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This document was developed under grant

Number SJI-12-N-128 from the State Justice 

Institute. The points of view expressed are those 

of the author(s), and do not necessarily represent

the official position or policies of the State Justice

Institute.
Minnesota Judicial Branch – Conservator Account Auditing Program 
REQUEST FOR PROPOSALS

Online Conservator Accounting Project
I. REQUEST FOR PROPOSAL.

A. DEFINED.  The Minnesota Judicial Branch (State), Conservator Account Auditing Program is using a competitive selection process to select a vendor to create an Online Conservator Accounting Program (OCAP) to be used statewide. The program will include, but not be limited to, a secure web based platform utilizing state of the art technology like “smart forms”, robust report production capability, audit tools and seamless integration with commercial accounting software and online bank reports. The program will integrate with the Minnesota Court case management system (MNCIS) and Minnesota Courts new eCourt project. This is not a bid but a request for proposals (RFP) that could become the basis for negotiations leading to a contract with a vendor.
B. RIGHT TO CANCEL.  THE STATE IS NOT OBLIGATED TO RESPOND TO ANY PROPOSAL SUBMITTED NOR IS IT LEGALLY BOUND IN ANY MANNER WHATSOEVER BY THE SUBMISSION OF A PROPOSAL IN RESPONSE TO THIS RFP. THE STATE RESERVES THE RIGHT TO CANCEL OR WITHDRAW THE RFP AT ANY TIME IF IT IS CONSIDERED TO BE IN ITS BEST INTEREST.  IN THE EVENT THE RFP IS CANCELLED OR WITHDRAWN FOR ANY REASON, THE STATE SHALL NOT HAVE ANY LIABILITY TO ANY PROPOSER FOR ANY COSTS OR EXPENSES INCURRED IN CONNECTION WITH THIS RFP OR OTHERWISE.  THE STATE ALSO RESERVES THE RIGHT TO REJECT ANY OR ALL PROPOSALS, OR PARTS OF PROPOSALS, TO WAIVE ANY INFORMALITIES THEREIN, AND TO EXTEND PROPOSAL DUE DATES.

C.
AMENDMENTS. ANY AMENDMENTS TO THIS RFP WILL BE POSTED ON THE MAIN STATE COURT WEBSITE (www.mncourts.gov).
D.
ANSWERS TO RFP QUESTIONS. ANSWERS TO RFP QUESTIONS WILL BE POSTED TO THE MAIN STATE COURT WEBSITE (www.mncourts.gov).
E.
THE RFP INCLUDES APPENDIXES I (Statement of Requirements) II (Integration Requirements) III (Affirmative Action Statement and Certificate of Compliance), IV (Affidavit of Noncollusion), V (Sample State Contract), VI(Sample State Subcontract), VII (Sample Vendor Employee Confidentiality and Disclosure of Interest Form), AND VIII (Price Sheet). THE RFP IS AVAILABLE AT THE STATE REGISTER SITE (http://www.comm.media.state.mn.us) AND THE MAIN STATE COURT WEBSITE (www.mncourts.gov).

II. PROJECT OVERVIEW 

The state is seeking a software development vendor to design a sophisticated solution for monitoring conservator accounts.  

The key purpose of this project is to enable the Minnesota Judicial Branch to improve conservator account monitoring and auditing tools, streamline case management for court staff and conservators, and increase the protection of those assets against loss and mismanagement.   

Background

A Conservator is appointed by the court to manage the assets of a protected person.  The conservator is required to file an inventory of the protected person’s assets within 60 days of appointment and then file annual account filings with the court.  The annual filings must provide accurate detail of every income and expense transaction of the protected person funds throughout the filing period. Currently, Conservator’s file their inventory and annual accounts using an online System called CAMPER.  Conservators are required to view a tutorial of this system prior to receiving access. The tutorial provides screenshots and directions and is available to view at CAMPER Tutorial. 
  The Conservator Account Auditing Program (CAAP) is a statewide centralized program that is responsible for safeguarding the assets of protected persons.  CAAP audits the accounts filed through CAMPER. The CAMPER was developed on a limited budget for a single county and was implemented in 2007. This system, with minimal changes was expanded to mandatory statewide use in January 2011.  Currently, the online reporting system has over 8,000 conservators reporting assets over $600 million. The current system allows for conservators to report their inventory and annual accountings.  There are numerous shortcomings with this system that a new enhanced system will resolve.  

III. PROJECT OBJECTIVES

The goal of the OCAP is to develop a more robust online accounting system for a conservator to enter their information to capture every financial transaction they have conducted using a protected person’s funds. The project objectives are:
1. Conservator Data Entry:
 
1. The system must:
· be simple to use
· Provide the right level help and prompting to correspond to the level of knowledge of the user; conservators vary in skill level from professionals to elderly with minimal computer knowledge. 
· Allow upload capability from any accounting or spreadsheet software and download of information from banks.
· Maintain the data in a secure environment
2. Reports: 
1. The system configuration contains related and searchable data tables.  It is essential that any data entered into the system is retrievable through  queries, and in regularly scheduled pre- programed reports
2. The system will allow for creation of new reports 

3. Reports should provide, but are not limited to, comparison of data within an account, over periods and between cases.  
3. Audit function:

1. The system will be able to query for identified and programed quantitative Red Flags
2. Provide comparison of data

3. Allow for export of data to spreadsheet software (Excel)

4. Flag accounts identified for audit in MNCIS 

5. Improve system intuition, functionality, forms and reporting to facilitate conservator data entry and case management time
4. Case Loss 
1. The system will track case loss found through the audit process
5. Integration

1. The system will minimize manual duplicate entry into court’s case management system by providing for electronic filing, workflow re-engineering and integration with MNCIS
IV. PROJECT PROPOSAL ELEMENTS

The State will provide a project team with suitable recourses to direct the work of the Vendor. The technological definition of Minnesota’s business needs for an enhanced online conservator report system is formalized and outlined in Appendix I.  Appendix II outlines the integration points of the system.  Throughout the process, the project team will continue to consult with Subject Matter Experts (SME’s) to ensure that system design enhances the conservator reporting and account monitoring and auditing processes.
VI.
 PROJECT DELIVERABLES
The following artifacts will be produced during the project’s progression:

A. Data schema and design (Produced during the Design and Development phase)
a. Based on the system requirements, the data schema and design for the software will be created by the vendor and provided to the courts.

B. Report design (Produced during the Design and Development phase)
a. Intelligent reports based upon the analysis of fluctuations of spending and income, comparing like-sized accounts to one another, comparing spending patterns, and searching for anomalies will be designed and documented by the vendor.  The design templates will be provided to the courts.

C. Training materials (Produced during the Deployment phase)
a. Materials developed for training purposes will be developed for two (2) separate audiences: 

1. Conservator users

2. Court staff users

b. All training materials developed by the Project Team and SMEs will be designed in a manner that is repeatable for statewide training sessions.
c. All Training materials will display the SJI logo as per the provisions of the SJI grant award. 

D. OCAP Software
a. The software produced by the project will be disseminated on a statewide basis to conservators and court staff users.  The dissemination of the software will be coupled with focused training efforts, with the training materials as a guide.

b. The source code and user documentation to be furnished by the vendor will be adequate to enable the operation and use of all function and features of the System. 

c. The vendor will provide a turn key transaction with the understanding that the source code will be owed by the State of Minnesota Judicial Branch. 

E. Dissemination Of Product
a. The above project products all have the potential to be provided to interested jurisdictions around the country following the successful implementation of the Online Conservator Accounting Program.  
· It has not yet been determined if these products will be provided to other court communities at a cost.

V. PROJECT STAGES AND TIMELINE
A
Vendor will complete the project within a mutually agreed time frame, to be determined as part of the Contract Negotiation Process with a deployment goal of June 30, 2013 as the driving element. 

B.
The Project will be completed in stages: 
a. Envisioning: The purpose of the envisioning phase is to gather information regarding system needs.  This phase of the project has been accomplished resulting in the documents in Appendix I and II.

b.  Planning: In the planning phase, the vendor will apply information provided in the envisioning materials while reviewing the existing application and develop strategies for content management, site architecture, user experience, integration and deployment.  In this phase, the project staff will be supporting the vendor by performing identification of inconsistent and problematic practices, planning security parameters, mapping and documenting new Court Administrative Processes (CAPs), creating reports, determining audit parameters, establishing a systematic way to identify cases of loss, establishing import functions, identifying system integration points and document processes, and meeting with conservators to determine desired functions. It is estimated this phase will take 1.5 months to complete.  
c. Design and Development In the design and development phase, the vendor will be creating the actual site content, enhancing site security and testing the system.  In this phase, the project staff will be supporting the vendor by performing identification of inconsistent and problematic practices, mapping and documenting new CAP’s, creating reports, determining audit parameters, establishing a systematic way to identify cases of loss, establishing import function, identifying system integration points and document processes with integration and e-filing functionality as well as testing of all functionality.  This estimated time required to complete this phase is five months.
d. Deployment: In the deployment phase, the project team will be testing and utilizing the software packaged by the vendor.  The Vendor along with the project staff and SMEs will be developing training materials.  The project staff and will be providing training to users statewide.  The estimated time for this phase is five months. 
All services are subject to State budget available per fiscal year
VI. QUALITY OF SERVICES
A. Vendor will provide a software package that is in line with the requirements set out in Appendix I and II
B. Vendor will correct and repair, at no additional charge to the state, any Bug brought to its attention by the state according to this section.  “Bug” means any deficiency in the System software that prevents it from performing according to the specifications set forth in a contract with the Vendor. 
C. Vendor will provide ongoing consultation for the support for the software

D. The ultimate decision as to the acceptability or unacceptability of the software product shall be determined solely by the State and shall be the State’s protocol for determining acceptability of the product produced by Vendor.  
VII. REPORTING
	REPORT NAME
	REPORTING FREQUENCY
	DELIVERED TO
	FURTHER DESCRIPTION OF REPORT

	Weekly progress report
	Weekly
	Project Manager or Designee
	Report will provide update of weekly progress

	Issues Log
	As needed
	Project Manager or Designee
	To keep track of any design or conversion issues

	Invoice for monthly services
	Monthly
	State
	Invoice will include services provided during billing period

	
	
	
	


VIII. LOCATION OF WORK TO BE PERFORMED

Vendor may be required to attend meetings with project team at a State location.  The remaining work may be performed at vendor’s location.


IX. PROJECT HARDWARE AND SOFTWARE

The vendor will have access to the existing CAMPER (Conservator Account Monitoring, Preparation and Electronic Reporting) System and the state case management system (MNCIS) along with any other state court system necessary, such as mncourts.gov, for the development and design integration and e-filing between the OCAP and MNCIS. 
X. PROJECT RESPONSIBILITIES
A. Vendor’s Responsibilities
1. Providing a project manager who will work with State project manager to make sure all project deliverables and objectives are met;
2. review the existing application and envisioning documents and develop strategies for 

a. content management, 

b. site architecture, 

c. user experience, 

d. integration, e-filing opportunities and deployment
3. creating the actual site content
4. enhancing site security and system testing  

5. Assist the project team to develop training materials for Conservators and court staff. 
6. Acknowledging and receiving materials from the State;
7. Ensure that vendor personnel meet stringent background check requirements and sensitive data handling procedures for all State records accessed;
8. Ability to work/interface with other State internal/external business partners as required by the State.
9. All vendor travel costs associated with necessary meetings and tours onsite (as determined necessary by the State).
B. State’s Responsibilities 
1. Providing a project manager who will work with Vendor project manager to make sure all project deliverables and objectives are met;

2. Supporting the vendor by;
a. performing identification of inconsistent and problematic practices, 
b. planning security parameters, 

c. mapping and documenting new CAP’s, 
d. testing and producing reports,
e. determining audit parameters,
f. establishing a systematic way to identify cases of loss,
g. establishing import functions,
h. identifying system integration points, e-filing opportunities and document processes,
i. testing of all functionality,
j. meeting with SME’s to determine desired functions.
3. Assist the vendor to develop training materials and 
4. Providing training to users statewide.

5. Informing the vendor of any quality related issues in a reasonable time frame;
6. All State employee travel costs associated with necessary meetings, Quality Control monitoring, and Vendor facility tours (as determined necessary by the Courts).
XI. SYSTEM REQUIREMENTS

A.
Defined in Appendix I & II
XII. SUBMISSION REQUIREMENTS 

A. General Requirements  

1. Certificate of Insurance   Each proposal shall contain acceptable evidence of compliance with the workers' compensation coverage requirements of § 176.181, subd. 2.  Vendor’s RFP response must include one of the following: (1) a certificate of insurance, or (2) a written order from the Commissioner of Insurance exempting you from insuring your liability for compensation and permitting him to self‑insure the liability, or (3) an affidavit certifying that you do not have employees and therefore are exempt pursuant to Minn. Stat. §§ 176.011, subd. 10;176.031; and 176.041.  See section XV of the sample State contract in Appendix III for details on additional insurance requirements that must be provided on request of the State.
2. Affirmative Action Certification If the vendor’s proposal exceeds $100,000.00, the RFP response must include a completed Affirmative Action Statement and Certificate of compliance, which are attached as Appendix I.  

3. Non-collusion Affirmation Vendor must complete the Affidavit of Non-collusion (Appendix II) and include it with its RFP response.  

4. Contract Terms The State’s proposed contract templates are set forth in Appendix III (contract) and Appendix IV (subcontractor participation agreement) and APPENDIX VI (confidentiality and conflict of Interest form).   No work can be started until a contract (and where necessary a subcontractor participation agreement), in the forms approved the State Court Administrator’s Legal Counsel Division, has been signed by all necessary parties in accordance with state court procurement and contract policies.  The templates included in the appendices are sample forms and are not to be interpreted as offers.
5.
Financial Stability; Trade Secret.  Vendor’s RFP must provide evidence of Vendor’s financial stability as an indicator of Vendor’s ability to provide services irrespective of uneven cash flow.  Judicial Branch rules of public access permit vendors to submit evidence of financial stability as trade secret information according to the following:

a. the evidence-of-vendor's-financial-stability must qualify as a trade secret under Minn. Stat. section 325C.01 or as defined in the common law;

b. the vendor submits the evidence-of-vendor's-financial-stability on a separate document (but as part of their complete submission) and marks the document(s) containing only the evidence-of-vendor's-financial-stability as "confidential;"

c. the evidence-of-vendor's-financial-stability is not publicly available, already in the possession of the judicial branch, or known to or ascertainable by the judicial branch from third parties.

Except for financial stability information submitted in accordance with this section, do not place any information in your proposal that you do not want revealed to the public.  Proposals, once opened, become accessible to the public except for financial stability information submitted in accordance with this section.  Please also note that if a vendor’s proposal leads to a contract, the following information will also be accessible to the public:  the existence of any resulting contract, the parties to the contract, and the material terms of the contract, including price, projected term and scope of work. 
B. Project Related Submission Requirements.  
1. Responses must include:

a. Overview that reflects the vendors’ understanding of the efforts described in this RFP.

b. Detailed explanation of how the Vendor proposes to meet the Project objectives and requirements set forth above.
c. Resume(s) of Proposer’s Team;

d. Total, not-to-exceed cost, including all travel and related expenses, for Vendor’s proposal; 

e. References: Provide three client references with appropriate contact information that the proposer has performed work for in the last 3 years; and

f. A statement identifying any conflicts of interest as it relates to this project.

XIII. PROPOSAL EVALUATION
A. The State will evaluate all complete proposals received by the deadline. Incomplete proposals, late proposals, or proposals sent to any other address will not be considered. In some instances, an interview or presentation may be part of the evaluation process. 

B. The evaluation of all proposals shall be based upon deriving the “Best Value” for the Judicial Branch.  Best Value means achieving an appropriate balance between price and other factors that are key to a particular procurement.  A procurement that obtains a low price but does not include other necessary qualities and features of the desired product or service does not meet the Best Value criterion.  Factors upon which the proposals will be judged include, but are not limited to, the following:
· Proposer’s industry expertise and experience in performing similar work.

· Financial stability of the organization.
· Thoroughness, quality, specificity, robustness, flexibility of Vendor’s approach/ methodology.
· Proposer’s controlling security measures and chain-of-custody procedures for State records transferred into their custody for the purpose of performing digital imaging services.

· Proposer’s time line production capabilities.

· Proposer’s past performance and client references.
· Proposer’s current or past relationship with the State.
· Proposer’s telephone or in-person interview, if requested.
Criteria Compliance - The State reserves the right to determine, in its sole and absolute discretion, whether any aspect of a Proposal satisfactorily meets the criteria established in this RFP.

Submission of Alternatives - Although this RFP specifies minimum requirements for completion of the Project and should be responded to in all respects, Proposers are invited and encouraged to submit alternatives that may be of interest to the State.

