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VENDOR INFORMATION SHEET FOR RFP 3247

Vendor Must:

A) Provide all requested information in the space provided next to each numbered question.  The information provided in Sections V1 through V6 will be used for development of the contract;

B) Type or print responses; and

C) Include this Vendor Information Sheet in Tab III of the Technical Proposal.

	V1
	Company Name
	



	V2
	Street Address
	



	V3
	City, State, ZIP
	



	V4
	Telephone Number

	
	Area Code:  
	Number:  
	Extension:  



	V5
	Facsimile Number

	
	Area Code:  
	Number:  
	Extension:  



	V6
	Toll Free Number

	
	Area Code:  
	Number:  
	Extension:  



	V7
	Contact Person for Questions / Contract Negotiations,
including address if different than above

	
	Name:

	
	Title:

	
	Address:

	
	Email Address:



	V8
	Telephone Number for Contact Person

	
	Area Code:  
	Number:  
	Extension:  



	V9
	Facsimile Number for Contact Person

	
	Area Code:  
	Number:  
	Extension:  



	V10
	Name of Individual Authorized to Bind the Organization

	
	Name:
	Title:



	V11
	Signature (Individual must be legally authorized to bind the vendor per NRS 333.337)

	
	Signature:
	Date:
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A Request for Proposal (RFP) process is different from an Invitation to Bid.  The State expects vendors to propose creative, competitive solutions to the agency's stated problem or need, as specified below.  Vendors’ technical exceptions and/or assumptions should be clearly stated in Attachment B, Technical Proposal Certification of Compliance with Terms and Conditions of RFP.  Vendors’ cost exceptions and/or assumptions should be clearly stated in Attachment K, Cost Proposal Certification of Compliance with Terms and Conditions of RFP.  Exceptions and/or assumptions will be considered during the evaluation process; however, vendors must be specific.  Nonspecific exceptions or assumptions may not be considered.  The State reserves the right to limit the Scope of Work prior to award, if deemed in the best interest of the State per NRS 333.350(1).

Prospective vendors are advised to review Nevada’s ethical standards requirements, including but not limited to, NRS 281A and the Governor’s Proclamation, which can be found on the Purchasing Division’s website (http://purchasing.nv.gov). 

[bookmark: _Toc445899877]PROJECT OVERVIEW

The Nevada State Purchasing Division, on behalf of the Secretary of State is soliciting proposals for a contractor to design, build, and implement a new solution to replace the existing and aging desktop application which relies on antiquated technology, unsupported third party system software, outdated programming frameworks, and manual processes. 

The Nevada Secretary of State’s Office (SOS) is replacing the electronic Secretary of State (eSOS) system used to support its Commercial Recordings business. The eSOS system processes over 1.2 million business customer filings totaling in excess of $146 million in revenue annually. Nevada’s business-friendly statutes and efficient processing services make it a top filing state with respect to the number of active business entities on record. A new system is needed to maintain this standing, provide better customer service, increase transaction processing capacity, reduce backlog, and increase system reliability.

The current system has deficiencies that make it difficult, costly, and time consuming to keep up with legislative mandates, stay current with new technologies, and meet the growing demand of a technology savvy public.  The new solution will provide a more efficient work flow process, increased data control, and real-time metrics reporting.

The new solution will support the existing functionality of the Commercial Recordings business that includes the receipting, processing, and archival of documents related to entity formations, amendments, annual renewals, State business licenses, copy requests, trademarks, on-line applications, customer service, Uniform Commercial Code (UCC), and accounting.

The intent is to implement a solution that is easy to configure, maintain, and use; and provides the necessary automated tools to test, monitor, troubleshoot, and accurately administer in real-time. It should be designed in such a way that it allows for the introduction of new functionality to keep up with changing legislative mandates and advancing technology. The modernized solution will provide enhanced security, disaster recovery, and fail-over capability. 

This RFP will provide a business-centric view of the organization and seeks to attract the right mix of best-in-class technologies to replace the existing eSOS system.

GOALS AND OBJECTIVES

Increase system availability & reliability

Increase the amount of time when users can access the system (e.g. reduce or eliminate system downtime).

Provide desktop and direct filing processes.

Implement systems software that will leverage the virtual servers operating in the Agency server environment. This will allow the application servers to automatically migrate away from failing servers.

