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 INTRODUCTION SECTION 1.0

1.1. Background  
 
Ohio Attorney General Dave Yost is an elected official who is the lawyer for the State of Ohio 
and its agencies, boards and commissions. The office consists of nearly 30 distinct sections that 
advocate for consumers and victims of crime, assists the criminal justice community, provide 
legal counsel for state offices and agencies, and enforce certain state laws.  
 
The Ohio Attorney General, pursuant to R.C. 109.07, is empowered to appoint special counsel to 
represent the State in civil actions, criminal prosecutions or other proceedings in which the State 
is a party or directly interested. Special counsel may be selected to provide legal services that 
range from general matters to highly specialized areas, such as intellectual property, real estate, 
benefits, and litigation.   
 
The Outside Counsel Section of the Ohio Attorney General’s Office is responsible for the 
engagement, retention, and oversight of private sector attorneys appointed as special counsel by 
the Attorney General to provide legal representation to State Entities1.  This includes approving 
all special counsel bills and submitting them to the State Entity for approval. The annual legal 
spend is approximately $25,000,000.00. 
 
The Outside Counsel Section currently uses two systems to manage special counsel matters and 
invoices: 

One of the systems is a SaaS based e-billing and matter management system that is primarily 
used for managing matter budgets and submitting and reviewing invoices. This system was 
initially implemented in the Ohio Attorney General’s Office in 2008. The system has 
approximately 140 AGO/Client users and 8,423 law firm users (for 171 law firms) with 
various roles/permissions. It has approximately 2,700 parent matters, 15,300 child matters 
and 175,300 invoices for the period from September 2008 to August 2019.  
 
The other system is an in-house developed system that is primarily used for managing special 
counsel matters. This system is 20 years old – it is on a legacy platform and uses outdated 
technology.  The system only has five (5) users.  It has approximately 22,400 matters and 
72,800 invoices for the period from July 1998 to August 2019. 

 
1 State Entities (aka “Clients”) include state agencies, colleges, universities, retirement systems, 
boards and commissions for non-collections matters.  The State Entity is responsible for paying 
the special counsel bills. 

 
1.2. Current Request 
The Ohio Attorney General’s Office (AGO) is pleased to release this Request for Proposals 
(RFP) for a cloud based e-billing / legal matter management system. This cloud based e-billing / 
legal matter management system will provide special counsel with the ability to submit invoices 
for legal services rendered to state entities and for the timely review and processing of those 
invoices. 
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The AGO is also interested in possibly using the system for legal matter management such as 
tracking matter assignment information, controlling board request information and determining 
future fiscal year budget projections. The focus of this RFP is to provide e-billing management; 
however, prospective contractors may include in their response an approach and estimated cost 
for providing legal matter management. 
 
1.3. Contact 
 
Until the AGO advises differently, all contact is to be in writing using the State of Ohio 
Procurement site. 
https://procure.ohio.gov/proc/searchProcOppsResults.asp?t1=0&IN=&DBN=&SK=&MT=All&KST=All 
Words&OT=RFP&OSTAT=Active&SDT=0&SD=&ED=&A=10722&AT=Attorney General&OTT=Request For 
Proposal&SDTT=- Select Type - &MTT=&OSTATT=Active 
 
All inquiries and responses will be posted to the same web site. 
 
The due date for any inquiry within the intent and scope of this RFP must be received by the 
RFP Inquiry Deadline Date/Time found in the Procurement Schedule table. 
 
1.4. Schedule of Events and Deadlines 
 
The AGO will orient the procurement to the dates indicted in the table below. 

Table 1 – Procurement Schedule 

No. Action Date 

1 RFP Released October 1, 2019 

2 

RFP Inquiry Deadline Date/Time:  Written 
Questions for Clarification Must be Submitted by 
Contractors no later than 03:00 pm Eastern 
Daylight Time 

October 14, 2019 
03:00 p.m. 

3 Contractor Questions Answered (Addendum 
posted by the AGO as necessary) 

October 17, 2019 

4 
RFP Proposal Response Deadline Date/Time:  
Must be Received From Contractors No Later 
Than 03:00 p.m. Eastern Daylight Time  

October 31, 2019 
03:00 p.m. 

5 AGO Review and Evaluation of Proposals  November 2019  

6 Contractor Presentations, Interviews, and  
Demonstrations (if requested by the AGO) 

November 2019 

7 Apparent Successful Contractor Notification December 2019 

8 Contract Process and AGO Due Diligence December 2019 

9 Signed Contract and Controlling Board Process  December / January 2019 

10 Project Kickoff February 2020 

https://procure.ohio.gov/proc/searchProcOppsResults.asp?t1=0&IN=&DBN=&SK=&MT=All&KST=All%20Words&OT=RFP&OSTAT=Active&SDT=0&SD=&ED=&A=10722&AT=Attorney%20General&OTT=Request%20For%20Proposal&SDTT=-%20Select%20Type%20-%20&MTT=&OSTATT=Active
https://procure.ohio.gov/proc/searchProcOppsResults.asp?t1=0&IN=&DBN=&SK=&MT=All&KST=All%20Words&OT=RFP&OSTAT=Active&SDT=0&SD=&ED=&A=10722&AT=Attorney%20General&OTT=Request%20For%20Proposal&SDTT=-%20Select%20Type%20-%20&MTT=&OSTATT=Active
https://procure.ohio.gov/proc/searchProcOppsResults.asp?t1=0&IN=&DBN=&SK=&MT=All&KST=All%20Words&OT=RFP&OSTAT=Active&SDT=0&SD=&ED=&A=10722&AT=Attorney%20General&OTT=Request%20For%20Proposal&SDTT=-%20Select%20Type%20-%20&MTT=&OSTATT=Active
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1.5. RFP Proposal Response Deadline and Ship-To Address 
 
One original, six (6) conforming paper copies, and one electronic copy on a USB drive of the 
contractor’s proposal in response to this RFP (a “Proposal”) must be received by the AGO no 
later than the date indicated in the Procurement Schedule table above.  
 
Proposals must be shipped or hand delivered to the following address.  
 

Ohio Attorney General’s Office 
Information Technology Services Section 
ATTN: RFP REVIEW COMMITTEE (AGO-eB-LMS-20-1001) 
150 East Gay Street, 20th Floor 
Columbus, Ohio 43215 

 
An individual authorized to bind the prospective contractor to the provisions of the Proposal 
must sign the original Proposal in blue ink. Proposal responses must address all requirements of 
this RFP.  

 
Proposals must be received at the above-listed location by the appointed date/time in order to be 
considered. Prospective contractors submitting a Proposal by mail must allow adequate mailing 
time to ensure its timely receipt.  

 
Proposals received after the due date and time may not be accepted, reviewed or 
considered for award. Any extension of the deadline date/time will be published by the 
AGO as a formal RFP amendment on the website provided above. Late Proposals that are 
not accepted will remain unopened and they will not be returned to the contractor. Additionally, 
any Proposal deemed incomplete by the AGO will not receive any additional consideration for 
award and will not be returned. The AGO may reject all late and incomplete RFP Proposals 
regardless of the cause or reason.     
 
It is essential that prospective contractors carefully review all elements in their Proposals. Once 
opened, Proposals cannot be altered in any way, except as expressly permitted by the processes 
of this RFP. The AGO may also reject any Proposal that it believes is not in its interests to 
accept, and the AGO may decide not to do business with any of the prospective contractors 
responding to this RFP. Moreover, the AGO may decide to cancel this RFP for any reason, or 
issue another RFP, if it is in the best interest of the AGO to do so.   
 
The AGO will not be liable for any costs incurred by a prospective contractors in responding to 
this RFP, regardless of whether the AGO awards any contract(s) through this process, decides to 
cancel this RFP for any reason, or issues another RFP if it is deemed to be in the best interest of 
the AGO to do so.   
 
The AGO is not responsible for the accuracy of any information regarding this RFP and any 
amendments that were obtained or inferred through a source different from this RFP or the AGO. 
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The AGO prohibits multiple Proposals from a single prospective contractor. If a contractor 
submits multiple proposals, all proposals from that contractor will be rejected. 
 
The AGO will notify a prospective contractor via e-mail or letter if the Proposal was rejected for 
being late, incomplete or any other reason. 
 

 SCOPE SECTION 2.0

Through this RFP, the AGO seeks a contractor to provide a Commercial-off-the-Shelf (“COTS”) 
software  for a cloud based e-billing / legal matter management solution or to propose a response 
that works with the current e-billing / legal matter management system to meet the needs set 
forth in this RFP. The AGO intends to select the solution that best supports the requirements 
described in this RFP and reserves the discretion to select either approach. 
 
The contractor’s solution will include data migration from fiscal years 2008 to present from the 
current SaaS based e-billing / matter management system to the selected system. 
 
The contractor’s solution should also include all associated implementation services (e.g., project 
management, installation, configuration and/or modification, data conversion mapping, testing, 
training -including project specific materials and videos, system documentation, etc.). 
 
The contractor’s solution can also include a proposal for the optional addition to provide legal 
matter management. This includes migrating data for fiscal years 1999 to present from the 
current in-house developed legal matter management system to the selected system. 
 
Please note that the resulting contract will initially only include the e-billing management 
functionality. Prospective contractors must submit a Proposal to this RFP for the e-billing 
management functionality and may choose to submit a separate Proposal for the legal matter 
management functionality. The AGO may, at its discretion, utilize the same system for both e-
billing and legal matter management, subject to future budget allowances and administrative 
approvals. The AGO may negotiate the legal matter management scope of work with the 
successful contractor at any time. 
 
2.1. Requirements 
Attachment A to this RFP lists the requirements for the e-billing / legal matter management 
system. This attachment includes requirements for e-billing management and the optional legal 
matter management. Attachment A to this RFP also explains the instructions for responding to 
the requirements.   
 
2.2. Scope – Deliverables 
 
The scope of work includes project management, systems analysis and design, 
configuration/development, testing, data conversion, training (including project specific 
materials and videos), implementation, acceptance, transition, related documentation, system 
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maintenance, and enhancement. The specific deliverables expected for this RFP will be 
determined during Statement of Work negotiations. 
 

 TERMS AND CONDITIONS SECTION 3.0

This section enumerates and defines the terms and conditions that apply to this RFP, any verbal 
and written communication permitted under this RFP, and to any ensuing contractual 
relationship that the AGO may enter into with a prospective contractor.  
  
3.1. Budget and Payment 
 
The award of this RFP is contingent upon the AGO receiving funding from an AGO funding 
source. The AGO reserves the right to conduct negotiations with one or more prospective 
contractors during the Proposal review process. Prospective contractors may negotiate only the 
specific aspects of the RFP that the AGO, in its sole discretion, selects for 
negotiation. Negotiated terms may include, in the AGO’s sole discretion, compensation, though 
compensation will not be the sole factor in determining an award. 
 
Please note, the selected Contactor will not be permitted to charge law firms for access to the 
system. Firm access fees must be included in the total annual license cost. 
 
