
	Enter and maintain separately each post-adjudication action and related logged event as part of the original Case/file record.
	In-house Event Logging

	LSD-REQ-56
	Create Multiple Log Entries from a Single Event
	Configure a single logging action to create multiple log entries in a Case/file (e.g., preparing a subpoena (1) logs the event of preparing it,  (2) generates letter  or letters,  (3) inserts an electronic copy of it in the file, and (4) sends it to the detective investigator who will serve it).
	In-house Event Logging

	LSD-REQ-57
	Multiple Log Entries
	Allow easy data entry of the same log entry to multiple related Case/files.
	In-house Event Logging

	LSD-REQ-58
	Maintain Notes/Comments
	Maintain notes/comments on a Case/file that may be marked as "Private" (with a default of "Private"), viewable and searchable across Case/files by only authorized staff within or across bureaus.
	In-house Event Logging

	LSD-REQ-59
	Text Search on Notes/Comments
	Perform a text search on note/comment entries (within a Case/file or across Case/files).
	In-house Event Logging

	LSD-REQ-60
	Delete or Modify Log Entries
	Permit, with proper authorization (e.g., supervisor approval) and audit trail, deletion or modification of specific log entries and all related data (e.g., entry made in error).
	In-house Event Logging

	LSD-REQ-61
	Filter Log Entries
	Provide view/filter of logging entries (e.g., documents, events, financial entries).
	In-house Event Logging

	LSD-REQ-62
	Provide Audit Trail of File Additions, modifications, and Deletions
	Maintain and display or print audit trail of file additions, modifications, corrections, and deletions (e.g., filings entered into Log, and electronically received documents) including who made entry, when entry made, whether date entered and date filed differ.
	In-house Event Logging

	LSD-REQ-63
	Identify Scheduling Conflicts
	Identify, display, and suggest availability and resolutions to scheduling conflicts, allowing user overrides and rescheduling with appropriate security and data integrity.
	Scheduling

	LSD-REQ-64
	Scheduling Assistance
	Analyze scheduling parameters and attorney schedules, providing the ne x t appropriate date, ti m e, and location for a scheduled event.
	Scheduling

	LSD-REQ-65
	Time Standards
	Establish and assign time standards at the event and Case/file levels for each specific Case/file type and measure compliance (e.g., 180.80 hearing deadline, speedy trial, brief filing deadline).
	Scheduling

	LSD-REQ-66
	Include Case/File Age in Displays
	Include Case/file age with any display of Case/file status or adherence to schedules (e.g., tracking conformance to time standards).
	Scheduling

	LSD-REQ-67
	Weekends and State Government Holidays
	Include and exclude weekends and holidays within time standard calculations according to statutes/rules.
	Scheduling

	LSD-REQ-68
	Time Standards Status
	Allow the display of the status of Case/file with respect to its time standards.
	Scheduling

	LSD-REQ-69
	Time Standard Alert
	Alert user if a scheduled event date exceeds the mandated time standard.
	Scheduling

	LSD-REQ-70
	Progress of Discovery
	Track compliance with discovery process.
	Scheduling

	LSD-REQ-71
	Produce Schedule of Case/File with Action Pending
	Create, maintain, and output schedule that shows all Case/files with action pending within specific date range (e.g., shows upcoming events to help with intra-office work prioritization and management), and automatically update this schedule when pending actions completed.
	Scheduling

	LSD-REQ-72
	Report Nonconformance to Business Rules
	Provide exception reporting when scheduled events and groups of events do not conform to statutory and local mandated time standards and other established business rules.
	Scheduling

	LSD-REQ-73
	Track Conformance to Time Standards
	Track conformance to time standards including modifications, overrides, and suspension of time counting under certain conditions (e.g., by automatic assignment, on-line edits or alerts, management reports).
	Scheduling

	LSD-REQ-74
	Produce In-house Schedules
	Produce upon user request (including ability to reproduce, redisplay, or reprint) in-house schedules for various events, hearing types, dates, and facilities (e.g., deposition schedule).
	Scheduling

	LSD-REQ-75
	Output Schedules for Case/File Participants
	Print or display in-house schedules for various persons (e.g., attorneys, investigators, other participants, such as law enforcement officers, other governmental bureaus if their schedules are in system), event and hearing types, dates, and facilities (e.g., courtrooms) for each time interval within specific period.
	Scheduling

	LSD-REQ-76
	Search In-house Calendars
	Search in-house calendars by date ranges, hearing type, and participant names, including attorneys.
	Scheduling

	LSD-REQ-77
	Interface to MS Outlook
	Provide a fully-functional process to sync schedule events to the Montana Dept. of Justice separate domain of State of Montana’s Exchange system.
	Scheduling

	LSD-REQ-78
	Provide Tickler Capability (Appears in User's Queue Based on Role or Group Membership)
	Provide tickler capability by bureau/department based on customized schedules and statutory requirements: identify events coming due or overdue, periods about to expire or expired (e.g., speedy trial, briefing deadline), identify conditions of which user should be a w are based on locally defined needs (e.g., Case/file inactive for excessive period pending completion of psychological evaluation); and initiate proper functions (e.g., generate notification regarding approaching speedy trial deadline).
	Ticklers, Alerts, Prompts and Notifications

	LSD-REQ-79
	Provide Alert Capability (Appears when person or Case/File record is displayed)
	Generate alert for customized status conditions at person or Case/file level (e.g., w arrant is outstanding, defendant is in custody, new arrest, juvenile co-defendant, compliance is in default, monetary balance owing, Case/file sealed, non-public/confidential information,  w arrant has been issued, etc.).
	Ticklers, Alerts, Prompts and Notifications

	LSD-REQ-80
	Notification Capability
	Define notifications to a user ID or group of users, of a changed condition in an assigned Case/file (e.g., notify the attorney assigned to a Case/file when a defendant is involved in a significant event such as change in custody status, defendant rearrested, warrant is issued, or an appeal is filed).
	Ticklers, Alerts, Prompts and Notifications

	LSD-REQ-81
	Notification Subscriptions
	Allow users and external organizations to subscribe (and unsubscribe) to notifications of a changed condition in the C M S (e.g., notify a subscribing user based on docket number, assigned attorney, type of offense charged, and responsible bureau).
	Ticklers, Alerts, Prompts and Notifications

	LSD-REQ-82
	User-defined Prompts
	Provide general capability to define prompts about attempted actions by the user or conditions in the CMS (e.g., an error is made such as when a motion is submitted for a closed Case/file, “ illegal” Case/file activity like closing  Case/file with outstanding charges, an event does not comply  with system  processes) .
	Ticklers, Alerts, Prompts and Notifications

	LSD-REQ-83
	Provide Visual Reinforcement
	Provide user-activated or -deactivated visual reinforcement (e.g., flashing text, colors on screen, or computer icon) to ensure user sees message.
	Ticklers, Alerts, Prompts and Notifications

	LSD-REQ-84
	Provide User Control over Nature of Ticklers, Alerts, Prompts and Notifications
	Allow authorized users to define structure, content, frequency, and intrusiveness of ticklers, alerts, prompts and notifications.  
	Ticklers, Alerts, Prompts and Notifications

	LSD-REQ-85
	Deletion of Ticklers
	Delete ticklers either manually or automatically when the designated action is taken, based on user-defined business rules.
	Ticklers, Alerts, Prompts and Notifications

	LSD-REQ-86
	Tickler Snooze Feature
	Provide a tickler snooze feature that allows the user to choose the length of time before being reminded again.
	Ticklers, Alerts, Prompts and Notifications

	LSD-REQ-87
	Provide Supervisor Control of Alerts
	Allow supervisor at appropriate level to turn alerts on and off.
	Ticklers, Alerts, Prompts and Notifications

	LSD-REQ-88
	Alert User to Non-Public Record
	Generate alert when displaying Case/files or portions of Case/files that are not public record or otherwise require user notification (e.g., rape victim, sexual assault victim, victim address, etc.)
	Ticklers, Alerts, Prompts and Notifications

	LSD-REQ-89
	Log Alerts
	Maintain and display or print audit trail of alerts, notifications, and ticklers including who received the alert and when posted.
	Ticklers, Alerts, Prompts and Notifications

	LSD-REQ-90
	Perform Post Judgment Activities
	Prepare/record appeals and other post-judgment activities in the original Case/file.
	Appeals Support and Defendant Compliance with Sentence

	LSD-REQ-91
	Appeal Deadlines
	Calculate all deadlines for the filing of documents and the preparation of the record, index, evidence, and transcripts.
	Appeals Support and Defendant Compliance with Sentence

	LSD-REQ-92
	Appeal Ticklers
	Generate ticklers for deadlines and create notices when deadlines have not been met by parties.
	Appeals Support and Defendant Compliance with Sentence

	LSD-REQ-93
	Appeal Disposition
	The system  must record the disposition of the appeal and all post-disposition activity, such as issuance of a  mandate, return of Case/file  materials, etc.
	Appeals Support and Defendant Compliance with Sentence

	LSD-REQ-94
	Record a Financial Obligation
	Establish a Case/file account and record the financial obligation (1) upon imposition of a sentence that orders restitution, (2) when incurring of costs is approved for a Case/file, (3) upon payment of costs to service providers, (4) copying costs in responding to FOIL request.
	Financial Management - Case/File-related Costs

	LSD-REQ-95
	Joint and Several Liability for Resolution
	Establish joint and several relationships between multiple Case/file and person accounts that accurately reflect the total amount owed to the claimant; that accurately show the amount of liability for each debtor; and that adjust individual liability appropriately when a payment is made.  Judgments may include both individual and joint and several liabilities in the same judgment.
	Financial Management - Case/File-related Costs

	LSD-REQ-96
	Identify and Process Arrearages
	Set up and track payment contracts and identify (i.e., input or compute) and record arrearages, change Case/file status and generate alerts and notices when scheduled payments are not made (e.g., for unpaid assessments now past due), and post appropriate docket entries.
	Financial Management - Case/File-related Costs

	LSD-REQ-97
	Mark Case/File or Party Account Closed
	Mark Case/file or party account closed.
	Financial Management - Case/File-related Costs

	LSD-REQ-98
	Record Costs Requested for a Case/File
	Record costs (e.g., investigative travel, witness travel, court reporter fees, expert fees) requested by an attorney for charging against a docket number.
	Financial Management - Case/File-related Costs

	LSD-REQ-99
	Record Costs Approved for a Case/File
	Record costs (e.g., investigative travel, witness travel, court reporter fees, and expert fees) approved for charging to a docket number.
	Financial Management - Case/File-related Costs

	LSD-REQ-100
	Record Costs Submitted by Voucher
	Record costs (e.g., forensic exams, child advocacy center) claimed through a voucher submitted.
	Financial Management - Case/File-related Costs

	LSD-REQ-101
	Maintain Tables for Cost Types
	Maintain standard tables for costs types based upon State of Montana organization, fund, sub-fund and account types.
	Financial Management - Case/File-related Costs

	LSD-REQ-595
	Time Tracking
	System shall provide the ability to capture attorney/staff time related to a case or other user-defined activities at user-configurable time intervals starting at one minute.
	Financial Management - Case/File-related Costs

	LSD-REQ-596
	Expense billing
	System shall provide the ability to produce billing reports based on attorney/staff time entered as well as requested and approved expenses.
	Financial Management - Case/File-related Costs

	LSD-REQ-102
	Integrate CMS with Document Management System
	Integrate document management functions with Case/file management system so they function as a single sea m less system. No separate login.
	Electronic Document Management

	LSD-REQ-103
	Attach Electronic Documents to Log Entry
	Associate/index electronic documents of all formats such as scanned documents, PowerPoint slides, digital photographs, multi-media files etc., to a log entry in a Case/file.
	Electronic Document Management

	LSD-REQ-104
	Identify Log entries with Documents Attached
	Identify log entries with a document attached by an icon which can be clicked to retrieve the document.
	Electronic Document Management

	LSD-REQ-105
	Retrieve Electronic Documents Associated with Docket Entry or a Log Entry
	Retrieve electronic documents associated with the related docket entry or log entry (e.g., from an icon adjacent to the entry for the document) and display or print the electronic document.
	Electronic Document Management

	LSD-REQ-106
	Provide Electronic Document Viewing
	Provide capability to control electronic document viewing such as toggling between views of several different documents and document resizing and highlighting.
	Electronic Document Management