Implement new software licensing that allows for advanced disaster recovery and high availability solutions without additional expense.

Implement full failover functionality with data replication.

Increase System Efficiency

Reduce number of refunds to customers due to system or clerical errors.

Streamline business processes to improve job processing efficiency and accuracy, including eliminating as many manual processes as possible.

Reduce the time required to conduct job research through data cleanup.
	
Provide simple, intuitive, efficient, and secure user interfaces.
	
Provide context-sensitive help for system users.

Ensure data and document accuracy through improved controls for creation, editing, validation, storage, retrieval, transaction balancing, and financial reporting.

Provide system flexibility and scalability to accommodate growth and modifications resulting from future State legislative mandates and internal process changes.

Improve Customer Service 

Reduce processing and financial errors through an intuitive user-interface design.

Reduce research time in response to customer inquiries.

Reduce customer service calls caused by slow processing times, system outages, and technical difficulties.

Provide a system that promotes and enables increased self-service.

Provide a system that is flexible and scalable enough to meet customer and business needs.

Allow for automated copies and data requests, singular and in bulk.

Allow Registered Agents to submit filings in bulk.

Allow Registered Agents to approve or reject acceptance to represent a business.

Provide Optical Character Recognition (OCR) functionality to reduce manual data entry.

Provide detailed audit trail of user actions and entries to assist Customer Service with troubleshooting issues.

Reduce Costs

Reduce amount of manual data entry required.

Reduce costs of manual data repair.

Automate refund processes.

Reduce costs of creating, printing, and storing hardcopy forms.

Eliminate all orphaned documents and filings by performing data cleanup during migration.

Allow modifications to system parameters by Agency development staff.

Implement Services Oriented Architecture

Decouple integration points allowing for greater flexibility in design and coding. Improve development time and ability to interface with other software and services.

Introduce mainstream and emerging technologies to facilitate business and interface processing including web-based facilities, XML data formats, and emerging architectures.

Leverage existing services provided by the Agency.

Increase back-end system availability and throughput to provide increased customer satisfaction by reducing system errors and failures experienced by customers.

Improve digital content management

Implement increased automated document control strategies to minimize the risk of unintended data loss and orphaned documents.

Implement new software versions to increase efficiency in the areas of document management, searching, manipulation, and archival.

Provide the ability to extract, transform, and load digital content (documents, images, etc.) while eliminating the need to hand deliver physical media to the State of Nevada Library and Archives.

Increase user productivity by automating manual processes.

Continue to protect and secure all customer Personally Identifiable Information (PII) as required by Nevada State law providing the functionality to redact PII.

Provide redacted copies to customer.

Implement document retention and eDiscovery solutions.

System Security

Adhere to all state requirements for continuity, maintainability, security, and sustainability.
http://it.nv.gov/governance/state-policy-procedures/

Database access will be managed via a Data Access Layer (DAL) or similar technology.

Prevent fraud and data security breaches by providing standard audit controls and monitoring.

Provide a secure (encrypted) pathway for all processed transactions.

Provide functionality to redact Personally Identifiable Information (PII).

Provide enhanced data and system security, disaster recovery, and fail-over capability.

Provide method to implement roles and permissions to ensure that users can only read, write, and update according to their business role along with applicable audit trail.

Secure all system logs.

Provide data loss prevention (DLP) solutions and strategies.

Integrate with existing directory services, security components, and security architecture.
Reporting

Provide user profile based real-time metrics reporting.

Provide robust ad hoc reporting capabilities.

[bookmark: _Toc445899878]ACRONYMS/DEFINITIONS 

For the purposes of this RFP, the following acronyms/definitions will be used:

	Acronym
	Definition

	Amended Designation
	An amendment or change to what was previously filed within a Designation. Designation to Designate stock needs to be on file prior to amending. (Ex: Common Preferred A is 10K shares @ $1.00 within the Designation and now wants to file an Amended Designation to now show Common Preferred A is 5K @ $1.00).


	Amended Restated Articles
	A corporation may amend and restate, in a single certificate, the entire text of its Articles of Incorporation.


	Amendment
	An amendment or change to any or all information within organizational documents. 


	API
	Application Programming Interface.


	Apostille
	An "apostille" is a form of authentication issued to documents for use in countries that participate in the Hague Convention of 1961. On August 1, 2013, Nevada adopted the Model Apostille Certificate of the Hague Conference on Private International Law.


