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INSTRUCTIONS TO OFFERORS

It is the responsibility of each offeror to:

Follow the format required in the RFP when preparing your response. Provide point-by-point responses to all sections in a clear and concise manner.

Provide complete answers/descriptions. Read and answer all questions and requirements. Don’t assume the State or evaluator/evaluation committee will know what your company capabilities are or what items/services you can provide, even if you have previously contracted with the State. The proposals are evaluated based solely on the information and materials provided in your response.

Use the forms provided, i.e., cover page, sample budget form, certification forms, etc.

Submit your response on time. Note all the dates and times listed in the Schedule of Events and within the document, and be sure to submit all required items on time. Late proposal responses are never accepted.
The following items MUST be included in the response to be considered responsive.

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

Signed Cover Sheet.

Signed Addenda (if appropriate).

Address all mandatory requirements (per Section 1.4.3).
Point-by-Point response to all sections and subsections (per Section 1.5.1).

Complete answers to all requirements of Sections 3, 4, and 5.

Correctly executed State of Montana “Affidavit for Trade Secret Confidentiality” form if claiming information to be confidential or proprietary (per Section 2.2).
SCHEDULE OF EVENTS

EVENT
DATE
RFP Issue Date
12/7/2009
Deadline for Receipt of Written Questions
12/22/2009
Deadline for Posting Written Responses to the State’s Website 
12/30/2009
RFP Response Due Date
1/11/2010
Notification of Offeror Interviews/Product Demonstrations
1/22/2010
Offeror Interviews/Product Demonstrations 
2/17/2010
SECTION 1:  PROJECT OVERVIEW AND INSTRUCTIONS
1.0
PROJECT OVERVIEW

The MONTANA DEPARTMENT OF CORRECTIONS (hereinafter referred to as “State” or “MDOC”) is seeking a contractor to provide, install, and maintain all hardware and software necessary to allow MDOC to operate a Restitution Case Management Accounting Software System within the State of Montana. The System must interface with the MDOC Offender Management Information System (OMIS) and the State Accounting, Budgeting and Human Resource System (SABHRS). A more complete description of the equipment and services sought for this project is provided in Section 3, Scope of Project. Proposals submitted in response to this solicitation must comply with the instructions and procedures contained herein.

1.1
CONTRACT TERM

The contract term is from contract execution and ending after expiration of the required one-year warranty period. One-year warranty period to begin after full acceptance of all phases unless terminated earlier in accordance with the terms of this contract (Section 18-4-313, MCA).
1.2
SINGLE POINT OF CONTACT

From the date this Request for Proposal (RFP) is issued until an offeror is selected and the selection is announced by the procurement officer, offerors are not allowed to communicate with any state staff or officials regarding this procurement, except at the direction of Devin Garrity, the procurement officer in charge of the solicitation. Any unauthorized contact may disqualify the offeror from further consideration. Contact information for the single point of contact is as follows:

Procurement Officer:  Devin Garrity
Address:  Department of Administration

State Procurement Bureau

Room 165 Mitchell Bldg.
125 North Roberts

Helena, MT 59620-0135
Telephone Number:  (406) 444-3366
Fax Number:  (406) 444-2529

E-mail Address:  dgarrity@mt.gov
1.3
REQUIRED REVIEW


1.3.1
Review RFP.  Offerors should carefully review the instructions, mandatory requirements, specifications, standard terms and conditions, and contract set out in this RFP and promptly notify the procurement officer identified above in writing or via e-mail of any ambiguity, inconsistency, unduly restrictive specifications, or error which they discover upon examination of this RFP. This should include any terms or requirements within the RFP that either preclude the offeror from responding to the RFP or add unnecessary cost. This notification must be accompanied by an explanation and suggested modification and be received by the deadline for receipt of written or e-mailed inquiries set forth below. The State will make any final determination of changes to the RFP.


1.3.2
Form of Questions.  Offerors with questions or requiring clarification or interpretation of any section within this RFP must address these questions in writing or via e-mail to the procurement officer referenced above on or before Tuesday, December 22, 2009. Each question must provide clear reference to the section, page, and item in question. Questions received after the deadline may not be considered.


1.3.3
State's Response.  The State will provide an official written response by Wednesday, December 30, 2009 to all questions received by Tuesday, December 22, 2009. The State's response will be by formal written addendum. Any other form of interpretation, correction, or change to this RFP will not be binding upon the State. Any formal written addendum will be posted on the State’s OneStop Vendor Information website with the posting of the RFP at http://svc.mt.gov/gsd/OneStop/SolicitationDefault.aspx by the close of business on the date listed. Offerors must sign and return with their RFP response an Acknowledgment of Addendum for any addendum issued.
1.4
general requirements


1.4.1
Acceptance of Standard Terms and Conditions/Contract.  By submitting a response to this RFP, offeror agrees to acceptance of the standard terms and conditions and contract as set out in Appendices A and B of this RFP. Much of the language included in the standard terms and conditions and contract reflects requirements of Montana law. Requests for additions or exceptions to the standard terms and conditions, contract terms, including any necessary licenses, or any added provisions must be submitted to the procurement officer referenced above by the date for receipt of written/e-mailed questions. Any request must be accompanied by an explanation of why the exception is being sought and what specific effect it will have on the offeror’s ability to respond to the RFP or perform the contract. The State reserves the right to address nonmaterial requests for exceptions with the highest scoring offeror during contract negotiation. Any material exceptions requested and granted to the standard terms and conditions and contract language will be addressed in any formal written addendum issued for this RFP and will apply to all offerors submitting a response to this RFP. The State will make any final determination of changes to the standard terms and conditions and/or contract.


1.4.2
Resulting Contract.  This RFP and any addenda, the offeror’s RFP response, including any amendments, a best and final offer, and any clarification question responses shall be included in any resulting contract. The State’s contract, attached as Appendix B, contains the contract terms and conditions which will form the basis of any contract between the State and the highest scoring offeror. In the event of a dispute as to the duties and responsibilities of the parties under this contract, the contract, along with any attachments prepared by the State, will govern in the same order of precedence as listed in the contract.


1.4.3
Mandatory Requirements.  To be eligible for consideration, an offeror must meet the intent of all mandatory requirements as listed in Section 3.2. The State will determine whether an offeror’s RFP response complies with the intent of the requirements. RFP responses that do not meet the full intent of all requirements listed in this RFP may be deemed nonresponsive.


1.4.4  Understanding of Specifications and Requirements.  By submitting a response to this RFP, offeror agrees to an understanding of and compliance with the specifications and requirements described in this RFP.

1.4.5
Prime Contractor/Subcontractors.  The highest scoring offeror will be the prime contractor if a contract is awarded and shall be responsible, in total, for all work of any subcontractors. All subcontractors, if any, must be listed in the proposal. The State reserves the right to approve all subcontractors. The contractor shall be responsible to the State for the acts and omissions of all subcontractors or agents and of persons directly or indirectly employed by such subcontractors, and for the acts and omissions of persons employed directly by the contractor. Further, nothing contained within this document or any contract documents created as a result of any contract awards derived from this RFP shall create any contractual relationships between any subcontractor and the State.


1.4.6
Offeror’s Signature.  The proposals must be signed in ink by an individual authorized to legally bind the business submitting the proposal. The offeror’s signature on a proposal in response to this RFP guarantees that the offer has been established without collusion and without effort to preclude the State of Montana from obtaining the best possible supply or service. Proof of authority of the person signing the RFP response must be furnished upon request.


1.4.7
Offer in Effect for 120 Days.  A proposal may not be modified, withdrawn or cancelled by the offeror for a 120-day period following the deadline for proposal submission as defined in the Schedule of Events, or receipt of best and final offer, if required, and offeror so agrees in submitting the proposal.

1.5
Submitting a PrOPOSAL


1.5.1
Organization of Proposal.  Offerors must organize their proposal into sections that follow the format of this RFP, with tabs separating each section. A point-by-point response to all numbered sections, subsections, and appendices is required. If no explanation or clarification is required in the offeror’s response to a specific subsection, the offeror shall indicate so in the point-by-point response or utilize a blanket response for the entire section with the following statement:

“(Offeror’s Name)” understands and will comply.

An offeror making the statement “Refer to our literature…” or “Please see www…….com” may be deemed nonresponsive or receive point deductions. If making reference to materials located in another section of the RFP response, specific page numbers and sections must be noted. The Evaluator/Evaluation Committee is not required to search through literature or another section of the proposal to find a response.
1.5.2
Failure to Comply with Instructions.  Offerors failing to comply with these instructions may be subject to point deductions. The State may also choose to not evaluate, may deem nonresponsive, and/or may disqualify from further consideration any proposals that do not follow this RFP format, are difficult to understand, are difficult to read, or are missing any requested information.


1.5.3
Multiple Proposals.  Offerors may, at their option, submit multiple proposals, in which case each proposal shall be evaluated as a separate document.

1.5.4
Copies Required and Deadline for Receipt of Proposals.  Offerors must submit one original proposal and six copies to the State Procurement Bureau. The State reserves the right to request an electronic copy of the RFP response. Proposals must be sealed and labeled on the outside of the package to clearly indicate that they are in response to RFP10-1912D. Proposals must be received at the receptionist’s desk of the State Procurement Bureau prior to 2:00 PM, Mountain Standard Time, Monday, January 11, 2010.
1.5.5
Submission of Cost Proposal.  Offerors must submit one original cost proposal and six copies to the State Procurement Bureau, under separate, sealed cover. The State Procurement Bureau will hold all cost proposals for opening until after the evaluation committee has completed its evaluation of the technical proposals and oral presentations.  The time of opening will be at the State Procurement Bureau's option.  At such time as the cost proposals are opened and reviewed by the procurement officer, they will be provided to the evaluation committee and become available for public inspection.

1.5.6
Late Proposals.  Regardless of cause, late proposals will not be accepted and will automatically be disqualified from further consideration. It shall be the offeror’s sole risk to assure delivery at the receptionist's desk at the designated office by the designated time. Late proposals will not be opened and may be returned to the offeror at the expense of the offeror or destroyed if requested.

1.6
COST OF PREPARING A PROPOSAL


1.6.1
State Not Responsible for Preparation Costs.  The costs for developing and delivering responses to this RFP and any subsequent presentations of the proposal as requested by the State are entirely the responsibility of the offeror. The State is not liable for any expense incurred by the offeror in the preparation and presentation of their proposal or any other costs incurred by the offeror prior to execution of a contract.


1.6.2
All Timely Submitted Materials Become State Property.  All materials submitted in response to this RFP become the property of the State and are to be appended to any formal documentation, which would further define or expand any contractual relationship between the State and offeror resulting from this RFP process.

SECTION 2:  RFP STANDARD INFORMATION

2.0
AUTHORITY

This RFP is issued under the authority of Section 18-4-304, MCA (Montana Code Annotated) and ARM 2.5.602 (Administrative Rules of Montana). The RFP process is a procurement option allowing the award to be based on stated evaluation criteria. The RFP states the relative importance of all evaluation criteria. Only the evaluation criteria outlined in this RFP will be used.

2.1
Offeror Competition
The State encourages free and open competition among offerors. Whenever possible, the State will design specifications, proposal requests, and conditions to accomplish this objective, consistent with the necessity to satisfy the State’s need to procure technically sound, cost-effective services and supplies.

2.2
Receipt of Proposals and Public Inspection

2.2.1
Public Information.  All information received in response to this RFP, including copyrighted material, is deemed public information and will be made available for public viewing and copying shortly after the time for receipt of proposals has passed with the following three exceptions: (1) bona fide trade secrets meeting the requirements of the Uniform Trade Secrets Act, Title 30, Chapter 14, Part 4, MCA, that have been properly marked, separated, and documented; (2) matters involving individual safety as determined by the State; and (3) other constitutional protections. See Section 18-4-304, MCA. The State will make a copier available for interested parties to use at $0.10 per page. The interested party is responsible for the cost of copies and to provide personnel to do the copying.

2.2.2
Procurement Officer Review of Proposals.  Upon opening the proposals received in response to this RFP, the procurement officer in charge of the solicitation will review the proposals and separate out any information that meets the referenced exceptions in Section 2.2.1 above, providing the following conditions have been met:

· Confidential information is clearly marked and separated from the rest of the proposal.

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

· An affidavit from an offeror’s legal counsel attesting to and explaining the validity of the trade secret claim as set out in Title 30, Chapter 14, Part 4, MCA, is attached to each proposal containing trade secrets. Counsel must use the State of Montana “Affidavit for Trade Secret Confidentiality” form in requesting the trade secret claim. This affidavit form is available on the OneStop Vendor Information website at: http://svc.mt.gov/gsd/OneStop/GSDDocuments.aspx or by calling (406) 444-2575.
Information separated out under this process will be available for review only by the procurement officer, the evaluator/evaluation committee members, and limited other designees. Offerors must be prepared to pay all legal costs and fees associated with defending a claim for confidentiality in the event of a “right to know” (open records) request from another party.

2.3
CLASSIFICATION AND EVALUATION OF PROPOSALS

2.3.1
Initial Classification of Proposals as "Responsive" or "Nonresponsive".  All proposals will initially be classified as either “responsive” or “nonresponsive,” in accordance with ARM 2.5.602. Proposals may be found "nonresponsive" at any time during the procurement process if any of the required information is not provided; the submitted price is found to be excessive or inadequate as measured by criteria stated in the RFP; or the proposal is not within the plans and specifications described and required in the RFP. If a proposal is found to be "nonresponsive", it will not be considered further.

2.3.2
Determination of Responsibility.  The procurement officer will determine whether an offeror has met the standards of responsibility in accordance with ARM 2.5.407. Such a determination may be made at any time during the procurement process if information surfaces that would result in a determination of nonresponsibility. If an offeror is found nonresponsible, the determination must be in writing, made a part of the procurement file and mailed to the affected offeror.

2.3.3
Evaluation of Proposals.  An evaluator/evaluation committee will evaluate the remaining proposals and recommend whether to award the contract to the highest scoring offeror or, if necessary, to seek discussion/negotiation or a best and final offer in order to determine the highest scoring offeror. All responsive proposals will be evaluated based on stated evaluation criteria. In scoring against stated criteria, the State may consider such factors as accepted industry standards and a comparative evaluation of all other qualified RFP responses in terms of differing price, quality, and contractual factors. These scores will be used to determine the most advantageous offering to the State. If an evaluation committee meets to deliberate and evaluate the proposals, the public may attend and observe the evaluation committee deliberations.

2.3.4
Completeness of Proposals.  Selection and award will be based on the offeror’s proposal and other items outlined in this RFP. Submitted responses may not include references to information located elsewhere, such as Internet websites or libraries, unless specifically requested. Information or materials presented by offerors outside the formal response or subsequent discussion/negotiation or best and final offer, if requested, will not be considered, will have no bearing on any award, and may result in the offeror being disqualified from further consideration. 

2.3.5
Achieve Passing Score.  Any proposal that fails to achieve 70% of the total available points for Sections 3 and 4 (2,520 point minimum) will be eliminated from further consideration. A "fail" for any individual evaluation criteria may result in proposal disqualification at the discretion of the procurement officer.
2.3.6
Opportunity for Discussion/Negotiation and/or Oral Interviews/Product Demonstrations. After receipt of all proposals and prior to the determination of the award, the State may initiate discussions with no more than three offerors. Offerors may also be required to make oral interviews and/or product demonstrations to clarify their RFP response or to further define their offer. In either case, offerors should be prepared to send qualified personnel to Helena, Montana, to discuss technical and contractual aspects of the proposal. Oral interviews and product demonstrations, if requested, shall be at the offeror’s expense.

