STATE OF MARYLAND
ADMINISTRATIVE OFFICE OF THE COURTS
PROCUREMENT, CONTRACT AND GRANT ADMINISTRATION
2003 C COMMERCE PARK DRIVE
ANNAPOLIS, MD 21401

REQUEST FOR PROPOSALS (RFP)
FOR
Turnkey Automated Document Creation System and Professional Services
Project K18-0065-29
ISSUED: March 15, 2018
Sole point of contact for this solicitation is the Procurement Officer. Offerors are specifically
directed NOT to contact any other Judiciary personnel or its contracted consultants for meetings,
conferences, or discussions that are specifically related to this RFP at any time prior to any award
and execution of a contract. Unauthorized contact with any Judiciary personnel or the Judiciary’s
contracted consultants may be cause for rejection of the Offeror’s proposal.

Minority Business enterprises are encouraged to respond to this Request for Proposals

Procurement, Contract & Grant Administration
http://www.mdcourts.gov

Turnkey Automated Document Creation System and Professional Services (K18-0065-29)
1|Page


http://www.mdcourts.gov/

THE JUDICIARY
NOTICE TO OFFERORS/CONTRACTORS

In order to help us improve the quality of Judiciary solicitations, and to make our procurement
process more responsive and business friendly, we ask that you take a few minutes and provide
comments and suggestions regarding the enclosed solicitation. Please return your comments with
your proposals. If you have chosen not to propose on this Contract, please email this completed
form to Khrystine.Bunche@mdcourts.gov

Title: Turnkey Automated Document Creation System and Professional Services
Project No: K18-0065-29
1. If you have responded with a "no bid", please indicate the reason(s) below:

Other commitments preclude our participation at this time.

The subject of the solicitation is not something we ordinarily provide.

We are inexperienced in the work/commaodities required.

Specifications are unclear, too restrictive, etc. (Explain in REMARKS section.)

The scope of work is beyond our present capacity.

Doing business with Maryland Government is simply too complicated. (Explain in

REMARKS section.)

We cannot be competitive. (Explain in REMARKS section.)

Time allotted for completion of the proposals is insufficient.

Start-up time is insufficient.

Insurance requirements are restrictive. (Explain in REMARKS section.)

Proposals requirements (other than specifications) are unreasonable or too risky.

(Explain in REMARKS section.)

() MBE requirements. (Explain in REMARKS section.).

() Prior The Judiciary Contract experience was unprofitable or otherwise
unsatisfactory. (Explain in REMARKS section.)

() Payment schedule too slow.

Other:

NN AN AN AN N
N N N N N N

NN AN AN N
N N N N N

2. If you have submitted a proposal, but wish to offer suggestions or express concerns, please
use the Remarks section below. (Use reverse side or attach additional pages as needed.)

REMARKS:

Offeror Name:

Contact Person: Phone ( ) -

Address:
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KEY INFORMATION SUMMARY SHEET

THE JUDICIARY

Request for Proposals

Turnkey Automated Document Creation System and Professional Services

RFP Issue Date:
RFP Issuing Office:

Procurement Officer:

Proposals must be sent to:

Pre-Proposal Conference:

Closing Date and Time:

PROJECT # K18-0065-29

March 15, 2018
Procurement, Contract, and Grant Administration

Khrystine Bunche

Maryland Judiciary, Administrative Office of the Court
Department of Procurement, Contract & Grant Administration
2003 C Commerce Park Drive

Annapolis, MD 21401

410-260-2556

Khrystine.Bunche@mdcourts.gov

Khrystine Bunche

K18-0065-29

Maryland Judiciary, Administrative Office of the Courts
Department of Procurement, Contract & Grant Administration
2003 C Commerce Park Drive

Annapolis, MD 21401

March 28, 2018 at 1:00PM
Procurement Conference Room
2003 C Commerce Park Dr.
Annapolis, MD 21401

April 6, 2018 at 2:00PM
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SECTION 1 - GENERAL INFORMATION

11

Summary Statement

The Administrative Office of the Courts (AOC) issues this Request for Proposals (RFP) to seek proposals
from qualified Offerors, for a turnkey automated Document Creation System. Document Creation (also

known

as document assembly or document automation) is the design of a system that assists in the creation

of electronic documents/files. These include logic-based systems that use segments of pre-existing text
and/or data (PDF) to assemble a new document(s).

The resulting contract will be a pilot solution with the potential to extend the solution statewide

at the Judiciary’s discretion.

1.2 Abbreviations and Definitions

For the purpose of this RFP, the following abbreviations or terms have the meanings indicated
below:

a. Contract — The Contract attached to this RFP as Attachment A

b. Contractor— The selected Offerors

c. Local Time — Time in the Eastern Time Zone

d. MBE — Minority Business Enterprise currently so certified by the Maryland State Department
of Transportation.

e. Offerors — An entity that submits a proposal in response to this RFP

f. Procurement Officer — The Judiciary representative responsible for this RFP, for the
determination of contract scope issues, and the only Judiciary representative who can
authorize changes to the contract

g. RFP — Request for Proposals for K18-0065-29 dated March 15, 2018, including any and all
amendments.

h. Contract Manager— The Judiciary representative that serves as the technical manager for the
resulting contract. The Contract Manager monitors the daily activities of the contract and
provides technical guidance to the Contractor.

i. Judiciary business hours — 8:00 am — 5:00 pm Monday — Friday (excluding State holidays
and any other days closed by order of the Chief Judge).

\ 1.3 Contract Type \

The Contract that results from this RFP shall be based on Fixed Price.

| 1.4

Contract Duration

The Contract resulting from this RFP shall begin upon execution, and extend for a base period of
one year. The Judiciary shall have the sole right to determine whether or not the solution is successful

Turnkey Automated Document Creation System and Professional Services (K18-0065-29)
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and based on the Judiciary’s finding, extend the contract to role the solution statewide which shall
include licenses, labor, and support over an extended period.

15 Procurement Officer

The sole point of contact in the Judiciary for purposes of this RFP prior to the award of any Contract
is the Procurement Officer at the address listed below:

Khrystine Bunche
2003 C Commerce Park Drive
Annapolis, MD 21401
410.260.2556
Khrystine.Bunche@mdcourts.gov

The Maryland Judiciary may change the Procurement Officer at any time by written notice to the
Contractor.

1.6  Contract Managers

Michelle Jones

The Maryland Judiciary may change the Contract Manager at any time by written notice to the
Contractor.

1.7  Pre-Proposal Conference

A Pre-Proposal Conference will be held on March 28, 2018, beginning at 1:00PM, at 2003 C
Commerce Park Drive, Annapolis, MD 21401. Attendance at the Conference is not mandatory but
it is encouraged in order to facilitate better preparation of proposals.

In order to assure adequate seating and other accommodations at the Conference, please email the
Conference Response Form to the attention of the Procurement Officer such notice no later than
March 27, 2018 at 2:00PM. The Conference Response Form is included as Attachment D to this
RFP.

The Conference will be summarized. As promptly as is feasible subsequent to the Conference, that
record and all questions and answers known at that time will be posted to the Judiciary’s
Procurement web site and eMarylandMarketplace.

1.8 Questions

1.8.1 The Procurement Officer shall accept written questions from prospective Offerors. Please
submit all questions to the Procurement Officer by e-mail.

Turnkey Automated Document Creation System and Professional Services (K18-0065-29)
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1.8.2 The Procurement Officer shall, based on the availability of time to research, communicate
a timely answer, beginning with a question-and answer-period during the pre-proposal
conference. Answers to all substantive questions and are not clearly specific only to the
requestor, will be posted on the Judiciary’s Procurement web site and
eMarylandMarketplace.

1.9  Proposal Due (Closing) Date

One original and 7 copies of each proposal (technical and financial) must be received by the
Procurement Officer no later than 2:00PM (local time) on April 6, 2018 in order to be considered.
An electronic version of the Technical Proposal must be enclosed with the technical proposal. An
electronic version of the Financial Proposal must be enclosed with the original Financial Proposal.
All electronic versions must be labeled with the RFP title, RFP number, and Offeror name and
packaged with the original copy of the appropriate proposal (technical or financial).

Requests for extension of this date or time will not be granted. Offerors mailing proposals should
allow sufficient mail delivery time to ensure timely receipt by the Procurement Officer. Proposals
received by the Procurement Officer after the due date will not be considered.

Proposals may not be submitted by e-mail or facsimile.

1.10 Duration of Offer

Proposals submitted in response to this RFP are irrevocable for the later of: (1) 180 days following
the closing date of proposals or of Best and Final Offers (BAFOSs), if requested, or (2) the date any
protest concerning this RFP is finally resolved. This period may be extended at the Procurement
Officer's request only with the Offerors written agreement.

1.11 Revisions to the RFP

If it becomes necessary to revise this RFP before the due date for proposals, amendments will be
posted on the Judiciary’s Procurements web page and eMarylandMarketplace. Amendments made
after the due date for proposals will be sent only to those Offerors who submitted a timely proposal.

Acknowledgment of the receipt of all amendments to this RFP issued before the proposal due date
must accompany the Offerors proposal in the Transmittal Letter accompanying the Technical
Proposal submittal. Acknowledgement of the receipt of amendments to the RFP issued after the
proposal due date shall be in the manner specified in the amendment notice. Failure to acknowledge
receipt of amendments does not relieve the Offeror from complying with all terms of any such
amendment.

| 1.12  Cancellations

The Judiciary reserves the right to cancel this RFP, accept or reject any and all proposals, in whole
or in part, received in response to this RFP, to waive or permit cure of minor irregularities, and to
conduct discussions with all qualified or potentially qualified Offerors in any manner necessary to
serve the best interests of the Judiciary. The Judiciary also reserves the right, in its sole discretion,
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to award a Contract based upon the written proposals received without prior discussions or
negotiations.

1.13 Oral Presentations/Discussions

Offerors may be asked to participate in oral presentations to expand on their proposal and
demonstrate the proposed solutions. We expect to schedule those no later than two weeks after
proposal receipt. The Procurement Officer will notify selected Offerors of the time and location.

Significant representations made by an Offerors during the oral presentation shall be submitted in
writing. All such representations will become part of the Offerors proposal and are binding if the
Contract is awarded.

| 1.14  Incurred Expenses

The Judiciary will not be responsible for any costs incurred by an Offerors in preparing and
submitting a proposal, in making an oral presentation, in providing a demonstration, or in performing
any other activities relative to this solicitation.

| 1.15 Economy of Preparation

Proposals should be prepared simply and economically, providing a straightforward, concise
description of the Offerors proposals to meet the requirements of this RFP.

\1.16 Protests/Disputes

Any protest or dispute related respectively to this solicitation or the resulting Contract shall be
subject to the provisions of the Judiciary’s Procurement Policy.

| 1.17  Multiple or Alternate Proposals

Neither multiple nor alternate proposals will be accepted.

| 1.18  Public Information Act Notice

An Offeror shall give specific attention to the clear identification of those portions of its proposal
that it considers confidential, proprietary commercial information or trade secrets, and provide
justification why such materials, upon request, should not be disclosed by the Judiciary under the
Public Information Act, Title 4, Subtitle 1, Part 111 of the General Provision Article of the Annotated
Code of Maryland or Rules 16-901 through 16-912, the Court Access Rules.

Offerors are advised that, upon request for this information from a third party, the Procurement
Officer is required to make an independent determination whether the information can be disclosed.
Information which is claimed to be confidential is to be placed after the Title Page and before the
Table of Contents in the Technical proposal and if applicable in the Financial proposal.
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1.19 Offeror Responsibilities

The selected Offerors shall be responsible for all products and services required by this RFP. All
subcontractors must be identified and a complete description of their role relative to the proposals
must be included in the Offerors proposals. Additional information regarding MBE subcontractors
is provided under paragraph 1.23 below. If an Offerors that seeks to perform or provide the services
required by this RFP is the subsidiary of another entity, all information submitted by the Offerors,
such as but not limited to, references and financial reports, shall pertain exclusively to the Offerors,
unless the parent organization will guarantee the performance of the subsidiary. If applicable, the
Offerors proposal must contain an explicit statement that the parent organization consents to the
terms of the RFP and will guarantee the performance of the subsidiary.

1.20 Mandatory Contractual Terms

By submitting an offer in response to this RFP, an Offerors, if selected for award, shall be deemed
to have accepted the terms of the Contract, attached as Attachment A. Any exceptions to the terms
and conditions of the Contract must be clearly identified in the Executive Summary of the technical
proposal. A proposal that takes exception to these terms may be rejected and therefore determined
to be not reasonably susceptible of being selected for award.

\ 1.21 Proposal Affidavit

A proposal submitted by an Offeror must be accompanied by a completed Bid/Proposal Affidavit.
A copy of this Affidavit is included as Attachment B of this RFP.

\ 1.22 Contract Affidavit

All Offerors are advised that if a Contract is awarded as a result of this solicitation, the successful
Offerors will be required to complete a Contract Affidavit. A copy of this Affidavit is included for
informational purposes as Attachment C of this RFP. This Affidavit must be provided within five
business days of notification of proposed Contract award.

1.23  Minority Business Enterprises

Minority Business Enterprises (MBE) are encouraged to respond to this solicitation notice. It is the
goal of the Maryland Judiciary that certified MBESs participate.

There is no MBE Goal established for this solicitation.

| 1.24  Arrearages

By submitting a response to this solicitation, each Offerors represents that it is not in arrears in the
payment of any obligations due and owing the State, including the payment of taxes and employee
benefits, and that it shall not become so in arrears during the term of the Contract if selected for
Contract award.
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1.25 Procurement Method

The Contract resulting from this RFP will be awarded in accordance with the competitive sealed
proposals process.

1.26  Verification of Registration and Tax Payment

Before a corporation can do business in the State it must be registered with the Department of
Assessments and Taxation, State Office Building, Room 803, 301 West Preston Street, Baltimore,
Maryland 21201. It is strongly recommended that any potential Offerors complete the registration
prior to the due date for receipt of proposals. An Offerors failure to complete the registration with
the Department of Assessments and Taxation may disqualify an otherwise successful Offerors from
final consideration and recommendation for Contract award.

\ 1.27 Payments by Electronic Funds Transfer

By submitting a response to this solicitation, the Offerors agrees to accept payments by electronic
funds transfer unless the State Comptroller’s Office grants an exemption. The selected Offerors
shall register using the COT/GAD X-10 Vendor Electronic Funds (EFT) Registration Request
Form. Any request for exemption must be submitted to the State Comptroller’s Office for approval
at the address specified on the COT/GAD X-10 form and must include the business identification
information as stated on the form and include the reason for the exemption. The COT/GAC X-10
form can be downloaded at:

1.28 Non-Disclosure Agreement

All Offerors are advised that if a contract is awarded as a result of this RFP, the successful Offeror
shall be required to complete a Non-Disclosure Agreement. A copy of this Agreement is included

for informational purposes as Attachment F of this RFP. This Agreement must be provided within
five business days of notification of proposed Contract award.
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SECTION 2 - STATEMENT OF WORK

| 2.1 Purpose & Summary

The AOC is seeking proposals from prospective Offerors to award one contract for a turnkey
automated Document Creation System. Document Creation (also known as document assembly or
document automation) is the design of a system that assists in the creation of electronic
documents/files. These include logic-based systems that use segments of pre-existing text and/or
data (PDF) to assemble a new document(s).

