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

	ID
	Requirement
	 Priority
	 Current Capability  or  Configurable Item
	 Future Release
	 Custom Development
	 Not Available

	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

	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.  
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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.
Add two rows after each requirement ID, providing the following information:
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. 
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.


III. Business Requirements
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This section provides a listing of the business system requirements.  

	ID
	Requirement
	 Priority
	 Current Capability  or    Configurable Item
	 Future Release
	 Custom Development
	 Not Available

	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. 


	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
	
	
	
	

	
	
	
	
	
	
	

	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
	
	
	
	

	
	
	
	
	
	
	

	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
	
	
	
	

	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 
· Fiscal Year
· Rate / Rate Type / Rate Details
· Budget Amount, Start Date, End Date
· Attorney Assigned
· Start / Effective Date
	H
	
	
	
	

	
	
	
	
	
	
	

	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
	
	
	
	

	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
	
	
	
	

	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
	
	
	
	

	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
	
	
	
	

	
	
	
	
	
	
	

	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
	
	
	
	

	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
	
	
	
	

	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
· Total Fees Amount
· 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
	
	
	
	

	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
	
	
	
	

	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
	
	
	
	

	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
	
	
	
	

	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. 

	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
	
	
	
	

	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
	
	
	
	

	
	
	
	
	
	
	

	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
	
	
	
	

	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
	
	
	
	

	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
	
	
	
	

	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
	
	
	
	

	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
	
	
	
	

	
	
	
	
	
	
	

	
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
	
	
	
	






IV. Technical Requirements

This section provides a listing of the technical requirements.  

	ID
	Requirement
	 Priority
	 Current Capability  or    Configurable Item
	 Future Release
	 Custom Development
	 Not Available

	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
	
	
	
	

	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.
	
	
	
	
	

	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
	
	
	
	

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






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.

	ID
	Requirement
	 Priority
	 Current Capability  or    Configurable Item
	 Future Release
	 Custom Development
	 Not Available

	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
	
	
	
	

	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
	
	
	
	

	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
	
	
	
	

	
	
	
	
	
	
	

	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
	
	
	
	






Appendix A – Assignment Flow Diagram
[image: ]


Appendix B – Billing/ Invoice Review Flow Diagram

[image: ]






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

[image: ]





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
 
[image: C:\Users\mhadidon\AppData\Local\Temp\SNAGHTMLdb4ac9.PNG]



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 


[image: ]



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

 
[image: ]





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


[image: ]



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

[image: ]



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

[image: C:\Users\mhadidon\AppData\Local\Temp\SNAGHTML16f7d8f.PNG]

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.

[image: ]

[image: ]

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
[image: ]





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
[image: ]
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