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LOUISIANA CLERKS’ REMOTE ACCESS AUTHORITY 
 

Request for Qualifications and Proposals 
For Case Management and Document Management Systems and Related Services  

February 24, 2021 
 
1.0 INTRODUCTION 

The Louisiana Clerks’ Remote Access Authority (“LCRAA”) was authorized by La. R.S. 
13:754. La. R.S. 13:754(B) requires LCRAA “to provide for infrastructure, governance, 
standard operating procedures, technology and training to support a statewide portal for 
secure remote access by internet users to certain records maintained by LCRAA members 
and shall provide assistance to LCRAA members in procuring, implementing, enhancing, 
and maintaining equipment, supplies, and services related to technology to facilitate 
electronic transactions and communications and to disseminate information to the public, 
to facilitate the operations of any member during any declared emergency, and to provide 
for document preservation.”  

LCRAA’s portal located at www.laclerksportal.org (“Portal”) currently provides secure 
remote access to indices of certain records maintained by Clerks of Court (“Clerks”). All 
64 parish Clerks participate in LCRAA and provide access to certain records through the 
Portal; however, the use of any technology procured by LCRAA through this Request for 
Qualifications and Proposals (“RFQ&P”) will be voluntary. 

LCRAA seeks a paperless case management system (“CMS”) and a paperless document 
management systems (“DMS”) to process all pleadings, documents and evidence in civil 
and criminal suits capable of integrating e-filings and in-person filings to be implemented 
beginning on July 1, 2021 in parishes which choose to participate. The CMS and DMS 
must be capable of imprinting information on pleadings and forwarding documents to clerk 
personnel, court personnel and judges for electronic signature and capable of returning the 
signed documents to the Clerk for updating dockets and distribution to parties. 

2.0 BACKGROUND 

The 65 elected Clerks serve the 42 Judicial District Courts, the East Baton Rouge Parish 
Family Court and the Juvenile Courts providing a full range of court services for cases 
involving civil, criminal, family and juvenile cases. Some judicial districts consist of 
multiple parishes with multiple Clerks serving the same judicial district while other Clerks 
serve multiple courts (i.e. a Judicial District Court and a Juvenile Court) and others serve 
only a single court system. 
 
Filers will access the E-filing System through the Portal, to file and process payments for 
filing fees.  The E-filing System must be capable of: 1) forwarding documents to clerks of 
court for integration with existing CMS and/or DMS; 2) processing electronic payments; 
3) disbursing funds to appropriate Clerks; and 3) adaptation to changes in legal 
requirements and current technology. 
 
Since the Clerks operate independently, software related to the CMS and DMS including 
accounting systems, e-filing systems, recording software, jury management software and 
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court registry software varies. CMS and DMS must be capable of integration with other 
software in use by Clerks. 

3.0 PROCUREMENT PROCESS REQUIREMENTS 

LCRAA seeks a vendor to implement a CMS and DMS through its Portal for integration 
with other software used by Clerks. Contractor shall coordinate with participating Clerks 
to provide for conversion from Clerks existing CMS and DMS to the selected CMS and 
DMS to ensure continuity in the effective operation of the Clerks’ offices and integration 
with related software including the E-Filing, accounting systems, jury management 
systems and registry of the court. 

Contractor shall provide continuous maintenance and support for CMS and DMS. 
Additionally, Contractor shall enhance the CMS and DMS as necessary to adapt to changes 
in legal requirements, technology advances, and to improve functionality. 

LCRAA’s objective is to expand the ability of the Clerks to serve the judiciary by providing 
an efficient CMS and DMS and training for participating clerks. LCRAA seeks a 
Contractor to provide a CMS and DMS with the following minimum capabilities: 

 Automation of daily tasks of court personnel 

 Scheduling court events 

 Suit accounting 

 Post and scan documents upon filing 

 Image paper files and associate them to suit records 

 Integrate with other databases in use by Clerks 

 Support electronic filing and payment processing of applicable filing fees 

 Permit online access to the public for a limited time for a fee 

 Permit online access to monthly or annual subscribers for a fee 

 Permit online users to print for a fee 

 Maintain a secure log activity relative to filings and case information to enable 
Clerks to review statistics regarding the date and time of filing, volume of filings, 
usage and method of filing and related fees 