Additional Information Requests - The State reserves the right to request additional information from Proposers during any phase of the proposal evaluation process.  During the evaluation and selection process, the State may require the presence of Proposer's representatives to make presentations and answer specific questions.  Proposers are required to travel at their own expense to make presentations and answer questions.  Notification of any such requirements will be given as necessary.
Conditions of Award - The State may elect not to award a contract solely on the basis of this RFP, and will not pay for the information solicited or obtained.  The information obtained will be used in determining the alternative that best meets the needs of the State.
C.

CONTENT OF PROPOSAL
Proposals must include the following information, preferably in the following order:
1. Business Organization – The proposal shall include relevant historical data and identification of the Proposer and the branch office or subordinate element which will perform the work contemplated herein.

The owners and principal management personnel of the firm shall be identified fully. 

2.
Concept and Solution – A statement on the Proposer’s understanding of the tasks presented with proposed methodology and solutions outlined.

3.
Proposer Qualifications – Information which highlights Proposer’s particular expertise and experience to provide the required services, and how the Proposer will structure, develop and manage the project. Please highlight any experience you have working with State records or at a minimum government data.
4. Personnel – The names and titles of the professional staff proposed for assignment to the Court account shall be identified in full, with a description of the team leadership and reporting relationships. Include résumés for the personnel who will be actively engaged in work related to the account and identify their qualifications to provide the required services. It is expected that the vendor team identified in the proposal will be the same individuals who will actually work on the project. 
5. References – Provide a minimum of three (3) client references of comparable “related” projects within the last 36 months, preferably with the public sector. Provide, for each Proposer reference, the scope of service, time performed, and the name, title, business address and telephone number of the principal contact person.  
6. All other information required by this RFP.
XIV. PROPOSAL SUBMISSION TIMELINE; QUESTIONS; FORM; DEADLINE 

A. Proposal Timeline
1. Announcement of RFP Date: October 8th, 2012
2. State Register Posting Date: October 8th, 2012 and October 15th, 2012
3. Demonstration of CAMPER program for interested bidders on October 23rd, 2012, 2:00 PM local (i.e., Minnesota) time.  Attendees will have the opportunity to ask questions at this time.  These will be posted on November 2nd. 
4. Questions Due: October 29th, 2012, 4PM local (i.e., Minnesota) time
5. Answers Posted: November 2nd, 2012,  5PM local (i.e., Minnesota) time
6. Proposal Submission Deadline: November 9th, 2012, 4PM local (i.e., Minnesota) time, with possible interviews and subsequent selection as soon thereafter as possible. 
B. Questions not presented at the CAMPER Demonstration must be submitted in writing via email preferred no later than October 29th, 2012, 4PM local (i.e., Minnesota) time to the primary point of contact (POC) identified below:

Primary POC:



Michael Moriarity

District Administrator

10th Judicial District 
Suite 306 

7533 Sunwood Dr NW

Ramsey, MN 55303-5193
E-Mail: Michael.moriarity@courts.state.mn.us
Copy to:



Cate Boyko
Conservator Account Auditing Manager 
Suite 306 
7533 Sunwood Dr NW
Ramsey, MN 55303-5193



E-Mail: Cate.boyko@courts.state.mn.us
Except for the optional site visit, other court personnel are not allowed to discuss the Request for Proposal with anyone, including responders, before the proposal submission deadline.  Questions and answers will be posted by end of day, November 2th, 2012, and will be accessible to other vendors and the public.  

C. Sealed Proposal; Number of Copies; Submittal Address.  Your proposal must be in writing and include two (2) paper copies and one (1) electronic PDF copy, and must be submitted in a sealed envelope to: 
Michael Moriarity

District Administrator

10th Judicial District 
Suite 306 

7533 Sunwood Dr NW

`



Ramsey, MN 55303-5193
Attn: Online Conservator account Reporting Project RFP Response

D. Signatures.  Your proposal must be signed by, in the case of an individual, by that individual, and in the case of an individual employed by a firm, by the individual and an individual authorized to bind the firm.  

E. Ink AND PRICE SHEET.  Prices and notations must be typed or printed in ink substantially in the form set forth in Appendix VI of this RFP.  No erasures are permitted.  Mistakes may be crossed out and corrections must be initialed in ink by the person signing the proposal. Except in the case of obvious errors in math, the initial proposal should contain your best and final offer.  No additional offers will be entertained after the initial proposal.  
F. Deadline.  Proposals must be received no later than 4:00 p.m. local (i.e., Minneapolis) time on November 9th, 2012.  Proposals will be opened the following business day and once opened become accessible to the public.  Except for evidence of Vendor’s financial stability submitted in accordance with section XII.A.5. of this RFP, do not place any information in your proposal that you do not want revealed to the public.  All documentation shipped with the proposal, including the proposal, will become the property of the State.   

G. LATE PROPOSALS.  Late proposals will not be accepted.
Appendix I-Requirements
Overview of Current Business Requirements

Prepared By

Valerie Vogt, Director Strategic Consulting
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· Object Model

[image: image2.jpg]Protected
person

Has11
Has01

isPartof 0.0
Has 1.

Conservator
Team

Has0.n
IsPart of 0.

cat
Adminitration

Profesional
Organization Organiation

‘dmin





Current Processes 

Conservator Assignment Process

[image: image3.jpg]Conservator Assignment Process (green indicates a step that should be revised in new system)
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Annual Report Process Using Import Function

Annual Report Process Using Direct Entry

[image: image4.jpg]Annual Reporting - Conservator Individual (green indicates a step that should be revised in new system)
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Audit Process

[image: image5.jpg]Audit Process (green indicates a step that should be revised in new system)
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User Roles

Administrator
The administrator is responsible for managing security in the system, managing lookup values, importing cases from MNCIS, managing conservator and protected person records, and tracking the conservator history per case.  The administrator also acts as the front-line support for the conservator users, and will manage help information for the system.  The administrator can also run reports on behalf of oversight users who choose to not access the system directly.
Oversight
The oversight users run reports and analytics on the data to help identify patterns, both over time and within a set of data, and pinpoint red flags in accounts.  Oversight users may run reports in the system to view on screen, to print out and show others, and to export to other tools such as Excel for manipulation.  

Auditor
The auditor user reviews cases on a scheduled basis and by exception.  The auditor needs to understand which cases warrant audit, track audit activities and communications with the conservator, and manage audit results for reporting.  
Professional Organization Administrator 
Organizations that are assigned as conservators will need to allow individuals within their organization full access to their case portfolio for reporting and management, as well as the ability to manage system access for others within their organization.
Conservator
The conservator uses the system to log details about their protected person’s finances.  The conservator may only have a single case, needs the interface to be simple, and needs access to help when using the application. 

Court Staff
The court staff primarily works in MNCIS.  Cases originate with the court staff, and the staff will review the MNCIS event logs to ensure timely submission of case reports.   The court staff will also review and process the inventories and the annual accounts in the online system.System
Scheduled tasks or automated calculations may be performed and saved by the system. 

Use Cases 

Administrator
· ADM1. Administrator deletes a person

· Delete (logical rather than physical) 
· Conservator/designated agent or protected person (in case of error, only if unassigned and no associated cases)
· Court Users 
· ADM2. Administrator deletes lookup values

· Delete (full delete)
· Counties (only if there are no associated records)
· Categories (only if there are no associated records)
· Etc., (only if there are no associated records)
· ADM3. Administrator deletes reports

· Delete (logical rather than physical)
· Unfiled current year reports - currently this is not a "clean" delete because the numbers still impact calculations - the delete should result in the report no longer impacting calculations
· Used as a last resort option when “amend” won’t resolve issue
· ADM4. Administrator restores a person

· ADM5. Administrator resets reports

Start an amendment on behalf of the conservator to allow for "clear" of everything - basically removing all items and starting over - but only the administrator can use the "clear" button.  This does not delete the initial filing, and does result in an amendment.
· ADM6. Administrator manages user security

· Reset a user's password
· Create user
· Assign a role to a user – keep history of role assignments
· Conservator
· Court Staff
· Manage collection of associated counties - this list of counties is static but we need the administrator be able to manage the county list
· Administrator
· Auditor
· Oversight
· Conservator Professional Association Administrator
· ADM7. Administrator manages permissions for security role

· ADM8. Administrator manages lists throughout the application

· e.g. categories in the inventory and annual report
· ADM9. Administrator can change a finalized annual report, amendment, and the inventory report back to in progress

· ADM10. Administrator can create an administrative inventory for a historical record

· ADM11.  Administrator manages people

· ADM12.  Administer manages professional organization

· Differentiate conservator as an individual from conservator as a professional organization

· Track hierarchy of professional organization (parent/child)
· Track people at professional organization (at any level) - provide this permission to the organization administrator
· ADM13.  Administrator merges duplicate people

· Protected persons - pick a master as the most current - append any reports from the older record - keep conservator history with conservator type

· Conservator merge - need to work through notification rules to the user, would pick master and append all cases under the multiple accounts

· ADM14.  Administrator manages rules definition for red flags
· ADM15. Administrator runs ad-hoc reports

· ADM16. Administrator manually adds a MNCIS case
· Select MNCIS case based on protected person nameAssign/review/edit protected person

· Assign/review/edit conservators 

· Emergency conservator(s)

· Successor conservator(s)

· Designated agent(s)

· ADM17. Administrator receives notification of new case
Receives the acknowledgement from conservator and attaches to the open case to push the acknowledgement form to MNCIS
· ADM18. Administrator notifies conservator of login credentials

Go into online system to generate letter for conservator with username/password - sends out to conservator
· ADM19. Administrator manages help files

Ability to edit help text per field/per section in the system

· Contextual help

· Text and audio?

· ADM20. Administrator manages tutorial materials

The tutorial is a web-based video that shows screen by screen instructions with audio, and has bookmarks back to chapters.

· Have a sandbox environment for training in the system

· There are no security requirements for interacting with the tutorial

· Be sure to include details on how to use the file import for conservator reporting

· The lay person knowing how to create a CSV file from their software package
· Troubleshooting an issue with the file (there are issues with the import breaking due to file formatting issues - and this is difficult to troubleshoot)
· Could we provide more help with this process?  Could we link to the main accounting packages' websites for CSV file help?
· The tutorial must be able to be viewed over slow connections, and requires Flash.  Today, we have a CD option. 
· The tutorials must be compatible with Safari, IE, Firefox, and Chrome 
· ADM21. Administrator sets a report to allow amendment

Auditor
· A1. Auditor reviews cases requiring audit 

· Get/see a list of cases that are unassigned that

· need to be audited for the first year audit 

· have scheduled/periodic audits pending 

· have been marked for audit due to court request

· have been marked for audit due to system generated red flags 

· have been marked for audit manually by somebody in the system

· A2. Auditor assigns themselves to a case 

· Can assign themselves to an unassigned case

· Can un-assign themselves from a case

· A3. Auditor reviews assigned, audit in progress cases

· Get/see a list of cases where they are the assigned auditor

· Get/see a list of cases with an audit in progress where somebody else is the assigned auditor (to provide coverage for other team members)

· A4. Auditor begins a case audit

The auditor begins a case audit by assigning themselves to the case, and proceeding with the audit checklist.  The audit checklist contains standard tasks required in order to complete an audit.  

· A5. Auditor prints the audit letter

The auditor prints out the audit letter to send to the conservator notifying them of case audit.

· System logs the activity and creates a due date for the response

· Show supporting documentation (e.g. statements, verifications of funds)
· Show a checklist for supporting documentation
· The conservator’s annual report data/inventory data should prefill the form for the auditor, it would be ideal.  
· A6. Auditor views reminders

The auditor views reminders for tasks that are:

· Assigned to themselves, ordered by due date

· Past due and assigned to others or cases that are unassigned, or where they are the assigned auditor

· A7. Auditor tracks results for tasks

The auditor manages tasks by:

· Completing items that are done

· Updating due dates

· Re-assigning the responsible party (e.g. auditor, conservator, court staff)

· Appending textual notes to the task 

· Attaching documentation to the task

· Tracking activities related to the task (e.g. follow up reminder phone calls places from the auditor to the conservator)

· A8. Auditor reviews the annual report (by category, by date) 

The annual report is used by the auditor to compare the annual report with the documentation provided by the conservator.  

· Currently we get the report with the expenses and income separate - meaning we have to review accounts twice (once per).  
· If we could export to Excel, that would allow us to custom sort
· A search feature in the annual report would be nice for the auditor to search all fields - in case there is an amount on the wrong date for example
· A9. Auditor creates an audit event 

· Associate the audit event with an audit task.  The audit event could be a textual note attached to the audit task in the audit checklist .

· Add note to audit log with audit results - including things that don't match or whether everything does match - there is one audit event per review - not one event per concern or discrepancy
· There is a cycle of communication back to the conservator until each of the concerns are addressed - not necessarily resolved, just addressed
· A10. Auditor makes case recommendations on adjustments
If there are adjustments, enter them

· e.g. the beginning and ending balances are off

· Something is being reported as income - such as conversion of stock to cash

· We provide the recommended adjustments to the court and the conservator. 

· The auditor should have their recommendations be set up as an "amendment" but will not impact any balances.  

· The conservator should enter the adjustments as amendments (or be able to use the adjustments as a starting point for their amendment).  

· A11. Auditor completes an audit report

· We want this to be system generated from fields tracked in onine system

· Fill out audit information in online systemform

· Includes information that will pull to the letter

· Includes information that will not pull to the letter but that are used to track results  

· A12. Auditor prints the audit report results letter

The auditor prints out the audit report results letter
· Generate letter to 

· Send to conservator/publish for conservator review in online system (don't allow conservator or auditor to see past documents in online system)

· Send as image to MNCIS (integration point, attach to event code)

· A13. Auditor resets their password

· Allow an auditor to get a password reminder

· Password updates - allow an auditor to do this for themselves

· The system prompts for password updates every XXX days/months

· A14. Auditor reviews audit performance report/dashboard

· Time spent per audit
· Audits completed in a time period (count and value)
· Audit results (loss/no loss - defined in a dollar amount, recommendations/no recommendations)
· Allow filter by (can choose multiple filters)
· Red flags identified during audit - drill down to detail to see what the red flags were and legitimizing the red flag - this would be legitimized through a loss or a recommendation on the line having the flag OR by finding a new red flag rule that we would want to apply)  The purpose of this would be to understand how valid our red flag rules are
· Auditor (themselves, or all auditors – cannot pick another auditor alone)
· Location
· All accounts under audit
· District accounts under audit
· County accounts under audit
· Audit type
· need to be audited for the first year audit 
· have scheduled/periodic audits pending 
· have been marked for audit due to court request
· have been marked for audit due to system generated red flags 
· have been marked for audit manually by somebody in the system
· Conservator designation
· Individual 
· Co-conservator
· Professional 
· Designated Agent
· Conservator type
· Original 
· Emergency
· Successor
· Drill down to list of cases - with hyperlink to case
· A15. Auditor sets a report to allow amendment

Conservator
· C1. Conservator receives conservator introduction packet

The conservator receives the introduction packet from the court.  The packet includes rules and guidelines for the conservatorship, as well as information about where/how to access CAMPER.

· C2. Conservator watches tutorial on how to use CAMPER

The conservator watches a video, requests a CD copy of the video be mailed to them (in the case of slow internet connection), and/or reviews written documentation on how to use the CAMPER system.

· C3. Conservator acknowledges online system 

Once the conservator has completed the tutorial, the conservator signs and returns a legal document to the court.  We will allow for electronic filing or a paper version of the acknowledgement.  Without the acknowledgement, the person doesn’t get set up in the online system.  In the online system you cannot set up a conservator without a user account set up.  
· C4. Conservator receives login credentials

The new conservators receive communication with their login credentials for the system in order to allow them to start using the system.

· C5. Conservator receives notification of new case assignment

An existing conservator receives electronic notification (e.g. email) of new case assignment in the system.

· C6. Conservator designates an agent

If the conservator does not wish to complete the reporting requirements for the conservatorship on their own, they are allowed to designate an agent to complete the reporting on their behalf.  The designated agent acts as a conservator for all intents and purposes within the online system, and must complete the same steps as the conservator in order to be granted access to the system.  Once designated as the agent, the designated agent assumes all use cases assigned to the conservator throughout this document.  To designate an agent, the conservator must complete an agent designation form.  Today an agent is designated via paper, but we envision this could be done electronically.

· The agent gets a separate login to the online system
· We want to see both the conservator name AND the designated agent name
· C7. Conservator manages the inventory

To set the baseline for a new case, the conservator initially completes a case inventory.  The purpose of the inventory is to list all assets and debts over which the conservator has control.  The inventory may be completed in more than one sitting.

