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1.0 INTRODUCTION
1.1 Purpose of Procurement

The Georgia Office of State Administrative Hearings (OSAH) is soliciting proposals for the development of an electronic court system (E-court) as a part of The Judicial Automation Project. The purpose of this procurement is to identify a total automation solution with the capacity to support the provision of effective and efficient administrative adjudication services to an expanding number of external customers.  The Judicial Automation Project, which was named by The National Center for State Courts, is envisioned as transforming a paper-based environment into an electronic business process for case and electronic document management utilizing an Internet website with full functionality providing real time case information for the agency's customers with proper security access, and a judge's workbench that leverages the power of Internet technologies.  This project is driven by a growing workload (40% increase in FY2004, 20% in FY 2005, and 10% in FY2006).  The Judicial Automation Project is critical for continued efficient and effective adjudication of an increasing number of contested matters without corollary increases in staff or decrease in customer service.

Note:  The National Center for State Courts (NCSC) has assisted OSAH in the conceptualization of the Judicial Automation Project.  NCSC will not make purchasing decisions for OSAH and the NCSC will not submit a proposal to provide the system.  The NCSC will not disclose the contents of any proposal to any third party.

1.2 Proposal Certification

Pursuant to the provisions of the Official Code of Georgia Annotated 50-5-67(a), the Department of Administrative Services certifies that the use of competitive sealed bidding will not be practical or advantageous to the State in completing the acquisition described in this RFP.  Competitive sealed proposals will be submitted in response to this RFP in the same manner as competitive sealed bids. All proposals submitted pursuant to this request must be in accordance with the provisions of this RFP and the Georgia Vendor Manual located at: http://statepurchasing.doas.georgia.gov/vgn/images/portal/cit_11783501/37106725vendormanual.pdf.
1.3 Schedule of Events

This Request for Proposals will be governed by the following schedule:


	February 2, 2007
	
	Release of RFP
	

	February 9, 2007
	
	Deadline for Written Questions
	

	February 15, 2007
	
	Answers to written questions posted on 
the Georgia Procurement Registry
	

	February 26, 2007
1:00 PM Eastern Time
	
	Proposals Due
	

	April 6, 2007
	
	Contract award (on or about)
	

	April 9, 2007
	
	Contractor begins work (on or about)
	


1.4 Restrictions on Communications with Staff

All questions about this RFP must be submitted in the following format:

	Company Name

	No.
	Citation of Relevant Section of the RFP
	Question

	1.
	
	

	2.
	
	


Questions must be directed in writing to the Issuing Officer:

Gary Powell
Phone: 404-656-5917
e-mail: gpowell@doas.ga.gov 
Questions must include the company name and the referenced RFP section.

From the issue date of this RFP until a contractor is selected and the selection is announced, Offerors are not allowed to communicate for any reason with any State staff except through the Issuing Officer named herein or as provided by existing work agreement(s).  The State reserves the right to reject the proposal of any Offeror violating this provision.  All questions concerning this RFP must be submitted in writing (fax or email may be used) to the Issuing Officer.  Only written questions will be accepted.  Responses other than written will not be binding upon the State.

1.5 Definition of Terms 


Administrative Tribunal – Office of State Administrative Hearings (Administrative Court)

Agency – office, agency, department, board, bureau, commission, institution, authority, or other entity of the State of Georgia

  
Case Tracker – Current Case Management System
CMA - Case Management Assistant

DBMS – Database Management System

DDS – Department of Driver Services

DOAS – Department of Administrative Services 

ERD- Entity Relation Diagram

Georgia Vendor Manual – Information and instructions for conducting business with the State of Georgia Located at:

 http://statepurchasing.doas.georgia.gov/vgn/images/portal/cit_11783501/37106725vendormanual.pdf.

Judicial Automation Project – Automation of Case Management System

OCGA - Official Code of Georgia Annotated (State Statute)

OSAH – Georgia Office of State Administrative Hearings (Administrative Tribunal)

Offeror – Respondent to this Request for Proposals

RFP - Request for Proposals

1.6 Contract Term

The contract term is from contract award for an estimated four month period, based on Offeror’s implementation timeline.  Contract award will be by the issuance of a Notice of Award document.  

1.7 Background

The Office of State Administrative Hearings (http://www.osah.ga.gov/ ) currently uses a case management database that was developed in-house in 1996.  This legacy database (the “Case Tracker”) runs on a system comprised of Windows NT, MS ACCESS front-end pulling data from a SQL Server 7.0 database.  The system is used to produce case documents and calendars and to store litigant and case type information. 

The outmoded design of the "Case Tracker" requires manual entry of data into the database.  The system has very limited audit capabilities, and is unable to provide users with a case index or chronology.  The database does not integrate with messaging or imaging systems and does not have a document management feature.  Additionally, the database does not have a calendar feature and cannot be used for multi-party cases.

The agency’s work volume has increased at an exponential rate since the development of the "Case Tracker". The FY 2006 caseload was ten (10%) percent greater that the FY 2005 caseload.   FY 2005 caseload was forty (40%) greater than the FY 2004 case volume.  Despite this increase in work volume, the agency improved the timeliness of its adjudication process by twenty (20%) percent during FY 2005. The increase in the agency’s work volume will accelerate in FY 2007 due to recently enacted legislation and programmatic changes impacting a major case type.   Federal and state laws mandate time standards for the agency’s adjudication process.   The agency’s continued compliance with these mandates is a challenge within the constraints of the legacy system.  Necessary refinements in the agency’s work processes are not attainable within the limitations of the legacy system and can only be achieved by implementation of this project.  Significantly, further improvements in agency customer service cannot be achieved within the constraints of the legacy system.

1.7.1
Current Functionality and Case Processing

The OSAH currently handles its case management activities utilizing a Microsoft Access 2000 application to manage data stored in a Microsoft SQL Server 7.0database. The developers of this application are no longer available.  The OSAH IT staff has documented the major processes, lists, and tables in the system at the Entity Relation Diagram (ERD) level. The system is used to produce notices, schedule matters, and capture party information. There is no interactive scheduling component and all data are manually entered into the Access Data Base. The system has limited audit capabilities, and is unable to maintain a history of scheduled actions.

The administrative process begins when the OSAH Clerk's Office receives the hearing request from a state agency. There are approximately 40 state agencies that submit hearing requests and over 200 types of matters adjudicated by the OSAH.  The OSAH Clerk's Office is responsible for manually entering the information from the OSAH case referral form to create the case.  The primary case initiating documentation is a Case Referral Form (Examples in Appendix G).  These case referral forms are case-type specific and provide access to critical case data for input into the system by the OSAH Clerk’s Office.   The case referral form may include supplemental written materials furnished by the agencies from their files or attach pleadings.  Case related documents may be submitted by parties throughout the adjudication. 

An OSAH docket case number is assigned by the "Case Tracker" to each case.  

The following data elements comprise the docket number.  These data elements are used to generate notices and other case related documents using Word as well as to create statistical reports pulled from the database in Excel.

1. Agency Code (3-10 char)

Abbreviation for State agency names 
2. Case Type  (2-8 char)

Identifies case type within each agency

3. Case year
(2 digits)

Auto-generated based on Fiscal Year

4. Case Number


Auto-generated unique case number

5. County Code


Identifies the county 

6. Judge



Last name of Judge assigned to case

Example: 

DDS-ALS-0612548-161-Oakley


  (1)
  (2)
  (3 & 4)         (5)
     (6)

SECSTATE-SECUR-0700012-44-Gatto


        (1)

       (2)
    (3 & 4)
   (5)
(6)

The OSAH Clerk's Office enters the Georgia County from which the case originates, the referring state agency, and the case type into the database.   The OSAH Clerk’s Office assigns a judge to the matter based upon a predetermined rotation. Most cases are assigned to judges based upon the county from which the case was referred.   A small number of cases are assigned to judges on a rotation based upon case-type. The OSAH Clerk's Office generates the case file labels and prepares the physical case file. Referring state agencies may fax or email case initiation forms to the OSAH Clerk's office.  A pilot interface with the Department of Driver Services (DDS) allows the Clerk to run an import procedure which populates the "Case Tracker" database with the requisite case data information.

Once the case is created in the database, the OSAH Clerk physically carries the case folder to the designated assistant.  During the pendency of the case, additional documents may be received from the parties.   These documents may be received via the ZetaFax
 application, via email, via the United States mail, or other delivery services. 

There are approximately fifteen (15) OSAH judges.   Hearings are scheduled for the 5 hearing rooms in the OSAH office, as well as for the fifty (50) hearing sites located throughout the state.

Upon receipt of the case file from the OSAH Clerk’s Office, the Case Management Assistant (CMA) schedules the case on the basis of a predetermined monthly hearing schedule specific to each county.  Each case is scheduled by the generation of a notice of hearing that is mailed to the parties. The scheduling for OSAH courtrooms is accomplished using Microsoft Outlook and scheduling for off-site hearing locations involves "shared physical resources".  Each of the fifty (50) off-site hearing locations has agreed to provide hearing facilities on a designated day each month. The location and the date may be subject to change. Networked access to these shared facilities is not available with the current system. The CMA must coordinate the sites with the specific judge's schedule manually. The scheduling tasks result in individual judge’s calendars.  The judge's calendars are therefore decentralized.

The current case database is limited as it can only maintain a single scheduled event for each case.   The rescheduling of a hearing overwrites the original schedule data. The "Case Tracker" does not provide an audit trail or a register of case events.

The designated assistant is responsible for the insertion into the paper case file of documents filed after the case is created.  Documents delivered via ZetaFax, are directed to email boxes for the Judge and the CMA.    

The paper case files are transported by the judge to the hearing location. When cases are scheduled for the Atlanta office, additional documents or data can be easily collected and inserted into the paper case file.  When cases are scheduled for off-site locations, the current system does not provide the judge access to case documents filed after departure from the office.

Once the hearing is complete and a written decision is prepared, the judge returns the paper case file including the written decision and audio recording of the hearing to the CMA.   The CMA prepares the decision for mailing to the parties involved.  The actual documents are produced using word processing.  A mail merge of the party addresses and case details is performed based upon template forms specific to each case type.

The case file is returned to the OSAH Clerk's office for closing of the case where disposition of information is entered into the database and decisions scanned using an in-house scanners.  The decisions are stored in PDF format by Volumes in the OSAH Clerk's office and the paper case files are returned to the originating agency for storage. Copies of the decisions are available to the public upon request.  

Preparation of the administrative record for transmittal to the Superior Court upon the appeal of the case is a burdensome task.  This task includes the production of copies of the case file and insertion of pagination in the case file.  An example of the transmittal documents is contained in Appendix H.

1.7.2 OSAH Staffing

The Office of State Administrative Hearings was established in 1995 by legislation. OCGA 50-13-40. Its mission is to resolve disputes between the public and state agencies in a timely, impartial, courteous, and professional manner. There are three staffing teams: the OSAH Clerk's Office Team, the Administrative Hearing Team, and the Leadership Team.  The OSAH offices are located in downtown Atlanta, Georgia at 230 Peachtree Street, N.W., Suite 850.

There are approximately 40 users of the Access Database. There are two individuals dedicated to the information technology function. Agency staff adjudicates approximately 30,000 cases per year.  The OSAH workload is received directly from the State agencies.

The OSAH has standardized its computing resources and software.  A list of equipment and resources is included in Appendix I.

The system users have a variety of requirements for access to operational and summary data descriptive of the caseload.   These requirements include the provision of case metrics to referring agencies, scheduling and calendaring information and legal research.  Approximately 40 users access the database daily.

The database information is displayed in several application screens and does not include a single screen summary of case events or docket. 

The IT director is responsible for running reports on the data using the SQL Server data that is in Access and exporting that data to excel spreadsheets. A full analytical package for caseload and case aging analysis does not exist, and there is insufficient analytical or technical staff to run extensive queries or track information from the system.

2.0 MANDATORY REQUIREMENTS 

This section identifies all mandatory requirements which must be present in the proposal before further consideration will be given. Offeror must prepare and submit a detailed description of how the Offeror’s proposed solution meets each requirement or sub-parts of any requirement.  Offeror must use the Agency Process Description & Requirement Form (Appendix F) for responses to mandatory requirements.
2.1 Offeror Qualification Requirements

2.1.1. Offeror must have a track record consisting of a minimum of five consecutive years of experience in the successful design, installation and maintenance of case management solutions for state administrative tribunals.

2.1.2. Ownership of the Data/Metadata: Offeror must structure its technical solution such that OSAH owns all data contained in the system and Offeror agrees to provide the metadata necessary to ensure continuity of operation for the system, as well as the ability to manipulate the data with a non-proprietary or COTS software package in the event of contract expiration or termination, or both.
2.1.3. Timeliness of Implementation.   Offeror must provide a project plan to implement the proposed solution and provide full functionality to OSAH. 

2.2 Business Requirements  

As noted in 1.1 above, the purpose of the procurement is to create a complete electronic court environment for the Georgia Office of State Administrative Hearings (OSAH).

The overall project goal is to create a total electronic court environment for all database and document storage and production functions.  This includes replacement of the legacy "Case Tracker" system, and the addition of an integrated electronic document system, electronic calendaring system, electronic filing system, and judicial dashboard support system. 

OSAH has identified the following overall automation goals.  For each of the following goals, describe in detail how the Offeror’s solution meets each goal.  (The Detailed functional requirements are contained in Appendix J of this RFP and must be completed by the Offeror.)

2.2.1. Enable agencies to submit case initiating data electronically (including requests for hearing using the various versions of Form 1) to eliminate or significantly reduce the requirement to re-enter information manually at the OSAH Clerk's office.

2.2.2. Enable parties to submit additional documents and pleadings electronically.

2.2.3. Enable electronic storage within or linked to the case file of the digital recordings of hearings.

2.2.4. Enable automated document quality assurance checks and validations of data (e.g. checks on date fields to prevent pre and post-dated events, ensure that hearing requests are not duplicated) and documents prior to loading the data into the case management system.

2.2.5. Capture, E-file, scan, index, and store all case file documents electronically.

2.2.6. Enable online access and viewing with proper security access controls.

2.2.7. Enable the case management system to attach electronically submitted (via e-mail or facsimiles) documents to the case file docket entries.
2.2.8. Create a case file access functionality to allow linkage of filed documents, evidence and audio recordings to appropriate case files.
2.2.9. Provide an electronic docket of case events and a register of all actions, filed documents, and documentary evidence.
2.2.10. Provide automatic scheduling for all cases through integration with imbedded business rules.
2.2.11. Establish a Centralized Calendaring function.
2.2.12. Initiate an electronic hearing room availability calendar that can be used by the Automatic Scheduling system.
2.2.13. Centralize the calendaring function within or in conjunction with the case management data, integrating the calendaring and schedule functions to the Outlook Calendar for both judges and courtrooms.
2.2.14. Enable electronic receipting and routing of case pleadings, documents and digital audio and video recordings.
2.2.15. Enable time sensitive noticing and document tracking including alerts to the appropriate OSAH staff of deadlines.
2.2.16. Establish an electronic noticing option for parties.
2.2.17. Automate the case workflow for tasks and case scheduling from time of case initiation through disposition and decision issuance.
2.2.18. Enable Internet available "smart forms" with embedded data validity check for use online or downloaded for case initiation and reporting.
2.2.19. Fully automate the linkage with the Department of Driver Services for electronic submission of case initiating data for administrative license suspension cases.
2.2.20. Fully automate the linkage with other major case referring agencies for the electronic submission of case initiating data.
2.2.21. Automate a full audit trail for tracking case flow, case aging, case management and customer service.
2.2.22. Establish both standard and ad hoc reporting capabilities in the case management system
2.2.23. Integrate the Outlook calendaring, case management, and e-mail features for all judges.
2.2.24. Establish a view-only access to case file data for all staff.
2.2.25. Provide remote access to all electronic case records and recordings stored in the central system.
2.2.26. Provide functionality for the integration of case information specific to the requirements of each class of users (Clerks, Case Management Assistants, Judges, Managers, Technology Staff, and parties.
2.3 Technical Requirements

For each of the following requirements and sub-parts, describe in detail how the Offeror’s solution meets each requirement using Appendix F.

System Architecture

2.3.1 Offeror must provide a system architecture solution which can run in the existing OSAH network environment.  (See Appendix I – Description of Current OSAH Automation Environment). 
2.3.2 The system must be designed for implementation using an industry standard relational database with the capability to validate the source data against basic business requirement specifications. 
2.3.3 The system must provide ability to migrate data from existing legacy Microsoft SQL Server 7.0 database.
2.3.4 The system must have business rules to identify data elements with missing values, and to provide data elements to be derived from other data elements.  
2.3.5 The system must have key fields that uniquely identify each record in the tables to identify duplicate records. 

2.3.6 Offeror must provide ownership of licenses for all software used in the System to OSAH.  

2.3.7 Offeror shall develop and provide all system and user manuals for proposed solution. 
System Performance and Availability

2.3.8 System performance must be consistent with the capability of the existing OSAH network or better. Offeror shall provide recommendations to maximize system performance that will facilitate system availability at all times except during scheduled maintenance.

2.3.9 The system should return results from any predefined/preformatted report within 20 seconds of execution.  

2.3.10 The system must support up to100 concurrent users and provide for simultaneous on-line queries without degradation of system performance and/or functionality.

Disaster Planning, Backups, and Recovery

2.3.11 Offeror shall provide a disaster planning, backup, and recovery plan based on experiences with similar applications and technical solutions providing recovery to normal operations within one business day. OSAH will manage all operational disaster planning, backup, and recovery activities. Offeror shall additionally provide a system plan for control of potential malicious software.
System Training

2.3.12 Offeror shall provide individual train-the-trainer sessions detailing system operation, use, and functionality.  Training will consist of hands-on system utilization and a written training plan.  (OSAH will train end users after train-the-trainer sessions)

2.3.13 Offeror shall conduct initial training specific to the requirements of users and system support staff.  Offeror shall provide hands-on training to technical staff of the system architecture, system components, design and operation, including measures helpful in coordinating systems testing, data quality assessments (based on predefined business rules), error message description and error message resolution. 

System Maintenance 

2.3.14 Software:  Software products owned by OSAH will be maintained by OSAH.  Software products developed or purchased by the Offeror will be maintained by Offeror.

2.3.15 General system maintenance:  OSAH shall provide general system maintenance for its operating system and Software, to include service pack installation, software upgrades, and system troubleshooting.  Offeror shall provide technical consultation and services for system maintenance.  Consultations and services shall include but not be limited to: implementation of routine changes to the system design (e.g. new database fields, revised logic for existing fields, new database tables, new or modified system questions, etc.) and other unanticipated changes (e.g. support of a new Windows operating system).  Use of these services will be approved by OSAH in writing prior to services being provided.  

2.3.16 Contractor shall provide on-call support, remote access support, and online support during business hours of 8:30 am to 5 pm EST Monday through Friday except State identified holidays. (See Appendix K)  The response time shall be fifteen minutes or less with a resolution time of four hours to any problems concerning user access and functionality.

2.3.17 Contractor shall provide upgrades (e.g. version upgrades, software patches) to all software furnished to meet the requirements described in this RFP.  The vendor shall consult with OSAH as software upgrades become available for approval before installations.

2.3.18 Contractor shall track and report to OSAH the status of all problem/error logs and change requests in a report available to OSAH at all times.