2.3.7
Best and Final Offer.  The best and final offer is an option available to the State under the RFP process, which permits the State to request a best and final offer from one or more offerors if additional information is required to make a final decision. Offerors may be contacted asking that they submit their best and final offer, which must include any and all discussed and/or negotiated changes. The State reserves the right to request a best and final offer for this RFP, if any, based on price/cost alone.

2.3.8
Evaluator/Evaluation Committee Recommendation for Contract Award.  The evaluator/evaluation committee will provide a written recommendation for contract award to the procurement officer that contains the scores, justification, and rationale for the decision. The procurement officer will review the recommendation to ensure its compliance with the RFP process and criteria before concurring in the evaluator's/evaluation committee’s recommendation of the responsive and responsible offeror that achieves the highest score and is, therefore, the most advantageous to the State.

2.3.9
Request for Documents Notice.  Upon concurrence with the evaluator's/evaluation committee's recommendation, the procurement officer will issue a “Request for Documents Notice” to the highest scoring offeror to obtain the required documents/information, such as insurance documents, contract performance security, an electronic copy of any requested material, i.e., RFP response, response to clarification questions, and/or best and final offer, and any other necessary documents. Receipt of the “Request for Documents Notice” does not constitute a contract and no work may begin until a contract signed by all parties is in place. The procurement officer will notify all other offerors of the State's selection.

2.3.10
Contract Execution.  Upon receipt of all required materials requested in the “Request for Documents Notice," a formal contract utilizing the contract attached as Appendix B and incorporating the Standard Terms and Conditions attached as Appendix A, as well as the highest scoring offeror's response to the RFP, will be provided to the highest scoring offeror for signature. The highest scoring offeror will be expected to accept and agree to all material requirements contained in the contract and set out in Appendices A and B of this RFP. If the highest scoring offeror does not accept all material requirements, the State may move to the next highest scoring offeror, or cancel the RFP. Work under the contract may begin when the contract is fully executed, i.e., when the contract is signed by all parties.

2.4
STATE’S RIGHTS RESERVED
While the State has every intention to award a contract as a result of this RFP, issuance of the RFP in no way constitutes a commitment by the State of Montana to award and execute a contract. Upon a determination such actions would be in its best interest, the State, in its sole discretion, reserves the right to:

· cancel or terminate this RFP (Section 18-4-307, MCA);

· reject any or all proposals received in response to this RFP (ARM 2.5.602);

· waive any undesirable, inconsequential, or inconsistent provisions of this RFP which would not have significant impact on any proposal (ARM 2.5.505);

· not award if it is in the best interest of the State not to proceed with contract execution (ARM 2.5.602); or

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

2.5
DEPARTMENT OF ADMINISTRATION POWERS AND DUTIES

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

· review the use of information technology resources for all state agencies;

· review and approve state agency specifications and procurement methods for the acquisition of information technology resources; and

· review, approve, and sign all state agency IT contracts and shall review and approve other formal agreements for information technology resources provided by the private sector and other government entities.

2.6
COMPLIANCE WITH STATE OF MONTANA IT STANDARDS

The offeror is expected to be familiar with the State of Montana IT environment. All services and products provided as a result of this RFP must comply with all applicable State of Montana IT policies and standards in effect at the time the RFP is issued. The offeror must request exceptions to State IT policies and standards in accordance with Section 1.4 of this RFP. It will be the responsibility of the State to deny the exception request or to seek a policy or standards exception through the Department of Administration, Information Technology Services Division (ITSD). Offerors are expected to provide proposals that conform to State IT policies and standards. It is the intent of ITSD to utilize the existing policies and standards and not to routinely grant exceptions. The State reserves the right to address nonmaterial requests for exceptions with the highest scoring offeror during contract negotiation.
The links below will provide information on State of Montana IT strategic plans, current environment, policies, and standards.

State of Montana Information Technology Strategic Plan

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

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

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

http://itsd.mt.gov/policy/software/default.mcpx
SECTION 3:  SCOPE OF PROJECT

3.0
BACKGROUND

The Department of Corrections is seeking a Commercial Off-the-Shelf (COTS), centralized, integrated, statewide, turnkey replacement for its Restitution Case Management Software System. Offers must address and include all required system hardware, software, and licensing, which must comply with State of Montana Information Technology (IT) standards. The offeror must propose an existing COTS, proven reliable, restitution and collection accounting software package that can be modified (as necessary) by the offeror and implemented to meet the requirements identified in this RFP. None of these factors can be performed, serviced, or owned by a third party. 
MDOC seeks to have a phased installation (as described below) of the selected Restitution Case Management Accounting System.

3.0.1
Current Environment.  The MDOC is utilizing a legacy restitution collection accounting system that is maintained on an AS400 located in Helena. The current system does not have a live interface to the Montana Department of Corrections’ offender management information system, but rather performs an automated daily import of a file from that system which provides the information regarding offenders and their supervision locations.

Staff utilizing the system for the restitution case management accounting can access it from any location on the Montana Department of Correction's Wide Area Network, provided that the required software application is installed on their desktop.

The MDOC collection technicians create each offender’s account on the system using official court orders to outline all requirements associated with restitution and supervision fees ordered. The collection technicians then create a sub-account for each victim associated with the case for whom the court has ordered compensation to be paid. In addition, technicians create a no balance sub-account to track monthly payment of supervision fees.

Upon receipt of funds from an offender, payments are credited to the offender’s obligation and payments to individual victim sub-accounts based on criteria established in Section 46-18-241, MCA.

Collection technicians enter financial transactions and process payments to victims using the collection system, which interfaces with the State of Montana Statewide Accounting, Budget and Human Resource System (SABHRS). The SABHRS system prints and distributes the warrants that were ordered via the interface. SABHRS is a State customized version of PeopleSoft.

Collection technicians are able to run various Crystal reports that are hosted on the Department’s Citrix farm.
NOTE: Each item must be thoroughly addressed. Offerors taking exception to any requirements listed in this section may be found nonresponsive and/or be subject to point deductions.
3.1
OVERALL SOFTWARE DESIGN/FEATURES

3.1.1 General information to be addressed, in detail, by the offeror:  Offerors must fully address each of the items below describing or explaining how their product/services meet the requirements listed.

· Software development history.

· Database and workstation licensing requirements.

· Server operating systems supported by the software.

· Workstation operating systems supported by the software.

· Hardware requirements for all peripheral equipment.

· Data backup and restoration procedures in the case of hardware failure.

Software licensing requirements, (enterprise license or location/user specific, requirements for adding new locations/workstation.)

· Disaster recovery plan.
3.1.2 Software requirements:  Offerors must fully address each of the items below describing or explaining how their product/services meet the requirements listed.

· The MDOC prefers that the software be hosted by the offeror. If hosted by the offeror, the preferred back-end database is Oracle or Microsoft SQL. If NOT hosted by the offeror, the back-end database must be Oracle and operate on a Windows/Oracle 64-bit environment.

· The offeror must design, engineer, own, write, install, and support the offered software. Third party software ownership is NOT ACCEPTABLE.

· Software source code must be escrowed by offeror in a three party escrow account. Cost for the escrow must be identified in Section 5.0.

· The client application must be web based and support Internet Explorer 6 and above.

· MDOC must be provided the table schema for reporting purposes.

· The client software must be operable with a Windows standard user security authority.

· The software must provide a mechanism to retrieve the offender locations from the MDOC Offender Management Information System (which operates with an Oracle backend) via regularly scheduled data imports.

· The Software must be capable of creating ad hoc reports without the need for external software.

· The Software must interface with the Statewide Accounting, Budgeting and Human Resource System (SABHRS).

3.1.3
Hardware requirements:  Offerors must fully address each of the items below describing or explaining how their product/services meet the requirements listed.

· Offers shall include all appropriate hardware necessary to provide a fully operational system. Offers may also propose optional and/or complementary hardware. This excludes all end user hardware.

3.1.4
Technical support and training requirements:  Offerors must fully address each of the items below describing or explaining how their product/services meet the requirements listed.

· Technical support must be provided [at no calling cost to the MDOC] via telephone by the offeror’s dedicated technical staff, 6:00 AM-9:00 PM Monday through Friday, Mountain Standard Time.

· Hardware and software upgrades, migrations, installations, on-site training, and technical support must be provided by the offeror’s technical staff and may not be provided by a third party.

· Offeror’s technical support staff must speak fluent English and shall not have an accent that is difficult for the average person to comprehend.

· Offeror must provide remote support of the database and application via a mutually agreeable secure connection, if the system is not hosted by the vendor.

· Offeror must describe their proposed training program for software and include timeframes and methods of training. System documentation must also be provided in both hard and soft copies.

3.1.5
Security requirements:  Offerors must fully address each of the items below describing or explaining how their product/services meet the requirements listed. The MDOC prefers that the backend application will be hosted by the offeror. If the backend application is not hosted by offeror and instead is hosted by MDOC, the application must be capable of Active Directory Authentication for accounts and access control. Further:

· The system must contain securable access levels, by group that will allow strict control of the software features that individual users can access.

· The software must have the ability to set inactivity time-outs to log the user out after a MDOC defined period of inactivity requiring reauthentication.

· The software must allow auditing capabilities of all security events and financial transactions.

· The software must allow the MDOC to create access groups that can be populated by individual user accounts for access control.

· The software must allow designated MDOC personnel the ability to manage groups or individuals.

· The software must contain a password administration tool. Usage of which does not require full administration authority but may still be used by other group with escalated privileges.

· Passwords must conform to State of Montana policy which requires a minimum of six characters including at least one uppercase and one number. Additionally, passwords must force change once every 60 days and not allow re-use of that password for six cycles.

· The Department must be provided a Data Dictionary.

3.2
RESTITUTION CASE MANAGEMENT ACCOUNTING SOFTWARE SYSTEM REQUIREMENTS

The offeror shall describe how the proposed system addresses the following design requirements. All items are considered mandatory* (*non-mandatory items are identified in Italics) requirements.  Offerors must provide full explanation and details on how their product meets each of these requirements along with a full description/explanation.

3.2.1
Offender Case Management:
· By name, court order number, and Corrections ID number offender history (transactions and balance).
· Victim history (transactions and balance).
· Offender obligation balance.
· Correspondence capability (delinquent notices, paid-in-full advice, garnishments, tax offsets).
· Comment capability.
3.2.2
Alerts:  Ability to generate visual alerts or highlight in the system based upon user defined designations. Alerts shall be automatically generated based on defined criteria by the software when:
A.
Overpayments have been recorded.
B.
Duplicate payments are entered.
3.2.3
Receivables:
· Payment reconciliation.
· Require incorrect entries to be reversed rather than deleted.
· Provide audit trail that can be examined by the Accounting Bureau Chief at any time.
· Chained financial obligations (joint and several). The software system needs to handle chained financial obligations in an automated fashion from beginning to end.

· Maintain victim balances.
· Maintain offender balances.
· Generate refund orders.
· Allow adjustments based on amended court orders, joint and several payments or official notification of receipt of payment from a recognized authority.
3.2.4
Warrant creation:
· Allow collection technicians to approve payments.
· Generate file export of Warrant and inter unit journal (payment via general ledger journal transferring funds between two State agencies) payment information to be transferred to SABHRS via batch process daily.
· Retrieve SABHRS file of processed warrants and inter unit journal (payment via general ledger journal transferring funds between two State agencies) payments and post warrant numbers to corresponding transaction.
3.2.5
Daily Receipts:
· Balance.
· Prepare deposits.
· System generated receipt for each payment received.
3.2.6
Transaction Register:
· Payments to victims.
· Process deposits.
· Disburse collected funds.
· Fund transfer–(payment via general ledger journal transferring funds between two state agencies).
3.2.7
Reports:
· Built-in search:  case by name, case by docket number, offender number, offender name, etc.
· Aging.
· Uncollected cases.
· Collections:  comparison reports.
· Payments by type, date, date range.
· Deposit transmittal.
· Disbursement of collected funds.
· Complete case history.
· Case activity by date range.
· Complete victim account balances.
· Victim information report.
· Offender obligation balances.
· Case list by location, probation/parole officer, sentencing county, collection technician.
· Offender statement report.
· Victim statement report.
· Supervision fee report.
· Non-payment of account (delinquent report).
· Quarterly disbursement report.
Daily Receipt Reporting:
· Transaction by date, operator, and type.
· Discrepancies (overages and shortages).
· Payment type.
· Payment source.
· Automatically provide a receipt for each transaction.
Transaction Reports:
· Check register including date, check number, payee, payee ID number, and amount.
· By date range or check number range.
· Report for payee.
3.3
IMPLEMENTATION SERVICES–PHASES 1 AND 2

The contractor shall provide detailed system design, development, implementation, testing, conversion, training and documentation required to implement the software system referenced in Sections 3.4.1, 3.4.2 and 3.4.3. Upon completion and acceptance [by MDOC] of Phase 1, the contractor must continue implementing the system as scheduled in Phase 2. All phases must be fully implemented and accepted within six months after contract signing. Offeror must provide a detailed project plan for all phases of implementation, including milestones, dates, and contingency plans.

3.3.1
Phase 1: Phase 1 shall include installation, configuration, and testing of the system hardware and software, including any necessary interfaces to the MDOC's Offender Management Information System, data conversion from the Legacy Collection System, and interfaces with the State of Montana’s SABHRS System.
3.3.2
Phase 2:  Phase 2 shall include the move into production and staff training in the use of the system during this phase. This phase also includes the cutover from the legacy system, which will include parallel system testing.

3.3.3
Project Plan:  Define your proposed project management plan, step by step, incorporating a project schedule and identifying critical phases and risks.

3.3.4
Testing Plan:  A clearly defined testing plan and acceptance criteria must be provided.

3.4
SYSTEM SUPPORT AND MAINTENANCE

3.4.1
The contractor must provide full support of the system through completion and acceptance by MDOC of Phase 2 and for one full year after acceptance (warranty period). This support must include troubleshooting, the correction of any system bugs or deficiencies, and the resolution of any operating problems.

3.4.2
If the contractor develops modifications or upgrades to the system during the initial contract support period, contractor shall provide them to the MDOC free of charge. The contractor also must correct any errors or deficiencies in documentation during the initial support period and revise documentation to reflect any program changes or enhancements.

3.4.3
The offeror must propose a maintenance and support plan beyond the initial support period. (after full acceptance plus the one-year warranty period). Support must be provided from 6:00 AM to 9:00 PM Monday through Friday, Mountain Standard Time. Resolution of problem must be started within four hours of initial call. Offerors must describe the nature of support services provided, average response times and hours during which service personnel are on call, and specific costs within Section 5.0. Any annual cost escalations must be described.

3.4.4
The contractor, as part of the maintenance agreement, must retrofit to each new release of the software all customization that the contractor has made for MDOC. The contractor must thoroughly test each retrofitted release before supplying the release to the MDOC, and have a plan to roll back to the previous version in the event of failure. In the event that retrofitted new release fails, the MDOC shall have the right to back charge the contractor for the reasonable expenses incurred by the MDOC as a result of that failure.
SECTION 4:  OFFEROR QUALIFICATIONS/INFORMATIONAL REQUIREMENTS

4.0
State’s Right to Investigate and reject

The State may make such investigations as deemed necessary to determine the ability of the offeror to provide the supplies and/or perform the services specified. The State reserves the right to reject any proposal if the evidence submitted by, or investigation of, the offeror fails to satisfy the State that the offeror is properly qualified to carry out the obligations of the contract. This includes the State’s ability to reject the proposal based on negative references.

4.1
OFFEROR QUALIFICATIONS/INFORMATIONAL REQUIREMENTS

In order for the State to determine the capabilities of an offeror to provide the supplies and/or perform the services specified in Section 3 above, the offeror must respond to the following requests for information regarding its ability to meet the State's requirements. THE RESPONSE “(OFFEROR’S NAME)” UNDERSTANDS AND WILL COMPLY IS NOT APPROPRIATE FOR THIS SECTION.