· There should be a navigation that helps guide new users through the process without holding up users who are frequent users of the system

· Contextual help tips would be great for people who are not frequent users of the system (e.g. instruct the conservator to enter one asset per field, pop up contextual help)
· Allow a conservator to start/stop/resume the inventory process (show progress/what is left to complete)
· It would be nice if you could order the account lists so you could match it to your accounting backend system when comparing data (drag and drop order/alphabetical/by amount?)
· We would like to capture whether there is a bond and the amount of the bond in the initial set up.  The bond amount should be compared against the ending balance to ensure the bond is still sufficient throughout the life of the account.
· Throughout the report, allow for sorting of the lists and accounts and remember the sort order
· Inventory structure and notes

· The reporting date should calculate as the letter date, but be overridable if there is a special case (date will come from MNCIS integration but needs to be determined how it will get to the online system report)

· Real estate - show total of this section

· Homestead

· Description

· PID

· County

· Tax assessed value

· Tax Year

· Net Value - calculation of tax value less encumbrances

· Encumbrance list

· Type (mortgage, lien, reverse mortgage) 

· Account Name

· Current balance

· Personal property/Tangible property - provide more instruction - show total of this section

· Financial Assets - show total of this section

· Corporate Stocks should become Investments - with a description of include stocks, bonds, investment accounts

· Debt/liabilities to inventory, and carry this over to the annual report and allow for editing the amount on the annual report - show total of this section

· Verification documentation

· We should link back to the needed verification documentation as part of a wizard. (E.g. Do you have investments?  Yes, and then complete this form (with a link to it?  Filling in info we already  know? Allowing the completed version to get stored in the online system)
· Ensure documents are uploaded via a secure connection and stored in a secure location
· C8. Conservator previews inventory

The conservator can see/print a sample of the inventory report at any point while the inventory is in progress, but before the inventory has been filed.  The preview should include all information from the inventory, including the attorney information.

· C9. Conservator exports inventory

The conservator can export the inventory.

· C10. Conservator prints inventory

After reviewing the inventory carefully, the conservator can print the inventory report.  The printed inventory is served on the protected person.

· C11. Conservator completes inventory

After previewing, printing, and serving the report, in the system the conservator swears they have served it and marks the inventory as complete.  This electronically sends the inventory to the court in the online system.

· C12. Conservator amends the inventory

Once the inventory has been completed/filed, if the conservator discovers a mistake on the inventory they must opt to amend the inventory.   To amend the inventory, the conservator would 

· Select "Amend"

· Review the inventory copy and make your change (edit, delete, addition) along with an explanation.  The amendment report will show what the value was, what is now, and why the change, along with reflecting updated sub-section totals.

· The original inventory must be preserved, along with the final results of the amended inventory.

· The totals from the amended inventory will pull forward to the annual report.

· In cases where you want to amend the inventory and you are in progress on a current year report

· Ideally, you could amend the past report and changes would get pushed into the in progress report

· If not possible, an alternative would be to force a delete on the current report in order to amend the past report - the past report feeds the current

· Re-preview, re-print, re-serve, and re-complete…

· An amendment cannot be started unless the report has been approved for amend in the system

· C13. Conservator receives reminders of assigned tasks

The conservator can see reminders in the system (and opt for email reminders) when tasks assigned to them are coming due, such as:

· The inventory report (60 days past the date of the letter)

· The annual report (each year on the anniversary)

· Audit tasks/documentation requests

· C14. Conservator manages the annual report

Each year, the conservator needs to submit the financial activity for the year to the court and to the protected person.  The annual report starts where the last annual report (or the inventory, if this is the first annual report) left off.  The annual report may be completed in one sitting at the end of the year, or may be managed frequently if the conservator chooses to use the system as their primary accounting tool.  This should always be the same period of time from year to year, based on the anniversary date.  

· There should be a navigation that helps guide new users through the process without holding up users who are frequent users of the system

· Contextual help tips would be great for people who are not frequent users of the system (e.g. instruct the conservator to enter one asset per field, pop up contextual help)
· Allow a conservator to start/stop/resume the report process (show progress/what is left to complete)
· It would be nice if you could order the account list so you could match it to your accounting backend system when comparing data (drag and drop order/alphabetical/by amount?)
· Throughout the report, allow for sorting of the lists and accounts and remember the sort order
· Changes are allowed in the real estate, personal property/tangible property, and debt/liability sections, and each change should require an explanation (a drop down as to what happened, a date for when the change occurred?, any extra notes/comments?)
· The financial section will pull the balances from the last filed inventory or last filed version of the annual report.
· Annual report structure and notes 

· For users who use this tool as a running/monthly entry tool, you need to answer questions on the first page that you may not know the answer to yet and then remember to go back later and complete it.  Allow the first page to be left blank, but show the user that they have an incomplete step.
· The reporting date should calculate as the letter date, but be overridable by administrator if there is a special case.  (this will come from MNCIS, how it populates will be determined)

· The user can designate the report as the “final report” of their conservatorship

· We would like to capture whether there is a bond and the amount of the bond in the initial set up.  The bond amount should be compared against the ending balance to ensure the bond is still sufficient throughout the life of the account.
· Real estate - show total of this section

· Homestead

· Description

· PID

· County

· Tax assessed value

· Tax Year

· Net Value - calculation of tax value less encumbrances

· Encumbrance list

· Type (mortgage, lien, reverse mortgage) 

· Account Name

· Current balance

· Personal property/Tangible property - provide more instruction - show total of this section

· Financial Assets - show total of this section

· List each account 

· Show income and expense transactions for the account in a ledger-style list.  

· Allow the list to be sorted by category, date, amount, account name, etc.

· Like Excel does, the system should “remember” past line entries to “suggest” text in order to speed up the transaction entry.  For example, you enter Medic and it recognizes Medicare and the amount that you can accept or override

· Allow quick entry for split checks – put in a check total and allow multiple categories and amounts to be entered underneath the one check (e.g. Wal-Mart, $10 for food, $20 for clothes)

· Corporate Stocks should become Investments - with a description of include stocks, bonds, investment accounts

· Debt/liabilities to inventory, show total of this section

· C15. Conservator imports account information

The conservator may keep track of their accounts in an accounting package, such as Quicken or QuickBooks.  Conservators may choose to import transactions from their accounting package into the system.

· NOTE: Quicken versus QuickBooks - there has been some technical issues with exporting out of old versions of Quicken.  LSS will move to Great Plains.  
· It would be ideal if balances could carry forward
· On the import, negative amounts are not allowed (on an adjusting entry)
· One import to cover all categories, and all income and expenses, would be nice.  If the accounts contained expense and income together, more like a register, it would be ideal
· Import is available for annual report and inventory
· Sample process today

· Use quick books to manage all accounts - reconcile all accounts to make sure everything is accounted for - if there is a check that hasn't cleared the bank, we move it out of that period

· Create a report in Quick Books to detail the income and expenses

· Export the report to Excel

· Map the categories in Quick Books to the Camper accounts - check entries for spelling, etc.

· When you export to excel (.csv), there are extra lines with top level of category and income/expense below it (account numbers are not included in here because the CAMPER system is currently not secured enough to store this information)

· Double check the income and expense totals match in Excel and QuickBooks

· C16. Conservator tracks a refund in an account

During the process of completing the annual report, the conservator may make an error.  For the following past reporting cycle errors the system must have a way to accommodate.

· There is a need to accommodate for refunds to income and expenses - and need direction on how to do it
· C17. Conservator previews annual report

The conservator can see/print a sample of the annual report at any point while the annual report is in progress, but before the annual report has been filed.  The preview should include all information from the annual report, including the attorney information.

· C18. Conservator exports annual report

The conservator can export the annual report to an Excel format.  The applies to all filed and in progress annual reports.

· C19. Conservator prints annual report

After reviewing the annual report carefully, the conservator can print the annual report.  The printed annual report is served on the protected person and interested parties.

· C20. Conservator completes annual report

After previewing, printing, and serving the report, in the system the conservator swears they have served it and marks the annual report as complete.  This electronically  files the annual report in the online system.

· C21. Conservator amends the annual report

Once the annual report has been completed/filed, if the conservator discovers a mistake on the annual report they must opt to amend the annual report.   To amend the annual report, the conservator would 

· Select "Amend"

· Review the annual report copy and make your change (edit, delete, addition) along with an explanation.  The amendment report will show what the value was, what is now, and why the change, along with reflecting updated sub-section totals.

· The original annual report must be preserved, along with the final results of the amended annual report.

· The totals from the amended annual report will pull forward to the next year’s annual report.

· In cases where you want to amend the last filed annual report and you are in progress on a current year report

· Ideally, you could amend the past report and changes would get pushed into the in progress report

· If not possible, an alternative would be to force a delete on the current report in order to amend the past report - the past report feeds the current

· Re-preview, re-print, re-serve, and re-complete… 

· C22. Conservator manages their profile information

· Edit my account - update profile information.  Also shows read only of the period end date and allow subscribing for email reminders.

· Changes here should go back to MNCIS 
· Changes from MNCIS should push down here
· The MNCIS rules around confidentiality will apply in the online system
· C23. Conservator resets their password

· Allow a conservator to get a password reminder

· Password updates - allow a conservator to do this for themselves

· The system prompts for password updates every XXX days/months 

· C24. Conservator completes the (The Personal Well Being Report (PWB))
The PWB report is available in the system for conservators who are also guardians.  This report is a data entry - text fields only – and not audited report - available in the online system so conservator/guardians are not forced to go into another system to complete the filings they need to do to satisfy the court.  

· The PWB Report includes address fields for the protected person.  When these fields are completed, the details should overwrite the address information in the online system and push to MNCIS.

· C25. Conservator views list of protected persons/cases they manage

· Would like to export list of cases assigned to you (e.g. next accounting date, balance, last file date, outstanding follow up items?)
· On conservator home page, where you show the list of cases, also show the date next filing is due (currently: name, case as link)
· C26. Conservator find a historical closed case where they were a conservator
· Read only access to cases where they are un-assigned for the time period in which they were assigned
· Read only access to closed cases where they are assigned
· Read only access to historical reports filed by prior conservators for the active conservator
· C27. Conservator receives notification they are being audited

· They are notified via a letter that they are being audited - here is a list of items you need to provide - there is a standard form template with the items checked that need to be sent

· With the new CAAP - we mail in originals or scan originals (e.g. receipt of asset) back to either the auditor or to the court - this is transitioning to the auditors - the documentation is kept in a paper file (there is a lot of paper documentations)
· If there are still questions, the auditor will contact the conservator by phone, letter, email, or in person.  Once all items are answered, the audit report is issued.   The audit report is filed with the court, and if the audit comes out clean, the documentation is returned to the conservator. (We need to be careful about where the documentation goes until the court has reviewed the report and approved the account). 
· There is an opportunity to respond to the audit report directly to the court. The court becomes the intermediary of communications post-audit report delivery.
 

 

 

Court Staff
· CS1. Court staff requests an audit

If the court staff learns of something of concern relating to the case, the court staff can request a CAAP audit.  The system should allow the court staff to browse for a case, request the audit, and include the following items in the request

· Person referring
· Supervisor approval
· Description of issue
· Needs to be able to select a case in the system or referral 
· CS2. Court staff reviews audit queue 

Some cases are too small for CAAP to audit and these cases are reviewed and managed by the court staff ( under $3,000).  The court staff needs to access audit checklists to help educate and guide them through the audit process.  The audits on cases of this type will occur outside of the system, but the system should provide the materials (Comparison view, download/online checklist - TBD) maybe these could be done within the system on a smaller scale with the audit checklist and attached to an event in MNCIS. 

· CS3. Court staff transfers a case (Change of Venue)

Cases may move jurisdictions within the state of MN, or move outside of the state.  The court staff will close the case in MNCIS, but also needs to be able to manage the case reassignment in the system to preserve the case history as the case number and district change.   Before closing the case, the system must account for all open reports.

· Transfer means change the county, clear the case number for entry by the new county, and log the changes in the change log
· Based on when the change occurred, ensure reports consider the county jurisdiction based on point in time versus current
· Continue to show historical information to the old and new jurisdiction
· Any open reports at the time of transfer should move to the new jurisdiction
· Show the change history for a file
· See list of open cases without case numbers (new transfers) in their notification area
· CS4. Court staff views queue of their work

Court staff can see a list of reports that are awaiting processing for their county, as well as a list of in progress reports for their county.  They can also view a list of audit requests they have made along with audit status, and a list of cases under audit with status (not referred cases).

· CS5. Court staff reviews in progress filing

As a conservator is completing their inventory, annual reporting, or amendment, the court staff for the county in which the filing occurs can see that a report is in progress and read the report.

· CS6. Court staff processes submitted filing 

When a conservator completes their inventory, annual reporting, or amendment, the court staff for the county in which the filing occurs reviews/prints the report.  The court staff will mark the report as processed for upload to MNCIS, and may request an audit.  When the court staff views the report in the system, show the review view that includes current year and past 2 side by side to help identify differences.  When done with the review, the court staff will mark the report as processed.  The system will then push to MNCIS.  
· CS7. Court Staff sets a report to allow amendment

· CS8. Court Staff searches the system

The court staff are allowed to find information about a case in the system based on case number, protected person name, conservator name.  The information they can access about the case should include historical and current report information. 

 

Oversight

· O1. Oversight reports on cases marked with red flags or on the watch list

Allow the oversight role to run a report showing all cases with a certain threshold of red flags, those in first year audit, those with upcoming regularly scheduled audits, and those with audit flags set.  Include current daily balance of cases in the report.

· O2. Oversight can flag a case for CAAP audit

There are a number of ways a case gets tagged for audit by oversight, and they include:

· For cases with CAAP audit event

· First year audit 

· Every 4 years past first year audit (changeable by county, overrideable per case)

· Final audit - allow auditors/oversight to decide whether to audit
· Manually marking of case by auditor/oversight 

· Marking of case because of approved Referral from court staff - court staff should be able to request a case get audited by audit staff (currently done in SharePoint - there should be an integration with MNCIS here)

· O3. Oversight can set a watch flag on a case

There may be some circumstances outside of the system-calculated red flags of which an oversight person may become aware.  The oversight user must be able to set a watch flag on a case, including the reason for the watch, the date the watch was set up, who set up the watch, and a watch status (e.g. current, dismissed, expired).
· O4. Oversight defines system calculated red flags

The oversight role can define red flags in the system for exception reporting - this is definable and changeable in the system - ideally for a business analyst, but an investment in IT is acceptable.  Examples of calculations needed are shown below.  The examples are meant to illustrate the types of calculations needed rather than the complete list of red flags.
· Trending
· An increase in personal spending of xxx% over a year
· Comparative analysis
· Fees exceed a certain percentage of income
· Amounts outside of expected ranges (within a geographic location?)
· The bond amount is less than the overall case value
· Need to be able to set an audit threshold by field/calculated value and category
· Overall red flags
· Miscellaneous expense
· O5. Oversight runs ad-hoc reports or queries

Ad-hoc queries or reports should be able to export to Excel.  Samples of ad-hoc questions are shown below- everything should allow filtering by all state, by county
· How many accounts do we currently have?  How many per district, county?
· How much money is the state providing oversight over - we want trending on this and snapshots so we can answer this for a point of time in the past?  How much per district and county?
· How many private versus professional conservators are there?  Percentage of each, count of each, dollar amount controlled by each?  By county, by district?
· Case types (conservator only, conservator and guardian) - count and amount
· Count, amount of cases with VA benefits, with Social Security benefits (determined by income category)
· Conservators versus co-conservator - count of cases that have a single conservator versus a team of conservators, amounts
· Inventory values - initial amount reported versus the current amount under jurisdiction - be able to report on either value
· Designated agents - count of cases that have a single conservator versus a team of conservators, amounts
· O6. Oversight reviews performance management and case management

Overall portfolio performance and case management will be reported on with parameters and output variation based on an audience of the report.  Oversight can run both executive and manager level reports. 