 Ability to initiate case reporting required by the Louisiana Supreme Court 

 Ability to maintain the confidentiality of sealed records 

 Ability to generate statistical reports 

 Capture electronic signatures from a signature pad 

 Ability to automatically redact information designated as personal in publicly 
available documents 

 
Additionally, Contractor must provide: 

 Training and technical support to Clerks during Clerks’ regular business hours 

 User support for e-filing via online chat 24 hours a day, seven days a week 
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 User support via phone during regular Clerks’ regular business hours 

 High level of continuous user satisfaction 
 

4.0 QUESTIONS AND COMMUNICATIONS 
 

To ensure fair and objective evaluation of responses to Request for Qualifications and 
Proposals (“RFQ&P”), Respondents SHALL NOT initiate contact or communications with 
any Board member, employee, or contractor of LCRAA, any Clerk, employee of a Clerk, 
or any contractor of a Clerk regarding this RFQ&P until after a contract is awarded or this 
RFQ&P is cancelled. 

Questions concerning this RFQ&P shall be submitted via email to 
LCRAARFP@gmail.com no later than 4:00 p.m. CST Thursday, March 11, 2021. All 
inquiries together with responses thereto will be posted on http://laclerksofcourt.org on or 
before Tuesday, March 16, 2021. 

 
5.0 TENTATIVE SCHEDULE 

 

The following schedule is tentative. LCRAA reserves the right to extend any deadline set 
forth below. Any extended deadline will be posted on http://laclerksofcourt.org. 
 

Activity Description Date(s) Day(s) 

Submit Notice 
to Official Journal 

Deadline for submission of Notice to The 
Advocate for 1st publication on February 
24, 2021 

Monday 
February 22, 2021 
(before 2:00 p.m.) 

 

Publication of Notice RFQ&P 

Notice published in The Advocate, on 
www.centralauctionhouse.com, 
http://laclerksofcourt.org and sent to 
interested parties 

Wednesday, 
February 24, 2021 

Day 1 

Publication of Notice in 
Official Journal 

RFQ&P Notice published in The 
Advocate 

Wednesday, 
February 24, 2021 

Friday,  
February 26, 2021 

Monday, 
March 1, 2021 

Days 
1, 3 & 6 

Inquiries regarding RFQ&P 
Deadline for potential respondents to 
submit inquiries to 
LCRAARFP@gmail.com 

4:00 pm CST 
Thursday, 

March 11, 2021 
Day 16 

Response to Inquiries 
Deadline for LCRAA to post all inquiries 
and responses on 
http://laclerksofcourt.org 

Tuesday,  
March 16, 2021 Day 21 

Addenda 
Deadline for LCRAA to issue Addenda 
to clarify RFQ&P, if necessary, posted 
on http://laclerksofcourt.org 

Tuesday,  
March 23, 2021 Day 28 

Statements of Qualifications 
and Proposals Due 

Deadline to submit Statements of 
Qualifications and Proposals 

12:00 pm CST 
Monday, 

April 5, 2021 
Day 41 

Ranking of Respondents and 
Interviews 

LCRAA designees rank Respondents 
and set interview schedule 

Week of  
April 5, 2021 

Days 
41-45 

Interviews and Selection of 
Contractor 

LCRAA Board interviews highest ranked 
Respondents and selects Contractor 

Week of 
April 12th-16th 

Days 
48-52 

Contract Period Begins Contractor begins work Week of  
May 10th- 14th 

Days 
76-80 
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6.0 GENERAL INFORMATION 
 

LCRAA shall determine, at its sole discretion, whether responses meet the requirements of 
the RFQ&P. Omissions of required information shall be grounds for rejection. 
 

LCRAA reserves the right to modify or discontinue this RFQ&P at any time without any 
obligation to any Respondent. All costs of preparation of proposals shall be borne by 
Respondents. LCRAA will not reimburse any expense incurred by any Respondent prior 
to the term of the contract. 
 