2.3.19 Contractor shall provide a mechanism for automatic deployment of user interface fixes and upgrades to users upon OSAH’s approval.
2.4 Submission Requirements

1. The Offeror must submit the Proposal Certification with original signature (Appendix A).

2.
The Offeror must submit a completed Small or Minority Business Form (Appendix B).

3.
Any exceptions to the State’s Sample Contract (Appendix D) must be clearly identified and submitted with the Offeror’s Technical Proposal.   Proposed exceptions must not conflict with or attempt to preempt mandatory requirements specified in Section 2.0.  
4. The Offeror must submit a Technical Proposal detailing the proposed approach to performing all of the services requested under Section 2.0 and complete the detailed response form contained in Appendix F and J.  The Offeror will submit one hard copy of the Technical Proposal (not containing the Financial Proposal) with original signatures, and three CDs (see section 4.1.2 through 4.1.4 for additional instructions).

5. The Offeror must submit a completed Financial Proposal (Appendix E).  The Offeror will submit one separate hard copy of the Financial Proposal with original signatures, and three separate CDs containing only the financial proposal (see section 4.1.2 through 4.1.4 for additional instructions).

NOTE:  If there is a discrepancy between a hard copy submission and the companion CD submission, the CD will take precedence.

3.0 TECHNICAL PROPOSAL

This section identifies the information which must be submitted in the Technical Proposal.  Offeror must demonstrate ability to satisfy all Qualification and Technical Requirements as well as a detailed plan to perform the required services.  The Technical Proposal must be structured in the following order and labeled with the corresponding titles stated below using the same outline numbers.  

3.1 Company Background and Experience

Offeror will describe relevant experience and qualifications, including, but not limited to the following:

3.1.1
Company Structure

The Offeror will include in the proposal the legal form of their business organization, the state in which incorporated, the types of business ventures in which the organization is involved, the office location that will be the point of contact during the term of any resulting contract, and a chart of the organization structure, including the reporting relationships, as they relate to this RFP.

3.1.2
Experience

The Offeror will receive maximum evaluation points for documentation of a period of five consecutive years in the successful provision of technological solutions for the automation of administrative adjudication processes, the electronic storage of case file documentation, actions and audio-recordings, and the provision of a solution which integrates with an easy to read electronic dashboard containing integrated information specific to the requirements of different classes of users.

The Offeror will provide a list of all clients, including at least three (3) state administrative tribunals, for whom similar services, as detailed in this RFP, have been provided during the past five years.  The list must include:

· dates of service

· name of contact person

· title of contact person 

· phone number of contact person

The Offeror will also disclose any services terminated by any client(s) during the past five years and the reason(s) for termination. 

3.1.3
Financial Stability

The Offeror will provide financial information that would allow proposal evaluators to ascertain the financial stability of the firm.

· If a public company, the Offeror will provide the most recent audited financial report.

· If a private company, the Offeror will provide a copy of the most recent internal financial statement, and a letter from their financial institution, on the financial institution’s letterhead, stating the Offeror’s financial stability.
3.1.4
Business Litigation

The Offeror will disclose any material business litigation either for or against the organization or any of its principals within the last five (5) years. The disclosure will include an explanation, as well as the current status and/or disposition.

3.2 Proposed Solution

Detailed functional specifications for the proposed system are contained in Appendix J to this RFP.  Offerors should respond using the form provided in Appendix J and supplement it with additional explanatory material if it is relevant to the response.   In addition, the Offeror must submit a project plan, including a timeline complete to the final delivery and acceptance date.  Offerors should structure the project such that delivery will be accomplished within four months from the date of contract signing.
4.0 PROPOSAL SUBMISSION AND EVALUATION

4.1
Process for Submitting Proposals

4.1.1 
Preparation of Proposal

Each proposal should be prepared simply and economically, avoiding the use of elaborate promotional materials beyond those sufficient to provide a complete presentation.  If supplemental materials are a necessary part of the technical proposal, the Offeror should reference these materials in the technical proposal, identifying the document(s) and citing the appropriate section and page(s) to be reviewed.

4.1.2
Packaging of Proposal

The Offeror's proposal in response to this RFP must be divided into two appropriately labeled and sealed packages - a Technical Submission and a Financial Proposal.

The contents of each package will include:

1. Technical Submission

· Proposal Certification (Appendix A)

· Small or Minority Business Form (Appendix B) 

· Contract Exceptions (Appendix D)

· Technical Proposal, addressing all requirements in Section 3.0, Appendix F and Appendix J

· Guide to Mandatory Requirements (Appendix F)

2. Financial Proposal

· The Offeror must use the Financial Proposal form (Appendix E)

Please Note: Do not include cost information in the Technical Proposal

Mark the outside of shipping package as follows:

Name of Company

Phone Number and Point of Contact for Company

RFP # 40300-180-0000000198
Due no later than the time and date specified in Section 1.3 of this RFP
4.1.3
Number of Proposal Copies

1. Technical Proposal

· an original (marked “Original”) 

· three (3) CDs (in Microsoft Office format, Windows 2000 version or more recent) 

2. Financial Proposal

· an original (marked “Original”) 

· three (3) CDs (in Microsoft Office format, Windows 2000 version or more recent)  

Offerors who do not have the capability of providing CDs may substitute 3.5” diskettes.  

Technical Proposal and Financial Proposal CDs or diskettes must be labeled and packaged separately. 

4.1.4
Submission of Proposals

Proposals must be submitted to:

Department of Administrative Services

Attention:   

200 Piedmont Avenue, Suite 1308 West Tower

Atlanta, GA 30334 - 0910
Any proposal received after the due date and time will not be evaluated.
4.2
Evaluation Process

The evaluation of proposals received on or before the due date and time will be conducted in the following phases.

4.2.1
Administrative Review

The proposals will be reviewed by the Issuing Officer for the following administrative requirements:

1.
Submitted by deadline  

2.
Separately sealed Technical Submission and Financial Proposal

3.  All required documents have been submitted

4.  Technical Submission does not include any information from the Financial Proposal

5.  All documents requiring an original signature have been signed and are included

4.2.2
Mandatory Requirements Review

Proposals which pass the administrative review will then be reviewed by the Technical Evaluation Team to ensure all requirements identified in Section 2.0 and Appendix F are addressed satisfactorily. 

4.2.3 
Technical Proposal Evaluation

Proposals which pass the Mandatory Requirements Review will be reviewed by the Technical Evaluation Team for quality and completeness.  Technical proposals will be evaluated and scored in categories and may receive a maximum of 700 points.

The following are the maximum possible points of each category:

	Technical Evaluation Category
	Available Points

	1. Case Function
	45

	2. Docketing Function
	45

	3. Scheduling Function
	55

	4. Document Generation and Processing Function
	55

	5. Calendaring Function
	55

	6. Hearing Function
	45

	7. Disposition Function
	25

	8. Case Closing Function
	25

	9. General Accounting Function
	15

	10. File, Document and Property Management Function
	45

	11. Security
	45

	12. Data Integrity Function
	45

	13. Management and Statistical Reports Function
	45

	User Support/Documentation
	35

	Project Plan
	25

	Offeror Qualifications
	15

	Company Background and Experience
	80

	Maximum Available Technical Points
	700


The Technical Proposal with the highest technical score will be adjusted up to 700 points.  All other Technical proposals with 525 or more points (75% of maximum points available) will receive a prorated technical score calculated using the following formula:  

P/H x (Maximum points available for Technical Proposal) = V

Where:

P = Technical score of the proposal being adjusted

H = Original technical score of the highest ranking proposal

V = Assigned points for proposal being adjusted 

4.2.4 Site Visits and Oral Presentations

The OSAH reserves the right to conduct site visits and/or to invite Offerors to present their technical solution to the Technical Evaluation Team.  The Financial Proposal must not be discussed during the oral presentation.

4.2.5
Financial Proposal Evaluation

Offerors will use only the Financial Proposal Forms provided with the RFP (Appendix E).
Financial Proposals can receive a maximum of 300 points.  The Financial Proposal with the lowest cost to the OSAH will be awarded the full 300 points.  

P/L x (Maximum number of points available for Financial Proposal) = V

Where:

P = Total Cost of the proposal being adjusted

L = Total Cost of the proposal with the lowest cost to the State.

V = Assigned points for proposal being adjusted.



4.2.6
Identification of Apparent Successful Offeror

The resulting Financial Proposal scores will be combined with the Technical Proposal score.  The Offeror with the highest combined technical and financial score will be identified as the apparent successful Offeror.

4.3
Rejection of Proposals/Cancellation of RFP

The OSAH reserves the right to reject any or all proposals, to waive any irregularity or informality in a proposal, and to accept or reject any item or combination of items. OSAH reserves the right to reject proposals that do not contain all elements and information requested in this document. The OSAH reserves the right to cancel this RFP at any time. The OSAH will not be liable for any cost/losses incurred by the Offerors throughout this process.

5.0 TERMS AND CONDITIONS 

5.1 
Vendor Registration System

Vendors must be registered in the web-based Vendor Registration System in order to do business with the OSAH.  This system also allows vendors to receive automatic electronic notification of bid opportunities from the State of Georgia and other governmental entities within Georgia through the Georgia Procurement Registry.   Vendors may register at:  https://ssl.doas.state.ga.us/VendorDB/mainframe.jsp.

At the time of registration, vendors must select the products and services they provide using the appropriate NIGP Codes.  Vendors are responsible for updating and maintaining key company, contact, and product information in the system. All inquiries about the Vendor Registration System should be addressed to: vendoradm@doas.ga.gov.

5.2 
RFP Amendments


The OSAH reserves the right to amend this RFP prior to the proposal due date.  All amendments and additional information will be posted to the Georgia Procurement Registry, located at: http://ssl.doas.state.ga.us/PRSapp/PR_index.jsp.  Offerors are encouraged to check this website frequently.

5.3 
Proposal Withdrawal

A submitted proposal may be withdrawn prior to the due date by a written request to the Issuing Officer.  A request to withdraw a proposal must be signed by an authorized individual.  
5.4 
Cost for Preparing Proposals

The cost for developing the proposal is the sole responsibility of the Offeror.  The OSAH will not provide reimbursement for such costs.

5.5 
Sample Contract

The Sample Contract, which the Agency intends to use with the successful Offeror, is attached to this RFP and identified as Appendix D.   Exceptions to the Contract should be identified and submitted with the Offeror's proposal.  Proposed exceptions must not conflict with or attempt to preempt mandatory requirements specified in Section 2.0.

Prior to award, the apparent winning Offeror will be required to enter into discussions with the OSAH to resolve any contractual differences before an award is made.  These discussions are to be finalized and all exceptions resolved within one (1) week of notification.  Failure to resolve contractual differences will lead to rejection of the Offeror's proposal. 

The OSAH reserves the right to modify the Contract to be consistent with the successful offer and to negotiate with the successful Offeror other modifications, provided that no such modifications affect the evaluation criteria set forth herein, or give the successful Offeror a competitive advantage.

5.6 
Conflict of Interest

If an Offeror has any existing client relationship that involves the State of Georgia, the Offeror must disclose each relationship.

5.7 
Minority Business Policy

It is the policy of the State of Georgia that minority business enterprises shall have a fair and equal opportunity to participate in the State purchasing process.  Therefore, the State of Georgia encourages all minority business enterprises to compete for, win, and receive contracts for goods, services, and construction.  Also, the State encourages all companies to sub-contract portions of any State contract to minority business enterprises.  For information, contact the Vendor Relations Coordinator referenced in section 5.9.

5.8 
Georgia Income Tax Incentive

Offerors interested in taking advantage of the Georgia income tax incentives provided for by the Official Code of Georgia Annotated 48-7-38, relative to the use of minority subcontractors in the performance of contracts awarded by the State of Georgia, should contact the Vendor Relations Coordinator referenced in section 5.9.

5.9 
Vendor Relations Administrator

The Vendor Relations Coordinator may be contacted at the following address:

Vendor Relations Administrator

Department of Administrative Services

200 Piedmont Avenue, S.E.

Suite 1308, West Tower

Atlanta, Georgia 30334‑9010

Telephone:  (404) 657-6000

Fax: (404) 657-8444

5.10 
Reciprocal Preference Law OCGA 50-5-60(b)

For the purposes of evaluation only, Offerors resident in the State of Georgia will be granted the same preference over Offerors resident in another State in the same manner, on the same basis, and to the same extent that preference is granted in awarding bids for the same goods or services by such other State to Offerors resident therein over Offerors resident in the State of Georgia.  NOTE:  For the purposes of this law, the definition of a resident Offeror is one who maintains a place of business with at least one employee inside the State of Georgia.  A post office box address will not satisfy this requirement.

5.11 
ADA Guidelines

The State of Georgia adheres to the guidelines set forth in the Americans with Disabilities Act.  Offerors should contact the Issuing Officer at least one day in advance if they require special arrangements when attending the Offeror's Conference.   The Georgia Relay Center at 1-800-255-0056 (TDD Only) or 1-800-255-0135 (Voice) will relay messages, in strict confidence, for the speech and hearing impaired.

5.12 
Sales and Use Tax Registration

In Compliance with Section 48-8-59 of the OCGA, every company or individual doing business within the State of Georgia is required to file an application for a certificate of registration with the State Revenue Commissioner.  Prior to award of this Contract, the apparent successful Offeror will be required to complete and submit to the Agency the Sales and Use Tax Registration form (Appendix C).  If the completed Sales and Use Tax Registration form is not received by the Agency within one week of the issuing of the Notice of Award, the Agency may, at its sole discretion, eliminate the apparent successful Offeror from consideration and award the Contract to another Offeror.

5.13 
Compliance with Laws

The Contractor will comply with all State and Federal laws, rules, and regulations.

5.14 
Protest

Offerors should familiarize themselves with the protest procedures set forth in Section 3.8 of the Georgia Vendor Manual, located at: http://statepurchasing.doas.georgia.gov/vgn/images/portal/cit_11783501/37106725vendormanual.pdf.

Appendix A

PROPOSAL CERTIFICATION

The Proposal Certification form (Appendix A), Small or Minority Business form (Appendix B), and Sales and Use Tax Registration form (Appendix C) can be found at:

http://statepurchasing.doas.georgia.gov/vgn/images/portal/cit_1210/38/35/42630974RFPAppendixABC.pdf
Appendix B

SMALL OR MINORITY BUSINESS FORM

The Proposal Certification form (Appendix A), Small or Minority Business form (Appendix B), and Sales and Use Tax Registration form (Appendix C) can be found at:

http://statepurchasing.doas.georgia.gov/vgn/images/portal/cit_1210/38/35/42630974RFPAppendixABC.pdf
Appendix C

SALES AND USE TAX REGISTRATION 

The Proposal Certification form (Appendix A), Small or Minority Business form (Appendix B), and Sales and Use Tax Registration form (Appendix C) can be found at:

http://statepurchasing.doas.georgia.gov/vgn/images/portal/cit_1210/38/35/42630974RFPAppendixABC.pdf
Appendix D

 AGENCY STANDARD CONTRACT

STATE OF GEORGIA

Office of State Administrative Hearings

Electronic Court Document and Case Management System

CONTRACT NUMBER 40300-180-0000000198
AGREEMENT made by and between (INSERT VENDOR NAME) hereinafter referred to as “Contractor”, and the Office of State Administrative Hearings, an agency of the state of Georgia hereinafter referred to as “OSAH”.

WHEREAS, the Office of State Administrative Hearings, “OSAH”, is charged with the responsibility of procuring goods and services on behalf of state agencies pursuant to O.C.G.A. 50-5-050 et seq.; and

WHEREAS, OSAH has caused Request for Proposals Number 40300-180-0000000198, the “RFP”, to be issued through OSAH; and

WHEREAS, OSAH has received from Contractor a proposal in response to the RFP, “Contractor’s Proposal”; and

WHEREAS, Contractor’s Proposal was deemed to be the proposal most advantageous to the state; 

NOW, THEREFORE, in consideration of the mutual covenants and agreements contained herein, the parties agree as follows.

1. Subcontractor Payment Quarterly Report
On the tenth day of the first month of each calendar quarter, January, April, July and October, the Contractor shall provide a report of all payments, that together total more than $2500 to any single subcontractor, supplier, business partner, joint venture and/or agent, that the contractor has used to fulfill the requirements of this contract.  The report shall provide the name of the business, their Federal Employment Identification (FEI) number, the purchase order or contract number and the amount paid.  All reports shall be forwarded to: Department of Economic Development, Governor’s Small Business Center, 75 Fifth Street, N.W., Suite 1200, Atlanta, GA 30308.

2. Incorporation of Documents
The RFP (and any documents referenced therein) and Contractor's Proposal (including any best and final offer) are incorporated into this Contract by reference and form an integral part of this Contract.  In the event of a conflict between the language of the RFP and the Contractor's Proposal, the language in the RFP shall govern.  In the event of a conflict between the language of this Contract and any other document or instrument incorporated herein, the language of this Contract shall govern.

3. Services/Statement of Work
Contractor agrees to provide all of the goods, services and other deliverables required in the RFP, plus those goods, services and deliverables as may additionally be described in Contractor's Proposal (collectively, the "Deliverables").

4. Inspection of Work Performed

OSAH or its authorized representative shall have the right to enter into the premises of Contractor and/or all subcontractors, or any places where duties under this Contract are being performed, to inspect, monitor, or otherwise evaluate the performance under this Contract.

5. Contractor's Personnel and Staffing
Contractor warrants that all persons assigned by it to perform work under this Contract shall be employees or authorized subcontractors of Contractor and shall be fully qualified, as required in the RFP and specified in Contractor’s Proposal, to perform the work required herein.  Personnel commitments made in Contractor's Proposal shall not be changed unless approved by OSAH.  Staffing will include the named individuals at the levels of effort proposed.

Contractor shall provide and maintain sufficient qualified personnel and staffing to enable the Deliverables to be provided in accordance with the RFP and Contractor's Proposal.  Contractor warrants that Contractor will comply with all staffing/personnel obligations set out in the RFP, including but not limited to those pertaining to security, health, and safety issues.

6. Use of State Vehicles
State vehicles shall not be used in the performance of this Contract.

7. Payment for Services
Payment shall be made by OSAH to Contractor for services, that are actually performed, and, if applicable, products actually delivered, in accordance with the specifications of the Request for Proposal.  The procedure for billing and payment for Contractor Services and other deliverables shall be that specified in the Request for Proposal. 

Notwithstanding anything in the RFP or Contractor’s Proposal, The Department of Administrative Services shall have the right to withhold or deduct payments in the event of Contractor nonperformance.

8. Independent Contractor Relationship
In its relationship with OSAH and the state and for purposes of performing any services assigned under this Contract, Contractor warrants that Contractor is an independent contractor.  Contractor shall therefore be responsible for compliance with all laws, rules, and regulations involving its employees and any subcontractor(s), including but not limited to employment of labor, hours of labor, health and safety, working conditions, workers' compensation insurance, and payment of wages. Neither Contractor nor any of Contractor's agents, servants, employees, subcontractors or suppliers shall become or be deemed to become agents, servants, or employees of OSAH or the state.  This Contract shall not be construed so as to create a partnership or joint venture between Contractor and the state or any of its agencies. 

9. Duration of Contract/Renewal
This Contract shall commence on (INSERT START DATE OF CONTRACT) and shall continue through (INSERT CONTRACT END DATE).

10. Funding
Notwithstanding any other provision of this Contract, the parties hereto acknowledge that OSAH, as an agency of the state of Georgia, is prohibited from pledging the state's credit.  In the event that the source of payment for the total obligation no longer exists or is insufficient with respect to the Deliverables, this Contract shall terminate without further obligation of OSAH as of that moment. OSAH shall remain obligated to pay for Services performed and accepted by OSAH prior to such termination.  The determination of OSAH of the events stated above shall be conclusive.