	Archived
	A collection of historical documents/records stored for later retrieval.


	Awarded Vendor
	The organization/individual that is awarded and has an approved contract with the State of Nevada for the services identified in this RFP.


	Bad Scan
	Scanned documents are not presentable and are unacceptable for official record/recording (ex: document is askew, too dark, improper order of document sequence).


	BPM
	Business Process Management describes the processes and tools to automate and sequence processes and tasks.


	BOE
	State of Nevada Board of Examiners.


	BPR
	Business Process Re-Engineering.


	CBA
	Cost Benefit Analysis.


	Certificate
	An official document attesting an official document, a certain fact, or authenticating documents lodged within office as historical fact.


	Charge Back
	A credit card charge that is disputed by the card holder.  The credit card company notifies the Agency of the dispute.


	Charter
	A document issued by an official authority creating public or private entity, defining its privileges, rights, purpose as recognized by official authority.


	Check Maker’s Name
	The name of the person whose checking account is used for the check.



	Client/Server
	The client/server model typically defines the relationship between processes running on separate machines.  The server process is a provider of services.  The client is the consumer of the services.  In essence, client/server provides a clean separation of function based on the idea of service.


	CO
	Change Order.


	Commercial Registered Agent (CRA) 
	A business or individual designated as the point of contact for the Secretary of State’s Office to receive and forward Service of Process (SOP).  Commercial Registered Agents serve as the agent for ten (10) or more active business entities on file with the Nevada SOS office.  CRAs must register with the SOS Office.


	Confidential Information
	Any information relating to the amount or source of any income, profits, losses or expenditures of a person, including data relating to cost or price submitted in support of a bid or proposal.  The term does not include the amount of a bid or proposal.  Refer to NRS 333.020(5) (b).  
 

	Content Management System
	A Content Management System (CMS) is a collection of procedures used to manage work flow in a collaborative environment. These procedures can be manual or computer-based. The procedures are designed to:

(1) Allow for a large number of people to contribute to and share stored data
(2) Control access to data, based on user roles. User roles are used to define each use as to what information they can view or edit
(3) Aid in easy storage and retrieval of data
(4) Reduce repetitive duplicate input
(5) Improve the ease of report writing
(6) Improve communication between users


	Contract Approval Date
	The date the State of Nevada Board of Examiners officially approves and accepts all contract language, terms and conditions as negotiated between the State and the successful vendor.


	Contract Award Date
	The date when vendors are notified that a contract has been successfully negotiated, executed and is awaiting approval of the Board of Examiners.


	Contractor

	The company or organization that has an approved contract with the State of Nevada for services identified in this RFP.  The contractor has full responsibility for coordinating and controlling all aspects of the contract, including support to be provided by any subcontractor(s).  The contractor will be the sole point of contact with the State relative to contract performance.


	Convert In
	When an entity converts from one entity to another. Ex: a California corporation converts to an existing Nevada corporation. Conversion can be from an entity type to a different entity type.


	Convert Out
	When an entity on file converts out of existence.


	Correction
	An organizational document aimed at correction a mistake (Ex: customer filed “Fre Willy, LLC” and spelled “Fre” incorrectly. Customer would file a Certificate of Correction form to change “Fre” to “Free”).


	CR
	Change Request.


	Cross Reference
	A reference from one document/section to another document/section containing related material.


	Customer
	Department, Division or Agency of the State of Nevada.


	DAL
	Data Access Layer, in computer software, is a layer of a computer program which provides simplified access to data stored in persistent storage of some kind, such as an entity-relational database. 


	Dashboard
	A dashboard is an executive user interface that (similar to an automobile's dashboard) is designed to be easy to read and provide a roll-up, agency view of business results, financials, and real time status of system critical components. For example, a dashboard using a Business Intelligence technology obtains information from diverse systems and agencies and presents the information on the dashboard, seamlessly integrating the data onto one page.


	Data Management
	Data management is composed of the architectures, policies, practices and procedures to manage the information lifecycle needs of an enterprise.


	DBA
	Database Administrator


	Deliverables
	Project work products throughout the term of the project/contract that may or may not be tied to a payment.


	Designation
	Refers to all series of stock (Ex: Preferred A, Preferred B, 75K shares are designated to be Preferred Series A).