(Note: Each item must be thoroughly addressed. Offerors taking exception to any requirements listed in this section may be found non-responsive or be subject to point deductions.)

4.1.1
Client Reference Form.  Offeror is required to submit three complete and separate Appendix C Client Reference Form for each client referenced above with their proposal. A responsible party of the organization for which the services were provided to the client (the offeror’s customer) must provide the reference information and must sign and date the form. It is the offeror’s responsibility to ensure that the completed forms are submitted with the proposal by the submission date, for inclusion in the evaluation process. Any client reference forms that are not received or are not completed, may adversely affect the offeror’s score in the evaluation process. The State may contact the client referenced for validation of the information given within the Client Reference Form and within the proposal. If the State finds erroneous information, evaluation points may be deducted or the proposal may be rejected. If (1) all questions are not answered on the Client Reference Form, (2) information is missing, (3) a Form is not submitted for each reference, or (4) the Form is not signed, evaluation points may be deducted or the proposal may be rejected. By submitting reference contact information, the offeror releases the client reference from any ramifications resulting in the information provided.

4.1.2
Resumes/Company Profile and Experience.  Offeror shall specify how long the individual/company submitting the proposal has been in the business of providing supplies and/or services similar to those requested in this RFP and under what company name. Offeror should provide a complete description of any relevant past projects, including the supply/service type and dates the supplies and/or services were provided. A resume or summary of qualifications, work experience, education, skills, etc., which emphasizes previous experience in this area should be provided for all key personnel who will be involved with any aspects of the contract.


4.1.3
Project and Team Organization.  Describe and identify your project team and organization. A resume will be required for each proposed team member. Background checks may be required for contractor personnel. Please note that project personnel identified by the contractor must be committed for the entire duration of the project. At a minimum, the following key personnel must be identified:

· Project manager

· Programmer

· Installation technician

· Instructor

4.1.4
Work Plan/Implementation Schedule.  Offeror shall provide an overall work plan and implementation schedule that will convincingly demonstrate [to the State] the timeframes necessary to accomplish the work and address the requirements detailed in Section 3 above.
4.1.5
Offeror Financial Stability.  Offerors shall demonstrate their financial stability to supply, install and support the services specified by: (1) providing financial statements, preferably audited, for the three consecutive years immediately preceding the issuance of this RFP, and (2) providing copies of any quarterly financial statements that have been prepared since the end of the period reported by its most recent annual report.
SECTION 5:  COST PROPOSAL

5.0
COST PROPOSAL

Offerors must submit an itemized cost proposal as identified below. All costs that will be the responsibility of the MDOC must be included-and clearly identified-in the cost proposal. The MDOC will evaluate the proposed costs and apply the evaluation formula to determine the relative score for each offer. Proposals must include sufficient, detailed information to support the offered costs.

The MDOC has $455,000 budgeted for this project (Phases 1 and 2). Any offer which exceeds this amount will be disqualified from consideration.

A. Software












$________________________

A1.
Cost for licensing for a one-year period, plus a


one-year warranty period which will start after full


acceptance. This must be one total cost for all
installed locations.





$________________________
A2.
Annual escrow cost to the State



$________________________

B.
Hardware
$________________________

C.
Installation, including cost of interfaces


$________________________
D. Annual Maintenance/Technical Support


after expiration of warranty.



$________________________

E.
TOTAL PROPOSED COSTS (PHASES 1 AND 2)

$________________________
SECTION 6: EVALUATION PROCESS
6.0
BASIS OF Evaluation

The evaluator/evaluation committee will review and evaluate the offers according to the following criteria based on a total score of 3,600 possible points.

The Scope of Project, Offeror Qualifications and Work Plan/Implementation Schedule portions of the offer will be evaluated based on the following Scoring Guide. The Financial Stability portion of the offer will be evaluated on a pass/fail basis, with any offeror receiving a "fail" eliminated from further consideration. The Cost Proposal will be evaluated based on the formula set forth below. References will be scored according to Appendix C. Cost will not be considered in Tier One evaluation process.
Any response that fails to achieve a passing score per the requirements of Section 2.3.5 will be eliminated from further consideration. A "fail" for any individual evaluation criterion may result in proposal disqualification at the discretion of the procurement officer.

SCORING GUIDE

The evaluator/evaluation committee will evaluate all offers and assign the [appropriate] points utilizing the following guidelines:

Superior Response (95-100%):  A superior response is a highly comprehensive, excellent reply that meets all of the requirements of the RFP. In addition, the response covers areas not originally addressed within the RFP and includes additional information and recommendations that would prove both valuable and beneficial to the State.

Good Response (85-94%):  A good response meets all the requirements of the RFP and demonstrates in a clear and concise manner a thorough knowledge and understanding of the project, with no deficiencies noted.

Fair Response (60-84%):  A fair response minimally meets most requirements set forth in the RFP. The offeror demonstrates some ability to comply with guidelines and requirements of the project, but knowledge of the subject matter is limited.

Poor Response (59-0%):  A poor response minimally meets a portion of the requirements set forth in the RFP. The offeror has demonstrated minimal knowledge of the subject matter or the Department’s intent.
Failed Response (0%):  A failed response does not meet the requirements set forth in the RFP. The offeror has not demonstrated sufficient knowledge of the subject matter.

6.1
Evaluation cRITERIA-Tier One

Scope of Project
 29% of points for a possible 1050 points
Category
Section of RFP
Point Value

A.
Overall Software Design/Features
3.1
400

General Information
3.1.1
68

Software Requirements
3.1.2
67

Query/Interface
3.1.2
67

Hardware
3.1.3
66

Technical Support and Training
3.1.4
66

Security Requirements
3.1.5
66
B.
Restitution Case Management Accounting System



Requirements
3.2
400


Offender Case Management
3.2.1
58

Alerts
3.2.2
57

Receivables
3.2.3
57

Warrant Creation
3.2.4
57

Daily Receipts
3.2.5
57

Transaction Register
3.2.6
57

Reports
3.2.7
57
C.
Chained Financial Obligations (Joint and Several)
3.2.3
100

D.
System Support and Maintenance
3.4
150

Offeror Qualifications
26% of points for a possible 930 points
Category
Section of RFP
Point Value

A.
References-Client Reference Form
4.1.1
120

B.
Project and Team Organization
4.1.3
200

C.
Experience
4.1.2
200

D.
Past Projects
4.1.2
175

E.
Staff Qualifications
4.1.2
175

F.
System Support and Maintenance
3.4
60
Work Plan/Implementation Schedule
8% of points for a possible 300 points
Category
Section of RFP
Point Value

A.
Work Plan
4.1.4
60

B.
Implementation Schedule
3.3.1 & 3.3.2
60

C.
Project Plan
3.3.3
60

D.
Testing
3.3.4
60

E.
System Support and Maintenance
3.4
60

Financial Stability
Pass/Fail
Category
Section of RFP
Point Value

A.
Financial Stability
4.1.5
Pass/Fail
6.2
OFFEROR INTERVIEWS/PRODUCT DEMONSTRATIONS–TIER TWO
Offeror interviews will be limited to no more than three offerors after the evaluation of Tier One.

Offeror Interviews.  The offeror’s interview will include a review of their offer by section, and are not to exceed four hours in duration. Prior to the demonstrations, the offeror must provide MDOC with a list of names of all personnel attending the demonstrations with corporate position titles, tenure with the corporation, and relationship to the project. The presentation must include:

6.2.1
Brief corporate abstract, history and organization.

6.2.2
The establishment and delivery of a COTS Restitution Case Management Accounting Software System and how the product will meet the requirements in Section 3 of this RFP.

6.2.3
The proposed implementation plan including; project plan methodology, project team and organization, project plan, testing plan, integration and training plan.

6.2.4
The COTS product must be demonstrated using offeror supplied equipment (e.g., laptop, workstation, projector, and remote access if required). Demonstrations will take place in 
Helena, Montana. The State will not accept responsibility for connection speed, reliability or availability.
During the interviews/product demonstrations, offerors will be expected to specifically demonstrate and will be evaluated on how their product meets the following requirement:
Offeror Interviews/Product Demonstrations
17% of points for a possible 600 points

Security

60

Offender Case Reporting
70

Alerts
60

Receivables
70

Warrant Creation
60

Daily Receipts
70

Chained Financial Obligations (Joint and Several)
70

Reports
70

Search Abilities
70

Each of the above requirements will be evaluated using the following guidelines and scored in accordance with the Scoring Guide noted in Section 6: 
1. Ease of use (user interface layout consistency and complexity).
2. Configurability.

3. Functionality.

4. Built-in help functionality.

5. Data validation/error checking.

6.3
EVALUATION OF COST PROPOSAL–TIER THREE
Cost Proposal
20% of points for a possible 720 points

Category
Section of RFP
Point Value

A.
Initial System Costs
5.0 A, B, C.
600

B.
On-going Maintenance and Support
5.0 D

120

Lowest overall cost receives the maximum allotted points. All other proposals receive a percentage of the points available based on their cost relationship to the lowest. Example:  Total possible points for cost are 30. Offeror A’s cost is $20,000. Offeror B’s cost is $30,000. Offeror A would receive 30 points, Offeror B would receive 20 points ($20,000/$30,000) = 67% x 30 points = 20).

Lowest Responsive Offer Total Cost

___________________________
x
Number of available points = Award Points

This Offeror’s Total Cost

APPENDIX A:  STANDARD TERMS AND CONDITIONS

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

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

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

AUTHORITY: The attached bid, request for proposal, limited solicitation, or contract is issued under authority of Title 18, Montana Code Annotated, and the Administrative Rules of Montana, Title 2, Chapter 5.

CONFORMANCE WITH CONTRACT: No alteration of the terms, conditions, delivery, price, quality, quantities, or specifications of the contract shall be granted without prior written consent of the State Procurement Bureau.  Supplies delivered which do not conform to the contract terms, conditions, and specifications may be rejected and returned at the contractor’s expense. 

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

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

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

FORCE MAJEURE: Neither party shall be responsible for failure to fulfill its obligations due to causes beyond its reasonable control, including without limitation, acts or omissions of government or military authority, acts of God, materials shortages, transportation delays, fires, floods, labor disturbances, riots, wars, terrorist acts, or any other causes, directly or indirectly beyond the reasonable control of the nonperforming party, so long as such party is using its best efforts to remedy such failure or delays.

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

PAYMENT TERM: All payment terms will be computed from the date of delivery of supplies or services OR receipt of a properly executed invoice, whichever is later. Unless otherwise noted in the solicitation document, the State is allowed 30 days to pay such invoices. All contractors will be required to provide banking information at the time of contract execution in order to facilitate State electronic funds transfer payments.

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

REFERENCE TO CONTRACT: The contract or purchase order number MUST appear on all invoices, packing lists, packages, and correspondence pertaining to the contract.

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

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

SEPARABILITY CLAUSE: A declaration by any court, or any other binding legal source, that any provision of the contract is illegal and void shall not affect the legality and enforceability of any other provision of the contract, unless the provisions are mutually dependent.

SHIPPING: Supplies shall be shipped prepaid, F.O.B. Destination, unless the contract specifies otherwise.

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

TAX EXEMPTION: The State of Montana is exempt from Federal Excise Taxes (81-0302402).

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

U.S. FUNDS: All prices and payments must be in U.S. dollars.

WARRANTIES:

Warranty for Services:
The contractor warrants that it performs all services using reasonable care and skill and according to its current description (including any completion criteria) contained in this contract.  State agrees to provide timely written notice of any failure to comply with this warranty so that the contractor can take corrective action.
For a period of ninety (90) days from the date of receipt of software:  (i) the unmodified software will provide the features and functions, and will otherwise conform to all published documentation including on the contractor's website; and (ii) the media upon which the software is furnished will be free from defects in materials and workmanship under normal use and service.

Warranty for Hardware:

The contractor warrants that hardware provided is free from defects in materials and workmanship and conforms to the specifications. 

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

THESE WARRANTIES ARE THE STATE’S EXCLUSIVE WARRANTIES AND REPLACE ALL OTHER WARRANTIES OR CONDITIONS, EXPRESS OR IMPLIED, INCLUDING, BUT NOT LIMITED TO, THE IMPLIED WARRANTIES OR CONDITIONS OF MERCHANTABILITY AND FITNESS FOR A PARTICULAR PURPOSE.
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APPENDIX B:  INFORMATION TECHNOLOGY CONTRACT

1.
PARTIES
THIS CONTRACT is entered into by and between the State of Montana, Department of Corrections, (hereinafter referred to as "the State or MDOC"), whose address and phone number are 1539 11th Avenue, Helena Montana 59620 and (406) 444-3930 and (insert name of contractor), (hereinafter referred to as the "Contractor"), whose address and phone number are (insert address) and (insert phone number).

THE PARTIES AGREE AS FOLLOWS:

2.
EFFECTIVE DATE, DURATION, AND RENEWAL

2.1
Contract Term.  This contract shall take effect upon contract execution and ending after expiration of the required one-year warranty period. One-year warranty period to begin after full acceptance of all phases unless terminated earlier in accordance with the terms of this contract (Section 18-4-313, MCA).
2.2
Contract Renewal.  This contract may, upon mutual agreement between the parties and according to the terms of the existing contract, be renewed in (insert number)-year intervals, or any interval that is advantageous to the State. This contract, including any renewals, may not to exceed a total of 10 years, at the option of the State.
3.
SERVICES AND/OR SUPPLIES

The Contractor agrees to provide to the State the following (insert a detailed description of the supplies, services, etc., to be provided to correspond to the requirements specified in Section 3, Scope of Project).

4.
CONSIDERATION/PAYMENT
4.1
Payment Schedule.  In consideration for the Restitution Case Management Accounting Software to be provided, MDOCshall pay according to the Milestone Payment Schedule listed below. Payments to the Contractor will be based on completion and acceptance of each milestone defined below:

	Milestone/Deliverable
	Hold Back
	Payment % of Total

	Milestone 1:
	10% of approved invoice
	%

	Milestone 2:
	10% of approved invoice
	%

	Milestone 3:
	10% of approved invoice
	%

	Milestone 4:
	10% of approved invoice
	%

	Milestone 5: 
	10% of approved invoice
	%

	Final Acceptance
	
	100%


4.2
Payment Holdbacks.  10% will be withheld from each milestone payment. The total amount withheld will be paid to the contractor at the completion and acceptance of the final milestone.

4.3
Withholding of Payment.  The State may withhold payments to the Contractor if the Contractor has not performed in accordance with this contract. Such withholding cannot be greater than the additional costs to the State caused by the lack of performance.

5.
ACCESS AND RETENTION OF RECORDS
5.1
Access to Records.  The Contractor agrees to provide the State, Legislative Auditor, or their authorized agents access to any records required to be made available by Section 18-1-118, MCA, in order to determine contract compliance.


5.2
Retention Period.  The Contractor agrees to create and retain records supporting the (insert services rendered or supplies provided) for a period of three years after either the completion date of this contract or the conclusion of any claim, litigation, or exception relating to this contract taken by the State of Montana or a third party.

6.
ASSIGNMENT, TRANSFER, AND SUBCONTRACTING
The Contractor shall not assign, transfer, or subcontract any portion of this contract without the express written consent of the State (Section 18-4-141, MCA).
7.
LIMITATION OF LIABILITY
The Contractor's liability for contract damages is limited to direct damages and further to no more than twice the contract amount. The Contractor shall not be liable for special, incidental, consequential, punitive, or indirect damages. Damages caused by injury to persons or tangible property, or related to intellectual property indemnification, are not subject to a cap on the amount of damages.
8.
REQUIRED INSURANCE
8.1
General Requirements.  The Contractor shall maintain for the duration of this contract, at its cost and expense, insurance against claims for injuries to persons or damages to property, including contractual liability, which may arise from or in connection with the performance of the work by the Contractor, agents, employees, representatives, assigns, or subcontractors. This insurance shall cover such claims as may be caused by any negligent act or omission.