	LSD-REQ-107
	Support Text Merge Templates and Standard Text
	Allow users to create and maintain files of output templates and standard text, including entire paragraphs, and use files to create documents by inserting data and text into templates (e.g., subpoenas, letters, and notices).
	Electronic Document Management

	LSD-REQ-108
	Generate Pre-Formatted Documents
	Provide ability to generate documents from user templates populated  with system data (e.g., charging documents, motions, orders, notices, subpoenas, receipts, for m s, returns of service, letters, labels, and other types of documents) on demand or scheduled.
	Electronic Document Management

	LSD-REQ-109
	Preview Document in Word Processor
	Provide ability to preview the document and to override document entries made using the templates and standard data and text noted above.
	Electronic Document Management

	LSD-REQ-110
	Management of System-Generated Documents
	Store all system -generated documents so they can be viewed or reproduced at a later time as they were originally generated.
	Electronic Document Management

	LSD-REQ-111
	Provide Flexible Document Printing
	Select printer and be able to print documents individually (including ability to reprint) or in batches as scheduled or when requested.
	Electronic Document Management

	LSD-REQ-112
	Include Parties on Notices
	In Case/files with multiple active parties, provide option to select parties and attorneys to receive notices and subpoenas.
	Electronic Document Management

	LSD-REQ-113
	Create Distribution Lists
	Provide capability to enter, store, and retrieve postal and electronic mail address (and other information pertaining to) of all persons who should receive specific documents.
	Electronic Document Management

	LSD-REQ-114
	Distribute Documents Electronically
	Distribute documents electronically in accordance with state statutes/rules and local rules and procedures.
	Electronic Document Management

	LSD-REQ-115
	Document Trigger
	Generate and print document(s) triggered by a specific event, event outcome, disposition, condition, or set of conditions (rule-based).
	Electronic Document Management

	LSD-REQ-116
	Mail to Multiple Addresses of Party
	Provide ability to send a notice for a single party to multiple addresses.
	Electronic Document Management

	LSD-REQ-117
	Bates Stamp
	Provide automated Bates Stamp functionality.
	Electronic Document Management

	LSD-REQ-118
	Provide the Ability to Use Digitally Certified Signatures
	Provide the ability to electronically sign a document using a digitally certified signature.
	Electronic Document Management

	LSD-REQ-119
	Redaction
	Provide the ability to electronically redact documents to block words, paragraphs or whole pages of a document from viewing or printing. Provide authorized users with rights to view redacted segments of a document.
	Electronic Document Management

	LSD-REQ-120
	Voice Recognition
	Provide the ability to dictate and electronically transcribe dictation with a minimum of 90% accuracy.
	Electronic Document Management

	LSD-REQ-121
	Defining the Sequence of Events in Data Entry
	Configure the system to present screens sequentially to lead a user through a data entry process.
	Electronic Document Management

	LSD-REQ-122
	Capture Document Service Data
	Capture data on service process (e.g., appearance date, type of service, type of document, date issued and served.
	Electronic Document Management

	LSD-REQ-123
	Track Document Service
	Track service of subpoenas by detective investigators and alert attorney if not served.
	Electronic Document Management

	LSD-REQ-124
	Generate Case/File Labels
	Generate labels for paper Case/file files, with the capability of including bar codes and document retention type.
	Paper File Management

	LSD-REQ-125
	Maintain Case/File File Location Audit Trail
	Maintain and display or print audit trail of each Case/file  file location  with information similar to that noted  above for file tracking, in  addition to length of time file checked out. Provide ability to update physical file location and keep a history of previous locations that includes both the (request or) attorney/investigator and (delivered to) admin fields, bureau and a note s/comment field.
	Paper File Management

	LSD-REQ-126
	Maintain Location for Archived Files
	Maintain archive or current location of archived Case/files files identified by year and number (e.g., storage facility, location in facility), Case/file close date, checkbox for multiple Case/file in one file folder, current location after retrieval, current bureau after retrieval.
	Paper File Management

	LSD-REQ-127
	Produce Inventory List
	Produce an inventory list (report) by date range and box number.
	Paper File Management

	LSD-REQ-128
	Document Retention Schedule Application
	Create labels for boxes with document retention dates based upon a document retention schedule related to type of documents.
	Paper File Management

	LSD-REQ-129
	Record Disposition Information
	Record disposition of Case/file (e.g. records transferred to storage, records in house).
	Paper File Management

	LSD-REQ-130
	Identify Case/File for Archiving/Destruction
	Identify Case/files to be archived or destroyed with override capability.
	Paper File Management

	LSD-REQ-131
	Process Case/Files for Archival
	Process files according state rules for becoming archived or transferred to storage facility.
	Paper File Management

	LSD-REQ-132
	Access to Archived Files
	Permit access to archived files and documents for information based on security roles.
	Paper File Management

	LSD-REQ-133
	Process Files for Destruction
	Process files according state rules for becoming destroyed.
	Paper File Management

	LSD-REQ-134
	Generate Reports for Archival/Destroyed Files
	Generate, display, and print (or reprint) reports showing information on files and documents that will be or have been archived and destroyed or transferred.
	Paper File Management

	LSD-REQ-135
	Update Active Records for Archived/Destroyed Files
	Update individually or en masse the index of Case/files or defendants linked to Case/files that were transferred to inactive, archived, destroyed, or purged status.
	Paper File Management

	LSD-REQ-136
	Maintain Tracking Information about Destroyed Files
	Maintain status, last location, and history of destroyed files.
	Paper File Management

	LSD-REQ-137
	Record Receipt of Evidence
	Record information about evidence, including agency submitting, description, identifiers, activity type (e.g., pending trial, capital offense, trial exhibits post-trial, wiretaps), and vault location.
	Paper File Management

	LSD-REQ-138
	JERS
	Prepare evidence according to US District Court Jury Evidence Recording System (JERS). See     http://www.mtd.uscourts.gov/jers.html for further information.
	Paper File Management

	LSD-REQ-139
	Generate Labels for Evidence
	Generate label for hard evidence, including defendant name, case number, page number, and vault location.
	Paper File Management

	LSD-REQ-140
	Check Evidence and Exhibits Out of and Back Into Fault
	Record information about checking evidence and exhibits out and back to the vault, including person released to and date.
	Paper File Management

	LSD-REQ-141
	Record Receipt of Exhibits
	Record information about receipt of trial exhibits, including party submitting, exhibit description, and storage location.
	Paper File Management

	LSD-REQ-142
	Chain of Custody Report
	Generate chain of custody report for piece of evidence.
	Paper File Management

	LSD-REQ-143
	Generate Evidence Lists
	Print or display lists of exhibits and other evidence according to Case/file, defendant, and other parameters.
	Paper File Management

	LSD-REQ-144
	Generate Evidence and Exhibit Notices
	Generate notices to reclaim exhibit or evidence when usage completed.
	Paper File Management

	LSD-REQ-145
	Record Return, Disposal, or Destruction of Evidence
	Record return and return receipt, disposal, or destruction of exhibits and other evidence.
	Paper File Management

	LSD-REQ-146
	Group into Batches
	Provide the ability to group documents into like batches based on document properties (document size, document type, color, orientation, etc.).
	Document Scanning and Search Capability

	LSD-REQ-147
	Scan Color and Save as Color or White
	Provide the ability to scan color paper and save as color or a white document with black text.
	Document Scanning and Search Capability

	LSD-REQ-148
	Scan Non-standard Sizes
	Provide hardware with the ability to scan non-standard size documents such as note cards, etc.
	Document Scanning and Search Capability

	LSD-REQ-149
	Assign Batch Number
	Provide the ability to automatically assign a unique batch numbering / batch naming standard.
	Document Scanning and Search Capability

	LSD-REQ-150
	Audit Controls to Ensure
	Provide audit controls to ensure that all documents contained in a batch get scanned only once and do not get skipped.
	Document Scanning and Search Capability

	LSD-REQ-151
	Re-scan
	Provide the ability to perform re-scans of a single page, single document, or all documents in a batch.
	Document Scanning and Search Capability

	LSD-REQ-152
	Scan Duplex
	Provide the ability to scan both single-sided and single pass double-sided (duplex) documents.
	Document Scanning and Search Capability

	LSD-REQ-153
	Eliminate Blank Pages
	Provide the ability to automatically identify and eliminate blank pages during document scanning and indexing, including the blank, backsides of documents.
	Document Scanning and Search Capability

	LSD-REQ-154
	Multiple Scanners
	Provide a solution that allows for managing of the scanning process with multiple industry-standard scanners, scanning simultaneously, operating on the DOJ network platform.
	Document Scanning and Search Capability

	LSD-REQ-155
	Index Single Docs or Sets of Docs
	Provide the ability to index a single page, a single document, or a set of documents.
	Document Scanning and Search Capability

	LSD-REQ-156
	Remember Index Attributes
	Provide the ability to automatically remember the last set of index attributes used (persistent indexing) for cases where all documents in a batch belong to the same case/file or where all documents in a batch belong to the same document type.
	Document Scanning and Search Capability

	LSD-REQ-157
	Index from Bar Codes or QR Code
	Provide the capability to automatically index from bar codes, Quick Response (QR) code, or other special characters.  Offeror must describe the codes that are supported by its proposed system.
	Document Scanning and Search Capability

	LSD-REQ-158
	Re-index
	Provide the ability to re-index a document based on an incorrect index attribute assigned. 
	Document Scanning and Search Capability

	LSD-REQ-159
	Lookup Index Attributes
	Provide the ability to verify or look up index attributes against an existing source file to avoid having to key-in attributes that already exist in electronic format and minimize the probability of data-entry error or duplication.
	Document Scanning and Search Capability

	LSD-REQ-160
	Only Index Once
	Provide audit controls to ensure that scanned documents get indexed only once.           
	Document Scanning and Search Capability

	LSD-REQ-161
	Sample and Verify Index
	Provide the ability to sample and verify indexed documents prior to the committal / update to the imaging system.
	Document Scanning and Search Capability

	LSD-REQ-162
	Route Illegible Docs
	Provide the ability to automatically route / send unknown or illegible document types to an investigation queue for resolution.
	Document Scanning and Search Capability

	LSD-REQ-163
	prevent Multiple Users from Indexing Same Batch
	Provide the ability to ensure that multiple users are prevented from selecting and indexing the same batch.
	Document Scanning and Search Capability

	LSD-REQ-164
	Exclude Images
	Provide the ability to exclude certain images of a batch that need further review while not prohibiting the remaining images of the batch from being accepted.
	Document Scanning and Search Capability

	LSD-REQ-165
	Storage Structure
	Describe the image storage structure to be supported in the proposed solution.
	Document Scanning and Search Capability

	LSD-REQ-166
	Create Folders
	Provide the capability to create electronic folders for cases upon first receipt of a document from that individual (assumes a folder does not already exist).
	Document Scanning and Search Capability

	LSD-REQ-167
	Capture Index Criteria
	Provide the capability to capture the index criteria from data entry, bar code, or OCR/ICR.
	Document Scanning and Search Capability

	LSD-REQ-168
	Place Document in Main or Sub-folder
	Provide the capability to place an document directly under a case/file main folder and/or in subfolders
	Document Scanning and Search Capability

	LSD-REQ-169
	Move Documents
	Provide the capability to move documents from a case/file folder to another case folder if a document has been incorrectly indexed.
	Document Scanning and Search Capability

	LSD-REQ-170
	Merge Folders
	Provide the capability to merge multiple folders into a consolidated folder in cases of erroneous folder creation.
	Document Scanning and Search Capability

	LSD-REQ-171
	Lookup Case/File in Case Management System
	Provide the ability during indexing for the proposed solution to perform a look-up in the Case Management System to determine whether the case already exists to avoid data errors, to pre-fill index data from source to reduce redundant indexing data entry.
	Document Scanning and Search Capability

	LSD-REQ-172
	Synchronize to Case Management
	Provide the ability to ensure data synchronization from the Case Management Database to the proposed document management solution on a daily basis – sample situations are when there is a) New person added to the Case Management Database b) Change of ID number in the Case Management Database c) Any other changes that may affect data synchronization.
	Document Scanning and Search Capability

	LSD-REQ-173
	Print Selected Documents Without Opening
	Provide the ability to print selected documents of any format from the query results list without opening the documents individually. Options must include printing annotations.
	Document Scanning and Search Capability