11. Indemnification
Contractor hereby waives, releases, relinquishes, discharges and agrees to indemnify, protect, and save harmless the state of Georgia, OSAH and their officers and employees (hereinafter collectively referred to as “Indemnitees”), of and from any and all claims, demands, liabilities, losses, costs, or expenses, including attorneys' fees, for bodily injury or property damage, of any nature, caused by, growing out of, or otherwise happening in connection with this Contract, due to any act or omission on the part of Contractor, its agents, employees, subcontractors,  or others working at the direction or on behalf of Contractor.

This indemnification applies notwithstanding the fact that third parties or any of the Indemnitees may be partially responsible for the situation giving rise to the claim; or the Indemnity claim results in a monetary obligation that exceeds any contractual commitment.  However, if any of the Indemnitees or third parties are partially responsible for the events giving rise to the claim, Contractor’s indemnification hereunder shall apply only to the extent that Contractor contributed to the events.

The indemnification does not apply to the extent of the intentional misconduct or sole negligence of the Indemnitees, their officers, or employees.  

To the extent such damage or loss as covered by this indemnification is covered by the state of Georgia Tort Claims Fund (“the Fund”), the Contractor agrees to reimburse the Fund.  To the full extent permitted by the Constitution and the laws of the state and the terms of the Fund, the Contractor and its insurers waive any right of subrogation against the state, the Indemnitees, and the fund, and insurers participating there under, to the full extent of this indemnification.

Contractor shall, at its expense, be entitled to and shall have the duty to participate in the defense of any suit against the Indemnitees.  No settlement or compromise of any claim, loss, or damage entered into by Indemnitees shall be binding upon Contractor unless approved in writing by Contractor.  No settlement or compromise of any claim, loss, or damage entered into by Contractor shall be binding upon Indemnitees unless approved in writing by Indemnitees.

12. Publicity
Any publicity given to the program or services provided herein including, but not limited to, notices, information pamphlets, press releases, research, reports, signs, and similar public notices prepared by or for Contractor shall identify OSAH as sponsoring institutions, and shall not be released prior to approval by OSAH; however, Contractor may reference this Contract in proposals for other contracts without OSAH approval.

13. Ownership of Documents
Any documents or other material prepared or in the process of being prepared by Contractor in connection with Contractor's performance of the Services shall be deemed property of OSAH and all right, title, and ownership interest in any such documents shall vest in OSAH immediately upon their creation and Contractor further agrees to execute any and all documents or to take any additional actions that may be necessary in the future to fully effectuate this provision.

14. Insurance  
Contractor shall procure and maintain insurance, that shall protect the Contractor from claims for bodily injury, property damage, or personal injury, which may arise out of operations under the Contract.  Contractor shall procure the insurance policies at the Contractor's own expense and shall furnish the State an insurance certificate listing the State as certificate holder.  The insurance certificate will document that the liability insurance coverage purchased by the Contractor includes contractual liability coverage and the State is included as an additional insured on the commercial general liability and business auto policies for its vicarious liability arising from Contractor’s provision of services. In addition, the insurance certificate must provide the following information:

A.
Name and address of authorized agent.

B.
Name and address of insured.

C.
Name of insurance company 

D.
Description of coverage in standard terminology

E.
Policy period.

F.
Policy Number.

G.
Limits of liability.

H.
Name and address of certificate holder.

I.
Acknowledgment of notice of cancellation to the State.

J.
Signature of authorized agent.

K.
Telephone number of authorized agent.

L.      Details of policy exclusions in comments section of Insurance Certificate.

Contractor is required to maintain the following insurance coverage for the duration of the Contract:

M.
Workers’ Compensation Insurance (Occurrence) in the amounts of the statutory limits established by the General Assembly of the State of Georgia (A self-insurer must submit a certificate from the Georgia Board of Workers’ Compensation stating that Contractor qualifies to pay its own workers' compensation claims.)  In addition, Contractor shall require all subcontractors occupying the premises or performing work under this Contract to obtain an insurance certificate showing proof of Workers’ Compensation Coverage.

N.
Employers Liability Insurance, with limits of not less than $3,000,000 each accident, $3,000,000 each employee for disease.  If employees of Contractor or subcontractor performing work under this contract will be working on, near or over navigable waters, U.S. Longshore and Harbor Workers Compensation Act endorsement must be included.

O.
Commercial General Liability Policy with a limit of not less than $3,000,000 each occurrence. Such liability coverage shall be written on the Insurance Services Office (ISO) occurrence form CG 00 01, or a substitute form providing equivalent coverage, and shall cover liability arising from premises operations, independent contractors, products-completed operations, broad form property damage, personal & advertising injury, cross liability coverage, liability assumed in a contract (including the tort liability of another assumed in a contract), explosion, collapse and underground coverage.

P.
Business Auto Policy with a limit of not less than $3,000,000 each accident.  Such insurance shall include but not be limited to providing liability coverage on any owned, non-owned and hired vehicle used by Contractor or Contractor's personnel in the performance of this Contract.

Q.
Commercial Umbrella/Excess Liability Insurance (Occurrence Form), if procured to satisfy above coverage and limit requirements must provide the same or broader coverage than those provided for in the above Commercial General Liability, Employers Liability, and Business Auto Policies.

R.
Professional Errors and Omissions Insurance with a limit of not less than $3,000,000 per claim.  If coverage is written on a claims-made policy, the Contractor warrants that any applicable retroactive date precedes the effective date of this Contract.

The foregoing policies shall contain a provision that coverage afforded under the policies will not be canceled, or not renewed, or allowed to lapse for any reason until at least sixty (60) days prior written notice has been given to OSAH.  Certificates of Insurance showing such coverage to be in force shall be filed with OSAH prior to commencement of any work under this Contract. The foregoing policies shall be obtained from insurance companies licensed to do business in Georgia and shall be with companies with an A.M. Best Company financial strength rating of A- or better and a financial size category rating of VII or higher.  All such coverage shall remain in full force and effect during the initial term of the Contract and any renewal or extension thereof.  

15. Performance Bond
Contractor shall obtain at Contractor’s own expense a performance bond issued by a surety company authorized to do business in the state of Georgia in an amount of (the contract value) The performance bond shall be in the form of the performance bond attached to this Contract as Contract Exhibit 1".

16. Obligations to Maintain Confidentiality
The parties hereto acknowledge that some material and information that may come into their possession or knowledge in connection with this Contract, or the performance hereof, may consist of confidential and private information, the disclosure of which to or use by third parties may be damaging.  The parties therefore agree to hold such material and information in strictest confidence, not to make use thereof other than as is necessary for performance of this Contract, and not to release or disclose any information to any other party except as may be required by law.  Each party hereby expressly agrees to immediately remove any such party’s employees or subcontractors from performing any work in connection with this Contract upon the other party giving notice that such employee or subcontractor has failed to meet the confidentiality obligations or standards of this Contract. 

Some services performed for OSAH may require that Contractor sign a nondisclosure agreement.  Contractor understands and agrees that refusal or failure to sign such a nondisclosure agreement, if required, may result in termination of The Contract.

17. Termination
OSAH shall have the right to terminate this contract in whole, or any assignment of work made to Contractor hereunder, for any reason, by giving written notice to Contractor of such termination and specifying the effective date thereof, at least thirty (30) days before the effective date of such termination.  Except as otherwise stated herein, Contractor shall receive compensation for any of the services performed and accepted prior to such termination in accordance with terms and conditions of this Contract.   Notwithstanding any other provisions of this Section, OSAH may terminate this Contract immediately without further notice upon the occurrence of a material breach of this Contract by the Contractor. 

18. Parties Bound
This Contract shall be binding on and beneficial to the parties to this Contract and their respective heirs, executors, administrators, legal representatives, successors, and assigns.

19. No Assignment, Delegation or Subcontracting Without OSAH Consent
Except as may be expressly agreed to in writing by OSAH, Contractor shall not subcontract, assign, delegate, or otherwise permit anyone other than Contractor or Contractor's personnel to perform any of Contractor's obligations under this Contract or any of the work subsequently assigned under this Contract.  Contractor shall not assign or otherwise transfer any of its rights, interests or benefits under this Contract, without the prior written consent of OSAH.  No subcontract that Contractor enters into with respect to performance of obligations or work assigned under the Contract shall in any way relieve Contractor of any responsibility, obligation, or liability under this Contract.  Contractor shall give OSAH immediate written notice by registered or certified mail of any action or suit filed against it by any subcontractor and of any claim made or suit filed against Contractor, any subcontractor, or supplier that is, in any way, related to this Contract.

20.  Cooperation with Subsequent Contractor 
   If OSAH/RMSD enters into a contract with a subsequent contractor related to the services described herein, Contractor agrees to cooperate fully with the subsequent contractor.  Such requirement shall exist notwithstanding the reasons for the retention of the subsequent contractor, including but not limited to cancellation, termination or expiration of the Contract with the Contractor.  Contractor shall not commit any act that will interfere with the performance of work by the subsequent contractor.

21. Contractor Accounting Requirements

Contractor agrees to maintain books, records, documents, and other evidence pertaining to the costs and expenses of this Contract (collectively the “Records”) to the extent and in such detail as will properly reflect all payments received under this Contract.  

22. Records Retention
Contractor agrees to make available at all reasonable times during the period set forth below any of the Records of the contracted work for inspection or audit by any authorized representative of OSAH or the Georgia State Auditor.  Contractor shall preserve and make available its Records for a period of five (5) years from the date of final payment under this Contract and for such period, if any, as is required by applicable statute, by any other paragraph of the RFP, or this Contract.  If the Contract is completely or partially terminated, the Records relating to the work terminated shall be preserved and made available for a period of five (5) years from the date of any resulting final settlement.  Records that relate to appeals, litigation, or the settlements of claims arising out of the performance of this Contract, or costs and expenses of any such agreement as to which exception has been taken by the State Auditor or any of his duly authorized representatives, shall be retained by Contractor until such appeals, litigation, claims, or exceptions have been disposed of.

23. Time of the Essence
Time is of the essence.

24. Trading With State Employees
The provisions of Official Code of Georgia Annotated, Sections 45-10-20 et seq., have not and must not be violated under the terms of this Contract.

25. Governing Law/Venue
This contract is deemed to be made under and shall be construed in every respect according to the laws of the state of Georgia.  Any lawsuit or other action based on a claim arising from this Contract shall be brought in a court or other forum of competent jurisdiction within Fulton County, state of Georgia.

26. Taxes
Contractor shall forthwith pay all taxes lawfully imposed upon it with respect to this Contract or any product delivered in accordance herewith. OSAH makes no representation whatsoever as to the liability or exemption from liability of the Contractor to any tax imposed by any governmental entity.  Upon request OSAH shall provide Contractor with a certificate of any tax exemptions which apply to this Contract.

27. Amendments in Writing
Except as otherwise provided in this Contract, no amendment to this Contract shall be effective unless it is in writing and signed by duly authorized representatives of all parties.

28. Section Titles Not Controlling
The section titles used in this Contract are for reference purposes only and shall not be deemed a part of this Contract.

29. Notices
All notices provided for herein shall be deemed duly given upon delivery if delivered by hand, or three days after mailing.  Notice shall only be given to the following persons or officials at the following addresses:


A.
Contractor:


  B.
DEPARTMENT OF ADMINISTRATIVE SERVICES

30. Compliance with Laws and OSAH Policies
Contractor shall perform its obligations hereunder in accordance with all applicable federal, state, and local governmental laws and regulations now or hereafter in effect.  Contractor and Contractor’s personnel shall also comply with all state and OSAH policies and standards in effect during the performance of the Contract, including but not limited to OSAH policies and standards relating to personnel conduct, security, safety, confidentiality, and ethics.  Contractor agrees that any failure by Contractor or Contractor’s personnel to comply with any of the obligations of this Section may be treated by OSAH as a material breach of this Contract by Contractor. 

31. Entire Contract
This Contract instrument, including all incorporated documents, contains the entire Contract between the parties with regard to the subject matter hereof, and supersedes any and all other prior and contemporaneous agreements and understandings between the parties, whether oral or written.

32. Severability
Any section, subsection, paragraph, term, condition, provision or other part (hereinafter collectively referred to as “part” of this Contract that is judged, held, found, or declared to be voidable, void, invalid, illegal or otherwise not fully enforceable shall not affect any other part of this Contract, and the remainder of this Contract shall continue to be of full force and effect.  Any agreement of the parties to amend, modify, eliminate, or otherwise change any part of this Contract shall not affect any other part of this Contract, and the remainder of this Contract shall continue to be of full force and effect. 

33. Limitation of Liability/Exceptions
Except as otherwise provided in this Contract, Contractor shall not be liable to OSAH and the state of Georgia for remote or consequential damages. Nothing in this Contract shall limit Contractor’s indemnification liability arising from claims brought by any third party against OSAH and the state.  

34. Drug-Free Workplace 

Contractor hereby certifies as follows:
A. Contract must not engage in the unlawful manufacture, sale, distribution, dispensation, possession, or use of a controlled substance or marijuana during the performance of this contract.

B. Contractor must not engage in the unlawful manufacture, sale, distribution, dispensation, possession, or use of a controlled substance or marijuana during the performance of this Contract.

C. If Contractor has more than one employee, including Contractor, Contractor shall provide for such employee(s) a drug-free workplace, as defined under Official Code of Georgia Annotated Section (“O.C.G.A.”) 50-242(5) and Section 50-24-3(b), throughout the duration of this Contract.

D. Contractor must secure from any subcontractor hired to work on any job assigned under this Contract the following written certification:  “As part of the subcontracting agreement with Contractor's Name), (Subcontractor's Name) certifies to Contractor that a drug-free workplace must be provided for the subcontractor's employees during the performance of this Contract pursuant to paragraph 7 of subsection B of O.C.G.A. 50-24-3.”

Contractor may be suspended, terminated, or debarred if it is determined that:

1. Contractor has made false certification here in above; or

2. Contractor has violated such certification by failure to carry out the requirements of Official Code of Georgia Section 50-24-3E.

EACH PERSON SIGNING BELOW ON BEHALF OF A PARTY REPRESENTS THAT SHE/HE IS DULY AUTHORIZED AND FULLY EMPOWERED TO BIND SUCH PARTY TO THIS CONTRACT.  THE PARTIES HERETO ACKNOWLEDGE THAT THEY HAVE READ AND UNDERSTAND THIS CONTRACT, AND AGREE TO BE BOUND BY ALL TERMS AND CONDITIONS OF THIS CONTRACT, AS INDICATED BY THEIR SIGNING OF THIS CONTRACT DOCUMENT ON THE DATES SET OUT BELOW.

CONTRACTOR:
By:               



                              
           Date: ___________________ 
Printed Name and Title: __________________________________________________________                                                                                
GEORGIA DEPARTMENT OF ADMINISTRATIVE SERVICES:

By:               



                              
           Date: ___________________ 
Printed Name and Title: Brad Douglas, Commissioner





                                                                                
DOAS STATE PURCHASING REPRESENTATIVE:
By:               



                              
           Date: ___________________ 
Printed Name and Title: __________________________________________________________                                                                                
CONTRACT EXHIBIT 1

PERFORMANCE BOND

KNOW ALL MEN BY THESE PRESENTS:
That ________________________________________________________________________

(Legal Name and Address of the Contractor)

as principal (hereinafter “Contractor”), and _____________________________________ ________________________________________________________________________ 

(Legal Name and Address of Surety)

 as Surety (hereinafter “Surety”) are held and firmly bound unto the Department of Administrative Services, an agency of the state of Georgia as Obligee (hereinafter “Obligee”) in the amount of  _______________ Dollars ($ ___________), to which payment Contractor and Surety bind Themselves, their heirs, executors, administrators, successors and assigns, jointly and severally, firmly by these presents.

WHEREAS, the above bounden Contractor has entered into Contract No. __________________ with the Obligee bearing date of __________________ for ______________________________ in accordance with the specifications contained in Contract No. __________________ (and all documents referenced or incorporated therein) (hereinafter, collectively, the “Contract”) which Contract is incorporated by reference into this bond and made a part hereof.

NOW THEREFORE, THE CONDITION OF THIS OBLIGATION is such that, if the Contractor shall promptly and faithfully perform and comply with the terms and conditions of said Contract; and shall indemnify and save harmless the Obligee against and from all cost, expenses, damages, injury or loss to which said Obligee may be subjected by reason of any wrongdoing, misconduct, want of care or skill, default or failure of performance on the part of said Contractor (or Contractor’s agents, subcontractors, employees or any other entity acting on Contractor’s behalf) in the execution or performance of said Contract, then this obligation shall be null and void; otherwise, it shall remain in full force and effect.

(1) The said Surety to this bond, for value received, hereby stipulates and agrees that no change or changes, extension of time or extensions of time, alteration or alterations or addition or additions to the terms of the Contract or to the work to be performed thereunder, or the specifications accompanying same shall in any wise affect its obligation on this bond, and it does hereby waive notice of any such change or changes, extension of time or extensions of time, alteration or alterations or addition or additions to the terms of the Contract or to the Deliverables (as defined in the Contract) or to the specifications or drawings.

(2) If pursuant to the Contract, the Contractor shall be and is declared by Obligee to be in default or breach under the aforesaid Contract and the Obligee has performed Obligee’s payment obligations there under not then in dispute, the Surety may promptly perform the Contract in accordance with its terms and conditions.  It shall be the duty of the Surety to give an unequivocal notice in writing to the Obligee within twenty-five (25) days after receipt of a declaration of default of the Surety’s election to either remedy the default or defaults promptly or to perform the Contract promptly, time being of the essence.  In said notice of election, the Surety shall indicate the date on which the remedy or performance will commence, and it shall then be the duty of the Surety to give prompt notice in writing to the Obligee immediately upon completion of (a) the remedy and/or correction of each default, (b) the remedy and/or correction of each item of condemned work, (c) the furnishing of each omitted item of work, and (d) the performance of the Contract.  The Surety shall not assert its Contractor as justification for its failure to give notice of election or for its failure to promptly remedy the default or defaults or perform the Contract.

(3) Supplementary to and in addition to the foregoing, whenever the Obligee shall notify the Surety that the Obligee has notice that the Contractor has failed to pay any subcontractor, material men, or laborer for labor or materials certified by the Contractor as having been paid, the Surety shall, within twenty (20) days of receipt of such notice, cause to be paid any unpaid amounts for such labor and materials.

(4) It is expressly agreed by the Contractor and the Surety that the Obligee, if he desires to do so, is at liberty to make inquiries at any time of subcontractors, laborers, material men, or other parties concerning the status of payments for labor, materials, or services furnished in the prosecution of the work.

(5) No right of action shall accrue on this bond to or for the use of any person or corporation other than the Obligee named herein or the legal successors of the Obligee.

(6) For the purposes of this bond, the name and address of the authorized state of Georgia licensed agent to whom correspondence and telecommunications may be addressee and/or with whom business concerning this bond may be conducted will be as follows:

Name:  _______________________________________________________________________

Address:  _____________________________________________________________________

City:  _________________________________________________  State:  _________________

Telephone:  __________________________

SIGNED AND SEALED THIS    DAY OF                                         IN THE PRESENCE OF:

                        
                           

                                                           Seal

Witness





Contractor

Title: _______________________________________________________________________
                                      
             

       
                                              Seal

Witness





Surety

By:  _______________________________________________________________________

Title:  ______________________________________________________________________

COUNTERSIGNED

By: ________________________________________________________________________
Appendix E

FINANCIAL PROPOSAL

Offeror Name: _______________________________________________________________

The vendors proposal should be signed by a person authorized to bind the Offeror and should include the following items:

· All General and Administrative Costs, Profits, Travel, per diem, and all costs associated with this contract will be included in the total cost.