In consideration of the selected contractor’s promises and satisfactory performance of the scope 
of work, the AGO will pay the selected contractor the amount(s) identified in the response to this 
RFP (the “Fee”) and as negotiated. In no event will payments under the resulting contract exceed 
a “not-to-exceed” amount in response to the RFP. The selected contractor’s right to the Fee is 
contingent on the completion and satisfactory performance of the scope of work as set forth in 
the resulting contract or, in the case of milestone payments or periodic payments of an hourly, 
daily, weekly, monthly, or annual rate, all relevant parts of the scope of work tied to the 
applicable milestone or period. Payment of the Fee also is contingent on the selected contractor 
delivering a proper invoice and any other documents the contract requires. An invoice must 
comply with the AGO's policies regarding invoices and their submission. The AGO will notify 
the selected contractor in writing within thirty (30) business days after it receives an invoice of 
any defect and provide the information necessary to correct the defect.   
 
3.2. Requirements Specific to the State of Ohio 
 
Unless the contract is terminated or expires without renewal, the resulting contract will remain in 
effect until the scope of work is completed to the satisfaction of the AGO, including all optional 
renewal periods for maintenance or continuing commitments, and the selected contractor is 
paid. The AGO may, at any time  prior to completion of the scope of work, suspend or terminate 
the resulting contract with or without cause by giving written notice to the selected contractor as 
specified in the resulting contract.   
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3.2.1. Fiscal Biennium 
 
The current Ohio General Assembly cannot commit a future Ohio General Assembly to 
expenditure.  Therefore, the resulting contract will automatically expire at the end of each fiscal 
biennium (June 30th of every odd year). The AGO may renew a contract in the next biennium by 
issuing written notice to the contractor of the decision to do so. This expiration and renewal 
procedure also will apply to the end of any subsequent biennium during which the scope of work 
continues, including any optional renewal periods. Termination or expiration of a contract will 
not limit the selected contractor’s continuing obligations with respect to Deliverables that the 
AGO paid for before termination or limit the AGO’s rights in any way. 
 
3.2.2. Reimbursable Expenses 
 
The AGO will only pay for Deliverables as specified in the resulting contract. If there are any 
amendments to the original contract during the project lifecycle to include reimbursable 
expenses, then those reimbursable expenses will be in accordance with Ohio Revised Code 
§126.31. The selected contractor must assume all other expenses that it incurs in the performance 
of the resulting contract that are not specifically identified in the contract. 
 
3.2.3. Certification of Funds 
 
The AGO’s funds are contingent upon the availability of lawful appropriations by the Ohio 
General Assembly. If the Ohio General Assembly fails to continue funding for the payments and 
other obligations due as part of the resulting contract, the AGO’s obligations under the contract 
will terminate as of the date that the funding expires without further obligation of the AGO. 
 
In addition, none of the rights, duties, or obligations in a contract will be binding on the AGO, 
and the selected contractor will not begin its performance, until all of the following conditions 
are met: 
 

• All statutory provisions under the Ohio Revised Code, including Section 126.07, are met; 
• All necessary funds are made available by the appropriate AGO entities; and 
• If required, the Ohio Controlling Board approves the contract. 

 
The AGO may renew the contract for additional one-year or two-year terms, subject to and 
contingent on the discretionary decision of the Ohio General Assembly to appropriate funds for 
the contract in each new biennium. Any such renewal of the contract also is subject to the 
satisfactory performance of the selected contractor and the needs of the AGO. The AGO’s failure 
to renew the contract will not affect any licenses granted to the AGO before the expiration. It 
also will not affect the rights and the responsibilities of the parties with respect to such licenses. 
 
3.2.4. Public Record Information 
 
The AGO is subject to the requirements of the Ohio Public Records Law, Ohio Revised Code 
Section 149.43. Accordingly, all prospective contractors must understand that information and 
other materials submitted in response to this RFP or in connection with any contract resulting 
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from this RFP, may be subject to disclosure as a public record, except to the extent the materials 
are protected from disclosure by applicable state and/or federal laws. 
 
By submitting a Proposal, the prospective contractor agrees that if, after a request for disclosure, 
litigation is brought attempting to compel production of the material or to protect the materials 
from production, the contractor must be solely responsible, at its sole cost, for any defense, and 
for establishing the basis for non-disclosure of the information. If an appropriate tribunal 
determines that the information must be disclosed or fails to protect the information from 
disclosure, the AGO will release the material and the contractor must indemnify and hold the 
AGO harmless and immune from any and all claims for injury or damages arising out of the 
litigation including, but not limited to, attorneys’ fees.     
 
3.2.5. Trade Secret Information 
 
All contractors are strongly discouraged from including in a proposal any information that 
the contractor considers to be a trade secret, as that term is defined in Section 1333.61(D) 
of the Ohio Revised Code. All information submitted in response to this RFP is public 
information once the selection process has concluded, unless a statutory exception exists that 
exempts it from public release. However, if any information in the Proposal is to be treated as a 
trade secret, the prospective contractor must:  
 

a) Clearly identify each and every occurrence of the trade secret information within the 
Proposal with an asterisk before and after each line containing trade secret 
information and underline the trade secret information itself. General language in the 
footer of the Proposal, such as “this document contains confidential proprietary 
information and may not be disclosed,” is not an acceptable identification of trade 
secret information and will not be honored by the AGO.  

b) Include a separate page that lists each page in the Proposal that includes trade secret 
Proposal information and the number of occurrences of trade secret information on 
that page (also see subsection 5.4.11). 

 
To determine what qualifies as trade secret information, refer to the definition of trade secret as 
set forth in Ohio Revised Code Section 1333.61(D), which is reproduced here for reference: 

 
R.C. §1333.61(D).  Trade Secret means information, including the whole or any portion 
or phase of any scientific or technical information, design, process, procedure, formula, 
pattern, compilation, program, device, method, technique, or improvement, or any 
business information or plans, financial information, or listing of names, addresses, or 
telephone numbers, that satisfies both of the following:  

(1)  It 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.  
(2)  It is the subject of efforts that are reasonable under the circumstances to 
maintain its secrecy. 
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3.2.6. Governing Law  
 
This RFP and any contracts resulting from this RFP is governed, construed, and interpreted in 
accordance with the laws of the State of Ohio and only Ohio courts  have jurisdiction over any 
action or proceeding concerning a resulting agreement and/or performance thereunder. The 
selected contractor consents to jurisdiction in a court of proper jurisdiction in Franklin County, 
Ohio. 
 
3.2.7. Liability 
 
The selected contractor agrees to indemnify and hold harmless and immune the AGO and the 
State of Ohio from any and all claims for injury or damages arising from the resulting contract 
which are attributable to the selected contractor’s own actions or omissions or those of its 
trustees, officers, employees, subcontractors, suppliers, third party agents or joint ventures while 
acting under the contract.  Such claims include any claims made under the Fair Labor Standards 
Act or under any other federal or state law involving wages, overtime or employment matters 
and any claims involving patents, copyrights and trademarks. 
 
The selected contractor must bear all costs associated with defending the AGO and the State of 
Ohio against any such claims. 
 
In no event shall either party be liable to the other party for indirect, consequential, incidental, 
special or punitive damages, or lost profits. 
 
3.2.8. Warranties and Certifications with Respect to this RFP 
 
By submitting a Proposal, the prospective contractor warrants and certifies that it: 
 

a) Is eligible for award of a contract by the AGO, pursuant to Ohio Revised Code 
Sections 9.24, 125.11, 125.25, and 3517.13. 

b) Has read the RFP, understands it, and agrees to be bound by its requirements. 
c) If awarded a contract arising out of this RFP, the selected contractor must negotiate 

such contract in good faith, which contract must be in a form provided by the AGO. 
d) Has not included any legal terms or conditions for the contract in its Proposal to this 

RFP, unless specifically permitted by the AGO. 
e) Has familiarized itself with the ethics statutes governing state employees and 

appointees, including those concerning employment of former government 
employees, gifts, and lobbying. 

f) Will not and will not allow any subcontractor or any person acting on behalf of the 
prospective contractor or a subcontractor, discriminate, by reason of race, color, 
religion, sex, age, genetic information, disability, military status, national origin, or 
ancestry, against any citizen of this state in the employment of any person qualified 
and available to perform the work under any contract resulting from this RFP.  
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3.2.9.  Contractor’s Representations and Warranties in the Resulting Contract 
 
The selected contractor must agree to the following provisions in the resulting contract: 
 

a) COMPLIANCE WITH LAWS.  The selected contractor, in the execution of its duties 
and obligations under the resulting contract, agrees to comply with all applicable 
federal, state and local laws, rules, regulations and ordinances. 

b) DRUG FREE WORKPLACE.  The selected contractor agrees to comply with all 
applicable federal, state and local laws regarding smoke-free and drug-free work 
places and must make a good faith effort to ensure that none of its employees or 
permitted subcontractors engaged in the scope of work, purchase, transfer, use or 
possess illegal drugs or alcohol, or abuse prescription drugs in any way. 

c) NONDISCRIMINATION OF EMPLOYMENT.  Pursuant to R.C. 125.111 and the 
AGO’s policy, the selected contractor agrees that contractor, any subcontractor, and 
any person acting on behalf of contractor or a subcontractor, must not discriminate, 
by reason of race, color, religion, sex, sexual orientation, age, disability, military 
status, national origin, or ancestry against any citizen of this state in the employment 
of any person qualified and available to perform the scope of work. The selected 
contractor further agrees that contractor, any subcontractor, and any person acting on 
behalf of contractor or a subcontractor must not, in any manner, discriminate against, 
intimidate, or retaliate against any employee hired for the performance of the scope of 
work on account of race, color, religion, sex, sexual orientation, age, disability, 
military status, national origin, or ancestry. 

d) AFFIRMATIVE ACTION PROGRAM.  The selected contractor represents that it has 
a written affirmative action program for the employment and effective utilization of 
economically disadvantaged persons pursuant to R.C. 125.111(B) and has filed an 
Affirmative Action Program Verification form with the Equal Employment 
Opportunity and Affirmative Action Unit of the Department of Administrative 
Services. 

e) CONFLICTS OF INTEREST.  No personnel of the selected contractor who exercise 
any functions or responsibilities in connection with the review or approval of the 
contract or carrying out of any of the scope of work shall, prior to the completion of 
the scope of work, voluntarily acquire any personal interest, direct or indirect, which 
is incompatible or in conflict with the discharge and fulfillment of his or her functions 
and responsibilities with respect to the carrying out of the scope of work. Any such 
person who acquires an incompatible or conflicting personal interest on or after the 
effective date of the contract, or who involuntarily acquires any such incompatible or 
conflicting personal interest, must immediately disclose his or her interest to the 
AGO in writing. Thereafter, he or she must not participate in any action affecting the 
scope of work, unless the AGO shall determine, in its sole discretion, that, in light of 
the personal interest disclosed, his or her participation in any such action would not 
be contrary to the public interest. 

f) ETHICS COMPLIANCE.  The selected contractor represents warrants and certifies 
that it and its employees engaged in the administration or performance of the contract 
are knowledgeable of and understand the Ohio Ethics and Conflict of Interest laws. 
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The selected contractor further represents, warrants, and certifies that neither 
contractor nor any of its employees will do any act that is inconsistent with such laws. 