	LSD-REQ-174
	Query on Indices
	Provide the ability for users to query based on standard criteria (indices).
	Document Scanning and Search Capability

	LSD-REQ-175
	Limit Search Results
	Provide  the ability, with any search that exceeds 10 seconds, that the system must display the first 500 records, prompt / notify the user that only the first 500 were displayed and then prompt the user with the following options: Cancel or Refine search or Continue for another 500 records.
	Document Scanning and Search Capability

	LSD-REQ-176
	Copy Search Results
	Provide the ability for the results of any query to be easily copied into a user’s desktop application for inclusion in other materials.
	Document Scanning and Search Capability

	LSD-REQ-177
	Special Characters as Literals
	Provide the ability for search using special characters as literals in the search string.
	Document Scanning and Search Capability

	LSD-REQ-178
	Boolean Search
	Provide the ability to perform Boolean searches (i.e., “and”, “or”, “not”, etc.) with grouping operators (usually represented as parenthesis).
	Document Scanning and Search Capability

	LSD-REQ-179
	Search a Date Range
	Provide the ability to perform range searches for dates and numbers that are indexed (e.g., all documents indexed between 10/1/10 and 10/15/10).
	Document Scanning and Search Capability

	LSD-REQ-180
	Date Formats
	Provide the ability to search on date variations (e.g., 7/1/10 should return 07-01-10, or July 1, 2010).
	Document Scanning and Search Capability

	LSD-REQ-181
	Temporary Storage of Search Queries
	Provide the ability for the temporary storage of all search queries in a particular search session until the sets are released or the session is ended by the user.
	Document Scanning and Search Capability

	LSD-REQ-182
	Name and Save Search Criteria
	Provide the ability to name and save search criteria for reuse.
	Document Scanning and Search Capability

	LSD-REQ-183
	Print Search Criteria
	Provide the ability to print search criteria.
	Document Scanning and Search Capability

	LSD-REQ-184
	Search Templates
	Provide search templates.
	Document Scanning and Search Capability

	LSD-REQ-185
	Pre-defined Search
	Provide the ability to create pre-defined searches for multiple users.
	Document Scanning and Search Capability

	LSD-REQ-186
	Add Criteria to Search
	Provide the ability to apply further criteria to results of a search.
	Document Scanning and Search Capability

	LSD-REQ-187
	Modify Stored Search
	Provide the ability to modify stored searches.
	Document Scanning and Search Capability

	LSD-REQ-188
	Abort Lengthy Searches
	Provide the ability to abort lengthy searches without aborting the session.
	Document Scanning and Search Capability

	LSD-REQ-189
	Search Status Indicator
	Provide the ability to let user know search is being processed (i.e., display the Windows hourglass or a percent (%) complete value).
	Document Scanning and Search Capability

	LSD-REQ-190
	Summary of Query Results
	Provide the ability to print a summary of the query results.
	Document Scanning and Search Capability

	LSD-REQ-191
	Sort Within Categories
	Provide, at a minimum, the ability to sort within categories by document name, date range, or index fields.
	Document Scanning and Search Capability

	LSD-REQ-192
	Data Input Screens
	Configure data input screens by Case/file type to collect and display information relevant to that type, including designating mandatory and optional data elements and their placement on the screen.
	Configurable Data Requirements

	LSD-REQ-193
	Data Drop-down Lists
	Populate tables for users to select an entry, where entering each character narrows the list of choices to choose from.
	Configurable Data Requirements

	LSD-REQ-194
	Case/File Identifiers
	Configure Case/file identifiers as search fields: criminal complaint (CC) number, grand jury number, indictment number, asset forfeiture number, court docket number, citation number, arrest number, PIN number (based on AFIS), FOIL request number, grant number, Montana appellate Case/file number, federal Case/file number.
	Configurable Data Requirements

	LSD-REQ-195
	User-defined Data Fields
	Configure additional user-defined data fields needed locally that are not in the base system, usable for reporting (e.g., weapon involved, counter for number of adjournments in a Case/file, code for which party requested adjournment in a Case/file, etc.). Such fields must not be sensitive to routine maintenance patches and releases.
	Configurable Data Requirements

	LSD-REQ-196
	User-defined Codes
	Provide user definable look-up code tables that govern the behavior of the system without requiring vendor customization. Such tables must not be sensitive to routine maintenance patches and releases.
	Configurable Data Requirements

	LSD-REQ-197
	User-defined Forms
	Provide user definable forms that are not sensitive to routine maintenance patches and releases.
	Configurable Data Requirements

	LSD-REQ-198
	Maintain Code Translation Tables
	Maintain code translation tables defined by an authorized administrator.
	Configurable Data Requirements

	LSD-REQ-608
	Date Logic
	Provide effective date logic on translation tables to ensure no code values are orphaned.


	Configurable Data Requirements

	LSD-REQ-199
	Business Rules engine
	Drive business processes by a user-friendly configurable business rule engine which separates business aspects of the CMS from the underlying program code, so analysts can configure changes to department/bureau policies and court rules more quickly and reliably than having a vendor change the underlying program code.
	Rule-Driven Behavior/Workflow

	LSD-REQ-200
	Maintain Tables of Values Used in Defining Relationships
	Maintain tables of values used to configure elements of the application (e.g., role-based security, event codes for logging activities, Montana statutes with effective dates, conditions related to persons and Case/files which turn alerts on and off).
	Rule-Driven Behavior/Workflow

	LSD-REQ-201
	Prevent Inappropriate Activities Based on Business Rules
	Configure business rules to prevent inappropriate activities and errors (e.g., closing a Case/file that has unpaid financials, scheduling a grand jury in a Case/file for which another bureau is responsible).  Allow entry of events on a closed Case/file (e.g., probation revocation, appeal) and provide a warning that the Case/file is closed and allow the user to override the warning.
	Rule-Driven Behavior/Workflow

	LSD-REQ-202
	Automatic Setting of Trigger or Flag
	Configure a trigger or flag to be set automatically when a condition of a business process is met.
	Rule-Driven Behavior/Workflow

	LSD-REQ-203
	Response to Events Initiated by Parties or Participants
	Manage business rules to drive application behavior in responding to events initiated by parties or Case/file participants (e.g., set date for response brief when defendant appellant files brief, set ticklers when court schedules a trial, set ticklers based upon uniform rules regarding court filings).
	Rule-Driven Behavior/Workflow

	LSD-REQ-204
	Business Rules for Identifying Non-events
	Manage business rules to drive application behavior in identifying actions which should be taken in response to defined non-activity (e.g., automatically close the file if defendant has not filed an appeal 30 days after division affirmance, notify attorney if restitution payment is not paid by deadline).
	Rule-Driven Behavior/Workflow

	LSD-REQ-205
	Business Rules for Linking Sequences of Activities
	Manage business rules to drive application behavior by linking sequences of two or more activities that perform multiple functions with a single initiating event (i.e., bureau chief assigns felony Case/file to attorney, application logs the assignment, notifies the attorney, and sets a tickler to review the Case/file).
	Rule-Driven Behavior/Workflow

	LSD-REQ-206
	Provide Secure Passwords
	Provide application level passwords to individual users and roles.
	User Management/Security Access

	LSD-REQ-207
	Control Access and privileges on User-Maintained Authorizations
	Control access to data and system functions according to user roles defined by individual identification and pass word authentication.
	User Management/Security Access

	LSD-REQ-208
	Provide Flexible Restrictions on Access to Functions
	Restrict local and remote access to permissible functions (i.e., view, add, change, delete, and seal) on Case/file types, Case/file categories, files, parts of files, and devices (e.g., terminals, PCs, printers) through role assignment or individual permission assignment and management.
	User Management/Security Access

	LSD-REQ-209
	Search Documents Marked as "Shared" or "Private"
	Allow a document to be marked as "Private" with access granted by bureau/role authorization (although beginning with a default value of "Shared"), and provide a visual indication of the private designation.
	User Management/Security Access

	LSD-REQ-210
	Financial Security Management
	Provide separate security management for Case/file processing and financial functions.
	User Management/Security Access

	LSD-REQ-211
	Allow Limited Access to Normally Inaccessible Information
	Allow special, limited access to certain types of otherwise inaccessible Case/files and data (e.g., sealed Case/files with identifiers removed) for analysis, statistical reporting, or other specific research purposes.
	User Management/Security Access

	LSD-REQ-212
	Automatic Logout
	Provide a configurable time-out variable that will automatically log the user out of the application after a period of no activity.
	User Management/Security Access

	LSD-REQ-213
	Provide Audit Trail of User Activities
	Provide application-level audit trails that show which users and workstation addresses logged onto the system, when they logged on, and what parts of system and database they accessed (e.g., to detect unauthorized browsing) during specified period; permit audit trails to be accessed, stored, archived, and purged.
	Security Maintenance

	LSD-REQ-214
	Provide Autdit Trail of File Additions, Modifications, and Deletions
	Maintain and display or print audit trail of file additions, modifications, corrections, and deletions (e.g., filings entered into docket, and electronically received documents) including who made entry, when entry made, whether date entered and date filed differ.
	Security Maintenance

	LSD-REQ-215
	Security for Information Exchange
	Provide security for electronic interfaces and information exchanges with outside systems and networks.
	Security Maintenance

	LSD-REQ-216
	Change in Identifiers
	Track changes in Case/file numbers, individual identifiers, and other identifiers and provide an audit trail of the changes.
	Security Maintenance

	LSD-REQ-217
	Control of System-generated Message
	Provide clear, concise, user-friendly system -generated error messages (e.g., full explanation of inputs that fail edit or data validation tests, highlight error).
	Security Maintenance

	LSD-REQ-218
	Single Sign-on
	Provide a single sign-on for all system functions including case and document management functions using LDAP to the State of Montana Dept. of Justice Active Directory for a State-hosted solution.
	Security Maintenance

	LSD-REQ-609
	Single Sign-on
	Provide a single sign-on for all system functions including case and document management functions. Use of the State of Montana Department of Justice Active directory is not required for a vendor hosted solution.
	Security Maintenance

	LSD-REQ-219
	Management Reporting
	Vendors will separately provide a list and copy of all standard reports.
	Reporting Requirements

	LSD-REQ-220
	On-demand and Scheduled Reports
	Ability to print reports on demand or scheduled during off-hours.
	Reporting Requirements

	LSD-REQ-221
	Ad Hoc Reporting
	Allow users to produce adhoc reports easily with the ability to specify extract, sort, and print functions.
	Reporting Requirements

	LSD-REQ-222
	Screen Prints
	Allow users to print screen displays.
	Reporting Requirements

	LSD-REQ-223
	Display/Print Reports
	Preview reports on the monitor.
	Reporting Requirements

	LSD-REQ-224
	Management Dashboard
	Provide performance metrics (e.g., Case/file Aging by attorney, Number of Case/files Assigned by attorney) configurable to meet the Case/file flow management needs of managers and administrators.
	Reporting Requirements

	LSD-REQ-225
	Web Reporting
	Provide a web-based reporting application so that Montana citizens can have access to public Case/file data and documents.
	Public Access

	LSD-REQ-226
	User Manual
	Provide a single comprehensive manual containing all documentation required by users.  The documentation will merge rather than separately maintain information for any modifications or enhancements that are delivered.   