\ 2.2 Statement of Work

2.2.1 Purpose and Objectives

The purpose of the pilot program is to provide an electronic solution that assists in the
creation of electronic documents/files that allows bulk/batched printing.

The solution will require the system to “print all” documents/PDFs in the zip file as
opposed to the end user unzipping the file and printing each single document/PDF.

The initial scope of the project will only include implementation in the Pilot site located in
Towson, MD. Future installations may be deployed statewide at the discretion of the AOC.

The system objectives include:

e Facilitating document creation of batch PDF files into preformatted, state regulated
filing format for District Court Landlord / Tenant Form DC-CV-082, 8.5”x14” via
batched bulk printing

e Increasing staff productivity and efficiency by reducing paper handling
e Reducing storage needs

2.2.2 Deployment

Initially, the solution will be deployed and tested in the Judiciary’s District Court, located
in Towson, MD. Estimated monthly page print volume is 30,000 per month.

2.2.3 The Successful Solution
The storage of documents will be on the Court’s internal network.

The successful solution shall:

e Have the ability to work with document printing equipment, including but not
limited to large format printers, multi-function printers, etc.
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e Have the ability to work with PDF and JPG images.

e Provide a storage structure for documents. The structure shall be determined by the
Court.

e Provide document retrieval options that allow for searches based on file name, file
tag or specific terms.

2.2.4 MDEC Landlord / Tenant Form Workflow (See Attachment G)

Exhibit A: A Landlord or representative, files a complaint with the Clerk using the
Landlord / Tenant form DC-CV-082 (8.5"x11"). The Landlord could be filing for a
single case or multiple incidents; a separate Form is needed for each case.

Exhibit B: The clerk accepts the filing and the system annotates/stamps the documents
(court case number, court date, etc.) in the upper right hand corner of the form.

The end user downloads the annotated PDF documents via the download button for the
accepted batch. (Pictures 1, 2 and 3).

Next, bulk print the batched PDF files (Picture 4) by transferring the data contained in
the system onto each 8.5 X 14 system generated form:

» Exhibit C-1 - Tenant — double sided,
» Exhibit C-2 - Tenant Mail — double sided
» Exhibit C-3 - Court — single sided (back side is blank)

2.2.5 Installation, Set-up and Training

The proposals shall include installation of the suggested solution, setup, training, training
materials and demonstration.

2.2.6 Project Timeline/Deliverables

The Towson, MD pilot project requires a “go live” date of 12/1/2018. Proposals must
provide a project timeline for the following deliverables to include, but not limited to:

Project Kickoff
Gathering Requirements
Design

Coding

Testing

Implementation

REQUIRED POLICIES, GUIDELINES AND METHODOLOGIES

The Contractor shall be required to comply with all applicable laws, regulations, policies,
standards and guidelines affecting information technology projects, which may be created or
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changed periodically by JIS and/or the State of Maryland.. The Contractor shall adhere to
and remain abreast of current, new, and revised laws, regulations, policies, standards and
guidelines affecting project execution. These may include, but are not limited to:

e The State’s System Development Life Cycle (SDLC) methodology
e The State Information Technology Security Policy and Standards
e The Judiciary’s new Enterprise Architecture

2.3 Contractor Security Requirements

e The solution will provide user-based security that protects documents from unauthorized
access, modification, and deletion.
e The solution will work with the Judiciary’s internal network backup systems.

Compliance with Judiciary Policies-

-The Contractor, and all contractor and subcontractor personnel assigned to the Contract
(contractor personnel), shall comply with all applicable Judiciary policies and procedures, as
provided by the Judiciary Contract Manager (JCM), for the duration of the contract. This includes,
but is not limited to, the JIS Information Security Policy which is available online at:
http://courtnet/jis/pdfs/jis-securitypolicystandards.pdf The Judiciary reserves the right to monitor
all applicable computer and electronic equipment usage for compliance with its policies.

Access and Background Checks-

-Site visits to any Judiciary location by contractor personnel must be coordinated by Judiciary staff
with the designated site personnel in advance of any visit.

-Any contractor personnel working at Judiciary locations, or on Judiciary systems or projects, or
who have access to Judiciary or State criminal data or systems, must be approved in writing by the
Procurement Officer prior to beginning work.

-All contractor personnel working at Judiciary locations, or on Judiciary systems or projects, or
who have access to Judiciary or State criminal data or systems, must have a Judiciary approved
criminal background check prior to beginning work with the Judiciary, and may be subject to
rejection as a result of the background check.

-All contractor personnel assigned to work at Judiciary locations shall be required to obtain a
Judiciary security identification badge prior to beginning work, and annually thereafter. The
contractor is responsible for any fees that may be incurred for initial issuance of the badge and for
any replacement.

-The badge shall be displayed at all times while on Judiciary premises. To verify identity, the
contractor personnel shall be prepared to provide photo identification upon request by a Judiciary
official.

-The contractor personnel are required to immediately notify the JCM, or the Administrative
Official of the respective department or office, or the AOC Contracting Officer's Technical
Representative (COTR), if their badge is lost or stolen.

-At the discretion of the Judiciary, at any time during the contract, contractor personnel may be
required to obtain a Criminal Justice Information System (CJIS) State and Federal criminal
background check, which includes fingerprinting.
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-The contractor personnel must notify the JCM, or the Administrative Official of the respective
department or office, or the COTR, within one (1) business day if any personnel have been
arrested, indicted, served with a criminal summons, named in a peace or protective order, or
named as a defendant in any civil case. The contractor personnel are also required to provide
regular updated information regarding the status of any of these actions.
-The JCM, in conjunction with the Deputy Director of Security Administration, may impose
restrictive conditions in response to prior criminal convictions, pending criminal charges, or a
violation of Judiciary procedures, including removal from the contract, and/or restricted access to
Judiciary locations or systems.
-In the event of a security incident or suspected security incident, the contractor personnel shall
immediately notify the Judiciary personnel as follows:
Judiciary Information Technology Systems security incident- JIS Chief Information
Security Officer (CISO).
Judiciary building or personal security incident- Deputy Director of Security
Administration
The contractor personnel shall cooperate fully in all security incident investigations.
Access to Judiciary Information Technology Systems--
-The contractor personnel shall complete all required paperwork as directed for security access to
the Judiciary systems.

- The system access rights of contractor personnel must be updated no later than twenty-four (24)
hours after notification of the change in status; tnerefore, the Contractor shall immediately notify the
JCM and the JIS CISO of any termination of contractor personnel and immediately confiscate the
Judiciary badge and return it to the JCM.

-Select contractor personnel may be approved and given secured remote access privileges by the
Assistant Administrator, JIS, into the Judiciary systems to the extent needed for the remote access
privileges that are granted. To ensure compliance with the JIS Information Security Policy, the
configuration of remote access into AOC systems will be accomplished by JIS staff. The JIS staff
will monitor all remote access activities.

-The approved contractor personnel may be given the capability to remotely monitor all hardware
and software for error/failure notifications, as appropriate. The Assistant Administrator, JIS, must
give prior written approval for the software used, and for the method of the secured technical
environment, prior to this capability being activated.

-In the event that any approved contractor personnel no longer require access to the Judiciary
systems, the Contractor must promptly notify the Assistant Administrator, JIS and the AOC
Contracting Officer's Technical Representative (COTR). The contractor will be responsible for
ensuring the list of authorized contractor personnel is maintained and accurate at all times.

24 Insurance

2.4.1 The Contractor shall at all times during the term of the Contract maintain in full force and
effect, the policies of insurance required by this Section. Evidence that the required
insurance coverage has been obtained may be provided by Certificates of Insurance duly
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24.2

24.3

issued and certified by the insurance company or companies furnishing such insurance.
Such evidence of insurance must be delivered to the AOC Office of Procurement before the
actual implementation of the Agreement.

All insurance policies shall be endorsed to provide that the insurance carrier will be
responsible for providing immediate and positive notice to the AOC in the event of
cancellation or restriction of the insurance policy by either the insurance carrier or the
Contractor, at least 60 days prior to any such cancellation or restriction. All insurance
policies shall name as an additional insured the Administrative Office of the Courts and the
Maryland Judiciary.

The limits required below may be satisfied by either individual policies or a combination
of individual policies and an umbrella policy. The requiring of any and all insurance as set
forth in this RFP, or elsewhere, shall be in addition to and not in any way in substitution for
all the other protection provided under the Contract.

No acceptance and/or approval of any insurance by AOC, or the Manager of Procurement,
shall be construed as relieving or excusing the Contractor from any liability or obligation
imposed upon it by the provisions of the Contract.

A. The Contractor shall maintain Worker's Compensation insurance as required
by the laws of the State of Maryland and including Employer's Liability coverage
with a minimum limit of $500,000-each accident; $500,000 disease-each employee;
and $500,000 disease-policy limit.

B. Occurrence forms of comprehensive general liability insurance covering the
full scope of this agreement with limits not less than $1,000,000 per occurrence and
$2,000,000 aggregate for personal or bodily injuries and $1,000,000 per occurrence
and aggregate for property damage. A combined single limit per occurrence of
$2,000,000 is acceptable. All policies issued shall include permission for partial or
total occupancy of the premises by or for the Administrative Office of the Courts
within the scope of this Contract. Such insurance shall include but shall not be
limited to, the following:

C.  Comprehensive general liability insurance including a comprehensive broad
form endorsement and covering: a) all premises-operations, b) completed
operations, c) independent Contractors, d) liability assumed by oral or written
contract or agreement, including this contract, €) additional interests of employees,
f) notice of occurrence, g) knowledge of occurrence by specified official, h)
unintentional errors and omissions, i) incidental (contingent) medical malpractice,
j) extended definition of bodily injury, k) personal injury coverage (hazards A and
B) with no exclusions for liability assumed contractually or injury sustained by
employees of Contractor, I) broad form coverage for damage to property of the
Administrative Office of the Courts, as well as other third parties resulting from
completion of the Contractor's services.
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D.  Comprehensive business automobile liability insurance covering use of any
motor vehicle to be used in conjunction with this contract, including hired
automobiles and non-owned automobiles.

E.  Comprehensive Automobile Liability:

Limit of Liability - $1,000,000 Bodily Injury
$1,000,000 Property Damage

In addition to owned automobiles, the coverage shall include hired automobiles
and non-owned automobiles with the same limits of liability.

2.4.4 The insurance required under sub-paragraphs (A),(B), (C) and (D) above shall provide
adequate protection for the Contractor against claims which may arise from the Contract,
whether such claims arise from operations performed by the Contractor or by anyone
directly or indirectly employed by him, and also against any special hazards which may be
encountered in the performance of the Contract. In addition, all policies required must not
exclude coverage for equipment while rented to others.

2.4.5 If any of the work under the Contract is subcontracted, the Contractor shall require
subcontractors, or anyone directly or indirectly employed by any of them, to procure and
maintain the same coverages in the same amounts specified above.
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SECTION 3 - PROPOSAL FORMAT

3.1  Two Part Submission

3.1  Offerors must submit proposals in two separate volumes:
e Volume | - TECHNICAL PROPOSAL
e Volume Il - FINANCIAL PROPOSAL

3.2  Proposals

3.2.1 Volume I-Technical Proposal, must be sealed separately from VVolume II-Financial Proposal,
but submitted simultaneously to the Procurement Officer (address listed in Section 1.5 of
this RFP).

3.2.2 Submit (1) one unbound original, so identified, and (7) seven copies of each volume are to
be submitted. An electronic version of both the Volume I- Technical Proposal and the
Volume I1- Financial Proposal must also be submitted originals technical or financial
volumes, as appropriate.

3.2.3 Electronic media shall bear a label with the RFP title and number, name of the Offerors, and
the volume number (1 or I1).

3.3  Submission

3.3.1 Each Offerors is required to submit a separate sealed package for each "Volume", which is
to be labeled VVolume I-Technical Proposal and Volume Il-Financial Proposal, respectively.
Each sealed package must bear the RFP title and number, name and address of the Offerors,
the volume number (I or 1), and the closing date and time for receipt of the proposals on the
outside of the package.

3.3.2 All pages of both proposal volumes must be consecutively numbered from beginning (Page
1) to end (Page “x”).

|34 Volume I — Technical Proposal

3.4.1 Transmittal Letter: A transmittal letter must accompany the technical proposal. The purpose
of this letter is to transmit the proposal and acknowledge the receipt of any addenda. The
transmittal letter shall be brief and signed by an individual who is authorized to commit the
Offerors to the services and requirements as stated in this RFP. Only one transmittal letter
is needed and it does not need to be bound with the technical proposal.

3.4.2 Format of Technical Proposal: Inside the sealed package described in Section 3.3, above, an

unbound original, to be so labeled, seven copies and one electronic version shall be enclosed.
Section 2 of this RFP provides requirements and Section 3 provides reply instructions. The
paragraphs in these RFP sections are numbered for ease of reference. In addition to the
instructions below, the Offerors technical proposals shall be organized and numbered in the
same order as this RFP. This proposal organization shall allow Judiciary officials and the
Evaluation Committee to “map” Offerors responses directly to RFP requirements by
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paragraph number. The technical proposal shall include the following sections in the stated
order:

3.4.3 Title and Table of Contents: The technical proposal shall begin with a title page bearing the
name and address of the Offerors and the name and number of this RFP. A table of contents
for the technical proposal should follow the title page. Note: Information that is claimed to
be confidential under RFP Section 1.18 is to be printed on yellow paper and placed after the
Title Page and before the Table of Contents in the Offerors Technical Proposal, and if
applicable, also in its Financial Proposal. Unless there is a compelling case, an entire
proposal should not be labeled confidential but just those portions that can reasonably be
shown to be proprietary or confidential.

3.4.4 Executive Summary: The Offerors shall condense and highlight the contents of the technical
proposal in a separate section titled “Executive Summary.” The summary shall also identify
any exceptions the Offerors has taken to the requirements of this RFP, the Contract
(Attachment A), or any other attachments. Exceptions to terms and conditions may result in
having the proposal deemed unacceptable or classified as not reasonably susceptible of being
selected for award. If an Offeror takes no exception to the Judiciary’s terms and conditions,
the Executive Summary should so state.

3.4.5 Offerors Technical Response to RFP Requirements:
3.45.1 General

Offerors shall address each RFP requirement in the Technical Proposal and
describe how its proposed services will meet those requirements. If the Judiciary
is seeking Offerors agreement to a requirement, the Offerors shall state agreement
or disagreement. Any paragraph that responds to a work requirement shall not
merely rely on a stated agreement to perform the requested work; but rather, the
Offerors should outline how the Offerors can fulfill the requested tasks in a
manner that best meets the Judiciary’s needs.

3.4.5.2 Offerors Experience and Capabilities: Offerors shall include information on past
experience with similar engagements. Offerors shall describe their experience and
capabilities through a response to the following:

e An overview of the Offerors experience providing the services. (Additional items if
needed, plans, timelines, etc.)