Issuance of this RFQ&P does not constitute a commitment by LCRAA to award a contract 
or enter a contract after an award is made. LCRAA reserves the right to take any action 
determined to be in the best interest of LCRAA, including but not limited to the following: 

 1. Rejection of all proposals. 

 2. Cancelation of this RFQ&P before or after one or more proposal(s) is received. 

 3. Declining to enter a contract with the successful Respondent at any time after the 
award is announced. 

Respondents must deliver an original and ten copies of the Statement of Qualifications and 
Proposals and an electronic copy on a USB 3.0 Drive in PDF format on or before Monday, 
April 5, 2021, no later than 12:00 p.m. CST in a sealed container marked as follows: 

LCRAA CMS and DMS Proposal 
10202 Jefferson Highway, Building A 

Baton Rouge, LA  70809 

Proposals submitted in response to this RFQ&P become public records as required by the 
Louisiana Public Records Law. Any proprietary and/or trade secret information must be 
clearly designated, in accordance with La. R.S. 44:3.2. For each page of the proposal 
including confidential information, a redacted version of the page with all confidential 
proprietary and/or trade secret information redacted shall be provided. 

 
A. Project Requirements 

Contractor is required to: 

1. Provide a project plan, itemized costs, and general specifications detailing 
equipment and software requirements to be used by CMS and DMS. 

2. Provide a testing environment to implement CMS and DMS to test the secure 
exchange of documents and case information, and system compatibility. 

3. Continuously test process to certify that the CMS and DMS properly integrate with 
other software used by the Clerk and processes are accurate and secure. 

4. Prepare documentation, including but not limited to instructions to assist CMS and 
DMS users in customizing their systems for integration with other software. 

5. Expedite migration of data from the existing the CMS and DMS. 

6. Describe how automated clearing house (“ACH”) services, escrow accounts and 
credit card payments will integrate with e-filing systems to securely process 
payments, record and log e-filing activity, and directly exchange information with 
Clerks’ CMS. 
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7. Describe the functionality of any necessary web services, how they support the 
CMS and DMS and the manner in which exchanges will be acknowledged and 
logged. 

8. Provide all equipment, materials, office space, and staffing to perform services 
necessary to migrate data from current CMS and DMS and install and support the 
CMS and DMS.  

9. Adhere to all State and Federal regulations and guidelines, as well as, industry 
standards and best practices for information systems, data exchange, and any other 
functions Contractor deems necessary to fulfill the requirements of this RFQ&P. 

10. Own, lease, or otherwise have access to computer facilities sufficient to develop 
and enhance the CMS and DMS as necessary. 

11. Maintain the CMS and DMS in a manner to enable the E-Filing System to segregate 
E-filing activity through the portal for each individual Clerk.  

12. Design, develop, and maintain any software necessary to integrate the CMS and 
DMS with the Clerks’ other office technology. 

13. Be responsible for training Clerks’ staff and timely accomplishment of all 
contractual responsibilities. 

14. Ensure all Contractor-utilized equipment and software are compliant with industry 
standard physical and procedural safeguards including standard virus protection 
software automatically updated on a regular schedule, have installed all security 
patches relevant to the applicable operating system and other system software, have 
encryption protection enabled at the operating system level, and have all web traffic 
encrypted using industry standards and best practices. 

15. Maintain an organizational structure and staff with sufficient experience to 
discharge Contractor’s responsibilities and provide information upon request. 

16. Notify LCRAA of key personnel changes in writing as soon as practicable. 

17. Designate a Project Manager and an Assistant Project Manager who shall be 
accessible to LCRAA’s designee(s) and able to carry out all contractual 
responsibilities.  The Project Manager shall be responsible for problem resolution, 
proper training, implementation of appropriate quality control procedures. The 
Project Manager and Assistant Project Manager shall take part in conference calls 
with LCRAA’s designee on a schedule established through mutual agreement of 
LCRAA’s designee and Contractor. The Project Manager and Assistant Project 
Manager shall meet in person, as needed, with LCRAA’s designee or Board. 