g) QUALIFICATIONS TO DO BUSINESS.  The selected contractor affirms that it has 
all of the approvals, licenses, or other qualifications needed to conduct business in 
Ohio, including registration with the Ohio Secretary of State, and that all are current. 
If at any time during the term of the contract the contractor, for any reason, becomes 
disqualified from conducting business in the State of Ohio, the contractor will 
immediately notify the AGO in writing and will immediately cease performance of 
the scope of work. 

h) CAMPAIGN CONTRIBUTIONS.  The selected contractor hereby certifies that 
neither it nor any of its partners, officers, directors or shareholders, nor the spouse of 
any such person, has made contributions to the AGO in excess of the limitations 
specified in R.C. 3517.13. 

i) BOYCOTT.  Pursuant to R.C. 9.76(B), the selected contractor warrants that it is not 
boycotting any jurisdiction with whom the State of Ohio can enjoy open trade, 
including Israel, and will not do so during the term of the contract. 

j) FINDINGS FOR RECOVERY.  The selected contractor warrants that it is not subject 
to an “unresolved” finding for recovery under R.C. 9.24. 

k) DEBARMENT.  The selected contractor represents and warrants that it is not 
debarred from consideration for contract awards by the Executive Director of the 
Ohio Facilities Construction Commission or the Director of the Department of 
Administrative Services, pursuant to either R.C. 153.02 or R.C. 125.25. 

l) OHIO RETIREMENT SYSTEM RETIRANT.  If the selected contractor is a PERS 
retirant, as such term is defined by R.C. 145.38, contractor must notify the AGO of 
such status in writing prior to the commencement of work under the contract. Notices 
pursuant to this paragraph must be sent to the AGO’s Director of Human Resources 
by mail at 30 E. Broad Street, 16th Floor, Columbus, Ohio 43215, by fax at (614) 728-
7582, or by email at HR@OhioAttorneyGeneral.gov. The AGO will not be 
responsible for any changes to the selected contractor’s retirement benefits that may 
result from entering into the contract. 

 
3.3. Non-Disclosure Agreement (NDA) 
 
The selected contractor must agree to include in the resulting contract the standard AGO 
supplied Non-Disclosure Agreement (NDA) that applies to the contractor, any subcontractor, and 
any person acting on behalf of the contractor or subcontractor.   
 
3.4. Protective Provisions 
 
The selected contractor must agree to the following concepts in the resulting contract: 
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3.4.1. Holdback 
 
A holdback in the amount of 15% of the total payment due under the resulting contract shall be 
applied to all milestone payments to the selected contractor during the term of the resulting 
contract (the “Holdback”). The Holdback shall be released in a lump sum payment within sixty 
(60) business days following final acceptance by the AGO. 
 
3.4.2. Liquidated Damages 
 
If the selected contractor fails to meet certain specified dates set forth in the resulting contract, 
the parties acknowledge it would be difficult to determine the AGO’s damages. Therefore, in the 
event that the selected contractor fails to meet certain specified dates set forth in the resulting 
contract, the AGO may seek liquidated damages during the implementation of the project, at the 
term and amounts set forth in the resulting contract. The purpose of the liquidated damages is to 
establish a good faith estimate of the damages likely to be suffered by the AGO, not as a penalty, 
in order to ensure timely completion of the Enterprise Legal Management System and adherence 
to the requirements of this RFP and the resulting contract. 
 
3.4.3. Other Protective Provisions 
 
The AGO may include additional protective provisions in the resulting contract for consideration 
by the selected contractor.   
 
3.5. Performance Deficiencies 
This subsection does not deal with deficiencies of the selected contractor’s Proposal. The 
Proposal preparation requirements are in Sections 4 and 5 of this RFP. This subsection deals with 
deficiencies in performance by the selected contractor during the contract term. The intent of this 
subsection is to advise prospective contractors of the kinds and extent of remedies the AGO may 
seek to negotiate in a Contract with the selected contractor.   
 
Generally, within the scope and intent of this RFP a deficiency is a deviation from the state 
requirement, quality, undertaking or outcome. At the exclusive discretion of the AGO, any 
deficiency that is wholly or in part attributable to the selected contractor may require remedies.   
 
3.5.1. Credit 
Credits may accrue for Unscheduled Downtime, including selected contractor’s failure to meet 
the System Availability requirements (hereinafter “Service Credit(s)”). For purposes of assessing 
Service Credits, “Unscheduled Downtime” means the total amount of time during any quarterly 
period, measured in minutes, during which the System is unavailable for use, excluding 
Scheduled Downtime. 
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3.5.1.1. Service Credits 

The AGO must be entitled to Service Credits calculated based on the length of Unscheduled 
Downtime as provided in the table below.  Service Credits do not apply to Scheduled Downtime. 
 

Length of Continuous 
Unscheduled Downtime Service Credits 

1 to 4 hours One (1) day of Service Credits equal to 1/30th of 
the monthly maintenance. 

5 to 48 hours Two (2) days of Service Credits equal to 1/15th 
of the monthly maintenance, multiplied by 2. 

49 to 96 hours Five (5) days of Service Credits equal to 1/6th of 
the monthly maintenance, multiplied by 4. 

Each additional block of 96 
hours thereafter 

Additional five (5) days of Service Credits 
equal to 1/6th of the monthly maintenance, 
multiplied by 8. 

 
Service Credits are calculated separately for each applicable incident of a Deficiency and shall be 
added up to be assessed at the end of each month of System Maintenance. Service Credits in any 
amounts, are not and must not be construed as penalties and, by submitting a bid, the selected 
contractor irrevocably waives the right (if any) to challenge the validity and enforceability of the 
Service Credit sums. The Service Credits are intended to compensate the AGO for direct 
damages it incurs as a result of a Deficiency and are not intended to fully compensate the AGO 
for the selected contractor’s failure to meet System Availability requirements. When assessed, 
Service Credits will be deducted from AGO’s payment due to the ASB. If the payment is 
insufficient to cover the deficiency, then the selected contractor will immediately pay the amount 
of the insufficiency to the AGO. 

 
3.6. Compliance with Federal, State and AGO Security Regulations, Policies, and 

Procedures 
 
The prospective contractor must explain all methods of security used by the contractor’s tracking 
system, including details describing security aspects of the systems’ physical architecture and 
logical architectures. For hosted services the prospective contractor must define how segregation 
of AGO data and systems is implemented within a multi-tenancy and where, geographically data 
stored or processed. Additionally, the prospective contractor must explain the tracking systems’ 
adherence to and compliance with all Federal, State and AGO security regulations, policies, and 
procedures, including, but not limited to, the National Institute of Standards and Technology 
(“NIST”) guidance, where applicable and based on the classifications of data received, 
processed, stored, or transmitted by the contractor’s system. 
 
AGO data must not be stored outside of the United States without AGO’s written permission 
provided in advance.   
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3.7. Subcontractors 
 
Prospective contractors must identify any subcontractors that will be used in performance of the 
scope of work in their Proposal. Additionally, the selected contractor shall bind its 
subcontractors to the terms of the resulting contract, so far as applicable to the work of the 
subcontractor, and shall not agree to any provision which seeks to bind the AGO to terms 
inconsistent with, or at variance from, the resulting contract. 
 
The selected contractor shall be fully responsible for all acts and omissions of its subcontractors, 
including any default by a subcontractor, just as if the selected contractor itself had defaulted. 
The selected contractor assumes responsibility for all deliverables and milestones in the scope of 
work whether it, a subcontractor, or third-party produces them in whole or in part. The selected 
contractor shall be solely responsible for the payment of any subcontractor. 
 

 PROPOSAL PREPARATION INSTRUCTIONS SECTION 4.0

Proposal preparation instructions relative to form and manner are provided in the subsections 
below. Specific content requirements are provided in Section 5.0, Required Proposal Content. 
Prospective contactors responding to this RFP understand and acknowledge that a Proposal does 
not guarantee a contract with the AGO. 
 
4.1. Paper Copy - Requirements 
 
The Proposal must be submitted with one original, six (6) conforming paper copies, and one 
electronic copy on a USB drive. Computer-generated pages must use Arial or Times New 
Roman fonts at a pitch of 12 points or larger; 10-point Times New Roman font may be used in 
presenting tables where the data would otherwise not easily fit onto the page width; and 9-point 
Times New Roman font may be used in embedded graphics. Proposal page size must not exceed 
8-1/2 inches by 11 inches. A page is defined as one printed side of one 8-1/2” by 11” sheet of 
paper. Folded pages must fold entirely within the volume. Each 8-1/2” by 11” section of a folded 
page counts as one page. Larger sheets will count as two or more pages. For example, an 11” by 
17” folded sheet counts as two pages. Each Proposal page will be numbered sequentially with a 
unique number. There must be no less than 1½ space between lines. 
 
4.2. Electronic Copy Requirements 
 
The prospective contractor must provide one USB drive containing the electronic version of the 
paper copy. Media will not be returned. 
 
Please note the following electronic copy requirements: 
 

• Submitted files must be fully searchable, printable, and unlocked. 
• Files must not be password protected. 
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• USB drive must be labeled with a text file to indicate the prospective contractor name, 
solicitation name, and date of submission.   

• The prospective contractor must screen the USB drive for computer viruses prior to 
submittal.  
 

4.3. Master Copy 
 
Proposals submitted on paper and signed in blue ink by a person who can contractually obligate 
the organization is considered the master copy for purposes of scoring. In case of differences 
between the Proposal submitted on paper and the Proposal submitted electronically, the Proposal 
submitted on paper binds the prospective contractor and supersedes the electronic submission. 
 
4.4. General Proposal Requirements 
 
This subsection provides specific information and requirements that apply to the Proposal 
overall. For purposes of this subsection, “Contractor” means the proposer who is qualified to 
submit a Proposal under the terms of this RFP. 
 
4.4.1. Discrepancies 
 
If a Contractor believes that the requirements in these instructions contain an error, omission, a 
conflict internal to this RFP, or are otherwise unsound, the Contractor must immediately notify 
the AGO in writing, via the email address provided in this RFP with supporting rationale. Failure 
to notify the AGO will not give rise to a Contractor’s claim that in substance hinges on an error, 
omission, a conflict internal to this RFP or unsound instructions brought after a Contractor has 
submitted a Proposal. 
 
4.4.2. Disposition of Unsuccessful Proposals 
 
The AGO will keep all Proposals submitted in accordance with its records retention policies.  No 
originals or copies of unsuccessful Proposals will be returned. 
 
4.4.3. Restrictions on Communications 
 
Formal communications, which include requests for clarification and/or information concerning 
this RFP, must be submitted in writing to the AGO via the email address provided in this RFP 
and will be published and shared with all the Contractors. 
 
4.4.4. News Releases 
 
Contractors must not make any news releases pertaining to RFP activity or the award of this RFP 
without prior approval by the AGO. 
  



e-Billing / Legal Matter Management System 
AGO-eB-LMS-20-1001 

 
    

Page 19 of 26 

 
4.4.5. Discussions 
 
The AGO reserves the right to award this RFP based on the initial Proposal, as received, without 
discussions. 
 