· Executive
· Number of accounts with trend - graph to show fluctuations -
· show current through past four quarters – (rolling years)
· Show past 10 years with a point per year
· Allow to filter by (can choose multiple filters)
· Location
· Whole (statewide)
· District
· County
· Cases under audit (percentage, count, value)
· Whole
· By auditor
· Drill down to case list - with hyperlink to case
· Value of accounts with trend - graph to show fluctuations -
· show current through past four quarters - (rolling years)
· Show past 10 years with a point per year
· Allow to filter by (can choose multiple filters)
· Location
· Whole
· District
· County
· Cases under audit (percentage, count, value)
· Whole
· By auditor
· Drill down to case list- with hyperlink to case
· Value of accounts having red flags - graph to show fluctuations -
· show current through past four quarters - (rolling years)
· Show past 10 years with a point per year
· Allow to filter by (can choose multiple filters)
· Location
· Whole
· District
· County
· Cases under audit (percentage, count, value)
· Whole
· By auditor
· Drill down to case list - with hyperlink to case
· Manager level
· Audit performance
· Time spent per audit
· Audits completed in a time period (count and value)
· Audit results (loss/no loss - defined in a dollar amount, recommendations/no recommendations)
· Allow filter by (can choose multiple filters)
· Red flags identified during audit - drill down to detail to see what the red flags were and legitimizing the red flag - this would be legitimized through a loss or a recommendation on the line having the flag OR by finding a new red flag rule that we would want to apply)  The purpose of this would be to understand how valid our red flag rules are
· Auditor
· Location
· All accounts under audit
· District accounts under audit
· County accounts under audit
· Audit type
· need to be audited for the first year audit 
· have scheduled/periodic audits pending 
· have been marked for audit due to court request
· have been marked for audit due to system generated red flags 
· have been marked for audit manually by somebody in the system
· Conservator designation (allow multi-select)
· Individual 
· Co-conservator
· Professional 
· Designated Agent
· Conservator type
· General
· Emergency
· Successor
· Drill down to list of cases - with hyperlink to case
· O6. Oversight runs Out of Box/Set reports 
· Counts of active conservators (you have one open case)
· Based on a specified date
· Count of protected persons
· Based on specified date
· Report queue statistics
· How many are in queue (now, as of specified date, by district/county?)
· How long has a report been in queue
· per case time, average time, 
· now, as of specified date
· Cases with no activity for a certain timeframe
· Account period end balance 
· Category Dump - dump category amounts so Cate can compare
 

System
· S1. System keeps track of current balances

The system will calculate a current balance based on the most recent of the following

· An historical CAMPER inventory or annual report

· The inventory or amended inventory

· The annual report or amended annual report

· S2. System keeps snapshot of each report’s values for historical reporting purposes

· S3. System pulls forward information in the annual report

The system will only start with a blank entry on the initial inventory.  All subsequent amendments or annual reports will pull from the inventory or the most recent annual report and/or amendment.

· S4. System handles account fields in a secure way

· The system should be able to mask all account fields
· The system should store account and field details in a secure fashion
· S5. System tracks versions of the annual report format

The system should allow for version of the annual report - so as fields are added. Labels are changed, we have shown the version that existed at the time the conservator filled out the form.
· S6. System fits data into reports without wasting space

System will populate reports with entered data, growing and shrinking data areas as needed to report on entered data (e.g. if there is one real estate entry, only show one line on the report and move right to the next section without showing 24 blank lines)

· S7. System locks filed reports and inventories

Amendments can only be made on the most current report. In cases where you want to amend a past report and you are in progress on a current year report,

· Ideally, you could amend the past report and changes would get pushed into the in progress report

· If not possible, an alternative would be to force a delete on the current report in order to amend the past report - the past report feeds the current

· S8. System has built-in checks prior to making changes that cannot be undone

For some actions (e.g. Un-assign conservator) ask "Are you sure?" before continuing with action

· S9. System only performs logical deletes

· S10.  System tracks active status on data used in lookups throughout the system

When values available for selection change over time, the system should allow for deactivation of lookup values for future cases without causing error or hiding the value in historical cases.

· E.g. Should not allow assignment of an inactive conservator (this is a data migration issue that should not persist moving forward???  However, moving forward we want to deactivate the user account if the conservator doesn't have any open cases, but would like option to reactivate if needed
· S11. System allows for type aheads rather than drop downs for long lists of values

E.g. For associating a conservator - we should have a search or type-ahead rather than a drop down

· S12.  System tracks conservator assignment history

Keep history of conservator assignment period - show letters date as start date and end date.  Allow for updating of letter date to flow along with conservator assignment (or does this come from MNCIS)?

· S13. System tracks events in the system with links back to the data – shown in the case record

· Keep/show an event log in the system with links back to the data.  Allow to filter, sort, etc.
· Letter date
· Inventory started
· Inventory submitted
· Conservator added
Conservator removed
· There is a rule that the conservator has two weeks to respond (call) - CAMPER needs to track audit log - any activity the auditor has with the case with a due date and who is responsible for the follow up (CAAP, conservator)
· S14. System calculates cases for audit

The following audit reasons are calculated by the system for cases with CAAP audit event only

· System calculated audits – based on presence of number of audit flags, value of case, and other thresholds
· The first annual report audit

· Every 4 years past that (changeable by county, overrideable per case)

· Final audit - allow auditors/oversight to decide whether to audit
· Professional level audits - a random selection of cases assigned to a professional conservator on a scheduled basis

· S14.  System integrates with MNCIS

There are some pieces of data that are shared between MNCIS and the CAAP system.  In some instances, MNCIS is the data master, in others CAAP is the master.  See below for the data integration components:

· MNCIS
· Web services for two way communication
· Get Case service has already been built
· www.mncourts.gov/is has all technical documentation for the web services requirements - use latest version on site
· Online system will automatically receive the case from MNCIS based on conservator letter event
· Online system will push acknowledgement letter to MNCIS
· MNCIS will include case audit event (to drive whether the case is audited by CAAP or court staff)
· Protected Person/Conservator/Designated Agents
· Two way integration
· MNCIS to new system for initial case set up
· New system to MNCIS for demographic information updates
· What to do when fields don't match
· What to do when MNCIS data is deemed duplicates/not following our conventions because they are set up to match the legal filing documents - this may not be a 1 to 1 match between new system and MNCIS - need to finalize how the IDs will get matched
· Report automation ideas - 
· Push to MNCIS when the report is available so it ties to the MNCIS event reminder for the inventory, annual reports, amendments, acknowledgement, well-being report, annual notice of rights, and audit report
· Create event
· Attaching PDF of report
· For the inventory, annual reports, amendments, well-being report, annual notice of rights have the affidavit action on each and send an event to MNCIS 
· Include information about who the submitter of the report is, e.g. tie back to the conservator record in both MNCIS and the new system
· Audit request flagged in new system and pushed to MNCIS
· Audit requested by Court in new system - create event in MNCIS
· Audit marked as in progress in MNCIS (this is where letter notifying conservator of audit is created)
· Audit scheduled in MNCIS - information would get sent to new system as future scheduled audits
· Audit report complete – create event in MNCIS
· Case
· MNCIS Status pushed to new system when there is a change of venue  to notify online system to read status.  MNCIS owns the status. 
· MNCIS sets audit schedule, pushes to new system
· New system has designated agent - send information to MNCIS
· When conservator is unassigned in new system - send remove date to MNCIS.  Conservator would not be controlled within new system, but designated agent would be controlled within new system
· Designated agent form must have both electronic and paper versions and must allow conservators to supplement their acknowledgement with a designation form
· S15.  System integrates with MN Account Web Site

The online system may need to utilize Claims based Authentication (CBA) and will have to use Electronic Court Forms (ECF) standard. The CBA will be used if the user needs to be directed to another application, such the Branch case management system, MNCIS, which is developed by Tyler Technologies. Any communications with Tyler Technologies or any other vendor or Branch system will have to use the ECF data standard.  Whether the MN Account is utilized as a single sign-on for users doing business with the court for the OCAP and all other court applications is an open question that will be answered by February 1, 2013. 

· S15.  System platform requirements

The Judicial Branch has an IT department who manage and support software platforms.  IT platform requirements are listed below:

· Hosted on Judicial Branch servers

· Windows 2008 R2

· SQL Server 2012

· .Net Platform, VB.Net Preferred

· Developed on 4.0 

· Web-based

· Remote users - support 

· Browser 

· Chrome

· IE 8+

· Safari - tested on an iPad

· Firefox

· SSRS for reporting

· Allow for exports to Excel

· Mobility needs

· No special needs.  Mobile browser compatibility is sufficient.

· S16. System must be portable

Potential future requirement for rollout to another state - so consider how the solution might be ported to another environment as a new copy
· S17. System must support the state of MN’s conservator population and case load

· 8300 current open cases

· 4 auditors

· 300 court users

· 6,000 active conservators (250 professionals)

· 60-70 new per month

· Usage 

· Spikes around December 31, so far no known issues with performance during this time

· S18. System is available for use 24x7x365

If there would be any system downtime, it could be scheduled for late-night timeframe of 2-5 a.m.
· S19. System is secure

· Compliance requirements

· No SSN

· No identifying information

· There are bank account numbers in the annual reports

· Masking on account numbers

· Encryption on account numbers

· SSL on the front end - for the whole site

· Expire all web pages - do not store anything in the browser cache

· NOTE: back button will not function

· SQL Server inside firewall, application server limited to DMZ

· Ideally we would allow a professional organization to have multiple logins - one per employee

· Rules for password

· Best practices complexity requirements

· Force password changes every X days - allow login and force first action to be password reset

· Allow to reset their own - with standard security questions

· Allow each report to be secured based on role - some roles can see "my" cases, other roles can report on all cases.  
· S20. System allows file attachments

Allowed attachments

· .tiff and .pdf

· File size limit - to be defined later - we need a sampling of what we want (same as efile limit?)

· S21. System performs in a reasonable timeframe

Understanding that there could be performance issues related to end user connectivity, the following metrics are intended to be a guideline to performance from within the Judicial Branch’s offices.

· Screens should load within 10 seconds
· Reports should load within 1 minute

· Should not require any data denormalization for balances - do as needed if report performance is too slow (in excess of 30 seconds to 1 minute).

· S22. System sends notifications

Email will be sent from the system - to remind users of upcoming deadlines or to let court staff know of reports available for review.  The emails could be scheduled to run in the 2-5 a.m. time period rather than running real time.
· S23. System accepts data import 

The system will accept an import of data used to populate the inventory and annual report

· S24. System is accessible to all conservators

· Web Content Accessibility Guidelines 2.0 (WCAG)
· English is only supported language - consider future needs to support other languages

· S25. System follows Judicial Department standards

We will provide general look and feel for the Judicial Branch that should be followed
· Including approved color palette

· Style guide

· S26. System tracks user activity

· The system should log every time a user creates, or edits, or reads a report

· Discard/archive log after every X months/years

· The system should log changes to the case for case number and jurisdiction 

· The system tracks created by, created date, modified by, and modified date on each table

· S27. System has separate environments for development, quality assurance, and production

The system should provide sandboxes to ensure best practices are followed for quality assurance prior to a production release for future state releases

· Development environment located in Judicial Branch

· QA environment

· Training environment?

· Production environment

· S28. System manages user updates to records

The system tracks and manages user activity and versions of records in order to prevent one user from overwriting another user’s changes.

· S29. System displays historical CAMPER reports

The online system must either link to the existing CAMPER system in order to show historical reports for open cases, or must migrate all historical reports for open cases in order to allow the online system users to read the historical report information.

Appendix A - Nouns and Verbs

Appointment Information 
Details of the court assignment of the conservator(s) to the protected person’s case.  

Audit

A formal review of submitted financial reports provided by conservator(s) on behalf of the protected person.  
CAMPER

The current conservator online tool used to submit inventories and annual reports.  The system was built seven years ago with a limited budget for a single county, and has grown into a system that is intended to be used state-wide for all conservator reporting.

CAAP

Acronym for the Conservator Account  Auditing Program

Case

The collection of legal actions and filings related to an individual within a certain jurisdiction.  In this application, the case refers to the activities surrounding the protected person.

Co-Conservator

Each individual assigned as part of a team to manage finances of the protected person.  When more than one individual is assigned, it is generally comprised of a team of family members, e.g. siblings acting on behalf of a parent.

Conservator

A person who is appointed by a court to manage the estate of a protected person.  This can be an individual, professional firm, or team.

Court User

An employee of the court responsible for managing filings, following up on court orders, overseeing case activity, and interfacing with MNCIS on behalf of the court for case creation and ongoing case management. 

Designated Agent

A qualified person who the conservator names to enter financial data into case software.   The conservator still retains the responsibility to oversee, mangage  and review the finances of the case.

Emergency Appointment

An expedited conservator appointment by the cout in an emergency situation.  An emergency appointment allows Letters to be issued for up to 60 days.  An emergency appointment may or may not be followed by a general appointment so both may be open at the same time.  

General Appointment

The person(s) or professional firms assigned by the court as conservator(s) of a protected person.  There can be multiple generals active at one point in time, there can be an emergency and general  appointment open at the same time and there can be general(s) and successor(s) open at the same time.

Guardian

A person who has qualified as a guardian of a minor or incapacitated person pursuant to testamentary or court appointment, but excludes one who is merely a guardian ad litem.  This can be an individual or team.

Hearing to Allow

Hearing by court to determine if the account shall be allowed.  When an account is submitted and filed, the courts hold the hearing to determine if the account should be allowed or provide the conservator the opportunity to address any issues in the account.  Interested parties have an opportunity to attend.   

MNCIS

The system used by the state of Minnesota’s court system, and the master of all case information. 

Profile

The demographic details about a protected person, such as the name, date of birth, and address.

Successor

Is appointed to succeed a previously appointed guardian or conservator. 

Appendix II- Integration Points
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APPENDIX III
Affirmative Action Statement

and 

Certification of Compliance
(Must be submitted with Response)

STATE OF MINNESOTA - AFFIRMATIVE ACTION STATEMENT

If your response to the RFP is estimated to exceed $100,000, you must complete the information requested:
BOX A:

1. Have you employed more than 40 full-time employees within Minnesota on a single working day during the previous 12 months?

 YES  FORMCHECKBOX 
 
NO  FORMCHECKBOX 

If your answer is “NO,” proceed to BOX B. If your answer is “YES,” your response will be rejected unless your firm or business has a Certificate of Compliance issued by the State of Minnesota, Commissioner of Human Rights, or has submitted an affirmative action plan to the Commissioner of Human Rights for approval by the time the responses are due for any proposal estimated to exceed $100,000.

2. Please check one of the following statements:

 FORMCHECKBOX 
 YES, we have a current Certificate of Compliance that has been issued by the State of Minnesota, Commissioner of Human Rights. (Include a copy of your certificate with your response.)

 FORMCHECKBOX 
 NO, we do not have a Certificate of Compliance; however, we submitted an affirmative Action plan to the Commissioner of Human Rights for approval on                           .  The plan must be approved by the Commissioner of Human Rights before any designation or agreement can be executed.

 FORMCHECKBOX 
 NO, we have not submitted a plan. If your plan is not submitted by the time the responses are due, your response will be rejected.

NOTE: Minnesota designationors must have a certificate issued by the Minnesota Department of Human Rights. Affirmative Action plans approved by the federal government, a county, or a municipality must still be reviewed and approved by the Minnesota Department of Human Rights for a certificate to be issued.

BOX B:

1. Have you employed more than 40 full-time employees on a single working day during the previous 12 months in a state in which you have your primary place of business and that primary place of business is outside of the State of Minnesota, but inside the United States?

YES  FORMCHECKBOX 
 
NO   FORMCHECKBOX 

If your answer is “NO,” proceed to BOX C. If your answer is “YES,” the state cannot execute a designation with your firm or business unless it is in compliance with the Minnesota Human Rights certification requirements. It is the sole responsibility of the firm or business to apply for and obtain a human rights certification prior to execution of a designation as applicable. You may achieve compliance with the Human Rights Act by having either a current Certificate of Compliance issued by the State of Minnesota, Commissioner of Human Rights, or by certifying that you are in compliance with federal Affirmative Action requirements.

2. Please check one of the following statements:
 FORMCHECKBOX 
 YES, we have a current Certificate of Compliance issued by the Minnesota Department of Human Rights. (Include a copy of your certificate with your response.)

 FORMCHECKBOX 
 YES, we are in compliance with federal Affirmative Action requirements.

 FORMCHECKBOX 
 NO, we do not have a current Certificate of Compliance and we cannot certify that we are in compliance with federal Affirmative Action requirements.

BOX C:  

1. If your answers to BOX A (Question 1) and Box B (Question 1) were “NO,” you are not subject to the Minnesota Human Rights Act certification requirement. Please, however, check one of the following:

 FORMCHECKBOX 
 NO, we have not employed more than 40 full-time employees within Minnesota on a single working day during the previous 12 months and we have not employed more than 40 full-time employees on a single working day during the previous 12 months in the state in which our primary place of business is located.

 FORMCHECKBOX 
 We are a business with our primary place of business outside of the United States that has not employed more than 40 full-time employees within Minnesota on a single working day during the previous 12 months.

For further information regarding Minnesota Human Rights requirements, contact the Department of Human Rights, Compliance Services, 190 East 5th Street, Suite 700, St. Paul, MN 55101; Voice: 651.296.5663; Toll Free: 800.657.3704; or TTY: 651.296.1283. For further information regarding federal Affirmative Action requirements, call 800.669.4000 or visit its web site at http://www.eeoc.gov/.

By signing this statement, the Proposer certifies that the information provided is accurate.