3.4.5.3 References. Provide three (3) current customer references where the customer is
similar in size to the RFP scope. Provide the following information for each client
reference:

e Name of Client Organization
e Name, title, and telephone number of Point-of-Contact for client organization
e Value, type, and duration of contract(s) supporting client organization
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e The services provided, scope of the contract, and number of employees serviced

3.4.5.4 Financial Capability and Insurance: The Offerors shall include the following, for
itself, and, as applicable, for any parent corporate, subsidiary is preference under RFP
Section 1.19:

o Evidence that the Offeror has the financial capacity to provide the goods and/or
services, as described in its proposal, via profit and loss statements and balance
sheets for the last two years.

o A copy of the Offerors current applicable certificate of insurance (property,
casualty and liability), which, at a minimum, shall contain the following:

e Carrier (name and address)
e Type of insurance

e Amount of coverage

e Period covered by insurance

e Exclusions

3.4.5.5 Subcontractors: Offerors must identify non-MBE subcontractors, if any, and the role these
subcontractors shall have in the performance of the Contract.

3.4.5.6 Required Affidavits, Schedules and Documents to be submitted by Offerors in the Technical
Proposal:

e Completed Bid/Proposal Affidavit (Attachment B — with original of Technical
Proposal)

e Copy of insurance to AOC. By submitting a proposal in response to this solicitation,
the offerors warrants that it is able to provide evidence of insurance required by RFP
Section 2.

3.5  Volume Il - Financial Proposal

3.5.1 Under separate sealed cover from the Technical Proposal and clearly identified with the
same information noted on the Technical Proposal, the Offerors must submit an original
unbound copy, seven copies and one electronic copy of the Financial Proposal in a
separate envelope labeled as described in Section 3.3, of the Financial Proposal. The
Financial Proposal must contain all price information in the format specified in Attachment
E. Information which is claimed to be confidential is to be clearly identified in the Offerors
Financial Proposal. An explanation for each claim of confidentiality shall be included as
part of the Financial Proposal.

The Contractor will not be reimbursed for any travel expenses including but not limited to
transportation, meals, hotel accommodations except as approved in advance by the AOC
CM.
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SECTION 4 - EVALUATION CRITERIA AND SELECTION PROCEDURE

|41  Evaluation Criteria |

4.1.1 Evaluation of the proposals shall be performed by a committee organized for the purpose of
analyzing the technical proposals. Evaluations shall be based on the criteria set forth below.
The Contract resulting from this RFP shall be awarded to the Offerors that is most
advantageous to the Judiciary, considering price and the evaluation factors set forth herein.
In making this determination, technical factors shall receive greater weight than price factors.

4.1.2 The Offerors shall be evaluated on the proposed services according to the specifications
outlined in this RFP.

4.2 Technical Criteria

4.2.1 The criteria to be applied to each technical proposal are listed in descending order of
importance

e Offerors experience and capabilities, including references

e Technical response to requirements of RFP Section 2

\ 4.3 Financial Criteria

All qualified Offerors will be ranked from the lowest to the highest price based on their total price
proposed on Attachment E — Price Proposal.

\ 4.4  Selection Process and Procedures \

4.4.1 General Selection Process:

4.4.1.2 The Contract shall be awarded in accordance with the competitive sealed proposals
process under the Judiciary’s Procurement Policy. The competitive sealed proposals
method is based on discussions and revision of proposals during these discussions.

4.4.1.3 Accordingly, the Judiciary may hold discussions with all Offerors judged reasonably
susceptible of being selected for award, or potentially so. However, the Judiciary
also reserves the right to make an award without holding discussions. In either case
of holding discussions or not doing so, the Judiciary may determine an Offeror to be
not responsible and/or not reasonably susceptible of being selected for award, at any
time after the initial closing date for receipt of proposals and the review of those
proposals.
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4.4.2 Selection Process Sequence:

4.4.2.1 The first level of review shall be an evaluation for technical merit by the selection
committee. During this review, oral presentations and discussions may be held. The
purpose of such discussions shall be to assure a full understanding of the Judiciary’s
requirements and the Offerors ability to perform, and to facilitate understanding of
the Contract that shall be most advantageous to the Judiciary.

4.4.2.2 Offerors must confirm in writing any substantive oral clarifications of, or changes in,
their proposals made in the course of discussions. Any such written clarification or
change then becomes part of the Offerors proposal.

4.4.2.3 The financial proposal of each Offeror shall be evaluated separately from the
technical evaluation. After a review of the financial proposals of Offerors, the
Procurement Officer may again conduct discussions.

4.4.2.4 When in the best interest of the Judiciary, the Procurement Officer may permit
Offerors who have submitted acceptable proposals to revise their initial proposals
and submit, in writing, best and final offers (BAFOs).

4.4.2.5 Upon completion of all discussions and negotiations, reference checks, and site visits,
if any, the Procurement Officer shall recommend award of the Contract to the
responsible Offerors whose proposal is determined to be the most advantageous to
the Judiciary considering evaluation and price factors as set forth in this RFP. In
making the most advantageous Offerors determination, technical shall be given
greater weight than price factors.
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ATTACHMENTS

Attachment A Contract

Attachment B Bid/Proposal Affidavit
Attachment C Contract Affidavit

Attachment D Pre-Proposal Conference Form
Attachment E Price Proposal Form
Attachment F Non-Disclosure Agreement
Attachment G Item, Pictures, and Exhibits
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ATTACHMENT A - STANDARD CONTRACT AGREEMENT

MARYLAND ADMINISTRATIVE OFFICE OF THE COURTS

STANDARD TERMS AND CONDITIONS

TURNKEY AUTOMATED DOCUMENT CREATION SYSTEM AND PROFESSIONAL
SERVICES

Contract number: K18-0065-29

This Contract is made this day of 2018, by and
between the Administrative Office of the Courts (the “AOC”) in the State of Maryland and
(Company Name), (Company Address) (the “Contractor”) with Federal Taxpayer Identification
Number XX-XXXXXXX.

In consideration of the mutual covenants and promises herein contained and other good and
valuable consideration, the receipt and sufficiency of which are hereby acknowledged, the AOC
and the Contractor agree as follows:

1. Scope of Contract

1.1  The Contractor shall provide the services of an automated document creation system
(hereinafter or “Services”), and other deliverables in accordance with the terms and
conditions of this Contract and the following Exhibits, which are attached to this Contract
and incorporated as part of this Contract:

Exhibit A: Contract Affidavit

Exhibit B: Request for Proposal dated March 15, 2018 and all amendments and exhibits
thereto (collectively referred to as the “RFP”)

Exhibit C: Contractor’s Proposal dated (Contractors Proposal Date) and any subsequent
BAFO dated (BAFO Date) (collectively referred to as “the Proposal”)

1.2 If there are any inconsistencies between the contract and any of the Exhibits, the terms of
this Contract shall prevail. If there are any inconsistencies between Exhibit B and Exhibit
C, Exhibit B shall prevail.

1.3 No other order, statement, or conduct of the Procurement Officer or of any other person
shall be treated as a change or entitle the Contractor to an equitable adjustment under this
section. Any modification to this Contract must first be approved in writing by the
Procurement Officer, subject to any additional approvals required by State law and the
Maryland Judiciary’s Procurement Policy and procedures.

1.4  Except as otherwise provided in this Contract, if any order causes an increase or decrease
in the Contractor’s cost of, or the time required for, the performance of any part of the
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1.5

work, an equitable adjustment in the Contract price shall be made and the Contract
modified in writing accordingly. The Contractor must assert in writing its right to an
adjustment under this section within thirty (30) days of receipt of a written change order
and include a written statement setting forth the nature and cost of such claim. No claim by
the Contractor shall be allowed if asserted after final payment under this Contract.

Failure to agree to an adjustment under this section shall be a dispute under the Disputes
clause. Nothing in this section shall excuse the Contractor from proceeding with the
Contract as changed.

2. Term of the Contract

Unless the Contract is terminated earlier as provided herein, the term of the Contract is the period
of (1) year beginning at the execution date of the contract. Audit, confidentiality, document
retention, and indemnification obligations under this Contract shall survive the expiration or
termination of the Contract.

3. Consideration and Payment

3.1

3.2

3.3

3.4

In consideration of the satisfactory performance of the Services, the AOC shall pay the
Contractor in accordance with the terms of this Contract and at the rate specified in the
Request for Proposal. Except with the express written consent of the Procurement Officer,
total payments to the Contractor pursuant to the original form of this Contract may not
exceed $.............. (the “NTE Amount”).

All invoices shall be submitted within thirty (30) calendar days after the completion and
acceptance by the AOC for each deliverable and include the following information: name
and address of the AOC; vendor name; remittance address; federal taxpayer identification
or (if owned by an individual) his/her social security number; invoice period; invoice date;
invoice number; amount due; and the deliverable ID number for the deliverable being
invoiced. Additional information may be required in the future. Invoices submitted without
the required information will not be processed for payment until the Contractor provides
the requested information.

Payments to the Contractor for each deliverable should be made no later than thirty (30)
days after the acceptance of the deliverable and receipt of a proper invoice from the
Contractor. Charges for late payment of invoices are prohibited.

In addition to any other available remedies, if, in the opinion of the Procurement Officer,
the Contractor fails to perform in a satisfactory and timely manner, the Procurement
Officer may refuse or limit approval of any invoice for payment and may cause payments
to the Contractor to be reduced or withheld until such time as the Contractor meets
performance standards as established by the Procurement Officer in accordance with this
Contract. Final payment shall not be construed as a waiver or termination of any rights and
remedies available to AOC for any failure of Contractor to perform the Contract in a
satisfactory and timely manner.
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4. \Warranties

The Contractor hereby represents and warrants that:

4.1

4.2

4.3

4.4

It is qualified to do business in the State of Maryland and that it will take such action as
may be necessary to remain so qualified;

It shall comply with all federal, State and local laws applicable to its activities and
obligations under this Contract;

It shall obtain, at its expense, all licenses, permits, insurance, and governmental
approvals, if any, necessary to the performance of its obligations under this Contract; and

It is responsible for all acts and omissions of its agents, employees, and subcontractors,
including, but not limited to violations of the Non-Disclosure Agreement.

5. Patents and Copyrights, if applicable

5.1

5.2

5.3

5.4

If the Contractor furnishes any design, device, material, process, code, or other item that is
covered by a patent or copyright or which is proprietary to or a trade secret of another, the
Contractor shall obtain the necessary permission or license for the AOC’s use of such item
or items.

The Contractor shall defend or settle, at its own expense, any claim or suit against the
State, AOC, or their employees acting within the scope of employment, alleging that any
such item furnished by the Contractor infringes any patent, trademark, copyright, or trade
secret. The Contractor also shall pay all damages and costs that by final judgment might be
assessed against the State, AOC, or their employees acting within the scope of
employment, due to such infringement and all attorney fees and costs incurred by the State
to defend against such a claim or suit.

If any products furnished by the Contractor become, or in the Contractor's opinion are
likely to become, the subject of a claim of infringement, the Contractor shall, at its option
and expense: a) procure for the AOC the right to continue using the applicable item, b)
replace the product with a non-infringing product substantially complying with the item's
specifications, or; ¢) modify the item so that it becomes non-infringing and performs in a
substantially similar manner to the original item.

If the Contractor obtains or uses for purposes of this Contract any design, device, material,
process, code, supplies, equipment, text, instructional material, services or other work, the
Contractor shall indemnify the AOC, its officers, agents, and employees with respect to any
claim, action, cost, or judgment for patent, trademark, or copyright infringement, arising
out of the possession or use of any design, device, material, process, supplies, equipment,
text, instructional material, services or other work covered by any Contract awarded.

6. Non-hiring of Employees
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No employee of the Maryland Judiciary or any unit hereof whose duties as such employee include
matters relating to or affecting the subject matter of this Contract shall become or be an employee
of the Contractor, as provided under MD Code, General Provisions § 5-501, et seq.

7. Non-employment of Contractor’s emplovees

Nothing in this contract shall be construed to create an employment relationship between the AOC
and any employee of either the Contractor or Contractor’s subcontractors.

8. Disputes

Any claim regarding the proper interpretation of this Contract shall be submitted, in writing, to the
Procurement Officer, together with a statement of grounds supporting the Contractor’s
interpretation. Pending resolution of a claim by the Procurement Officer, the Contractor shall
proceed diligently with the performance of the Contract in accordance with the Procurement
Officer’s decision. An adverse decision to the Contractor may be appealed by the Contractor to the
AOC within fifteen (15) days of the Procurement Officer’s decision for adjudication pursuant to
the Maryland Judiciary Procurement Policy.

9. Maryland Law

The place of performance of this Contract shall be the State of Maryland. This Contract shall be
performed, construed, interpreted, and enforced according to the laws of the State of Maryland,
including MC Code, State Government Article 8§ 12-204. No action relating to this contract shall
be brought in any forum other than Maryland, whether or not the AOC is a party to such an action.

10. Non-discrimination in Employment

The Contractor agrees: (a) not to discriminate in any manner against any person because of race,
color, religion, age, sex, marital status, national origin, physical or mental disability, familial
status, genetic information, gender identity or expression, sexual orientation, or any other
characteristic protected by State or federal law; (b) to include a provision similar to that contained
in subsection (a), above, in any underlying subcontract; and (c) to post and to cause subcontractors
to post in conspicuous places available to employees and applicants for employment, notices
setting forth the substance of this clause.

11. Contingent Fee Prohibition

The Contractor warrants that it has not employed or retained any person, partnership, corporation,
or other entity, other than a bona fide employee, bona fide agent, bona fide salesperson, or
commercial selling agency working for the Contractor to solicit or secure this Contract, and that it
has not paid or agreed to pay any person, partnership, corporation, or other entity, other than a
bona fide employee, bona fide salesperson, or commercial selling agency, any fee or other
consideration contingent on the making of this Contract.

12. Non-availability of Funding
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If the Maryland General Assembly fails to appropriate funds or if funds are not otherwise made
available for continued performance for any fiscal year of this Contract succeeding the first fiscal
year, this Contract shall be canceled automatically as of the beginning of the fiscal year for which
funds were not appropriated or otherwise made available; provided, however, that this will not
affect either the AOC’s rights or the Contractor’s rights under any termination clause in this
Contract. The effect of termination of the Contract hereunder will be to discharge both the
Contractor and the AOC from future performance of the Contract, but not from their rights and
obligations existing at the time of termination. The Contractor shall be reimbursed for the
reasonable value of any non-recurring costs incurred but not amortized in the price of the Contract.
The AOC shall notify the Contractor as soon as it has knowledge that funds may not be available
for the continuation of this Contract for each succeeding fiscal period beyond the first.

13. Termination for Cause

If Contractor fails to fulfill its obligations under this Contract properly and on time, or otherwise
violates any provision of the Contract, the AOC may terminate the Contract by written notice to
the Contractor. The notice shall specify the acts or omissions relied upon as cause for termination.
All finished or unfinished work provided by the Contractor shall, at the AOC’s option, become the
AOC’s property. The AOC shall pay the Contractor fair and equitable compensation for
satisfactory performance prior to receipt of notice of termination, less the amount of damages
caused by the Contractor’s breach. If the damages are more than the compensation payable to the
Contractor, the Contractor will remain liable after termination, and the AOC can affirmatively
collect damages.