Provide LSD staff with the ability to update the User Manual for future modifications or enhancements.
	Online Help and User Documentation

	LSD-REQ-227
	Technical Manual
	Provide a system administrator's guide containing all documentation that details system functions, configuration settings, API's, screen layouts, data and file structures, system program design.
	Online Help and User Documentation

	LSD-REQ-228
	Paper and Electronic Format
	Provide documentation in printed and electronic format, indexed and searchable.
	Online Help and User Documentation

	LSD-REQ-229
	Help System
	Contain an integrated search function and a context-sensitive help system, which will be available online for every screen via function key or icon.
	Online Help and User Documentation

	LSD-REQ-230
	Editing Help Text
	Permit the administrator to edit/add to online help text.
	Online Help and User Documentation

	LSD-REQ-231
	Online Tutorial
	Provide online tutorial.
	Online Help and User Documentation

	LSD-REQ-232
	Data Export Format
	Export Case/file data directly into Word, Excel, PDF, or a format supported by external applications, including but not limited to CSV, XML, or ASCII.
	System Interfaces and Data sources

	LSD-REQ-233
	Search Other Databases with Single Query
	Pass query parameters to other applications.
	System Interfaces and Data sources

	LSD-REQ-234
	Data Import/Export Architecture
	Provide an implementation of a data import and export model (application programming interfaces or Web services) for configuration and maintenance of import/export transactions, rather than point-to-point interfaces.
	System Interfaces and Data sources

	LSD-REQ-235
	National Standards
	Produce information exchange transactions in accordance National Information Exchange Model (NIEM) and Global Reference Architecture (GRA) standards.
	System Interfaces and Data sources

	LSD-REQ-236
	Produce Transaction Statistics
	Produce statistics on transactions received, transactions accepted, and transactions rejected over specific time period.
	System Interfaces and Data sources

	LSD-REQ-237
	System Administrator Training
	Provide a comprehensive onsite training class for a minimum of two days for six to ten people.
	Training

	LSD-REQ-238
	Online User Training
	Provide an online self-paced curriculum covering all introductory functions of the case and document management system.
	Training

	LSD-REQ-239
	On-site User Training
	Provide a minimum of two days of on-site User Training incorporating the customized features and functions of the Montana Attorney’s General’s case and document management system for all LSD staff.
	Training

	LSD-REQ-240
	Platform
	Can be deployed on a single platform using a modern N-tier, web-based architecture.
	Technical Requirements for State Hosted Solution

	LSD-REQ-241
	SQL Server
	If proposing a state-hosted Case and Document Management System, it must be compatible with SQL Server 2008 or 2012 64-bit Enterprise Edition or Oracle 11.1or 11.2 Enterprise Edition. 
	Technical Requirements for State Hosted Solution

	LSD-REQ-242
	Browser-based
	Provide secure web browser-based read and write access via the internet for all system functions, and also support heavy data entry without degradation of performance.
	Technical Requirements for State Hosted Solution

	LSD-REQ-244
	Servers
	Support virtualization for running in a VMware or Hyper-v environment.
	Technical Requirements for State Hosted Solution

	LSD-REQ-245
	Mirrored Servers
	Support deployment on mirrored servers.
	Technical Requirements for State Hosted Solution

	LSD-REQ-246
	Load Balancing
	DOJ uses Citrix Netscaler appliances for content load balancing. Describe how your system would integrate with these tools.
	Technical Requirements for State Hosted Solution

	LSD-REQ-247
	Open API's
	Provide detailed, open APIs to support integration with other software applications.
	Technical Requirements for State Hosted Solution

	LSD-REQ-248
	Exchange Interface
	Integrate with the separate Montana Dept. of Justice Active Directory domain which does not have a trust with the State of Montana Microsoft Exchange Server for email (e.g., tickler notifications to staff and other agencies).
	Technical Requirements for State Hosted Solution

	LSD-REQ-249
	System Release Updates
	Accept application updates without major disruptions for customized or configured features.
	Technical Requirements for State Hosted Solution

	LSD-REQ-250
	Customization
	Supply custom code modifications if required under separate change control process.
	Technical Requirements for State Hosted Solution

	LSD-REQ-251
	Data Definition
	Provide a documented entity-relationship diagram and detailed data dictionary.
	Technical Requirements for State Hosted Solution

	LSD-REQ-252
	Integrate with Microsoft Office
	Use Microsoft Office functionality for document generation, email, calendaring, and tasks.
	Technical Requirements for State Hosted Solution

	LSD-REQ-253
	Platform
	Deployed as a software as a service.
	Technical Requirements for Cloud Hosted Solution

	LSD-REQ-254
	Browser-based
	Provide secure web browser-based read and write access via the internet for all system functions, and also support heavy data entry without degradation of performance.
	Technical Requirements for Cloud Hosted Solution

	LSD-REQ-255
	Database
	Use an industry standard SQL- and ODBC-co m pliant relational database management system.
	Technical Requirements for Cloud Hosted Solution

	LSD-REQ-257
	Open API's
	Provide detailed, open APIs to support integration with other software applications.
	Technical Requirements for Cloud Hosted Solution

	LSD-REQ-258
	Email Interface
	Synchronize with the separate Montana Dept. of Justice Active Directory domain which does not have a trust with the State of Montana Microsoft Exchange Server for email (e.g., tickler notifications to staff and other agencies).
	Technical Requirements for Cloud Hosted Solution

	LSD-REQ-259
	24 Hour Technical Support
	Provide an 800 number to access technical support 24 hours a day, 7 days a week not counting holidays.
	Technical Requirements for Cloud Hosted Solution

	LSD-REQ-260
	Service Level Agreement
	Provide your standard Service Level Agreement.
	Technical Requirements for Cloud Hosted Solution

	LSD-REQ-261
	Severity Levels
	Define your problem Severity levels and include the target response times and restorable actions to customer issues by severity level.
	Technical Requirements for Cloud Hosted Solution

	LSD-REQ-262
	Support Location
	Describe the physical location(s) of the proposed support facilities including contact options and hours of service. 
	Technical Requirements for Cloud Hosted Solution

	LSD-REQ-263
	Problem Escalation
	Offeror must describe problem escalation procedures including expectations, if any, of State employee involvement.
	Technical Requirements for Cloud Hosted Solution

	LSD-REQ-264
	Trouble-shooting Tools
	Describe all product self-support/diagnosis tools and documentation to be delivered with the proposed solution. 
	Technical Requirements for Cloud Hosted Solution

	LSD-REQ-265
	Service Interruption Notices
	Provide a minimum of 48 hours’ notice of any scheduled service interruptions.
	Technical Requirements for Cloud Hosted Solution

	LSD-REQ-266
	Upgrade Plans
	Identify if the product proposed in your response is currently available or if it is new development. 
	Technical Requirements for Cloud Hosted Solution

	LSD-REQ-267
	Release Schedule
	Describe your product’s major releases and revisions schedule and approach for the past two years.
	Technical Requirements for Cloud Hosted Solution

	LSD-REQ-268
	Release Procedures
	Describe procedures and schedules for how releases and revisions are distributed.
	Technical Requirements for Cloud Hosted Solution

	LSD-REQ-269
	Release Down-time
	Describe the proposed process for providing upgrades to the proposed solution in the future including the estimated average "down-time" for such upgrades.
	Technical Requirements for Cloud Hosted Solution

	LSD-REQ-270
	Bug Resolution
	Describe your company’s process for reviewing, approving and prioritizing suggested changes and enhancements and "bug" resolution. 
	Technical Requirements for Cloud Hosted Solution

	LSD-REQ-271
	Average Uptime
	The proposed solution must be available a minimum of 99% of the time.  Describe the proposed solution's expected/actual average uptime.  Explain any unscheduled outages if applicable. 
	Technical Requirements for Cloud Hosted Solution

	LSD-REQ-272
	24/7 Access
	The proposed solution must be web-enabled for 24/7, anywhere access by system users
	Technical Requirements for Cloud Hosted Solution

	LSD-REQ-273
	Concurrent Users
	The proposed solution shall support a minimum of 20 users upon initial implementation with the ability to expand and support more concurrent users in the future.
	Technical Requirements for Cloud Hosted Solution

	LSD-REQ-298
	Availability/Fail-over
	The system shall incorporate high availability / fail-over capability to ensure minimal loss of access to data.  The Offeror must describe how this will be accomplished.
	Technical Requirements for Cloud Hosted Solution

	LSD-REQ-274
	Custom Code Restrictions
	Describe any restrictions LSD should anticipate related to potential customization of code needed to meet the requirements of this RFP.  Describe the process for managing upgrades on a product that has been customized.
	Technical Requirements for Cloud Hosted Solution

	LSD-REQ-275
	Customization vs. configuration
	Describe the extent to which the system’s user interface and features can be customized or configured while allowing for product upgrades under your normal upgrade process.  The proposed solution must provide the ability to deselect features and functions without jeopardizing the integrity of the package.
	Technical Requirements for Cloud Hosted Solution

	LSD-REQ-276
	Modular Functionality
	The proposed solution must function in a modular fashion (i.e., if one component such as the report feature of the system is down, the affected component should not bring down the entire solution)?
	Technical Requirements for Cloud Hosted Solution

	LSD-REQ-277
	Client Software Requirements
	Describe any software required on any client workstation. List any known conflicts with other applications.  Include version numbers if applicable.
	Technical Requirements for Cloud Hosted Solution

	LSD-REQ-278
	Operating System and Web Browsers Supported
	Identify all operating systems and web browsers (desktop and mobile) the proposed solution is compatible with/approved for.
	Technical Requirements for Cloud Hosted Solution

	LSD-REQ-279
	System Architecture
	Describe the proposed solution's architecture.   Include a diagram indicating each component’s location with respect to a corporate firewall.
	Technical Requirements for Cloud Hosted Solution

	LSD-REQ-280
	Load Balancing
	Describe the proposed solution's ability to handle load balancing, redundancy and fault tolerance.
	Technical Requirements for Cloud Hosted Solution

	LSD-REQ-281
	System Monitoring
	Describe, if applicable, the proposed solution's system activity monitoring tools, procedures and timing.
	Technical Requirements for Cloud Hosted Solution

	LSD-REQ-296
	Platform Standardization
	The Montana Department of Justice has a standard model for server computing platforms.  Offeror must follow the DOJ server computing platform standard for any components expected to be housed in State facilities.
	Technical Requirements for State Hosted Solution

	LSD-REQ-282
	Loss of Data Policies
	The system shall ensure no loss of data will occur during a fail-over event.  The Offeror must describe how this requirement will be accommodated.
	Technical Requirements for Cloud Hosted Solution

	LSD-REQ-283
	HIPAA
	Describe how the proposed solution will meet Federal Health Insurance Portability and Accountability Act (HIPAA) requirements.
	Technical Requirements for Cloud Hosted Solution

	LSD-REQ-284
	Personally Identifiable Information
	Personally identifiable information ("PII") is defined as information which can be used to distinguish or trace an individual’s identity, such as name, social security number, or biometric records, alone or when combined with other personal or identifying information that is linked or linkable to a specific individual, such as date and place of birth or mother’s maiden name.  The system shall ensure that any PII data in transit (outside the boundary of a secure location or network) shall be protected via cryptographic mechanisms (encryption).  When encryption is employed, the cryptographic module used shall be certified to meet or exceed FIPS 140-2 standards.  Describe how your solution incorporates this degree of security for all components, including, but not limited to, batch data maintenance, batch verification, web data maintenance, and web online verification.
	Technical Requirements for Cloud Hosted Solution

	LSD-REQ-285
	Intrusion Prevention
	Describe the intrusion protection technology used in the proposed solution.
	Technical Requirements for Cloud Hosted Solution

	LSD-REQ-286
	Security Procedures
	Describe how your solution implements security-- both in preventing unauthorized access and restrictions by role.  Incidents of information security events related to, but not limited to, malicious computer attacks shall be promptly reported to appropriate parties.  The Offeror must describe Incident Response processes including handling, training, and response.
	Technical Requirements for Cloud Hosted Solution

	LSD-REQ-287
	Secure Communications
	A data flow/authentication network diagram shall show security implementation for data in transit.  The Offeror must provide a data flow and authentication diagram representing the security of the system while data is in transit.
	Technical Requirements for Cloud Hosted Solution

	LSD-REQ-288
	Security Certification
	Identify any third-party security certification or auditing of the proposed solution, if applicable.
	Technical Requirements for Cloud Hosted Solution

	LSD-REQ-289
	Physical Security
	The offeror shall provide and describe the physical security procedures for any solution components not housed at a Montana State facility.
	Technical Requirements for Cloud Hosted Solution

	LSD-REQ-290
	Auditing and Logging
	The proposed solution shall have built-in functionality for logging, auditing and reporting on data access and changes in accordance with the other requirements in this RFP.
	Technical Requirements for Cloud Hosted Solution

	LSD-REQ-291
	Data Control and Access
	If the contract with LSD is terminated for any reason, how will the data be returned to LSD, and then how long will it take your company to purge all LSD data?
	Technical Requirements for Cloud Hosted Solution

	LSD-REQ-292
	Disaster Recovery
	The Offeror must provide detailed disaster recovery and continuity of operations documentation.  The Offeror will provide the documentation.
	Technical Requirements for Cloud Hosted Solution

	LSD-REQ-293
	Off-site Backup
	The Offeror must ensure data integrity by providing back-up and server redundancy for instant recovery.  Describe your data back-up procedures, server redundancy environment, and recovery procedures in event of system failure.  Also describe access procedures to your server facility (ies) if the proposed solution is not to be hosted with the State of Montana.
	Technical Requirements for Cloud Hosted Solution

	LSD-REQ-294
	Background Checks
	Describe background check procedures for staff that have access to data or solution components.
	Technical Requirements for Cloud Hosted Solution

	LSD-REQ-295
	Secure Communications
	The Offeror's application must secure all communications that authorized users use to query or supply data.  The Offeror must describe how this will be accomplished.
	User Management/Security Access

	LSD-REQ-299
	Firewall
	The Offeror’s system must be protected by use of a firewall and an intrusion detection system.  Describe the firewall technology to be used.
	User Management/Security Access

	LSD-REQ-300
	Security Training
	Staff responsible for support of the system, including third parties that have access to PII must have basic security awareness training.   The Offeror must describe how staffing is trained or versed in security awareness, and what topics are covered.
	Security Maintenance

	LSD-REQ-597
	NIST Compliance
	Provide for the security in compliance with the NIST security requirements to protect the confidentiality, integrity, and availability of the information systems.
	User Management/Security Access

	LSD-REQ-598
	Prevention of misuse
	Develop, implement, maintain, and use appropriate safeguards as outlined in the NIST standards that reasonably prevent the misuse of information systems and appropriately protect the confidentiality, integrity, and availability of information systems.  Develop and implement policies and procedures to meet the NIST security requirements.
	User Management/Security Access

	LSD-REQ-599
	Third-Party adherence
	Ensure that any agent, including a vendor or subcontractor, to whom the Department of Justice provides access agrees to the same restrictions and conditions that apply through this Agreement.
	