NAME OF FIRM:_____________________________________________________________

AUTHORIZED SIGNATURE: __________________________________________________

TITLE: ______________________________________________________________________

DATE: _______________________________________________________________________

STATE OF MINNESOTA - AFFIRMATIVE ACTION CERTIFICATION OF COMPLIANCE  

The Minnesota Human Rights Act (Minn. Stat. § 363.073) divides the designation compliance program into two categories. Both categories apply to any designations for goods or services in excess of $100,000.

The first category applies to businesses that have had more than 40 full-time employees within Minnesota on a single working day during the previous 12 months. The businesses in this category must have submitted an Affirmative Action plan to the Commissioner of the Department of Human Rights prior to the due date of the response and must have received a Certificate of Compliance prior to the execution of a designation.

The second category applies to businesses that have had more than 40 full-time employees on a single working day in the previous 12 months in the state in which they have their primary place of business. The businesses in this category must have either a current Certificate of Compliance previously issued by the Department of Human Rights or certify to the STATE that they are in compliance with federal Affirmative Action requirements before execution of a designation. For further information, contact the Department of Human Rights, 190 East 5th Street, Suite 700, St. Paul, MN 55101; Voice: 651-296-5663; Toll Free: 800-657-3704; or TTY: 651-296-1283.
Minnesota businesses must have a current Certificate of Compliance or submitted an affirmative action plan by the time proposals are due, or their proposal will be rejected.

The STATE is under no obligation to delay the execution of a designation until a business has completed the Human Rights certification process. It is the sole responsibility of the business to apply for and obtain a Human Rights certificate prior to execution of a designation, as applicable.
APPENDIX IV
STATE OF MINNESOTA

AFFIDAVIT OF NONCOLLUSION
(Must be submitted with Response)
I swear (or affirm) under the penalty of perjury:
1. That I am the Proposer (if the Proposer is an individual), a partner in the company (if the Proposer is a partnership), or an officer or employee of the responding corporation having authority to sign on its behalf (if the Proposer is a corporation);

2. That the attached proposal submitted in response to the Online Conservator Account Reporting Project–Request for Proposals has been arrived at by the Proposer independently and has been submitted without collusion with and without any agreement, understanding or planned common course of action with, any other Proposer of materials, supplies, equipment or services described in the Request for Proposal, designed to limit fair and open competition;

3. That the contents of the proposal have not been communicated by the Proposer or its employees or agents to any person not an employee or agent (including a partner) of the Proposer and will not be communicated to any such persons prior to the official opening of the proposals; and

4. That I am fully informed regarding the accuracy of the statements made in this affidavit.

Proposer’s Firm Name:___________________________________________

Authorized Signature: _____________________________________________

Date: __________________

APPENDIX V
STATE OF MINNESOTAPRIVATE 
ONLINE CONSERVATOR ACCOUNT REPORTING PROJECT CONTRACT 
(SAMPLE COPY)
THIS CONTRACT, and amendments and supplements thereto, is between State of Minnesota, acting through its Conservator Account Auditing Program, address Suite 306, 7533 Sunwood Dr. NW, Ramsey MN 55303-5193 (hereinafter "STATE") and ________[insert vendor full legal name and address]_______  (hereinafter "CONTRACTOR"). 

Recitals

The STATE, pursuant to Minnesota Statutes 2000, Section 480.15, subdivisions 5 and 10b, desires to maintain the computer programs designed to compile the statistical and management data but does not have sufficient resources to complete ________[insert general description of services]______within desired timeframes.  CONTRACTOR (and, where applicable, CONTRACTOR’s STATE approved subcontractor) have experience with the desired services and CONTRACTOR represents that it is duly qualified and willing to perform the services set forth herein.

Contract
Based on the mutual agreements, promises, and covenants contained in this contract, it is agreed:

I. DUTIES.  CONTRACTOR, who is not a STATE employee, shall provide professional document imaging services as described in Section s II through XV of the Request for Proposals dated XXXXXXX, which sections are incorporated by this reference as if fully set forth herein.  Services will be completed according to the following schedule:______________.
II. CONSIDERATION AND TERMS OF PAYMENT.

A. Consideration. As consideration for all services performed, transfer of rights, and goods or materials supplied by CONTRACTOR pursuant to this Contract, including all clerical support, phone support, and related expenses, the STATE shall pay to CONTRACTOR one [___insert agreed upon hourly rate here___]dollars (US $XXX.XX) per hour.   The total obligation of the STATE for all compensation and reimbursements to CONTRACTOR shall not exceed [___insert total cap amount here___] dollars (US $XXX.XX). 
It is understood that no funds are being encumbered under this contract for travel and related expenses, and parking and copying.  To the extent that travel or copying is necessary, the STATE will reimburse CONTRACTOR through its regular non-state employee expense reimbursement process, or arrange to pay directly, for pre-approved airfare, lodging, meals, and ground transportation (“travel and subsistence expenses”) or pre-approved copying expenses; provided, that CONTRACTOR shall be reimbursed for travel and subsistence expenses in the same manner and in no greater amount than provided in the STATE’S current Administrative Policy on Travel and Reimbursement.  CONTRACTOR shall not be reimbursed for travel and subsistence expenses or copying expenses unless it has received prior written approval for such expenses from the STATE, and the STATE will separately encumber the necessary funds.  The STATE hereby designates Mark Thomson (or his successor in office) as its agent for approval of such expenses.

B. Terms of Payment.  CONTRACTOR shall submit an invoice on the first and fifteenth day of each month for billable costs incurred by the CONTRACTOR during the immediately preceding one-half month.  Payments shall be made by the STATE promptly after CONTRACTOR'S presentation of invoices for services performed and acceptance of such services by the STATE'S authorized agent pursuant to Section VII.
III. TIME REQUIREMENTS. CONTRACTOR shall comply with all of the time requirements described in this contract.

IV. CONDITIONS OF PAYMENT.  All services provided by CONTRACTOR pursuant to this contract shall be performed to the satisfaction of the STATE, as determined at the sole discretion of its authorized representative, and in accord with the CONTRACTOR'S duties set forth in section I of this contract and all applicable federal, state, and local laws, ordinances, rules and regulations.  CONTRACTOR shall not receive payment for work found by the STATE to be unsatisfactory, or performed in violation of federal, state or local law, ordinance, rule or regulation.
V. TERMS OF CONTRACT.  This contract shall not be effective until approved as to form and execution by the STATE’s Legal Counsel Division, and upon such approval the effective date shall be deemed to be [___insert start date here___].  This contract shall remain in effect until [___insert termination date here___], unless terminated or cancelled as provided herein. 

VI. CANCELLATION. 

A. The STATE may cancel this contract at any time, with or without cause, upon thirty (30) days' written notice to the other party.  If the contract is canceled under this clause, CONTRACTOR shall be entitled to payment, determined on a pro rata basis, for work or services satisfactorily performed.

B. The STATE may immediately cancel this contract if it does not obtain funding from the Minnesota Legislature, or other funding source; or if funding cannot be continued at a level sufficient to allow for the payment of the services covered here.  Cancellation must be by written or facsimile transmission notice to CONTRACTOR.  The STATE is not obligated to pay for any services that are provided after notice and effective date of termination.  However, CONTRACTOR will be entitled to payment, determined on a pro rata basis, for services satisfactorily performed to the extent that funds are available.  The STATE will not be assessed any penalty if the contract is cancelled because of a decision of the Minnesota Legislature, or other funding source, not to appropriate funds.  The STATE must provide CONTRACTOR notice of the lack of funding within a reasonable time of the STATE’S receiving that notice.  

VII. STAFING
A. STATE'S Authorized Representative.  The STATE'S Authorized Representative for the purposes of administration of this contract is Michael Moriarity, Tenth Judicial District Administrator, or his successor in office.  Such representative shall have final authority for acceptance of CONTRACTOR'S services and if such services are accepted as satisfactory, shall so certify on each invoice submitted pursuant to Section II (B).
B. Project Managers.  Each party shall designate a project manager who will be responsible for completion of their respective parties tasks hereunder.  Replacement project managers may be designated by notice.

C. CONTRACTOR Conflict of Interest Screening.  Prior to assigning any individual to perform services hereunder, the CONTRACTOR shall take reasonable steps to determine whether the individual (or his or her immediate family members) has an interest in any pending or threatened litigation or proceeding in any Minnesota state court.  Such steps shall include, without limitation, requiring all individuals assigned to perform services hereunder to complete Part II of the Confidentiality and Disclosure of Interest Form attached as Appendix V, which is attached to and made a part of this Agreement.  The CONTRACTOR acknowledges that the STATE may immediately disqualify any such individual from performing services hereunder, and the CONTRACTOR shall ensure that no such disqualified individual shall have any further access to the confidential information of the STATE.  If the CONTRACTOR becomes aware of any individual’s interest (or that of his or her immediate family members) in any threatened or pending litigation or proceeding in any Minnesota state court, the CONTRACTOR shall immediately notify the STATE of such interest.  The CONTRACTOR shall bear the cost of orienting all personnel replacements of the CONTRACTOR.
VIII. ASSIGNMENT AND BINDING EFFECT.  Except as expressly authorized in this contract, CONTRACTOR shall neither assign nor transfer any rights or obligations under this contract without the prior written consent of the STATE.  This contract shall be binding upon and inure to the benefit of the parties hereto and their respective successors and assigns, including any corporation or other legal entity into, by or with which CONTRACTOR may be merged, acquired or consolidated or which may purchase all or substantially all of the business assets of CONTRACTOR.

IX. AMENDMENTS.  Any amendments to this contract shall be in writing and shall be executed by the same parties who executed the original contract, or their successors in office.

X. LIABILITY.  CONTRACTOR shall indemnify, save, and hold the STATE, its representatives and employees harmless from any and all claims or causes of action, including all attorney's fees incurred by the STATE, arising from the performance of this contract by CONTRACTOR or CONTRACTOR’S agents or employees.  This clause shall not be construed to bar any legal remedies CONTRACTOR may have for the STATE'S failure to fulfill its obligations pursuant to this contract. Without limiting the foregoing, CONTRACTOR’s liability includes liability for the direct and verifiable costs to recreate any lost or damaged STATE records that are capable of being recreated using commercially reasonable efforts.
XI. STATE AUDITS.  The books, records, documents, and accounting procedures and practices of the CONTRACTOR relevant to this contract shall be subject to examination by the contracting department and the Legislative Auditor for a minimum period of six years from the termination of this contract.  Records shall be sufficient to reflect all costs incurred in performance of this Contract.

XII. CONFIDENTIALITY, DISCLOSURE AND USE.
A. General.   CONTRACTOR shall not disclose to any third party (except, where applicable, CONTRACTOR’s STATE approved subcontractor [___insert full legal name of subcontractor___, which must first sign a confidentiality, participation and assignment of rights agreement in a form acceptable to the STATE) any information that is both: (1) made available by the STATE to CONTRACTOR in order to permit CONTRACTOR to perform hereunder or is created, gathered, generated or acquired in accordance with this contract; and (2) inaccessible to the public pursuant to the Rules of Public Access to Records of the Judicial Branch promulgated by the Minnesota Supreme Court, as the same may be amended from time to time.  If the CONTRACTOR receives a request to release the information referred to in this Clause, the CONTRACTOR must immediately notify the STATE.  The STATE will give the CONTRACTOR instructions concerning the release of the information to the requesting party before the information is released.  CONTRACTOR shall ensure that all individuals assigned to perform services hereunder shall abide by the terms of this XII.  Prior to assigning any individual to perform services under this contract, CONTRACTOR shall require such individual to complete Part I of the Confidentiality and Disclosure of Interest form attached hereto as Appendix V, which is made a part of this contract by this reference.
B. State Programs, Databases, Marks.  Without limiting paragraph A, above, CONTRACTOR agrees to the following:

1. State Programs.  The computer application programs made available by the STATE to CONTRACTOR in order to permit CONTRACTOR to perform its obligations hereunder are referred to herein as "State Programs."  The STATE is the copyright owner of the State Programs.  The combination of ideas, procedures, processes, systems, logic, coherence and methods of operation embodied within the State Programs, and all analysis and design specifications, programming specifications, source code, algorithms, and information contained in technical reference manuals pertaining to the State Programs, are trade secret information of the STATE.  The computer operating systems software programs and other third party software licensed by the STATE, and related documentation, made available by the STATE to CONTRACTOR in order to permit CONTRACTOR to perform its obligations hereunder, are subject to claims of trade secret and copyright ownership by the respective licensors and will be treated by CONTRACTOR in the same manner as trade secret information of the STATE.  In addition, CONTRACTOR will familiarize itself with and abide by the terms and conditions of the license agreements applicable to such third party software.  Without limiting the foregoing, CONTRACTOR may also be required to sign an appropriate confidentiality agreement with the STATE’s software vendor if access to proprietary segments of the MNCIS application are necessary for CONTRACTOR’s work hereunder.

2. State Databases.  The computer databases made available by the STATE to CONTRACTOR in order to permit CONTRACTOR to perform its obligations hereunder are referred to herein as "State Databases."  The STATE is the copyright owner of the State Databases and of all copyrightable aspects and components thereof.  All specifications and information pertaining to the State Databases and to their structure, sequence and organization are trade secret information of the STATE.   All information contained within the State Databases is sensitive, confidential information and will be treated by CONTRACTOR in the same manner as trade secret information of the STATE.  Without limiting any of the foregoing, CONTRACTOR understands and agrees that to the extent that any records made available by the STATE to CONTRACTOR hereunder are publicly-accessible, the STATE retains all rights it possesses in and to such records and CONTRACTOR has no title or ownership rights, including any right to sell, resell, disclose, redisclose, recombine, reconfigure or retain such records except: (i) as expressly required for CONTRACTOR’s compliance with this contract; or (ii) to the extent that it has  purchased or obtained the same  from the State on the same terms and via the same means and to the same extent as other members of the public.
3. Marks.  The STATE claims that the marks “MNCIS,” “CriMNet,” "SJIS," and "MARS" are trademarks and service marks of the STATE.  CONTRACTOR shall neither have nor claim any right, title, or interest in or use of any trademark, service mark, or tradename owned or used by the STATE.

4. Restrictions on Duplication, Disclosure and Use.  CONTRACTOR will not, except as required in the performance of its obligations hereunder, copy any part of the State Programs or State Databases, prepare any translations thereof or derivative works based thereon, use or disclose any trade secret information of the STATE, or use any trademark, service mark, or tradename of the STATE, in any way or for any purpose not specifically and expressly authorized by this contract.  As used herein, "trade secret information of the STATE" means any information or compilation of information possessed by the STATE, or developed by CONTRACTOR in the performance of its obligations hereunder, which derives independent economic value, actual or potential, from not being generally known to, and not being readily ascertainable by proper means by, other persons who can obtain economic value from its disclosure or use.  "Trade secret information of the STATE" does not, however, include information which was known to CONTRACTOR prior to CONTRACTOR'S receipt thereof, either directly or indirectly, from the STATE, information which is independently developed by CONTRACTOR without reference to or use of information received from the STATE, or information which would not qualify as trade secret information under Minnesota law.  It will not be a violation of this section for CONTRACTOR to disclose any information received from the STATE pursuant to the order of a court or governmental authority of competent jurisdiction if CONTRACTOR notifies the state immediately upon receipt by CONTRACTOR of notice of the issuance of such an order.

5. Proprietary Notices.  CONTRACTOR will advise its employees and permitted subcontractors who are permitted access to any of the State Programs, State Databases, or trade secret information of the STATE of the restrictions upon duplication, disclosure and use contained in this contract.  Without limiting the foregoing, CONTRACTOR shall include in and/or on any copy or translation of, or derivative work based upon, any of the State Programs, the State Databases, or trade secret information of the STATE, or any part thereof, and any documents pertaining thereto, the same copyright and other proprietary notices as appear on the copies made available to CONTRACTOR by the STATE, except that copyright notices shall be updated and other proprietary notices added as may be appropriate.

C. Inspection and Return of State Property.  All documents, encoded media, and other tangible items made available to CONTRACTOR by the STATE, or prepared, generated or created by CONTRACTOR in the performance of its obligations hereunder, are and will be exclusively the property of the STATE and will be available for inspection by the STATE upon request.  Upon completion of CONTRACTOR'S performance of services hereunder, CONTRACTOR will, upon the STATE'S request, promptly deliver to the STATE any or all such documents, encoded media and other items in its possession, including all complete or partial copies, recordings, abstracts, notes or reproductions of any kind made from or about such documents, media, items, or information contained therein.  CONTRACTOR and the STATE acknowledge that all computer operating systems software programs and other third party software licensed by the STATE, and related documentation, made available by the STATE to CONTRACTOR in order to permit CONTRACTOR to perform its obligations hereunder, or any translations, compilations, or partial copies thereof are and remain the property of the respective licensors.