14. Termination for Convenience

The performance of work under this Contract may be terminated by the AOC in accordance with
this clause in whole or, from time to time, in part whenever the AOC determines that such
termination is in the AOC’s best interest. The AOC will pay all reasonable costs associated with
this Contract that the Contractor has incurred up to the date of termination, and all reasonable costs
associated with termination of the Contract; however, the Contractor shall not be reimbursed for
any anticipatory profits that have not been earned up to the date of termination.

15. Delays and Extensions of Time

The Contractor agrees to perform this Contract continuously and diligently. No charges or claims
for damages shall be made by the Contractor for any delays or hindrances, regardless of cause, in
the performance of services under this Contract. Time extensions may be granted only for
excusable delays that arise from unforeseeable causes beyond the control and without the fault or
negligence of the Contractor, including but not restricted to acts of God, acts of the public enemy,
acts of the State in either its sovereign or contractual capacity, acts of another Contractor in the
performance of an AOC contract, fires, floods, epidemics, quarantine restrictions, strikes, freight
embargoes, or the delay of a subcontractor or supplier arising from unforeseeable causes beyond
the control and without the fault or negligence of either the Contractor or the subcontractor or
supplier.
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16. Suspension of Work

The AOC may direct the Contractor in writing to suspend, delay, or interrupt all or any part of its
performance for such period of time as the Procurement Officer may determine to be appropriate
for the AOC’s convenience.

17. Pre-existing Law

The applicable statutes and regulations of the State of Maryland are hereby incorporated in this
Contract.

18. Financial Disclosure

The Contractor shall comply with the provisions of MD Code, State Finance and Procurement 8
13-221.

19. Political Contribution Disclosure.

The Contractor shall comply with Title 14 of the Election Law of Maryland.

20. Right to Audit

20.1 The Contractor shall establish a reasonable accounting system, shall retain and maintain all
records and supporting documents and materials relating to this Contract for five (5) years
after final payment by the AOC hereunder and shall make them available for inspection
and audit by authorized representatives of the State of Maryland and/or the AOC, including
the Procurement Officer or the Procurement Officer’s designee, at all reasonable times.
The Contractor shall cooperate fully with any audits or investigations conducted by the
State of Maryland and/or the AOC.

20.2 The AOC reserves the right, at its sole discretion at any time, to perform an audit of the
Contractor’s performance under this Contract. Auditing is defined as an independent
objective assurance and consulting activity performed by qualified personnel including, but
not limited to, the AOC’s Internal Audit Department, to determine by investigation,
examination, or evaluation of objective evidence from data, statements, records, operations,
and performance practices (financial or otherwise), the Contractor’s compliance with the
Contract, including but not limited to adequacy and compliance with established
procedures and internal controls over the Contract services being performed for the AOC.

20.3  Upon three (3) business days’ notice, the Contractor shall provide the AOC reasonable
access to their respective records to verify compliance with the terms of the Contract. The
AOC may conduct these audits with any or all of its own internal resources or by securing
the services of a third party accounting or audit firm, solely at the AOC’s election. The
AOC may copy, at its own expense, any record related to the services performed and
provided under this Contract.
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20.4  The right to audit shall include the Contractor’s subcontractors including, but not limited
to, any lower tier subcontractor(s) that provide essential support to the Contract services.
The Contractor and/or subcontractor(s) shall ensure the AOC has the right to audit such
subcontractor(s).

21. Liability for Loss of Data

In the event of loss of any data or records necessary for the performance of this Contract, which
such loss is due to the error, negligence, or intentional act or omission of the Contractor, the
Contractor shall be responsible, irrespective of cost to the Contractor, for recreating all such lost
data or records in a manner, format, and time-frame acceptable to the AOC.

22. Subcontracting and Assignment

The Contractor may subcontract any portion of the services provided under this Contract by
obtaining the Procurement Officer’s prior written approval. The Contractor may assign this
Contract, or any of its rights or obligations hereunder, only with the Procurement Officer’s prior
written approval. Any such subcontract or assignment shall be subject to any terms and conditions
that the Procurement Officer deems necessary to protect the interest of the State of Maryland. The
AOC shall not be responsible for the fulfillment of the Contractor’s obligations to subcontractors.

23. Novation and Assignment

If the Contractor sells its interests in the Contract to another business entity (hereinafter
“assignee”), the original Contractor must notify the AOC of the assignment within five (5)
business days. The Contractor’s assignee and the AOC must sign a novation agreeing to continue
with the original terms of the Contract. The assignee must accept all liability on behalf of the
Contractor and submit the necessary documentation (i.e. Certificate of Insurance) with identical
insurance coverage to the Contractor to the Procurement Officer within five (5) business days of
notifying the AOC of the assignment.

24. Overtime
Contractors shall be paid according to the RFP. If overtime pay is not provided for in the RFP,
then the Contractor shall not be provided compensation for overtime unless otherwise agreed to in

advance, in writing, by the Procurement Officer.

25. Indemnification

25.1. The Contractor shall hold harmless and indemnify the AOC from and against any
and all losses, damages, claims, suits, actions, liabilities, and/or expenses,
including, without limitation, attorneys’ fees and costs and disbursements of any
character that arise from, are in connection with or are attributable to the
performance or nonperformance of the Contractor or its subcontractors under this
contract.
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25.2 The AOC has no obligation to provide legal counsel or defense to the Contractor or
its subcontractors in the event that a suit, claim or action of any character is brought
by any person not party to this Contract against the Contractor or its subcontractors
as a result of or relating to the Contractor’s obligations under this Contract.

25.3 The AOC has no obligation for the payment of any judgments or the settlement of
any claims against the Contractor or its subcontractors as a result of or relating to
the Contractor’s obligations under this Contract.

25.4  The Contractor shall immediately notify the Procurement Officer of any claim, suit
or action made or filed against the Contractor or its subcontractors regarding any
matter resulting from or relating to the Contractor’s obligations under the Contract,
and shall cooperate, assist and consult with the AOC in the defense or investigation
of any such claim, suit, or action.

26. Limitation of Liability

Without prejudice to the AOC’s right to pursue non-monetary remedies, Contractor shall be liable
as follows:

26.1  For infringement of patents, trademarks, trade secrets, and copyrights, as provided in 8 5 of
this Contract;

26.2  For damages arising out of death or bodily injury or property damage, no limitation; and

26.3  For all other claims, damages, loss, costs, expenses, suits or actions in any way related to
this Contract, regardless of the form of such actions, the Contractor’s liability shall not
exceed five (5) times the NTE amount. Notwithstanding the foregoing, the Contractor’s
liability for third-party claims shall be unlimited.

27. Public Information Act Notice

The AOC provides public access to records in accordance with MD Code, General Provisions 8 4-
101 et seq. and the Maryland Rules of Procedure, Rules 16-901 through 16-912. If a request is
made to review any records pertaining to this contract, the Contractor may be contacted by the
AOC, as circumstances allow, to express its views on the availability of requested information.
The final decision on release of any information rests with the AOC.

28. Conflict of Interest

28.1 "Conflict of interest” means that because of other activities or relationships with other
persons, a person is unable or potentially unable to render impartial assistance or advice to
the State or the AOC, or the person's objectivity in performing the contract work is or
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28.2

28.3

28.4

28.5

29.

29.1

29.2

29.3

might be otherwise impaired, or a person has an unfair competitive advantage. “Conflict of
interest” includes pending litigation in the Maryland courts.

"Person” includes a contractor, consultant, or subcontractor or sub consultant at any tier,
and also includes an employee or agent of any of them if the employee or agent has or will
have the authority to control or supervise all or a portion of the work for which a bid or
offer is made.

The Contractor warrants that, except as disclosed in Section 26.4 below, there are no
relevant facts or circumstances now giving rise or which could, in the future, give rise to a
conflict of interest.

The following facts or circumstances give rise or could in the future give rise to a conflict
of interest (Contractor: explain details-attach additional sheets if necessary; if none, so
state:

The Contractor agrees that if an actual or potential conflict of interest arises after

the contract commences, the Contractor shall immediately make a full disclosure in writing
to the Procurement Officer of all relevant facts and circumstances. This disclosure shall
include a description of actions which the Contractor has taken and proposes to take to
avoid, mitigate, or neutralize the actual or potential conflict of interest. If the contract has
been awarded and performance of the contract has begun, the contractor shall continue
performance until notified by the Procurement Officer of any contrary action to be taken.
The existence of a conflict of interest is cause for termination of the Contract as well as
disciplinary action against an employee for whom a conflict exists.

Ownership and Rights in Data

In addition to the requirements stated in the RFP, the Contractor agrees to furnish the AOC
with copies of the following: computations, computer files, data, model(s), transmittal
letters, response letters, training materials, and all other documents or correspondence
pertinent to the operation of automated document creation system

The AOC shall be the owner of all materials developed under this Contract and shall be entitled
to use, transfer, disclose, and copy them in any manner, without restriction and without
compensation to the Contractor. Without AOC’s prior written consent, the Contractor may
neither use, execute, reproduce, display, perform, distribute (internally or externally), retain
copies of, or prepare derivative works based on, these Materials nor authorize others to perform
those acts.

The Contractor agrees that, at all times during the terms of this Contract and thereafter, all
materials developed under this Contract, shall be “works for hire” as that term is interpreted
under U.S. copyright law. To the extent that any of these materials are not works for hire for
the AOC, the Contractor hereby relinquishes, transfers, and assigns to the AOC all of its rights,
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title, and interest (including all intellectual property rights) in such materials, and shall

cooperate with the AOC in effectuating and registering any necessary assignments.
29.4  The AOC shall retain full ownership over any materials that the AOC

provides to the Contractor under this Contract.

30. Notices

All notices required to be given by one party to the other hereunder shall be in writing and shall be
addressed as follows:

AOC: Khrystine Bunche
Administrative Office of the Courts
2003 C Commerce Park Drive
Annapolis, MD 21401

Contractor: (Name of Authorized Official or Point of Contact)
(Company Name and Address)

SIGNATURES:

In Witness Whereof, the parties have signed this Contract this day of , 20

Contractor:
(Company Name)

Date:
Signature
Authorized Representative
For the Administrative Office of the Courts:

Date:
Kevin Kelly, Director
Procurement, Contract & Grant Administration

Date:
Pamela Harris
State Court Administrator

Date:
Mary Ellen Barbera
Chief Judge, Court of Appeals of Maryland
Approved for form and legal sufficiency this day of , 2018
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Stephane J. Latour
Managing Legal Counsel

ATTACHMENT B - BID PROPOSAL AFFIDAVIT (Authorized Representative and
Affiant)
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A. AUTHORIZED REPRESENTATIVE

| HEREBY AFFIRM THAT:

| am the (title) and the duly authorized
representative of (business) and that | possess the
legal authority to make this Affidavit on behalf of myself and the business for which | am acting.

B. AFFIRMATION REGARDING BRIBERY CONVICTIONS

| FURTHER AFFIRM THAT:

Neither I, nor to the best of my knowledge, information, and belief, the above business (as is
defined in Section 16-101(b) of the State Finance and Procurement Article of the Annotated Code
of Maryland), or any of its officers, directors, partners, controlling stockholders, or any of its
employees directly involved in the business’s contracting activities, including obtaining or
performing Contracts with public bodies, has been convicted of, or has had probation before
judgment imposed pursuant to Criminal Procedure Article, 86-220, Annotated Code of Maryland,
or has pleaded nolo contendere to a charge of, bribery, attempted bribery, or conspiracy to bribe in
violation of Maryland law, or of the law of any other state or federal law, except as follows
(indicate the reasons why the affirmation cannot be given and list any conviction, plea, or
imposition of probation before judgment with the date, court, official or administrative body, the
sentence or disposition, the name(s) of person(s) involved, and their current positions and
responsibilities with the business): if none, so state:

C. AFFIRMATION REGARDING OTHER CONVICTIONS
| FURTHER AFFIRM THAT:
Neither I, nor to the best of my knowledge, information, and belief, the above business, or any of
its officers, directors, partners, controlling stockholders, or any of its employees directly involved
in the business's contracting activities including obtaining or performing contracts with public
bodies, has:
(1) Been convicted under state or federal statute of:

(a) a criminal offense incident to obtaining, attempting to obtain, or performing a public or
private contract; or

(b) fraud, embezzlement, theft, forgery, falsification or destruction of records, or receiving
stolen property;
(2) Been convicted of any criminal violation of a state or federal antitrust statute;
(3) Been convicted under the provisions of Title 18 of the United States Code for violation of the
Racketeer Influenced and Corrupt Organization Act, 18 U.S.C. 81961, et seq., or the Mail Fraud
Act, 18 U.S.C. 81341, et seq., for acts in connection with the submission of bids or proposals for a
public or private contract;
(4) Been convicted of a violation of the State Minority Business Enterprise Law, Section 14-308 of
the State Finance and Procurement Article of the Annotated Code of Maryland;
(5) Been convicted of a violation of the Section 11-205.1 of the State Finance and Procurement
Avrticle of the Annotated Code of Maryland,;
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(6) Been convicted of conspiracy to commit any act or omission that would constitute grounds for
conviction or liability under any law or statute described in subsection (1) through (5) above;

(7) Been found civilly liable under a state or federal antitrust statute for acts or omissions in
connection with the submission of bids or proposals for a public or private contract;

(8) Been found in a final adjudicated decision to have violated the Commercial Nondiscrimination
Policy under Title 19 of the State Finance and Procurement Article of the Annotated Code of
Maryland with regard to a public or private contract; or

(9) Admitted in writing or under oath, during the course of an official investigation or other
proceedings, acts or omissions that would constitute grounds for conviction or liability under any
law or statute described in Section B and subsections (1) through (7) above, except as follows
(indicate reasons why the affirmations cannot be given, and list any conviction, plea, or imposition
of probation before judgment with the date, court, official or administrative body, the sentence or
disposition, the name(s) of the person(s) involved and their current positions and responsibilities
with the business, and the status of any debarment): if none, so state:

D. AFFIRMATION REGARDING DEBARMENT

| FURTHER AFFIRM THAT:

Neither I, nor to the best of my knowledge, information, and belief, the above business, or any of
its officers, directors, partners, controlling stockholders, or any of its employees directly involved
in the business’s contracting activities, including obtaining or performing contracts with public
bodies, has ever been suspended or debarred (including being issued a limited denial of
participation) by any public entity, except as follows (list each debarment or suspension providing
the dates of the suspension or debarment, the name of the public entity and the status of the
proceedings, the name(s) of the person(s) involved and their current positions and responsibilities
with the business, the grounds of the debarment or suspension, and the details of each person's
involvement in any activity that formed the grounds of the debarment or suspension): if none, so
state:

E. AFFIRMATION REGARDING DEBARMENT OF RELATED ENTITIES

| FURTHER AFFIRM THAT:

(1) The business was not established and it does not operate in a manner designed to evade the
application of or defeat the purpose of debarment pursuant to Sections 16-101, et seq., of the State
Finance and Procurement Article of the Annotated Code of Maryland; and

(2) The business is not a successor, assignee, subsidiary, or affiliate of a suspended or debarred
business, except as follows (you must indicate the reasons why the affirmations cannot be given
without qualification): if none, so state:
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F. SUB-CONTRACT AFFIRMATION

| FURTHER AFFIRM THAT:

Neither I, nor to the best of my knowledge, information, and belief, the above business, has
knowingly entered into a contract with a public body under which a person debarred or suspended
under Title 16 of the State Finance and Procurement Article of the Annotated Code of Maryland
will provide, directly or indirectly, supplies, services, architectural services, construction related
services, leases of real property, or construction.

