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PART I. RFI PROCESS AND SUBMITTAL FORMAT

1.  Purpose; Background. The City of Avondale (the “City”) is issuing this Request
For Information (this “RFI”) to solicit information from experienced and qualified vendors
(the “Respondents™) to provide and implement a case management software solution
systems. The City recently employed an in-house attorney and is seeking a software solution
that will assist in the coordination and electronic storage of contract and case management
files. The solution will have the capability and flexibility for future add-on modules,
including, but not limited to a criminal case management module.

1.1 Minimum System Requirements. The City desires a full service practice
case management software solution system that is capable of information and document
management of legal or court cases and using the information to manage attorney and legal
staff caseload. The selected vendor and vendor solution shall also convert existing data and
provide training on the use of the software.

1.2 Preferred System Requirements. The following System capabilities
are preferred but not required:

a. Secure Cloud based system that satisfies ethical requirements for client
case matter confidentiality.

b. System available on an open systems (non-proprietary) hardware and
operating systems platform. (ODBC compliant)

C. Non-Proprietary Relational Database Structure which can be accessed by
ODBC for ad hoc reporting.

d.  System must accommodate no less than 20 users. (5 users editing/updating,
15 users view only)

e. Single entry. (No duplicate data entry)
f. On-line help available, context sensitive desired.

g. All files and tables must be updated on-line without adversely affecting
system performance.

h. Average system response time of 1 second or less per transaction.

I. System allows searches by keyword, document title, document creation
date, subject, file name, file number, entity, party, attorney, witness, and
case number.

J. Integration with Microsoft Office products, specifically Microsoft Outlook
calendaring functions, email archiving and management, and contacts
management.
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K. Statutory based legal calendaring/docketing.
l. Ability to perform conflict checks utilizing a variety of search criteria.
m.  Ability to integrate with legal research software (Westlaw)

n. Ability to generate reports against all fields to provide, at a minimum,
disposition of cases and client matters, case load by attorney, conflict
checks, docket reports, case costs, settlements, and expenses. , etc.

0. Ad hoc reporting

1.3 Vendors are invited to participate in the competitive selection process for
the Services outlined in this RFI. Responding parties shall review their Proposal submissions
to ensure the following requirements are met.

2. Informational Intent. This RFI is issued as a means of discovery and information
gathering. It is for planning purposes only, should not be construed as a formal procurement
solicitation nor does it guarantee or imply that a contract will be awarded for a solution. The
information gathered from this RFI may be used to assist the City in preparing a formal
request for proposals. The responses to this RFI are not offers and cannot be accepted to form
a binding contract.

3. Preparation/Responsive Submittal. Interested vendors may submit an information
packet, which should include the vendor’s experience, qualifications, system knowledge,
recommendations, and the benefits and/or disadvantages of the proposed system (a
“Submittal”). The Submittal should address, in order, the criteria listed in Section II of this
RFI. Respondents shall review their Submittals to ensure the following requirements are met.

3.1 Submittal Format. Respondents are asked to submit five hard copies and
one electronic copy of the Submittal on a Flash Drive (or electronic media approved by the
City) in printable Adobe or Microsoft Word format (or other format approved by the City).
Additionally, in order to facilitate review and evaluation of the responses, Respondents are
asked to provide Submittals in the following format:

A. A one-page cover letter on the Respondent’s letterhead shall be clearly
labeled with the number and title, (CAO 19-109) Case Management Software Solution. It
shall include

I. The date of submission,

ii. Respondent’s administrative and technical points of contact along with
contact telephone numbers, facsimile numbers and electronic mail
addresses,

iii. Website address and
iv. Signature of an authorized officer.
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B. Pages shall be numbered and have the following characteristics: 8-1/2 x 11
inches, single sided, single-spaced, one inch margins and Times New Roman or Arial font,
minimum 11 point.

C. The Submittal is limited to 20 pages maximum, excluding the cover letter
and table of contents (optional). Pages over the allowable maximum may not be reviewed.

3.2 Address. Submittals shall be directed to the following address: City
Clerk, 11465 West Civic Center Drive, Suite 200, Avondale, Arizona 85323 and shall be
labeled as (CAO 19-109) Case Management Software Solution Attn: Procurement
Administrator, Loretta Browning Ext. 2029 or hand-delivered to the City Clerk’s office by
the RFI Deadline indicated on the cover page.

3.3 Cost of Preparation. The Respondent is responsible for all costs incurred
in responding to this RFI. The City does not reimburse the cost of developing, presenting or
providing any response to this RFI. Submittals offered for consideration should be prepared
simply and economically, providing adequate information in a straightforward and concise
manner. All materials and documents submitted in response to this RFI become the property
of the City and will not be returned.