4.4.6. Proposal Validity Period 
 
The Contractor must provide a Proposal that is valid for a minimum of six (6) months from the 
Proposal Deadline Date/Time.   
 

 REQUIRED  PROPOSAL CONTENT SECTION 5.0

A complete proposal to this RFP must include all requests described in this section.  
 
5.1. Proposal Checklist 
 
An RFP Checklist is found in Attachment B – Proposal Checklist for Completeness of this RFP. 
The purpose of the checklist is to enable a quick determination of proposal completeness and to 
ensure the prospective contractor is clear on all required components. 
 
5.2. Naming Conventions 
 
The prospective contractor must use the Proposal heading naming conventions described in 
subsection 5.4.1. This ensures ease of reference for the AGO evaluation team as well as 
prospective contractor reference for submitting a complete Proposal. 
 
5.3. Transmittal Letter 
 
The Transmittal Letter must be in the form of a standard business letter and be signed by an 
individual authorized to legally bind the prospective contractor. The Transmittal Letter must: 
 

a) Identify the submitting organization’s name, address, and phone number (along with 
parent company name, if any); 

b) Identify the name, title, phone number, and email address of the person authorized by 
the organization to contractually obligate the organization; 

c) Identify the name, title, phone number and email address of the person authorized to 
negotiate a contract on behalf of the organization; 

d) Identify the names, titles, phone numbers, and email addresses of persons to be 
contacted for clarification of the RFP Proposal; 

e) Explicitly indicate acceptance of the Terms and Conditions stated in Section 3.0 of 
this RFP;  

f) Be signed by a person authorized to contractually obligate the organization; 
g) Acknowledge receipt of any and all amendments to this RFP. 
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5.4. Proposal Content 
 
The Proposal must be organized and contain information as specified in the following 
paragraphs. 
 
5.4.1. Section Reference Table  
 
Section Ref. RFP Proposal Page Limit 

- Transmittal Letter 1 
- Table of Contents N/A 
A Executive Summary 2 
B Project Organization, Reporting Structure, and Staffing 2 
C High-Level Schedule Summary – e-Billing Management 4 
D Prospective Contractor Qualifications   4 
E Approach and High-Level Plan - e-Billing Management 8 
F References (using Attachment C) 3 Each 
G Cost Proposal - e-Billing Management 2 
H Exceptions, Assumptions, and Deviations  N/A 
I Trade Secrets   N/A 
J High-Level Schedule Summary - Optional Legal Matter 

Management 
2 

K Approach and High-Level Plan – Optional Legal Matter 
Management 

2 

L Cost Proposal – Optional Legal Matter management 2 
 
Prospective contractors must use the section reference naming conventions outlined in the table 
above in their Proposals.  
 
5.4.2. Table of Contents 
 
The Proposal must contain a table of contents clearly identifying the Proposal’s section 
references and page numbers. 
 
5.4.3. Section A – Executive Summary 
 
The Executive Summary must provide an overview of the prospective contractor’s qualifications 
and the proposed approach to satisfying the requirements of this solicitation. 
 
The Executive Summary must not contain any system cost or pricing information.   
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5.4.4. Section B – Project Organization, Reporting Structure, and Staffing 
The prospective contractor must provide in this section, their plans for managing and 
accomplishing the RFP scope of work. This section must include the following components: 
 

a) Management – The Proposal must describe the prospective contractor’s management 
organization and the reporting structure of the project within the contractor’s 
organization. 

b) Staffing Plan – The prospective contractor‘s staffing plan must include: the identity 
and qualifications of key staff that will be assigned to the scope of work including, at 
a minimum, the project manager, the lead system engineer or architect, and any other 
technical staff members assigned to the team.  

 
If a prospective contractor proposes to subcontract any part of the work, the contractor’s 
Proposal must include that fact in the Executive Summary as well as identify all subcontractors 
in Section B – Project Organization, Reporting Structure, and Staffing.  
 
Prospective contractors are responsible for ensuring that each subcontractor acknowledges and is 
contractually bonded by the staffing plan commitments. All subcontractors must also be bound to 
the terms of the resulting contract between the AGO and the selected contractor. 
 
5.4.5. Section C – High-Level Schedule Summary – e-Billing Management 
 
The prospective contractor must submit a high-level schedule summary for the e-billing 
functionality minimally representing the scope of work associated with this RFP. For purposes of 
the Proposal evaluation only, prospective contractors should assume a start date when a 
purchased order is received.   
 
5.4.6. Section D –Prospective Contractor Qualifications 
 
The prospective contractor must submit a narrative of past projects and tasks (within the past 4 
years) that are related to the scope of work described in this RFP. In addition, any work related to 
the scope of work is admissible as well.   
 
Please include the project environment (banking, third-party, etc.) when discussing contractor 
qualifications. In addition, include whether any projects were required to specifically meet 
compliance standards (NIST, etc.). Also include any professionally recognized tools, 
methodologies and standards used by the prospective contractor. 
 
Also, note whether the work described will include a corresponding contact in the Reference 
section of the Proposal. 
 
5.4.7. Section E – Approach and High-Level Plan – e-Billing Management 
 
The prospective contractor must submit a high level description of a general plan to provide the 
e-billing management scope of work of this RFP. For each task, the prospective contractor must 
provide proposed activities, deliverables, descriptions of deliverable content, and methods and 
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tools to be used. If the prospective contractor recommends any additional deliverables, they 
should also be discussed here.  
    
5.4.8. Section F – References  
 
The prospective contractor must provide three (3) references using the form in Attachment C 
– Contractor Reference Form. If a subcontractor is planned, then this requirement is applicable 
as well.  
 
5.4.9. Section G – Cost Proposal – e-Billing Management 
 
The prospective contractor must submit this cost section to accomplish the work necessary for 
the scope of work of this RFP. The base cost proposal (e-billing management) must be included 
as a sealed separate document from the Proposal and on a separate identifiable file in the thumb 
drive.   
 
This section must include the detail and summary costs for the following categories, if 
applicable: 

• Implementation Costs – The cost proposal should include all costs to accomplish the 
work proposed in the scope of work of this RFP to ensure complete and successful 
implementation of the proposed solution. The Implementation costs are to be a fixed 
price. 
 

• Annual Costs - The cost proposal should include the ongoing annual costs for a cloud 
solution (including licenses and support). 

  
NOTE:  

• THE SELECTED CONTRACTOR WILL NOT BE PERMITTED TO CHARGE 
LAW FIRMS FOR ACCESS TO THE SYSTEM.  FIRM ACCESS FEES MUST BE 
INCLUDED IN THE TOTAL ANNUAL LICENSE COST. 

 
5.4.10. Section H – Exceptions, Assumptions, and Deviations 
 
The prospective contractor must submit a section identifying any exceptions, assumptions, or 
deviations to this RFP. If there are none, please state “NO EXCEPTIONS, ASSUMPTIONS or 
DEVIATIONS in the PROPOSAL” when completing this section of the Proposal. 
 

a) Prospective contractors must not take exception to any statement in subsection 3.2, 
Requirements Specific to the State of Ohio. 

b) The listing of exceptions, assumptions, or deviations will not automatically cause a 
Proposal to be deemed unacceptable. 

c) A large number of exceptions, assumptions, or deviations or one or more significant 
exceptions, assumptions, or deviations not providing sufficient benefit to the AGO 
may result in rejection of the Proposal(s) as unacceptable. The interpretation of 
“large,” “significant” and “sufficient” is at the discretion of the AGO. 
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d) Any exceptions, assumptions, or deviations taken to the terms and conditions 
described in SECTION 3.0, but not in subsection “3.2 Requirements Specific to the 
State of Ohio,” must contain sufficient amplification and justification to permit 
evaluation. 

e) For each exception or deviation taken, the expected benefit to the AGO must be 
explained. 

f) Requests for exceptions, assumptions, or deviations and their justifications will not be 
counted in the page number limitations specified. 

g) If the prospective contractor presents exceptions, assumptions and deviations, the 
contractor must reference the exact section, page, and sentence(s) of the RFP that 
corresponds to the exception, assumption, and deviation. 

h) The AGO reserves the right to reject any and all exceptions, assumptions, and 
deviations. 

 
5.4.11. Section I - Trade Secrets 
 
The RFP Proposal must include a section identifying any trade secrets included in the Proposal, 
per the instructions in subsection 3.2.5, Trade Secret Information. If there are none, please state 
“NO TRADE SECRETS in the PROPOSAL” when completing this section of the proposal. 
 
5.4.12. Section J – High-Level Schedule Summary – Optional Legal Matter Management 
 
The prospective contractor may choose to submit a high-level schedule summary for the legal 
matter management functionality. For purposes of the Proposal evaluation only, prospective 
contractors should assume a start date when a purchased order is received.   
 
5.4.13. Section K – Approach and High-Level Plan - Optional Legal Matter Management 
 
The prospective contractor may choose to submit a high level description of a general plan to 
provide the legal matter management scope of work for this RFP. For each task, the prospective 
contractor must provide proposed activities, deliverables, descriptions of deliverable content, and 
methods and tools to be used. If the prospective contractor recommends any additional 
deliverables, they should also be discussed here.  
 
5.4.14. Section L – Cost Proposal – Optional Legal Matter Management 
 
The prospective contractor may choose to submit this cost section to accomplish the work 
necessary for the legal matter management scope of work. This cost proposal (for legal matter 
management) must be included as a sealed document separate from the proposal and the base 
cost proposal and on a separate identifiable file in the thumb drive. 
 
This section must include the detail and summary costs for the following categories, if 
applicable: 

• Implementation Costs – The cost proposal should include all costs to accomplish the 
legal matter management functionally proposed in the scope of work of this RFP. The 
Implementation costs are to be a fixed price. 
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• Annual Costs - The cost proposal should include the ongoing annual costs (including 

licenses and support). 
 
5.4.15. Optional Proposal to Provide Legal Matter Management Functionality 
 
A prospective contractor may choose to submit an optional Proposal for providing legal matter 
management functionality  

a) If prospective contractor chooses to submit the optional proposal, the contractor shall 
indicate an increase in the proposal amount by the word “ADD” or decrease in the 
proposal amount by the word “DEDUCT” as applicable. The AGO reserves the right 
to accept or reject the optional Proposal in whole or in part. 

b) If no change in the proposal amount is required, indicate “No Change” or “$0”. 
c) If the prospective contractor chooses not to submit an optional Proposal, failure to 

make an entry or an entry of “No Bid”, “N/A”, or similar entry on the optional 
Proposal, shall not, by itself, render a Proposal non-responsive. 

 

 EVALUATION PROCESS SECTION 6.0

The AGO will evaluate Proposals utilizing a best-value methodology. The subsections below 
describe the criteria and steps that evaluators will use to evaluate prospective contractor 
Proposals. 
 
6.1. Evaluation Steps 
 
This subsection provides an overview of the process that will be used to evaluate proposals. It is 
important to note that the basis for contractor selection is not proposal scoring alone, but a more 
extensive sequence of events, as outlined below. 
 