8.2
Primary Insurance.  The Contractor's insurance coverage with respect to the Contractor's negligence shall be primary insurance with respect to the State, its officers, officials, employees, and volunteers and shall apply separately to each project or location. Any insurance or self-insurance maintained by the State, its officers, officials, employees, or volunteers shall be excess of the Contractor's insurance and shall not contribute with it.

8.3
Specific Requirements for Commercial General Liability.  The Contractor shall purchase and maintain occurrence coverage with combined single limits for bodily injury, personal injury, and property damage of $1,000,000 per occurrence and $2,000,000 aggregate per year to cover such claims as may be caused by any act, omission, or negligence of the Contractor or its officers, agents, representatives, assigns, or subcontractors.

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

8.4
Deductibles and Self-Insured Retentions.  Any deductible or self-insured retention must be declared to and approved by the state agency. At the request of the agency, the Contractor will elect to either: (1) the insurer shall reduce or eliminate such deductibles or self-insured retentions as respects the State, its officers, officials, employees, or volunteers; or (2) at the expense of the Contractor, the Contractor shall procure a bond guaranteeing payment of losses and related investigations, claims administration, and defense expenses.


8.5
Certificate of Insurance/Endorsements.  A certificate of insurance from an insurer with a Best's rating of no less than B++ indicating compliance with the required coverages, has been received by the State Procurement Bureau, P.O. Box 200135, Helena, Montana 59620-0135. The Contractor must notify the State immediately, of any material change in insurance coverage, such as changes in limits, coverages, change in status of policy, etc. The State reserves the right to require certificates of insurance policies at all times.
9.
COMPLIANCE WITH WORKERS' COMPENSATION ACT
Contractors are required to comply with the provisions of the Montana Workers' Compensation Act while performing work for the State of Montana in accordance with Sections 39-71-401, 39-71-405, and 39-71-417, MCA. Proof of compliance must be in the form of workers' compensation insurance, an independent contractor's exemption, or documentation of corporate officer status. Neither the Contractor nor its employees are employees of the State. This insurance/exemption must be valid for the entire term of this contract. A renewal document must be sent to the State Procurement Bureau, P.O. Box 200135, Helena, Montana 59620-0135, upon expiration.

10.
COMPLIANCE WITH LAWS
The Contractor must, in performance of work under this contract, fully comply with all applicable federal, state, or local laws, rules, and regulations, including the Montana Human Rights Act, the Civil Rights Act of 1964, the Age Discrimination Act of 1975, the Americans with Disabilities Act of 1990, and Section 504 of the Rehabilitation Act of 1973. Any subletting or subcontracting by the Contractor subjects subcontractors to the same provision. In accordance with Section 49-3-207, MCA, the Contractor agrees that the hiring of persons to perform this contract will be made on the basis of merit and qualifications and there will be no discrimination based upon race, color, religion, creed, political ideas, sex, age, marital status, physical or mental disability, or national origin by the persons performing this contract.

11.
INTELLECTUAL PROPERTY/OWNERSHIP

11.1
Mutual Use.  All patent and other legal rights in or to inventions first conceived and reduced to practice, created in whole or in part under this contract, must be available to the State for royalty-free and nonexclusive licensing if necessary to receive the mutually agreed upon benefit under this contract. Unless otherwise specified in a statement of work, both parties shall have a royalty-free, nonexclusive, and irrevocable right to reproduce, publish, or otherwise use and authorize others to use copyrightable property created under this contract including all deliverables and other materials, products, modifications developed or prepared for the State by the Contractor under this contract or any program code, including site related program code, created, developed, or prepared by the Contractor under or primarily in support of the performance of its specific obligations hereunder, including manuals, training materials, and documentation (the Work Product).
11.2
Title and Ownership Rights.  The State shall retain title to and all ownership rights in all data and content, including but not limited to multimedia or images (graphics, audio, and video), text, and the like provided by the State (the "content"), but grants the Contractor the right to access and use content for the purpose of complying with its obligations under this contract and any applicable statement of work. 

11.3
Ownership of Work Product.  The Contractor agrees to execute any documents or take any other actions as may reasonably be necessary, or as the State may reasonably request, to perfect the State's ownership of any Work Product.

11.4
Copy of Work Product.  The Contractor shall, at no cost to the State, deliver to the State, upon the State's request during the term or at the expiration or termination of all or part of the Contractor's performance hereunder, a current copy of all Work Product in the form and on the media in use as of the date of the State's request, or as of such expiration or termination, as the case may be.
11.5
Ownership of Contractor Pre-Existing Materials.  Literary works or other works of authorship (such as software programs and code, documentation, reports, and similar works), information, data, intellectual property, techniques, subroutines, algorithms, methods or rights thereto and derivatives thereof owned by the Contractor at the time this contract is executed or otherwise developed or acquired independent of this contract and employed by the Contractor in connection with the services provided to the State (the Contractor Pre-Existing Materials) shall be and remain the property of the Contractor and do not constitute Work Product. The Contractor must provide full disclosure of any Contractor Pre-Existing Materials to the State prior to its use and prove its ownership, provided, however, that if the Contractor fails to disclose to the State such Contractor Pre-Existing Materials, the Contractor shall grant the State a nonexclusive, worldwide, paid-up license to use any Contractor Pre-Existing Materials embedded in the Work Product to the extent such Contractor Pre-Existing Materials are necessary for the State to receive the intended benefit under this contract. Such license shall remain in effect for so long as such Contractor Pre-Existing Materials remain embedded in the Work Product. Except as otherwise provided for in Section 11.3 or as may be expressly agreed in any statement of work, the Contractor shall retain title to and ownership of any hardware provided by the Contractor.
12.
PATENT AND COPYRIGHT PROTECTION 

12.1
Third-Party Claim.  In the event of any claim by any third party against the State that the products furnished under this contract infringe upon or violate any patent or copyright, the State shall promptly notify the Contractor. The Contractor shall defend such claim, in the State's name or its own name, as appropriate, but at the Contractor's expense. The Contractor will indemnify the State against all costs, damages, and attorney's fees that accrue as a result of such claim. Such indemnification will be conditional upon the following:

A.
The State will promptly notify the Contractor of the claim in writing; and

B.
The State will allow the Contractor to control, and will cooperate with the Contractor in the defense and any related settlement negotiations, provided that:

i.
The Contractor will permit the State to participate in the defense and settlement of any such claim, at the State's own expense, with counsel of its choosing; and

ii.
The Contractor shall not enter into or agree to any settlement containing any admission of or stipulation to any guilt, fault, liability or wrongdoing on the part of the State, its elected and appointed officials, agents or employees without the State's prior written consent.
12.2
Product Subject of Claim.  If any product furnished is likely to or does become the subject of a claim of infringement of a patent or copyright, then the Contractor may, at its option, procure for the State the right to continue using the alleged infringing product, or modify the product so that it becomes noninfringing or replace it with one that is at least functionally equivalent. If none of the above options can be accomplished, or if the use of such product by the State shall be prevented by injunction, the State agrees to return the product to the Contractor on written request.  The Contractor will then give the State a credit equal to the amount paid to the Contractor for the creation of the Work Product. This is the Contractor's entire obligation to the State regarding a claim of infringement. The State is not precluded from seeking other remedies available to it hereunder, including Section 7, and in equity or law for any damages it may sustain due to its inability to continue using such product.

12.3
Claims for Which Contractor is Not Responsible.  The Contractor has no obligation regarding any claim based on any of the following except where the Contractor has agreed in writing, either separately or within this contract, to such use that is the basis of the claim:

A.
Anything the State provided which is incorporated into a Work Product except:

i.
where the Contractor knew (and the State did not know) such thing was infringing at the time of its incorporation into a Work Product but failed to advise the State; or

ii.
where the claim would not have been brought except for such incorporation;

B.
The State's modification of a Work Product furnished under this contract;

C.
The use of a Work Product in a manner that could not be reasonably contemplated within the agreed upon scope of the applicable project; or

D.
Infringement by a non-contractor Work Product alone.

13.
CONTRACT OVERSIGHT

13.1
CIO Oversight.  The Chief Information Officer (CIO) for the State of Montana, or designee, may perform contract oversight activities. Such activities may include the identification, analysis, resolution, and prevention of deficiencies that may occur within the performance of contract obligations. The CIO may require the issuance of a right to assurance or the issuance of a stop work order.

13.2
Right to Assurance.  If the State, in good faith, has reason to believe that the Contractor does not intend to, or is unable to perform or has refused to perform or continue performing all material obligations under this contract, the State may demand in writing that the Contractor give a written assurance of intent to perform. Failure by the Contractor to provide written assurance within the number of days specified in the demand (in no event less than five business days) may, at the State's option, be the basis for terminating this contract under the terms and conditions or other rights and remedies available by law or provided by this contract.

13.3
Stop Work Order.  The State may, at any time, by written order to the Contractor, require the Contractor to stop any or all parts of the work required by this contract for the period of days indicated by the State after the order is delivered to the Contractor. The order shall be specifically identified as a stop work order issued under this clause. Upon receipt of the order, the Contractor shall immediately comply with its terms and take all reasonable steps to minimize the incurrence of costs allocable to the work covered by the order during the period of work stoppage. If a stop work order issued under this clause is canceled or the period of the order or any extension expires, the Contractor shall resume work. The State Project Manager shall make the necessary adjustment in the delivery schedule or contract price, or both, and this contract shall be amended in writing accordingly. 
14.
CONTRACT TERMINATION


14.1
Termination for Cause.  The State or the Contractor may, by written notice to the other party, terminate this contract in whole or in part at any time the other party fails to perform this contract pursuant to Section 15, Event of Breach–Remedies.

14.2
Bankruptcy or Receivership.  Voluntary or involuntary bankruptcy or receivership by the Contractor may be cause for termination.

14.3
Noncompliance with Department of Administration Requirements.  The Department of Administration, pursuant to Section 2-17-514, MCA, retains the right to cancel or modify any contract, project, or activity that is not in compliance with the Department's Plan for Information Technology, the State Strategic Plan for Information Technology, or any Statewide IT policy or standard in effect as of the date of contract execution. In the event of such termination, the State will pay for products and services delivered to date and any applicable termination fee specified in the statement of work or work order. Any modifications to this contract must be mutually agreed to by the parties.
14.4
Reduction of Funding.  The State must terminate this contract if funds are not appropriated or otherwise made available to support the State's continuation of performance of this contract in a subsequent fiscal period (see Section 18-4-313(4), MCA.).
14.5
Termination for Convenience.  The State, by providing at least 30 days prior written notice to the Contractor, may terminate for convenience this contract and/or any active projects at any time. In the event this contract is terminated for the convenience of the State, the agency will pay for all accepted work or services performed and accepted deliverables completed in conformance with this contract up to the date of termination.

15.
EVENT OF BREACH–REMEDIES


15.1
Event of Breach.  Any one or more of the following acts or omissions of the Contractor shall constitute an event of breach:

A.
Products or services furnished by the Contractor fail to conform to any requirement of this contract; or

B.
Failure to submit any report required by this contract; or

C.
Failure to perform any of the other covenants and conditions of this contract, including beginning work under this contract without prior Department of Administration approval.


15.2
Actions in Event of Breach.  Upon the occurrence of any material breach of this contract, either party may take either one, or both, of the following actions:

A.
Give the breaching party a written notice specifying the event of breach and requiring it to be remedied within, in the absence of a greater specification of time, 30 days from the date of the notice; and if the event of breach is not timely remedied, terminate this contract upon giving the breaching party notice of termination; or
B.
Treat this contract as materially breached and pursue any of its remedies at law or in equity, or both.

16.
WAIVER OF BREACH

No failure by either party to enforce any provisions hereof after any event of breach shall be deemed a waiver of its rights with regard to that event, or any subsequent event. No express failure of any event of breach shall be deemed a waiver of any provision hereof. No such failure or waiver shall be deemed a waiver of the right of either party to enforce each and all of the provisions hereof upon any further or other breach on the part of the breaching party.
17.
STATE PERSONNEL


17.1
State Contract Manager.  The State Contract Manager identified below is the State's single point of contact and will perform all contract management pursuant to Section 2-17-512, MCA, on behalf of the State. Written notices, requests, complaints, or any other issues regarding this contract should be directed to the State Contract Manager.

The State Contract Manager for this contract is:

(Name):

(Address):

(City, State, ZIP):

(Telephone):

(Cell Phone):

(Fax):

(E-mail):

17.2
State Project Manager.  The State Project Manager identified below will manage the day-to-day project activities on behalf of the State.

The State Project Manager for this contract is:

(Name):

(Address):

(City, State, ZIP):

(Telephone):

(Cell Phone):

(Fax):

(E-mail):

18.
CONTRACTOR PERSONNEL

18.1
Identification/Substitution of Personnel.  The personnel identified or described in the Contractor's proposal shall perform the services provided for the State under this contract. The Contractor agrees that any personnel substituted during the term of this contract must be able to conduct the required work to industry standards and be equally or better qualified than the personnel originally assigned. The State reserves the right to approve the Contractor personnel assigned to work under this contract, and any changes or substitutions to such personnel. The State's approval of a substitution will not be unreasonably withheld. This approval or disapproval shall not relieve the Contractor to perform and be responsible for its obligations under this contract. The State reserves the right to require Contractor personnel replacement. In the event that Contractor personnel become unavailable, it will be the Contractor's responsibility to provide an equally qualified replacement in time to avoid delays to the work plan.

18.2
Contractor Contract Manager.  The Contractor Contract Manager identified below will be the single point of contact to the State Contract Manager and will assume responsibility for the coordination of all contract issues under this contract. The Contractor Contract Manager will meet with the State Contract Manager and/or others necessary to resolve any conflicts, disagreements, or other contract issues.

The Contractor Contract Manager for this contract is:

(Name):

(Address):

(City, State, ZIP):

(Telephone):

(Cell Phone):

(Fax):

(E-mail):


18.3
Contractor Project Manager.  The Contractor Project Manager identified below will manage the day-to-day project activities on behalf of the Contractor:

The Contractor Project Manager for this contract is:

(Name):

(Address):

(City, State, ZIP):

(Telephone):

(Cell Phone):

(Fax):

(E-mail):

19.
MEETINGS AND REPORTS

19.1
Technical or Contractual Problems.  The Contractor is required to meet with the State's personnel, or designated representatives, at no additional cost to the State, to resolve technical or contractual problems that may occur during the term of this contract. Meetings will occur as problems arise and will be coordinated by the State. Failure to participate in problem resolution meetings or failure to make a good faith effort to resolve problems may result in termination of this contract.

19.2
Progress Meetings.  During the term of this contract, the State's Project Manager will plan and schedule progress meetings with the Contractor to discuss the progress made by the Contractor and the State in the performance of their respective obligations. These progress meetings will include the State Project Manager, the Contractor Project Manager, and any other additional personnel involved in the performance of this contract as required. At each such meeting, the Contractor shall provide the State with a written status report that identifies any problem or circumstance encountered by the Contractor, or of which the Contractor gained knowledge during the period since the last such status report, which may prevent the Contractor from completing any of its obligations or may generate charges in excess of those previously agreed to by the parties. This may include the failure or inadequacy of the State to perform its obligation under this contract. The Contractor shall identify the amount of excess charges, if any, and the cause of any identified problem or circumstance and the steps taken to remedy the same.