18. Cooperate fully with Clerks’ contractors, consultants, and staff to minimize 
disruption to Clerks’ offices. 

19. Make requests for any information necessary to perform contract-related activities 
in accordance with a procedure approved by the Clerk. 

20. Monitor industry standards to propose any changes in specifications beneficial to 
the CMS and DMS. 

21. Be responsible for all initial and recurring costs required for hosting, maintaining, 
and supporting the CMS and DMS, including but not limited to hardware, software, 
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licensing, authorization for utilization of any patented or copyrighted materials, 
annual maintenance, support, and connectivity. 

22. Any other duties necessary to successfully complete the requirements of the 
RFQ&P. 

B. CMS and DMS Requirements 

LCRAA seeks an “off the shelf” CMS and DMS with currently existing and verifiable 
accounts. Required related services shall include but not be limited to installation of CMS 
and DMS, migration of legacy data to the CMS and DMS, training of Clerks’ designated 
personnel, court personnel and public users. The CMS and DMS shall be capable of 
supporting multiple court locations and outside agencies which interact with the Clerks and 
courts. The CMS and DMS shall include mobile applications for use by browsers on 
Android, IOS and Windows mobile devices and be able to support touch interfaces. 

A helpdesk and other methods of support for the CMS and DMS are required.  

 Case Initiation function must have ability to: 

 Designate court type, case type and location 

 Generate a case profile and register actions for a specific case 

 Assign a unique case number automatically 

 Assign a unique case number manually 

 Partially initiate a case and flag for completion 

 Seal a record and restrict viewing within to designated users 

 Assign parties to a case, i.e. judge, district attorney, public defender, attorney or 
other court resources 

 Assign deposits and costs to appropriate parties or attorneys 

 Transfer a case to another court  

 Enter and maintain current and historical addresses with effective dates, including 
email addresses and telephone numbers for texting 

 Apply one or more roles of each party on a case, i.e. plaintiff, defendant, witness, 
counsel 

 Assign an unlimited number of parties to a case 

 Include identifiers including but not limited to name, date of birth, aliases, 
individual dba business, driver’s license number, social security number and other 
identification numbers and to maintain the confidentiality of any designated 
identifiers 

 Store multiple addresses for parties 

 Allow simultaneous updating of participant data on all active cases 

 Identify and apply criteria to a jury trial request 

 Prepare reports of case histories 
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 Identify whether pleadings were filed in person, electronically or via facsimile 

 Link court activities to a document 

 Enter multiple counts of violations of a single statute for a defendant 

 Enter violations of multiple statutes for a defendant 

 Link multiple cases for the same individual 

 Create case flows and templates 

 Utilize tracking numbers of other agencies 

Case Management System must have ability to: 

 Search the system for all cases an attorney opened or filed an appearance in 

 Search by any and all data fields 

 Search by court type and location 

 Track each judgment by litigant 

 Track the amount of time from filing to disposition 

 Report to Louisiana Supreme Court disposition of cases 

 Generate forms upon disposition of a case, i.e. commitments 

 Create docket entries for service 

 Provide for electronic service of notices 

 Generate notices for filings which require further action 

 Distinguish between disposition by jury trial, bench trial, summary judgment, 
default judgement, arbitration, settlement and abandonment 

 Forward expungement orders to appropriate agencies electronically 

 Apply expungement orders to a single defendant on a multi-defendant case 

 Track charges for use of drug and alcohol for adults and juveniles 

 Correct data entry errors and resubmit 

 Copy minute entries, and dispositions from case to case 

 Set up advance actions or activities to occur upon the filing of a particular document 

 Allow the user to select which participants will receive the documents generated as 
a result of a specific action 

 Provide workflow navigation for proper sequence of events and time for all case 
types 

 Generate a single notice for an attorney who represents multiple parties in a case 

 Select parties individually to receive hearing notices 

 Generate court hearing notices automatically 
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 Altert users when notes or comments exist on a case, subject to established viewing 
privileges 

 Permit entry of judgments and minutes for multiple participants at a hearing or trial 

 Prevent cases from being closed when there is a pending action 

 Calculate the number of days between events of the case excluding legal holidays 

 Cross-reference cases consolidated in accordance with a court order 

 Assign case management tracks using sequences of events, milestones and due 
dates 