	LSD-REQ-600
	Continuity Planning
	Certify and complete continuity planning according to NIST security requirements before moving information systems into a production status.
	User Management/Security Access

	LSD-REQ-601
	Electronic transfer of data
	Will not copy any Department of Justice  data obtained while performing services under this RFP to any media, including hard drives, flash drives, or other electronic device,  other than as expressly approved by Department of Justice. 
	User Management/Security Access

	LSD-REQ-602
	Confidential information
	The Offeror shall return or destroy all confidential information received from Department of Justice, or created or received by Offeror on behalf of Department of Justice.
	User Management/Security Access

	LSD-REQ-603
	Destruction of confidential information
	In the event that Offeror determines that returning or destroying the confidential information is infeasible, Offeror shall notify Department of Justice of the conditions that make return or destruction infeasible.
	User Management/Security Access

	LSD-REQ-604
	Maintain confidential information
	If Department of Justice agrees that return or destruction of confidential information is infeasible; Offeror shall extend the protections of this contract to such confidential information and limit further uses and disclosures of such confidential information to those purposes that make the return or destruction infeasible, for so long as Offeror maintains such confidential information.
	User Management/Security Access

	LSD-REQ-605
	Return of property
	Return all data that is the property of the State of Montana in a format specified by Department of Justice.
	User Management/Security Access

	LSD-REQ-606
	Remote management
	Remote access for management of the system.  This must use state approved mechanisms and be paid for by the offeror.
	User Management/Security Access


Glossary

Adjournment - A continuance – an attorney (usually the defense) asks for time to prepare.
Alert - An alert on a person or Case/file screen warns the user of a situation.

Bureaus and Units - See Office Background section in the RFP.

Docket Entry - An entry in the official court record of a Case/file, downloaded from the court CMS. (See related Glossary item, Log Entry)

Docket Number - Case/file number assigned by the Montana Attorney General’s office and used to track Case/files. It contains a historical record of court events on a Case/file. Includes hearings, filed documents, financial transactions, etc., and is the official record of the court.

Flag - A flag is a character that signals the occurrence of some condition for a person or a Case/file. Users may act on a flag by querying Case/files with a certain flag value, and processing them in mass, rather than configuring the condition a single record at a time using one or a combination of other available data fields.

Log Entry - An entry in the LSD's internal Case/file records, of an activity carried out in a Case/file, for use in tracking and managing progress of the Case/file from initiation through disposition, and post-disposition activities.

Notification - A message that a condition or event requires the user's attention. The notification persists until it is cancelled by the user.

Person - Persons have the following attributes:  roles can include defendant, appellant, appellee, party, attorney, judicial officer, law enforcement officer, witness, victim, interpreter, etc. They can be people or legal entities (public or private organizations).

PIN – Personal Identification Number - Unique defendant identifier.  Usually based on a (biometric) fingerprint ID and used for maintaining an accurate criminal history.  Ideally a person would only have one PIN.

Prompt - A visible warning or cue that the CMS is ready to receive input (e.g., data, command) to make it comply with rules configured in the CMS. The prompt recurs until the condition is satisfied.

Tickler - Any mechanism (pop-up window or notification) that reminds the user of a task to be performed in a Case/file. The tickler persists until it is cancelled by the user.

Role - A designator for a person who is involved in a case/file, typically describing their relationship to the case/file.

SECTION 4:  OFFEROR QUALIFICATIONS

All subsections of Section 4 not listed in the "Instructions to Offerors" on page 3 require a response.  Restate the subsection number and the text immediately prior to your written response.
4.1
STATE'S RIGHT TO INVESTIGATE AND REJECT
The State may make such investigations as deemed necessary to determine the offeror's ability to provide the services specified.  The State reserves the right to reject a proposal if the information submitted by, or investigation of, the offeror fails to satisfy the State’s determination that the offeror is properly qualified to perform the obligations of the contract.  This includes the State's ability to reject the proposal based on negative references.

4.2
OFFEROR QUALIFICATIONS

To enable the State to determine the capabilities of an offeror to provide the services specified in the RFP, the offeror shall respond to the following regarding its ability to meet the State's requirements.  THE RESPONSE, "(OFFEROR'S NAME) UNDERSTANDS AND WILL COMPLY," IS NOT APPROPRIATE FOR THIS SECTION.

NOTE:  Each item must be thoroughly addressed.  Offerors taking exception to any requirements listed in this section may be found nonresponsive or be subject to point deductions.
4.2.1  Client Reference Form.  Offeror shall provide complete and separate Appendix C, Client Reference Form, for three references that are currently using or have previously used services of the type proposed in this RFP.  The references may include businesses, state governments or universities for whom the offeror, preferably within the last five years, has successfully completed installation of a legal case and document management system.   A responsible party of the organization for which the services were provided to the client (the offeror's customer) must provide the reference information and must sign and date the form.  It is the offeror's responsibility to ensure that the completed forms are submitted with the proposal by the submission date, for inclusion in the evaluation process.  Any Client Reference Forms that are not received or are not completed may adversely affect the offeror's score in the evaluation process.  Client Reference Forms exceeding the specified number will not be considered.  The State may contact the client references for validation of the information provided in the Client Reference Forms.  If the State finds erroneous information, evaluation points may be deducted or the proposal may be rejected.

4.2.2  Company Profile and Experience.  Offeror shall provide documentation establishing the individual or company submitting the proposal has the qualifications and experience to provide the services specified in this RFP, including, at a minimum:
· a detailed description of any similar past projects, including the service type and dates the services were provided;
· the client for whom the services were provided; and
· a general description of the firm including its primary source of business, organizational structure and size, number of employees, years of experience performing services similar to those described within this RFP.
4.2.3  Resumes.  A resume or summary of qualifications, work experience, education, and skills must be provided for all key personnel, including any subcontractors, who will be performing any aspects of the contract.  Include years of experience providing services similar to those required; education; and certifications where applicable.  Identify what role each person would fulfill in performing work identified in this RFP.
4.2.4  Oral Presentation/Product Demonstration/Interview.  Offerors must be prepared to have the key personnel assigned to this project complete a(n) oral presentation/product demonstration/interview in via a webinar.  The State reserves the right to: (1) have presentations/demonstrations/interviews from only the three highest scoring offerors; (2) have presentations/demonstrations/ interviews from all offerors within 80 points of the highest scoring offeror; or (3) have presentations/demonstrations/interviews from all offerors who are deemed to have a passing score prior to the presentation/demonstrations/interview process, at the State's discretion.
SECTION 5:  COST PROPOSAL

All subsections of Section 5 not listed in the "Instructions to Offerors" on page 3 require a response.  Restate the subsection number and the text immediately prior to your written response.
The LSD will use the “Best Value” method for evaluating costs.
In this method, all factors, except cost, are considered and scored according to the established criteria. Once this is completed, the cost evaluation is completed by dividing the total points awarded to each proposal by its proposed cost. In this method, a value is presented in the form of a cost per point. The proposal with the lowest cost per point represents the best value to the State and would receive the award. Proposals that do not meet the minimum level would not advance to the final evaluation step. 

	Category
	Proposal A
	Proposal B
	Proposal C

	Technical
	400
	590
	700

	Qualifications
	240
	280
	230

	Total Points
	640
	870
	930

	Cost
	$100,000
	$125,000
	$150,000


	Proposal
	Cost
	/
	Points
	=
	Cost per point

	A
	$100,000
	
	640
	
	156

	B
	$125,000
	
	870
	
	144

	C
	$150,000
	
	930
	
	161


Proposal B would receive the award because it provides the lowest cost per point, or best value to the State.
Offerer must provide a detailed list for anticipated charges it will impose for items that shall or may apply to the services requested under this RFP using Pricing Schedules A through E as provided in Attachment A.   Failure to include a charge or schedule of charges may preclude the Contractor from billing the LSD for such non-specified items.

The format of the cost proposal shall be:

1. Case Management Software Licensing or SaaS Subscription Licensing
2. Document Management Software Licensing or SaaS Subscription Licensing
3. 3rd Party Software Licensing
4. Project Management
5. Consulting and Implementation Assistance
6. Customization of Base Code
7. Interfaces
8. System Installation, Integration and Testing 
9. Training
10. Warranty 
11. Software Maintenance Year 1 -4 and subsequent year percentage increases.
12. Scanning Hardware Purchase
13. Scanning Hardware Maintenance Year 1-4 and subsequent year percentage increases
14. Other one-time or recurring costs
15. Optional Services
16. Billing Schedule, Payment Terms, 
SECTION 6:  EVALUATION PROCESS
6.1
BASIS OF EVALUATION
The evaluator/evaluation committee will review and evaluate the offers according to the following criteria based on a total number of 1196 points.

The Ability to Meet Product Specifications, Provision of Services, References, Company Profile and Experience, and Oral Presentation/Product Demonstration/Interview portions of the proposal will be evaluated based on the following Scoring Guide.  The Cost Proposal will be evaluated based on the “Best Value” method described in Section 5 Cost Proposal.

Any response that fails to achieve a minimum score per the requirements of Section 2.4.5 will be eliminated from further consideration.  A "fail" for any individual evaluation criterion may result in proposal disqualification at the discretion of the procurement officer.
SCORING GUIDE

In awarding points to the evaluation criteria, the evaluator/evaluation committee will consider the following guidelines:
Superior Response (95-100%):  A superior response is an exceptional reply that completely and comprehensively meets all of the requirements of the RFP.  In addition, the response may cover areas not originally addressed within the RFP and/or include additional information and recommendations that would prove both valuable and beneficial to the agency. 

Good Response (75-94%):  A good response clearly meets all the requirements of the RFP and demonstrates in an unambiguous and concise manner a thorough knowledge and understanding of the project, with no deficiencies noted.  
Fair Response (60-74%):  A fair response minimally meets most requirements set forth in the RFP.  The offeror demonstrates some ability to comply with guidelines and requirements of the project, but knowledge of the subject matter is limited.

Failed Response (59% or less):  A failed response does not meet the requirements set forth in the RFP.  The offeror has not demonstrated sufficient knowledge of the subject matter.
The timeline criteria (item 5 in section 6.2) will be considered as a comparison with the other proposals received.  For example, the shortest proposed timeline for COMPLETION of the project will receive the full 100 points and set the basis for comparison to the remaining proposals.  The remaining proposals will receive a percentage of the points as compared to the shortest proposed timeline.