6.1.1. Step 1 – Proposal Preparation Compliance Review 
 
Each Proposal will be reviewed for compliance with the Proposal Preparation Instructions 
included in this RFP.  This includes a pass/fail component for the following: 
 

a) Mandatory submission requirements. 
b) Degree of compliance to the Terms and Conditions.  For example: 

1) In a failed Proposal, the prospective contractor rejects the AGO’s Terms and 
Conditions and substitutes its own language that is not acceptable to the AGO;  

2) In an acceptable Proposal, the prospective contractor accepts the AGO’s Terms 
and Conditions as is, and/or with minor non-substantive changes, and/or adds 
language that provides mutually beneficial terms and conditions, and/or provides 
changes that enhance the utility of the resulting contract (such as other 
arrangements that improve the contractor/client relationship or service involved). 
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6.1.2. Step 2 – Proposal Scoring 
 
In this step, the AGO will score the Proposals that in step 1 have not been rejected or deemed 
unacceptable.  Scoring will be carried out across four (4) logical groups of criteria: 
 

a) Approach to scope of work:  A weight of 40% is assigned to an evaluation of the 
method and ability to execute on the scope of work by considering organization, 
proposed approach, response to requirements, ability to complete within required 
timeframe and considering any exceptions, assumptions, and deviations. 

b) Contractor qualifications and experience related to the scope of work: A weight of 
30% is assigned relative to an evaluation of the prospective contractor’s expertise 
judged by qualifications and experience.  

c) Cost: A weight of 25% is assigned relative to cost. 
d) References: A weight of 5% is assigned relative to an evaluation of the proposals 

relative to contractor reference checks.  
 
6.1.3. Step 3 –Contractor Interaction (if requested by the AGO) 
In this step, the AGO may decide to invite prospective contractors to demonstration the proposed 
system. The AGO will supply scripts and data with an appropriate amount of lead time to the 
prospective contactors that the AGO invites to participate.   
 
The outcome of this step is a tabulation of awarded points to each prospective contractor. 
 
6.1.4. Step 4 – Identification of the Apparent Successful Contractor 
 
In this step, the AGO will confirm mandatory submission requirements, determine degree of 
compliance to the Terms and Conditions documented in Section 3.0, and tabulate, compile and 
verify all scores, benchmarks and observations. Using a best-value perspective, the AGO will 
identify the apparent successful contractor. 
 
6.1.5. Step 5 – Contract 
 
In this step, the AGO and the apparent successful contractor will engage in contract negotiations.  
Contract negotiations may fail, and in this case the AGO would return to one of the prior steps. 
The outcome of this step will be a signed contract. Engaging in contract negotiations with an 
apparent successful contractor does not guarantee the outcome of a final, fully executed contract. 
The AGO may cease contract negotiations at any point and return to a prior step in the RFP 
process, or cancel the RFP issuance if in the best interest of the AGO. 
 
6.2. Scoring Criteria  
 
The table below outlines the scoring category and weights that will be applied during scoring in 
step 2 and step 3 of the overall evaluation process.  
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Scoring Category RFP Proposal Section Weight 

Approach and ability to execute on RFP scope of 
work 

B, C, E and H 40% 

Contractor Qualifications and Experience related 
to the RFP scope of work 

D 30% 

Cost G 25% 

References   F 5% 

TOTAL 100% 
 
Column headings are defined as follows: 

• Scoring Category – The defined and specific areas to be addressed by the proposals. 
• RFP Proposal Section – The contractor‘s RFP Proposal section for each scoring 

category.   
• Weight – The weight to be given to each category by the AGO.  

 

 ATTACHMENTS TO RFP SECTION 7.0

The Attachments listed below are found on the same AGO website as this RFP as stand-alone 
documents. 
    
7.1. Attachment A –e-Billing / Legal Matter Management System Requirements 
This Attachment A specifies the requirements for the e-Billing / Legal Matter Management 
System.  
 
7.2. Attachment B –Proposal Checklist for Completeness   
 
This Attachment B is a quick checklist to be used by the contractor to help insure that their 
Proposal has all the material required. 
 
7.3. Attachment C – Contractor Reference Form   
 
This Attachment C is a form to be completed for each of the references provided by the 
contractor and returned as part of the Proposal. Please be sure to complete each row of the form 
for each reference. 
 



e-Billing / Legal Matter Management System 
AGO-eB-LMS-20-1001 
 

Attachment A: Page 1 of 47 
 

7.1     Attachment A –  
e-Billing / Legal Matter Management System  Requirements 

I. Requirements Presentation 
 
Requirements for the RFP are presented in the table format shown below. Each requirement is 
listed under its own ID number. 
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1 Requirement Detail 1      

2 Requirement Detail 2      

3 Requirement Detail 3      
 
Prospective contractors are instructed to complete their responses to each requirement as 
described below. The definition for each of the response types above is also explained in the 
following section.   
 
The following table provides the definition for and understanding of each response option in the 
table above. In responding to these requirements regarding functions, features, and reporting 
capabilities, each prospective contractor is instructed to mark a response box that accurately 
indicates its current or future ability to meet each requirement. In addition, each prospective 
contractor is instructed to explain in detail how (and where within the proposal) its solution 
meets the requirement.  
 

Response Box Definition 

Priority This is the priority as assigned by the AGO for the 
requirement.  The values are as follows: 

• H = high mandatory/required,  
• M = medium/desired 
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Response Box Definition 

Current Capability or 
Configurable Item 

Requirement will be met by the proposed future solution. It will 
be met through an existing feature of the solution. The feature 
must have the characteristics of a feature of a software product 
and may not largely comprise custom programming. The feature 
should be installed and operational. It must be such that it can be 
demonstrated to the client.  The cost of requirements receiving 
this response must be included in the cost of the base package, 
and the requirements must be delivered with the baseline 
solution at installation. 

Future Release Requirement will be met by a future release of the product. The 
cost of requirements receiving this response must be included in 
the cost of the base package, and the requirements must be 
delivered within 1 year of baseline solution installation. 

Custom Development Requirement will be met by package software currently under 
development, in beta test, or not yet released. The cost of 
requirements receiving this response must be included in the cost 
of the base package, and the requirements must be delivered 
with the baseline solution at installation. 

Not Available Requirement cannot be met either as part of the baseline solution 
or as a future enhancement.   

 

II. Responding to Requirements 
 
This section calls on the prospective contractor to group together, in order, all of the 
requirements and responses by response type (e.g., all of those marked Current Capability or 
Configurable Items in order, with detailed descriptions, followed by those marked as Future 
Release, etc.). Prospective contractors must follow the steps outlined below for the requirements 
response section of the overall proposal. 
 
In their proposals, the prospective contractors must provide a comprehensive written description 
of their approach to all requirements. Prospective contractors must first use and insert the 
requirement specifications table, as provided below in Section III Business Requirements, into 
their proposals and respond directly to each specification entry by placing an “X” in the 
applicable column in each row. The definition of each column heading in the requirement 
specification table is provided above.   
 
For each requirement, in requirement ID order, prospective contractors are to: 
 
• Place an “X” in the appropriate column in the response form, in accordance with the 

definitions below. 
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• Add two rows after each requirement ID, providing the following information: 
o In the first of these two rows, for each requirement ID, provide a detailed explanation 

for their responses to each requirement ID, according to the format outlined in the 
table below.  

o In the second of these two rows, for each requirement ID, provide information on the 
section and/or pages(s) in the proposal where requirement is addressed or other 
method(s) of verification. 

 

Requirement ID Response Explanation 

Current Capability or Configurable Item 

List each requirement ID, so 
marked, in the same order as in 
the specifications tables. 

For each requirement ID listed, prospective contractors 
must provide a detailed explanation of how the 
specification is met. 

Future Release 

List each requirement ID, so 
marked, in the same order as in 
the specifications tables. 

For each requirement ID listed, prospective contractors 
must provide a detailed explanation of when and how the 
specification will be met within 1 year of installation. 

Custom Development 

List each requirement ID, so 
marked, in the same order as in 
the specifications tables. 

For each requirement ID listed, prospective contractors 
must provide a detailed explanation of how the 
specification will be customized, implemented, and 
maintained. Vendors may also note whether the associated 
custom development will be provided as part of the base 
package without additional cost. 

Not Available 

List each requirement ID, so 
marked, in the same order as in 
the specifications tables. 

For each requirement ID listed, prospective contractors 
must provide a detailed explanation of why they chose not 
to provide the specified feature. 

 
NOTE:  Each functional specification in the proposal must be addressed directly, or it will be 
assumed that prospective contractors cannot accomplish the specification and/or deliverable. The 
Ohio Attorney General’s Office prefers prospective contractor systems that meet all 
specifications with minimum customization required. 
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III. Business Requirements 
 
This section provides a listing of the business system requirements.   
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Background 
The Outside Counsel Section of the Ohio Attorney General’s Office is responsible for the 
engagement, retention, and oversight of private sector attorneys appointed as special counsel by 
the Attorney General to provide legal representation to State Entities. This includes approving 
all special counsel bills and submitting them to the State Entity for approval.   
 
Outside Counsel processes 800 matters and approximately 12,000 invoices per a year. The 
annual legal spend is approximately $25,000,000.00. 
 
The Outside Counsel Section currently uses two systems to manage special counsel matters and 
billing/invoices: 

One of the systems is a SaaS based e-billing and matter management system that is 
primarily used for managing matter budgets and submitting and reviewing invoices. This 
system was initially implemented in the Ohio Attorney General’s Office in 2008. The 
system has approximately 140 AGO/Client users and 8,423 law firm users (for 171 law 
firms) with various roles/permissions. It has approximately 2,700 parent matters, 15,300 
child matters and 175,300 invoices for the period from September 2008 to August 2019.  
 
The other system is an in-house developed system that is primarily used for managing 
special counsel matters. This system is 20 years old – it is on a legacy platform and uses 
outdated technology. The system only has five (5) users. It has approximately 22,400 
matters and 72,800 invoices for the period from July 1998 to August 2019. 
 
An assignment flow diagram and a billing / invoice review flow diagram are found in the 
Appendix of this requirements document.  Please reference Appendix A – Assignment Flow 
Diagram and Appendix B – Billing / Invoice Review Flow Diagram. 

 
Current Request 
The Outside Counsel Section is looking for a cloud based e-billing / legal matter management 
system which will provide special counsel with the ability to submit invoices for legal services 
rendered to state entities and for the timely review and processing of those invoices.  
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E-Billing Management Proposal Requirements 
User Home Page 
HOME-1 When users log into the system, the 

system shall display 
• A list of matters that are assigned 

to the user.  
• A list of invoices that are awaiting 

their review. 
• A list of invoices that they have 

drafted but have not yet submitted. 

H 

    

Matters 

The system shall provide users with the ability to add, view, edit, and/or delete matters based 
upon user roles/permissions.  

Add a Matter 

Assignment Information 
MAT-1.1 The system shall provide users with the 

ability to add a new matter manually or 
add multiple matters using an import 
file/template. 