4.  Inquiries.
4.1 Written/Verbal Inquiries. Any question related to the RFI shall be

directed to the City Representative whose name appears on the cover page of this RFI.
Questions shall be submitted in writing by the close of business on the Final Date for Inquiries
indicated on the cover page of this RFI. In the event the City is closed on the Final Date for
Inquiries, the Respondent may submit the question(s) to the City Representative via e-mail or
voicemail. Any inquiries related to this RFI shall refer to the number and title, page and
paragraph. However, the Respondent should not place the RFI number and title on the outside
of any envelope containing questions, because such an envelope may be identified as a
Submittal and may not be opened until after the RFI Deadline.

4.2 Inquiries Answered. Verbal or telephone inquiries directed to City staff
will not be answered. Within two business days following the Final Date for Inquiries listed
on the cover page of this RFI, answers to all questions received in writing or via e-mail will be
mailed, sent via facsimile and/or e-mailed to all parties who obtained an RFI package from the
City and who legibly provided a mailing address, facsimile and/or e-mail address to the City.
No questions, submitted in any form, will be answered after the Final Date for Inquiries.

4.3 City Inquiries. The City may contact Respondents to clarify any portion
of their Submittal(s). No presentations or in-person meetings are anticipated prior to
reviewing the Submittals.

5. Public Record; Confidential Information.  All Submittals shall become the
property of the City and shall become a matter of public record available for review in
accordance with applicable law. If a Respondent believes that a Submittal contains
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information that should be withheld from the public record, a statement advising the City
Representative of this fact shall accompany the Submittal and the information shall be clearly
identified. The information identified by the Respondent as confidential shall not be disclosed
until the City Representative makes a written determination. The City Representative shall
review the statement and information with the City Attorney and shall determine in writing
whether the information shall be withheld. If the City Attorney determines that it is proper to
disclose the information, the City Representative shall inform the Respondent in writing of
such determination.

6. Evaluation.  The City will evaluate all timely Submittals received by the RFI
Deadline. Respondents showing the ability to provide the subject System may be invited to
demonstrate their approach(es) on-site at City Hall (or an alternate location) and should be
prepared to answer questions prior to, during, and/or after the System demonstration. Invited
Respondents will receive a list of questions in advance, as well as more information regarding
location, internet connectivity and agenda for the session.

7. Formal Solicitation. The City reserves the right to utilize non-proprietary
information, feedback and comments provided by the Respondents in any Submittal or
demonstration for the development of a finalized scope of work or specifications related to the
System outlined in this RFI. By providing a Submittal to the City, Respondents are affirming
that use of Submittal information by the City in later solicitations related to the System will
not violate any copyrights, licenses, intellectual property rights or other agreements.
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PART Il. REQUIRED ITEMS

Section 1: General Information

A. Provide a one-page cover letter containing the information specified in
Part I, Subsection 3.1(A) above.

B. Provide a summary of current infrastructure, staffing, partners and
financial ability to support the project.

Section 2: Project Overview

A. Provide a summary description of the product of solution the vendor is
proposing. This summary description shall include:

1. How this solution works to satisfy the needs of the City Attorney’s Office
in implementing an efficient and up-to-date practice management system.

2. Interface capabilities with existing Microsoft Office, Westlaw, and other
software and systems currently used by the City Attorney’s Office.

3. Multiple user settings and/or limitations.
4. Canned and ad-hoc reporting capabilities.
5. How historical data will be loaded.

6. Training provided by vendor.

7. Support provided by vendor.

B. Describe any other measures or procedures, not identified above, that you
believe could enhance the System.

C. Describe any alternate approaches if it is believed that such approaches
would best suit the needs of the City. Include rationale for alternate approaches.

Section 3: Estimated Costs

Provide an estimate of the overall costs of the recommended System and service(s) with sufficient
detail, as necessary, to fully illustrate the projected implementation and annual operating costs to
include maintenance and any technical support offered. Itemization of each component is
preferred.

Section 4: References

Provide a list of at least three organizations that have successfully implemented the Respondent’s
recommended or similar approach. This list shall include, at a minimum, the following:
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A. Name of client/agency.

w

Contact information of client/agency.

Size of client/agency.

o O

Size of supported population.

m

Years of service provided.

F. Provide agency names with whom the firm holds a cooperative contract
and/or linking agreement and reference the contract number(s)

[THE REMAINDER OF THIS PAGE IS INTENTIONALLY LEFT BLANK]
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