	Development Environment
	A computer system, toolset and methodology used to develop and/or modify and test new software applications.


	Disposition
	The final stage of record management in which a document is either destroyed or permanently retained.


	Dissolution
	An entity is no longer an active entity in the State of Nevada and has filed a certificate of dissolution with the Secretary of State.


	Division/Agency
	The Division/Agency requesting services as identified in this RFP.


	DLP
	Data Loss Prevention.


	Doc Combine
	The act of combining multiple filing documents into a single multi-page document.


	Doc Split
	The act of splitting a single multi-page filing document into multiple documents.


	Document 
	A piece of written, printed, or electronic matter that provides information or evidence or that serves as an official record.


	DR
	Disaster Recovery.


	DSD
	Detailed System Design.


	EDI
	Electronic Data Interchange is a standard format for exchanging business data.  The standard is ANSI X12, developed by the Data Interchange Standards Association.  ANSI X12 is either closely coordinated with or is being merged with an international standard, EDIFACT.


	EFT
	Electronic Funds Transfer – an electronic transfer of funds through a national automated clearinghouse directly to a designated account.


	EIN
	Employer Identification Number.


	EITS
	Enterprise Information Technology Services Division.


	Email
	Electronic mail.


	ERD
	Entity Relationship Diagram.


	eSOS
	Electronic Secretary of State System.


	Evaluation 
Committee
	An independent committee comprised of a majority of State officers or employees established to evaluate and score proposals submitted in response to the RFP pursuant to NRS 333.335.  


	Exception
	A formal objection taken to any statement/requirement identified within the RFP.


	Exchange
	Refers to one entity exchanging share(s) with another entity.


	File Date
	The date when filed documents are received by the Secretary of State’s office. Also known as the Received Date.


	File-able 
	Meeting all statutory requirements for filing, and legible.


	Filed
	The document filing action has been completed, is reflected in the entity history, and document is made part of the public record.


	Fiscal Year
	A 12-month period over which the State budgets its spending. The State fiscal year runs from July 1 to June 30. The fiscal year is referred to by the date in which it ends. For example, if the State's fiscal year ends June 30, 2016, then everything between July 1, 2015 and June 30, 2016 would be referred to as FY 2016.


	FISMA
	Federal Information Security Management Act of 2002.


	Flow
	The order that each process follows to conclusion.


	Foreign Entity
	An entity whose home domicile is outside the State of Nevada.


	Formation
	The creation of an entity in the State of Nevada.


	FTE
	Full Time Equivalent.


	Functional Requirements
	A narrative and illustrative definition of business processes independent of any specific technology or architecture.


	GAAP
	Generally Accepted Accounting Principles.


	GPI
	Great Plains Interface.


	GUI
	Graphical User Interface.


	High Availability
	A high availability environment ensures 99.99% system availability (with 99.999% availability preferred), addressing the risk of a failure with failover coverage and redundant system coverage. The high-availability environment features disaster recovery with a semi-hot site for the production environment.


	IDE
	Integrated development environment.


	Identity and Access Management (IAM)
	Identity and Access Management (IAM) encapsulates people, processes and products to identify and manage the system data and to authenticate users and grant or deny access rights to that system data.

	IFS
	Integrated Financial System.


	Information Security Officer (ISO)
	At the State of Nevada, each agency has an appointed Information Security Officer (ISO) who is in charge of auditing systems for compliance to security requirements and monitoring systems for attempted intrusions.


	Insufficient Funds
	The bank returns an item/check because the user’s account does not have sufficient funds to clear payment.


	IT Governance
	The leadership and organizational structures and processes that ensure that the IT department sustains and extends the organization’s strategies and objectives.


	JAD
	Joint Application Development.


	JOB 
	Describes the documents received for filing that are scanned into the system for processing.


	Key Personnel
	Vendor staff responsible for overseeing and executing deliverable work during the life of the project.


	LAN
	Local Area Network.


	LCB
	Legislative Counsel Bureau.


	LOI
	Letter of Intent - notification of the State’s intent to award a contract to a vendor, pending successful negotiations; all information remains confidential until the issuance of the formal notice of award.  


	May
	Indicates something that is recommended but not mandatory.  If the vendor fails to provide recommended information, the State may, at its sole option, ask the vendor to provide the information or evaluate the proposal without the information.


	Mapping 
	The order each process goes through to conclusion.