	Proposal
	Proposed Timeline
	Score

	A
	12 Months
	12/11 = 1.09 = 91 points

	B
	11 Months
	100 points

	C
	16 Months
	16/11 = 1.45 = 55 points


Values given in this table are for example purposes only
6.2
EVALUATION CRITERIA

	
	Category
	Section of RFP
	Point Value

	
	
	

	
	Ability to Meet Product Specifications
	34% of points for a possible 400 points

	
	
	
	

	1. 
	State-hosted Requirements

OR
	3.8
	400

	2. 
	Cloud-hosted Requirements
	3.8
	400

	
	
	
	

	
	Provision of Services
	17% of points for a possible 200 points

	
	
	
	

	3. 
	Project Plan
	3.2.2
	50

	4. 
	Project Methodology
	3.2.3
	50

	5. 
	Timeline
	6.1
	100

	
	
	

	
	References
	8% of points for a possible 96 points

	
	
	
	

	
	
	
	

	6. 
	Client Reference Form #1
	4.2.1
	32

	7. 
	Client Reference Form #2
	4.2.1
	32

	8. 
	Client Reference Form #3
	4.2.1
	32

	
	
	

	
	Company Profile and Experience
	8% of points for a possible 100 points

	
	
	
	

	9. 
	Years of Relevant Experience
10+ years= 50 pts

7-9+ years= 40 pts

4-6+ years= 30 pts

1-3+ years= 20 pts

0-1+ years= 10 pts
	4.2.2
	50

	10. 
	Relevant Past Projects
10+ Projects= 50 pts

7-9+ Projects= 40 pts

4-6+ Projects= 30 pts

1-3+ Projects= 20 pts

0-1+ Projects= 10 pts
	4.2.2
	50

	
	
	

	
	
	
	

	
	Oral Presentations/Product Demonstrations/Oral Interviews
	8% of points for a possible 100 points

	
	
	
	

	11. 
	Oral Presentation
	4.2.4
	30

	12. 
	Product Demonstration
	4.2.4
	40

	13. 
	Oral Interview
	4.2.4
	30

	
	
	
	

	
	Cost Proposal
	25% of points for a possible 300 points

	
	
	
	

	14. 
	Cost Proposal
	5.0
	300


APPENDIX A:  STANDARD TERMS AND CONDITIONS
Standard Terms and Conditions
By submitting a response to this invitation for bid, request for proposal, limited solicitation, or acceptance of a contract, the vendor agrees to acceptance of the following Standard Terms and Conditions and any other provisions that are specific to this solicitation or contract. 

ACCEPTANCE/REJECTION OF BIDS, PROPOSALS, OR LIMITED SOLICITATION RESPONSES: The State reserves the right to accept or reject any or all bids, proposals, or limited solicitation responses, wholly or in part, and to make awards in any manner deemed in the best interest of the State. Bids, proposals, and limited solicitation responses will be firm for 30 days, unless stated otherwise in the text of the invitation for bid, request for proposal, or limited solicitation.

ALTERATION OF SOLICITATION DOCUMENT: In the event of inconsistencies or contradictions between language contained in the State’s solicitation document and a vendor’s response, the language contained in the State’s original solicitation document will prevail. Intentional manipulation and/or alteration of solicitation document language will result in the vendor’s disqualification and possible debarment.

DEBARMENT: Contractor certifies, by submitting this bid or proposal, that neither it nor its principals are presently debarred, suspended, proposed for debarment, declared ineligible, or voluntarily excluded from participation in this transaction (contract) by any governmental department or agency. If Contractor cannot certify this statement, attach a written explanation for review by the State.

FACSIMILE RESPONSES: Facsimile responses will be accepted for invitations for bids, small purchases, or limited solicitations ONLY if they are completely received by the State Procurement Bureau prior to the time set for receipt. Bids, or portions thereof, received after the due time will not be considered. Facsimile responses to requests for proposals are ONLY accepted on an exception basis with prior approval of the procurement officer.
FAILURE TO HONOR BID/PROPOSAL: If a bidder/offeror to whom a contract is awarded refuses to accept the award (PO/contract) or fails to deliver in accordance with the contract terms and conditions, the department may, in its discretion, suspend the bidder/offeror for a period of time from entering into any contracts with the State of Montana.

LATE BIDS AND PROPOSALS: Regardless of cause, late bids and proposals will not be accepted and will automatically be disqualified from further consideration. It shall be solely the vendor’s risk to ensure delivery at the designated office by the designated time. Late bids and proposals will not be opened and may be returned to the vendor at the expense of the vendor or destroyed if requested.

RECIPROCAL PREFERENCE: The State of Montana applies a reciprocal preference against a vendor submitting a bid from a state or country that grants a residency preference to its resident businesses. A reciprocal preference is only applied to an invitation for bid for supplies or an invitation for bid for nonconstruction services for public works as defined in section 18-2-401(9), MCA, and then only if federal funds are not involved. For a list of states that grant resident preference, see http://gsd.mt.gov/ProcurementServices/preferences.mcpx.

SOLICITATION DOCUMENT EXAMINATION: Vendors shall promptly notify the State of any ambiguity, inconsistency, or error which they may discover upon examination of a solicitation document.

WARRANTY FOR SERVICES:  Contractor warrants that it performs all services using reasonable care and skill and according to its current description (including any completion criteria) contained in this contract.  State agrees to provide timely written notice of any failure to comply with this warranty so that Contractor can take corrective action.

WARRANTY FOR SOFTWARE:  For a period of ninety (90) days from the date of receipt of software, Contractor warrants that:  (i) the unmodified software will provide the features and functions, and will otherwise conform to all published documentation including on Contractor's website; and (ii) the media upon which the software is furnished will be free from defects in materials and workmanship under normal use and service.

WARRANTY FOR HARDWARE:  Contractor warrants that hardware provided is free from defects in materials and workmanship and conforms to the specifications. The warranty period for provided hardware is a fixed period commencing on the date specified in a statement of work or applicable contract. If the hardware does not function as warranted during the warranty period and Contractor is unable to either:  i) make it do so; or ii) replace it with one that is at least functionally equivalent, State may return it to Contractor for a full refund.
The parties agree that the warranties set forth above do not require uninterrupted or error-free operation of hardware or services unless otherwise stated in the specifications.

These warranties are the state’s exclusive warranties and replace all other warranties or conditions, express or implied, including, but not limited to, the implied warranties or conditions of merchantability and fitness for a particular purpose.

APPENDIX B:  CONTRACT

Montana Dept of Justice

Attorney General Case and Document Management 

 (INSERT CONTRACT NUMBER)

THIS CONTRACT is entered into by and between the State of Montana, Department of Justice, (State), whose address and phone number are 215 N Sanders, Helena MT 59620, 406 444-2026 and (insert name of contractor), (Contractor), whose address and phone number are (insert address) and (insert phone number).

1.
EFFECTIVE DATE, DURATION, AND RENEWAL

1.1  Contract Term.  The contract’s initial term is upon contract execution, through (insert date),  20(  ), unless terminated earlier as provided in this contract.  In no event is this contract binding on the State unless the State’s authorized representative has signed it.  The legal counsel signature approving legal content of the contract and the procurement officer signature approving the form of the contract do not constitute an authorized signature.

1.2  Contract Renewal.  The State may renew this contract under its then-existing terms and conditions (subject to potential cost adjustments described below in section 2) in 1-year intervals, or any interval that is advantageous to the State.  This contract, including any renewals, may not exceed a total of 10 years.  
2.
COST ADJUSTMENTS

2.1  Cost Adjustments Negotiated Based on Changes in Contractor's Costs.  After the contract’s initial term and if the State agrees to a renewal, the parties may negotiate cost adjustments at the time of contract renewal.  Any cost increases must be based on demonstrated industry-wide or regional increases in Contractor's costs.  The State is not obligated to agree upon a renewal or a cost increase.  

3.
SERVICES AND/OR SUPPLIES

Contractor shall provide the State the following (insert a detailed description of the supplies, services, etc., to be provided to correspond to the requirements specified in the Scope of Project as listed in the solicitation).

4.
WARRANTIES
4.1  Warranty For Services.  The contractor warrants that it performs all services using reasonable care and skill and according to its current description (including any completion criteria) contained in this contract.  State agrees to provide timely written notice of any failure to comply with this warranty so that the contractor can take corrective action.


4.2  Warranty for Software.  For a period of ninety (90) days from the date of receipt of software, the contractor warrants that:  (i) the unmodified software will provide the features and functions, and will otherwise conform to all published documentation including on the contractor's website; and (ii) the media upon which the software is furnished will be free from defects in materials and workmanship under normal use and service.

4.3  Warranty for Hardware.  The contractor warrants that hardware provided is free from defects in materials and workmanship and conforms to the specifications. The warranty period for provided hardware is a fixed period commencing on the date specified in a statement of work or applicable contract. If the hardware does not function as warranted during the warranty period and the contractor is unable to either:  i) make it do so; or ii) replace it with one that is at least functionally equivalent, State may return it to the contractor for a full refund.
The parties agree that the warranties set forth above do not require uninterrupted or error-free operation of hardware or services unless otherwise stated in the specifications.

These warranties are the state’s exclusive warranties and replace all other warranties or conditions, express or implied, including, but not limited to, the implied warranties or conditions of merchantability and fitness for a particular purpose.

5.
CONSIDERATION/PAYMENT
5.1  Payment Schedule.  In consideration of the Case Management System Solution to be provided, the State shall pay Contractor according to the following schedule:  (insert pay schedule).


5.2  Withholding of Payment.  The State may withhold disputed payments to Contractor under the subject statement of work (or where no statement of work exists, the applicable contract).  The withholding may not be greater than, in the aggregate, fifteen percent (15%) of the total value of the subject statement of work or applicable contract.  With respect to payments subject to milestone acceptance criteria, the State may withhold payment only for such specific milestone if and until the subject milestone criteria are met.  Contractor is not relieved of its performance obligation if such payment(s) is withheld.

5.3  Payment Terms.  Unless otherwise noted in the solicitation document, the State has 30 days to pay invoices, as allowed by 17-8-242, MCA.  Contractor shall provide banking information at the time of contract execution in order to facilitate the State’s electronic funds transfer payments.

5.4  Reference to Contract.  The contract number MUST appear on all invoices, packing lists, packages, and correspondence pertaining to the contract.  If the number is not provided, the State is not obligated to pay the invoice.

6.
ACCESS AND RETENTION OF RECORDS
6.1  Access to Records.  Contractor shall provide the State, Legislative Auditor, or their authorized agents access to any records necessary to determine contract compliance. The State may terminate this contract under section 17, without incurring liability, for the Contractor’s refusal to allow access as required by this section.  (18-1-118, MCA.)


6.2  Retention Period.  Contractor shall create and retain all records supporting the Case Management System Solution for a period of eight years after either the completion date of this contract or termination of the contract.  

7.
ASSIGNMENT, TRANSFER, AND SUBCONTRACTING
Contractor may not assign, transfer, or subcontract any portion of this contract without the State's prior written consent.  (18-4-141, MCA.)  Contractor is responsible to the State for the acts and omissions of all subcontractors or agents and of persons directly or indirectly employed by such subcontractors, and for the acts and omissions of persons employed directly by Contractor.  No contractual relationships exist between any subcontractor and the State under this contract.

8.
HOLD HARMLESS/INDEMNIFICATION
Contractor agrees to protect, defend, and save the State, its elected and appointed officials, agents, and employees, while acting within the scope of their duties as such, harmless from and against all claims, demands, causes of action of any kind or character, including the cost of defense thereof, arising in favor of Contractor's employees or third parties on account of bodily or personal injuries, death, or damage to property arising out of services performed or omissions of services or in any way resulting from the acts or omissions of Contractor and/or its agents, employees, representatives, assigns, subcontractors, except the sole negligence of the State, under this agreement.

9.
LIMITATION OF LIABILITY
Contractor's liability for contract damages is limited to direct damages and further to no more than twice the contract amount.  Contractor shall not be liable for special, incidental, consequential, punitive, or indirect damages.  Damages caused by injury to persons or tangible property, or related to intellectual property indemnification, are not subject to a cap on the amount of damages.

10.
REQUIRED INSURANCE
10.1  General Requirements.  Contractor shall maintain for the duration of this contract, at its cost and expense, insurance against claims for injuries to persons or damages to property, including contractual liability, which may arise from or in connection with the performance of the work by Contractor, agents, employees, representatives, assigns, or subcontractors.  This insurance shall cover such claims as may be caused by any negligent act or omission.  