Where there is a reference in the RFP to deliverables, submission requirements or other response and contract performance discussions, said discussion may not be all inclusive of all requirements in the RFP.  It is incumbent upon the contractor to read this entire RFP carefully and respond to, and price, all requirements and ensure “Total Contract Value for ALL Requirements” above includes all requirements.  The Total Contract Value should include all associated cost for 5 years with an annual breakdown.
· List the unmodified software and installation cost of each module separately and any appropriate discounts.  Indicate which modules are mandatory to install the system.  If the system is only available as one integrated package, then list the total software and installation system cost.

· List the price of annual maintenance by module and any appropriate discounts.

· List the cost of the proposed training plan detailed in the IMPLEMENTATION section.  Identify costs by class per person.

· List additional charges, if any, to continue providing ALL State and Federal mandated reporting/interface requirements.

· List the estimated cost of any modifications from the QUESTIONNAIRE that vendor is willing to develop at additional cost.  It is preferred that the modification costs are detailed by module. (Hourly rate and appropriate discounts) For information purposes only
· List the cost for any Database management System, operating systems, client, workstation, or other software licenses required for the proposed system and include the ongoing maintenance of this license. For information purposes only
NOTE:  The OSAH reserves the right to purchase required commercial, off-the-shelf software and hardware if it is in the best interests of the project.

APPENDIX F 
AGENCY PROCESS DESCRIPTION
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OSAH – Case Management Vision
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APPENDIX F (Page 3)

MANDATORY REQUIREMENTS MATRIX

(If more space is necessary to respond, Offeror can attach additional sheets of paper, Please reference page number)

	ITEM #
	REQUIREMENT

DESCRIPTION
	READ, UNDERSTAND

AND WILL COMPLY

(INITIAL)
	OFFEROR RESPONSE DETAILED  DECRITPION OF MEETING REQUIREMENT/ SUPPORTING
DOCUMENT ID (IF APPLICABLE)
	PG

#
	REQUESTED ITEMS (SAMPLES FROM OTHER PROJECTS)

	
	2.0 MANDATORY REQUIREMENTS
	
	
	
	

	2.1
	Offeror Qualification Requirements
	
	
	
	

	2.1.1
	Offeror must have a track record consisting of a minimum of five consecutive years of experience in the successful design, installation and maintenance of case management solutions for state administrative tribunals . 
	
	
	
	Required Documentation:  Provide reference(s), with the contact’s name, address, phone, fax and e-mail.  Provide sufficient details on where the product is used and who developed the software and a brief description of the work performed by the Offeror for the reference and how the experience meets the requirement. Provide this information for all customers offeror has provided these types of services to over the past 5 years, not to exceed the most recent 10 customers

	2.1.2 

2.1.3
	Ownership of the Data/Metadata: Offeror must structure its technical solution such that OSAH owns all data contained in the system and Offeror agrees to provide the metadata necessary to ensure continuity of operation for the system, as well as the ability to manipulate the data with a non-proprietary or COTS software package in the event of contract expiration or termination, or both.
Timeliness of Implementation.   Offeror must provide a project plan to implement the proposed solution and provide full functionality to OSAH.
	
	
	
	Required Documentation: Offeror must provide a letter of certification, executed by the authorized signatory and attesting to the ownership requirements for this section.

Required Documentation:   Documentation of timeliness of implementation of solution with five (5) other customers within the past five (5) years.

	
	2.2 Business Requirements
	
	
	
	

	2.2.1
	Enable agencies to submit case initiating data electronically (including requests for hearing using the various versions of Form I) to eliminate or significantly reduce the requirement to re-enter information manually at the OSAH Clerk's office.
	
	
	
	

	2.2.2
	Enable parties to electronically transmit evidentiary data and additional pleadings electronically.
	
	
	
	

	2.2.3
	Enable electronic storage within or linked to the case file including the digital recordings of hearings.
	
	
	
	

	2.2.4
	Enable automated document quality assurance checks and validations of data and documents prior to loading the data into the case management system.
	
	
	
	

	2.2.5
	Capture, E-file, scan, index, and store all case file documents electronically.
	
	
	
	

	2.2.6
	Enable online access and viewing with proper security access controls.
	
	
	
	

	2.2.7
	Enable the case management system to attach electronically submitted (via e-mail or facsimiles) documents to the case file docket entries.
	
	
	
	

	2.2.8
	Create a case file access functionality to allow linkage of filed documents, evidence and audio recordings to appropriate case files.
	
	
	
	

	2.2.9
	Provide an electronic docket of case events and a register of all actions, filed documents, and documentary evidence.
	
	
	
	

	2.2.10
	Provide Automatic Scheduling for all cases through integration with imbedded business rules
	
	
	
	

	2.2.11
	Establish a Central Calendaring function.
	
	
	
	

	2.2.12
	Initiate an electronic hearing room availability calendar that can be used by the Automatic Scheduling system.
	
	
	
	

	2.2.13
	Centralize the calendaring function within or in conjunction with the case management data, integrating the calendaring and schedule functions to the Outlook Calendar for both judges and courtrooms.
	
	
	
	Required Documentation: Provide detailed documentation or reference(s) with the contact person’s name, address, phone, fax and email

	2.2.14
	Enable electronic receipting and routing of case pleadings, documents and digital audio recordings.
	
	
	
	

	2.2.15
	Enable time sensitive noticing and document tracking including alerts to the appropriate OSAH staff of deadlines.
	
	
	
	

	2.2.16
	Establish an electronic noticing option for parties.
	
	
	
	

	2.2.17
	Automate the case workflow for tasks and case scheduling from time of case initiation through disposition and decision issuance.
	
	
	
	

	2.2.18
	Enable Internet available "smart forms" for use online or downloaded for case initiation and reporting.
	
	
	
	

	2.2.19
	Fully automate the linkage with the DDS for electronic submission of case initiating data for administrative license suspension cases.
	
	
	
	

	2.2.20
	Fully automate the linkage with other major case referring agencies for the electronic submission of case initiating data.
	
	
	
	

	2.2.21
	Automate a full audit trail for tracking case flow, case aging, case management and customer service.
	
	
	
	

	2.2.22
	Establish both standard and ad hoc reporting capabilities in the case management system
	
	
	
	

	2.2.23
	Integrate the Outlook calendaring, case management, and e-mail features for all judges.
	
	
	
	

	2.2.24
	Establish a view-only access to case file data for all staff.
	
	
	
	

	2.2.25
	Provide remote access to all electronic case records and recordings stored in the central system.
	
	
	
	

	2.2.26
	Provide functionality for the integration of case information specific to the requirements of each class of users (Clerks, Case Management Assistants, Judges, Managers, Technology Staff, and parties.
	
	
	
	

	
	2.3    TECHNICAL REQUIREMENTS
	
	
	
	

	2.3.1
	Offeror must provide a system architecture solution which can run in the existing OSAH network environment.  (See Appendix I – Description of Current OSAH Automation Environment).
	
	
	
	

	2.3.2
	The system must be designed for implementation using an industry standard relational database with the capability to validate the source data against basic business requirement specifications.

2.3.3 The system must provide ability to migrate data from existing legacy Microsoft SQL Server 7.0 data base.
	
	
	
	

	2.3.4
	The system must have business rules to identify data elements with missing values, and to provide data elements to be derived from other data elements.  
	
	
	
	

	2.3.5
	The system must have key fields that uniquely identify each record in the tables to identify duplicate records.
	
	
	
	

	2.3.6
	Offeror must provide ownership of licenses for all software used in the System to OSAH.  
	
	
	
	

	2.3.7
	Offeror shall develop and provide all system and user manuals for proposed solution.
	
	
	
	

	
	System Performance and Availability
	
	
	
	

	2.3.8
	System performance must be consistent with the capability of the existing OSAH network. Offeror shall provide recommendations to maximize system performance that will facilitate system availability at all times except during scheduled maintenance.
	
	
	
	

	2.3.9
	The system should return results from any predefined/preformatted report within 20 seconds of execution.  
	
	
	
	

	2.3.10
	The system must support up to 100 concurrent users and provide for simultaneous on-line queries without degradation of system performance and/or functionality.
	
	
	
	

	
	Disaster Planning, Backups and Recovery
	
	
	
	

	2.3.11
	Offeror shall provide a disaster planning, backup, and recovery proposed plan based on known experiences with similar applications and technical solutions providing recovery to normal operations within one business day. OSAH will manage all operational disaster planning, backup, and recovery activities. Offeror shall additionally provide a system plan for control of potential malicious software.

	
	
	
	

	
	System Training
	
	
	
	

	2.3.12
	Offeror shall provide individual train-the-trainer sessions detailing system operation, use, and functionality.  Training will consist of hands-on system utilization and written training plan.  (OSAH will train end users after train-the-trainer sessions.)
	
	
	
	

	2.3.13
	Offeror shall conduct initial training specific to the requirements of users and system support staff.  Offeror shall provide hands-on training to technical staff of the system architecture, system components, design and operation, including measures helpful in coordinating systems testing, data quality assessments, and error feedback.
	
	
	
	

	
	System Maintenance
	
	
	
	

	2.3.14
	Software:  Software products owned by OSAH will be maintained by OSAH.  Software products developed or purchased by the Offeror will be maintained by Offeror.
	
	
	
	

	2.3.15
	General system maintenance:  OSAH shall provide general system maintenance for its operating system and Software, to include service pack installation, software upgrades, and system troubleshooting.  Offeror shall provide technical consultation and services for system maintenance.  Consultations and services shall include but not be limited to: implementation of routine changes to the system design (e.g. new database fields, revised logic for existing fields, new database tables, new or modified system questions, etc.) and other unanticipated changes (e.g. support of a new Windows operating system).  Use of these services will be approved by OSAH in writing prior to services being provided.  
	
	
	
	

	2.3.16
	Contractor shall provide on-call support, remote access support, and online support during business hours of 8:30 am to 5 pm EST Monday through Friday except State identified holidays.  The response time shall be fifteen minutes or less with a resolution time of four hours to any problems concerning user access and functionality.
	
	
	
	

	2.3.17
	Contractor shall provide upgrades (e.g. version upgrades, software patches) to all software furnished to meet the requirements described in this RFP.  The vendor shall consult with OSAH as software upgrades become available for approval before installations.
	
	
	
	

	2.3.18
	Contractor shall track and report to OSAH the status of all problem/error logs and change requests in a report available to OSAH at all times.
	
	
	
	

	2.3.19
	Contractor shall provide a mechanism for automatic deployment of user interface fixes and upgrades to users.
	
	
	
	

	
	2.4  Submission Requirements
	
	
	
	

	1.
	The Offeror must submit the Proposal Certification with original signature (Appendix A).
	
	
	
	

	2.
	The Offeror must submit a completed Small or Minority Business Form (Appendix B).
	
	
	
	

	3.
	Any exceptions to the State’s Sample Contract (Appendix D) must be clearly identified and submitted with the Offeror’s Technical Proposal.   Proposed exceptions must not conflict with or attempt to preempt mandatory requirements specified in Section 2.0.  
	
	
	
	

	4.
	The Offeror must submit a Technical Proposal detailing the proposed approach to performing all of the services requested under Section 2.0 and complete the detailed response form contained in Appendix F and J.  The Offeror will submit one hard copy of the Technical Proposal (not containing the Financial Proposal) with original signatures, and three CDs (see section 4.1.2 through 4.1.4 for additional instructions).
	
	
	
	

	5.
	5. The Offeror must submit a completed Financial Proposal (Appendix E).  The Offeror will submit one separate hard copy of the Financial Proposal with original signatures, and three separate CDs containing only the financial proposal (see section 4.1.2 through 4.1.4 for additional instructions).
	
	
	
	

	
	
	
	
	
	


6.0 Appendix G

AGENCY INPUT DOCUMENTS (FORM I)

Additional Examples can be downloaded from the Agency’s website at: http://www.osah.ga.gov/  

[image: image3.png]OSAH FORM 1--MEDICAID
(REPLACES DFCS FORM 166)

Mail Hearing Packet to: DHR Legal Services, 2 Peachtree Street, NW, Room 29-210, Atlanta, GA 30303-3142

This form is available online at hitp:/wwaw osah.ga.gov or by telephone request at (404)657-2800.

AGENCY CASE CODE DOCH ET‘NUMBER COUNTY JUDGE
OSAH USE ONLY TRET NUNMBER :
DOCKETNUMBER: | DFCS :
-
Use ONLY For MEDICAID PROGRAM (DFCS, not DCH Referrals)
Check One: [ Denial of Application [] Case Closure [] Reduction in Benefits [] Disputed Determination of Benefits
[0 Agency Inaction [] Failure to act within reasonable time for benefit change [] Denial of expedited services
[J Denial of opportunity to apply for benefits [] Other: If so specify
CLAIMANT’S COUNTY OF RESIDENCE: DATE NOTICE OF ADVERSE ACTION ISSUED:
DATE OF REQUEST FOR HEARING:
REGULATION(S) APPLIED: [J ESS Manual Volume 2, Chapter(s): Section(s):
DATE DFCS RECEIVED CLAIMANT’S REQUEST FOR HEARING: [] Oral on: [ written on:
DFCS CASE NUMBER: BENEFIT CONTINUED PENDING APPEAL: [] YEs [ NO
e FAMILY MEDICAID REFERRALS: SELECT ONLY ONE TYPE OF CASE. =
CJ4MOCS  (Child Support 3 of 6 months: § 3280) OUMFE1  (Financial Eligibility/Resources: CH 2300 | LILIM (Low Income Medicaid: § 2162)
OAAM1 (V- Adoption: § 2817) OLIMFE2  (Financial Eligibility/Income: CH 2400 OTvA (Trans Medical Assistance: § 2166)
Ocwrc (Welfare Foster: §2890) Ouimom (Ongoing Mgt: CH 2700) OLNH (LIM Nursing Home: § 2172)
Oema (Emergency Medical: § 2054) CINEWBORN (Newborn Medicaid: § 2174) CFMRETRO  (FM Retroactive Medicaid: § 2053)
OFosT (IV-E Foster Care: § 2815) OPEM (Presumptive Eligibility: § 2067) OFMA (Application: § 2050 & § 2065)
Ouivs (Budgeting: CH 2650) CPWCMN  (Pregnancy: § 2180 & § 2184) OFMAU (FM Assistance Unit: CH 2600)
OLiMBE (Basic Eligibility: CH 2200) ORsM (Right from the Start: § 2180 & § 2182) | [JOTHER, specify:
OFMN (Family Med Needy: § 2196) Osaam (State Adoption Assistance: § 2895)
L _ AGED, BLIND OR DISABLED (ABD) REFERRALS: SELECT ONLY ONE TYPE OF GASE T
CJABDB (ABD Eligibility Budget: CH 2500) OFssibc (Former SSI Disabled Child: § 2116) CICWP  (Independent Care Waiver § 2139)
CJABDBE  (ABD Basic Eligibility: CH 2200) OHospice (Hospice Medicaid: § 2135) OaDbwi  (Qualified Disabled Working Ind:§ 2147)
CIABDCM  (ABD Case Mgt CH 2700) OHospital (Hospital Medicaid: § 2137) Oan  (Qualifying Individuals 1: § 2145)
CIABDFR  (ABD Fin Responsibility: CH 2500) OKATIE (Deeming Waiver: § 2133) Oz (Qualifying Individuals 2: § 2146)
OAsDI (ABD Income: CH 2400) OLaurens (Head Injury Waiver: § 2933) Oavs (Qualified Medicare Beneficiaries: § 2143)
OABDL (ABD Liability/Cost: CH 2550 & 2575) OMRWP (Mental Retardation Waiver: § 2132) OSLMB  (Special Low Income Medicaid Ben: § 2144)
OABDR (ABD Resources: CH 2300) ONH (Nursing Home: § 2141) Ossl  (SSIMEDICAID: § 2111)
CJABDRET  (ABD Retroactive Medicaid: § 2053) OPICKLE (PL 94-566: § 2113) OwIDO1  (Widows & Widowers: § 2117)
OABDA (ABD Application § 2050 & § 2060 ) OPROTEC  (PROTEC: §2123) OwIDO2  (Widows & Widowers: § 2119)
OAmN (Adult Medically Needy: § 2150) OMODEL (Model Waiver Program: § 2140) OwIDo3  (Widows & Widowers: §2121)
CJAMNNH  (AMN Nursing Home: § 2151) Occsp (Community Care Services: § 2131) COTHER, specify:
Ooac (Disabled Adult Child: § 2115) Osccp (Breast & Cervical Cancer: § 2198)
CLAIMANT
NAME TELNO FAXNO
CURRENT ADDRESS INCLUDING ZIP CODE EMAIL AMBULATORY?
Ovyes Ono
ATTORNEY NAME TEL NO FAXNO
ADDRESS INCLUDING ZIP CODE GEORGIA BAR NO EMATL
PERSONAL REPRESENTATIVE (PARALEGALS MAY ACT IN THIS CAPACITY) TELNO FAXNO
CURRENT ADDRESS INCLUDING ZIP CODE RELATIONSHIP TO CLAIMANT EMAIL
LOCAL DFCS OFFICE
NAME OF OFFICE TEL NO FAXNO
CURRENT ADDRESS INCLUDING ZIP CODE CASEWORKER'S NAME CASEWORKER'S DIRECT
TELEPHONE NUMBER
PAGER
EMAIL
INDICATE DOCUMENTS ATTACHED: SUPERVISOR’S NAME SUPERVISOR'’S DIRECT
TELEPHONE NUMBER
PAGER
EMAIL
DFCS_MED.doc Revised 14/23/06





[image: image4.png]OSAH FORM 1

AGENCY.

CSE

OSAH USE ONLY

CASE CODE
| DOCKET NUMBER: ;

PAT

DOCKET NUMBER

CQUNTY. JUDGE:

(HEARING to establish Paternity, and Child Support, and/or Medical Support

OCSE ($TARS) Case No.: «FIELD52»

Only) (Paternity is an issue)

«FIELDY92» COUNTY CSE OFFICE

GEORGIA DEPARTMENT OF HUMAN RESOURCES: PETITIONER

LOCAL CSE OFFICE

«FIELD81» Phone#: «FIELD111» OCSE FAX NO:
«FIELD82» «FIELD83» «FIELD84» OCSE AGENT: Direct#:
«FIELD85» «FIELD86» «FIELD87» «FIELD88» «FIELD89» E-MAIL:

@dhr.state.ga.us

Attorney Name (If applicable): TEL NO: FAX NO:
Current Address, including Zip GEORGIA BAR#: E-MAIL:
ALL DOCUMENTS ARE TO BE BROUGHT TO HEARING BY Direct#:
OCSE. DO NOT MAIL ANY DOCUMENTS TO BE INTRODUCED E-MAIL:
AS EVIDENCE. @dhr.state.ga.us
Non-Custodial Parent (NCP): Respondent
«FIELD14» «FIELD15» «FIELD16» «FIELD17» TEL NO: «FIELD24»
CURRENT ADDRESS INCLUDING ZIP CODE IN HEARING REQUEST E-MAIL:
«FIELD18» «FIELD19»
«FIELD20» «FIELD21» «FIELD22»
Attorney Name: TEL NO: FAX NO:
Current Address, including Zip GEORGIA BAR#: E-MAIL:
Custodial Parent (CP): Interested Party
«FIELD1» «FIELD2» «FIELD3» «FIELD4» TEL NO: FAXNO:
CURRENT ADDRESS INCLUDING ZIP CODE IN HEARING REQUEST NAMES AND DOB OF CHILD(REN): E-MAIL:
«FIELDS» «FIELD6» «FIELD150» «FIELD151»
«FIELD7» «FIELD8» «FIELD9» «FIELD156» «FIELD157»
«FIELD162» «FIELD163»
«FIELD168» «FIELD169»
Attorney Name: TEL NO: FAXNO:
Current Address, including Zip GEORGIA BAR#: E-MAIL:

Case filed on: DATE: «FIELD68»

Mail to:  Clerk, Office of State Administrative Hearings

CSE_PAT2.doc

230 Peachtree Street, NW, Suite 850
Atlanta, GA 30303

Revised January 11, 2006





7.0 APPENDIX H

SAMPLE AGENCY OUTPUT DOCUMENTS
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OFFICE OF STATE ADMINISTRATIVE HEARINGS
230 Peachtree Street, N.E., Suite 850
Atlanta, Georgia 30303-1402

JOHN RASHEED, CLERK WRITER'S DIRECT DIAL [404] 657-:
OFFICE OF STATE ADMINISTRATIVE HEARINGS FAX [404] 657-:

July 12, 2006
Honorable Evonne Mull, Clerk
Superior Court of Dougherty County
P O Box 1827
Albany, Georgia 31702-1827

RE: ALBANY’S JACK AND JILL KINDERGARTEN, INC., vs.
BRIGHT FROM THE START, GEORGIA DEPARTMENT OF
EARLY CARE AND LEARNING, Civil Action File No.:
06CV1018-3. Superior Court of Dougherty County

Dear Ms. Mull:

Enclosed herewith is a certified copy of the original administrative record in the
above-referenced case for filing with the court. Please stamp a copy of this letter
filed and return it in the self-addressed envelope as proof of filing. Once the case
1s disposed, please provide me with a copy of the decision issued by the court in

the self-addressed envelope.