	Memorandum of Understanding (MOU)
	A memorandum of understanding (MOU) is a document describing bilateral or multilateral agreements among parties. 

	Merge In
	The process of one entity merging with and into a Nevada entity.


	Merge Out 
	The process of one entity merging into a non-Nevada entity ending its existence in Nevada.


	MS
	Microsoft.


	Must
	Indicates a mandatory requirement.  Failure to meet a mandatory requirement may result in the rejection of a proposal as non-responsive.


	NAC
	Nevada Administrative Code –All applicable NAC documentation may be reviewed via the internet at:  www.leg.state.nv.us.


	Name Chain
	The history of an entity name on file.


	NDA
	Non-Disclosure Agreement.


	Nevada Business ID
	The Nevada Business ID is an identifier (key) that will uniquely identify a business entity across all State and local agencies. The eSOS system creates and issues the Nevada (NV) Business ID at the time of formation.


	Nevada Business Registration (NBR)
	An existing paper and electronic form, the Nevada Business Registration (NBR) is required by the Department of Taxation (Taxation) and some other State and local agencies. The vision is that the business owner would fill out this form once electronically and the data would be shared as needed across agencies, reducing the cost of redundant data entry and reducing business owner frustration at having to fill out the same form multiple times.


	NIST
	National Institute of Standards & Technology.


	NRS
	Nevada Revised Statutes – All applicable NRS documentation may be reviewed via the internet at:  www.leg.state.nv.us.


	OCR
	Optical Character Recognition.


	OIS
	State of Nevada’s Office of Information Security.


	Open Group Service Integration Maturity Model (OSIMM)
	The Open Group Service Integration Maturity Model (OSIMM) is the industry’s first collaborative maturity model for SOA adoption. 

	Open Systems
	Computer systems that provide some combination of interoperability, portability, and open software standards.


	OTAS
	Online Trust Account System that maintains and tracks prepaid funds for use against future filings.


	Pacific Time (PT)
	Unless otherwise stated, all references to time in this RFP and any subsequent contract are understood to be Pacific Time.


	Participating Agency
	Any agency impacted by the project to replace the eSOS system. Agencies that may need to be aware of changes, outages, and implementation schedules related to the eSOS project. 


	PC
	Personal computer.


	PDM
	Physical Data Model.


	Pend (or Pended)
	The act of placing a job on hold to be worked on a later time.


	Personally Identifiable Information (PII)
	Personally Identifiable Information (PII) refers to information that can be used to uniquely identify a specific individual in information security terms.

	PIO
	Public Information Officer. The PIO provides the public-facing messages from the Agency.


	Portal
	A Web portal presents information from diverse sources in a unified way. Apart from the standard search engine feature, Web portals offer other services. Portals provide a way for enterprises to provide a consistent look and feel with access control and procedures for multiple applications and databases, which otherwise would have been different entities altogether. 


	Portlets
	Portlets are pluggable user interface software components that are managed and displayed in a Web portal. A portlet (or collection of portlets) resembles a Web-based application that is hosted in a portal and interacts seamlessly with underlying, disparate applications.


	Power User
	A power user is an internal State user who utilizes the most advanced features of applications for specialized business functions. For example, a power user of the Content Management System will be an internal user who creates and shares documents for collaboration and routes documents and lists using workflow.


	Prime Contractor
	The prime contractor has full responsibility for coordinating and controlling all aspects of the project, including support to be provided by any subcontractor(s).  The prime contractor will be the sole point of contact with the State relative to contract performance.  If this project involves the use of one or more program products proprietary to another supplier, the prime contractor will be responsible for acquiring a license for the State’s use of such program products.


	Processed
	Funds are collected, output is sent to the customer, and the job is complete. No further action is required.


	Processor
	An employee of the Secretary of State, Commercial Recording Division that processes documents through the eSOS system.


	POC
	Proof of Concepts.


	Production Environment
	A computer system, communications capability and applications software that facilitates ongoing business operations.  New hardware/software is not introduced into a production environment until it is fully tested and accepted by the State.


	Proof of Concept (POC)
	A proof of concept (POC) is a test of the system required by the RFP, using system requirements, made by building a prototype of the application with some user interface functionality and limited, if any, back-end functionality, such as database connectivity. It is an innovative, scaled-down version of the system intended to be developed.