10.2  Primary Insurance.  Contractor's insurance coverage shall be primary insurance with respect to the State, its officers, officials, employees, and volunteers and shall apply separately to each project or location.  Any insurance or self-insurance maintained by the State, its officers, officials, employees, or volunteers shall be excess of Contractor's insurance and shall not contribute with it.

10.3  Specific Requirements for Commercial General Liability.  Contractor shall purchase and maintain occurrence coverage with combined single limits for bodily injury, personal injury, and property damage of $2,000,000.00 per occurrence and $1,000,000.00 aggregate per year to cover such claims as may be caused by any act, omission, or negligence of Contractor or its officers, agents, representatives, assigns, or subcontractors.  

The State, its officers, officials, employees, and volunteers are to be covered and listed as additional insureds for liability arising out of activities performed by or on behalf of Contractor, including the insured's general supervision of Contractor, products, and completed operations, and the premises owned, leased, occupied, or used.

10.4  Specific Requirements for Professional Liability.  Contractor shall purchase and maintain occurrence coverage with combined single limits for each wrongful act of $1,000,000.00 per occurrence and $2,000,000.00) aggregate per year to cover such claims as may be caused by any act, omission, negligence of Contractor or its officers, agents, representatives, assigns, or subcontractors.  Note:  If "occurrence" coverage is unavailable or cost prohibitive, Contractor may provide "claims made" coverage provided the following conditions are met:  (1) the commencement date of this contract must not fall outside the effective date of insurance coverage and it will be the retroactive date for insurance coverage in future years; and (2) the claims made policy must have a three-year tail for claims that are made (filed) after the cancellation or expiration date of the policy.
10.5  Deductibles and Self-Insured Retentions.  Any deductible or self-insured retention must be declared to and approved by the state agency.  At the request of the agency either:  (1) the insurer shall reduce or eliminate such deductibles or self-insured retentions as respects the State, its officers, officials, employees, or volunteers; or (2) at the expense of Contractor, Contractor shall procure a bond guaranteeing payment of losses and related investigations, claims administration, and defense expenses.

10.6  Certificate of Insurance/Endorsements.  A certificate of insurance from an insurer with a Best's rating of no less than A- indicating compliance with the required coverages, has been received by the State Procurement Bureau, P.O.  Box 200135, Helena, MT 59620-0135.  Contractor must notify the State immediately of any material change in insurance coverage, such as changes in limits, coverages, change in status of policy, etc.  The State reserves the right to require complete copies of insurance policies at all times.

11.
COMPLIANCE WITH WORKERS' COMPENSATION ACT
Contractor shall comply with the provisions of the Montana Workers' Compensation Act while performing work for the State of Montana in accordance with 39-71-401, 39-71-405, and 39-71-417, MCA.  Proof of compliance must be in the form of workers' compensation insurance, an independent contractor's exemption, or documentation of corporate officer status.  Neither Contractor nor its employees are State employees.  This insurance/exemption must be valid for the entire contract term and any renewal.  Upon expiration, a renewal document must be sent to the State Procurement Bureau, P.O.  Box 200135, Helena, MT 59620-0135.

12.
COMPLIANCE WITH LAWS
Contractor shall, in performance of work under this contract, fully comply with all applicable federal, state, or local laws, rules, and regulations, including but not limited to, the Montana Human Rights Act, the Civil Rights Act of 1964, the Age Discrimination Act of 1975, the Americans with Disabilities Act of 1990, and Section 504 of the Rehabilitation Act of 1973.  Any subletting or subcontracting by Contractor subjects subcontractors to the same provision.  In accordance with 49-3-207, MCA, Contractor agrees that the hiring of persons to perform this contract will be made on the basis of merit and qualifications and there will be no discrimination based upon race, color, religion, creed, political ideas, gender, age, marital status, physical or mental disability, or national origin by the persons performing this contract.

13.
DISABILITY ACCOMMODATIONS
The State does not discriminate on the basis of disability in admission to, access to, or operations of its programs, services, or activities.  Individuals who need aids, alternative document formats, or services for effective communications or other disability related accommodations in the programs and services offered are invited to make their needs and preferences known to this office.  Interested parties should provide as much advance notice as possible.
14.
TECHNOLOGY ACCESS FOR BLIND OR VISUALLY IMPAIRED

Contractor acknowledges that no state funds may be expended for the purchase of information technology equipment and software for use by employees, program participants, or members of the public unless it provides blind or visually impaired individuals with access, including interactive use of the equipment and services, that is equivalent to that provided to individuals who are not blind or visually impaired.  (18-5-603, MCA.) Contact the State Procurement Bureau at (406) 444-2575 for more information concerning nonvisual access standards.

15.
REGISTRATION WITH THE SECRETARY OF STATE
Any business intending to transact business in Montana must register with the Secretary of State.  Businesses that are incorporated in another state or country, but which are conducting activity in Montana, must determine whether they are transacting business in Montana in accordance with 35-1-1026 and 35-8-1001, MCA.  Such businesses may want to obtain the guidance of their attorney or accountant to determine whether their activity is considered transacting business.

If businesses determine that they are transacting business in Montana, they must register with the Secretary of State and obtain a certificate of authority to demonstrate that they are in good standing in Montana.  To obtain registration materials, call the Office of the Secretary of State at (406) 444-3665, or visit their website at http://sos.mt.gov.
16.
CONTRACT OVERSIGHT

16.1  CIO Oversight.  The Chief Information Officer (CIO) for the State of Montana, or designee, may perform contract oversight activities.  Such activities may include the identification, analysis, resolution, and prevention of deficiencies that may occur within the performance of contract obligations.  The CIO may require the issuance of a right to assurance or may issue a stop work order.

16.2  Right to Assurance.  If the State, in good faith, has reason to believe that Contractor does not intend to, is unable to, or has refused to perform or continue performing all material obligations under this contract, the State may demand in writing that Contractor give a written assurance of intent to perform.  Contractor’s failure to provide written assurance within the number of days specified in the demand (in no event less than five business days may, at the State's option, be the basis for terminating this contract and pursuing the rights and remedies available under this contract or law.

16.3  Stop Work Order.  The State may, at any time, by written order to Contractor require Contractor to stop any or all parts of the work required by this contract for the period of days indicated by the State after the order is delivered to Contractor.  The order must be specifically identified as a stop work order issued under this clause.  Upon receipt of the order, Contractor shall immediately comply with its terms and take all reasonable steps to minimize the incurrence of costs allocable to the work covered by the order during the period of work stoppage.  If a stop work order issued under this clause is canceled or the period of the order or any extension expires, Contractor shall resume work.  The State Project Manager shall make the necessary adjustment in the delivery schedule or contract price, or both, and this contract shall be amended in writing accordingly.  
17.
CONTRACT TERMINATION
17.1  Termination for Cause with Notice to Cure Requirement.  The State may terminate this contract in whole or in part for Contractor’s failure to materially perform any of the services, duties, terms, or conditions contained in this contract after giving Contractor written notice of the stated failure.  The written notice must demand performance of the stated failure within a specified period of time of not less than 30 days.  If the demanded performance is not completed within the specified period, the termination is effective at the end of the specified period.  
17.2  Termination for Cause with Notice to Cure Requirement.  Contractor may terminate this contract for the State’s failure to perform any of its duties under this contract after giving the State written notice of the failure.  The written notice must demand performance of the stated failure within a specified period of time of not less than 30 days.  If the demanded performance is not completed within the specified period, the termination is effective at the end of the specified period.

17.3  Reduction of Funding.  The State must by law terminate this contract if funds are not appropriated or otherwise made available to support the State's continuation of performance of this contract in a subsequent fiscal period.  (18-4-313(4), MCA.)  If state or federal government funds are not appropriated or otherwise made available through the state budgeting process to support continued performance of this contract (whether at an initial contract payment level or any contract increases to that initial level) in subsequent fiscal periods, the State shall terminate this contract as required by law.  The State shall provide Contractor the date the State's termination shall take effect.  The State shall not be liable to Contractor for any payment that would have been payable had the contract not been terminated under this provision.  As stated above, the State shall be liable to Contractor only for the payment, or prorated portion of that payment, owed to Contractor up to the date the State's termination takes effect.  This is Contractor's sole remedy.  The State shall not be liable to Contractor for any other payments or damages arising from termination under this section, including but not limited to general, special, or consequential damages such as lost profits or revenues.
17.4  Noncompliance with Department of Administration Requirements.  The Department of Administration, under the provisions of 2-17-514, MCA, retains the right to cancel or modify any contract, project, or activity that is not in compliance with the Department's Plan for Information Technology, the State Strategic Plan for Information Technology, or any Statewide IT policy or standard in effect as of the date of contract execution.   In the event of such termination, the State will pay for products and services delivered to date and any applicable termination fee specified in the statement of work or work order.  Any modifications to this contract must be mutually agreed to by the parties.
18.
EVENT OF BREACH – REMEDIES

18.1  Event of Breach by Contractor.  Any one or more of the following Contractor acts or omissions constitute an event of material breach under this contract:

●
products or services furnished  fail to conform to any requirement; 

●
failure to submit any report required by this contract; 

●
failure to perform any of the other terms and conditions of this contract, including but not limited to beginning work under this contract without prior State approval and breaching Section 23.1 obligations; or

· voluntary or involuntary bankruptcy or receivership.
18.2  Event of Breach by State.  The State’s failure to perform any material terms or conditions of this contract constitutes an event of breach.
18.3  Actions in Event of Breach.  
Upon the Contractor’s material breach, the State may:

●
terminate this contract under section 17; or
●
treat this contract as materially breached and pursue any of its remedies under this contract, at law, or in equity.
Upon the State’s material breach, the Contractor may:

· terminate this contract after giving the State written notice of the stated failure.  The written notice must demand performance of the stated failure within a specified period of time of not less than 30 days.  If the demanded performance is not completed within the specified period, the termination is effective at the end of the specified period; or
· treat this contract as materially breached and, except as the remedy is limited in this contract, pursue any of its remedies under this contract, at law, or in equity.
19.
FORCE MAJEURE
Neither party is responsible for failure to fulfill its obligations due to causes beyond its reasonable control, including without limitation, acts or omissions of government or military authority, acts of God, materials shortages, transportation delays, fires, floods, labor disturbances, riots, wars, terrorist acts, or any other causes, directly or indirectly beyond the reasonable control of the nonperforming party, so long as such party uses its best efforts to remedy such failure or delays.  A party affected by a force majeure condition shall provide written notice to the other party within a reasonable time of the onset of the condition.  In no event, however, shall the notice be provided later than five working days after the onset.  If the notice is not provided within the five day period, then a party may not claim a force majeure event.  A force majeure condition suspends a party’s obligations under this contract, unless the parties mutually agree that the obligation is excused because of the condition.  

20.
WAIVER OF BREACH

Either party’s failure to enforce any contract provisions after any event of breach is not a waiver of its right to enforce the provisions and exercise appropriate remedies if the breach occurs again.  Neither party may assert the defense of waiver in these situations.    

21.
 CONFORMANCE WITH CONTRACT
No alteration of the terms, conditions, delivery, price, quality, quantities, or specifications of the contract shall be granted without the State Procurement Bureau’s prior written consent.  Product or services provided that do not conform to the contract terms, conditions, and specifications may be rejected and returned at Contractor’s expense.  


22.  
LIAISONS AND SERVICE OF NOTICES
22.1  Contract Liaisons.  All project management and coordination on the State's behalf must be through a single point of contact designated as the State's liaison.  Contractor shall designate a liaison that will provide the single point of contact for management and coordination of Contractor's work.  All work performed under this contract must be coordinated between the State's liaison and Contractor's liaison.


 is the State's liaison.

(Address):

(City, State, ZIP):

Telephone: 

Cell Phone: 

Fax:

E-mail: 


 is Contractor's liaison.

(Address):

(City, State, ZIP):

Telephone: 

Cell Phone: 

Fax:

E-mail: 

22.2  Notifications.  The State's liaison and Contractor's liaison may be changed by written notice to the other party.  Written notices, requests, or complaints must first be directed to the liaison.  Notice may be provided by personal service, mail, or facsimile.  If notice is provided by personal service or facsimile, the notice is effective upon receipt; if notice is provided by mail, the notice is effective within three business days of mailing.  A signed and dated acknowledgement of the notice is required of both parties. 