 Permit users to define docket codes and descriptions 

 Accept electronic evidence such as PowerPoint presentations, engineering 
diagrams, videos and other forms of electronic recording or imaging 

 Provide for multiple viewing and printing options for docket reports including 
filtering case types 

 Generate letters based on filing or payment errors, i.e. payment declined or 
returned, incomplete filing 

 Mass event update capacity and mass minute entries 

 Manage movement and chain of custody of exhibits, files and evidence 

 Distinguish between amendments to charges and corrections to data entries 

 Set indicators for cases to be scheduled for hearing or reviewed based on rules 

 Produce subpoenas, writs, citations and other documents from templates 

 Archive and unarchive cases 

 Copy data from one case to another 

Documents Management System must have ability to: 

 Generate court hearing notices automatically, based on the scheduling of future 
court events allowing for manual overrides 

 Select parties individually to receive notices 

 Generate a single notice for an attorney who represents multiple parties 

 Automatically notify parties of scheduled events using email and text messages 

 Generate documents for defendant by specific sentence codes, i.e. probation, 
community service  

 Generate documents in an overnight batch 

 Insert documents generated by the CMS into the DMS 

 Generate multiple copies of generated documents 

 Generate docket sheets in PDF format 

 Generate a watermark or other security features on documents 
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 Support electronic signature of documents  

 Generate documents on demand or batches 

 Convert images from current CMS and DMS to selected CMS and DMS  

 Process and transmit documents using electronic formats  

 Record the manual or automated reception or transmittal of all documents 

 Electronically distribute and receive documents from the internet  

 Electronically store and index all documents on a case 

 Provide viewers with information about a document, i.e. the source of the 
document, and where the document is located at the moment  

 Allow documents to be searched by key words or phrases (OCR) 

 Allow documents scanned once to be linked to one or more participants  

 Allow a document to be linked to one or more cases  

 Pull data from database fields to use in generating documents  

 Generate and disseminate administrative documents  

 Automatically redact data on documents  

 Archive data and documents in accordance with approved retention, archiving and 
destruction policies  

 Store, catalog, and view court orders electronically  

 Generate an inventory of cases destroyed  

 Index and attach scanned documents to a docket entry  

 Generate and route designated documents automatically  

Scheduling function must have ability to: 

 Schedule single, related, consolidated, and/or multiple cases 

 Assign a judge to an event manually or randomly 

 Assign recurring block schedules to a specific case-type or event, i.e. arraignments, 
motions, traffic cases 

 Set a maximum number of cases to be assigned to a block schedule 

 Override the maximum number of cases assigned to a block schedule 

 Reserve a portion of a block for other use 

 Establish block schedules specific to various court resources 

 Schedule events to a room 

 Support scheduling rules by case type, judge, weekday or holiday 

 Schedule related cases for same time 

 Identify and resolve scheduling conflicts for a case 
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 Provide the next available court date and time for a hearing 

 Reschedule blocks of cases and notify all parties 

 Capture the number of continuances per case, per judge, per attorney 

 Generate calendars in summary and detailed formats 

 Allow customization of court calendars 

 Create daily, weekly and monthly views of calendar 

 Store information regarding a judge’s availability 

 Link a judge to an event when not the assigned judge for the matter 

 Specify availability for each judge by hour, by day and by week 

 Limit the number of cases scheduled for the same session 

 Search calendars by participant 

 Perform mass reassignment of a group event from a judge, courtroom or date 

 Schedule events over multiple dates 

 Be accessed by users based on permissions virtually via various electronic devices 

 Be send notices to court personnel and other agencies electronically 

Accounting function must have ability to: 

 Apply advanced deposits to case and disburse deposits to designated agencies 

 Apply fees by case type, i.e. pauper filings, government filings 

 Accept payments above the total cost of filing, and apply balance to the advanced 
deposit  

 Accept various payment methods, i.e. cash, check, money order, credit/debit card, 
electronic payments 