	Proprietary Information
	Any trade secret or confidential business information that is contained in a bid or proposal submitted on a particular contract.  (Refer to NRS 333.020 (5) (a).


	Public Record
	All books and public records of a governmental entity, the contents of which are not otherwise declared by law to be confidential must be open to inspection by any person and may be fully copied or an abstract or memorandum may be prepared from those public books and public records.  (Refer to NRS 333.333 and NRS 600A.030 [5]).


	QA
	Quality Assurance.


	RDBMS
	Relational Database Management System


	Reassignor
	The registered agent whose business is being acquired by another registered agent company; and all clients being reassigned to the acquiring registered agent company.


	Receipt / Receipted
	The act of adding a document/filing into the workflow system.

	Receipted Date
	The date that documents are scanned into the system.


	Receiptor
	Secretary of State, Commercial Recording, Mailroom staff.  Receiptors sort, open, and scan documents into the system.


	Received Date
	The date when filed documents are received by the Secretary of State’s office. Also known as the File Date.


	Redacted
	The process of removing confidential or proprietary information from a document prior to release of information to others.


	Registered Agent (RA)
	A business or individual designated as the point of contact for the Secretary of State’s Office to receive and forward  service of legal process on behalf of a business entity in the event of a legal action or lawsuit.


	Requirements
	Constraints, demands, necessities, needs, or parameters that must be met or satisfied, usually within a certain time frame.


	Rescan
	The scanning of a new set of correct or legible documents to replace the original submission.


	Restated Articles
	A corporation may restate in a single document the entire text of its Articles of Incorporation as amended.


	Revival 
	A form submission designed to revive (return) a permanently revoked entity back to active status.


	RFP
	Request for Proposal - a written statement which sets forth the requirements and specifications of a contract to be awarded by competitive selection as defined in NRS 333.020(8).


	RTM
	Requirements Traceability Matrix.


	SAN
	A Storage Area Network is a network which provides access to consolidated, block level data storage.


	Sanitized 
	The removal of all Personally Identifiable Information from the data used for testing or development.


	SDLC
	Software Development Life Cycle, the process of creating or altering software systems, using models and methodologies that prescribe a set of phase, activities, and tasks.


	Search Engine Optimization (SEO)
	Search engine optimization (SEO), the process of improving the volume or quality of traffic to a Web site from search engines via “natural” or un-paid (“organic” or “algorithmic”) search results as opposed to search engine marketing (SEM), which deals with paid inclusion. Typically, the earlier (or higher) a site appears in the search results list, the more visitors it will receive from the search engine.


	Service Level Agreement (SLA)
	A service level agreement is a part of a service contract defining organization roles, responsibilities, and response times regarding a specific product or service.


	Service of Process (SOP)
	The procedure by which a party to a lawsuit gives an appropriate notice of initial legal action to another party (such as a defendant), court, or administrative body in an effort to exercise jurisdiction over that person so as to enable that person to respond to the proceeding before the court, body, or other tribunal.


	Service Oriented Architecture (SOA)
	Service Oriented Architecture (SOA) encapsulates functionality as interoperable services within the context of various business domains involved. Several departments or agencies within an organization or organizations may integrate or use such loosely-coupled services to exchange information, even if their respective systems are substantially different. It is a means of software module integration.


	Shall
	Indicates a mandatory requirement.  Failure to meet a mandatory requirement may result in the rejection of a proposal as non-responsive.


	Should
	Indicates something that is recommended but not mandatory.  If the vendor fails to provide recommended information, the State may, at its sole option, ask the vendor to provide the information or evaluate the proposal without the information.


	SilverFlume
	Silverflume is Nevada’s first stop business portal, providing businesses with a single online location for conducting transactions with state agencies and certain local government entities.


	Single Source of Truth (SSOT)
	In Information Systems Design and theory, as instantiated at the Enterprise Level, Single Source Of Truth (SSOT) refers to the practice of structuring information models and associated schemata, such that every data element is stored exactly once and no more (e.g. in no more than a single row of a single table). Any possible linkages to this data element (possibly in other areas of the relational schema or even in distant federated databases) are by reference only. Thus, when any such data element is updated, this update propagates to the enterprise at large, without the possibility of a duplicate value somewhere in the distant enterprise not being updated (as there would be no duplicate values to update).


	SME
	Subject Matter Expert.


	SOS
	Secretary of State.