19.3
Failure to Notify.  In the event the Contractor fails to specify in writing any problem or circumstance that materially impacts the costs of its delivery hereunder, including a material breach by the State, about which the Contractor knew or reasonably should have known with respect to the period during the term covered by the Contractor's status report, the Contractor shall not be entitled to rely upon such problem or circumstance as a purported justification for an increase in the price for the agreed upon scope; provided, however, that the Contractor shall be relieved of its performance obligations to the extent the acts or omissions of the State prevent such performance.
19.4
State's Failure or Delay.  For a problem or circumstance identified in the Contractor's status report in which the Contractor claims was the result of the State's failure or delay in discharging any State obligation, the State shall review same and determine if such problem or circumstance was in fact the result of such failure or delay. If the State agrees as to the cause of such problem or circumstance, then the parties shall extend any deadlines or due dates affected thereby, and provide for any additional charges by the Contractor. If the State does not agree as to the cause of such problem or circumstance, the parties shall each attempt to resolve the problem or circumstance in a manner satisfactory to both parties.
20.
CONTRACTOR PERFORMANCE ASSESSMENTS
20.1
Assessments.  The State may conduct assessments of the Contractor's performance. The Contractor will have an opportunity to respond to assessments, and independent verification of the assessment may be utilized in the case of disagreement.
20.2
Record.  Completed assessments may be kept on record at the State's Information Technology Services Division and may serve as past performance data. Past performance data will be available to assist agencies in the selection of IT service providers for future projects. Past performance data may also be utilized in future procurement efforts.

21.
TRANSITION ASSISTANCE
If this contract is not renewed at the end of this term, or is terminated prior to the completion of a project, or if the work on a project is terminated for any reason, the Contractor must provide for a reasonable, mutually agreed period of time after the expiration or termination of this contract, all reasonable transition assistance requested by the State, to allow for the expired or terminated portion of the services to continue without interruption or adverse effect, and to facilitate the orderly transfer of such services to the State or its designees. Such transition assistance will be deemed by the parties to be governed by the terms and conditions of this contract, except for those terms or conditions that do not reasonably apply to such transition assistance. The State shall pay the Contractor for any resources utilized in performing such transition assistance at the most current rates provided by this contract. If there are no established contract rates, then the rate shall be mutually agreed upon. If the State terminates a project or this contract for cause, then the State will be entitled to offset the cost of paying the Contractor for the additional resources the Contractor utilized in providing transition assistance with any damages the State may have otherwise accrued as a result of said termination.

22.
CHOICE OF LAW AND VENUE
This contract is governed by the laws of Montana. The parties agree that any litigation concerning this bid, proposal or subsequent contract must be brought in the First Judicial District in and for the County of Lewis and Clark, State of Montana and each party shall pay its own costs and attorney fees (see Section 18-1-401, MCA.).
23.
SCOPE, AMENDMENT, AND INTERPRETATION
23.1
Contract.  This contract consists of (insert number) numbered pages, any Attachments as required, RFP10-1912D, as amended, and the Contractor's RFP response as amended. In the case of dispute or ambiguity about the minimum levels of performance by the Contractor the order of precedence of document interpretation is as follows:  (1) amendments to this contract, (2) this contract, (3) the applicable statement of work, (4) RFP10-1912D, as amended, and (5) the Contractor's RFP response, as amended.
23.2
Entire Agreement.  These documents contain the entire agreement of the parties. Any enlargement, alteration or modification requires a written amendment signed by both parties.

24.
EXECUTION

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

	STATE OF MONTANA
	(INSERT CONTRACTOR'S NAME)

	DEPARTMENT OF CORRECTIONS
	(INSERT ADDRESS)

	1539 11TH AVENUE
	(INSERT CITY, STATE, ZIP)

	HELENA, MONTANA 59620
	FEDERAL ID 

	
	

	
	

	BY:

	BY: 


	(Name/Title)
	(Name/Title)

	
	

	
	

	

	


	(Signature)
	(Signature)

	
	

	DATE:  

	DATE:  


	
	

	
	

	Approved as to Legal Content:
	

	
	

	

	

	Legal Counsel
(Date)
	

	
	

	Approved as to Form:
	

	
	

	

	

	Procurement Officer
(Date)
	

	State Procurement Bureau
	


Chief Information Officer Approval:

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

Chief Information Officer
(Date)
Department of Administration

APPENDIX C:  CLIENT REFERENCE FORM

The individual completing this Client Reference Form must be a responsible party of the organization for which the services were provided. This individual should have comprehensive knowledge about the services provided.

	Offeror Reference Form

Offeror:____________________________________________________

Client:_____________________________________________________

Description of services/products provided:             
	0-5

Please rank each of these items on a scale of 0 to 5, where:

5: Agree Strongly

4: Agree

3: Neutral

2: Disagree

0: Failed

 

	1.  Overall, you are very satisfied with the offeror’s Restitution Case Management Accounting software.
	

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

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

	4. Overall, you are very satisfied with the offeror’s on-site training regarding operation of the installed Restitution Case Management Accounting system.
	

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

	6. The offeror implemented their Restitution Case Management Accounting system in an effective and timely manner.
	

	7. The offeror implemented their Restitution Case Management Accounting system on schedule, and in accordance with the contract.
	

	8. The offeror implemented their Restitution Case Management Accounting system within budget and in accordance with the contract.
	

	
	

	NAME: ______________              ______ _____DATE: ______________________

                  (Signature)

TITLE:  _________                     _____              __________


	

	EMAIL ADDRESS:  ______________              __________

PHONE NUMBER:  ______________              __________


	

	


Attachment 1-SABHRS Payments/Accounts Payable Load
Updated Information:

Looking for the following font and size you can easily recognize the updated information contained in this revised document:  account 

Description:

The Payments/Accounts Payable Load will allow agencies to send their voucher (warrant) information to the Accounts Payable module for daily processing.

The Accounts payable module will report the necessary data to the General Ledger when the warrants are generated. As a result you do not need to send a separate document with General Ledger information concerning this voucher (warrant).

Processing Flow:
1. Agency Transaction File 
Each agency will need to create a fixed length text file from their existing system. The file will have seven distinct types of records.  Each record must be 325 characters in length. The file must contain one file control record and one file trailer record. The file control record must be the first record. The last record must be the file trailer record. These two records will uniquely identify the file. Between the file control record and the file trailer record will be the payments/accounts payable transactions. Each transaction will include a:
· Voucher Header Record

· Vendor Record (if paying a Vendor under the STATE Vendor Setid then do not provide this record)

· 1099 Reporting Record (optional if 1099 reporting is not required or if name and address information for 1099 reporting is the same as the warrant information)

· Voucher Line Record

· Voucher Distribution Record

· Voucher Advice Record

· Voucher Advice Record Continued-(optional record-system allows for up to 3 additional advice records to be included).

· Addenda Record (optional record - this record is associated with electronic funds transfer (EFT) payments.  It contains descriptive information associated with the EFT payment that is also sent to the vendor's bank and ultimately to the vendor. At this time only child support utilizes this feature. In the future the state may want to utilize this type of processing to pay companies such as the Montana Power Company in order to reduce the numbers of warrants generated.) 

2. Transfer Transaction File
Detail instructions associated with Interface processing can be found in the SABHRS Data Transfer Procedures Document. This document can be found on the State of Montana MINE page under SABHRS Documentation>> Financials>> Interface Documentation.

3. Pre-edit Process
This process will validate the incoming interface file. The file will be validated for the following attributes:

· Duplicate file–this will ensure that a file will not be processed twice if it was accidentally transmitted multiple times.

· Control totals from footers–the actual number of records must equal the number on the trailer record.  Also, the sum of the detail lines in monetary amounts must equal the file’s trailer transaction dollar amount.

· If any errors (see list of edits below) are found on this file, the entire file will be rejected. A report identifying the record number, field in error and an error description will be generated. This error report will be distributed to the printer destination identified for the inputting process as well as to ITSD’s Report Distribution System (RDS). NOTE:  In this process the entire file will be checked and all errors reported.

List of Edits:

1. Verify date fields and reformat.

2. Verify numeric fields.

3. Verify record type:

· None missing

· More than there should be

· Invalid type

4. Verify required fields.

5. Verify the control header and trailer values.

6. For each set of voucher transactions (header through advice) verify that the Business Unit and Warrant Group are the same for all transactions.

7. HEADER:
· Verify that the gross amount on the header record is greater than zero and equal to the sum of the Merchandise Amount from the line records.

· Verify that the Total Lines Entered is equal to the actual number of lines for this voucher.

8. VENDOR:
Verify that the vendor information in the vendor record matches the vendor information in the header record:

· Vendor SetID

_    Vendor ID

· Vendor Address location

9. LINE:
· Verify that the Voucher Line Number starts with 1 and increments by 1.

· Verify that the Total Number of Distributions is equal to the actual number of distributions for this line.

· Verify that the sum of the distribution amounts equal the corresponding line amount.

· Amount must be greater than zero.

10. DISTRIBUTION:
· Verify that the Distribution Line Number starts with 1 and increments by 1.

· Verify that the Voucher Line Number matches the corresponding line.

· Amount must be greater than zero.
4. Staging Database
If all transactions pass the Pre-edit Process the file will be copied to an Oracle database that resides on the SABHRS database server. The file will be extracted from this database on a nightly basis and processed along with any transactions entered on-line during the day and marked for nighttime processing. The files will be held in this staging database for 30 days in order to allow for production recovery. (The extract process will consolidate the data from multiple agencies into one load file.)
5. Data Load Process
In Accounts Payable a transaction includes the Voucher Header record, Voucher Line, Distribution Line and Advice Lines.

The Data Load Process will validate each transaction (i.e., each record associated with that transaction) and then move valid transactions into PeopleSoft tables. If any of the transaction's records fail validation then NONE of the transaction's records will be saved to the PeopleSoft tables.

 If an agency has any transaction errors, the errors will be listed on the Voucher Validation Exception Report. The report will be submitted to the RDS system under the report ids MTFI0201, MTFI0202, and MTFI0203. It is the agency's responsibility to retrieve and verify that all of their data was successfully processed and saved.

If an agency has any transaction errors they will need to resubmit the transactions that were in error. The corrected transaction can be resubmitted either manually online or in their next interface file.

6. Budget Checking Module
Budget checking will be run as a nightly process prior to the Pay Cycle Manager for voucher transactions that are sent via this interface.

The Budget Checking Module (BCM) is the component that enforces budgetary control on financial transactions. When the BCM enforces budgetary control on a transaction, it:

· Verifies that the account type requires budgetary control.

· Validates the transaction type against the list of valid transaction types.

· Validates the combination of Chartfield values on the transaction against the combinations defined for the corresponding controlled budget ledger.

· Translates transaction Chartfields to budget Chartfields.

· Verifies, on a transaction-by-transaction basis, that the total committed and/or expended does not exceed the budgeted amount.

7. Rejected Transactions
When transactions reject at this point in the process, they are within the PeopleSoft system. Agencies can review the MTFI0204 Report that is stored in ITSD’s Report Distribution System or Agencies can run various online reports and actually view the transactions with errors. They can take one of two options:

1. Make corrections and let the nighttime process Edit and Budget Check or do online Edit Checks and Budget Checks; or

2. Delete the transaction.

8. Post Transactions to Ledgers
A batch voucher posting process will also be run prior to the Pay Cycle Manager (PCM) each night. Upon completion of the PCM, a batch payment posting process is run to complete generation of the accounting entries to the AP sub-ledger. Valid transactions (i.e., those that passed Edit and Budget Checking) are then posted to ledgers.

9.
Automatic General Ledger Transactions
Transactions entered into the AP module result in accounting entries that need to be sent to the General Ledger (GL) module. This occurs via the nightly Journal Generator process, which sweeps the activity on the sub-ledgers (AP, AR, etc.) and sends the required entries to the GL module.

File Layout/Example/Coding Instructions:

The Payments/Accounts Payable Load file is made up of the following 325-byte record types, which must be input, in the correct order:

· File Control Record

· Voucher Header Record

· Vendor Record

· 1099 Reporting (Optional)

· Voucher Line Record

· Voucher Distribution Record

· Voucher Advice Record

· Voucher Advice Record Continued (Optional)

· Addenda Record (optional)

· File Trailer Record

Each file MUST have a file control record as the first record in the file. Following the file control record must be a voucher header record. Immediately following each voucher header record must be the vendor record. The next record is the 1099 reporting record (optional if 1099 reporting is not required or if name and address information for 1099 reporting is the same as the warrant information.) The next record must be the first voucher line record followed by all voucher distribution records associated with that line record. If there are more line records for this header record they, and their associated distribution records, follow as described above. There must be at least one line record, and at least one distribution record per line record. Following the lines and their distributions must be a voucher advice record (additional advice records, up to three, may be included.) Next may be the optional addenda record. The last record in the voucher file must be the file trailer record. 

There can be any number of Voucher Line Records for one Voucher Header. There can be any number of Voucher Distribution Records for one Voucher Line Record. The file structure might look something like this:

File Control

Voucher Header Record

Vendor Record

1099 Record (this is optional)

Voucher Line Record

Voucher Distribution Record

Voucher Line Record

Voucher Distribution Record

Voucher Distribution Record

Voucher Distribution Record

Voucher Advice Record

Voucher Advice Record Continue (Optional)

Voucher Advice Record Continue (Optional)

Addenda Record (Optional)

Voucher Header Record

Vendor Record

Voucher Line Record

Voucher Distribution Record

Voucher Advice Record

File Trailer

All fields are character fields and left justified unless noted otherwise. All numeric fields are to be right justified with no leading zeros unless noted otherwise. If numeric field contains a sign the sign must be in front of the value.

A file may contain multiple header records but the associated line records must follow the respective header record, and the distribution record(s) must immediately follow the respective line record. Following is the format for each record with an Example column, which includes the data values based upon the Example below:

Scenario–The Department of Administration has an internal sub-system that is used to make payments for their supply items along with contractor payments. Some paper supply items were ordered and received from a local vendor in which an invoice has been received for $200.00. The payment for the paper supply items was processed through the internal sub-system.

The following illustrations show what would be contained in the required records to transmit the above activity to the PeopleSoft system.

File Control Record Layout:

	Field
	Start Position
	Length
	Format
	Example

	Record Type
	1
	3
	'FCR'
	FCR

	Interface ID
	4
	2
	'AP'
	AP

	Agency ID
	6
	5
	Agency Business Unit
	61010

	System ID
	11
	8
	Agencies way of identifying their application - free formatted by agency
	DOAPMT

	Create Date
	19
	8
	YYYYMMDD
	20051029

	Create Time
	27
	6
	HHMMSS
	021728

	Filler
	33
	292
	Spaces 
	


Coding Instructions
All Fields are REQUIRED. 

The fields common to both the file control record and the file trailer record must contain the same information for both records. These fields are: Interface ID, Agency ID, System ID, Create Date and Create Time.

System ID-A free-form field that the agency can use to identify which external application this information is being sent from.