H 

    

MAT-1.2 The system shall provide users with the 
ability to enter matter assignment 
information such as  
Fiscal Year, AGO Matter Number,  
Matter Name, Case Type, Client, Firm, 
Firm Attorney Assigned,  
Attorney General Case Contact(s),  
Contact Type,  
Status, Assignment Start / Effective 
Date, Assignment Termination / Closed 
Date, Comments 

H 
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Budget and Rate Information 
MAT-2.1 The system shall provide users to enter 

Rate Information such as  
Rate, Rate Type, Rate Details / 
Structure 

H 

    

MAT-2.2 The system shall provide users with the 
ability to enter Fiscal Year Budget 
Information such as 
Fiscal Year, Start Date, End Date,  
Amount (Fees Amount & Expenses 
Amount) 
Controlling Board Exempt flag 
 

Note: Fiscal Year is July 1 to June 30. 

H 

    

MAT-2.3 The system shall provide the ability for 
the budget to cover multiple matters / 
“child matters” for a particular 
client/case type. 
For example: a university will have one 
budget amount for patents – and there 
can be multiple patent matters which 
consume the same budget. [ i.e. parent / 
child matters] 

H 

    

MAT-2.4 The system shall provide users with the 
ability to enter fiscal year budget 
amendment information such as 
Rate Change, Budget Amount,  
Amendment Reason, Effective Date 

H 

    

MAT-2.5 The system shall provide users with the 
ability to add multiple fiscal year budget 
amendments to a matter. 

H 
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View / Edit Information 
MAT-3 The system shall provide users with the 

ability to view and edit matter 
information regarding 
Assignment, Rate,  Budget,  Budget 
Amendments 
 
This includes information such as  
Who entered, Date Entered, Termination 
Date, Matter Status 

H 

    

Upload Documents Related to a Matter 
MAT-4.1 The system shall provide users with the 

ability to upload documents to a matter. 
 
This shall include emails, Word 
documents, PowerPoints, excel 
spreadsheets, PDF’s, images, etc.  

M 

    

MAT-4.2 The system shall provide users with the 
ability to enter information regarding the 
documents such as 
Document Type, Date Received, 
Document Name, and Description, Who 
can view, who can edit.  

 
M 

    

MAT-4.3 The system shall scan documents for 
viruses before uploading the document. 

 
M     

MAT-4.4 The system shall provide users with the 
ability to view documents that were 
uploaded to the matter. 

 
M     

View Remaining Budget Amount 
MAT-5 The system shall provide users with the 

ability to view the budget information 
for a matter such as  

Budget Amount,  
Total Invoice Approved Amount,   
Pending Invoice Amount,  
Remaining Budget Amount 

H 
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View Invoices 
MAT-6.1 The system shall provide users with the 

ability to view a list of all invoices that 
were submitted for a matter. 

H 
    

MAT-6.2 The system shall provide users with the 
ability to sort the list of invoices. 

H     

MAT-6.3 The system shall provide users with the 
ability to view details for an invoice. 
 
(Reference Manage Invoices – View Invoices 
requirement “INV-7.1” to “INV- 7.8”). 

H 

    

Delete a Matter 
MAT-7 The system shall provide administrator 

users with the ability to delete a matter 
if there are no invoices submitted for 
the matter. 

M 

    

Renew Matter Assignments for Next Fiscal Year 
MAT-8.1 The system shall provide the ability for a 

matter to be renewed for multiple fiscal 
years. 

H 
    

MAT-8.2 The system shall provide the ability for 
the renewal assignments to keep the 
same AGO matter number for each fiscal 
year. 

H 

    

MAT-8.3 The system shall provide users with the 
ability to enter renewal assignment 
information such as  
o Fiscal Year 
o Rate / Rate Type / Rate Details 
o Budget Amount, Start Date, End 

Date 
o Attorney Assigned 
o Start / Effective Date 

H 
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Search for Matters 
MAT-9.1 The system shall provide users with the 

ability to search for matters based on 
various parameters such as: 
Fiscal Year , AGO Matter Number, 
Matter Name, Case Type, Client Name, 
Client Type, Firm Name, Attorney 
Name 

H 

    

MAT-9.2 The system shall display a list of 
matters matching the search criteria. 
 
[Search results shall only list the 
matters that a user has permissions to 
view.] 

H 

    

MAT-9.3 The system shall provide users with the 
ability to export the search results into 
an Excel or PDF file. 

H 
    

Manage Invoices 

The system shall provide users the ability to add, view, edit, and/or delete an invoice based 
upon their user roles/permissions. 

Invoice Basics 
INV-1.1 The system shall be able to support 

UTBMS codes. 
H     

INV-1.2 The system shall provide law firms with 
the ability to submit invoices via a 
LEDES format file. 

H 
    

INV-1.3 The system shall provide users with the 
ability to manually enter invoice 
information based on a template. 

H 
    

INV-1.4 The system shall automatically update 
the invoice status based on the invoice 
workflow. 
For example: draft, rejected on 
submission, in review, reviewer rejected, 
pending payment, processed, etc.… 

H 
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Add an Invoice(s) 
INV-2.1 The system shall provide users with the 

ability to manually add an invoice. 
H     

INV-2.2 The system shall provide users with the 
ability to enter invoice information such 
as  
Invoice Number, Invoice Date, Start 
Date, End Date, Matter Number, 
Description 

H 

    

INV-2.3 The system shall provide users with the 
ability to enter multiple invoice level 
adjustment entries. 

H 
    

INV-2.4 The system shall provide users to enter 
invoice level adjustment information 
such as  
  Adjustment Type,  Comment, Amount 

H 

    

INV-2.5 The system shall provide users with the 
ability to enter multiple line items. 

H     

INV-2.6 The system shall provide users with the 
ability to enter line item information 
such as 

Service Date, Task/UTBMS Code, 
Activity Code, Law Firm Employee 
who performed the task; Description;  
Flat Amount or Rate and Units* , 
Vendor Adjustment Amount 
 

* For rate and unit, system 
calculates the total invoice billed 
amount (Rate * Units) 

H 

    

INV-2.7 The system shall provide users with the 
ability to save a draft of a manually 
entered invoice. 

H 
    

INV-2.8 The system shall provide users with the 
ability to edit a draft invoice. 

H     
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INV-2.9 The system shall provide users with the 
ability to copy/create a draft invoice for 
an invoice that was rejected on 
submission. 

H 

    

INV-2.10 The system shall provide users with the 
ability to delete a draft invoice. 

H     

Submit Invoice(s) for Review 
INV-3.1 The system shall provide users with the 

ability to submit one or multiple draft 
invoice(s) for review. 

H 
    

INV-3.2 The system shall provide users with the 
ability to submit multiple invoices via a 
LEDES format file. 

H 
    

INV-3.3 The system shall provide users with the 
ability to 
• Select the LEDES file(s) to be 

submitted 
• Select document(s) to be uploaded 

with a LEDES file 
• Remove a LEDES file from the list 

of files to be submitted 

H 
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INV-3.4 The system shall have Invoice and Line 
Item Rules that will automatically catch 
billing errors such as (but not limited to): 
• Validate invoice format 
• Check for missing data 
• Check if there is a budget for the 

matter 
• Check if invoice exceeds remaining 

budget amount (includes checking 
amounts from invoice level 
adjustments and line items) 

• Check if 80% of the matter’s 
budget is consumed (includes 
checking amounts from invoice 
level adjustments and line items) 

• Check if line item date is not within 
the invoice start and end date 

• Etc.… 

H 

    

INV-3.5 The system shall provide AGO 
administrator users with the ability to 
configure (add/disable/identify process 
order, etc.) invoice submission rules. 

H 

    

INV-3.6 The system shall reject or add a warning 
to invoices that violate a rule. 

H     

INV-3.7 The system shall send notification to the 
user that the submission was successful 
or that it was rejected. If rejected, the 
notification will indicate the reason(s) 
why it was rejected. 

H 

    

INV3.8 The system shall automatically assign 
invoices to appropriate reviewer based 
on the Invoice Review Route as 
configured by the administrator user. 

H 
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Upload Documents Related to the Invoice 
INV-4 The system shall provide users with the 

ability to upload documents related to 
the invoice 

H 
    

Invoice Review Workflow 
INV-5.1 The system shall provide administrator 

users with the ability to configure 
Invoice Review Routing. 

Configure the review route – first 
reviewer, second reviewer, third 
reviewer, etc.…  

H 

    

INV-5.2 The system shall send a notification to a 
Reviewer when an invoice is initially 
assigned to them. 

H 
    

INV-5.3 The system shall send a notification to a 
Reviewer when an invoice has not been 
reviewed xx days after it was assigned.  
(where xx is a configurable parameter) 

H 

    

INV-5.4 When reviewer approves an invoice…  
The system shall automatically route the 
invoice to the next reviewer. 

H 
    

Review Invoices 
INV-6.1 The system shall provide Reviewers with 

the ability to see a list of invoices 
awaiting their review. 

H 
    

INV-6.2 The system shall provide Reviewers with 
the ability to enter an adjustment for the 
total invoice amount or for a line item. 

H 
    

INV-6.3 The system shall provide Reviewers with 
the ability to approve or reject an 
invoice. 

H 
    

INV-6.4 The system shall provide Reviewers with 
the ability to assign the invoice back to 
the previous reviewer. 

H 
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INV-6.5 The system shall send a notification to 
the law firm if the invoice is rejected. 

H     

INV-6.6 The system shall provide users (with the 
appropriate role/permissions) with the 
ability to change an approved invoice 
status to “in review”. 

H 

    

INV-6.7 The system shall provide users (with the 
appropriate role/permissions) to change a 
rejected invoice status to “in review”. 

M 
    

View Invoices 
INV-7.1 For client and law firm users, the system 

shall only provide the ability to view 
invoices for their own matters. 

H 
    

INV-7.2 The system shall provide users with the 
ability to view invoice matter 
information such as: 

• Fiscal Year 
• AGO Matter Number 
• Matter Name 
• Case Type 
• AGO Client 
• Law Firm 

 
H 
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INV-7.3 The system shall provide users with the 
ability to view invoice details such as: 

• Invoice Number 
• Invoice Date 
• Start Date 
• End Date 
• Date Created 
• Date Received 
• Gross Amount 
• Vendor Adjustment Amount 
• Billed Amount 
•  Reviewer Adjustments 
• Approved Date 
• Approved Amount 

o Total Fees Amount 
o Total Expenses Amount 

• Comments 
• Status 
• Age  
• Submitted By 
• Current Reviewer 
• Next Reviewer 

 
H 

    

INV-7.4 The system shall provide users with the 
ability to view details for invoice level 
adjustments and line items such as  
Adjustment Type,  Comment, Amount;  
Service Date, Task/UTBMS Code, 
Activity Code, Law Firm Employee who 
performed the task; Description; Flat 
Amount or Rate and Units*, Vendor 
Adjustment Amount. 

H 

    

INV-7.5 The system shall provide users with the 
ability to view invoice documents. 

H     

INV-7.6 The system shall provide users with the 
ability to view reviewer route for the 
invoice. 

H 
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INV-7.7 The system shall provide users with the 
ability to view invoice errors and 
warnings. 