G. AFFIRMATION REGARDING COLLUSION

| FURTHER AFFIRM THAT:

Neither I, nor to the best of my knowledge, information, and belief, the above business has:

(1) Agreed, conspired, connived, or colluded to produce a deceptive show of competition in the
compilation of the accompanying bid or offer that is being submitted;

(2) In any manner, directly or indirectly, entered into any agreement of any kind to fix the bid price
or price proposal of the bidder or Offerors or of any competitor, or otherwise taken any action in
restraint of free competitive bidding in connection with the contract for which the accompanying
bid or offer is submitted.

| FURTHER AFFIRM THAT:

| am aware of, and the above business will comply with, Election Law Article, §814-101—14-108,
Annotated Code of Maryland, which requires that every person that enters into contracts, leases, or
other agreements with the State of Maryland, including its agencies or a political subdivision of the
State, during a calendar year in which the person receives in the aggregate $100,000 or more shall
file with the State Board of Elections a statement disclosing contributions in excess of $500 made
during the reporting period to a candidate for elective office in any primary or general election.

H. CERTIFICATION OF CORPORATION REGISTRATION AND TAX PAYMENT

| FURTHER AFFIRM THAT:

(1) The business named above is a (domestic ) (foreign __) corporation registered in
accordance with the Corporations and Associations Article, Annotated Code of Maryland, and that
it is in good standing and has filed all of its annual reports, together with filing fees, with the
Maryland State Department of Assessments and Taxation, and that the name and address of its
resident agent filed with the State Department of Assessments and Taxation is (IF NOT
APPLICABLE, SO STATE): if none, so state:

Name:

Address:

(2) Except as validly contested, the business has paid, or has arranged for payment of, all taxes due
the State of Maryland and has filed all required returns and reports with the Comptroller of the
Treasury, the State Department of Assessments and Taxation, and the Department of Labor,
Licensing, and Regulation, as applicable, and will have paid all withholding taxes due the State of
Maryland prior to final settlement.

I. CONTINGENT FEES

| FURTHER AFFIRM THAT:

The business has not employed or retained any person, partnership, corporation, or other entity,
other than a bona fide employee, bona fide agent, bona fide salesperson, or commercial selling
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agency working for the business, to solicit or secure the Contract, and that the business has not
paid or agreed to pay any person, partnership, corporation, or other entity, other than a bona fide
employee, bona fide agent, bona fide salesperson, or commercial selling agency, any fee or any
other consideration contingent on the making of the Contract.

J. ACKNOWLEDGEMENT

| ACKNOWLEDGE THAT this Affidavit is to be furnished to the Procurement Officer and may
be distributed to units of: (1) the State of Maryland; (2) counties or other subdivisions of the State
of Maryland; (3) other states; and (4) the federal government. | further acknowledge that this
Affidavit is subject to applicable laws of the United States and the State of Maryland, both
criminal and civil, and that nothing in this Affidavit or any contract resulting from the submission
of this bid or proposal shall be construed to supersede, amend, modify or waive, on behalf of the
State of Maryland, or any unit of the State of Maryland having jurisdiction, the exercise of any
statutory right or remedy conferred by the Constitution and the laws of Maryland with respect to
any misrepresentation made or any violation of the obligations, terms and covenants undertaken by
the above business with respect to (1) this Affidavit, (2) the contract, and (3) other Affidavits
comprising part of the contract.

| DO SOLEMNLY DECLARE AND AFFIRM UNDER THE PENALTIES OF PERJURY THAT
THE CONTENTS OF THIS AFFIDAVIT ARE TRUE AND CORRECT TO THE BEST OF MY
KNOWLEDGE, INFORMATION, AND BELIEF.

Date: By:
(Authorized Representative and Affiant)

ATTACHMENT C - CONTRACT AFFIDAVIT
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CONTRACT AFFIDAVIT

A. AUTHORITY
| HEREBY AFFIRM THAT:

I, (print name), possess the legal authority to make this Affidavit.

B. CERTIFICATION OF REGISTRATION OR QUALIFICATION WITH THE STATE
DEPARTMENT OF ASSESSMENTS AND TAXATION

| FURTHER AFFIRM THAT:

The business named above is a (check applicable box):

(1) Corporation — O domestic or O foreign;

(2) Limited Liability Company — O domestic or [0 foreign;
(3) Partnership — O domestic or O foreign;

(4) Statutory Trust — [0 domestic or [ foreign;

(5) O Sole Proprietorship.

and is registered or qualified as required under Maryland Law. | further affirm that the above
business is in good standing both in Maryland and (IF APPLICABLE) in the jurisdiction where it
is presently organized, and has filed all of its annual reports, together with filing fees, with the
Maryland State Department of Assessments and Taxation. The name and address of its resident
agent (IF APPLICABLE) filed with the State Department of Assessments and Taxation is: if none,
so state):

Name:
Department ID Number:
Address:

and that if it does business under a trade name, it has filed a certificate with the State Department
of Assessments and Taxation that correctly identifies that true name and address of the principal or
owner as: if none, so state):

Name:

Department ID Number:
Address:
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C. POLITICAL CONTRIBUTION DISCLOSURE AFFIRMATION
| FURTHER AFFIRM THAT:

| am aware of, and the above business will comply with, Election Law Article, §§14-101 — 14-
108, Annotated Code of Maryland, which requires that every person that enters into contracts,
leases, or other agreements with the State of Maryland, including its agencies or a political
subdivision of the State, during a calendar year in which the person receives in the aggregate
$100,000 or more shall file with the State Board of Elections a statement disclosing contributions
in excess of $500 made during the reporting period to a candidate for elective office in any
primary or general election.

D. CERTAIN AFFIRMATIONS VALID
| FURTHER AFFIRM THAT:

To the best of my knowledge, information, and belief, each of the affirmations, certifications, or
acknowledgements contained in that certain Bid/Proposal Affidavit dated ,20__ ,and
executed by me for the purpose of obtaining the contract to which this Exhibit is attached remains
true and correct in all respects as if made as of the date of this Contract Affidavit and as if fully set
forth herein.

| DO SOLEMNLY DECLARE AND AFFIRM UNDER THE PENALTIES OF PERJURY THAT
THE CONTENTS OF THIS AFFIDAVIT ARE TRUE AND CORRECT TO THE BEST OF MY
KNOWLEDGE, INFORMATION, AND BELIEF.

Date:

By:
(printed name of Authorized Representative and Affiant)

(signature of Authorized Representative and Affiant)
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ATTACHMENT D - PRE-PROPOSAL CONFERENCE RESPONSE FORM

Project No. K18-0065-29

Project Title: Turnkey Automated Document Creation System and Professional Services

Pre-Proposal Conference: March 28, 2018 at 1:00PM

Please e-mail this form to the Procurement Officer:

Khrystine.Bunche@mdcourts.gov

By March 27, 2018 at 2:00PM advising whether or not you plan to attend this Conference.
Please indicate:
_ Yes, the following representatives will be in attendance:

1.

2.

No, we will not be in attendance.

Company/Firm/Company Name Telephone

Contact Name
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ATTACHMENT E - PRICE PROPOSAL FORM

PRICE PROPOSAL FOR RFP # K18-0065-29

Offerors may submit their own formatted price proposals to capture all elements necessary to
ensure a complete turnkey system.

e Offeror must ensure their proposal covers all anticipated costs.

e Offeror shall provide a detailed timeline/schedule with proposed man hours to be spent on
site.

e Offeror must specify what training will be provided, the number of trainees allowed and
the total cost. Training shall be conducted on-site.

List of Elements to include, but not limited to:

e Project Timeline to Include Project Tasks and Milestones $
e Professional Services: *Fully Loaded Hourly Rate $
e Software (annual cost to include maintenance): $
e Training $
e Hardware (if required) $

CONTRACT NTE: $

*Fully loaded fixed price that includes, as specified, all direct and indirect costs and profit for the
Vendor to perform. Indirect costs shall include all costs that would normally be considered general
and administrative costs and/or travel costs, or which in any way are allocated by the VVendor
against direct labor hours as a means of calculating profit or recouping costs which cannot be
directly attributable to the Contract. The Fully Loaded Hourly Labor Rate is the actual rate the
AOC will pay for services and must be recorded in dollars and cents.
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ATTACHMENT F - NON-DISCLOSURE AGREEMENT

THIS NON-DISCLOSURE AGREEMENT (“Agreement”) is made as of this _ day of ,

2018, by and between Administrative Office of the Courts (“AOC”) and (Contractor™), a
corporation with its principal business office located at and its principal office in Maryland
located at
RECITALS

WHEREAS, the Contractor and AOC have entered into Contract No. K18-0065-29 (the

“Contract); and

WHEREAS, in order for Contractor to perform the work required under the Contract, or in the course of that
work, the Contractor, the Contractor’s subcontractors, and the Contractor’s and subcontractors’ employees and agents
(collectively the “Contractor’s Personnel”) may come into contact with information maintained or held by the Judicial
branch of the Maryland government (“Confidential Information”), including the AOC and all courts, units and
departments (collectively “the Judiciary™); and

WHEREAS, the Judiciary, in order to comply with the law, fulfill its various missions, and enhance the safety of
participants in the judicial process, must ensure the confidentiality of certain information, and, to that end, must
act as the sole entity with the authority to determine which information held by the Judiciary may be disclosed
to persons or entities outside of the Judiciary; and

WHEREAS, Contractor acknowledges that Contractor’s compliance with this Agreement is a condition of
doing business with AOC,

NOW, THEREFORE, Contractor agrees as follows:

1. “Confidential Information” includes any and all information provided by or made available by the Judiciary to
Contractor’s Personnel in connection with the Contract, regardless of the form, format, or media on or in which the
Confidential Information is provided and regardless of whether any such Confidential Information is marked as such or
disclosed deliberately or inadvertently. Such information is Confidential Information, whether or not its contents may
also be gathered from other sources, or may subsequently be disseminated to the public. Confidential Information
includes, by way of example only, information that the Contractor’s Personnel sees, views, hears, takes notes from,
copies, possesses or is otherwise provided access to and use of by the Judiciary, whether the information relates to the
Contract or the Contract has placed the Contractor’s Personnel in the position to receive the information. Confidential
information further includes information both held by the Judiciary and derived or created from information held by the
Judiciary.

2. Contractor’s Personnel shall not, without the AOC’s prior written consent, copy, disclose, publish, release, transfer,
disseminate, use, or allow access for any purpose or in any form, any Confidential Information, except for the sole and
exclusive purpose of performing under the Contract and except for disclosures to such Judiciary employees whose
knowledge of the information is necessary to the performance of the Contract. Contractor shall limit access to the
Confidential Information to Contractor’s Personnel who: 1) have a demonstrable need to know such Confidential
Information in order to perform Contractor’s duties under the Contract and 2) have agreed with Contractor in writing to
be bound by the disclosure and use limitations pertaining to the Confidential Information. The names of Contractor’s
Personnel are attached hereto and made a part hereof as Exhibit 1. With respect to information pertaining to the job
performance, skills, or conduct of any Judiciary employee, the only person with the need to know such information
is , and, except in cases of emergency involving imminent or actual bodily harm or significant
property loss or damage, such information may only be disseminated to him, or, in his absence, to the State Court
Administrator.
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3. Contractor shall require each employee, agent, and subcontractor whose name appears on Exhibit 1 to sign a writing
acknowledging receipt of a copy of , and agreeing to comply with the terms and conditions of, this Agreement.
Subcontractors shall expressly agree to all of the terms applicable to Contractor. Accordingly, subcontractors must
require their employees and agents to sign such a writing and must submit those individuals’ names to the Contractor
for inclusion on Exhibit 1. Upon the Procurement Officer’s request, Contractor shall provide originals of all such
writings to the AOC. Contractor and subcontractors shall update Exhibit 1 by adding additional names as needed and
shall ensure that no employee or agent comes into contact with Confidential Information before that person has signed
this Agreement.  This Agreement shall not be construed to create a employment relationship between AOC and any of
Contractor’s or subcontractors’ personnel.

4. If Contractor intends to disseminate any portion of the Confidential Information to non-employee agents who are
assisting in Contractor’s performance of the Contract or who will otherwise have a role in performing any aspect of the
Contract, Contractor shall first obtain AOC Contract Manager’s written consent to any such dissemination. AOC’s
Contract Manager may grant, deny, or condition any such consent, as it may deem appropriate in the Contract Manager’s
sole and absolute subjective discretion.

5. Contractor shall hold the Confidential Information in trust and in strictest confidence, adopt or establish operating
procedures and physical security measures, take all other measures necessary to protect the Confidential Information
from inadvertent release or disclosure to, or theft by, unauthorized third parties, and prevent all or any portion of the
Confidential Information from falling into the public domain or into the possession of persons not bound to maintain the
confidentiality of the Confidential Information.

6. Contractor shall promptly advise the AOC Contract Manager in writing if Contractor learns of any unauthorized use,
misappropriation, or disclosure of the Confidential Information by any of Contractor’s Personnel or the Contractor’s
former Personnel. Contractor shall, at its own expense, cooperate with AOC in seeking damages and/or injunctive or
other equitable relief against any such person(s).

7. Upon the earlier of AOC’s request or termination of the Contract, Contractor shall, at its own expense, return to the
Contract Manager , all copies of the Confidential Information, no matter how formatted or stored, in Contractor’s
and/or Contractor’s Personnel’s care, custody, control or possession.

8.A breach of this Agreement by the Contractor or noncompliance by Contractor’s Personnel with the terms of this
Agreement shall also constitute a breach of the Contract. The termination of the Contract does not terminate Contractor’s
obligations under this Agreement.

9. Contractor acknowledges that any failure by the Contractor or Contractor’s Personnel to abide by the terms of this
Agreement may cause irreparable harm to the Judiciary and that monetary damages may be inadequate to compensate
the Judiciary for such breach. Accordingly, the Contractor agrees that the AOC may, in addition to any other remedy
available to AOC under Maryland and any applicable federal law, seek injunctive relief and/or liquidated damages of
$1,000 for each unauthorized disclosure. Contractor consents to personal jurisdiction in the Maryland State Courts and
to the application of Maryland law, if AOC so elects in its sole discretion, irrespective of Maryland’s conflict-of-law
rules. If the Judiciary suffers any losses, damages, liabilities, expenses, or costs (including, by way of example only,
attorneys’ fees and disbursements) that are attributable, in whole or in part, to any failure by the Contractor or any of
the Contractor’s Personnel to comply with the requirements of this Agreement, the Contractor shall hold harmless and
indemnify the Judiciary from and against any such losses, damages, liabilities, expenses, and/or costs.