Voucher Header Record Layout:

	Field
	Required
	Start Position
	Length
	Format
	Example

	Warrant Group 
	Y
	1
	6
	Sequential number that will group header, vendor, voucher and advice lines together for a specific payment.
	1

	Record Type 
	Y
	7
	1
	1 
	1

	Record Sequence Number 
	Y
	8
	1
	'0"
	0

	Row Identifier
	Y
	9
	3
	'000'
	000

	AP Business Unit
	Y
	12
	5
	
	6101Z

	Invoice ID
	
	17
	16
	
	A-1234

	Invoice Date
	Y
	33
	8
	YYYYMMDD
	20051011

	Vendor Set ID
	Y
	41
	5
	
	ADM01

	Vendor ID
	Y
	46
	10
	
	147

	Vendor Address Location 
	
	56
	3
	Numeric
	

	Origin
	
	59
	3
	
	

	Voucher Total Lines
	Y
	62
	5
	Numeric
	00001

	Accounting Date
	
	67
	8
	YYYYMMDD
	

	Gross Invoice Amount
	Y
	75
	17
	Numeric
	200.00

	Due Date
	
	92
	8
	YYYYMMDD
	

	E-Mail Flag
	
	100
	1
	
	Y

	E-Mail Address
	
	101
	70
	
	name@mt.gov

	Vendor Location
	
	171
	10
	
	000001

	Filler
	
	181
	144
	
	

	
	
	
	
	
	


Coding Instructions
Warrant Group-The purpose of this field is to group the warrant transactions together to insure the appropriate transactions are being processed together. This filed can be started at 1 for each file generated. The filed should be incremented each time a new header record is generated.
Record Type-Always 1 for voucher header records.

Record Sequence Number-Always zero for voucher header records.

Row Identifier-Required Field. For the voucher header record must be '000'.

AP Business Unit-Required (Key Field). The AP Business Unit (most likely xxxxZ, i.e. 6101Z).

Invoice ID-The vendor’s invoice number. If this field is completed for all vouchers entered into the PeopleSoft Accounts Payable module, the system has the ability to check for duplicate invoices to ensure that an invoice is not paid more than once. NOTE: This field is required and the voucher ID will be copied into this field if it is left blank.

Invoice Date-Required Field. The invoice date on the vendor’s invoice.

Vendor Set ID-Required field. Each agency will be assigned a unique set ID for interface purposes only.  Note: Must be the same as the Vendor Set ID on the associated Vendor Record. See listing below:

VENDOR SET ID (for Inbound Interfaces only)

Inbound Interface Agency                                   Vendor Set ID

Commissioner of Higher Education
CHE01

Dept. of Administration
ADM01

Dept. of Agriculture---------------------------------------
AGR01

Dept. of Commerce----------------------------------------
COM01

Dept. of Corrections---------------------------------------
COR01

Dept. of Environmental Quality-------------------------
DEQ01

Dept. of Fish, Wildlife and Parks--------------------------
FWP01

Dept. of Labor and Industry--------------------------------
DLI01

Dept. of Public Health and Human Services
HHS01

Dept. of Revenue-------------------------------------------
REV01

Dept. Of Transportation-----------------------------------
MDT01

Montana State University---------------------------------
MSU01

Office of Public Instruction------------------------------
OPI01

Public Employees Retirement System
PER01

State Fund---------------------------------------------------
STF01

State Auditors----------------------------------------------
AUD01

Teachers Retirement System
TRS01

University of Montana------------------------------------
UOM01

ALL Agencies
STATE
Vendor ID-Required field. PeopleSoft will use the agency provided vendor ID as its Vendor ID. (Key Field) Note: Must be the same as the Vendor ID on the associated Vendor Record.

Vendor Address Location-Provide the Address Sequence Number of the address you want the payment to go to for the Vendor under the STATE Vendor Setid. This Address Sequence Number is found in SABHRS.

Origin-This field may contain "ONL" or it can be left blank or if an agency wants a specific value in this field they must request it through SABHRS in advance. It may be used to distinguish different organizational entities originating the transaction.

Voucher Total Lines-Required field. The total number of lines from the following line records.

Accounting Date-The period and year in which the posting entries will be made.

Gross Amount - Required field. The total amount of the voucher. This amount must be the sum of all of the following line amounts.  Cannot be zero or a negative amount. Format is PIC -(14).99. 

Due Date-The date on which the voucher is to be paid. Note: If this field is left blank the payment date will be based on the invoice date and payment terms set up for your AP Business Unit for your Payments/Accounts Payable load interface.

E-Mail Flag-This will indicate if you want the payment advice message for an EFT payment to go out to the Vendor as an email. If you leave it blank, SABHRS will default it to an “N”.

E-Mail Address–This is the email address of the vendor.

Vendor Location–Provide the Vendor Location of the Vendor under the STATE Vendor Setid. The Vendor Location is found in SABHRS.

Vendor Record Layout:

	Field
	Required
	Start Position
	Length
	Format
	Example

	Warrant Group 
	Y
	1
	6
	
	1

	Record Type 
	Y
	7
	1
	2
	2

	Record Sequence Number 
	Y
	8
	1
	'0'
	0

	Row Identifier
	Y
	9
	3
	'VND'
	VND

	Vendor Set ID
	Y
	12
	5
	
	ADM01

	Vendor ID
	Y
	17
	10
	
	147

	Vendor Class
	Y
	27
	1
	
	R

	Vendor Address Location 
	Y
	28
	3
	Numeric
	001

	Name1
	Y
	31
	40
	
	ABC Paper Supply

	Name2
	
	71
	40
	
	

	Address Line 1
	Y
	111
	35
	
	1000 North Main

	Address Line 2
	
	146
	35
	
	

	Address Line 3
	
	181
	35
	
	

	City
	Y
	216
	30
	
	Helena

	State
	
	246
	4
	
	MT

	Country
	
	250
	3
	
	

	Postal
	
	253
	12
	
	59621

	TinType
	
	265
	1
	
	S

	Tin/SSN
	
	266
	9
	
	111223333

	Payment Method
	
	275
	3
	
	

	Bank Account Number
	
	278
	17
	
	

	DFI ID
	
	295
	12
	
	

	EFT Payment Format
	
	307
	3
	
	

	EFT Transaction Code
	
	310
	2
	
	

	Vendor Location
	
	312
	10
	
	000001

	Filler
	
	322
	3
	
	


Coding Instructions
Every voucher transaction set must include one vendor record and it must immediately follow the voucher header record, unless you are paying a vendor under the STATE Vendor Setid. Do not include this record if you are paying a vendor under the STATE Vendor Setid. This record will be used to check for address changes and will also be used to identify necessary bank/bank account information for EFT payments.

Warrant Group-Must be the same as on the associated header record.

Record Type-always 2 for vendor records. 

Record Sequence Number-always zero for vendor records.

Row Identifier-Required field. For the vendor record must be 'VND'.

Vendor Set ID–Required field. Each agency will be assigned a unique set ID for interface purposes only. NOTE: Must be the same as the Vendor Set ID on the associated Voucher Header Record.

Vendor ID–Required field. This field will be defined by each agency. Agencies must use their own vendor ID to keep PeopleSoft in sync with their system. (Key Field) NOTE: Must be the same as the Vendor ID on the associated Voucher Header Record.

Name1-Required field. Enter the primary vendor name in all capital letters as you would like it to appear on the warrant. For individuals, this should be in first name, middle initial, last name order.

Name2-Enter a second vendor name, if applicable. An example might be a DBA (Doing Business As) name. The format should follow the same rules as those described for Vendor Name1.  Name2 will appear on the warrant.

Vendor Class-This field is intended to be used for vendor file maintenance. If left blank, the system will default in the only allowable value at this time 'R'.

Vendor Address Location-This field is not used but must be ‘001’

Addr1, Addr2, and Addr3-Addr1 is a required field. Vendor mailing address(es). Use all capital letters.

City-Required field. Vendor city in capital letters.

State-Required field if Country is USA. For foreign addresses see information below under "Foreign Addresses." For states and Canadian provinces, enter the 2-digit abbreviation in all capital letters. Here are valid codes for Canadian provinces:

	Province
	Abbr

	Alberta
	AB

	British Columbia
	BC

	Manitoba
	MB

	New Brunswick
	NB

	Newfoundland
	NF

	Nova Scotia
	NS

	Ontario
	ON

	Prince Edward Island
	PE

	Quebec
	QC

	Saskatchewan
	SK

	Yukon and Northwest Territories
	NT


Note: The above should be placed in the State field, with 'CAN' in the Country field (no editing of Canadian addresses occurs in the program).

Country–Enter the 3-character abbreviation for the vendor’s country. If left blank, the system will default in USA (note that if USA then the State field and the Postal field are REQUIRED). Canada’s abbreviation is CAN.  For other countries, please contact DOA/AFSD for correct abbreviations. For foreign addresses see information below under "Foreign Addresses."

Postal/Zip Code-Required field if Country is USA. Enter the zip or postal code. If sending the 9 character US Zip Code, send it as a 10-character string comprised of the 5-digit portion of zip code, followed by a dash, and the 4-digit extension.

TinType-Enter an ‘S’ if the TIN/SSN field below contains the SSN, else enter an ‘F’ if the field contains the TIN. Required only when TIN/SSN field is populated.
Tin/SSN-If the vendor’s SSN or TIN is known, enter the 9-digit code in this field as a continuous string without separation (e.g.-) characters. Only required if payment to vendor is 1099 applicable.

Payment Method-This field will be used to identify the preferred payment method for the vendor. If the field is left blank, the system will store the default payment method as a check (CHK). If the vendor prefers an EFT payment, enter ‘EFT’ in this field.

Bank Account Number-For EFT payment methods ONLY, enter the vendor’s bank account number into which the EFT transfer should be made.

DFI ID-For EFT payment methods ONLY. The unique 9-character number assigned to the vendor’s bank by the Depository Financial Institution.

EFT Payment Format-For EFT payment methods ONLY. The preferred payment format. This will be derived from the control hierarchy if not coded. At this time the only valid value is CCD (Cash Concentration or Disbursement).

EFT Transaction Code-The Transaction code. Valid values are: 22-Checking, 23-Prenote for checking, 32 - Savings, 33-Prenote for savings.

Note: A prenote is a “test” EFT. A prenote is not required but it is strongly recommended. When you select to do a prenote then the payment for the vendor will be made as a paper check for the amount you sent, plus a $0 entry will be put into the ACH file that SABHRS sends out to the bank for deposit. The banks verify the accuracy of the bank routing number and the bank account number. The State Treasury office will notify you only if something was incorrect. There is a five day wait period after this prenote has been received by SABHRS until a real EFT payment can be made to this vendor. If an EFT payment is made to this vendor within that five day time period SABHRS will automatically change the payment method to be a check.

Vendor Location-For Direct Deposit payments. This field makes it possible to send multiple Direct Deposit payments to the same vendor to different bank accounts on the same day. If no value is provided SABHRS will default in a value of ‘000001’.

Foreign Addresses  For foreign addresses use either option 1 or 2 below:

1. Send foreign addresses with the information entered in the appropriate CITY, STATE, POSTAL, and COUNTRY fields.

2. Where foreign addresses can’t be formatted, use delivered PeopleSoft (PS) fields to hold the foreign address.  Specifically, the CITY (30 characters) and STATE fields (4 characters).

Impact on Agency Creation of Voucher file

· All foreign addresses would be sent with ‘FOR’ in the COUNTRY field of the voucher interface’s Vendor record 

· The agency would plug the first 30 characters of any free-form foreign address field into the CITY field; the remaining 4 characters into STATE field. 

NOTE: SABHRS would recommend that, where possible (e.g. income tax refunds and big game drawing applicants), the agency have their data entry staff enter foreign addresses in the first 30 characters of the free-form foreign address field in their internal systems. 

1099 Reporting Record Layout

(This record Type is only necessary IF any of the 1099 information is different from the above vendor information, or any previously sent 1099 information for this vendor. If this is the case then all of the following fields are required.)
	Field
	Required
	Start Position
	Length
	Format
	Example

	Warrant Group 
	Y
	1
	6
	See Above
	

	Record Type 
	Y
	7
	1
	3
	

	Record Sequence Number 
	Y
	8
	1
	Zeroes
	

	Row Identifier
	Y
	9
	3
	'VND’
	

	Name1-Owner
	Y
	12
	40
	
	

	Name2-Owner
	
	52
	40
	
	

	Addr-Owner
	Y
	92
	40
	
	

	City-Owner
	Y
	132
	30
	
	

	State-Owner
	Y
	162
	4
	
	

	Postal-Owner
	Y
	166
	12
	
	

	Country-Owner
	Y
	178
	3
	
	

	Filler
	
	181
	144
	
	


Coding Instructions  If the agency does not send this information, the program will plug the corresponding fields from the Vendor record into the 1099 Reporting Record. Formatting rules should follow those found in the Vendor record: all capital letters for each field; and name fields that are formatted as they are to be printed on the warrant.

Name1-Owner-If the vendor to be added will be issued 1099 applicable payments, this field is used to capture the vendor name. 

Name2–Owner-Enter a second name, if necessary (e.g. DBA).

Addr–Owner-Vendor’s address for purposes of receiving 1099 vendor forms from the State.

City–Owner-Vendor city.

State–Owner-Vendor state.

Postal–Owner-Vendor zip code.

Voucher Line Record Layout:

	Field
	Required
	Start Position
	Length
	Format
	Example

	Warrant Group 
	Y
	1
	6
	See Above
	1

	Record Type 
	Y
	7
	1
	'4'
	4

	Record Sequence Number 
	Y
	8
	1
	'0'
	0

	Row Identifier
	Y
	9
	3
	'001'
	001

	AP Business Unit
	Y
	12
	5
	
	6101Z

	Voucher Line Number
	Y
	17
	5
	Numeric
	00001

	PO Business Unit
	
	22
	5
	
	

	PO ID
	
	27
	10
	
	

	Description
	
	37
	30
	
	Paper Supplies

	Line Amount
	Y
	67
	17
	Numeric
	200.00

	1099 SW
	
	84
	1
	
	

	1099 Code
	
	85
	2
	
	

	Total Number of Distributions
	Y
	87
	5
	Numeric
	00002

	Filler
	
	92
	233
	
	


Coding Instructions:
AP Business Unit-Required Chartfield. (Key Field). Enter the AP Business Unit that’s originating this voucher.  This must be the same as the AP Business Unit on the related Voucher Header Record.

Voucher Line Number-Required field. A unique sequential number starting with 1 that identifies the voucher line record per voucher header. (Key Field). 

PO Business Unit-This field and the next are optional fields that can be used for two-way matching between this voucher and its associated PO. This is only a viable option if the PO was entered via PeopleSoft’s purchasing module and the PO number, as assigned by the Purchasing module, is known and can be entered into the following PO ID field.  This field should contain the Business Unit name under which the PO was entered into PeopleSoft’s Purchasing module.
PO ID-Enter the PO number associated with this voucher as entered through PeopleSoft’s Purchasing module.  Depending upon match rules that have been established by the agency at the AP Business Unit level, the completion of these two PO fields will result in a comparative validation of the information on the PO and this voucher.

Description-Description of item(s) associated with this voucher line.

Line Amount-Required field. The amount for this line. Format is PIC -(14).99. 

1099 Switch-Identifies whether or not this voucher line is a 1099 applicable payment. Valid values are ‘Y’ or ‘N’. If left blank, the system will default to ‘N’.

1099 Code-For a 1099 applicable payment ONLY, enter one of the 12 valid two digit 1099 codes (e.g. 01-rents, 07-non-employee compensation) that identifies the category of 1099 payment.
Total Number of Distributions-Required field. The total number of distributions associated with this line.
Voucher Distribution Record Layout:

	Field
	Required
	Start Position
	Length
	Format
	Example VDR-1
	Example VDR-2

	Warrant Group 
	Y
	1
	6
	See Above
	1
	1

	Record Type 
	Y
	7
	1
	'5'
	5
	5

	Record Sequence Number 
	Y
	8
	1
	'0'
	0
	0

	Row Identifier
	Y
	9
	3
	'002'
	002
	002

	GL Business Unit
	Y
	12
	5
	
	61010
	61010

	Voucher Line Number
	Y
	17
	5
	Numeric
	00001
	00001

	Distribution Line Number
	Y
	22
	5
	Numeric
	00001
	00002

	Account
	Y
	27
	6
	
	62211
	62110

	Journal Line Reference
	
	33
	10
	
	
	

	Distribution Amount1
	Y
	43
	17
	Numeric
	100.00
	100.00

	Fund Code
	Y
	60
	5
	
	01100
	02075

	Organization
	
	65
	10
	
	2354
	2354

	Program
	
	75
	5
	
	2005
	2005

	Subclass
	
	80
	5
	
	590H1
	595H1

	Filler
	
	85
	4
	
	
	

	Project Grant
	
	89
	15
	
	
	

	Statistics Code
	
	104
	3
	
	
	

	Chartfield1
	
	107
	10
	
	
	

	Chartfield2
	
	117
	10
	
	
	

	Chartfield3
	
	127
	10
	
	
	

	OpenItem Key
	
	137
	30
	
	
	

	Filler
	
	167
	158
	
	
	


Coding Instructions:

GL Business Unit-A required Chartfield. (Key Field). This is the agency's GL Business Unit (different from the AP Business Unit).