D. Injunctive Relief.  CONTRACTOR acknowledges that the STATE will be irreparably harmed if CONTRACTOR'S obligations under sections XII and XIII of this contract are not specifically enforced and that the STATE would not have an adequate remedy at law in the event of an actual or threatened violation by CONTRACTOR of its obligations.  Therefore, CONTRACTOR agrees that the STATE shall be entitled to an injunction or any appropriate decree of specific performance for any actual or threatened violation or breach by CONTRACTOR without the necessity of the STATE showing actual damages or that monetary damages would not afford an adequate remedy.  CONTRACTOR shall be liable to the State for reasonable attorney's fees incurred by the STATE in obtaining any relief pursuant to this section.

E. Nondisclosure Indemnity.  Without limiting section X, CONTRACTOR agrees to indemnify, defend and save harmless the STATE and its agents, officers and employees from and against any and all claims by Third Parties that are determined in a final, non-appealable judgment by a court of competent jurisdiction to have resulted directly and proximately from CONTRACTOR'S violation of the non-disclosure provisions hereof.  The STATE shall provide CONTRACTOR with prompt notice of any claim for which indemnification may be sought hereunder and shall cooperate in all reasonable respects with CONTRACTOR in connection with any such claim.  CONTRACTOR shall be entitled to control the handling of any such claim and to defend or settle any such claim, in its sole discretion, with counsel of its own choosing. 

XIII. RIGHTS IN AND TO INFORMATION, INVENTIONS, AND MATERIALS.  In consideration of the facts that CONTRACTOR'S performance under this contract will involve access to and development of information which shall be trade secret information of the STATE and may involve the development by CONTRACTOR or CONTRACTOR'S participation in the development of copyrightable and/or patentable subject matter which the parties intend be owned by the STATE:

A. All right, title, and interest in and to any trade secret information of the STATE (as defined in sections XII. B.1, 2, and 4, above) developed by CONTRACTOR either individually or jointly with others, and which arises out of the performance of this contract, will be the property of the STATE and are by this contract irrevocably transferred, assigned, and conveyed to the STATE free and clear of any liens, claims, or other encumbrances.  
B. All copyrightable material which CONTRACTOR shall conceive or originate, either individually or jointly with others, and which arises out of the performance of this contract, shall conclusively be deemed "works made for hire" within the meaning and purview of section 101 of the United States Copyright Act, 17 U.S.C. § 101, to the fullest extent possible, and the STATE shall be the copyright owner thereof and of all elements and components thereof in which copyright protection can subsist.  To the extent that any of the foregoing does not qualify as a "work made for hire," CONTRACTOR hereby transfers, assigns and conveys the exclusive copyright ownership thereof to the STATE, free and clear of any liens, claims or other encumbrances.

C. All right, title, and interest in and to any invention which CONTRACTOR first conceives or first reduces to practice either individually or jointly, and which arises out of the performance of this contract, will be the property of the STATE and are by this contract irrevocably transferred, assigned, and conveyed to the STATE along with ownership of any and all patents on the inventions anywhere in the world, free and clear of any liens, claims or other encumbrances.  CONTRACTOR agrees to disclose promptly any such invention to the STATE.  This paragraph shall not apply to any invention for which no equipment, supplies, facility or trade secret information of the STATE (as defined in Sections XII. B.1, 2, and 4, above) was used and which was developed entirely on CONTRACTOR own time, and a) which does not relate i) directly to the business of the STATE or ii) to the STATE'S actual or demonstrably anticipated research or development, or b) which does not result from any work performed or materials provided by CONTRACTOR for the STATE.

D. CONTRACTOR will execute all documents and perform all other acts that the STATE may reasonably request in order to assist the STATE in perfecting its rights in and to the trade secret information of the STATE and the copyrightable and patentable subject matter identified herein, in any and all countries.

XIV. AFFIRMATIVE ACTION.  
A. Covered Contracts and Contractors.  If this contract exceeds $100,000 and CONTRACTOR employed more than 40 full-time employees on a single working day during the previous twelve months in Minnesota or in the state where it has its principle place of business, then CONTRACTOR must comply with the requirements of Minn. Stat. § 363A.36 and Minn. R. Parts 5000.3400-5000.3600.  A contractor covered by Minn. Stat. § 363A.36 because it employed more than 40 full-time employees in another state that does not have a certificate of compliance must certify that it is in compliance with federal affirmative action requirements.  
B. Minn. Stat. § 363A.36.  Minn. Stat. § 363A.36 requires the contractor to have an affirmative action plan for the employment of minority persons, women, and qualified disabled individuals approved by the Minnesota Commissioner of Human Rights (“Commissioner”) as indicated by a certificate of compliance.  The law addresses suspension or revocation of a certificate of compliance and contract consequences in that event.  A contract awarded without a certificate of compliance may be voided.
C. Minn. R. Parts 5000.3400-5000.3600 provide:
1. Minn. R. Parts 5000.3400-5000.3600 implement Minn. Stat. § 363A.36.  These rules include, but are not limited to, criteria for contents, approval, and implementation of affirmative action plans; procedures for issuing certificates of compliance and criteria for determining a contractor’s compliance status; procedures for addressing deficiencies, sanctions, and notice and hearing; annual compliance reports; procedures for compliance review; and contract consequences for non-compliance.  The specific criteria for approval or rejection of an affirmative action plan are contained in various provisions of Minn. R. Parts 5000.3400-5000.3600 including, but not limited to, parts 5000.3420-5000.3500 and 5000.3552-5000.3559. 

2. Disabled Workers.  The contractor must comply with the following affirmative action requirements for disabled workers:

a. The contractor must not discriminate against any employee or applicant for employment because of physical or mental disability in regard to any position for which the employee or applicant for employment is qualified.  The contractor agrees to take affirmative action to employ, advance in employment, and otherwise treat qualified disabled persons without discrimination based upon their physical or mental disability in all employment practices such as the following: employment, upgrading, demotion or transfer, recruitment, advertising, layoff or termination, rates of pay or other forms of compensation, and selection for training, including apprenticeship.
b. The contractor agrees to comply with the rules and relevant orders of the Minnesota Department of Human Rights issued pursuant to the Minnesota Human Rights Act.
c. In the event of the contractor's noncompliance with the requirements of this clause, actions for noncompliance may be taken in accordance with Minn. Stat. § 363A.36, and the rules and relevant orders of the Minnesota Department of Human Rights issued pursuant to the Minnesota Human Rights Act.
d. The contractor agrees to post in conspicuous places, available to employees and applicants for employment, notices in a form to be prescribed by the commissioner of the Minnesota Department of Human Rights. Such notices must state the contractor's obligation under the law to take affirmative action to employ and advance in employment qualified disabled employees and applicants for employment, and the rights of applicants and employees.
e. The contractor must notify each labor union or representative of workers with which it has a collective bargaining agreement or other contract understanding, that the contractor is bound by the terms of Minn. Stat. § 363A.36, of the Minnesota Human Rights Act and is committed to take affirmative action to employ and advance in employment physically and mentally disabled persons.
D. Consequences.  The consequences for a contractor’s failure to implement its affirmative action plan or make a good faith effort to do so include, but are not limited to, suspension or revocation of a certificate of compliance by the Commissioner, refusal by the Commissioner to approve subsequent plans, and termination of all or part of this contract by the Commissioner or the STATE.
E. Certification.  CONTRACTOR hereby certifies that it is in compliance with the requirements of Minn. Stat. § 363A.36 and Minn. R. Parts 5000.3400-5000.3600 and is aware of the consequences for non-compliance.
XV. INSURANCE.  Throughout the term of this contract CONTRACTOR shall maintain the insurance coverage set forth in this section.  The CONTRACTOR’s policy shall be the primary insurance to any other valid and collectible insurance available to the STATE with respect to any claim arising out of this contract.  CONTRACTOR’s insurance company waives its right to assert the immunity of the STATE as a defense to any claims made under said insurance.  The CONTRACTOR is responsible for payment of insurance deductibles.  Insurance companies must have an “AM Best” rating of A- (minus) and a Financial Size Category of VII or better.  Required coverage:
A. In accordance with the provisions of Minnesota Statutes, Section 176.182, as enacted, the CONTRACTOR shall provide acceptable evidence of compliance with the workers' compensation insurance coverage requirement of Minnesota Statutes, Section 176.181, subdivision 2, as enacted, prior to commencement of any duties to be performed under this contract.
B. The Comprehensive Automobile Liability: Minimum Limits of Liability of $1,000,000 Per Occurrence Combined Single Limit Bodily Injury and Property Damage for: Owned Automobile, Non-owned Automobile, and Hired Automobiles.
C. Commercial General Liability: Blanket Contractual Coverage with Minimum Limits of Liability:  $1,000,000 Combined Single Limit for Bodily Injury and Property Damage per occurrence, $2,000,000 minimum annual aggregate.
D. Umbrella Liability:  Umbrella liability with minimum limits of $5,000,000 per occurrence and aggregate.
E. Employer’s liability: Employer’s liability insurance coverage with minimum limits of $1,000,000 each accident.
F. Crime Insurance: Crime insurance coverage with minimum limits of $2,000,000 each occurrence.
G. Lost or Damaged Records: Lost or damaged records insurance coverage for the direct and verifiable costs to recreate any lost or damaged STATE records that are capable of being recreated using commercially reasonable efforts with minimum limits of $1,000,000 each occurrence.  
Upon request of the STATE, CONTRACTOR shall be required to promptly provide a Certificate of Insurance evidencing that the above items are in force and effect during the entire term of the contract.  The STATE reserves the right to request inspection of a full certified copy of insurance policies at CONTRACTOR’s home office facility.  All policies and certificates shall provide that the policies shall remain in force and effect throughout the term of the contract.  Policies shall include endorsements that name the STATE, its officers and employees as additional insured with respect to General Liability, Automobile Liability, and/or Umbrella Liability coverages only; however, the STATE is not liable to the insurance company for any premiums, costs or assessments in connection with the CONTRACTOR’s policy, as a result of being an additional insured.  The CONTRACTOR shall provide the STATE with thirty (30) days’ advance written notice of cancellations or non-renewals or reduction in limits or coverage or other material change, including the name of the contract, mailed to the STATE as provided in the notice clause of this Agreement.  The CONTRACTOR shall maintain the insurance required above to cover claims which may arise from operations under this contract, whether such operations are by CONTRACTOR or a permitted subcontractor or by anyone directly or indirectly employed under this contract.  The CONTRACTOR shall require its insurance company(ies) to waive its(their) right to assert the immunity of the STATE as a defense to any claims made under said insurance.  The failure of the STATE to obtain a certificate of insurance for the insurance policies required under this contract, or the failure of the insurance company(ies) or CONTRACTOR to notify the STATE of the cancelation, non-renewal or change of the insurance policies required under this contract shall not constitute a waiver by the STATE to the CONTRACTOR to provide such insurance policies.  The STATE reserves the right to cancel this contract, upon fifteen (15) days written notice, if CONTRACTOR is not in compliance with the insurance requirements of this contract and the STATE retains all rights to pursue any legal remedies against CONTRACTOR in the event of such non-compliance.
XVI. ANTITRUST.  CONTRACTOR hereby assigns to the State of Minnesota any and all claims for overcharges as to goods and/or services provided in connection with this contract resulting from antitrust violations that arise under the antitrust laws of the United States and the antitrust laws of the State of Minnesota.

XVII. OTHER PROVISIONS.

A.
Warranties.
1. Original Works.  In performing its obligations hereunder, CONTRACTOR will not use or incorporate any trade secret information or copyrighted works of authorship of CONTRACTOR or of any third party, and except for components already in the public domain (without any license restrictions attached thereto), all software, documentation, information and other materials provided or furnished by CONTRACTOR in performing the duties under this contract will be original and will not violate or infringe upon the rights of any third party.

2. Professional Services; Status; Conflicts of Interest. CONTRACTOR represents and warrants to the STATE that all professional services required hereunder will be provided exclusively by CONTRACTOR’s [employee ___insert employee name___]/[CONTRACTOR’s STATE approved subcontractor ___insert subcontractor’s full legal name___ (which must first sign a confidentiality, participation and assignment of rights agreement in a form acceptable to the STATE)] and that : (a) the [employee]/[subcontractor] has the proper training, skill and background so as to be able to perform all professional services required in this contract in a competent and professional manner, and all such work shall be of quality; and (b) the [employees]/[subcontractor’s employees] assigned to work on the Project have obtained lawful permanent residence in the United States of America with a right to live and work permanently in the United States of America.


3.
Mutual Representations and Warranties.  CONTRACTOR and the STATE each represent and warrant to the other that: a) it has the full right, power and authority to enter into this contract and to perform fully all of its obligations hereunder; b) it is free of any obligation or restriction that would prevent it from entering into this contract or from performing fully any of its obligations hereunder; and c) it has not entered into and will not enter into any contract which would impede the full performance of its obligations hereunder or would in any way limit or restrict the rights of the other under this contract.
4.
Immediate Notice of loss, damage or disclosure.  CONTRACTOR must notify STATE immediately upon any loss or damage to STATE records, including during any shipping of records provided by CONTRACTOR, and upon any disclosures of STATE records in violation of this Agreement.  CONTRACTOR understands that immediate notice is crucial to recovery efforts, including but not limited to freeze drying of water damaged records and taking steps to minimize or prevent further improper disclosures.

B.
Patent and Copyright Indemnity.  Without limiting section X, CONTRACTOR shall indemnify the STATE and hold it harmless against any claim that the work performed or material provided hereunder infringes or violates the patent, copyright, or trade secret rights of any third party.  CONTRACTOR shall pay any and all resulting costs, expenses (including attorney's fees), damages and/or liabilities associated with or resulting from any such claim.

C. Relationship of the Parties.  CONTRACTOR is an independent contractor and shall not be deemed for any purpose to be an employee of the STATE.  CONTRACTOR understands and agrees that the STATE is not withholding any taxes from the fees paid to CONTRACTOR pursuant to this contract and that CONTRACTOR is solely responsible for any taxes and other amounts to be paid as a result of the fees paid to CONTRACTOR pursuant to this contract.  Neither CONTRACTOR nor the STATE shall have the right nor the authority to assume, create or incur any liability or obligation of any kind, express or implied, against or in the name of or on behalf of the other.
D. Consent to Release of Certain Data.  Under Minn. Stat. § 270C.65 and other applicable law, CONTRACTOR consents to disclosure of its social security number, federal employer tax identification number, and/or Minnesota tax identification number, already provided to the STATE, to federal and state tax agencies and state personnel involved in the payment of state obligations.  These identification numbers may be used in the enforcement of federal and state tax laws which could result in action requiring CONTRACTOR to file state tax returns and pay delinquent state tax liabilities, if any.
E. Publicity.  Any publicity regarding the subject matter of this contract must identify the STATE as the sponsoring agency and must not be released without the prior written approval from the STATE’S Authorized Representative.  For purposes of this provision, publicity includes notices, informational pamphlets, press releases, research, reports, signs, and similar public notices prepared by or for CONTRACTOR individually or jointly with others, or any subcontractors, with respect to the program, publications, or services provided resulting from this contract.  Notwithstanding anything in this contract to the contrary, either party may disclose to the public the existence of this contract, the parties to the contract, and the material terms of the contract, including price, projected term, and scope of work.
F. Endorsement.  CONTRACTOR must not claim that the STATE endorses its products or services.
G. Non-Exclusivity.  This contract shall not preclude CONTRACTOR from developing materials outside this contract that are competitive, irrespective of their similarity to materials delivered to the STATE under this contract; provided, however, that such materials prepared by CONTRACTOR shall not violate the nondisclosure and intellectual property provisions of this contract.  Nothing in this contract shall be construed as precluding or limiting in any way the right of CONTRACTOR to provide computer consulting and programming services or other services of any kind to any person or entity as CONTRACTOR in its sole discretion deems appropriate.   

H. Notices.  Any written notice hereunder shall be deemed to have been received when: (A) personally delivered; (B) sent by confirmed facsimile transmission or telegram; (C) sent by commercial overnight courier with written verification of receipt; or (D) seventy-two (72) hours after it has been deposited in the United States mail, first class, proper postage prepaid, addressed to the party to whom it is intended at: (1) if to CONTRACTOR, at the CONTRACTOR’S address set forth in the opening paragraph of the contract; (2) if to the STATE, at the STATE’S address set forth in the opening paragraph of the contract, with a copy to Legal Counsel Division, 140 Minnesota Judicial Center, 25 Rev. Martin Luther King Jr., Blvd. St. Paul, MN 55155; or (3) at such other address of which written notice has been given in accordance herewith.
I. Facilities and Use Conditions.  Without limiting CONTRACTOR’s responsibilities under any other section of this contract, to the extent that CONTRACTOR utilizes STATE provided on-site facilities (including, but not limited to, computers, desks, Internet connections, etc.) to perform CONTRACTOR’s duties under this contract, CONTRACTOR must comply with all policies of the STATE and the Minnesota judicial branch as they relate to the acceptable use or operation of STATE facilities, including, without limitation, the Minnesota State Court System Policies on the Use of the Internet and Other Electronic Communication Tools and Drug Free Workplace as the same may be amended and replaced from time to time.