H 
    

INV-7.8 The system shall provide users with the 
ability to view the roles/rates for the firm 
assigned to the matter.  

H 
    

Search for Invoices 
INV-8.1 The system shall provide users with the 

ability to search for invoices based on 
various parameters such as: 

• Fiscal Year 
• AGO Matter Number 
• Matter Name 
• Invoice Number 
• Invoice Status 
• Invoice Date 
• Invoice Received Date 
• Invoice Service Period (Start / 

End Date Range) 
• Invoice Billed Amount 
• Invoice Status Date 
• Approved Date 
• Approved Amount 
• Case Type  
• Client Name 
• Client Type 
• Firm Name 
• Attorney Name 
• Invoice Flags 
• Line Item Flags 
• Days in Queue 
• Current Reviewer 
• Keyword search line item 

description (low priority) 

H 
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INV-8.2 The system shall display a list of 
invoices matching the search criteria. 

For client and law firm users: results 
should only list invoices for their 
own matters (should not list invoices 
for other clients/law firms matters). 

H 

    

INV-8.3 The system shall provide users the 
ability to export the search results into an 
Excel or PDF file. 

H 
    

Correspondence  

The system shall provide users with the ability the ability to generate and view correspondence / 
documents based upon their user roles/permissions. 

Generate Correspondence 
COR-1.1 The system shall provide AGO users 

with the ability to email or eFax client 
and law firm users that are assigned to 
the matter. 

M 

    

COR-1.2 The system shall have template emails 
that can merge details and user 
information from matters into the email.   

M 
    

COR-1.3 The system shall generate email 
correspondence from the AGO user’s 
email address. 

M 
    

Client Information 
The system shall provide users the ability to add, view, edit and/or search for clients based upon 
their user roles/permissions.   
AGO clients are state agencies, colleges, universities, retirement systems, boards and 
commissions. 
Client Information 
CLT-1.1 The system shall provide users with the 

ability to add a new client. 
H     

CLT-1.2 The system shall provide users with the 
ability to enter client information such as  

Client Name, Client Type, Active Flag 

H 
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CLT-1.3 The system shall provide users with the 
ability to view and edit client 
information. 

H 
    

Search for Clients 
CLT-2.1 The system shall provide users with the 

ability to search for clients based on 
various parameters such as  

Client Name and Client Type  

H 

    

CLT-2.2 The system shall display a list of clients 
matching the search criteria. 

H     

CLT-2.3 The system shall provide users with the 
ability to export the search results into an 
Excel or PDF file. 

H 
    

Law Firm Information 
The system shall provide users the ability to add, view, edit and/or search for law firm 
information (including law firm locations and staff) based upon their user roles/permissions.  
Law Firm Information 
FIRM-1.1 The system shall provide users with the 

ability to add a new law firm. 
H     

FIRM-1.2 The system shall provide users with the 
ability to enter law firm information 
such as  

Firm Name, Tax ID, Comments,  
Active Flag,  
Primary Contact Name (First MI Last) 

H 

    

FIRM-1.3 The system shall provide users with the 
ability to view and edit law firm 
information. 

H 
    

Law Firm Locations 
FIRM-2.1 The system shall provide users with the 

ability to enter location information 
such as 

Country, Address 1, Address 2, City, 
State, Zip,   Phone, Fax, E-Mail 
Address 

H 

    



e-Billing / Legal Matter Management System 
AGO-eB-LMS-20-1001 
 

Attachment A: Page 19 of 47 
 

ID Requirement  P
ri

or
ity

 

 C
ur

re
nt

 C
ap

ab
ili

ty
  o

r 
   

C
on

fig
ur

ab
le

 It
em

 

 F
ut

ur
e 

R
el

ea
se

 

 C
us

to
m

 D
ev

el
op

m
en

t 

 N
ot

 A
va

ila
bl

e 

FIRM-2.2 The system shall provide users with the 
ability to view and edit law firm 
location information. 

H 
    

Search for Law Firms 
FIRM-3.1 The system shall provide users with the 

ability to search for law firms based on 
various parameters such as  

Firm Name, Tax ID, Active Flag 

H 

    

FIRM-3.2 The system shall display a list of law 
firms matching the search criteria. 

H     

FIRM-3.3 The system shall provide users with the 
ability to export the search results into 
an Excel or PDF file. 

H 
    

User Accounts 
The system shall provide AGO administrator users the ability to add, view, and edit AGO and 
Client users and law firm administrator users.   
The system shall provide Law Firm administrator users the ability to add, view, edit and search 
for law firm users. 
The system shall provide AGO administrator users the ability to search for and view AGO, 
Client and Law Firm users.  
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User information 
Users will consist of State of Ohio employees from the Ohio Attorney General’s Office, other 
state agencies (for example: Workers Compensation, Department of Education, etc.…) and law 
firm personnel.  
 
Permission to access system features are based on user roles such as system administrator, 
billing administrator, invoice reviewer, partner, paralegal, etc.…  
 

Maximum Number of AGO / State Entities Users 145 
AGO Users: 50 

State Entities Users: 95 

Maximum Number of Law Firms (unlimited users) 225 

Number of Concurrent Users / Law Firms 50 

Peak Usage Times (Months, Days, Times) 8AM – 5PM, weekdays 
 
 

Add a User 
USR-1.1 The system shall provide administrator 

users with the ability to add new users 
for their organization. 
 
The system shall provide AGO 
administrator users to add AGO and 
Client users and Law Firm Administrator 
users. 
The system shall provide Law Firm 
administrator users with the ability to 
add users for their specific law firm. 

H 
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USR-1.2 The system shall provide administrator 
users with the ability to enter user 
information such as 

Login Name,  
First Name, Middle Name, Last Name, 
Suffix, Title, Company, Department, 
Country, Address 1, Address 2, City, 
State, Zip,   Work Phone, Cell Phone, 
Fax, E-Mail Address, Comments, 
Active Flag 
 
Roles (user can be assigned multiple 
roles) 

H 

    

USR-1.3 The system shall provide administrator 
users with the ability to view and edit 
information for users in their 
organization (AGO/Client or law firm). 

H 

    

Search for Users 
USR-2.1 The system shall provide administrator 

users with the ability to search for users 
based on various parameters such as  

Last Name, First Name, Login Name, 
Company Name, Role, Active Flag 

H 

    

USR-2.2 The system shall display a list of users 
matching the search criteria. 

H     

USR-2.3 The system shall provide administrator 
users with the ability to export the search 
results into an Excel or PDF file. 

H 
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Reporting 
The system shall provide canned reports as well as allowing users to create custom 
reports/queries. Report outputs shall be Excel, PDF and CSV.   
 
The Ohio Attorney General’s Office has identified nine (9) reports from our legacy systems that 
will need to be created and available when the solution is implemented. 
RPT-1 The system shall have canned reports 

pertaining to matters, invoices, and user 
accounts.   

H 
    

RPT-2 The system shall provide AGO 
administrator users with the ability to 
create custom reports/queries. 
 
This includes identifying report 
parameters and indicating what 
information is to be displayed pertaining 
to matters, budgets, invoices, users, etc. 

H 

    

RPT-3 The system shall provide AGO 
administrator users with the ability to 
share saved custom reports with other 
users. 

H 

    

RPT-4 The system must be able to display 
historical information on the reports. 
 
For Example: 
Reports shall display the rate, budget and 
attorney assigned to the matter for the 
appropriate fiscal year. 

H 

    

RPT-5 Legacy Reports - the system shall 
recreate nine (9) reports from the legacy 
systems. 
 
Reference Appendix C: Report 
Examples 

H 
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RPT-5.1 Invoice Review Routes by Reviewer 
This report identifies routes assigned to a 
specific reviewer. 
 
Parameters: Invoice Reviewer, Matter 
Status 
 
Sorted by: Matter Number 

H 

    

RPT-5.2 Client Fees & Expenses 
This report gives total fees and expenses 
for each invoice for a client. 
 
Parameters: Matter Status, Client 
 
Sorted by Matter, Invoice Number 

H 

    

RPT-5.3 Ledger Report –  
This report lists the detailed invoice 
information for a specific matter. 
 
Parameters: Matter Number 
 
Sorted by: Service Period Start Date  

H 

    

RPT-5.4 Assignment Summary Report 
This report lists all matters that match 
the report parameters.  
 
Parameters: Fiscal Year, Client, Firm 
 
Sorted by: Client or Firm 

H 

    

RPT-5.5 Assignment Summary by Attorney 
This report lists all matters that match 
the report parameters. 
 
Parameters: Fiscal Year, Client, Firm 
 
Sorted by: Attorney 

M 
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RPT-5.6 Fiscal Year Projection Report  
This report lists budget information for 
each matter for the specified fiscal year 
and for the next fiscal year. 
 
Parameters: Client, Starting Fiscal Year 
Starting Fiscal Year 
 
Sorted: by Client - then by Firm within 
Client – then by Matter Number 

H 

    

RPT-5.7 Case Type Percentage Report  
This report looks at the Invoices 
Approved for the specified fiscal year 
and determines the invoice approved 
percentage for each case type. Preference 
is to display a pie chart with legend; 
however, if that is not possible then list 
each Case Type and their percentages. 
 
Parameters: Fiscal Year 
 
Sorted By: descending case type 
percentage 

H 

    

RPT-5.8 Outside Counsel Invoice Report 
This report looks at each matter assigned 
on or after a specified fiscal year and 
computes the total budget amount and 
invoices approved amount for each fiscal 
year. 
 
Parameters: Starting Fiscal Year  
 
Sorted By: Fiscal Year 

H 
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RPT-5.9 Side by Side Budget Report 
This report looks at each matter assigned 
to a firm for a specified fiscal year and 
computes the total budgeted amount and 
invoices approved amount for each firm. 
 
Parameters: Fiscal Year 
 
Sorted By: Firms Invoice Approved 
Total for the specified fiscal year 

H 

    

Miscellaneous 
MISC-1 The system shall provide customized 

fields to store information from legacy 
systems that does not have a 
corresponding field in the new system. 

H 

    

Maintenance 
MAIN-1 The system shall have the ability to 

configure user roles and their 
permissions per function (add, edit, 
delete, etc.).  This shall include limiting 
visibility to specific users. 
For instance, there should be roles for 
system admin users, billing administrator 
users, invoice reviewers, view only 
users, etc.   
Also, some users should only be able to 
view matters and/or invoices that are 
assigned to them or to their organization 
(client or law firm). 

H 
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MAIN-2 The system shall provide administrator 
users with the ability to configure and 
maintain the system including but not 
limited to managing users, roles and 
permissions; activity bill codes, invoice 
submission rules, invoice review 
workflow/routes, case types, matter 
templates, invoice templates, 
correspondence templates, alert 
notification templates, etc.…  

H 

    

MAIN-3 If any dropdown options are disabled, 
the system shall not allow them to be 
used within the system but shall be 
available for reporting purposes.   

H 
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Track History / Audit Trail 
HIST-1 The system shall track details and 

changes (capture historical information/ 
audit trail) in matters, clients, law firms 
and invoices for reporting purposes and 
policy compliance.    
 