Voucher Line Number-A required numeric field that represents the line number, which this distribution is associated. (Key Field).

Distribution Line Number-Required field. A unique number, which identifies the distribution line record per voucher line. Should start with 1 and then increment by 1. (Key Field)

Journal Line Reference-This is an optional field that can be used to reference back to agency subsystem on a line by line basis. The information is only available through a query and not seen online. It will not appear on any GL journal created from AP transactions.

Distribution Amount-Required field. The amount for this distribution.

Chartfield1- Optional field to further define accounting transaction

Chartfield2- Optional field to further define accounting transaction

Chartfield3- Optional field to further define accounting transaction

OpenItem Key- Open item accounting field. This field is required when the chartfield Account provided is an OpenItem account. If the chartfield Account is not an OpenItem account then this field must be blank.

1See general coding instructions for monetary amounts.

Voucher Advice Record Layout:

	Field
	Required
	Start Position
	Length
	Format
	Example

	Warrant Group 
	Y
	1
	6
	See above
	1

	Record type 
	Y
	7
	1
	'6'
	6

	Record sequence number 
	Y
	8
	1
	'0'
	0

	Row Identifier
	Y
	9
	3
	'ADV'
	ADV

	AP Business Unit
	Y
	12
	5
	
	6101Z

	Transaction Reference Number
	
	17
	30
	
	56193

	Payment Method
	
	47
	3
	
	CHK

	Separate Payment
	
	50
	1
	
	

	Payment Form
	Y
	51
	1
	
	M

	Warrant Type
	Y
	52
	3
	
	017

	Advice 
	
	55
	210
	
	Re-supply stock of copier paper for the Accounting and Management Div.

	Filler
	
	266
	59
	
	


Coding Instructions:

Transaction Reference Number- Agencies may use the transaction reference number field to enter any cross-reference information from their external system. 

Payment Method-This field will be used to identify the payment method for this voucher. If the field is left blank, the system will store the default payment method as a check. Valid values are: CHK-System check, EFT-Electronic Funds Transfer, DFL- Default (SABHRS will set the payment method to CHK or EFT based on how the Vendor is set up to pay in SABHRS. The value DFL should be used when paying a vendor under the STATE Vendor Setid). 

Separate Payment-Used to identify whether this payment is separate or can be consolidated with another payment.  Valid values are ‘Y’ or ‘N’. If left blank, the system will default to ‘N’ (not a separate payment and therefore eligible for consolidation). Note: If the Payment Form is M (mailer) the payment cannot be consolidated and the Separate Payment field will automatically be input as 'Y'. Consolidation of vouchers occurs when the following fields are identical: business unit, vendor id, vendor address location, payment method, payment form, and due date.

Payment Form-Used to identify whether a payment is a mailer or non-mailer. Note: Valid values are: M- mailer, N- non-mailer.

Warrant Type- Required field. Used to identify the type of payment.

Advice- The actual advice. This is a free-form text field. PeopleSoft will automatically print the following fields on advices: invoice number, invoice date, voucher ID, amount, vendor name, and vendor number. This field is for any additional description of the payment.

The program that prints the warrants will grab the 1000 character advice field in 70 character pieces and print up to 15 lines on the advice (the last line containing 20 characters). The program will be unable to do any kind of word wrapping, so the agencies are encouraged to format their advices accordingly, so that, for example, word truncations do not occur.

Voucher Advice Record Continued
	Field
	Required
	Start Position
	Length
	Format
	Example

	Warrant Group 
	Y
	1
	6
	See above
	1

	Record type 
	Y
	7
	1
	'7'
	7

	Record sequence number 
	Y
	8
	1
	1- 4 depending on how many records are required.
	

	Row Identifier
	Y
	9
	3
	'ADV'
	ADV

	Advice 
	
	12
	210
	
	

	Filler
	
	222
	103
	
	


Note: Using the above record format you can add up to 790 more characters to the advice. Please note in order to insure the records will be processed sequentially, the record sequence number should be incremented by '1' for each of the records. You can only have four additional advice records. Only the first 160 characters of the 4th occurrence will be used.

Addenda record
	Field
	Required
	Start Position
	Length
	Format

	Warrant Group 
	Y
	1
	6
	See above

	Record type 
	Y
	7
	1
	8

	Record sequence number 
	Y
	8
	1
	Zeroes

	Row Identifier
	Y
	9
	3
	'ADV'

	Addenda 
	
	12
	80
	

	Filler
	
	92
	233
	


Addenda- Free-form text field. For EFT payments. Additional information concerning the payment. The agency may have to coordinate with the vendor to determine if this information must be structured in a particular format.

File Trailer Record Layout
	Field
	Start Position
	Length
	Format
	Example

	Record Type
	1
	3
	'FTR'
	FTR

	Interface ID
	4
	2
	'AP'
	AP

	Agency ID
	6
	5
	Agency Business Unit
	61010

	System ID
	11
	8
	Agencies way of identifying their application - free formatted by agency
	DOAPMT

	Create Date
	19
	8
	YYYYMMDD
	20051029

	Create Time
	27
	6
	HHMMSS
	021728

	Record Count
	33
	8
	Total number of records contained in the interface file including the file control and file trailer records
	00000007

	Transaction Dollar Amount
	41
	19

(16.2)
	Total of the Gross Invoice Transaction Amount found on the Voucher Header record(s).


	                 200.00

	Control Total 1
	60
	19
	                 Spaces
	

	Control Total 2
	79
	19
	                 Spaces
	

	Filler
	98
	227
	Spaces 
	


Coding Instructions
The only fields that are NOT REQUIRED are the two Control Total fields. All other fields ARE REQUIRED.

The fields common to both the file control record and the file trailer record must contain the same information for both records. These fields are: Interface ID, Agency ID, System ID, Create Date and Create Time.

System ID-A free-form field that the agency can use to identify which external application this information is being sent from.

Transaction Dollar Amount- The format for this field is 19 bytes with 2 decimal places and must include the decimal point. As with all monetary amounts this amount must be right justified and does not have to be zero filled.

Control Total 1 and 2 - These fields are not used for this interface.
Attachment 2-SABHRS Warrant Status File
Updated Information
Looking for the following can easily recognize the updated information contained in this revised document: account 

This outbound interface will be created on a daily basis for those agencies that have chosen to have this file created by SABHRS. Any agency that would like a warrant status file for their activity must make that request of the SABHRS Interface coordinator.

The program that creates this outbound interface will be part of the nightly Financials batch job stream that runs after pay cycle processing. The program will look for activity that meets specific date/pay cycle criteria, as well as specific status values (see below) for any of the following payment-related actions: payment issuance and cancellation, staledate, and cashing. Each of these actions appears as a separate status with an associated date field in the SABHRS tables.

The program is written to accommodate differing needs of the agencies. Non-University unit agencies can either request inclusion of all warrant types for all AP business units for their agency; or they can request only specific warrant types for all AP business units. The program is also written to accommodate a need by the University System to include activity across multiple GL business units (e.g. 5103, 5105, 5108) in a single file.

The warrant status data will be extracted and transferred to a generation data group on the mainframe.  It will be the responsibility of the individual agency to extract this data on a daily basis and store the data for their use as necessary. There will be seven generations of this data kept in order to ensure the agencies have ample opportunities to process the data. 

Mainframe datasets are named as follows:

Business Unit


Dataset Name
3401



F08.D100.BU3401

5102



F08.D100.BU5102

5103



F08.D100.BU5103

5104



F08.D100.BU5104

5801



F08.D100.BU5801

6103



F08.D100.BU6103

6105



F08.D100.BU6105

6401



F08.D100.BU6401

6501



F08.D100.BU6501

6602



F08.D100.BU6602

6901



F08.D100.BU6901

Please keep the following assumptions in mind when you are reviewing this file layout:

1. Only one output file for the each of the above referenced agencies will be provided.

2. The TRANS_REF_NBR will be a field that is sent by the agencies through the voucher interface.  This field is generally intended to be an identifier within the agency’s internal system that, when passed back via this interface, will allow the agency to make the linkage between SABHRS and their internal systems. 

	Field Name
	Field 

Type
	Start
	Size
	Value/ Format

	RSAM_CODE
	Char
	1
	1
	Always spaces 

	WARRANT_TYPE
	Char
	2
	3
	(see below)

	PYMNT_ID_REF
	Char
	5
	10
	Warrant number, right justified, zero filled.

	PYMNT_STATUS
	Char
	15
	1
	(see below)

	PYMNT_DT
	Char
	16
	8
	YYYYMMDD

	CANCEL_ACTION
	Char
	24
	1
	(see below)

	FILLER
	Char
	25
	8
	Spaces

	RECON_STATUS
	Char
	33
	3
	(see below)

	RECON_DT
	Char
	36
	8
	YYYYMMDD

	STALEDATE_STATUS
	Char
	44
	1
	(see below)

	STALEDATE_DT
	Char
	45
	8
	YYYYMMDD

	STALEDATE_ACT_DT
	Char
	53
	8
	YYYYMMDD

	PAID_ AMT
	NBR
	61
	17
	-9(13).99

	TRANS_REF_NBR
	Char
	78
	30
	From interface input. available, 

	PAYMENT METHOD
	Char
	108
	3
	CHK, EFT (or spaces for warrants already written only)

	VENDOR ID
	Char
	111
	10
	

	PROCESS DATE
	Date
	121
	8
	YYYYMMDD.  The batch process date.

	VOUCHER ID
	Char
	129
	8
	

	AP BUSINESS UNIT
	Char
	137
	5
	For warrants already written, this field will contain the WAW vendor setid.

	PYMNT_GROSS_AMT
	Nbr
	142
	17
	-9(13).99 – voucher amount

	PREVIOUS_PYMNT_ID
	Char
	159
	10
	For interfaced vouchers only.  If there are multiple payments associated with a single voucher, this field will contain the PYMNT_ID_REF of the first payment for that voucher.

	PROCESS_FROM_DATE
	Date
	169
	8
	YYYYMMDD.  This field will usually be the same as the Process Date, unless the process is being run for multiple days.  For example, if process date is a Monday, PROCESS_FROM_DATE will be Saturday, the first day after this job was last run.

	FILLER
	Char
	177
	10
	Spaces

	COMMENT
	Char
	187
	254
	This comes from the “comment” field on the Cancelled Payment Panel.


Business Unit/Warrant Types extracted by this interface.

	Business Unit
	Warrant Type

	3401- State Auditors Office
	040- Insure Montana

	5102- Commissioner of Higher Education
	027- Guaranteed Student Loan

	5103- University of Montana
	*

	5105-MT Tech of UM
	*

	5108- Western MT College of UM
	*

	3514- Helena College of Tech of UM
	*

	UOM01- (Umbrella Setid for all UM Warrants Already Written- they will have no business unit associated with them)
	*

	5104- Montana State University
	*

	5106- MSU Billings
	*

	5107- MSU Northern
	*

	5109- Ag Experiment Station
	*

	5110- Extension Service
	*

	5119- Fire Services Training School
	*

	3513- MSU College of Tech, GF
	*

	MSU01- (Umbrella Setid for all MSU Warrants Already Written- they will have no business unit associated with them)
	*

	5801-Department of Revenue
	001- All Purpose

	
	009- Income Tax Refund

	
	500- Withholding Tax Refunds

	
	501- Accommodations Tax Refund

	
	502- Corporation Tax Refund

	
	511- OFLT Tax Refund

	6103 – State Compensation Ins Fund
	013- Workers Comp Medical Payment

	
	018 – Workers Comp Premium Refund

	
	600 – Compensation Payments

	6105 – Teachers Retirement Division
	*

	6401 – Dept of Corrections
	535 – DPHHS (Caps)

	
	075 – Restitution and CACTAS

	6501 – Dept of Commerce
	021 – Housing

	
	036 - Housing

	6602 – Dept of Labor and Industry
	050 – Unemployment Insurance Benefit

	6901 – Dept of Public Health and Human Services
	008 – Medicaid Payments

	
	022 – Child Support – SRS

	
	051 – DPHHS

	
	071 – DPHHS

	
	072 – DPHHS

	
	535 – DPHHS (Caps)

	
	600 – State Fund Compensation Payments

	
	609 – Child Support Direct Deposit Payment

	
	610 – Daily Child Support Payments

	
	614 – MT Automated Child Care System

	
	615 – AWACS DPHHS

	
	616 – Supportive Services

	HHS01 (Setid for all DPHHS Warrants Already Written – they will have no business unit associated with them)
	*


Warrant Types designated with ‘*’ indicates warrant types are not checked when extracting data for these Business Units.

-PYMNT_STATUS - This indicates the payment status, see table below:

Value   Description

Primary values

P
Paid
When Pay Cycle Manager creates either an EFT or system check payment in the nightly processing it will create a record in the status file with a payment status of P.  The payment date will be the next business day’s date.  This is the convention used by the Accounting Division as it reflects the actual date the payment is going to be sent out.

NOTES:

· Partial Offset.  For each scheduled payment that is partially taken for debts owed, there is still a payment issued to the vendor for an amount less than the original voucher amount.  In these instances, the program will generate two warrant status records with a P (paid) payment status.  One will be for the original voucher and the other, entered as an adjustment voucher by Debt Collection Services, will be in a negative amount for the amount taken for the debt owed. The PYMNT_GROSS_AMT field for each will show the initial voucher amount and the paid amount field (PAID_AMT) on the file will show what the actual net warrant/EFT amount was.  In cases such as this, the warrant number (PYMNT_ID_REF) for both status records will be the same. One adjustment voucher is always entered for each agency voucher being offset!  Instances of a partial offset with more than status record showing the same warrant number are not necessarily limited to one original voucher being offset by one adjustment voucher.  The possibility also exists that multiple vouchers are combined with multiple adjustment vouchers resulting in numerous warrant status records with the same warrant number.

C
Complete Offset

For each voucher that is taken in its entirety for debts owed, the program will generate two warrant status file records, both of which will have a C payment status.  One record is associated with the original voucher and has a positive PYMNT_GROSS_AMT; the other relates to the adjustment voucher and has a negative payment gross amount.  Since this activity never makes it through Pay Cycle Manager, there is neither a paid amount, nor warrant number.  The C status only occurs from a complete offset. 

R
Replaced
This status is indicative of a check that has been destroyed while being printed and has had to be re-printed using the restart process that assigns a new number.  The agency would have received a warrant status record the previous day that would have identified a new payment (PYMNT_STATUS = P) with a PYMNT_ID_REF.  The following morning when the check(s) gets munched during printing, the Accounting Division will do a restart process to assign new warrant numbers.  As a result of that restart, the warrant status program, in that night’s run, will generate this R status record.  This warrant status record will include the transaction reference number and will also include the warrant number that was originally assigned in the first 10 characters of the COMMENT field. 