22.3 Identification/Substitution of Personnel.  The personnel identified or described in Contractor's proposal shall perform the services provided for the State under this contract.  Contractor agrees that any personnel substituted during the term of this contract must be able to conduct the required work to industry standards and be equally or better qualified than the personnel originally assigned.  The State reserves the right to approve Contractor personnel assigned to work under this contract and any changes or substitutions to such personnel.  The State's approval of a substitution will not be unreasonably withheld.  This approval or disapproval shall not relieve Contractor to perform and be responsible for its obligations under this contract.  The State reserves the right to require Contractor personnel replacement.  If Contractor personnel become unavailable, Contractor shall provide an equally qualified replacement in time to avoid delays to the work plan.
23.
MEETINGS
23.1  Technical or Contractual Problems.  Contractor shall meet with the State's personnel, or designated representatives, to resolve technical or contractual problems occurring during the contract term or to discuss the progress made by Contractor and the State in the performance of their respective obligations, at no additional cost to the State.  The State may request the meetings as problems arise and will be coordinated by the State.  The State shall provide Contractor a minimum of three full working days notice of meeting date, time, and location.  Face-to-face meetings are desired; however, at Contractor's option and expense, a conference call meeting may be substituted.  Contractor’s consistent failure to participate in problem resolution meetings, Contractor missing or rescheduling two consecutive meetings, or Contractor’s failure to make a good faith effort to resolve problems may result in termination of the contract.

23.2  Progress Meetings.  During the term of this contract, the State's Project Manager shall plan and schedule progress meetings with Contractor to discuss Contractor’s and the State’s progress in the performance of their respective obligations.  These progress meetings will include the State Project Manager, the Contractor Project Manager, and any other additional personnel involved in the performance of this contract as required.  At each meeting, Contractor shall provide the State with a written status report that identifies any problem or circumstance encountered by Contractor, or of which Contractor gained knowledge during the period since the last such status report, which may prevent Contractor from completing any of its obligations or may generate charges in excess of those previously agreed to by the parties.  This may include the failure or inadequacy of the State to perform its obligation under this contract.  Contractor shall identify the amount of excess charges, if any, and the cause of any identified problem or circumstance and the steps taken to remedy the same.

23.3  Failure to Notify.  If Contractor fails to specify in writing any problem or circumstance that materially affects the costs of its delivery of services or products, including a material breach by the State, about which Contractor knew or reasonably should have known with respect to the period during the term covered by Contractor's status report, Contractor shall not be entitled to rely upon such problem or circumstance as a purported justification for an increase in the price for the agreed upon scope. 
23.4  State's Failure or Delay.  For a problem or circumstance identified in Contractor's status report in which Contractor claims was the result of the State's failure or delay in discharging any State obligation, the State shall review same and determine if such problem or circumstance was in fact the result of such failure or delay.  If the State agrees as to the cause of such problem or circumstance, then the parties shall extend any deadlines or due dates affected thereby, and provide for any additional charges by Contractor. This is Contractor’s sole remedy.  If the State does not agree as to the cause of such problem or circumstance, the parties shall each attempt to resolve the problem or circumstance in a manner satisfactory to both parties.
24.
TRANSITION ASSISTANCE
If this contract is not renewed at the end of this term, if the contract is otherwise terminated before project completion, or if particular work on a project is terminated for any reason, Contractor shall provide transition assistance for a reasonable, mutually agreed period of time after the expiration or termination of this contract or particular work under this contract.  The purpose of this assistance is to allow for the expired or terminated portion of the services to continue without interruption or adverse effect, and to facilitate the orderly transfer of such services to the State or its designees.  The parties agree that such transition assistance is governed by the terms and conditions of this contract, except for those terms or conditions that do not reasonably apply to such transition assistance.  The State shall pay Contractor for any resources utilized in performing such transition assistance at the most contract current rates.  If the State terminates a project or this contract for cause, then the State may offset the cost of paying Contractor for the additional resources Contractor utilized in providing transition assistance with any damages the State may have sustained as a result of Contractor’s breach.

25.
CHOICE OF LAW AND VENUE
Montana law governs this contract.  The parties agree that any litigation concerning this bid, proposal, or this contract must be brought in the First Judicial District in and for the County of Lewis and Clark, State of Montana, and each party shall pay its own costs and attorney fees.  (18-1-401, MCA.)

26.
TAX EXEMPTION  
The State of Montana is exempt from Federal Excise Taxes (#81-0302402).
27.
AUTHORITY
This contract is issued under authority of Title 18, Montana Code Annotated, and the Administrative Rules of Montana, Title 2, chapter 5.

28.  
SEVERABILITY CLAUSE

A declaration by any court or any other binding legal source that any provision of the contract is illegal and void shall not affect the legality and enforceability of any other provision of the contract, unless the provisions are mutually and materially dependent.
29.  
SCOPE, ENTIRE AGREEMENT, AND AMENDMENT
29.1  Contract.  This contract consists of (insert number) numbered pages, any Attachments as required, Solicitation # 14-2749V, as amended, and Contractor's response, as amended.  In the case of dispute or ambiguity arising between or among the documents, the order of precedence of document interpretation is the same.  

29.2  Entire Agreement.  These documents are the entire agreement of the parties. They supersede all prior agreements, representations, and understandings.  Any amendment or modification must be in a written agreement signed by the parties.

30.
WAIVER

The State's waiver of any Contractor obligation or responsibility in a specific situation is not a waiver in a future similar situation or is not a waiver of any other Contractor obligation or responsibility.

31.
EXECUTION

The parties through their authorized agents have executed this contract on the dates set out below.

	STATE OF MONTANA
	(INSERT CONTRACTOR’S NAME) 

	(Insert Agency Name)
	(Insert Address)

	(Insert Address)
	(Insert City, State, Zip)

	(Insert City, State, Zip)
	FEDERAL ID # 

	
	

	
	

	BY: 

	BY: 


	(Name/Title)
	(Name/Title)

	
	

	
	

	

	


	(Signature)
	(Signature)

	
	

	DATE:  

	DATE:  


	
	

	
	

	Approved as to Legal Content:
	

	
	

	
	

	

	

	LSD Legal Counsel
(Date)
	

	
	

	Approved as to Form:
	

	
	

	
	

	

	

	Procurement Officer
(Date)
	

	State Procurement Bureau
	


Chief Information Officer Approval:

Contractor is notified that, under the provisions of 2-17-514, MCA, the Department of Administration retains the right to cancel or modify any contract, project, or activity that is not in compliance with the Agency's Plan for Information Technology, the State Strategic Plan for Information Technology, or any statewide IT policy or standard.

Chief Information Officer
(Date)
Department of Administration

APPENDIX C:  CLIENT REFERENCE FORM

INSTRUCTIONS FOR OFFEROR

The Offeror is solely responsible for obtaining three fully completed reference questionnaires from clients for whom the offeror has provided services substantially similar to the types proposed in this RFP, and for including them with their response.  To obtain and submit the completed reference questionnaires as required, follow the process detailed below.

(1)  Customize the standard reference questionnaire by adding the Offeror's name, and make exact duplicates for completion by references.

(2)  Send the customized reference questionnaires to each person chosen to provide a reference along with a new standard #10 envelope. 

(3)  Instruct the person that will provide a reference for the Offeror to: 

(a)
complete the reference questionnaire;

(b)
sign and date the completed, reference questionnaire;

(c)
seal the completed, signed, and dated reference questionnaire within the envelope provided;

(d)
sign his or her name in ink across the sealed portion of the envelope; and

(e)
return the sealed envelope containing the completed reference questionnaire directly to the Offeror.

(4)  Do NOT open the sealed references upon receipt.

(5)  Enclose all sealed reference envelopes within a larger envelope labeled References for RFP # 14-2749V to be submitted with your response.

NOTES:

•
The State will not accept late references or references submitted by any means other than that which is described above.  Each reference questionnaire submitted must be completed as required. 

•
The State will not review more than the three references requested.

•
These references may be contacted to verify Offeror's ability to perform the contract.

•
The State reserves the right to use any information or additional references deemed necessary to establish the ability of the offeror to perform the conditions of the contract.  Negative references may be grounds for proposal disqualification. 

•
The State is under no obligation to clarify any reference information. 

Client References must be included with the Offeror's response.  Responses must be received at the reception desk of the State Procurement Bureau prior to 2:00 p.m., Mountain Time, 5/13/2014.  References received after this time will not be accepted for consideration.  The Offeror may wish to give each reference a deadline to ensure that the required references are received in time to be included with the response. 

· A complete and separate Client Reference Form must be provided for each reference.

· Offeror must complete the first part of the Client Reference Form, filling in the information for Company (Offeror) Name, Company (Offeror) Address, and the Name of Project.

· A responsible party of the organization for which the services were provided (the Customer) must provide the reference information.

· The person providing the reference must sign and date the form.

· The Client Reference Form(s) must be submitted with the Offeror’s proposal.

· The State may contact the reference to verify the information given within the Client Reference Form and within the proposal.  If the State finds erroneous information, points may be deducted or the proposal may be rejected.

· If all questions are not answered on the Client Reference Form, if information is missing, or if the form is not signed, points may be deducted or the proposal may be rejected.

· If a proposal is submitted without a Client Reference Form, points may be deducted or the proposal may be rejected.

· The State reserves the right to use other known references for the project other than those provided by the Offeror.  In this event, references will be scored using same method as Appendix C.

Client Reference Form – Instructions

This standard reference questionnaire must be completed by all individuals providing a reference for the Offeror.

The Offeror is solely responsible for obtaining completed reference questionnaires as required and for enclosing the sealed reference envelopes with their response. 

REFERENCE SUBJECT:

OFFEROR'S NAME: (completed by Offeror before reference is requested)
The Offeror specified above intends to submit a proposal to the State of Montana in response to RFP # 14-2749V, Case Management System Solution.  As a part of this proposal, the Offeror must include a number of completed and sealed reference questionnaires (using this form).  Each individual responding to this reference questionnaire is asked to follow these instructions: 

•
Complete this questionnaire (either using the form provided or an exact duplicate of this document);

•
Sign and date the completed questionnaire;

•
Seal the completed, signed, and dated questionnaire in the new standard #10 envelope provided by the Offeror;

•
Sign in ink across the sealed portion of the envelope; and

•
Return the sealed envelope containing the completed questionnaire directly to the Offeror.

Please note:  Reference Questionnaires must be included with the Offeror's response and received at the reception desk of the State Procurement Bureau prior to 2:00 p.m., Mountain Time, (insert Date).  References received after this time will not be accepted for consideration.

Your response will be used as part of the Offeror's.  A maximum of 32 of points are available based on your ratings.

Please provide the following information about the individual completing this reference questionnaire on behalf of the above-named Offeror. 
	Client Information

	Organization Name (Client):
	Organization Address:

	Person Providing the Reference:
	Title:

	Phone Number:
	Email Address:

	Reference Signature and Date:


Signature
Date


(must be the same as the signature across the envelope seal)


Your response will be used as part of the Offeror's.  A maximum of 32 points are available based on your ratings.

	Client Reference Form

Description of services/products provided:


	0-4

Please rank each of these items on a scale of 0 to 4, where:

4:
Agree Strongly

3:
Agree

2:
Neutral

1: 
Disagree

0:
Failed
 

	1.  Overall, you are very satisfied with the Offeror’s products and services.
	

	2.  Overall, you are very satisfied with the Offeror’s staff. 
	

	3.  Overall, the Offeror’s technical support unit is knowledgeable, competent, and responsive.
	

	4.  Overall, you are very satisfied with the Offeror’s on-site training regarding operation of the installed system.
	

	5.  The Offeror communicated issues and trouble areas early, and managed them well.
	

	6.  The Offeror implemented their system in an effective and timely manner.
	

	7.  The Offeror implemented their system on schedule, and in accordance with the contract.
	

	8.  The Offeror implemented their system within budget and in accordance with the contract.
	


ATTACHMENT A:  PRICING SCHEDULES A THROUGH E
Attachments A through E containing Pricing Schedules may be found with RFP14-2749V at

 http://svc.mt.gov/gsd/OneStop/Solicitations.aspx?args=A9ADF86D88792B5D0C6FFB08B01D4EC8
These attachments are critical and necessary elements of this RFP.

Revised 08/12
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