This shall include tracking changes to 
• Matter 

Matter Assignment, Attorney 
Assigned, Rate, Fiscal Year 
Budget, Fiscal Year Budget 
Amendments 

• Invoices 
Status, adjustments, reassignment 

• Client 
Client information (Name, Type, 
Budget, Active Flag)  

• Law Firms 
Name, Tax ID, Active Flag, 
Location information 

 
Track what was modified, date/time 
modified and who modified. 
 
This is not an inclusive list of details to 
be tracked.   

H 
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IV. Technical Requirements 
 
This section provides a listing of the technical requirements.   
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Security 
SR-1 The system must be compliant with all 

Federal, State and AGO security 
regulations, policies, procedures, and 
laws including, but not limited to, the 
National Institute of Standards and 
Technology (“NIST”) guidance, where 
applicable and based on the 
classifications of data received, 
processed, stored, or transmitted by the 
system. 

H 

    

SR-2 The cloud data servers shall be located in 
the United States. 

H 
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SR-3 The system shall provide the following 
login parameters: 
• Require ‘strong’ User account 

passwords – include number, 
special character, upper and lower 
case 

• User account password expires 
after xx days 

• Lock user account after x number 
of failed attempts 

• Logout user after xx minutes of 
inactivity 

• User can reset “forgotten” 
passwords  
(Enable security questions for 
resetting passwords) 

(where X and xx are configurable 
parameters) 

H 

    

Data Backup / Disaster Recovery 
DBDR-1 System data must be backed up daily. H     
DBDR-2 The system must have a Disaster 

Recovery Plan. 
H     

Service Level Requirements 
SLV-1 The system must be available for online 

access 24 hours / 7 days a week 
excluding scheduled maintenance. 

H 
    

SLV-2 The system shall have an annual 
availability rate of 99%. 

H     

SLV-3 The system shall meet screen/page 
response time minimum standard of 
three (3) seconds 95% of the time. 
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SLV-4 User Support 
• The system shall provide online 

help. 
• Vendor should offer live support 

resources via email and a toll-free 
phone number. 

H 

    

Technical Miscellaneous 
TMISC-1 There is no retention / archive schedule 

at this time; therefore, the system shall 
need to retain data until it is superseded, 
obsolete or replaced. 

H 

    

TMISC-2 The system shall meet requirements per 
Web Content Accessibility Guidelines 
(WCAG) 2.0 or higher Level A or AA.  

M 
    

Implementation / On-Boarding Requirements 
IMPL-1 The selected contractor shall provide 

data migration / conversion from the 
hosted e-billing / legal matter 
management system to the new system. 

This system has approximately 2,700 
parent matters, 15,300 child matters 
and 175,300 invoices (including 
invoices that were rejected on 
submission) for the period from 
September 2008 to August 2019. 

H 

    

IMPL-2 There shall be minimum to no down 
time. 

H     

IMPL-3 The selected contractor shall provide 
training  
• Training should be provided for the 

AGO and State Entities users; do 
not need to train the law firm users. 

• Provide project specific training 
materials / user guide on how to 
use the system. 

H 
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IMPL-4 The selected contractor shall provide 
other implementation services and 
support such as project management, 
configuration, testing, etc.… 

H 
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V. Optional Legal Matter Management Proposal Requirements 
 
The Ohio Attorney General’s Office is also interested in the possibility of using the e-billing / 
legal matter management system to replace an existing in-house developed outside counsel legal 
matter management system. There are some additional requirements needed in order to replace 
the system. These requirements are listed below. 
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Optional Legal Matter Management Proposal Requirements 
Controlling Board Information 
Outside Counsel presents fiscal year budget information to the controlling board for approval.  
Outside Counsel must also present budget increases to the controlling board for approval. Once 
approved, the controlling board information is entered into the system.   
LMM-1.1 The system shall provide users with the 

ability to enter, view and edit controlling 
board request information for a matter 
such as 
Fiscal Year, Controlling Board Number, 
Meeting Date, Dollar Amount, Status, 
Comments 

H 

    

LMM-1.2 The system shall provide AGO users 
with the ability to add multiple 
controlling board requests to a matter. 

H 
    

Search Controlling Board Entries 
LMM-1.3 The system shall provide AGO users 

with the ability to search Controlling 
Board information across all matters.   

H 
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LMM-1.4 The system shall provide AGO users 
with the ability to search for entries  
based on various parameters such as: 
Fiscal Year, AGO Matter Number, 
Matter Name, Controlling Board 
Number, Meeting Date, Controlling 
Board Status, Firm Name, Client Name, 
Client Type, Attorney Name 

H 

    

LMM-1.5 The System shall display a list of 
controlling board entries matching the 
search criteria. 

H 
    

LMM-1.6 The system shall provide users with the 
ability to export the search results into an 
Excel or PDF file. 

H 
    

Next Fiscal Year Projections Information 
Outside Counsel meets with every client to determine the rate and budget for the next fiscal 
year for each of the client’s matters. This information is entered as the Next Fiscal Year 
Projections. 
LMM-2.1 The system shall provide users with the 

ability to enter, view and edit Next Fiscal 
Year Projections information such as 
Fiscal Year, Rate, Budget Amount, 
Renewal Status (Renew / Closed), 
Conference Status (Pending / Complete), 
Notes  

H 

    

LMM-1.2 The system shall provide AGO users 
with the ability to add multiple Fiscal 
Year Projections to a matter. 

H 
    

Search Fiscal Year Projections 
LMM-2.2 The system shall provide AGO users to 

search for fiscal year projections across 
all matters based on various parameters 
such as: 

Fiscal Year , AGO Matter Number, 
Matter Name, Case Type, Client 
Name, Client Type, Firm Name, 
Attorney Name 

M 
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LMM-2.3 The system shall display a list of 
projections matching the search criteria. 

M     

LMM-2.4 The system shall provide users with the 
ability to export the search results into an 
Excel or PDF file. 

M 
    

Client Information 
LMM-3.1 The system shall provide users with the 

ability to enter, view, and edit client 
information such as  

Client Name, Client Type, Comments, 
Active Flag 
Country, Address 1, Address 2, City, 
State, Zip, County,  Phone, Fax, E-
Mail Address, 
Primary Contact Name (First MI Last). 

H 

    

LMM-3.2 The system shall provide users with the 
ability to search for clients based on 
various parameters such as  

Client Name and Client Type  

H 

    

Track History / Audit Trail 
LMM-4 The system shall track details and 

changes (capture historical information/ 
audit trail) in Controlling Board Entries 
and Next Fiscal Year Projections 
information for reporting purposes and 
policy compliance.    
 
Track what was modified, date/time 
modified and who modified.  

H 
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Data Migration / Conversion 
LMM-5 The selected contractor shall provide 

data migration / conversion from the in-
house developed legacy case 
management system (SQL Server 2008) 
to the new system from 1998 to the time 
of implementation. 
 

This system has approximately 8,400 
matters and 37,000 invoices for the 
period fiscal year 1999 to fiscal year 
2008 that will need to be converted. 

H 

    

LMM-6 Fiscal year specific information for 
matters such as fiscal year, attorney 
assigned, rate type, rate, start date, and 
controlling board information are 
missing in hosted e-billing / legal matter 
management system. Therefore, this 
information will need to be converted 
from the in-house developed system 
database for the period from fiscal year 
2008 to the time of implementation. 
 

 This system has approximately 
14,000 matters and 36,000 invoices for 
the period from fiscal year 2009 to 
August 2019. 

H 
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Appendix A – Assignment Flow Diagram 
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Appendix B – Billing/ Invoice Review Flow Diagram 
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Appendix C – Legacy Reports 
 
Example of the Invoice Review Routes by Reviewer 

This report identifies routes assigned to a specific reviewer 
Parameters: Invoice Reviewer, Matter Status 
Sorted by: Matter Number 
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Example of the Client Fees & Expenses 

This report gives total fees and expenses for each invoice for a client. 
Parameters: Matter Status, Client 
Sorted by Matter Number, Invoice Number 
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Example of the Ledger Report 

This report lists the detailed invoice information for a specific matter. 
Parameters: Matter Number 
Sorted by: Service Period Start Date  
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Example of the Assignment Summary Report (by Client) 

This report lists all matters that match the report parameters.  
Parameters: Fiscal Year, Client, Firm 
Sorted by: Client or Firm 
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Example of Assignment Summary (by Firm) 

This report lists all matters that match the report parameters.  
Parameters: Fiscal Year, Client, Firm 
Sorted by: Client or Firm 
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Example of Assignment Summary Report by Attorney 

This report lists all matters that match the report parameters. 
Parameters: Fiscal Year, Client, Firm 
Sorted by: Attorney 
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Example of Fiscal Year Projection Report 
This report lists budget information for each matter for the specified fiscal year and for the next 
fiscal year 
Parameters: Client, Starting Fiscal Year 
Sorted: by Client - then by Firm within Client – then by Matter Number 
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Example of the Case Type Percentage Report [Pie Chart with Legend / List Report] 

This report looks at the Invoices Approved for the specified fiscal year and determines the 
invoice approved percentage for each case type. 
Parameters: Fiscal Year 
Sorted By: descending case type percentage 
 
Preference is to display a pie chart with legend; however, if that is not possible then list each 
Case Type and their percentages. 
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Example of the Outside Counsel Invoice Report 

This report looks at each matter assigned on or after a specified fiscal year and computes the 
total budget amount and invoices approved amount for each fiscal year. 
Parameters: Starting Fiscal Year  
Sorted By: Fiscal Year 
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Example of the Firm Side-by-Side Budget Report 

This report looks at each matter assigned to a firm for a specified fiscal year and computes the 
total budgeted amount and invoices approved amount for each firm. 
Parameters: Fiscal Year 
Sorted By: Firms Invoice Approved Total for the specified fiscal year 
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7.2    Attachment B –Proposal Checklist for Completeness 
 
Section 

Ref. 
Description Page Limit Complete? 

Y/N 
- Transmittal Letter 1  
- Table of Contents N/A  
A Executive Summary 2  
B Project Organization, Reporting Structure, and Staffing 2  
C High-Level Schedule Summary – e-Billing Management 4  
D Prospective Contractor Qualifications 4  
E Approach and High-Level Plan – e-Billing Management 8  
F References (using Attachment C) 3 Each  
G Cost Proposal – e-Billing Management 2  
H Exceptions, Assumptions, and Deviations N/A  
I Trade Secrets N/A  
J High-Level Schedule Summary - Optional Legal Matter 

Management 
2  

K Approach and High-Level Plan – Optional Legal Matter 
Management 

2  

L Cost Proposal – Optional Legal Matter management 2  
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7.3     Attachment C – Contractor Reference Form 

NOTE:  The prospective contractor must submit three (3) references using the form below. 

Element Detailed Information 

Name of Client  

Client Address  

Client City, State, and 
ZIP Code 

 

Contract Project 
Name, Date, and 
Number of  Years 
Contracted 

 

Client Primary 
Contact Name  

 

Primary Contact Title  

Primary Contact  
E-Mail 

 

Primary Contact 
Telephone 

 

Relationship of Work 
Performed to That 
Required by RFP 
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