 Accept multiple payment types per transaction  

 Accept single payment to be applied to multiple cases  

 Generate a late payment notice 

 Associate payments with individual parties on a case 

 Transfer funds between accounts with audit trail 

 Generate receipts with appropriate information for transaction type 

 Send receipts via email 

 Generate sequential receipt numbers 

 Generate multiple receipts for a single payment made for multiple cases 

 List transactions and compute totals by date range 

 Record inventory of cash drawer contents 
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 Produce discrepancy report for imbalances  

 Produce summary cashiering reports 

 Calculate fees using a schedule  

 Generate invoices for unpaid fees and receipts for payments and forward via email 

 Reprint receipts  

 Interface with credit card and other payment providers  

 Generate invoices 

 Generate trial balance reports  

 Disburse checks 

 Provide reports for disbursements electronically  

 Produce allocation formula reports 

 Produce pre-check register 

 Produce account/case-based financial reports  

 Produce report of fines and fees waived 

 Maintain general ledger and journals  

 Provide customization of chart of accounts 

 Reconcile and balance accounts  

 Create a new bank account more than one account 

 Retrieve bank account records  

 Post interest accruals 

 Total and reconcile receipts to calculate bank deposits 

 Calculate and record bank deposits 

 List bank deposits individual cashier sessions 

 Reconcile bank statements electronically  

 Utilize bank account reporting 

 Produce financial transaction lists by sessions  

 Manage dishonored payments  

 Maintain case account financial  

 Compute and display costs and fees based on events for a case 

 Accrue charges to a case based on users actions 

 Record financial changes resulting from court orders 

 Maintain tables for costs, fees, fines 

 Preserve transactions while applying corrections  
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 Post transactions  

 Generate detailed case account reports; fee by fee 

 Establish an attorney account per case 

 Maintain and track individual case accounts and balances 

 Share information electronically with collection agencies to collect payments 

 Mark a case or party account closed 

 Post adjustment; with detailed reason 

 Post and process installment and partial payments  

 Produce transaction lists  

 Assess fines and fees 

 Assess fees applicable to a specific offense  

The CMS and DMS shall enable integration with other software used by Clerks including 
e-filing software. The CMS and DMS shall include an e-filing process capable of the 
following: 

 Encrypt the transmission of documents and case information to and from users 

 Implement a web service connector, which validates the source of all connections 
and transmissions, includes exchanges success and error codes with each exchange, 
and effectively transfers e-filed documents, case information, and related metadata 
via the E-Filing System to the CMS 

 Provide messaging capabilities for the CMS to share and record such information 
as the success and failure of transactions, the acceptance and rejection of e-filings, 
the recordation of date and time stamps, unique transmission numbers, and status 
of specific e-filings 

 Allow user to select a document type from a drop-down list prior to uploading any 
document 

 Allow user to designate a document as confidential or redacted, select reason(s) 
from a drop-down list and submit both redacted and unredacted versions 

 Successfully auto-stamp documents with filing date and time, court name and 
initials of deputy clerk who accepted the filing after a pleading or document has 
been submitted and accepted 

 Reject filings where no payment or valid fee waiver is entered 

 Reject a duplicative filing of the same document 

 Allow users to file multiple documents without having to log out and log back in 
for each filing 

 Issue broadcast messages to users when they log on to inform them of policy and 
procedure changes relative to e-filing 

 Provide to users: 
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A receipt for successful filings 

A unique trace number for each filing 

The status of each filing 

The date and time the outcome was determined 

A specific error for each unsuccessful filing with detail to and enable the user to 
correct the error 

 Provide to Clerks: 

Daily and Monthly Deposit Reports for a selected date range 

Itemized Deposit listings for a selected date range 

Batch summary deposit listings including refunds 

Daily and Monthly Refund Reports for a selected date range 

Reports detailing the collected amount and breakout of fees 

Itemized submission listings for a selected date range 

C. Requirements for Other Services 
 

Contractor will be provided with on-site access to Clerks’ offices on a schedule agreed 
upon by LCRAA and the individual Clerk for implementation of the CMS and DMS. 
Accordingly, Contractor shall provide support for Clerks, court officials, and technology 
professionals during Clerks’ regular business hours and shall provide emergency support 
after Clerks’ regular business hours when necessary. Prior to completion of the 
implementation, Contractor shall ensure that each Clerk’s staff has been adequately trained 
to operate the CMS and DMS. 