Sincerely,

John Rasheed, Clerk
Office of State Administrative Hearings:

AN EQUAL OPPORTUNITY EMPLOYER




[image: image6.jpg]BEFORE THE SUPERIOR COURT OF DOUGHERTY COUNTY

STATE OF GEORGIA
ALBANY’S JACK AND JILL
KINDERGARTEN, INC,,
Appellant, Civil Action No: 06CV1018-3

V.
: Docket Number: OSAH-DECAL-CAFP-

BRIGHT FORM THE START, : 0613176-47-HELTON

GEORGIA DEPARTMENT OF g

EARLY CARE AND LEARINGS,

Appellee.

CERTIFICATION OF
ADMINISTRATIVE RECORD

Pursuant to O.C.G.4. § 50-13-19(e) and OSAH Rule 616-1-2-.39, 1 hereby certify that the
documents and items as set forth in the enclosed “Table of Contents” attached constitute the original
Administrative Record on file with the Clerk of the Office of State Administrative Hearings, 230

Peachtree Street, N. E., Suite 850 Atlanta, Georgia 30303-1402.

This 3™ day of MAY 2006.

JOHN RASHEED
Clerk Office of State Administrative Hearing

AN EQUAL OPPORTUNITY EMPLOYER




[image: image7.jpg]BEFORE THE SUPERIOR COURT OF DOUGHERTY COUNTY

STATE OF GEORGIA
ALBANY’S JACK AND JILL
KINDERGARTEN, INC,,
Appellant, Civil Action No: 06CV1018-3

V.

Docket Number: OSAH-DECAL-CAFP-
BRIGHT FROM THE START, : 0613176-47-HELTON
GEORGIA DEPARTMENT OF :
EARLY CARE AND LEARNING,

Appellee.

-TABLE OF CONTENTS

Page Number:

1.04/28/06  PETITION FOR IMMEDIATE JUDICAL REVIEW 1-15

2.03/30/06  INITIAL DECISION 16-28

3.01/23/06 LETTER FORM MRS. E.A. DAVIS AND EXHIBITS P1-P9 29-109

4.01/24/06 RESPONDENT’S SUBMISSION OF EXHIBITS R1-R13 110-170

5.01/13/06 PREHEARING ORDER 171-172

6.01/06/06  NOTICE OF PREHEARING TELEPHONE CONFERENCE 173-174

AN EQUAL OPPORTUNITY EMPLOYER




[image: image8.jpg]7.01/05/06 ~ SUPPLEMENT TO REQUEST FOR HEARING 175-176
INTENT TO TERMINATE AGREEMENT WITH
CHILD AND ADULT CARE FOOD PROGRAM-
NUTRITION SERVICES
JACK AND JILL
KINDERGARDEN, INC., AND ITS PRINCIPALS

8. 01/05/06 SUPPLEMENT TO REQUEST FOR HEARING 177-190
INTENT TO TERMINATE AGREEMENT WITH
CHILD AND ADULT CARE FOOD PROGRAM-
NUTRITION SERVICES
JACK AND JILL
KINDERGARDEN; INC., AND ITS PRINCIPALS

7.01/4/2006 OSAH FORM 1 191-231

ALBANY ‘S JACK AND JILL KINDERGARTEN, INC., vs. BRIGHT FROM THE START,
GEORGIA DEPARTMENT OF EARLY CARE AND LEARING, Civil Action File No.:
06CV1018-3 Superior Court Of Dougherty County
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APPENDIX I

DESCRIPTION OF CURRENT OSAH AUTOMATION ENVIRONMENT

NB: Optimum compatibility with the Agency’s standardized environment (hardware and software) is required.
The OSAH Network consists of T1 line with 10/100 Base-T connection to the desktop.  Staff will access the Case Management system from Windows XP desktops or remotely via the Internet (approximately 40 concurrent users).  Currently remote access to the existing database is via Citrix. 

Available Case Management Server

Dell PowerEdge 2850 with Raid 5

Intel Pentium III @ 3.0 GHz with 4 GB RAM  

4 x 136 GB SCSI-2 Fast Hot Swap Disk Drives

Internal DVD/CD-ROM Drive, Internal DAT 35/70 Tape Drive 

Other LAN Servers


HP Proliant DL380 G2 & G3 – Intel Pentium III 2.6 GHz (qty. 7)

CD-ROM drive, 2 GB RAM



4 x 36 GB SCSI-3 Ultra Wide - Pluggable Drives RAID5



35 / 70 GB internal DLT Tape Drive


Dell PowerEdge 2850 (web server)

Attached Devices - LAN

HP LaserJet 8550 Color Printer 

Canon Printers (qty 3) 

CheckPoint firewall

LAN Servers Operating Systems and Software (upgrade in progress)

Microsoft Server 2003

Exchange 2003 with Ninja, McAfee VirusScan & Ninja Spam Protection

SQL Server 7.0 (Upgrade to SQL 2005 in progress)

IIS 6.0

CA BrightStor v11.5

Citrix Presentation Server 

Counterspy Enterprise

User Desktops (minimum configuration)tc \l2 "User Workstations
Dell GX240 & 260 Pentium III 

1 GB RAM, 40 GB Hard Drive

24x CD-ROM (some GX260 with DVD)

Microsoft Windows XP

User Softwaretc \l2 "User Software
Microsoft Office Pro 2003 

Internet Explorer 6 or Mozilla Firefox


McAfee Anti-virus 8.0

Adobe Reader or Professional (10 users)

Appendix J
CASE MANAGEMENT SYSTEM FUNCTIONALITY AND RESPONSE FORM

The case processing functions in the chronological order in which a typical case would flow through the agency are:

1. Case Initiation and Indexingxe "Case" Function;

2. Docketing and Related Record Keepingxe "Docketing" Function;

3. Schedulingxe "Scheduling" Function;

4. Document Generation and Processingxe "Document Generation and Processing" Function;

5. Calendaringxe "Calendaring" Function;

6. Hearingsxe "Hearings" Function;

7. Dispositionxe "Disposition" Function;

8. Casexe "Case" Closing Function;

9. General Accountingxe "Accounting" Function;

10. File, Document, and Property Management Function;

11. Dashboard Function

12. Security and Data Integrityxe "Security" Function;

13. Management and Statistical Reports Function.

Offerors should use the format provided below and add explanation details as necessary. The following answer key should be used when responding to the requirements:

	Y
	Yes, the system currently has this functionality

	N
	No, the system does not currently have this functionality

	U
	The proposed user tools can be used to include this feature

	F
	There is a future plan to provide this feature – include and note anticipated release date

	M
	Modification would be required

	SC
	See Comment (Use this answer key code when none of the above key codes apply, please reference the section number and requirement number)


1. Casexe "Case" Initiation and Indexing Function

Description.  The first major function addresses the activities that initiate a case and maintain its index, which xe "index"include acceptance and processing of the initial filingxe "initial filing", associated record keepingxe "recordkeeping" and reporting, and creation and maintenance of an index for the case.

Sub functions.  Within the Casexe "Case" Initiation and Indexing Function, the sub functions are grouped into case initiation and indexingxe "indexing".

1.1 Case Initiation

This group of sub functions addresses the activities that occur as new cases are entered into the OSAH Case Management System so that information and filings (e.g., petitions) regarding the case can be recorded, retained, retrieved, used to generate forms and other documents, and combined with information from other cases to develop reports on court activity. These entries conform to locally used conventions regarding a structured case number, title or description, and other basic information.

	Sub function
	Response
	Comments

	1.1.1  Assign Case Number 

Generate and assign case numberxe "case number" using locally defined format. 
	
	

	1.1.2  Identify and Associate Persons with the Case

Generate or assign a separate person identifier for each plaintiff and party and enter the corresponding contact information.
	
	

	1.1.3  Enter Agency Identifiers

Enter agency identifiers where the case originated. 
	
	

	1.1.4  Capture and Associate Person Information to the Case 

Prompt or allow entry for associated persons and entities to the case. The system shall be able to generate or capture unique identifiers for the associated persons such as attorneys.  The system shall also be able to capture the role or reason the person is associated with the case.
	
	

	1.1.5  Enter Case Issue Categories

Enter the dispute categories as defined by the Court based on the submitted pleading.  
	
	

	1.1.6  Create Case Title or Style 

Generate locally defined case title or style (i.e., short phrase that identifies case and includes 

plaintiffxe "plaintiff") from partyxe "party" names and other information.
	
	

	1.1.7  Group Related and Associated Cases
Create groups of related cases, parties, and participants (e.g., several incidents filed against same xe "defendant"party or multiple parties involved in same matter) from single or multiple filingsxe "filing" such that initial and subsequent entries can be applied to each case, party, or participant in group.
	
	

	1.1.8  Support Electronic Filing 

Support electronic filing (e.g., via email and the Internet) and move designated data and electronic document(s) to the case processing system.
	
	

	1.1.9  Support Differential Case Management 

Support differential case managementxe "case management" (i.e., different categories of cases are processed differently such as in time-sensitive filingsxe "filing", cases processed under different rules or time standards, specific judicial assignment for specific types of cases) and other case management methods (users enter local differential case management parameters and time standards into code translation tables; see Sample of Code Translation Tables in Appendix L). 
	
	

	1.1.10  Support Additional or External Identifiers

Capture, assign, or allow entry of other identifiers (e.g., of other courts, other agencies; etc.) and establish relationship with case participants.
	
	

	1.1.11  Assign Cases

Assign cases according to geography or case type to judge, hearing room and hearing facility and/or other appropriate entities based on established relationships in conjunction with the Scheduling Function.
	
	

	1.1.12  Generate Acknowledgments

Generate receiptxe "receipt" or notification for appropriate attorney, parties, and participants that case filing received and accepted, and give them assigned case numberxe "case number" (noticexe "notice", including electronic acknowledgment, would apply primarily when case transferred from another agency or filed electronically).
	
	

	1.1.13  Capture Person Contact and Identifier Information

In docket or register of actions, enter or associate name and contact information (and demographic information where applicable) for all persons involved in the case. (See also Indexing)
	
	

	1.1.14  Note Time-Sensitive Filing

Record if time-sensitive filing that requires rapid action (e.g., restraining order, stay request, ex-parte filing). Alerts and reminders should be auto-generated by the system and pushed to appropriate staff.
	
	

	1.1.15  Establish Relationships

Establish relationships and roles between persons, groups, service providers, courts, and the current and previous cases.
	
	

	1.1.16  Assign Access Security

Assign appropriate security information to the case file records, particularly those with data on juveniles, other minor children, or medical or sensitive family relationships.
	
	


1.2  Indexing

The indexing sub functions encompass both the creation of case index entries during case initiation and the use of the index throughout the life of a case. The indexxe "index" is created at case initiation and maintained throughout the life of a case. The overall purpose of an index is to allow users to accessxe "look up" cases or parties and view index information such as pleadings, dates of hearings, partyxe "party"’s namesxe "name", role in the case, and representativesxe "attorney"; case typexe "case type"; case numberxe "case number"; date filed; and a cross reference to other parties in the case (e.g., the parties named in the case title or style)xe "status"

xe "courtroom".  

	Sub function
	Response
	Comments

	1.2.1  Create Index 

Create and maintain locally-defined index that (1) contains at least index information on parties containing index information on cases either subordinate to or linked to persons (e.g., case type; case number, and other identifiers; date filed; and cross reference to other parties in case (e.g., other party named in case title or style)), (3) permits database look up by a choice of keys (e.g., party name, party role, case filed date range) and, if record found, (4) permits retrieval and display of index information, (5) permits easy interfaces with other parts of case processing system as noted below.
	
	

	1.2.2  Provide Index Search and Retrieval

Permit search and retrieval of index information by identifying a specific petitioner, or other party name, party role, case or party identifier, case filed date range, including wildcard searches. The sub function also should permit a user, after eliminating other cases or parties that satisfy original look-up, to obtain index information by selecting from list of matching cases or parties or by using search keys noted above (e.g., user requests list of parties named Smith, system returns list of Smiths, and allows user to select the desired Smith from list by clicking on proper line or entering proper keys).
	
	

	1.2.3  Provide Interface with Other Functions

Allow users easy (single) interfaces with other parts of system such as docketingxe "docket", scheduling, calendaringxe "calendar", accounting, and case support functions for, potentially, all related case and financialxe "financial" information (i.e., on specific case, “person data types”xe "attorneys"

xe "attorney" and on other cases related to specific “person data types”) and with the inquiry and report generation capabilities for more varied displays and reports.
	
	

	1.2.4  Provide Comprehensive Name Search

Permit namexe "name" search on various combinations of a person’s or party’s name (e.g., full name, last name only, part of first or last name, other options noted in Inquiry Section).
	
	

	1.2.5  Permit Multiple Attorney Linkage to Parties

If attorneys included in the name index,xe "index" allow multiple names and bar identifiers to be linked to multiple parties in the same case.
	
	

	1.2.6  Provide Index Updating Based on Events

Permit updating of indexxe "index" based on occurrence of specific case eventsxe "events" (e.g., motionsxe "motion" filed, dispositionsxe "disposition" decided).
	
	

	1.2.7  Report Index Information

Extract, printxe "print", or otherwise produce (with appropriate securityxe "security" restrictions) index information arranged according to various components of indexxe "index" (e.g., partyxe "party", case numberxe "case number", case statusxe "status") (see also Securityxe "Security").
	
	

	1.2.8  Retrieve Index Information by Participant

Retrieve basic index information on all cases associated with specific participant.
	
	


2. Docketingxe "Docketing" and Related Record Keeping Function

Description  The activities associated with entering information into the docket (or register of actions). Docket/register of actions entries are made during case initiation and subsequently throughout the duration of an active case. The docket contains basic case header information about the parties, and associated persons. The docket also includes a record of the receipt of documents, issuance of documents, and recording of future and past events such as hearings. Information is recorded as the case progresses and eventsxe "events" are completed. Some events may automatically triggerxe "trigger" an update to other case information in the docket. It is also desirable to have post-it note capability which may be posted on top of documents.

The docket or register of actions, which is arranged by filing date, is the primary chronological record of documents that have been filed and orders or judgments that arise from calendared matters during the life of a case. Within the context of these standards, docketing is a recording of concluded actions and is never anticipatory. The content of the docket entry of a completed event, however, may be anticipatory (e.g., docket entry that scheduling of a hearing has been completed, while the content of the entry says the hearing will occur in the future). 

From a computer systemxe "computer system" perspective, the docketxe "docket" is a logical entity and not a physical repository of information as in manual case processing. Recordkeeping related to the docket, therefore, refers to the computer’s ability to access, correlate, and manipulate records (e.g., code translation tables, case records, partyxe "party" records) in a manner that produces the required information on a given case and on cases that have a particular relationship to the given case.

Sub functions.  The Docketing and Related Recordkeeping sub functions are grouped into case header maintenance and event recording, data relationship maintenance, and input/output maintenance. 

2.1 Case Header Maintenance and Event Recording

The system creates the docket or register of actions using basic case information entered during case initiation and supplemented by subsequent user entries. Such information includes case typexe "case type", case category, case statusxe "status", case title or style, and other parties, and attorneysxe "attorneys"

xe "attorney". This header information is maintained and augmented throughout the active life of the case. However, the primary data entry that occurs as part of the docketing functions is to record case events (e.g., filings, hearing results, dispositions). While some events may trigger an update to the case information in the docket, event entries generally are not updated unless they have been entered incorrectly; subsequent events are entered separately. 

	Sub function
	Response
	Comments

	2.1.1  Maintain Basic Docket Information 

Provide access to, maintain, and supplement information originally entered during case initiation in docketxe "docket" or register of actionsxe "register of actions" including information on initial filingxe "initial filing" and basic case information.
	
	

	2.1.2  Maintain Person Related Information

Provide access to, maintain, and supplement information originally entered during case initiation for parties and other participants.
	
	

	2.1.3  Create Docket Entry for Events

Create docketxe "docket" entry and update case information based on occurrence of specific eventsxe "events" that can be completely or partially transferred from another function. (e.g. such as motions, or completed documents).
	
	

	2.1.4  Create Docket Entry for Electronic Documents

Create docket entry based on electronic documents distributed by other functions (e.g., notices, orders).
	
	

	2.1.5  Identify and Retrieve Electronic Documents

Permit user to identify and retrieve electronic documents either created by the administrative tribunal or received in electronic format by identifying them on each detailed list of docket events and easy display or printout of electronic document.
	
	

	2.1.6  Create Multiple Docket Entries from Single Event (Triggering)

Allow single event to create multiple docketxe "docket" entries (e.g., event is hearingxe "hearing"; docket entries are attorneyxe "attorney" withdrawalxe "withdrawal" and hearing results).
	
	

	2.1.7  Special Case Processing

Enter, maintain, and displayxe "display" or printxe "print" information on special case processing requirements or orders.
	
	

	2.1.8  Official Administrative Tribunal Record

Maintain case information as official tribunal record in accordance with state statutes and state and local rules.
	
	

	2.1.9  Simplify Entry of Multiple Filings

Allow easy data entry of multiple filings that apply to single case or related cases (e.g., consecutive entry of multiple pleadings for single case).
	
	


2.2 Data Relationship Maintenance

For single and multiple cases and persons, the system should maintain relationships between different type of information contained in the docketxe "docket" and inform users of cases, activities, parties, and other entities that would affect or be affected by the information at hand. The capability to establish and apply such relationships greatly assists users in entering and synchronizing data throughout the system.

	Sub function
	Response
	Comments

	2.2.1  Maintain Multiple Case-Related Persons

Maintain information on all (multiple) persons (parties, participants, and attorneys)xe "attorneys"

xe "attorney" in a case such as personal information, relationship, statusxe "status" including dismissals, current addresses, addressxe "address" histories, voice and facsimile telephone numbers, e-mail addresses.
	