10. The parties further agree that 1) Contractor’s rights and obligations under this Agreement may not be assigned or
delegated, by operation of law or otherwise, without AOC’s prior written consent; 2) the invalidity or unenforceability
of any provision of this Agreement shall not affect the validity or enforceability of any other provision of this Agreement,
which shall be construed to provide the broadest possible protection against the disclosure of Judiciary information; 3)
signatures exchanged by facsimile are effective for all purposes hereunder to the same extent as original signatures; and
4) the Recitals are not merely prefatory but are an integral part hereof.
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Contractor: Administrative Office of the Courts

By: Date: Received by:
Name: Date:
[Exhibit 1 dated: ]
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ATTACHMENT G - Item, Pictures and Exhibits

Item 1: Landlord / Tenant Workflow Diagram

Picture 1: System Screenshot of Acceptance and Download Button

Picture 2: System Screenshot of saving Zip File

Picture 3: System Screenshot of saving Zip File

Picture 4: System Screenshot of individual PDFs (court cases

Exhibit A: District Court Form DC-CV-082 - Original Filing-8.5"x11”

Exhibit B : District Court Form DC-CV-082 after SysteAnnotates-8.5”x11

Exhibit C-1: District Court Form DC-CV-082- Tenant — double sided 8.5"x14”
Exhibit C-2: District Court Form DC-CV-082- Tenant-Mail — double sided-8.57x14

Exhibit C-3: District Court Form DC-CV-082 - Court — single sided, back side blank — 8.57x14”
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Item 1. Landlord / Tenant Workflow Diagram

Exhibit A. A Landlord or representative, files a complaint with the Clerk using
the Landlord / Tenant form DC-CV-082 (8.5"x11"). The Landlord could be filing
for a single case or multiple incidents; a separate Formis needed for each case

Exhibit B. The clerk accepts the filing and the system annotates/stamps the
documents (court case number, court date, etc.) in the upper right hand

corner of the form.

S

The end user downloads the annotated PDF documents via the download
button for the accepted batch. (See Pictures 1, 2 and 3).

S

Next, bulk print the batched PDF files by transferring the data contained in the
system onto each 8.5” X 14” system generated form

&

Exhibit C-1 Exhibit C-2 Exhibit C-3
Tenant Tenant Mail Court
8.5"x14" 8.5"x14" 8.5"x14"
(double sided) (double sided) (Single sided)
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Picture 1 - System Screenshot of Acceptance and Download Button

After the filing has been accepted, the end user has the ability to download the annotated
documents via the download button for the accepted batch.
s OFS Review &

Batch Details

Batch Information - Batch # 262 - Gene Santomartino

| Bateh information

Fiing Altomey Payment Type Status Stamped Documents
9 Case Information
29 Kevin Kane CreditCard Accepted DOWNLOAD
Plaintiff 1
Submitted Reviewe Heanng
MD Batch Test 11-17-2017 07:30 AM
N Payment Account
$465.62 CreditCard - Test Checking Account
Envelope Information

27408 Complete
27409 Complete
27410 Complete
27411 Complete

L

Picture 2 - System Screenshot of saving Zip File

The end user can save the zip file anywhere they would like. Please see the next two screenshots

@ hupsy/maryland-stageylerhostnet/OfsWeb/Batch/BatchDetails 6-6096 £ - &G |§ OfSReview @ Batch Details x =]

File Edit View Ffavorites Tools Help

= 2% Dynamics CRM B MDEC Site for Implementat... &) Home - C&J State of Maryl.. ¥ Dashboard - Tyler Technolo... &) Code Mapper &) Odyssey Projects B SRS Documents | Panorama 4! TimeConsultant - Main Menu &) Wb Slice Gallery

1}, OFS Review &

Batch Details

Batch Information - Batch # 262 - Gene Santomartino

| Batch Information

Cases Fiing Attomey Payment Type Stalus L - Case Information
29 Kevin Kane CreditCard Accepted :
Plaintiff 1
Submited Reviewea Revewe: Hearing
MD Batch Test 11-17-2017 07:30 AM
Total Fees Payment Account
$465.62 CreditCard - Test Checking Account
Envelope Information
Envelope Status
27408 Gomplete
27409 Complete
27410 Complete
27411 Complete Save
_________ Save a5
Do you want to open or save 6364771 2ip from maryland net? Qpen ||| Save j|v]| Saveand gpen w15 v
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Picture 3 - System Screenshot of saving Zip File

% Save As

1~ m » ThisPC > Deskiop

Organize ~

3 Quick access
& OneDrive - Tyler T

= This PC

m Desktop

Documents

# Downloads

5 Music

= Pictures

B Videos
£305(C)

=x corpdata (\\plap
=x Public (\\plapvsy
=y Release (\\plapv

=x Data (\\plapvsvt v

New folder

Name

DownloadedDocuments

MDEfilingDemo
PMP Plans
Tyler Budget

Date modified

10/9/2017 1213 PM
12/15/2017 3:15 PM
10/9/2017 2:01 PM
7/19/2017 7:44 PM

Type

File folder
File folder
File folder

File folder

Search Desktop

LY

Size

FIENEN CRl6364771753580530681

Save as type: Compressed (zipped) Folder

~ Hide Folders

Save

Cancel

Picture 4. System Screenshot of individual PDFs (court cases)

The zip file h

File Home  Share

4+ 1 > 6364771753580530681

# Quick access
& OneDrive - Tyler Technologies, Inc

= This PC
= Desktop
4 Documents
& Downloads
& Music
& Pictures
8 Videos
05
sx corpdata (\\plapvsvprime) (M:)

¢ Public (\plapvsvprime) (N:)

~x Release (\\plapvsvprime\Data) (R)

sx Data (\\plapvsvprime) (T:)

& Network

29 items
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Compressed Folder Tools  6364771753580530681

Extract

Name

Extract
al

= 20171110-11090868-5-000001-B00_  Adobe Acrc

20171110-11090868-5-000002-B00-.
20171110-11090868-5-000003-B00.
20171110-11090868-5-000004-B00.

20171110-11090868-5-000006-B00-..
20171110-11090868-5-000007-B00.
20171110-11090868-5-000008-B00_.
20171110-11090868-5-000009-B00.
20171110-11090868-5-000010-B00.
20171110-11090868-5-000011-B00.
20171110-11090868-5-000012-800...

20171110-11090868-5-000014-B00.
20171110-11090868-5-000015-B00.

20171110-11090868-5-000017-B00-..
20171110-11090868-5-000018-B00.
20171110-11090868-5-000019-B00-..

20171110-11090868-5-000021-B00.
20171110-11090868-5-000022-B00.
20171110-11090868-5-000023-800.

20171110-11090868-5-000025-B00.

20171110-11090868-5-000027-800

2M171110-11NANRRR.S-NNAIR-RAN

20171110-11090868-5-000005-800 A

20171110-11090868-5-000013-B00— A

20171110-11090868-5-000016-B00_ A

20171110-11090868-5-000024-B00 A

20171110-11090868-5-000026-B00. A

20171110-11090868-5-000020-800.  Adobe
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as a pdf for every case that was accepted in the batch and each file name is unique.

X



Each single PDF file contained in the zipped file, must be transferred to 11.5x14 paper to generate
3 new double sided forms:

1. Exhibit C-1
2. Exhibit C-2
3. Exhibit C-3
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Exhibit A: A Landlord or representative, files a complaint with
.y . L. the Clerk using the Landlord / Tenant form DC-CV-082
EXh'F"t A'_ P'StnCt SOUI;E Form DC-CV-082 (8.5"x11"). The Landlord could be filing for a single case or
Original Filing - 8.5”x11 multiple incidents; a separate Form is needed for each case.
DISTRICT COURT OF MARYLAND FOR _2ORCHESTER COUNTY No. of tenants 1 ! 3 4
Located at 310 G3y Straet, Cambridge, MD 21513 " CASE NUMBER
' TRIAL DATE & TIME
Enterprise Homes TA CAMBRIDGE COMMONS Affixed on Premises
.f‘sgb'dChestnm Place
Address Dare
Cambridge MD 21612
Ty 5 7 [0 Mailed to Tenant
JAYONA BLAKE
[ORG @ Terani
Yeary lezan) S14 ;" > ;;‘
O %8 CHESTNUT PLACE # 304 SARDie it
Cambridge MD 21813 Served on Party:
Ty ST 7p
Date Date
FAILURE TO PAY RENT - LANDLORD'S CE%%I&\:IQ;TFYOR REPOSSESSION OF RENTED PROPERTY
CAMBRIDGE COMMONS 1236 CHE TNUT PLACE # 304, Cambndge

1. The property is described as:. , Maryland.

Propemy Name Numbar Stro= City

2. Is the Landlord required by law to be licensed/registered in order to operate this premiscs as a rental pmpcﬁv" OYes v .f\o If 50, is the
Landlord \umn(]) licensed/registered [(yes[¥INo. License: ‘Registration number if applicable:

3. The property:[]is affected property under §6-801, Environment Article, its registration with the MDE is current and its registration has

been renewed as required, and its MDE inspection certificate numbered , 15 valid for the current tenancy; or
Inspection Cernitizate No.
Dowm:r is unable to state Certificate No. because[ Joroperty is uumpl[llmanl refused access or to relocate/vacate during remedial work.
The property is not affected
4. The Tenant rents from the Landlord who asks for possession of the property and a judgment for the amount determined te be due.

5. This[]is [Z] s not a government subsidized tenancy. Tenant is responsible to pay the following amount of rent: § %52 due on
the Firs of the Oweek B month, which has not been paid or reduced to judgment.
As of today, reat is due for the [J weeks ] months of 100172017 - 10/31/2017 in the total amount of 409.00
$ 40900 less Tenant payments of § { 0 ) for utility bills, fees, and security deposits under PU §7=309 §
e e Y A : AT TR % % Nel Renk
Late charges accruing in or prior to the month in which the complaint was filed for the (] weeks [4 months 20.45
of _10/01/2017 - 10/31/2017 are due i Ahe AMOUNE OF i iiviosbeunsioionissrssosssinsnosantod s sbsissels e
6. SUBTOT 42045
7. [A The Landlord requests ecomi £l ¢ by the date of trial in the s 409.00
8. TOTAL § 83845

9. The Landlord requests the Tenant's right of redemption be foreclosed due o prior judgments. List the case numbers and judgment dates
within the past 12 months:

2 Casc Numbers & Judgmxat Dates

[4 All the Tenants on the lease are listed above. ||Al least one Tenant is in the mil: service.
tary

[X]Ne Tenant is in the military service and the facts supporting this statement are:

B Verified through DOD at:
Specific facts mast be given for the Cowt o convlude that cach Temant who & 8 sahies] person 3 not i the milltey https:www.dmde.osd mil/appi/scra/
[J 1 am unable to determine whether or not any Tenant is in the military service. e Ao PP) i
10. 0 The Tenant is deceased, intestate (not havi ing made a legal will), and without next of kin.
[bdlx_) afolcumh affirm under the penalty of perjury that the matters and facts set forth above are true to the best of my knowledge, information, and
clicl,

Wnt Filings, LL.C Andrea Rice 11/ '16'“)01"
Print Nsaue of Signer (Landlord Attorney) Agest) Signsture of Landlord Altorney/ Agest Attlomey Bar ¥/ Party &
/130 Minstrel Way. Swite 240, Columbia. MD 21043 (240 5)3 10)0
Address Telephone
(445) 588-0703
Fex [
SUMMONS

TO the Sheriff of this County/Constable of this Court:
You are ordered to serve this notice on the tenant, assignee, or subtenant, or their known or authorized agent in accordance with Real Property Article
§ 8-401(b)(3). In the case of a deceased tenant, you are to notify the occupant or next of kin of the deceased tenant in accordance with Real Property Article

§ 8-401(b)(6).

Tudge/Clerk Date
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DC-CV-082 8.5”x14” (Rev. 02/2017 09/2017)

Exhibit B: District Court Form DC-CV-082 after

Acceptance

TENANT

Exhibit B The clerk accepts the filing and the system
annotates/stamps the documents (court case number,
court date, etc.) in the upper right hand corner of the
form.

MONTGOMERY COUNTY

& DISTRICT COURT OF MARYLANMD FOR

e 1591 Exs Jeif erson Sieeed, Rockelle, MD 20850 CASE NUMEBER
; THIAL DATE & TIME
TA 12401 BRAXFIELD COURT Affeed on Peeion: s
| Tric[) Diabe: 1202002017 9:00 AM - 1230 FM
Fadran [+ 1
ROCKVILLE MD 20852 E-FILED
= aar TV [ Miled s Tenant Dorchesisr District Court
PETER RABBITSON RONALD DUCK Filed: 12H3/2017 11:05 AM
(T e 7 Mumirer of Tenants: 4
RICKY FOX RICHARD BISON e
D Terom (i) . 5 Batch:d
12401 BRAXFIELD COURT @7 L
] ™
ROCKVILLE MO 20852 Servedan Paty:
Tty LT In
[ate [hag=

No.oftmants 1 2 3 4

FAILURE TO PAY RENT -LANDLORD'S COMPLAINT FOR REPOSSESSION OF RENTED PROPERTY

REAL PROPERTY &8-401
12401 BRAXFIELD COURT

. . 12401 FIEELD COURT #7, ROCKVILLE
1. The propemy is described S — — = — » Maryland.
2. Is the Landlord required by law to be 1gisl_cn:d in order to operate this premises as a rental property? MYes (Mo 1f 50, is the
Landlord cumrently licensed/negistened ‘es|_|MNo. LicenseRegistration number if applicahle: 1815

3. The property :[Jis affeced propety under §6-801 , Environment Article, its regisraton with the MDE is cumrent and its registration has

beon renewed as required, and its MDE inspection certificate numbened

, is valid for the current benaney; or

mpecion Cenffcar No

Dmmc: & unable to state Centificate No. because D:mpcrl].r is excempt [ ] temant refused access orto rlocateivacate during remedial work

[#]The property is not affected.

4. The Tenant rents finm the Landlord who asks for possesgion of the propeny and 3 judgment for the amount determined o be due.

5. This[ ]is ]is not a government subsidized tenancy. Tenant is responsible to pay the following amount of rent: $
ofthe J wedk B mon#, which has not been paid or reduced i judgmeni.
As of mday, Tent 15 due for the [ weeks rmnm:ﬁuf

Fimill

the

§ 0.00 less Tenant payments of 3 {

&,

ey ) for whiley hills, fees, and sscunty deposits under PU §7-309 §
Late charges accruing in or prior to the month in which the complaint was filed forthe[d weeks B months
aof are due in the amount of

due on

in the tota] amount of

i (i

Mt Rt

3

SUBTOTAL 3 _000

7. i The Landlord requests rent becoming due after the date of filing, but due by the date of trial in $e amount of

3
TOTAL § 0.00

El': 'ﬁlc Landlord requests the Tmanl'sli@lufrdcmﬁa-hc foreclosed duwe to prior judgments. List fue case numbers and judgment daies

within the past 12 months:__

[ A1 the Tenants on the lease are lised Elamrc.Dm least one Tenant is i
E"\h Tenant & in the military service and the facts supporing this statement are:

Cinsee Faaribors X Tudgment Dancs
n the military service.

i Verifiad through DOD at:

Sl Tt smasd e g i o e (s i oonclide that cach. Temamnl Whee wi @ malral g o el e sty

1 amunable to determine whether or not any Tenant is in $e military service.
10. [J The Tenant is deceased, intestate (not having made a legal will), and without next of kin
I dio solemnly affirm under the penalty of pegury that the matiers and facts set forth above are true to the best of my knowledge, mformation, and

belicf.

hitp s2fwww. dmde osd milfappjscral.