 

Additionally, Contractor shall include instructions and training materials on use of the 
CMS and DMS. Instructions and training materials shall be updated as necessary. 

 

Contractor shall employ industry standards and best practices to ensure quality control and 
security for the CMS and DMS relative to all interactions between Contractor’s systems 
and the Clerks’ System. Contractor shall update security procedures as necessary and 
appropriate to maintain the CMS and DMS in a manner consistent with industry standards 
and best practices for information systems. 
 

D. Ownership and Use of Software and Data 
 

If any work product is developed by the selected Contractor pursuant to the Contract, the 
work product shall be exclusively owned by LCRAA. LCRAA shall have the right to 
copyright any such work product in LCRAA’s name. 
 

Contractor shall agree not to use any information provided to Contractor by LCRAA or 
any work product created pursuant to the Contract for the benefit of any party other than 
LCRAA without LCRAA’s written permission. 
 

Upon termination of the Contract, Contractor shall surrender to LCRAA all programs, 
source codes, documentation, materials, and other resources received from LCRAA, 
LCRAA’s users, developed by Contractor for and paid for by LCRAA pursuant to the 
Contract, if any. 
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7.0 EVALUATION CRITERIA 
 

Legal and Financial Requirements Pass / Fail 

Respondent is financially solvent  
Respondent is able to meet minimum insurance requirements   
Respondent has no conflict of interest with LCRAA or Clerks  
NOTE: Respondent must receive a “Pass” rating in each category. A “Fail” rating in any 

category shall result in disqualification from consideration. 
 

Evaluation Criteria 
Maximum 

Points 
Conformity of proposal with procurement objectives 45 

Pricing model, including cost of implementation and recurring fees to be 
paid by Clerks and users 

45 

Ability of system to integrate with other software in use by Clerks 35 

Experience with similar projects 25 

Schedule and completion date 25 

Staff Resources 20 

Stability of Business 15 

TOTAL 210 

8.0 NO CONFLICT OF INTEREST 

LCRAA is a political subdivision to which the Louisiana Code of Governmental Ethics, 
La. R.S. 42:1101, et seq. (“Ethics Code”) applies. Information regarding the Ethics Code 
is located at http://ethics.la.gov. La. R.S. 42:1113 prohibits elected officials, public 
employees, members of the immediate family of public servants and legal entities in which 
the public servant has a controlling interest from bidding on or entering any contract, 
subcontract or other transaction that is under the supervision or jurisdiction of the public 
servant’s agency. La. R.S. 42:1102(13) defines “immediate family” as the children, 
spouses of the children, the siblings, the spouses of the siblings, the parents, the spouse and 
the parents of the spouse of a public servant. La. R.S. 42:1102(2) defines “agency” to be a 
department, division, agency, commission, board, committee, or other organizational unit 
of a governmental entity. La. R.S. 42:1102(8) defines “controlling interest” as any 
ownership interest in any legal entity or beneficial interest in a trust, held by or on behalf 
of an individual or a member of his immediate family either individually or collectively, 
which exceeds 25% of that legal entity.  

Respondents are responsible for determining there will be no conflict of interest or other 
violation of the Ethics Code, if s selected. Respondent should direct all inquiries regarding 
the applicability of the Ethics Code to the Louisiana Board of Ethics at P.O. Box 4368, 
Baton Rouge, LA 70821, or by phone to: (225) 219-5600 or 1-800-842-6630. 

The following individuals currently serve on the LCRAA Board: Richard “Rick” 
Arceneaux, H. Lynn Jones, II, Melissa Henry, Mark Graffeo, Jeffery Skidmore, David 
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Boneno and Ashley Coco. The following individuals currently serve as staff to the LCRAA 
Board: Debbie Hudnall, Chris Kershaw, Dagmar Hebert, Evie Dodge, Angela Gaines, and 
Davis Silk. Sheri M. Morris and the law firm of DAIGLE, FISSE & KESSENICH serve 
as legal counsel to the LCRAA Board. A list of Clerks participating in LCRAA is available 
on the Portal www.laclerksportal.org. 