	

	2.2.2  Maintain Multiple Case Relationships

Maintain, or be able to construct in a manner that requires minimal user action, information and relationships on multiple cases, judgesxe "judges",xe "judge" attorneysxe "attorneys",xe "attorney" and parties (e.g., designate lead attorney, transfer group of cases or parties from one judge or hearing date to another in single transaction).
	
	

	2.2.3  Maintain Historical Addresses

Maintain multiple current and historical addresses, with beginning and ending dates and address sources for each party, participant, and attorney in individual and related cases.
	
	

	2.2.4  Minimize Redundant Data Entry 

Allow for information to be entered once and automatically apply to multiple cases or participants. The application provides a means to minimize redundant or duplicate data entry.
	
	

	2.2.5  Maintain Attorney Information in Relation to the Case

Enter, change, or withdraw attorneysxe "attorneys"

xe "attorney" for specific cases (or groups of cases) or parties (or groups of parties) with dates when active and inactive.
	
	

	2.2.6  Maintain Attorney and Party Affiliation Information

Maintain information on law firms, prosecutors, and associate attorneys and firms (e.g., to permit mail to be sent to each attorney in a firm, to list all cases being handled by a specific firm or attorney).
	
	

	2.2.7  Display and Maintain Data Relationships

Link and display or produce reports on relationships of specific cases, judge, attorneys, parties, participants, and organizations to allow the system to define, redefine, and modify relationships and reassign linkages as required.
	
	

	2.2.8  Permit Authorized Docket Deletions

Permit, with proper authorization (e.g., supervisor approval), deletion of specific docketxe "docket" entries and all related data (e.g., deletion of pleading and fee information causes related docket and accounting information, where applicable, to be deleted).
	
	

	2.2.9  Apply Change to Multiple Dockets

Apply a specific change to multiple docketsxe "dockets"

xe "docket", parts of dockets, or groups of cases as if they were a single docket or case (e.g., correction of fee entry causes fee distribution amounts to be modified, change of Judge Smith’s courtroomxe "courtroom" causes all records containing old courtroom assignment number to be changed to new courtroom assignment number, transfer group of cases to new judgexe "judge" when former judge retires or conflict arises, transfer group of cases to another division).
	
	

	2.2.10  Link Related Docket Entries

Link and displayxe "display" information on docketxe "docket" entries for eventsxe "events" related to current docket entry (e.g., when respondent files motion that opposes previously filed motion of petitioner, respondent’s motionxe "motion" would be linked to original petitioner’s motion filed and new motion filed would be linked to all pending motions in case with information displayed on who filed motions, factors involved, and pending decisions).
	
	


2.3 Input/Output Management

This group of utility-type sub functions supports input to and output from docketing and other functions. These sub functions provide or enable many capabilities, including code translation tables, user promptsxe "prompts", workstation usage records, docketxe "docket" displays, and input templates for standard administrative tribunal documents.

	Sub function
	Response
	Comments

	2.3.1  Maintain Code Translation Tables  

Maintain and properly use code translation tables defined by user (see also List of Code Translation Tables).
	
	

	2.3.2  Provide Code Prompts

Provide promptsxe "prompts" to help users (e.g., list of codes and translations that apply to data entryxe "data entry" situation that currently confronts user, updates required in cases related to case being updated).
	
	

	2.3.3  Provide Case Views

Produce information on xe "print"

xe "display"all, part, or summaries (i.e., “Views”) of docketxe "docket"(s) (e.g., eventsxe "events" in register of actionsxe "register of actions", some participants, families or groups, summaries of judgmentxe "judgment" information, case age) for specific case or group of cases and for life of case or specific date range in chronological or reverse chronological order (see Management and Statistical Reporting Function)
	
	

	2.3.4  Provide Data Entry Audit Trail

Create, maintain, and output (according to user specified criteria, such as selected workstation(s) or selected case(s)), audit trail identifying persons who requested or made docket and other entries and when they requested or made entries (highlighting when filing occurred if filing and entry dates different).
	
	

	2.3.5  Support Electronic Filing 

Support electronic filing of pleadings and other documents.
	
	

	2.3.6  Provide and Maintain Input Templates

Maintain file of input templates available to users to create input documents and, as necessary, associated cover sheets (for use when pleadingsxe "pleadings" are filed electronically) and relate each template to tribunal event(s) (e.g., to correlate templates with events and to allow details of specific electronically filed complaint to be inserted into “boilerplate” text of complaint form for hard copy printout).
	
	

	2.3.7  Maintain Judge Assignment History

Maintain and printxe "print" or displayxe "display" history of changes in judgexe "judge" assignment including those by challenges (e.g., preemptory challenge) and showing present and former judges and reasons for change.
	
	

	2.3.8  Maintain Attorney Assignment History

Maintain and printxe "print" or displayxe "display" history of attorney changes for specific case, or party with reasons for the change.
	
	

	2.3.9  Provide Data Validation Edit Checks

Provide instructions (e.g., tutorials) and automatic data validation edits for using input templates, such as proper format for a date and valid relationship of data field to other data (e.g., attempt to schedule hearing for cases with open warrants and other served documents).
	
	

	2.3.10  Display Template Forms

Provide capability to print or display template forms with and without entered data.
	
	


3. Schedulingxe "Scheduling" Function

Description.  The activities associated with scheduling upcoming eventsxe "events", maintaining and displaying information on scheduled eventsxe "scheduled events"

xe "scheduled event", and monitoring adherence to schedules. Schedulingxe "Scheduling" contrasts with docketingxe "docket" in that scheduling addresses events that are not calendared (i.e., placed on a calendar for judicial hearing or other review) and have not occurred, while docketing addresses completed activities.

Sub functions.  Within the Scheduling Function, the sub functions are grouped into schedule creation, person and resource assignment, schedule and case management, and ticklers and other user alerts and prompts.

3.1 Schedule Creation

Before considering the people and other resources that will serve as the foundation for schedules, guidelines must be established for determining what to schedulexe "schedule", what conditions triggerxe "trigger" scheduling, and how to schedule multiple entities (e.g., eventsxe "events", parties, cases) that relate to each other. The automatic schedule function must use pre-defined business rules and work in concert with the Person and Resource Assignment as well as the Tickler and Task functions described in sections 3.2 and 3.3.

	Sub function
	Response
	Comments

	3.1.1  Schedule Events 

Schedulexe "schedule" eventsxe "events" and groups of events according to statutory and tribunal mandated time standards for cases.
	
	

	3.1.2  Initiate Future Events

Initiate schedule of future events based on event entry or occurrence of prior events using system-defined business rules.
	
	

	3.1.3  Multiple Cases and Events 
Allow multiple cases and eventsxe "events" to have same scheduled date and time.
	
	

	3.1.4  Schedule Groups of Related Cases

Schedule groups of related cases as if group were a single case.
	
	

	3.1.5  Schedule Maximum Number of Cases

Schedule maximum number of cases for specific, user-specified time interval by event (e.g., hearing) type, judge, and other criteria.
	
	

	3.1.6  Identify and Manage Scheduling Conflicts

Identify, display, and suggest resolutions to scheduling conflicts, allowing user overrides and rescheduling with appropriate security and data integrity.
	
	

	3.1.7  Provide Manual Schedule Override

Provide manual override to automatic scheduling to allow user to substitute deadlines for specific situations, exceed maximum number of cases for specific time interval, and schedule events at times other than those set automatically.
	
	

	3.1.8  Provide Manual Override Utilities

Provide utilities to assist user in manual schedule overrides or changes for specific cases and event(s) (e.g., by allowing user to enter event type, start date, and duration; by displaying allowable completion dates, open time slots, and time periods allotted to various case processing stages; and by adjusting open time slots to reflect manual schedule entries).
	
	

	3.1.9  Modify Related Records upon Schedule Change

When schedules change, modify records of all related parties, participants, calendars, docket entries, and other data and functions.
	
	

	3.1.10  Apply Schedule Change to Multiple Schedules

Apply specific change (e.g., reschedule cases to be heard by judgexe "judge" who is unavailable to appear in court when scheduled, cancel future events when case dismissed) to multiple schedules for group of cases as if group were a single case.
	
	

	3.1.11  Display Other Future Events

During manual scheduling and rescheduling display other future events for that case.
	
	

	3.1.12  Permit Special Requirements Designation

Permit users to designate cases with special scheduling requirements (e.g., interpreter, disabilities).
	
	

	3.1.13  Provide Audit Trail of Schedule Overrides

Record pertinent information regarding schedule overrides or changes (e.g., initiator, date, reason).
	
	

	3.1.14  Relate Scheduled Events

Provide ability to relate scheduled event to actuating filing or prior event.
	
	


3.2 Person and Resource Assignment

This section covers assignment of the proper people (e.g., judges, attorneys, parties, participants) and resources (e.g., court or meeting room) to create reliable schedules. Short of full automation, the computer could assist the user in manual assignment by displaying the requisite information.

	Sub function
	Response
	Comments

	3.2.1  Maintain Availability Information 

Maintain availability information on “person data types”, court facilities, and other scheduling factors.
	
	

	3.2.2  Consider Availability During Scheduling

When creating schedules, consider (1) availability of judgesxe "judges"

xe "judge", attorneysxe "attorneys"

xe "attorney", parties, participants, and court facilities; (2) weekends, holidays, and other days generally unavailable for court activities (e.g., training, retreats, judicial conferences) and days when specific individuals are unavailable; (3) scheduling conflicts to extent information is in system but allow manual scheduling at user discretion in spite of conflicts (e.g., conflicts due to judicial absences, attorney vacations, etc.).
	
	

	3.2.3  Relate Judges and Staff to Facilities and Administrative Tribunal Organization 

Relate individual judges or groups of judges and tribunal staff to circuit and county assignment, courtrooms, locations, and departments from a global list.
	
	

	3.2.4  Assign Judges to Case Management Tracks

Assign individual judges to case management tracks over permissible assignment time frames or for individual events (e.g., in court with rotating judge assignments).
	
	

	3.2.5  Relate Judges to Staff 

Relate individual judges, to administrative tribunal staff. 
	
	

	3.2.6  Provide Automatic Case Assignment 

Assign and reassign individual and groups of judgesxe "judges"

xe "judge"  using one or more of the following methods: randomly, according to predefined rules (e.g., by case category, by case statusxe "status", by hearingxe "hearing" type, by judge rotation policies, by judge caseloadxe "caseload" balancing policies), according to existence of specific conditions (e.g., conflict of interestxe "interest", disqualification), according to dates and times specific judges available to hear specific matters (e.g., motionsxe "motion" on Wednesday afternoon).
	
	

	3.2.7  List Cases Waiting to be Scheduled 

Maintain waiting list of cases to be scheduled for specific date, date range, judgexe "judge"  hearing location, case typexe "courtroom", and other entities.
	
	

	3.2.8  Assign Related Cases 

Assign related cases, as designated by user, to same judgexe "judge" and group together on schedulexe "schedule" (e.g., multiple complaintsxe "complaints" regarding same problem or person).
	
	

	3.2.9  Group Case Reassignments 

Reassign individual or group of cases from one judge  to another as if group were single case (e.g., judge retires or is otherwise unavailable)
	
	

	3.2.10  Permit Manual Assignment Override 

Allow manual person and resource assignment or override for any automatic assignment.
	
	


3.3 Schedule and Case Management

The case processing system must provide highly flexible, user-defined outputs of scheduling information in various groups (e.g., by day, judge, hearing location, case type).

	Sub function
	Response
	Comments

	3.3.1  Produce and Display Schedules 

Produce upon user request (including ability to reproduce, redisplay, or reprint) schedules for various events, hearing types, dates, and facilities upon user request (e.g., judge’sxe "judges"

xe "judge" calendar by day).
	
	

	3.3.2  Output Schedules for Case Participants 

Print or displayxe "display" schedules for various persons (e.g., judgesxe "judges"

xe "judge"

xe "attorneys"

xe "attorney" and parties), event and hearing types, dates, and facilities for each time interval within specific period.
	
	

	3.3.3  Produce Schedule of Cases with Action Pending 

Create, maintain, and output schedule that shows all cases with action pending within specific date range and update this schedule when pending actions completed.
	
	

	3.3.4  Generate Docket Entry from Scheduled and Completed Events 

Generate docketxe "docket" entry based on scheduled and completed eventsxe "events" as appropriate (see Docketingxe "Docketing" and Related Record Keeping Function).
	
	

	3.3.5  Docket Completed Events 

Enter completed eventsxe "events" noted on calendar into docketxe "docket" as noted in Docketingxe "Docketing" and Related Recordkeeping Function.
	
	

	3.3.6  Support Differentiated Case Management

Support differentiated case management methodsxe "case management" (e.g., schedulexe "schedule" eventsxe "events" within various sets of differential case management rules).
	
	

	3.3.7  Track Conformance to Time Standards

Track conformance to time standards including modifications, overrides, and suspension of time counting under certain conditions and could include modifications and overrides such as moving from one case managementxe "case management" track to another, overriding requirement that response due in 30 days and manually entering 60 days).
	
	

	3.3.8  Include Case Age in Displays 

Include case age with any display of case status or adherence to schedules (e.g., tracking conformance to time standards).
	
	

	3.3.9  Report Nonconformance to Time Standards

Provide mandatory exception reporting when scheduled events and groups of events do not conform to statutory and local mandated time standards and other established guidelines.
	
	

	3.3.10  Track Schedule Modifications

Track and output schedule modifications (e.g., judge or courtroom reassignments) over specific period.
	
	


3.3 Ticklers, Task Lists, and Other User Alerts and Prompts

The system should generate ticklersxe "ticklers", task lists, alertsxe "alerts", and promptsxe "prompts" to inform users (including individual users and workgroups) of impending or expired schedulexe "schedule" deadlines, of completed schedule eventsxe "events", of cases with no scheduled "next event", and of required scheduling actions that relate to the current activity.

	Sub function
	Response
	Comments

	3.4.1  Provide Tickler Capability 

Provide tickler capability based on schedules and statutory requirements: identify eventsxe "events" coming due or overdue, periods about to expire or expired. 
	
	

	3.4.2  Provide Visual Reinforcement

Provide user-activated or -deactivated visual reinforcement (e.g., flashing text, colors on screen, or computer icon) to ensure user sees tickler message.
	
	

	3.4.3  Provide User Control of Tickler

Allow users to define structure, content, frequency, and intrusiveness of ticklers, alerts, and prompts.
	
	

	3.4.4  Report Due Events

Generate reportxe "report" or displayxe "display" that lists all eventsxe "events" due on specific date or date range sorted by date, event, or other criteria. 
	
	

	3.4.5  Alert User to Non-Public Record

Generate alert when displaying cases or portions of cases that are not public record or otherwise require user notification.
	
	

	3.4.6  Alert User to Unavailable Scheduling Factors

Generate alert when judgesxe "judges"

xe "judge", other judicial officers, attorneysxe "attorneys",xe "attorney" parties, participants, court facilities, and other scheduling factors unavailable.
	
	

	3.4.7  Identify Completed Events

Identify completed events (i.e., all tasks associated with multi-task event must be complete for event to be complete) and prompt users when further action required.
	
	

	3.4.8  Prompt Related Case Scheduling

Prompt user to schedule pre-defined related cases and prerequisite events (see Case Initiation and Indexing Function and Docketing and Related Record keeping Function in which relationships are defined to system—some automatically and some manually).
	
	

	3.4.9  Alert User to Maximum Events

Generate alert when approaching maximum number of eventsxe "events" normally permitted on schedulexe "schedule" (e.g., based on differential case managementxe "case management" category, case typexe "case type", case category) (see also List of Code Translation Tables).
	
	

	3.4.10  Alert User to No Next Event

Alert clerk when case filed or displaying pending cases with no scheduled next event.
	
	

	3.4.11  Provide Supervisor Control of Alerts

Allow supervisor at appropriate level to turn alerts on and off.
	
	

	3.4.12  Provide Defined Action or Inaction Alerts

Generate alerts for defined actions or inactions (e.g., when an error is made such as when a pleading is submitted for a closed case or when the event does not comply with system processes).
	
	


4. Document Generation and Processingxe "Document Generation and Processing" Function 

Description.  The activities associated with generating, distributing, and tracking documents that notify persons of past and upcoming eventsxe "events" and other administrative tribunal actions. The categories of documents in this section are xe "method of service"

xe "complaints"(1) those that are given or sent by mail to litigantsxe "litigants" with a proof or certificate of service such as noticesxe "notice" and lettersxe "letters"; and (2) those that are sent with no proof of service or used internally such as forms, letters, and brief reports (as opposed to more lengthy and complex documents described in the Management and Statistical Reports Function or produced by word processing).

Sub functions.  The sub functions within the Document Generation and Processing Function are grouped into document generation and document utilities.

4.1 Document Generation

	Sub function
	Response
	Comments

	4.1.1  Generate Notices or Electronic Acknowledgments 

Generate noticesxe "notice" or electronic acknowledgments and notify appropriate parties that filings,xe "filing" pleadingsxe "pleadings", and other documents received and accepted, particularly when a document is filed electronically (see also Multifunction Capabilities and Integration and Casexe "Case" Initiation and Indexing Function).
	
	

	4.1.2  Provide Event Triggered Document Creation

Create documents (e.g., notices and orders) triggered by specific event (e.g., hearing scheduled, conference rescheduled, case dismissed, ).
	
	

	4.1.3  Generate Miscellaneous Documents

Generate miscellaneous documents (e.g., for re-scheduled and canceled eventsxe "events", and other types of forms).
	
	

	4.1.4  Create Special Notices

Create special notices (e.g., judge reassignment, courtroom change, attorney change, schedule change, notices to non-participants, other courtesy notices) when requested.
	
	

	4.1.5  Consolidate Notices

In cases with multiple active parties, generate single noticexe "notice" for attorneyxe "attorney" who represents multiple parties.
	
	

	4.1.6  Provide Flexible Document Printing

Printxe "print" documents individually (including ability to reprint) or in batches in local courts or central location as scheduled (see event driven systems) or when requested.
	
	

	4.1.7  Include All Parties on Notices

In cases with multiple active parties, show names and primary (e.g., as designated by party or attorney) addresses of all other active parties and attorneysxe "attorneys"

xe "attorney" on noticexe "notice" to specific active party,xe "party" and show names and primary addresses of all active parties on file copy of notice.
	
	

	4.1.8  Distribute Documents Electronically

Distribute documents electronically (e.g., notices and other documents to parties and attorneys;  and other documents to be entered in docket) in accordance with state and local statutes, rules, and procedures (see Multi-Function Capabilities and Integration and Docketing and Related Record keeping and Security and Data Integrity functions).
	
	

	4.1.9  Provide Group Document Processing

Perform document generation, print, and distribution functions for group of related cases as if group were single case.
	
	

	4.1.10  Suppress Printing of Confidential Information

Suppress or exclude user-designated confidential information in documents (e.g., mask out confidential addresses for notices sent to specific persons) (see also Security Function).
	
	

	4.1.11  Override Recipient Selection

Allow user to designate or override computer selection of recipients of the above documents. 
	
	

	4.1.12  Track Document Service 

Record pertinent information regarding all documents sent  xe "method of service"

xe "date of service"

xe "return of service"

xe "events"

xe "status" (see also Docketing and Related Recordkeeping Function).
	
	


4.2 Document Utilities

This group of sub functions includes various system utilities that support document generation, processing, and receiptxe "document generation" such as output templates (i.e., forms—that xe "forms"may be imaged to permit court sealsxe "seals" and signatures—into xe "signatures"which text can be inserted), standard text (e.g., "boilerplate" text used in many documents), and recipients for specific documents. These utilities may be used to generate documents in conjunction with or as an alternative to building a completely new document each time using program logic and user- or system-supplied parameters.