J. Miscellaneous.
1. The provisions of sections VII, X, XI, XII, XIII, XVI, and XVII shall survive any cancellation or termination of this contract, as shall any other provisions which by their nature would be intended or expected to survive such cancellation or termination.

2. Captions are for convenient reference and do not constitute a part of this contract.

3. The failure by either Party at any time to enforce any of the provisions of this contract or any right or remedy available hereunder or at law or in equity, or to exercise any option herein provided, shall not constitute a waiver of such provision, right, remedy or option or in any way affect the validity of this contract.  The waiver of any default by either Party shall not be deemed a continuing waiver, but shall apply solely to the instance to which such waiver is directed.

4. This contract shall in all respects be governed by and interpreted, construed and enforced in accordance with the laws of the United States of America and of the State of Minnesota, without regard to Minnesota’s choice of law provisions.  Any action arising out of or relating to this contract, its performance, enforcement or breach will be venued in a state or federal court situated within the State of Minnesota.  CONTRACTOR hereby irrevocably consents and submits itself to the personal jurisdiction of said courts for that purpose.

5. Every provision of this contract shall be construed, to the extent possible, so as to be valid and enforceable.  If any provision of this contract so construed is held by a court of competent jurisdiction to be invalid, illegal or otherwise unenforceable, such provision shall be deemed severed from this contract, and all other provisions shall remain in full force and effect.

6. This contract sets forth the entire agreement and understanding between the Parties regarding the subject matter hereof and supersedes any prior representations, statements, proposals, negotiations, discussions, understandings, or agreements regarding the same subject matter; provided that all terms and conditions of all preexisting contracts or agreements between the parties shall continue in full force and effect except as supplemented or modified by this contract.  In the event of any inconsistency or conflict between the terms of this contract and any other agreement between the parties, the terms of this contract shall govern.

IN WITNESS WHEREOF, the parties have caused this contract to be duly executed intending to be bound thereby.

1.
CONTRACTOR:


2.  STATE:

	CONTRACTOR certifies that the appropriate persons have executed the contract on behalf of CONTRACTOR 

as required by applicable articles, by-laws, resolutions or ordinances.  (If a corporation with more than one individual serving as corporate officer, two corporate officers must execute)PRIVATE 
	
	Person signing certifies that applicable procurement policies have been followed.  Where contracts and amendments exceed $50,000, signature of state court administrator or deputy is also required.  

	
	
	

	
	
	

	PRIVATE By


	
	By



	Title
	
	Title  Chief Information Officer

	Date
	
	Date

	PRIVATE By

	
	By

	Title
	
	Title State Court Administrator or Deputy

	Date
	
	Date


3. Funds have been encumbered for State by:

4. Form and execution approved for STATE by:
	By


	
	By



	Title
	
	Title

	Date
	
	Date

	Contract No.
	
	


APPENDIX VI
CONFIDENTIALITY, PARTICIPATION, AND ASSIGNMENT OF RIGHTS CONTRACT
(SAMPLE COPY)PRIVATE 
THIS CONTRACT, and amendments and supplements thereto, is between State of Minnesota, acting through its State Court Administrator's Office (hereinafter "STATE") and ________[insert subcontractor full legal name and address]_______   (hereinafter "SUBCONTRACTOR"). 

Recitals

The STATE has entered in to STATE contract with ___[enter general contractor full legal name]____, for ________[insert general description of services]______services (“the Project”), to be provided by [SUBCONTRACTOR]/[SUBCONTRACTOR’s employee ___insert employee name___].  SUBCONTRACTOR’S participation in the Project requires, among other things, disclosure to CONTRACTOR of confidential STATE information and authorship by SUBCONTRACTOR of copyrightable subject matter which the STATE and SUBCONTRACTOR intend to be owned by the STATE.  The STATE is willing to permit SUBCONTRACTOR to participate in the Project as an independent contractor under contract with ___[enter general contractor full legal name]____pursuant to the terms and conditions set forth in this contract. 
Contract

In consideration of the foregoing, of being permitted to participate in the Project under contract with ___[enter general contractor full legal name]____, SUBCONTRACTOR agrees as follows:

I.
SCOPE OF, AND PAYMENT FOR, PARTICIPATION.  ___[enter general contractor full legal name]____ and SUBCONTRACTOR will determine the scope of SUBCONTRACTOR’s engagement and the terms of their relationship with one another, and SUBCONTRACTOR will look solely to ___[enter general contractor full legal name]____ for payment under its contract with Integration Architects, Inc.

II. TERM AND TERMINATION. This contract shall not be effective until approved as to form and execution by the Attorney General’s representative, and upon such approval the effective date shall be deemed to be [___insert start date here___].  This contract shall continue in force and effect according to its terms.  The STATE may terminate this contract at any time without penalty by giving five (5) working days written notice of termination to SUBCONTRACTOR.  Unless otherwise terminated as herein provided, this contract shall terminate as of midnight, [___insert termination date here___]. 
III. INDEPENDENT OBLIGATIONS.  The obligations of SUBCONTRACTOR under this contract are unconditional and do not depend upon the performance of any agreements, duties, obligations or terms outside this contract.
IV. ASSIGNMENT AND BINDING EFFECT.  Except as expressly authorized in this contract, SUBCONTRACTOR shall neither assign nor transfer any rights or obligations under this contract without the prior written consent of the STATE.  This contract shall be binding upon and inure to the benefit of the parties hereto and their respective successors and assigns, including any corporation or other legal entity into, by or with which SUBCONTRACTOR may be merged, acquired or consolidated or which may purchase all or substantially all of the business assets of SUBCONTRACTOR.

V. AMENDMENTS.  Any amendments to this contract shall be in writing and shall be executed by the same parties who executed the original contract, or their successors in office.

VI. LIABILITY.  SUBCONTRACTOR shall indemnify, save, and hold the STATE, its representatives and employees harmless from any and all claims or causes of action, including all attorney's fees incurred by the STATE, arising from the participation in the Project by SUBCONTRACTOR or SUBCONTRACTOR’S agents or employees.  If SUBCONTRACTOR is an entity, SUBCONTRACTOR covenants and agrees that it shall obtain and maintain liability insurance with minimum limits of one million dollars ($1,000,000) per claim, accident or occurrence, whichever is greater, covering injuries or damages caused by the acts or omissions of its employees. This clause shall not be construed to bar any legal remedies SUBCONTRACTOR may have for the STATE'S failure to fulfill its obligations pursuant to this contract.
VII. STATE AUDITS.  The books, records, documents, and accounting procedures and practices of the SUBCONTRACTOR relevant to this contract shall be subject to examination by the contracting department and the Legislative Auditor for a minimum period of six years from the termination of this contract.  Records shall be sufficient to reflect all costs incurred in performance of this Contract.

VIII. CONFIDENTIALITY; DISCLOSURE AND USE.
A. General.   SUBCONTRACTOR shall not disclose to any third party any information that is both: (1) made available by the STATE to SUBCONTRACTOR in order to permit SUBCONTRACTOR to participate in the Project or is created, gathered, generated or acquired in accordance with the Project; and (2) inaccessible to the public pursuant to the Rules of Public Access to Records of the Judicial Branch promulgated by the Minnesota Supreme Court, as the same may be amended from time to time.  If SUBCONTRACTOR receives a request to release the information referred to in this Clause, SUBCONTRACTOR must immediately notify the STATE.  The STATE will give SUBCONTRACTOR instructions concerning the release of the information to the requesting party before the information is released.  SUBCONTRACTOR shall ensure that all individuals assigned to perform services hereunder shall abide by the terms of this section VIII.  Prior to assigning any individual to perform services under this contract, SUBCONTRACTOR shall require such individual to complete Part I of the Confidentiality and Disclosure of Interest form attached hereto as Appendix V, which is made a part of this contract by this reference.
B. State Programs, Databases, Marks.  Without limiting paragraph A, above, SUBCONTRACTOR agrees to the following:

1. State Programs.  The computer application programs made available by the STATE to SUBCONTRACTOR in order to permit SUBCONTRACTOR to participate in the Project are referred to herein as "State Programs."  The STATE is the copyright owner of the State Programs.  The combination of ideas, procedures, processes, systems, logic, coherence and methods of operation embodied within the State Programs, and all analysis and design specifications, programming specifications, source code, algorithms, and information contained in technical reference manuals pertaining to the State Programs, are trade secret information of the STATE.  The computer operating systems software programs and other third party software licensed by the STATE, and related documentation, made available by the STATE to SUBCONTRACTOR in order to permit CONTRACTOR to participate in the Project, are subject to claims of trade secret and copyright ownership by the respective licensors and will be treated by SUBCONTRACTOR in the same manner as trade secret information of the STATE.  In addition, SUBCONTRACTOR will familiarize itself with and abide by the terms and conditions of the license agreements applicable to such third party software.  Without limiting the foregoing, SUBCONTRACTOR may also be required to sign an appropriate confidentiality agreement with the STATE’s software vendor if access to proprietary segments of the MNCIS application are necessary for SUBCONTRACTOR’s work hereunder.

2. State Databases.  The computer databases made available by the STATE to SUBCONTRACTOR in order to permit SUBCONTRACTOR to participate in the Project are referred to herein as "State Databases."  The STATE is the copyright owner of the State Databases and of all copyrightable aspects and components thereof.  All specifications and information pertaining to the State Databases and to their structure, sequence and organization are trade secret information of the STATE.   All information contained within the State Databases is sensitive, confidential information and will be treated by SUBCONTRACTOR in the same manner as trade secret information of the STATE.  Without limiting any of the foregoing, SUBCONTRACTOR understands and agrees that to the extent that any records made available by the STATE or CONTRACTOR to SUBCONTRACTOR hereunder are publicly-accessible, the STATE retains all rights it possesses in and to such records and SUBCONTRACTOR has no title or ownership rights, including any right to sell, resell, disclose, redisclose, recombine, reconfigure or retain such records except: (i) as expressly required for SUBCONTRACTOR’s compliance with this contract; or (ii) to the extent that it has  purchased or obtained the same  from the STATE on the same terms and via the same means and to the same extent as other members of the public.

3. Marks.  The STATE claims that the marks “MNCIS,” “CriMNet,” "SJIS," and "MARS" are trademarks and service marks of the STATE or of other agencies of the state of Minnesota.  SUBCONTRACTOR shall neither have nor claim any right, title, or interest in or use of any trademark, service mark, or tradename owned or used by the STATE or other agencies of the state of Minnesota.

4. Restrictions on Duplication, Disclosure and Use.  SUBCONTRACTOR will not, except as required for SUBCONTRACTOR'S participation in the Project, copy any part of the State Programs or State Databases, prepare any translations thereof or derivative works based thereon, use or disclose any trade secret information of the STATE, or use any trademark, service mark, or tradename of the STATE, in any way or for any purpose not specifically and expressly authorized by this contract.  As used herein, "trade secret information of the STATE" means any information or compilation of information possessed by the STATE, or developed by SUBCONTRACTOR in the performance of its obligations hereunder, which derives independent economic value, actual or potential, from not being generally known to, and not being readily ascertainable by proper means by, other persons who can obtain economic value from its disclosure or use.  "Trade secret information of the STATE" does not, however, include information which was known to SUBCONTRACTOR prior to SUBCONTRACTOR'S receipt thereof, either directly or indirectly, from the STATE, information which is independently developed by SUBCONTRACTOR without reference to or use of information received from the STATE, or information which would not qualify as trade secret information under Minnesota law.  It will not be a violation of this section for SUBCONTRACTOR to disclose any information received from the STATE pursuant to the order of a court or governmental authority of competent jurisdiction if SUBCONTRACTOR notifies the state immediately upon receipt by SUBCONTRACTOR of notice of the issuance of such an order.

5. Proprietary Notices.  SUBCONTRACTOR will advise its employees and permitted subcontractors who are permitted access to any of the State Programs, State Databases, or trade secret information of the STATE of the restrictions upon duplication, disclosure and use contained in this contract.  Without limiting the foregoing, SUBCONTRACTOR shall include in and/or on any copy or translation of, or derivative work based upon, any of the State Programs, the State Databases, or trade secret information of the STATE, or any part thereof, and any documents pertaining thereto, the same copyright and other proprietary notices as appear on the copies made available to SUBCONTRACTOR by the STATE, except that copyright notices shall be updated and other proprietary notices added as may be appropriate.

C. Inspection and Return of State Property.  All documents, encoded media, and other tangible items made available to CONTRACTOR by the STATE, or prepared, generated or created by SUBCONTRACTOR in SUBCONTRACTOR'S participation in the Project, are and will be exclusively the property of the STATE and will be available for inspection by the STATE upon request.  Upon completion of SUBCONTRACTOR'S participation in the Project, SUBCONTRACTOR will, upon the STATE'S request, promptly deliver to the STATE any or all such documents, encoded media and other items in its possession, including all complete or partial copies, recordings, abstracts, notes or reproductions of any kind made from or about such documents, media, items, or information contained therein.  SUBCONTRACTOR and the STATE acknowledge that all computer operating systems software programs and other third party software licensed by the STATE, and related documentation, made available by the STATE to SUBCONTRACTOR in order to permit SUBCONTRACTOR to perform its obligations hereunder, or any translations, compilations, or partial copies thereof are and remain the property of the respective licensors.

D. Injunctive Relief.  SUBCONTRACTOR acknowledges that the STATE will be irreparably harmed if SUBCONTRACTOR'S obligations under sections VIII and IX of this contract are not specifically enforced and that the STATE would not have an adequate remedy at law in the event of an actual or threatened violation by SUBCONTRACTOR of its obligations.  Therefore, SUBCONTRACTOR agrees that the STATE shall be entitled to an injunction or any appropriate decree of specific performance for any actual or threatened violation or breach by SUBCONTRACTOR without the necessity of the STATE showing actual damages or that monetary damages would not afford an adequate remedy.  SUBCONTRACTOR shall be liable to the State for reasonable attorney's fees incurred by the STATE in obtaining any relief pursuant to this section.

E. Nondisclosure Indemnity.  Without limiting section VI, SUBCONTRACTOR agrees to indemnify, defend and save harmless the STATE and its agents, officers and employees from and against any and all claims by Third Parties that are determined in a final, non-appealable judgment by a court of competent jurisdiction to have resulted directly and proximately from SUBCONTRACTOR'S violation of the non-disclosure provisions hereof.  The STATE shall provide SUBCONTRACTOR with prompt notice of any claim for which indemnification may be sought hereunder and shall cooperate in all reasonable respects with SUBCONTRACTOR in connection with any such claim.  SUBCONTRACTOR shall be entitled to control the handling of any such claim and to defend or settle any such claim, in its sole discretion, with counsel of its own choosing.

IX. RIGHTS IN AND TO INFORMATION, INVENTIONS, AND MATERIALS.  In consideration of the facts that SUBCONTRACTOR'S participation in the Project will involve access to and development of information which shall be trade secret information of the STATE and may involve the development by SUBCONTRACTOR or SUBCONTRACTOR'S participation in the development of copyrightable and/or patentable subject matter which the parties intend be owned by the STATE:

A. All right, title, and interest in and to any trade secret information of the STATE (as defined in sections VIII B. 1., 2., and 4. above) developed by SUBCONTRACTOR either individually or jointly with others, and which arises out of SUBCONTRACTOR'S participation in the Project, will be the property of the STATE and are by this contract irrevocably transferred, assigned, and conveyed to the STATE free and clear of any liens, claims, or other encumbrances.
B. The STATE shall be the copyright owner of all copyrightable material that SUBCONTRACTOR shall conceive or originate, either individually or jointly with others, and which arises out of the performance of this contract, and of all elements and components thereof in which copyright protection can subsist.  To the extent that any of the foregoing does not qualify as a "work made for hire" within the meaning and purview of section 101 of the United States Copyright Act, 17 U.S.C. § 101, SUBCONTRACTOR hereby transfers, assigns and conveys the exclusive copyright ownership thereof to the STATE, free and clear of any liens, claims or other encumbrances.
C. All right, title, and interest in and to any invention which SUBCONTRACTOR first conceives or first reduces to practice either individually or jointly, and which arises out of SUBCONTRACTOR'S participation in the Project, will be the property of the STATE and are by this contract irrevocably transferred, assigned, and conveyed to the STATE along with ownership of any and all patents on the inventions anywhere in the world, free and clear of any liens, claims or other encumbrances.  SUBCONTRACTOR agrees to disclose promptly any such invention to the STATE.  This paragraph shall not apply to any invention for which no equipment, supplies, facility or trade secret information of the STATE (as defined in Sections VIII B. 1., 2. and 4., above) was used and which was developed entirely on SUBCONTRACTOR’S own time, and a) which does not relate i) directly to the business of the STATE or ii) to the STATE'S actual or demonstrably anticipated research or development, or b) which does not result from any work performed or materials provided by SUBCONTRACTOR for the STATE.
D. SUBCONTRACTOR will execute all documents and perform all other acts that the STATE may reasonably request in order to assist the STATE in perfecting its rights in and to the trade secret information of the STATE and the copyrightable and patentable subject matter identified herein, in any and all countries.