F.ANE & ASSOCIATES, CHARTERED EEWVIN [AN KANE 5380 127132017
Tot Nasie of Sigaee (Laml bl Acuoeney at] T o Laadleal T twere WA EE Fitomrey P 2 Bty B Thax
110N, Washinrton Street. #500. Rockville. My 20850 {3001} 9] -5 My

Al Tiche plusene
(301) 961-3 380 =

Fux =]
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. G Exhibit C-1. Transfer the data contained in the system onto
Exhibit C-1: District Court Form DC-CV-082| ¢, 557 X 147 system generated form

Tenant — double sided 8.5”x14” FRONT

b DISTRICT COURT OF MARYLAND FOR _MONTGOMERY COUNTY Noofteanz [ 2 3 4
[~ 1 el &t 151 East Jeferson S, Riockalle, M0 20850 CASFE NUMEBER
4 THRIAL DATE & TIME
TA 12401 BRAXFIELD COURT P LT P —r— R
':13524;1 ERANFELD COURT Tric|l Date: 122002017 9:00 AM - 12:30 PM
rmn [
ROCKMLLE MD 20852 E-FILED
fi aac TV [ ssiled wo Tenam Dorches o District Court
PETER RABRITS0N ROMALL DK Filed: 12H302017 11:05 AM
Tewnt 3 Mumier of Tenants: 4
RICKY PO RICHAR D BISON
Batch: of 4
{0 Termma @ ConmableSher il
12401 BRAXFIELD COURT 7 2 i
MAdlras o
ROCKVLLE MD 20852 Serveden Paty:
iy Taiz ip
Diage Diage

FAILURE TO PAY RENT -LANDLORD'S COMPLAINT FOR REPOSSESSION OF RENTED PROPERTY

IZWIBHAH:IELDCI?UEI{EFLRIZJWIW FIEtDCCLIRT #7T, ROCKVILLE
1. The propenty is described as: — — : — , Maryland.
Tl '-

T o

2. Is the Landlord required by law to be 1gisl.|:n:d in onder to operate this premises as a rental property? EEYes [ Mo, If so, is the
Landlord cumently licensed e gistered fesl_|No. License/Registration number if applicable:_181s

3. The propenty :[is affecied propenty under §6-801 , Environment Article, its iegisraton with the MDE is cument and its registration has

been renewed as required, and s MDE inspection certificate numbered , 15 valid for the current tenan cy; or
mpecion Crnfficar Mo

Dmmcr &5 unable to state Certificate No. because [ Jroperty & evempt| ] tenant refused acoess orto relocateivacate during remedial work
[#] The property is not affected.

4. The Tenant rents fimm the Landlord who asks for possession of the propeny and a judgment for the amount detarmined i be due.

5. This[ ]is ]is not a government subsidized tenancy. Tenant is responsible to pay the following amount of rent: 3 due on

the Fimt ofthe ()l week B mond, which has not been paid or reduced o judgment.
As of pday, rent is due for the [J weeks B months of in the to&] amount of 0. 00
3 000 less Tenant payments of 3 0 ) for wtiliy bills, fees, and secunty deposits und er PU §7-300 § o
Late charges accruing in or prior to the month in which the complaint was filed forthe[) weeks & months el
of are due in the amount of S 3
3 — — SUBTOTAL 3 _000
7. B The Landlord requests rent becoming due after the date of filing, but due by she date of trial in e amount of ... 3
B __. . TOTAL 3 (.00

9. The Landlond requests the Tenant's right of redemption be foreclosed due to prior jud gments. List the case numbers and judgment dates

within the past 12 months: _
Cane: Toamniboes & Judgawsr Duncs
[id All the Tenants on the lease are lised EI:-:M:.D;M least ome Tenant is in the military service
Eﬂu Tenant & in the military service and the facts supporing this statement are:

St 1 s i fos e Clois tuk it cah T b a & el e me E‘\-’crdmiﬁcd.d: 2h DOD at:

o T el B vzt {4 CFETh al i e v @ ndberal peaee o el o e ml of! =

O I am unable to determine whether or not any Tenant is in e military service. Ll e

10. O The Tenant is deceased, intestate {not having made a legal will), and without next of kin.

Lcdiq;fa]mnhf affwrm under the penalty of pegury that the matiers and fack set forth above are tue to the best of my knowledge, mformation, and
ief.

KANE & ASSOCTATES, CHARTERED KEVIN AN KANE 5380 1241372017
Tt Mo of Gigms (Ll ol Aoency Agear] Taastur: of Laadlal A e WA 5o Amloerecy T 8 Pty 0 Thai
110 N. Washinrion Sireet. #500. Rockville. MD 20850 (3011 961-5 000
Adtiren Tele gusne
(301 961-3 380 -
Fax | A= |
SUMMONS

TO the Sheriff of this County/Constable of this Court:
You are ordered to serve this notice on the tenant, assignee, or subtenant, or their known or authorized agent in accordance with Real Property Article
§ 8-401(b)(3). In the case of a deceased tenant, you are to notity the occupant or next of kin of the deceased tenant m accordance with Real Property Article

§ 8-401(b)(6).

Tudge/Clerk Date
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Exhibit C-1: Back (8.5”x14%)

MOTICE TO THE TENANT
L. YWour Lamdlerd kon asked the Cowt fo evict yoa Sor falurs to pay meot. Vo cass will be beard on S date and at the location.

.]:e:nm'ﬂnclhn:ﬂ.l?ﬁ.'l.’umqﬂ-:tlﬁrng: mrur msble acc dution neder the American: with
Drzabilites: Act, caontecr the Conrt Peczerdon smd nze of coll phone: amd other sleoromic device: may be
Emiied or p nmmihmm

2. fsanvdice of process bas bean made mpan you by postizg and mailmg only a mdemere fior possesion can be anered aeinst von
Howevar, f yoo are pamonalhy serveed then a money ludemant meryr aleo be amered 2geizst yon
3. fyomhxmw an oral o writen lease Sort reqeires o Landord o pary the gas or electric bill and v made panmessen(s) for utlhny

wariioe o2 public utiliy provider andior 2 seconty deposit or e o open 2 oo Wty serwics accoumt, the amount of thoes paymmant(s)
can be dedncied foom the ment dne.

4. The Court may incdode rest that becomse: due after che Sling of thiz complsing. IS vou hees not paid 27 e momery @1 90 Four
Lamdiord by the rial daie, the fudee mey detarmsizo Sat oo ows additonal rent thar bos become due thooegh the dats of judemant

5. Hyozbhxw paid the ram by the al daim, yoo shonld come o Court oo the xial daie woth. your receipt and aak the Comrt o dizomizs
e e,

6. Eyombhxmw a defonse or dhiznk yoa do not owe the et yoo should come o Court and strie the facts. YVou hawe a nght o bang 2
Thywnar to Court with you BEING THIS PAFPFR WITH YOU TO COTURT!

7. Fthe Court amars a judsmoan for the Landlood and codars you to movs oot the Landierd mory, on the 55 busingss, dary after the
trial dato, apply fior 2w for your eviction. Possession of the premises pmst be given o the bmdiord, or the: landiond s agent or
atborzery, wdthin 4 besineus dens adber the Sal.

B. The waomant will be sant to the Coostaible o Sheriff who will than schedulo an evicion i the rent has not been paid.

8. The Coort may ssue a Wamamt of Bestitaton at amy time affer four besinew dm Sroes the date of judsmant.

10, You harow a rigist to pary the amount dos 2t 2y tme wxit] e evcion begizs, umless the Court bas determingd that because of the
mumshar of pant | which yoo benw had in the past 12 mocmthe, oo oo longer bone that nght. The Warment of Rostihoison which
e Ehariff or Constabls bos will whow whethor the Court bas ordared 4o Right of Fedapsption”™ wiich means oo oy oot the

amorent due bo shop the eviction. The amomnt yoo are to pay will be whoos oo the Warrent of Rostinion which the Coostable: or Sherff
Eavs. The Court moeny ismme 2 Warant of Bestituticn at azy ma.ﬁ-rﬁmhummhys&mﬂnﬂnnfpﬂsmm

11. Fxcopt in Baltimems Ciny. the Shariff or Constable wdll meoet the Landlord at the ‘o condect the eviction. Your parsomal
Froparty may bo memcoresd frons the premises. The Sheriff or Cionstablae: is ot m bfwmmgwwm

¥ BALTINMOEFE CITY ONLY
12. Special metice requiremsens apply o evictions. The landlord st provwide notics o the tenaet of the Bt schodaled euicton date:
In T SepRrEhG WA
. W'ﬂnmtoﬂlnmhyf-ﬁrlﬂs madl with 5 cerificaie of madling at besst 14 davz
advance of e St sviction date; and
v Post dhe modice on the premmizes st least T days in advancs: of the fret scheduled eviction dxs.
~ Tha dery of ing ar i hﬁl.ﬂl}'l4mthﬂmlmﬂnnﬂnlhylﬂﬁrnﬂuschﬂdﬁhdlhﬂ
of euicton Coume
Thhnﬂmy:haﬂmvﬂ:ﬂﬂn"ﬂnnmmmmm]fﬂmmzt:haﬂmﬂmmtbumﬂﬂnﬁhnifhuhﬂnﬂmﬂn
E:rtypmﬂnﬂhmﬂnﬂmﬁ'hmmﬂm!nd.pf:rhﬂnm_lfrln!ndpmﬂmhlmﬂmﬂdﬂm
nobics Tegomament, S eviction will be vacandicancalled and the landlond would be requined to apply oz 2 oewr
H’mdkﬂm]fﬂmm:haﬂmubtmmﬂmﬂuhﬂ]ﬂ;ﬁrw this ShearifT will sorecirs e ecicton
Om e dary of dhe eviction whan the Ehedi T mtmms posssssion of the  to this lndlord, amy of the tememd's E:Pﬂﬂ:u'hﬁ
In or arcond the rental unit 5 considore-d Fbandone-d tnmd vy mer Cight f0 the proparty. Tha landbord s onky
abandnmed proparty s to propesty disposs of
v Tha landliord is. simicthy w froem hﬂmﬂmﬂmmﬂnmﬂnnﬂmﬂhaﬂq&&mmpﬁhr
mﬂdmﬁmnm.mngﬂn iof a misdemeaner and et o
pnm]tyafwn!l[ﬂﬂf:rnﬂ:hﬂ:}'nfmlﬂﬁdhm;m&
+ Tha: landlierd peope disposs of the abandomsd proparn: brr tamsposting it to 2 Bcansed lamd Sl or solid wasts faclity, domating
it to charity, or woma othor lrarfnl means.

APPEAL

Yoo zn. appeal within foer basimoss drys foo the date of 5w Fadae's decidon by a with the cleek of tha

i Fn&mwhmﬂnmmhmdndpﬂ}mgﬂanﬂnﬂdaﬂndmﬁn (Amry Satumdary, ﬂng.l.mh}':r:m}' h:h]ih:.r:i:nut
commed as part of the foer-3ny time pardiod ) An appaal bomd pmst be posed in codar to vty amy exscetion of the mdsreoe An appeal
doas not sy the payment of St rest or eviction:

AVISO A LAS PEESONAS QUE HABLAN ESPANOL
(MOTHE Tk SPFANISH SPEAKDSNG TN IFUDALS)

Eim e una demmineia por inamrplimicste de page de & reota. La madeocion ol ecpaficl do sste forrmlamic se eocnant an el et
an- po' wrerar madc ourts. oo di strct orees) ol dec M8 Dbl

E felieio mdormeatinen an espaiio]l taeshion 5o anments an el an-

hitp:rwroeer adomerts. gov ditnict forms il oo Bl

Teed manshion podra Tevar sam formmeiaric a by Cficiza dal Seoretrmic dal Tritunal de Distrim, 2 la dérsccion qoe aparscs an la parm
de arita dal rerarse de este Sormmulamie, v el secretEnio e soiregars une aduccion opresa, al follein an espadiol ¥ proporciooars In
palvkncia Jo wo mbrprele @ @6 Deceario.

Tlhis iz a complaine for faibme o pay meeme A translanion of thit forms is ;svailshie on the ot ar:
imdoours gore'di sroict o ondl 'dec: "'I:llsp-c'l:l:'
A ish fdooreorticmal brociure is alvo available onling 2t

hittp:ipdeourt i st e ol deae 08 M
You mary also this form to ghe Distmict Coert Cleek's OfSca at the address 2t S top oo the reverse side of this fiorm and the cledk
will preide o writh the prinsed teealytion, Spamich hrockrs 2nd Interpreter assivancs, if needed |
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Exhibit C-2: District Court Form DC-CV-082 Exhibit C-2. Transfer the data contained in the system onto

Tenant-Mail — double sided-8.5”x14 - FRONT each 8.5” X 14” system generated form
E 3 -T o g j MONTGOMER Y COUNTY
, DISTRICT COURT OF n-l.tnnuumn Nooftaants | 2 3 4
I ded al 51 Bz o erson Sieed, Riockalle, MO 2080 C ASE NUMEBER
i TRIAL DATE & TIME
Ta 1301 BRANFIELD COURT Afed on Pe i A ait
Tma, BRANFIELD COURT Tric|l Disba: 1202002017 9:00 AM - 12:30 P8
1] M
ROCKVILLE MO 20852 E-FILED
= Taac TV [0 wfail el ey Toomame Dorcheswr District Court
PETER RABRIT 50N ROMALD DURCK Filed: 12H32017 11:05 AWM
Tt Tea Mumber of Tenants: 4
RICKY FOX RICHART: BISON s
D Torml @ ! 5 Batch:0
12401 BRAXFELD COURT 87 Eeigubies S Y
Al »
ROCKVILLE MD 20852 Served on Party:
ity e In
[age Clake

FAILURE TO PAY RENT - LANDLORD'S COMPLAINT FOR REPOSSESSION OF RENTED PROPERTY
REAL PROPERTY 58-401

1. The propeny is described e T —_ — o —

2. Ta the Landlord required by law o be 1gisl.-:n:d in onder ko operate this premises as a rental propery? MY es Mo, 1f so, is the
Landlord cumrently licensedfregistered ¢ yesl Mo, License'Registration number if applicahle: 181

3. The propaty :[is affocied propeny under 56801 , Envimnment Article, its regiswaton with the MDE is cumrent and its registration has

12401 BRAXFIELD COURT 12401 FIELD COURT #7, ROCKVILLE
» Maryland.

been renewed as required, and iz MDE inspection certificate numbered = . . .15 vahid for the current tenancy; or
ption U ffoae Ko
|:|u'|.m|:r i5 unabletostate Centificate No. because [ Jpropenty & exempt| | tenant refused access orto relocate’vacate during remedial word.
[#]The property is not affected.
4. The Tenant rents finm the Landlord who asks for possesson of the property and a jud gment for the amount determned i be due.
5. This[ iz )iz not & government subsidized tenancy. Tenant is responsible to pay the following amount of rentc: § duz on
the it ofthe OJweek B monsh, which has not been paid or reduced o judgment.
As of nday, rent is due for the [0 weeks B months of in the tof@a] amount of 0.00
3 0.0 less Tenant payments of 3 ( 0 1 for wtility bills, fees, and secunty d eposits under PU §7-300 % u
Late charges accruing in orprior to the month in which the complaint was filed for the[d weeks B months i B
af are due in the amount of S 3
. — . SUBTOTAL § _000
7. & The Landlord requests rent becoming due after the date of filing, but due by se date of mial in the amount of 3
3 __. S TOTAL § .00
9. The Landlord requests the Tenant's right of redemphion be foreclosed due to prios jud gments. List fe case numbers and judgment daies
within the past 12 monihs:__
i Mamibes B Tudgamesr Daoch
[ All the Tenants on the lease are lised Eb:nrc.[:lm least one Tenant is in the military servion
E"Iu Tenant & in the military service and the facts supporting this statement are:
Spuali: I T g o O Ol feuk: il cch Tonami el & ] & 1l e iy EV‘:;mmmd: gh DO at:
o T e B 15 o 4 [- T R SRR ORF O [ LT ofl 2 ik
[ I am unable to determine whether or ot any Tenant is in $ue miitary service. hitps:i/oww. osd mil/appyscral.
10. Ol The Tenant is deceased, intestate (not having made a legal will), and without next of kin
Ltd]qtst_u]unnh.f aftrm under the penalty of pegury that the matiers and facs set forth above are troe to the best of my knowledge, mformation, and
icf.
EANE & ASSOCIATES, CHARTERED EEVIN IAMN KANE 53380 124132017
Tear Hee of Sigas (Lallad Aocency Aaeal] Taaaer ol Ladlcal A iose WA=t “Fiisrney Far 8] Py 8 Thaic
110K, Washinmon Strect. #500. Rockyille. MDD 20850 {30 1) ] -5 (0
Al s, Tl gusit
(301} M1-3 380
Fax Fe ]

SUMMONS

TO the Sheriff of this County/Constable of this Court:
You are ordered to serve this notice on the tenant, assignee, or subtenant, or their known or authorized agent in accordance with Real Property Article

§ 8-401(b)(3). In the case of a deceased tenant, you are to notify the occupant or next of kin of the deceased tenant m accordance with Real Property Article

§ 8-401(b)(6).