	Sub function
	Response
	Comments

	4.2.1  Support Output Templates and Standard Text 

In conjunction with Docketingxe "Docketing" and Related Recordkeeping Function, allow users to create and maintain files of output templates and standard text, including entire paragraphs, and use files to (1) create official administrative tribunal documents by inserting text into templates (e.g., notices with text and images of administrative tribunal sealsxe "seals" and signaturesxe "signatures") and (2) create other documents consisting of only text (e.g., some types of notices)xe "notice".
	
	

	4.2.2  Relate Templates to Administrative Tribunal Events

Relate each output template and text noted above to document(s) and administrative tribunal event(s) for which they are used.
	
	

	4.2.3  Maintain Standard Text Files and Relate to Events

Maintain files of standard text and use to create entire documents or to insert text into “boilerplate” administrative tribunal formsxe "forms"; relate each group of text to document(s) and administrative tribunal event(s) in which they are used (same as the above sub-function,xe "subfunction" except there are no output templates, which would necessitate imagingxe "imaging").
	
	

	4.2.4  Provide Address Information Interface

Provide capability to enter, store, and retrieve postal and electronic mail address (and other information pertaining to), all “person data types”xe "attorneys"

xe "attorney" who should receive specific documents from various locations in system and databasexe "database" as if, from user perspective, they were in same record.
	
	

	4.2.5  Provide Document Workflow Tracking Information

Record and report the status of pertinent information regarding all documents sent or served and track document service and follow-up activities including, date of receipt, failed delivery, re-delivery if necessary, any other events, and status information.
	
	

	4.2.6  Create and Support Electronic Forms and Documents

Create electronic forms and other documents noted above; distribute documents and receive responses (e.g., return of service) electronically (see Multi-Function Capabilities and Integration).
	
	

	4.2.7  Override Document Entries

Provide ability to override document entries made using the templates and standard text noted above.
	
	

	4.2.8  Provide Templates and Word Processing Integration

Provide ability to create customized templates and integrate with user defined word processing packages.
	
	


5. Calendaringxe "Calendaring" Function 

Description.  The calendaring function includes the creation, maintenance, and, in some instances (e.g., electronic), distribution of administrative tribunal calendars for each type of hearings and conferences. Calendaring, therefore, encompasses all proceedings in which arguments, witnesses, and evidence are considered by a judge, or other judicial officer in administrative tribunal events such as hearings, pre-hearing conferences, and hearings on motions. 

Hearingxe "Hearing" schedules (see Schedulingxe "Scheduling" Function) provide the source information for administrative tribunal calendarsxe "calendar". The Calendaringxe "Calendaring" Function creates calendars by accepting schedulexe "schedule" information, combining it with information from other functions (e.g., basic case information from the Docketingxe "Docketing" and Related Recordkeeping Function, judges’xe "judges"

xe "judge" notes), and arranging the information into the calendar format. As the hearingxe "hearing" date approaches, users maintain calendars by entering changes (e.g., add witnessesxe "witness", change attorneysxe "attorneys"

xe "attorney", return to scheduling because case continued) and generate calendars (usually by printout) for distribution.

Sub functions.  The limited number of calendaring sub functions are not grouped but are all contained in the table below. Responses must be accordance with any mandatory requirements. (See Section 2.0)

	Sub function
	Response
	Comments

	5.1  Create, Generate, and Maintain Calendars 

Create, generate, and maintain calendarsxe "calendar" and incorporate calendar addenda specifically identifying calendar addenda -- based on scheduling information (see Schedulingxe "Scheduling" Function) -- for each type of hearing for specific periods (e.g., daily, weekly, monthly) and according to various criteria (e.g., judge,xe "judge" date, time, case typexe "case type", case category, hearing reason, other elements of calendar profiles).
	
	

	5.2  Provide Calendar Presentation Flexibility

Provide flexibility with respect to calendar content and format (e.g., case or detention status shown with calendar).
	
	

	5.3  Produce Batch and Individual Calendars

Producexe "print" calendarsxe "calendar" individually (e.g., for a judgexe "judge" or courtroomxe "courtroom") or by batch (e.g., for posting throughout hearing facility) according to various criteria including date, judge, or courtroom.
	
	

	5.4  Provide Calendar Printing Flexibility

Print calendars and related outputs individually or in groups in multiple locations or central location.
	
	

	5.5  Produce Summary Calendars

Produce summary calendar information view for a given person, location, or event (e.g., for use in hearing roomxe "courtroom" giving case numberxe "case number", hearingxe "hearing" type, case title or style, hearing date and time, judge, related events or individuals, and other essential information from calendar) and provide interface to other parts of system to access other types of information (e.g., on related cases or participants) (see Management and Statistical Reporting Function).
	
	

	5.6  Include Nature of Proceeding on Calendar

Record and output nature of proceeding for each case on calendar (e.g., motion to dismiss, evidentiary hearing )
	
	

	5.7  Facilitate Viewing Calendar Supporting Information

Transfer easily and quickly between scheduling, calendaring, and other parts of system when creating calendars (e.g., to view information on related cases, parties, participants).
	
	

	5.8  Provide Calendar Notes Capabilities

Create and maintain judge and other user notes (i.e., notes and comments for use with the specific judge’s or other user’s calendar) for user's viewing only in accordance with local rules and statutes (see Security and Data Integrity Function).
	
	

	5.9  Distribute Calendars Electronically

Distribute calendarsxe "calendar" electronically and to the public on the Internet where allowed by rule.
	
	

	5.10  Suppress User-Designated Information

Suppress inclusion of user-designated confidential information in calendars (e.g., mask out information, such as juvenile name) (see Security and Data Integrity Function).
	
	

	5.11  Produce Related Calendar Support Information

Create for output, with calendar, summary of user-designated past and future scheduled events, docket events, or related cases and persons.
	
	

	5.12  Block Move Cases

Provide ability to move blocks of cases or user-selected cases between calendars.
	
	


6. Hearingsxe "Hearings" Function 

Description.  The activities associated with reaching a decision in calendared events, recording the results of these events, and notifying the appropriate persons of administrative tribunal decisions. In the context of this document, calendared events include all proceedings in which arguments, witnesses, evidence and exhibits are heard and examined by a judge.

Sub functions.  The sub functions in the table below are common to most types of hearings.

	Sub function
	Response
	Comments

	6.1  Provide Multi-Case Minute Entries 

Provide for minutexe "minute entries" entry suitable for multiple-case situations using one of methods noted below.
	
	

	6.2  Provide User-Defined Minutes Format

Provide user-defined format for real-time, in-court entry of minutes and entry of minutes after judicial proceedings.
	
	

	6.3  Generate Manual Recording Worksheet

Create document suitable for manually recording minutes (e.g., worksheet, check-off list, working calendar).
	
	

	6.4  Provide Entry and Production of Minutes from Worksheets

Enter, store, and displayxe "display" or printxe "print" minutes recorded on calendar or worksheet.
	
	

	6.5  Capture Minute Orders

Enter, store, document, and display or print (batch or individually) preliminary and final  orders, according to administrative tribunal rules (see also List of Code Translation Tables).
	
	

	6.6  Provide Real-Time Minute Entry

Provide edits and prompts with real-time minute entry capability (see Scheduling and Security and Data Integrity functions).
	
	

	6.7  Create Administrative Tribunal Orders

Create and print (including ability to reprint) administrative tribunal orders resulting from hearingsxe "hearing" and other judicial proceedings in real-time.
	
	

	6.8  Distribute Administrative Tribunal Orders Electronically

Electronically distribute administrative tribunal orders resulting from hearingsxe "hearing" and other judicial eventsxe "events" externally (i.e., outside the administrative tribunal) and internally for entry into the docket.
	
	

	6.9  Distribute Administrative Tribunal Orders Using Participant’s Preference

Distribute administrative tribunal orders resulting from hearings and other judicial proceedings based upon participant's preference (e.g., mail, fax, email) if multiple distribution methods are available.
	
	

	6.10  Provide Minutes Interface to Update Docket and Other System Records

Use information captured in administrative tribunal proceedings (e.g., information on judgments, withdrawals,, continuances, and dispositions) to update records on cases, parties, and other persons, and pleadings throughout system (e.g., working with Docketing and Related Record Keeping Function for docket updates, Scheduling Function for rescheduling of hearing, Document Generation and Processing Function for notice creation, Calendaring Function to place on future calendar when scheduled, Accounting functions for monetary judgment data, and other functions). (See also Integration Between Functions in Multi-Function Capabilities and Integration).
	
	

	6.11  Schedule Subsequent Events

Schedule subsequent events (e.g., motion hearing or reconsideration hearing) on-line (see Scheduling Function) in courtroom.
	
	

	6.12  Support Templates and Word Processing Interface

Employ output templates, standard text, and user-supplied text analogously to methodology described in Document Generation and Processing Function.
	
	


7. Dispositionxe "Disposition" Function 

Description.  The activities associated with disposing a case, parties, or issues in a case, including any type of dispositionxe "disposition" resulting from an administrative tribunal decision after hearing.xe "trial"
	Sub function
	Response
	Comments

	7.1  Record Disposition 

Record disposition for the entire case and details for individuals, families, and/or multiple issues, individual parties, multiple and/or cross referenced cases, and cross petitions.
	
	

	7.2  Process Disposition Information

Process information (e.g., update docketxe "docket" and other records, if not updated automatically as noted below, through Docketingxe "Docketing" and Related Recordkeeping Function) and produce documents.
	
	

	7.3  Distribute Disposition Documents Externally

Distribute dispositionxe "disposition" documents noted above electronically to recipients external to administrative tribunal in accordance with state and local statutes, rules, or procedures.
	
	

	7.4  Maintain Decision, and Closure Information

Maintain and produce closure, and other information thatxe "disposition"

xe "judgment" shows, for each case Decisions and subsequent Orders including Judgments on appeal, reason for closure, and date of case file transmittal to Referring Agency.
	
	

	7.6  Update Group as if Single Case

Update each case in group of disposed cases as if group were single case (see also Docketing and Related Recordkeeping Function).
	
	

	7.7  Process Post-Judgment Activities and Generate Documents

Process information and produce documents on post-judgmentxe "judgment" activities. (e.g., remand for reconsideration)
	
	

	7.8  Maintain Decision Indexes

Create, display or printxe "print", and maintain separate Decisionxe "judgment" indexes that show original and subsequent judgmentsxe "judgments" (e.g., containing judgment entry and expiration dates, amounts, modifications, satisfactions, judge or other judicial officer) by case and partyxe "party".
	
	


8. Casexe "Case" Closing Function 

Description.  The activities associated with final closure of a case (i.e., case statusxe "status" becomes "closed"). These activities may be part of case dispositionxe "disposition"; however, this document addresses the Casexe "Case" Close Function separately from the Dispositionxe "Disposition" Function to accommodate the instances when the two functions are separate (e.g., due to agency policy or rule such as a notice of satisfaction being filed). 

Sub functions.  The sub functions associated with the Case Closing Function are described in the table below.

	Sub function
	Response
	Comments

	8.1  Record Reason for Closure 

Receive information from Dispositionxe "Disposition" Function and record or prompt for reason for closure. 
	
	

	8.2  Coordinate Consolidated Cases

Establish cross references and adjust identifiers between consolidated cases for docketing,xe "docket" scheduling, noticexe "notice" generation, and other functions.
	
	

	8.3  Close Case

Close case automatically based upon occurrence of predetermined event rules such as the issuance of written decision, generation of invoice.


	
	

	8.4 Generate Case Closure Reports.  

Generate overall case closure reportsxe "reports"

xe "report" (e.g., cases closed over specific period with reason closed and other information such as time expended, date of case file transmittal to Referring Agency or appellate review entity)..
	
	

	8.5  Reopen Closed Cases

Provide the ability to reopen a previously closed case. (e.g. upon remand from appellate entity, or upon motion for reconsideration)
	
	


9. General Accounting Function  

The function should allow for recording of judges’ time and travel expenses, and other incidental expenditure for billable casetypes.  The system should be able to generate reports for billable cases based various criteria (e.g. agency, casetypes, FY, date range, by judge etc.). 
	Sub function
	Response
	Comments

	9.1  Billable Case Notification

Automatically generate email notice to staff when a billable case is closed. This may be based upon predetermined event rules such as the issuance of written decision, generation of invoice or prompt for reason for closure. 
	
	

	9.2  Billable Invoice

Automatically generate bills based on a predefined billing rate differentiated by agency and case type.  Should be able to generate individual invoices by case or combined invoice by agency and case type.
	
	

	9.3  Billable Reports

Ability to generate monthly, quarterly, and yearly billing reports by agency, case type, etc.


	
	


10. File, Document, and Property Management Functions
Description.  The activities associated with (1) creating, storing, managing, tracking, archivingxe "archiving", and transmitting manual, electronic, and imaged case files; (2) managing electronic and imaged documents; and (3) receiving, tracking, scanning and transmitting exhibitsxe "exhibit" xe "property"submitted to the administrative tribunal relative to each case 

Sub functions.  The sub functions are grouped into file tracking, file archival and transmittal, reporting and utility, document management, and exhibit management.

10.1. Electronic Filing 

The following describes the general functional requirements that the Administrative Tribunal has identified to be necessary for electronic document filing (E-filing) for the new system.  

	Sub function
	Response
	Comments

	10.1.1. Internet Presence

The e-filing system should be available through a secure SSL server on the Internet.  Parties should be able to file query and dismiss their cases.  The Administrative Tribunal should be able to post and/or link to additional information to assist parties
	
	

	10.1.2 User Registration

The E-filing system shall have the ability to register potential E-filers and allow them to create username/password authentication with notification E-mail address.  The OSAH will then review potential E-filers and if approved, provide the access rights to enable e-filing of documents with the Administrative Tribunal.
	
	

	10.1.3 Browser Forms Interface & XML

The OSAH requires the proposed system allow Referring Agency filers the ability to complete the appropriate case referral Form I offline and then, login, select the case number or create a new matter and then, browse and attach the form or other documents as required by the case.  Java, ASP, AJAX, or similar technology is acceptable to achieve a desired level of interactivity.  The vendor shall also create all necessary XML Schema and markup the form with tags for future use by the Administrative Tribunal.  It is expected that the form interface will provide the filer with considerable online assistance.  The Administrative Tribunal will provide guidance as to the help text that should be made available.  


	
	

	10.1.4 Case Management System Interface

The system shall be able to automatically enter documents into the case management system.  It will also have the option of allowing for either direct automatic entry or, OSAH staff review before entry of the document and identifying information into the case management system.
	
	

	10.1.5 Forms

The OSAH currently has all of their case referral Form I available in Microsoft Word and PDF formats.  The selected vendor will work with these forms to reduce or eliminate data entry in the case management system via the E-filing subsystem.
	
	

	10.1.6 Filing Withdrawal

The E-filing system will have the capability for the filer to request that a submission be withdrawn.
	
	

	10.1.7  Confirmation

The system will have the ability to respond to the filer with a confirmation E-mail message containing the case and tracking number.
	
	

	10.1.8 Query System

All parties should be able to query the system to determine the status of their case or cases based upon individual or group identification information.
	
	


10.2 Document Management

The Administrative Tribunal desires a complete electronic document file solution to be integrated into the case management functionality.  Therefore the electronic document file must be able to function in accordance with state rules governing record retention, the case records must be identified when they are created at case initiation; stored as active, inactive, and archived files as they progress through their life cycle; and tracked until they are moved offline and/or transmitted to the Referring Agency. 

Document management addresses the basic document management capabilities for electronic and imaged documents (with the proviso that these standards do not assume an imaging capability) received from sources such as electronic filing, the Internet, local or remote scanners or facsimile machines, and case processing and word processing systems. The documents include forms, letters, exhibits, and audio recordings and brief reports described in the Document Generation and Processing Function. Document management capabilities must exist either in the case processing system or in a separate document management system that interfaces with the case processing system. The capabilities shown in the table are in addition to those noted in the File Tracking and the File Archival and Destruction sections of this function and in the Document Generation and Processing Function and Security Function.

	Sub function
	Response
	Comments

	10.2.1 E-Filing Interface

The ability to accept and docket electronic documents submitted through the Agency’s E-filing interface.
	
	

	10.2.2 Scanning

The ability to accept and docket scanned documents.


	
	

	10.2.3 Indexing and Retrieval of Digital Recordings

Ability to accept and link digital recordings to case file.  Support retrieval and playback of recordings without having to exit the system.
	
	

	10.2.4 Generate and Display Indicators for Electronic Files

The ability to automatically generate indicators in the case management event entry to denote that an electronic document is available.
	
	

	10.2.5 Support Input, Output, Storage, and Selective Retrieval of Documents 

Support input, output, storage (including indexing or an equivalent capability), and search and retrieval of individual and multiple electronic and imaged documents based on user-defined criteria (e.g., by case number or date range).
	
	

	10.2.6 Support Direct Document Retrieval

Support retrieval of specific document directly from other parts of system (e.g., docket) without intermediate steps (e.g., without scrolling through document list to select given document).
	
	

	10.2.7 Document Security

Ability to secure electronic documents through encryption and user based access control.
	
	

	10.2.8 Security Indicators for Electronic Files

The system should provide and generate indicators (such as a color coded icon) to indicate restricted-access files (those case files or documents containing confidential information) on electronic files.
	
	

	10.2.9 Provide Toggle Between Documents

Provide capability to toggle between views of several different documents.
	
	

	10.2.10 Support Manipulation and Maintenance of Electronic or Imaged Documents

Support manipulation and maintenance of electronic or imaged documents (e.g., to produce documents that include parts of several electronic or imaged documents; see also Document Generation and Processing Function).
	
	

	10.2.11 Portable Electronic Folder 

Support for creation of an electronic folder containing the case documents for judge’s laptop computers including check out of electronic file from the main system for remote hearings and synchronization when the laptop is reconnected.
	
	

	10.2.12 Electronic Folder 

Ability to create a complete electronic folder of all case records and documents that can be sent to the Referring Agency, or the reviewing appellate entity.
	
	

	10.2.13 Maintain Location for Online and Electronic Archived Files

Maintain location and date of transmittal to Referring Agency (e.g. storage facility, location in facility, disk or reel number, and location on disk or reel) for manual and electronic archived files.
	
	

	10.2.14 Maintain Audit Trail of Case File Location

Maintain and print or display audit trail of each case file location with information similar to that noted above for file tracking, in addition to length of time file checked out (see also Docketingxe "Docketing" and Related Recordkeeping Function).
	
	


10.3 File Archival and Transmission

Manual original agency and electronic case files pass from active to inactivexe "inactive" status in accordance with local and state rules for record retention, and eventually they may be transmitted to the Referring Agency and ultimately destroyed (or totally purged if an electronic file). While files may be stored off-site or simply removed from active status in the case of most electronic files, most Administrative Tribunals retain some type of a summary or an abstract of the case that will provide answers to inquiries or facilitate the retrieval of the entire case file if necessary. In the rare situation when a file, manual or electronic, is ordered expunged, that file must be rendered unrecoverable and completely unreadable, including all back-up or archived copies.

	Sub function
	Response
	Comments

	10.3.1 Identify Cases for Archiving 

Identify cases to be archived and transmitted to Referring Agency (see Casexe "Case" Close Function).
	
	

	10.3.2 Identify Cases for Permanent Retention

Identify cases to be retained permanently.
	
	

	10.3.3 Process Files for Archival and Destruction

Process files according to local and state rules for transmission to Referring Agency (List of Code Translation Tables).
	