X. CONFLICT OF INTEREST SCREENING. Prior to assigning any individual to perform services hereunder, the SUBCONTRACTOR shall take reasonable steps to determine whether the individual (or his or her immediate family members) has an interest in any pending or threatened litigation or proceeding in any Minnesota state court.  Such steps shall include, without limitation, requiring all individuals assigned to perform services hereunder to complete part II of the Confidentiality and Disclosure of Interest Agreement attached as Appendix V, which is attached to and made a part of this Agreement.  The SUBCONTRACTOR acknowledges that the STATE may immediately disqualify any such individual from performing services hereunder, and the SUBCONTRACTOR shall ensure that no such disqualified individual shall have any further access to the confidential information of the STATE.  If the SUBCONTRACTOR becomes aware of any individual’s interest (or that of his or her immediate family members) in any threatened or pending litigation or proceeding in any Minnesota state court, the SUBCONTRACTOR shall immediately notify the STATE of such interest.  The SUBCONTRACTOR shall bear the cost of orienting all personnel replacements of the SUBCONTRACTOR
XI. [RESERVED FOR FUTURE USE]
XII. ANTITRUST.  SUBCONTRACTOR hereby assigns to the State of Minnesota any and all claims for overcharges as to goods and/or services provided in connection with the Project resulting from antitrust violations that arise under the antitrust laws of the United States and the antitrust laws of the State of Minnesota.

XIII. OTHER PROVISIONS.
A. Warranties.
1.
Original Works.  In participating in the Project, SUBCONTRACTOR will not use or incorporate any trade secret information or copyrighted works of authorship of SUBCONTRACTOR or of any third party, and except for components already in the public domain (without any license restrictions attached thereto), all software, documentation, information and other materials provided or furnished by SUBCONTRACTOR in performing the duties under this contract will be original and will not violate or infringe upon the rights of any third party.

2.
Professional Services; Status; Conflicts of Interest.  SUBCONTRACTOR represents and warrants to the STATE that [SUBCONTRACTOR]/[all services related to the Project will be performed exclusively by SUBCONTRACTOR’s employee ___insert employee name]___ who is and will be acting as an employee of SUBCONTRACTOR within the meaning and purview of the "works made for hire" provision of the Copyright Laws of the United States of America and who:]:

a.
has the proper training, skill and background so as to be able to perform all professional integration services required for the Project in a competent and professional manner, and all such work shall be of quality; and

b.
has obtained lawful permanent residence in the United States of America with a right to live and work permanently in the United States of America.

3.
Mutual Representations and Warranties.  SUBCONTRACTOR and the STATE each represent and warrant to the other that: a) it has the full right, power and authority to enter into this contract and to perform fully all of its obligations hereunder; b) it is free of any obligation or restriction that would prevent it from entering into this contract or from performing fully any of its obligations hereunder; and c) it has not entered into and will not enter into any contract which would impede the full performance of its obligations hereunder or would in any way limit or restrict the rights of the other under this contract.

B. Patent and Copyright Indemnity.  Without limiting section VI, SUBCONTRACTOR shall indemnify the STATE and hold it harmless against any claim that the work performed or material provided by SUBCONTRACTOR'S participation in the Project infringes or violates the patent, copyright, or trade secret rights of any third party.  SUBCONTRACTOR shall pay any and all resulting costs, expenses (including attorney's fees), damages and/or liabilities associated with or resulting from any such claim.

C. Relationship of the Parties.  SUBCONTRACTOR is an independent contractor.  SUBCONTRACTOR and CONTRACTOR'S employees and agents shall not be deemed for any purpose to be an employee of the STATE.  Neither SUBCONTRACTOR nor the STATE shall have the right or the authority to assume, create or incur any liability or obligation of any kind, express or implied, against or in the name of or on behalf of the other.
D. Publicity.  Any publicity regarding the subject matter of this contract must identify the STATE as the sponsoring agency and must not be released without the prior written approval from the STATE’S Authorized Representative.  For purposes of this provision, publicity includes notices, informational pamphlets, press releases, research, reports, signs, and similar public notices prepared by or for SUBCONTRACTOR individually or jointly with others, or any subcontractors, with respect to the program, publications, or services provided resulting from this contract.  Notwithstanding anything in this contract to the contrary, either party may disclose to the public the existence of this contract, the parties to the contract, and the material terms of the contract, including price, projected term, and scope of work.
E. Endorsement.  SUBCONTRACTOR must not claim that the STATE endorses its products or services.
F. Non-Exclusivity.  This contract shall not preclude SUBCONTRACTOR from developing materials outside this contract that are competitive, irrespective of their similarity to materials delivered to the STATE under SUBCONRTACTOR'S participation in the Project; provided, however, that such materials prepared by SUBCONTRACTOR shall not violate the nondisclosure and intellectual property provisions of this contract.  Nothing in this contract shall be construed as precluding or limiting in any way the right of SUBCONTRACTOR to provide computer consulting and programming services or other services of any kind to any person or entity as SUBCONTRACTOR in its sole discretion deems appropriate.   
G. Notices.  Any written notice hereunder shall be deemed to have been received when: (A) personally delivered; (B) sent by confirmed facsimile transmission or telegram; (C) sent by commercial overnight courier with written verification of receipt; or (D) seventy-two (72) hours after it has been deposited in the United States mail, first class, proper postage prepaid, addressed to the party to whom it is intended at: (1) the address first set forth herein, if to SUBCONTRACTOR; (2) at 145 Minnesota Judicial Center, St. Paul, MN 55155, if to the STATE, with a copy to Legal Counsel Division, 140 Minnesota Judicial Center, 25 Rev. Martin Luther King Jr., Blvd. St. Paul, MN 55155; or (3) at such other address of which written notice has been given in accordance herewith.
H. Facilities and Use Conditions.  Without limiting SUBCONTRACTOR’s responsibilities under any other section of this contract, to the extent that SUBCONTRACTOR utilizes STATE provided on-site facilities (including, but not limited to, computers, desks, Internet connections, etc.) to perform SUBCONTRACTOR’s duties under this contract, SUBCONTRACTOR must comply with all policies of the STATE and the Minnesota judicial branch as they relate to the acceptable use or operation of STATE facilities, including, without limitation, the Minnesota State Court System Policies on the Use of the Internet and Other Electronic Communication Tools and Drug Free Workplace as the same may be amended and replaced from time to time.
I. Miscellaneous.
1. The provisions of sections III, IV, VI, VII, VIII, IX, XII, and XIII shall survive any cancellation or termination of this contract, as shall any other provisions which by their nature would be intended or expected to survive such cancellation or termination.

2. Captions are for convenient reference and do not constitute a part of this contract.

3. The failure by either Party at any time to enforce any of the provisions of this contract or any right or remedy available hereunder or at law or in equity, or to exercise any option herein provided, shall not constitute a waiver of such provision, right, remedy or option or in any way affect the validity of this contract.  The waiver of any default by either Party shall not be deemed a continuing waiver, but shall apply solely to the instance to which such waiver is directed.

4. This contract shall in all respects be governed by and interpreted, construed and enforced in accordance with the laws of the United States of America and of the State of Minnesota, without regard to Minnesota’s choice of law provisions.  Any action arising out of or relating to this contract, its performance, enforcement or breach will be venued in a state or federal court situated within the State of Minnesota.  SUBCONTRACTOR hereby irrevocably consents and submits itself to the personal jurisdiction of said courts for that purpose.

5. Every provision of this contract shall be construed, to the extent possible, so as to be valid and enforceable.  If any provision of this contract so construed is held by a court of competent jurisdiction to be invalid, illegal or otherwise unenforceable, such provision shall be deemed severed from this contract, and all other provisions shall remain in full force and effect.

6. This contract sets forth the entire agreement and understanding between the Parties regarding the subject matter hereof and supersedes any prior representations, statements, proposals, negotiations, discussions, understandings, or agreements regarding the same subject matter; provided that all terms and conditions of all preexisting contracts or agreements between the parties shall continue in full force and effect except as supplemented or modified by this contract.  In the event of any inconsistency or conflict between the terms of this contract and any other agreement between the parties, the terms of this contract shall govern.

IN WITNESS WHEREOF, the parties have caused this contract to be duly executed intending to be bound thereby.

	1. SUBCONTRACTOR:

SUBCONTRACTOR certifies that the appropriate persons have executed the contract on behalf of SUBCONTRACTOR as required by applicable articles, by-laws, resolutions or ordinances.  (If a corporation having more than one individual serving as corporate officers, two corporate officers must sign.)
	
	2. STATE:



	By:


	
	By:

	Title:


	
	Title:

	Date:


	
	Date:

	
	
	3. Approved as to form and execution by the STATE’S Legal Counsel Division:



	By:


	
	By:



	Title:


	
	Title:



	Date:


	
	Date:




ACKNOWLEDGMENT

___[enter general contractor full legal name]____ hereby acknowledges and approves the foregoing and agrees that the same shall supersede any inconsistent provisions of any agreement between ___[enter general contractor full legal name]____ and ________[insert subcontractor full legal name]_______.

	___[enter general contractor full legal name]____

	By:



	Title:



	Date:




APPENDIX VII
CONFIDENTIALITY AND DISCLOSURE OF INTEREST FORM
(Sample Copy)
I.
Confidentiality.


I, ____________________________________, an employee of CONTRACTOR (“CONTRATOR”), acknowledge that CONTRACTOR has been granted certain access to non-public data and records of the state of Minnesota, Conservator Account Auditing Program (the “STATE”) pursuant to an Online Conservator Account Reporting Project Contract (the “OCARP Contract”) between CONTRACTOR and the STATE.  I further acknowledge that such information has tangible value, contains valuable trade secrets, copyrights and confidential information of the STATE and other parties.


To the extent that I come into possession of any non-public data or records (including without limitation non-public data or records as defined in the Rules of Public Access to Records of the Judicial Branch promulgated by the Minnesota Supreme Court, as the same may be amended from time to time) or any proprietary or confidential information of the STATE or any third party, I will not use any such information for any purpose other than performance of the Imaging Contract and will not disclose any such information to any third party without the STATE’s consent, except: (a) as may be required by law, regulation, judicial or administrative process; or (b) as required in litigation pertaining to this Agreement, provided the STATE is given advance notice of such intended disclosure in order to permit the STATE the opportunity to seek a protective order; or (c) to the extent such information (i) becomes publicly available (including, without limitation, any information filed with any governmental agency and available to the public) other than as a result of a disclosure by CONTRACTOR in breach of its obligations under the Imaging Agreement or disclosure by me in breach of this Agreement, (ii) becomes available to CONTRACTOR or to me on a non-confidential basis from a source other than the STATE, which is not prohibited from disclosing such information to CONTRACTOR or to me by obligation to the STATE, (iii) is known by CONTRACTOR or to me prior to its receipt from the STATE without any obligation of confidentiality with respect thereto, or (iv) is developed by CONTRACTOR or by me independently of any disclosures made by the STATE to CONTRACTOR or to me of such information. 

In addition, I understand and agrees that to the extent that any records made available by the STATE to me are publicly-accessible, the STATE retains all rights it possesses in and to such records and I have no title or ownership rights, including any right to sell, resell, disclose, redisclose, recombine, reconfigure or retain such records except: (i) as expressly required for CONTRACTOR’s compliance with the Agreement; or (ii) to the extent that I have  purchased or obtained the same  from the State on the same terms and via the same means and to the same extent as other members of the public.
In addition, I shall not sell, resell, disclose, redisclose, recombine, reconfigure or retain the Documents, Information, Information Databases, or Original Documents transmitted to or from the STATE under the Imaging Contract except as otherwise expressly provided in the Imaging contract, subject to the exceptions set forth in items (a), (b) and (c) in the preceding paragraph.  I agree that my obligations with respect to the confidentiality and security of all information disclosed to me shall survive the termination of any agreement or relationship between the STATE and CONTRACTOR and/or me.  

I acknowledge and agree that a breach by me of any of the covenants set forth in this Agreement will cause irreparable injury to the STATE or others for which damages, even if available, will not constitute an adequate remedy.  Accordingly, I agree that the STATE, in addition to any other remedy available at law or in equity, shall be entitled to the issuance of injunctive relief (including, without limitation, specific performance) in order to enforce the covenants and agreements contained herein.

If attorneys’ fees or other costs are incurred by the STATE to secure performance of any obligations under this Agreement, or to establish damages for the breach thereof or to obtain any other appropriate relief, whether by way of prosecution or defense, and the STATE is the prevailing party, the STATE will be entitled to recover from me reasonable attorneys’ fees and costs incurred in connection therewith.

This Agreement shall be interpreted in accordance with the laws of the state of Minnesota.  Any action arising out of or relating to this Agreement, its performance, enforcement or breach, will be venued in a state court situated within Ramsey County, Minnesota.

ACKNOWLEDGED AND ACCEPTED:

CONTRACTOR
________________________________

By:_________________________________






Employee Signature

_________________________________

Name:______________________________

Name – please print

Date:____________________________
Title:________________________________












Date:
_______________________________





II. Disclosure of Interest.

I, __________________________(Print Name), hereby certify that neither I, nor any member of my immediate family, is a party to any pending or threatened lawsuit or proceeding in any Minnesota state court.

________________________________


__________________

(Signature)






(Date)

APPENDIX VIII
(MUST BE COMPLETED AND SUBMITTED WITH RESPONSE)
PRICE SHEET

Online Conservator Account Reporting Project Request for Proposals

(Proposer Name)

	Phase
	Description
	Hours
	Cost
	

	Planning
	
	
	
	

	Design and Development
	
	
	
	

	Testing and Deployment
	
	
	
	

	Acceptance
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_1410939472.vsd
�

<Process Name>�

<Function>�

�

The height of the text box and its associated line increases or decreases as you add text. To change the width of the comment, drag  the side handle.


Annual Report Process
R21 – Add “File Stamp” to any documents coming out of CAMPER and going into MNCIS.�

MNCIS�

CAMPER�

Update
“First Annual/Periodic Account” case event
w/ “Completed” date


OR


Submit
“Annual
Report”


Add
“Annual/Periodic
Accounting”
(PER) case event
AND
Attach Report.
(R8)


Update
“Periodic Accounting [R]”
(NOPERACCT)
Case event
w/ “Completed” date
(R9)	


Add
“Periodic Accounting [R]”
(NOPERACCT)
Case event
w/ “Due” of letters date + 1 year	
(R9)


Update
“CAAP Annual/Periodic Accounting [R]” (CAPANLACCT) case event
w/ “Completed” date
(R12)


OR


Submit
“Amended
Account”


Add
“Amended
Accounting” case event
AND
Attach Report.


If there is a “CAAP Annual Periodic Accounting [R]” is set for the same date do not add NOPERACCT


If multiple events exist, compare the due date with the current date and enter “Completed” date on the event for the current year.
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<Process Name>�

<Function>�

�

Audit Process
R21 – Add “File Stamp” to any documents coming out of CAMPER and going into MNCIS.�

MNCIS�

CAMPER�

Submit
Request For
Audit


Add
“CAAP Audit Requested”
Case event
(R10)


Assign
Auditor


“CAAP Audit 
In Progress” 
case event 
added


Submit
Audit
Report


Add
“CAAP Audit Report”
Case event
AND
Attach Report
(R11)


Submit
“Account
Examination
Report”


Add 
“Account 
Examination” case event
AND
 Attach Report
(R22 ??)


Court Staff�

Identify
Case For
Audit
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<Process Name>�

<Function>�

�

Party Maintenance Process (R7)�

MNCIS�

CAMPER�

Conservator
Party 
(case party?) 
Info
Updated
(R7)


Update
Conservator
Profile
Information


Conservator
Profile
Information
Updated


Update
Conservator
Party 
(case party?)
 Info
(R7)


Protected
Person
Profile 
Information
Updated


Conservator
Is 
Unassigned


Update
ProtectedPerson
Party 
(case party?)
 Info
(R7)


Update
Case/Party 
Connection 
With “Removed Date”
(R13)


“Discharge” case event added
(R13)


Unassign
Conservator



OR??
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<Process Name>�

<Function>�

�

Case Maintenance Process�

MNCIS�

CAMPER�

Existing case:
“Change of Venue
TO” 
Event added
(R6)


??
Receive
Case, event, date,  transferring county


New case:
“Change of Venue
FROM”
Event added
(R6)


??
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