DC-CV-082 8.5”x14” (Rev. 02/2017 09/2017) TENANT-MA | &

Date
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Exhibit C-2: Back (8.5”.5x14”)

NOTICE TO THE TENANT

1. Your Lamdiord ko asked the Comt %o evict you for failurs to pay et Your case will be heard on e date and at the location
.]rnm'ﬂu--uﬂn’nh'l’umq‘u-:tlfa'ng: m'urmm:u&rhhmﬂ
ﬂ#cm Court Peozession sod uze of cell phones and oiber slecirosic devices may be
Eimited ar p hpmdmﬁiﬂitmﬂﬁ.dmr

2. o sarvice of proces: bas teen made opon you by posiing and madling, only 2 judzmons for possesion can o amered xginst vow
Hmwavar, if yoo ame paronalhy served then a money dement mary ales ba ameed ageisst pon

3. Hyou hxnw an oral or writen leass st reqednos $e Landlard o pary the gas or electric bill and von made payvmsen(s) for wtibiny
warvioe be 2 public uiilihy Fm:hmiunsmﬂyﬁp-mﬂmﬁunepﬂnammhn service account, the amone of thes prymani{s)
can be dednrted from e rent dus

4. The Court may incude rest that become: dne afrer the Sling of thiz complaint. I vou hevs not paid 21 e momeny dus 1o your
Landiord by the trial dae, the Fudes may detamsize Sot you owe additensl rent that ks secome due throegh the date of judemant.

5. Hyoa honw paid the ren by tha mmial date, yon shonld come to Court on the trial @y with vour receipt and sk th Coart o s
e cass.

6. Hyoa hnw a defnse or thizk yoo do notows the rent, yom should comse to Court and ot the facts. You have a right o being 2
Twyer o Court with you BRING THIS PAPFR WITH YOU TO COTET!

7. Hthe Court emars a judsmoant for the Landlosd and ordars vou to move oot the Landlord mery, on the S busingss day after the
malﬂﬂ:.q:]:h finr 2 wrarremd for your eviction. Possession of the premises pmst be given to the bmdiord, o the lasdlond's agent or
attornery, within 4 besmes days aftor the tmal.

8. The wamant will be sant to the Consteble oo Shaniff whe will then schedulo an evicton i the maot bas not bean pasd.

8. Tha Coort may issne a TWammt of Rectitetion ot amy time after four besme danvs from the dae: of mdemant

10, You haws a right to pay the amount dog at amy S et S eviction begzs, unless the Court kas detemined that bocausa of the
munshear of pant j which yoo keng had in the past 12 months, yoo no longer b that ight. The Wament of Rostinmtion whick
e Shariff or Constaible kas will whow whether the Court boas ordered 7o Right of Redanption ™ which means o man: not pay the
amrent dis to stop the siction. The amomt pom are to pary will ba whom oo the Warment of Rostintion whick the Cozstable or Shariff
bas. Ibﬂummyumiﬁ‘mwtefﬂmtmhmﬁrﬁmmhp&mﬂnﬂuﬂfp@m

11. Exceptin Baltimems City, the Shariff or Constabls will et the Landlord at e o condect the suiction. Vo parsozal
proparty may be remored Som the premises. The Sherisf or Constable is nod e hprchchn.gjwm

N BALTINMOEE CITY ONLY
11, Special medice requirement: apply o evictions. The landlord st provide notics o the tenae of the Gt schedoled @victon date
Ini TR Seperahe WAy
+ Ml the notice to the senent by first clazs mad with & ceroficaie of madling at least 14 danz
athance of e St eviction dais: and
+ Post the motice on the premizes st lease 7 days in abranes. of the first schednled evtiction de.

"Ihﬂ.:}'ufmﬂuﬁ' Egmg' & L. Dty 14 zmest be oo Laer dan & day bafors the scheduled date
of euichon. Cous ﬂcﬂk

The temant may challenge whsthar the notice: wers proparty sent. I the snant challanpes the noticss or if the Sherisf has donbt Sot the

mh.-c-ns-mﬂyu:t)'plw.'hﬂm.ﬂnﬂmﬁ"ﬂuumhhlﬂpfwﬁanmﬁ&nlﬂpmﬂmhhnﬂmﬂdﬂm
e qvicton will be wamaed cancalled and the lndloerd would be required to apply for 2 new

ﬂ’mdkmm:m Eﬂum:h.a]]munhtmmimﬂuhnﬂ]mﬁfrw the Shariff il erearm e evictom reedioh;

e dary of dhe eviction when the Sherif mhms possession of the v o the landlard, amy of the: tememt's ki
mamﬂﬁ:ﬂmumm ‘tenzm oy m Hight 80 the propanty. Tha ladlond's ondy E
abandnmed proparny L.h:-[:'\:\‘n'lj'ﬂ.upuuufn:

'ﬂnlnnﬂ.erdis froen gtandoned proparty in the soeet, e ddewalk, alloys, crom public
Eropeety. 'p.']:n'.'- %mﬁmnmn;ﬁh&nm n:lgz‘th:ha

pamalty of up o §1, [ﬂ:li':rnach.ﬂ.:}'uflmlnﬁ.l.l

v Tha landlord g disposs of the abandomed peopars: ing it to & Ecensed landSill or solbd wasm Sadlity, dozating
i by tanspocting Sacility, g

APFEAL

Tm fils an appeal wirthin foer tendnass drys from the dyte of ®o Fadge's deciuon by filing a writen with e clark of the
District whass the c2se wan beard amd parving the requined appeal cout. (Azy Sanmdzy, ¥ OF Zy bolidry is mot
commed as part of the foer-dyy tme pariod ) An appeal boesd pmst be possed in crdar o sty amy esscetion of the ndeemt An appeal
doan mot sy rlnmmufhnnnmtmmm

AVIS0 A LAS PERSONAS QUE HABLAN FSPANOL
(MOTIHCE T SPANISH SFEAKDSG NI IDDALS )

Ea e una desuincia por inoomplimicate de page de [ meota. La traduccion. al sepadicd & sote femmlamic se encnenta an @l Imarnat
an- httpc'arorm mdeowrts. g di strict o ' chdl ' dec 0850k

Bl folletn indrrmeaytiven an aspatin] tanshicn o anmmsntrs oo 6l an

hitp: e mdorots. gov distnct forms ‘onal dooeD Xt pdf

Thised tanshion podra Hevar sam formmloric a b Oficea &l Secretmic dall Triunal de Distrtitn, a ls dirsccion e apareos oo 1a pars
de arita dal revarse do este feepmulanie, v 6l secrwerio ke eoregar una aduccits mpresa, gl folletn an espadiol ¥ proporcionar: b
miviencia do wn mbEprete @ 6 Decrio.

Th:.ha.mlm.tf:rﬁjhunm]nymi ish translation of thiz feme is svlable on the Irernat at:
ot govdi strico formes il dec S Thils paf

A :hmﬁmnm.umlhuchnuﬂ.ammlﬂ:hmlmt
e = ‘disoch' 'civil! decv(E 2

Ymm::ral‘.-:h this form to e Distmict Coart Cleek™s Ofice at the address at de top oo the mvarse side of this form and the cleck

will provide yon with the pringed tramalation, Spanish brockims and Intepoeter 2ssistance, i needed |
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Exhibit C-3: District Court Form DC-CV-082 Exhibit C-3. Transfer the data contained in the system onto
each 8.5 X 14” system generated form

Court —single sided — FRONT (8.5”x14”)

DISTRICT COURT OF MARYLAND FOR _MONTGOMER Y COUNTY Hootams I T 3 4
1 ged sl 191 Earst Jeif ersom Simset, Fiockon le, MDD 20850 O ASF NUMBER
: TRIAL DATE & TIME
TA 13401 BRAXFIELD COURT ARmed an P
—a S i 021 -CW-1T 005966
12401 ERAXSELD COURT Triz|l Dasba: 12020204 T 0:00 AM - 12:30 PM
Fdrma e
ROCKMILLE MO 20852 E-FILED
Ty T v [ s miled e Toenmm Dore e i r District Court
PETER RABBIT 50N RONALD DNCK Filed: 12132017 11:05 AM
“Tormnt frG—3 Mumier of Tenams: 4
RICKY POX RICHARD BISON -y
() Termm (1] 5 o Batch:d
12401 BRAXFELD COURT 87 e bl e S
ROCKVILLE WD 20852 Served on Pamty:
ily T Ip
[iase [hag=
FAILURE TO PAY RENT - LANDLORD'S COMPLAINT FOR REPOSSESSION OF RENTED PROPERTY
REAL IRUFEEMﬁi
o 12401 BHAH:IELDGDIJRT 12401 FIELD COURT #7, RDG{".I'ILLE
1. The propenty is described as: - — » Manyland.

2. Is the Landlord required by law to b ljoensed/n g:lsl.c:rcd in onder t0 operate this premises as a rental m-:lp-:rt'.-’? BEves [ Mo, If so, is the
Landlord cumwently licensedfregistered [WTyes]_INo. License'Registration number if applicable: 181
3. The propenty :[Jis affocied propeny under §6-801 , Environment Article, its regisraton with the MDE is cuwent and its registration has

been renewed as requirad, and is MDE inspection certificate numbered , 15 valid for the current tenancy; or
mpecionCenfoar Nao

|:|-:rw|1.cr i unable tostate Certificate No. because [_Jjpropenty & eoxxempt [ ] tenant refused accoess orto relocate’vacate during remedial work

[#] The property is not affected.
4. The Tenant renis fiom the Landlord who asks for possession of the propenty and a jud gment for the amount determined i be due.

5. Tluslj is @]is not a government subsidized tenancy. Tenant is responsible to pay the following amount of rent: $ due on

et ofthe [Jweed: B month, which has not been paid or reduced i judgment.
ﬁsufndsry,rml]smcfnrl.]u: O weeks A months of in the o] amount of
3 0.00 less Tenant payments of $ { 0 ) for wility bills, fees, and security deposits under PU §7-30 5 _ 0 00
Late changes accruing in or prior to the month in which the complaint was filad for the[J weeks B months b
of are due in the amount of — 3
(% I —— SUBTOTAL § _000

7. k4 The Landlord requesis rent becoming due after the date of filing, but due by the date -:rFma'I in e amount of 3
Cyp— TOTAL § _0.00

9. The Landlond requests the Tenant's right of redemption be foreclosed duwe to prior jud gments. List fie case numbers and judgment dates
within the past 12 moniths:__
Cre Toaibees & Tudgmosr Duancs

4 All the Tenants on the lease sre lised sl:-:m:_Dhl lezast one Tenant is in the military servios
E"Iu Tenant & in the military service and the facts supporting this statement are:

— o = ' . — - _ ——— A Verifiad throug h VO at:
h e T woaml e Clsamn s Coend il cuh Temamt A k0 il e R radl :'ﬂ:.kl'rl. i 2
O T am unable to determine whether or not any Tenant is in e military service. htpsiwww.dmde osd mil/appiscral.

10. O The Tenant is deceased, iniestate (not having made a legal will), and without next of kin.
I do solemnly affwm under the penaliy of perjury that the matiers and facts sei forth above are tnue to the best of my knowledge, mformation, and

beli

ELANE & ASSOCIATES, CHARTERED EEVIN [AN KANE 5380 121352017
Tear Haae of Sipmce (Lamdlad Anceacy Jgral] T aatae: of Lasdlcal A Toere WA RSE “Amicercy P 8] Famy & T

110 M. Washiniion Street. #500. Rinekville. My 20ES50 (301 G 1-5 (e
yTr— Teepanie
(301) 961-3380 -

Fax Tl

SUMMONS

TO the Sheriff of this County/Constable of this Court:
You are ordered to serve this notice on the tenant, assignee. or subtenant. or their known or authorized agent in accordance with Real Property Article

§ 8-401(b)(3). In the case of a deceased tenant, you are to notity the occupant or next of kin of the deceased tenant in accordance with Real Property Article
§ 8-401(b)(6).

Tudge/Clerk Date
DISPOSITION
[] Postponed at the request of: [ ] Tenant [ | T.andlord [[] Court M Voluntary dismissal by: [ | Landlord [ | Stipulation of parties

Reason: New date:

[} Case dismissed [ ] Landlord FTA [[1No partv appeared

[] Postponed at the reauest of- ] Tenant | | T.andlord [ Court
P ] Other:

Reason: New date:
The following parties appeared on final trial date: O Judgment for Tenant
[ Landlord T Landlord's Agent/Attorney If applicable: [ ] Landlord has violated Real Prop., §8-216(b)
] Tenant 1 ] Tenant2 [] Tenant3 [] Tenant 4 [] Tenant's Attorney ] Recovery of Possession of the Property
1 Judgment in favor of Landlord for possession of the premises and costs [ Actual Damages of $
Rent due and unpaid: $ :minus utility creditsof $. [] Reasonable Attorney's Fees of § and costs
. 3 . B
Net due and unpaid: $ by: under PU§7-309  Execution stayed
O] Default [ Trial  []Consent [] Without the right of redempti il
ctan ma onsen vithout the neght of redemphion [1by filing an approved appeal bond in the amount of $
[] Moneyjudgmentfor$__ plus costs against:

[] Tenant 1 [ ] Tenant2 [ ] Tenant3 [] Tenant 4

Judge ID Number Date
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