NOTES: 

· The replacement payment will always have a different warrant number than the original payment; 

· The warrant status record for the replacement payment will have the transaction reference number that was initially sent for the voucher that resulted in the original payment; 

· The first 10 characters of the Comment field at the end of the file will contain the original warrant number, followed by the explanation of the reason for the cancellation. 

Q
Same Day Cancellation of a Replaced Payment

This status indicates that a new warrant number issued as a result of a restart has been cancelled on the same day as the restart.  There are two separate activities to be gleaned from this record.  The replaced warrant activity is processed by looking at the warrant number field (PYMNT_ID_REF) which shows the reissued warrant number, while the first 10 characters of the COMMENT field show the original warrant number.  The Q status also then reflects a cancellation with the option do not reissue/close liability of the replaced payment.   

NOTE:

· If a cancellation of a replaced payment occurs on any day other than the date the reprint occurred, the agency would have received an R status record on the reprint date, and an S status record on the cancel date.

S
Stop Pay
This status is the end result of an issued payment that has been cancelled.  The cancellation may have been for a stop pay where a payment was erroneously issued (e.g. wrong vendor), OR for a payment that is being reissued (e.g. the original was lost, stolen or destroyed).   This status makes no distinction between the various types of cancel actions (e.g. do not reissue/close liability and reopen voucher/reissue payment), nor is there any way to programmatically make the distinction.  Rather, the agency will know that it’s a stop pay cancellation by the persistence of the S payment status that they’ve incorporated into their internal system.  For a reopen/reissue cancellation, a new warrant status record will be sent, most often the next day, that will show a payment status = P, with a new warrant number.  This replacement payment will show the transaction reference number of the original payment, so the agency can replace the S status with the incoming P status record containing the new warrant number.  Because of the way PeopleSoft processes these cancellations, we have no way of sending the original payment number on the warrant status record of the replacement payment.

X
Deleted
This status relates to a manual payment that’s been entered into the system is now being deleted because it was erroneously entered.  The only manual payments currently being entered into PeopleSoft are for decedent warrants.

CANCEL ACTION – This indicates what type of cancellation occurred.

Value 
Description

Primary values
N
No cancel action was done.

C
Do not reissue/Close Liability

This status is a result of a cancel of the payment and close any liabilities associated with it. The amount of the liability to close is calculated as the amount of unpaid liability remaining. The posting program flags the voucher as process manual close, and the amount of the outstanding liability is reversed the next time the voucher posting program runs. The posting program obtains the AP Control account from the Accounting Entry Template

R
Re-Open Voucher/Re-Issue
This status is a result of reselecting the scheduled payments and reissuing them the next time that you execute a Pay Cycle, assuming that the vouchers meet the selection criteria for that Pay Cycle.
RECON STATUS - This indicates the cashed warrant reconciliation status.

Value   Description

Primary values

REC
Reconciled

This status results when a payment that’s been cashed by the bank and sent on their electronic file has been successfully run through the PeopleSoft’s AutoRecon Manager process and matched to a system transaction.  

NOTES: 

· Generation of a warrant status record with this status currently applies only to physical warrants that have been issued.  Direct deposit payments remain in the system in an UNR (unreconciled) status.  There has been some discussion of changing the system to automatically reconcile direct deposits but it is not a scheduled enhancement at this point.

Other values

NTF
Not Found in System

UNR
Unreconciled

STALEDATED STATUS - This indicates the staledate status. 

Value   Description

Primary values

S
Staledated

This status occurs when a warrant has been outstanding for a specified period of time (210 days for regular State payments, 90 days for DLI UIB payments) without having been cashed.  The staledate program, which runs monthly, will set the staledate status to S upon detection of this circumstance. 

A
Sent to Abandoned Property
If no action occurs for a 3 ½ year period after a payment is staledated, the warrant is transferred to the Abandoned Property section of the Department of Revenue.

R
Re-issued to Vendor
If an attempt to find the vendor after the warrant has been staledated are successful, they can request issuance of a new payment.  The Accounting Division will enter a new voucher to initiate the creation of the payment.

T
Transferred to Agency

The originating agency, when notified of staledating, asks that the monies from the payment be transferred back to the agency.

Other values

C
Cashable

Default value for payment record when payment is initially created.

Notes on Processing the Warrant Status File

· The warrant status file that each agency receives will be sorted in the following sequence (high order to low):

· Ascending business unit (AP BUSINESS UNIT)

· Ascending vendor id (VENDOR ID)

· Ascending payment number (PYMNT_ID_REF)

· Ascending transaction reference number (TRANS_REF_NBR) 

· Each record in the warrant status file contains a process date that is the date the batch process that created this particular file was run.  If the nightly run started and/or completed after midnight, it will show the preceding night’s date.

· Agencies will need to look for multiple occurrences of warrant status file records with matching business unit, vendor ID and warrant numbers.  These can occur in either a consolidation or offset scenario and in those instances, must be looked at as a group to determine what has occurred.

· On an individual record basis, the Process Date field in the file should be compared to each of the other date fields in the file – payment, recon, staledate, and staledate action date.  If the date field falls within the span of Process From Date and Process Date; or exceeds (in the case of the payment date for a P status) the process date, use the associated status field to update your internal system.  

· If the status date is less than the process from date or the associated status field does not contain a primary value, bypass any updating of the agency system for that date/status combination.  

· There are circumstances where more than one date field will match the process date and also contain a primary status value.  If a payment has been cancelled or staledated, the Accounting Division must go in and manually reconcile the payment.  If that is done in a timely manner (i.e. the same day), then a single warrant status file record will reflect two activities (payment or staledate date and reconciliation date) with primary status values. 

Miscellaneous Notes:

· Staledate Action Date.  A payment is staledated when it has been outstanding for 210 days (or 90 days for DLI UIB payments).  Staledating occurs in a month-end process that sets both the staledate date and staledate action date to the current date.  Thereafter, the staledate date will never change, but the staledate action date will change when some subsequent action occurs for a staledated payment (e.g. transferred to agency, reissued to vendor, sent to abandoned property).

· Warrant Consolidation.  For multiple non-mailer vouchers scheduled to be paid to the same vendor, at the same location, on the same night, and by the same business unit, the system will consolidate the vouchers into a single payment.  The warrant status file will return a separate record for each voucher that’s been sent by the agency showing it’s individual dollar amount (in the PYMNT_GROSS_AMT field), but each of these records will show the same PYMNT_ID_REF (warrant) number and the same paid amount (PAID_AMT).  Agency programs should read the warrant status file looking for the existence of multiple records with matching AP BUSINESS UNIT, VENDOR ID, PYMNT_ID_REF, and PAYMENT_METHOD fields.  The transaction reference numbers that are sent by the agency with each voucher will most likely be different numbers.  Where such activity is found, determine if there are any adjustment vouchers (negative PYMNT_GROSS_AMT amount) in the mix.  If there are adjustment vouchers, refer to that write up under the P and C Payment Status write-ups.  If there are no adjustment vouchers, it is a straightforward consolidation of multiple vouchers.  In such case, the agency should use the PYMNT_GROSS_AMT on each warrant status record to identify the amount paid for that voucher.

· Warrants Already Written (WAW) payment activity.   Because WAW activity is not sent by the agencies with enough detail to be able to create PS vouchers, it is stored only in the payment tables where cashed warrant reconciliation occurs.  This results in some unique characteristics for WAW activity on the warrant status file: 

· The business unit field on the warrant status file for WAW activity will show the Vendor SetID the agency uses to submit this activity rather than a BU identifier.

· The warrant status file will include the payment status = P activity that is sent by the WAW agencies in their inbound file to SABHRS.  Since the warrant date that is sent on the warrants already written interface is from outside of the system, we cannot select rows to be included in the interface file using this date.  Therefore, WAW transactions will appear in this file based on the date they were interfaced into SABHRS instead of the date the payment was made. 

· There will be no payment method on the warrant status file for WAW activity since that information is not available on the WAW file. 

· Multiple Pay Cycle Runs/or Restarts in a single day 

· Creation of the warrant status file will occur once per day at the end of the nightly batch processing.  If circumstances require more than one pay cycle run per day or a restart, all associated warrant status activity will appear on the single warrant status file that will be created at the end of the normal nightly batch processing.

Attachment 3-Restitution File Layouts
Data elements in existing system that would need to be converted to new system.

RS10MAST – Offender master file

	Field
	Type
	Length
	Description

	RSCASE
	char
	25
	Case Number

	RSPID Number
	char
	7
	Offender Number

	RSPFEE
	numeric
	6,2
	Supervision Fee Amount Due

	RSJSKY
	numeric
	5,0
	Joint and Several Key

	RSSTAT
	char
	2 
	Case Status

	RSSDAT
	numeric
	8,0
	Sentenced Date

	RSPAYR
	char
	25
	Payer Name

	RSPSSN
	numeric
	9,0
	Payer Social Sec Number

	RSPADD
	char
	30
	Payer Street Address

	RSPCTY
	char
	20
	Payer - City

	RSPSTA
	char
	2
	Payer - State

	RSPZIP
	numeric
	5,0
	Payer - Zip

	RSPNUM
	numeric
	3,0
	Number Of Payees

	RSAMNT
	numeric
	9,2
	Amt Ordered To Repay

	RSTIME
	char
	10
	Allotted Repayment Time

	RSPLTF
	char
	25
	Plaintiff Name – State of MT

	RSDEFD
	char
	25
	Defendant Name


RS20INFO – Miscellaneous case information

	Field
	Type
	Length
	Description

	RSICAS
	char
	25
	Case Number

	RSINUM
	numeric
	3,0
	Info/Comment Record Number

	RSICOM
	char
	50
	Comment/Miscellaneous Info


RS35TRAN – Offender payments

	Field
	Type
	Length
	Description

	TRCASE
	char
	25
	Case Number

	TRYEAR
	numeric
	4,0
	Transaction Year

	TRMNTH
	numeric
	2,0
	Transaction Month

	TRDAY
	numeric
	2,0
	Transaction Day

	TRTYPE
	char
	2
	Transaction Type

	TRRCPT
	char
	7
	Receipt Number

	TRDEBT
	numeric
	9,2
	Total Amt Owed

	TRCRED
	numeric
	9,2
	Credit/Amt Recd

	TRCOMM
	char
	15
	Comments

	TRPNUM
	numeric
	2,0
	Payee Number

	TRINIT
	char
	2
	Processors Initials

	TRSUPF
	numeric
	6,2
	Supervision Fee Paid

	TROFID
	char
	7
	ACIS Id Number


RS40PAYE – Disbursements to Victims and Supervision

	Field
	Type
	Length
	Description

	RSCYER
	numeric
	4,0
	Check Date - Year

	RSCMON
	numeric
	2,0
	Check Date - Month

	RSCDAY
	numeric
	2,0
	Check Date - Day

	RSCNUM
	numeric
	7,0
	Check Number - Reference

	RSCAMT
	numeric
	9,2
	Check Amount

	RSCCMT
	char
	15
	Comments

	RSCPNO
	numeric
	3,0
	Payee number

	RSPAID
	char
	1
	Paid

	RSCKEY
	numeric
	8,0
	Surrogate Check Key


CHECKRGSTR – Check register

	Field
	Type
	Length
	Description

	REGDAT
	numeric
	8,0
	Check Date

	REGNUM
	numeric
	7,0
	Check Number

	SABNUM
	char
	10
	SABHRS Warrant Number

	REGCLR
	char
	1
	Check Cleared

	REGPTO
	char
	25
	Case Payee - Pay To Order Of

	REGAMT
	numeric
	9,2
	Check Amount

	REGCMT
	char
	25
	Check Memo

	CLRDAT
	numeric
	8,0
	Clear Date

	USRNAM
	char
	50
	User Name

	TIMEST
	char
	26
	Record Timestamp

	TCPIPA
	char
	15
	TCPIP Address

	VERSION
	char
	11
	Pgm-Version - Wrote The Rec


Attachment 4-Sending Data to Montana’s SABHRS
State Accounting Budgeting Human Resource System (SABHRS)

This is a high level overview of the steps needed to setup your process for interfacing files to SABHRS.

1)
You will need to determine what type of transactions you will be sending to SABHRS.


Available types of transactions through an interface to SABHRS are:


Accounts Payable Vouchers & Payments use the interface type AP


Accounts Receivable Items use the interface type AR


Billing Invoices use the interface type BI


Accounts Receivable Customer data use the interface type CS


Accounts Receivable Deposits use the interface type DP


General Ledger Journals use the interface type GL


Debt Collections use the interface type OF


Warrant data use the interface type WA


1099-Misc data use the interface type 99

2)
Create a flat file according to the specifications of the file layout document provided to you by the SABHRS support staff or found under SABHRS Documentation>>Financials>>Interface Documentation on the State of Montana’s MINE page (https://mine.mt.gov).

3)
Create an IBM Mainframe JCL (Job Control Language) job that will execute the correct COBOL program for the specific interface file you are sending.  If you need assistance creating this JCL please contact the SABHRS support staff for assistance and a sample file.

Note:  If you need security to the State of Montana’s Mainframe the SABHRS support staff can assist you in getting a user id/password setup with the proper security.

4)
You will need to use a FTP client that will allow you to establish a FTP-SSL connection with the State of Montana’s Mainframe.


1)
Transfer the interface file with the specific name required.  The name of the interface 


file on the State of Montana’s Mainframe will depend on parameters that are used in 


the JCL.


2)
Transfer the JCL file.  Be sure to use a FTP command of quote site filetype=JES.

5)
Your interface file will be checked according to edits for that particular interface type.  If your interface file passes these preliminary edits, or PRE-Edits, then your interface file will be inserted into a staging database.  All interface files that have successfully passed the PRE-Edits throughout the day are stored in this database to a wait SABHRS Batch processing.

6)
You will need to review the PRE-Edit report from the JCL job on the State of Montana’s Mainframe.  This report will indicate if your interface file passed or failed the PRE-Edits and why it failed.  You may opt to receive a pass/fail notification about your interface file via e-mail.  This e-mail indicates a pass/fail status only it does not indicate the reason for the failure.

Note:  If your interface file fails to pass the PRE-Edits then it will NOT load to the staging database.  As a result your interface file will not get loaded into SABHRS.

7)
SABHRS Batch processing begins at 9 pm every day by extracting all interface files loaded into the staging database for that day.  The individual transactions in your interface file are then checked against a second set of edits, or load edits.  If a transaction passes these load edits it is inserted into the correct module in the PeopleSoft accounting system.  If a transaction fails these load edits it is NOT loaded into the PeopleSoft accounting system.  Reports from the load edit processes are available for each interface type.  These are available for review each morning after an interface file has been processed through SABHRS Batch.

Attachment 5-OMIS Date Elements for Interface
Offender Management Information System (OMIS)
Elements Sent to Restitution/Supervision Fee system

	Element
	Type
	Label

	DOC ID:
	number
	ofndr_num

	Offender Last Name
	varchar2(75)
	lname

	Offender First Name
	varchar2(75)
	fname

	Offender Middle Name
	varchar2(50)
	mname

	Offender Location
	varchar2(75)
	ofndr_location


Elements Received from Restitution/Supervision Fee system

	Element
	Type
	Label

	DOC ID:
	number
	ofndr_num

	Restitution Total
	number
	restitution_total

	Restitution Owed
	number
	restitution_owed

	Restitution Last Pay Date
	date(MM/DD/YYYY)
	restitution_last_pay_dt

	Supervision Fee Last Pay Date
	date(MM/DD/YYYY)
	supervision_last_pay_dt

	Supervision Fee Next Due Date
	date(MM/DD/YYYY)
	supervision_next_due_dt


At a minimum the Department would send and receive this information as a CSV file.  Other delimiters may be possible.

Other formats that would be acceptable are XML or a JCBC connection (servlet required).
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