9.0 FORMAT FOR RESPONSES 

Submissions must on 8.5” x 11” paper, bound and printed with each page consecutively 
numbered. Additionally, an electronic copy on a 3.0 USB Drive in PDF format must be 
submitted. 
 

The Statement of Qualifications must be organized in the following manner: 

A. Cover Letter Executive Summary—Identification of Respondent 

 Respondent’s name, address, telephone number, and email address. 

 Name of a single key contact person and contact information including telephone 
numbers and email address. 

 Identify how long Respondent has been in business. 

 Description of Respondent’s structure, i.e., single entity, consortium, joint venture, 
prime contractor with subcontractors, etc. If Respondent is a consortium, joint venture, 
or prime contractor with subcontractors, describe prior business and working 
relationships with other entities. 

 If Respondent intends to subcontract for portions of the work, the Respondent shall 
identify any subcontractor relationships and include specific designations of the tasks 
to be performed by the subcontractor. 

 If Respondent is other than a single entity, describe how Respondent would respond to 
a situation where Respondent no longer had the participation of one or more entities or 
subcontractors. 

B. Contractor’s Qualifications and Experience 

 Describe Respondent’s relevant experience with projects having a similar scope of 
services and provide website addresses of relevant projects. Respondent should 
describe in detail its role in the design, development, and maintenance of similar 
projects.  

 For each project listed as relevant experience within the past three years, provide a 
listing in table format of project references including project name, client contact and 
phone number, brief description of project, and contract value. 

 Identify any projects within the past three years where Respondent or any subsidiary 
or related entity has been terminated prior to the end of the contract term. Please explain 
the reasons for termination.  

 Respondent shall clearly identify any systems or portions of systems outlined in the 
proposal considered to be proprietary in nature. 
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C. Resumés  

 Provide resumés of key individuals who will be responsible for administration of 
services and describe their roles and relevant experience. 

 Describe procedure for replacing key individuals. 

D. Additional Resources 

 List information technology resources, including software and hardware, which will be 
available for provision of services in addition to those required by the RFQ&P. 

 List information technology resources and equipment which are owned by Respondent 
and those which will be acquired prior to performing services. 

 Explain Respondent’s ability to access additional resources for timely completion of 
the services required by the RFQ&P. 

E. Proposal Requirements 

Respondents shall submit comprehensive proposals including screen mock-ups. 
Examples of implementation and other specifics are encouraged where appropriate.  

Proposals shall address: 

 Ability to test and de-bug CMS and DMS prior to implementation. 

 Ability to complete projects on schedule.  

 Description of Respondent’s work with similar projects, managing 
communications and controlling the project schedule. 

 Security features to be included and plan for updating security features. 

 A detailed description of the technology requirements for Clerks and users 
including hardware and operating systems. 

 Redundancy used during a crisis and methods of minimizing disruption of service. 

 Availability of technical assistance to users and Clerks. 

 Adaptability of solution to mobile applications and touch interface. 

 A detailed explanation of the proposed project implementation schedule. 

 Proposed fee structure and pricing broken down by fees for: 

Installation of CMS and DMS; 
Migration / conversion of data form existing CMS and DMS; 
Integration with other software; 
Licensing fees; 
Support;  
Training; 
Any other cost to Clerks not included in the foregoing list; and 
Any fees to be assessed to filers for filing and for payment processing. 

 List of other software or applications which are compatible with or can be 
integrated with CMS and/or DMS. 
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F. Contract For Case Management Systems and Related Services  
 

The successful respondent will be required to execute a contract substantially similar 
to the Sample Contract attached as Exhibit A. The contract period will be for 24 months 
and shall include an option to extend contract for up to 12 additional months on the 
same terms and conditions. The contract shall be subject to cancellation for cause. 
 

All documents requiring a signature must be signed by an individual authorized to bind 
Respondent. Evidence of the signer’s authority must be attached to the proposal. 
