	

	10.3.4 Retain Information from Inactive, Archived, or Transmitted Case Files

Identify and retain summary information (e.g., indexes, key elements of case history from inactive, archived, transmitted, or purged case files), in accordance with local rules, as required for related cases or parties that remain active (see Docketing and Related Record Keeping Function).
	
	

	10.3.5 Generate Archival and Record Transmission Reports

Generate, display, and printxe "print" (or reprint) reports showing information on files and documents that will be or have been transferred to Referring Agency.
	
	

	10.3.6 Update Active Records Related to Inactive, Archived, or Transmitted Records

Interface with Docketing and Related Record Keeping Function to update records of cases transferred to inactive, archived, transmitted, or purged status (see Docketing and Related Record Keeping Function).
	
	

	10.3.7 Expunge Case Files

Expunge files when ordered by the Administrative Tribunal.
	
	


10.4 Reporting and Utility 

Casexe "Case" processing systems often must perform various reporting and utility functions as part of file managementxe "file management".

	Sub function
	Response
	Comments

	10.4.1. Generate File Management Reports 

Generate reportsxe "reports"

xe "report" on file managementxe "file management" activities (e.g., file transfer, inactivexe "inactive", and purge reports), including lists of active, inactive, transferred, and purged files (e.g., to assist in annual file inventory).
	
	

	10.4.2. Perform Copy, Sort, and Other Utility Functions

Perform utility functions (e.g., copy information such as docketxe "docket" entries and participants from one case to another, sort outputs, copy historical case or party data to secondary file).
	
	

	10.4.3. Display Printed Output and Print Screens and Documents

Display any printed output, print any screen display, and print any document individually or in a group, immediately or at a scheduled time.
	
	

	10.4.4. Display System Malfunctions

Display information on system and equipment (e.g., printer) malfunctions along with error listing and solutions.
	
	


11.   Security and Data Integrityxe "Security" Function

Description.  The activities associated with ensuring the security and integrity of the case processing system, its data, and its documents during normal operations and after a system failure or outage. This is accomplished through a combination of features in the case processing application software, the normal computer hardware and system software, and special-purpose hardware and software.

Sub functions.  The sub functions described in the tables below are grouped into those pertaining to security and those associated with ensuring data integrity.

11.1   Security

Security for the purpose of this document refers to the ability of the case management system to insure that all data elements and records remain unchanged due to unauthorized access or other human intervention including any unauthorized addition, modification, or destruction of case management data. 

Security levels should be maintained by the user and at a minimum should allow at least 3 levels of security access to the data. Certain functionality in the security functions is expected without identifying each function such as the requirement to change passwords routinely (i.e. a predetermined number of days as determined by the system administrator, and automatic “time-out” of the application after a predetermined number of minutes of inactivity). 

Depending on the type of user, the system and its data and documents must be protected at three basic levels:

Level 1 -- For Administrative Tribunal users (e.g., OSAH clerk’s office staff) – that are individually assigned different privileges on the system but collectively can enter data and documents, access most data and documents, and change some data and documents -- the system, data, and documents must be protected from unauthorized access and erroneous entry.

Level 2 -- For official users outside the Administrative Tribunal who frequently submit filings and require information from the system (e.g., attorneys of record and staff of Referring Agencies), there must be protection from access to unauthorized parts of the system, from submission of erroneous data and documents, and from direct entry of data and documents (i.e., Level 1 users would be permitted to enter data and documents directly into the system).

Level 3 -- For public users, there must be protection from any access that goes beyond viewing limited parts of the system’s data and documents.

	Sub function
	Response
	Comments

	11.1.1  Base Access and Privileges on User-Maintained Authorizations 

Base access and similar privileges (including privileges for specific groups of users or access to specific types of data) on authorizations defined, maintained, and controlled by specific users (e.g., access authorization tables; see also List of Code Translation Tables).
	
	

	11.1.2  Provide Flexible Restrictions on Access and Operations 

Restrict local and remote access to and permissible operations (i.e., view; add; change; delete; seal; and expunge) on case types, case categories, files, parts of files, and system functions from and to other system functions, device (e.g., terminals, PCs, printers) locations, users, and groups of users.
	
	

	11.1.3  Restrict Local and Remote Access via Flexible Criteria

Restrict local and remote access to certain cases (e.g., with confidential information , classifications of cases (e.g., sealed cases), and parts of cases (e.g., medical information, social security numbers) from specific system functions, device (e.g., terminals, PCs) locations, users, and groups of users in accordance with rules, statutes, or court orders.
	
	

	11.1.4  Provide Additional Security for Public Access

Provide adequate security if public access allowed (e.g., view but not modify or delete data and documents; separate logical or physical database specifically for public access; security at lower levels than file or record level, such as at field level; “firewalls” that restrict access to only some of system and database while securing other parts). Both large and small systems should have the ability to mask certain data fields from public view, such as social security numbers.
	
	

	11.1.5  Provide Secure User Passwords

Provide secure passwordsxe "passwords" for users with periodic password changes.  Passwords should not be stored in clear text or any easily reversible form.
	
	

	11.1.6  Provide Audit Trails of User Activities 

Provide audit trails that show which users and workstation locations logged onto system, when they logged on, and what parts of system and database they accessed (e.g., to prevent browsing) during specified period; permit audit trails to be stored, archived, and purged.
	
	

	11.1.7  Permit Authorized User Correction of Data Entry Errors

Allow authorized user correction of individual or groups of cases when data entryxe "data entry" error occurs (e.g., renumber group of cases if error occurs when entering group of new cases numbered sequentially and error in first case entered causes numbers of subsequently entered cases to be changed).
	
	

	11.1.8  Provide Audit Trail of File Additions, Modifications, and Deletions

Maintain and display or print audit trail of file additions, modifications, and deletions (e.g., filings entered into docket) including who made entry, when entry made, whether or not date entered and date filed are the same (see also Docketingxe "Docketing" and Related Recordkeeping Function).
	
	

	11.1.9  Ensure Authorization of Electronic Case Record Modifications

Ensure electronic case records (e.g., electronic filings, docket entries, calendars, system-generated documents) cannot be modified without proper authorization and notification of supervisor or system administrator.
	
	

	11.1.10  Provide Secure Interfaces and Information Exchange

Provide adequate security for electronic interfaces and information exchanges with outside systems and networks.
	
	

	11.1.11  Provide Security for User Notes

Provide adequate security for judge’s and other user’s notes (see also Calendaring Function).
	
	

	11.1.12  Suppress Output of Confidential Information 

Suppress inclusion of user-designated confidential information in notices, calendars, and other documents (e.g., mask out confidential addresses for notices sent to specific persons) (see also Document Generation and Processing Function, Calendaring Function, Hearings Function, and Disposition Function).
	
	

	11.1.13  Allow Limited Access to Normally Inaccessible Information

Allow special, limited access to certain types of otherwise inaccessible cases and data (e.g., sealed cases with identifiers removed) for analysis or other specific purposes.
	
	


12.  Data Integrity

Integrity for the purpose of this document refers to the ability of the case management system to insure that all data elements and records remain unchanged due to any outside influence other than deliberate human intervention (e.g. power outage, operating system inconsistencies or problems, data back-up and recovery operations). This ensures the integrity of the case processing system, its data, and its documents during normal operations and after a system failure or outage. It is accomplished through a combination of features in the case processing application software, the normal computer hardware and system software, and special-purpose hardware and software.

Consideration must be given to systems that allow customization based on the hardware platform and operating system chosen by the user. As new technologies are developed to increase the level of data integrity, just as “mirroring” has done in the recent past, case management systems must be designed to take advantage or at least allow the use of these improvements.

The application software should contain carefully designed input edits to improve data qualityxe "data quality" and integrity by checking data entered into the system.

The data integrity issue becomes more acute with electronic data exchange. While the risk of direct data or document entry is minimal, the possibility exists that the data and documents originally sent differ from those ultimately received because, for example, they became corrupted during transmission. The Administrative Tribunal should devise a method to ensure the integrity of these data and documents -- normally through case processing system edits or, more reliably, through special-purpose security hardware or software with features such as user authentication (verify who sent data), data integrity (verify same data sent and received), and non-repudiation (sender cannot later deny sending information).

	Sub function
	Response
	Comments

	12.1.1  Ensure Integrity of Electronically Transmitted Data 

Ensure each document and its contents sent by user (e.g., attorney) matches with that same document and its contents received by the Administrative Tribunal for electronically filed cases and other information received electronically so that Administrative Tribunal is referencing and retrieving correct information.
	
	

	12.1.2  Provide for Disaster Recovery

Provide for disaster recovery (e.g., reconstruct status of system and its case processing and financial functions and data such as permitting access authorization tables and cash register totals to be reconstructed and system to be restarted).
	
	

	12.1.3  Permit File Backups at Any Time

Provide for file backups at any time, with minimal disruption of normal operations.
	
	

	12.1.4  Correlate and Permit Merging of Data for a Person

Ensure only single set of data exists for each person (i.e., various identifiers for given person must be correlated), and allow for merge and unmerge of files containing information on the same person.
	
	

	12.1.5  Perform Locally Defined Edits

Perform locally defined edit and data validation checks such as content of each individual data field (e.g., proper format for a date) and relationship of data field to other data (e.g., date of answer or response after date filed).
	
	

	12.1.6  Ensure Clarity of Data Integrity Check Messages

Ensure clarity of all system-generated messages (e.g., full explanation of inputs that fail edit or data validation tests, highlight errors).
	
	

	12.1.7  Produce Transaction Statistics

Produce statistics on transactions received, transactions accepted, and transactions rejected over specific time period.
	
	


13. Management and Statistical Reports Function 

Description.  The activities associated with reporting caseloadxe "caseload", case flowxe "caseflow", and workloadxe "workload" statisticsxe "statistics" and management information on Administrative Tribunal operations, finances, and staffing. Typically, the Referring Agencies identify the statistics that they require from the Administrative Tribunal, and specific events and priorities will dictate the nature of the reports..

There are five general mandatory reporting requirements:

· The case processing system must satisfy Referring Agency reporting requirements;

· The case processing system must produce Administrative Tribunal management reports;

· The management reports must be defined according to the Administrative Tribunal’s requirements including performance management metrics as well as customer service measures;

· Most management reports must be available in detail (information on individual cases or persons) and summary (information on groups of cases or persons) form; and

· The management reports must allow system users to obtain information on all or specific groups of cases or persons when they request a given report.

The reports are by-products of case processing data already in the system, with nothing entered specifically for reporting purposes. Users create reports by identifying (1)  the information they require, (2) what data from the system is available to convey this information, (3) how these data must be grouped to convey the information, and (4) how often specific information is required. Most reports should be available both periodically and when requested.

While the standard output method would be printed reports, information summaries should be available through other types of presentations (e.g., graphs, charts) when requested by the user.  In addition, these reports may be presented on a specified user’s dashboard. Any printed information should also be available as an on-line display and for extraction and transfer to other systems or Internet posting.

13.1 Management Information

While management reporting is a mandatoryxe "mandatory" capability for every case processing system, the specific management reportsxe "management reports" required by a given Administrative Tribunal depend on local customs and highly personalized management styles. This section lists some of the management reports that case processing systems could produce, categorized by whether the reports contain case, financial, person (e.g., party, participant, judge, attorney), calendar monitoring, system performance monitoring, or system usage and quality assurance information. Many of these reports should be exception reports to encourage proactive case management.

Some management reportsxe "reports"

xe "report" are preprogrammed into the case processing system, and some are generated on an ad-hoc basis. The managers of the Administrative Tribunal will describexe "judges"

xe "judge"

xe "manager" which reports are required on a regular basis; these reports would be preprogrammed. Because the Administrative Tribunal will require additional reports as conditions, personnel, and preferences change, the additional reports can be programmed or created on an ad-hoc basis.

14.  Dashboard Function – Phase II (For information only)

Description  A dashboard function is been considered as a later addition to the proposed case management system.  This function will include but is not limited to: 

	Sub function
	Response
	Comments

	14.1. Dashboard Display information tailored to the work requirements of the user (Judges, Case Management Assistants, Clerks, Managers). Describe process for integrating an easy to read electronic dashboard of integrated case information specific to the requirements of each class of users (Clerks, Case Management Assistants, Judges, Managers, Technology Staff, and parties).

	
	

	14.2. Scheduling Interface

Integrates the case management calendar with the user’s personal office calendar.


	
	

	14.3. Case Management Search

Integrates and displays search of case information derived from the case management system.
	
	

	14.4. Information Exchange

Provide access to and the ability of judges to share critical information electronically with interested parties; convenient access to and exchange of information with systems outside the agency.
	
	

	14.5. User Case Filter

Displays case listing and displays information regarding the user’s assigned cases as the default view.
	
	

	14.6. Statute and Research Interface

Provides an interface to agency documents, statutes, case law, and other legal research materials required by the judge.
	
	

	14.7. Caseload Statistics

Displays caseload and case management statistics by judge and by case type.  This function also allows the judge to select, sort, and work with their case subset information.
	
	


APPENDIX K

2007 State Holidays

State holidays when the Capitol and all state agencies will be closed in 2007:

New Year’s Day
 Monday, January 1

Martin Luther King, Jr.’s Birthday
 Monday, January 15

Confederate Memorial Day
 Monday, April 23

Memorial Day
 Monday, May 28

Independence Day
 Wednesday, July 4

Labor Day
 Monday, September 3

Columbus Day
 Monday, October 8

Veterans Day (November 11) 

will be observed on 
Monday, November 12

Thanksgiving Day
 Thursday, November 22

Robert E. Lee's Birthday (January 19) 

Will be observed 
Friday, November 23

Washington's Birthday (February 19)

Will be observed 
Monday, December 24

Christmas Day
Tuesday, December 25

APPENDIX L

	AGENCY CODE TABLE

	Sample Referring Agencies Code Table

	
	

	Agency Code
	Agency Description

	AACSB
	Albany Area Community Service Board

	ABHS
	Advantage Behavioral Health System

	ACC
	Animal Control

	AGING
	DEPARTMENT OF HUMAN RESOURCES DIVISION OF AGING

	BNR
	ENVIRONMENTAL PROTECTION DIVISION, DEPT. OF NATURAL RESOURCES

	CHD
	COASTAL HEALTH DISTRICT

	COUNTY
	COUNTIES OF GEORGIA

	CSBME
	Composite State Board of Medical Examiners

	CSS
	DHR, OFFICE OF CHILD SUPPORT SERVICES

	CTC
	Coroner's Training Council

	DBF
	Department of Banking and Finance

	DCH
	Department of Community Health

	DDS
	Department of Driver Services

	DECAL
	BRIGHT FROM THE START GEORGIA DEPARTMENT OF EARLY CARE AND LEARNING

	DFCS
	Department of Human Resources, Division of Family and Children Services

	DHR
	Department of Human Resources

	DJJ
	Department of Juvenile Justice

	DL
	Department of Law State of Georgia

	DMVS
	Department of Motor Vehicle Safety

	DOA
	Department of Agriculture

	DOAS
	Department of Administrative Services

	DOC
	Georgia Department of Corrections

	DOE
	Department of Education

	DOL
	DEPARTMENT OF LABOR

	DOL
	GDOL REHABILITATION SERVICES

	DOT
	Department of Transportation

	DPS
	Department of Public Safety

	DRS
	Division of Rehabilitation Services

	DTAE
	Department of Technical and Adult Education

	ELE
	Office of the Secretary of State, Elections Division

	GBI
	Georgia Bureau of Investigation

	GCEO
	Georgia Commission on Equal Opportunity

	GDL
	Georgia Department of Law

	GFC
	Georgia Forestry Commission

	GHEAC
	Georgia Higher Education Assistance Corporation

	GOV
	Office of the Governor

	GREAB
	Georgia Real Estate Appraisers Board

	GREC
	Georgia Real Estate Commission

	GRN
	GRN Community Service Board

	GSEC
	GEORGIA STATE ETHICS COMMISSION

	GTCDB
	GEORGIA TOBACCO COMMUNITY DEVELOPMENT BOARD


	APPENDIX L (page 2)

	Sample Case Types Code Table

	
	

	Case Code
	Case Description

	4MOCS
	4 MOS CHILD SUPPORT Iss. Rel. to TANF ineligibility receipt of child support < 6 months

	A
	ACQUISITION

	AA
	ADVERSE ACTIONS involving employee terminations

	AAC
	GEORGIA ATHLETE AGENT REGULATORY COMMISSION

	AAM1
	ADOPTION ASSISTANCE IV-E (AA) Medicaid eligible children

	ABDA
	ABD APPLICATIONS (Adult Blind or Disabled Medicaid)

	ABDB
	Eligibility Budget - ABD chapter 1600

	ABDBE
	AGED BLIND OR DISABLED MEDICAID BASIC ELIGIBILITY

	ABDCM
	AGED, BLIND OR DISABLED MEDICAID ONGOING CARE MANAGEMENT

	ABDFR
	AGED, BLIND OR DISABLED MEDICAID FINANCIAL RESPONSIBILITY ISSUES

	ABDI
	AGED, BLIND OR DISABLED MEDICAID INCOME ISSUES

	ABDL
	ABD LIABILITY (MEDICAID  PATIENT COST SHARE)

	ABDNH
	AGED, BLIND OR DISABLED MEDICAID NURSING HOME VENDOR PAYMENTS ISSUES

	ABDPL
	AGED, BLIND OR DISABLED MEDICAID ELIGIBILITY PATIENT LIABILITY COST SHARE ISSUES

	ABDR
	AGED, BLIND OR DISABLED MEDICAID INCOME ISSUES

	ABDRET
	AGED, BLIND OR DISABLED RETROACTIVE MEDICAID ISSUES (3 MONTHS PRIOR)

	AC
	ACUPUNCTURIST

	AC
	GEORGIA CONSTRUCTION INDUSTRY LICENSING BOARD

	ACCT
	GEORGIA STATE BOARD OF ACCOUNTANCY

	AE
	AUTO EMISSIONS (EPD)

	AI
	ANIMAL IMPOUNDMENT

	ALS
	ADMINISTRATIVE LICENSE SUSPENSION - DDS

	ALS
	Administrative License Suspension - DPS

	ALTOT
	ALCOHOL AND TOBACCO TAX

	AMN
	ADULT MEDICALLY NEEDY MEDICAID

	AMNNH
	ADULT MEDICALLY NEEDY NURSING HOME MEDICAID

	APP
	APPLICATION

	AQ
	AIR QUALITY  (EPD)

	AR
	ADMINISTRATIVE REVIEW

	ARCH
	GEORGIA STATE BOARD OF ARCHITECTS AND INTERIOR DESIGNERS

	ASA
	ASBESTOS ACT (EPD)

	ASL
	AMBULATORY SERVICE LICENSE

	ASTC
	AMBULATORY SURGICAL TREATMENT CENTERS, regulatory and civil penalties

	AT
	GEORGIA BOARD OF ATHLETIC TRAINERS

	AU
	GEORGIA  AUCTIONEERS COMMISSION

	BARBER
	GEORGIA STATE BOARD OF BARBERS

	BC
	BIRTHING CENTER  regulatory and/or civil penalties

	BCCP
	BREAST & CERVICAL CANCER Medicaid

	BCW
	Babies Can't Wait





� EMBED PBrush  ���








� More information about ZetaFax can be found at: � HYPERLINK "http://www.equisys.com/" ��http://www.equisys.com/� 


� The core CMS functionality listing is adapted from the National Center for State Courts draft consolidated functional standards.  A list of all functional standards are available at: � HYPERLINK "http://www.ncsconline.org/D_Tech/standards" ��http://www.ncsconline.org/D_Tech/standards�  
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