	SOW
	Scope Of Work.


	SSN
	Social Security Number.


	State
	The State of Nevada and any agency identified herein.


	Statement of Understanding
	A non-disclosure agreement that each contractor and/or individual must sign prior to starting work on the project.


	Steering Committee
	The Steering Committee is made up of the Director/Administrator of the agency and State, local government and private sector representatives.


	Stock Split
	The splitting up of the total amount of authorized entity stock into sections.


	Subcontractor
	Third party, not directly employed by the contractor, who will provide services identified in this RFP.  This does not include third parties who provide support or incidental services to the contractor.


	Survivor
	The registered agent entity that has acquired another registered agent’s business and client list during a registered agent reassignment.


	Terms & Conditions (T&C)
	General provisions that form an integral part of an agreement or contract between two or more parties, such as a Web site’s Terms & Conditions of Use.


	Traceability
	Requirements traceability documents a requirement and provides multi –directional traceability among goals, objectives, requirements, test cases, and test results. It enables users to find the origin of each requirement and track every change to this requirement and verify its implementation in a production system.


	Trade Secret
	Information, including, without limitation, a formula, pattern, compilation, program, device, method, technique, product, system, process, design, prototype, procedure, computer programming instruction or code that: derives independent economic value, actual or potential, from not being generally known to, and not being readily ascertainable by proper means by the public or any other person who can obtain commercial or economic value from its disclosure or use; and is the subject of efforts that are reasonable under the circumstances to maintain its secrecy.


	UML
	Unified Modeling Language.


	UAT
	User Acceptance Test.


	UCC
	Uniform Commercial Code. Set of laws regulating commercial transactions, especially ones involving the sale of goods and secured transactions. The code was first published in 1952, and has been revised numerous time throughout the years. These laws have been adopted by all 50 states, which is helpful especially as many commercial transactions nowadays involve multiple states (including where a product is made, where it is sold, where it is delivered to, etc.). The main subjects of the code include Sales, Leases, Bank Deposits, Letters of Credit, Bills of Lading, and more.


	UDDI
	Universal Description, Discovery and Integration. UDDI is a Web-based directory that enables organizational units and businesses to list their services on the Internet. Other organizations can discover available services and information to call those services by referring to the UDDI.


	UML
	Unified Modeling Language.


	Unified Tax System (UTS)

	Unified Tax System.

	User-Centered Design (UCD)
	User Centered Design. UCD is a structured product development methodology driven by: (1) clearly specified, task-oriented business objectives, and (2) recognition of user needs, limitations, and preferences. Information collected using UCD analysis is applied in the design, testing, and implementation of products and services.


	User
	Department, Division, Agency or County of the State of Nevada.


	Vendor
	Organization/individual submitting a proposal in response to this RFP.


	Verification and Validation
	Verification and validation is the process of checking that a product or system meets specifications and that it fulfills its intended purpose.


	Walkthrough
	Oral presentation by the contractor of deliverables and/or work products.


	WAN
	Wide Area Network


	Will
	Indicates a mandatory requirement.  Failure to meet a mandatory requirement may result in the rejection of a proposal as non-responsive.


	Withdrawal of Designation
	The withdrawal of a specific stock designation previously filed.  Entity stock reverts to its previous state. 


	WSDL
	Web Services Description Language. WSDL is an XML-based language used to describe the services a business offers and to provide a way for individuals and other businesses to access those services electronically. WSDL is the cornerstone of the Universal Description, Discovery, and Integration (UDDI).


	XML
	Extensible Markup Language. XML is a set of rules for transmitting data over the Internet in a text format that describes the structure of the data being transmitted.



STATE OBSERVED HOLIDAYS

The State observes the holidays noted in the following table.  Note:  When January 1st, July 4th, November 11th or December 25th falls on Saturday, the preceding Friday is observed as the legal holiday.  If these days fall on Sunday, the following Monday is the observed holiday.

	Holiday
	Day Observed

	New Year’s Day
	January 1

	Martin Luther King Jr.’s Birthday
	Third Monday in January

	Presidents' Day
	Third Monday in February

	Memorial Day
	Last Monday in May

	Independence Day
	July 4

	Labor Day
	First Monday in September

	Nevada Day
	Last Friday in October

	Veterans' Day
	November 11

	Thanksgiving Day
	Fourth Thursday in November

	Family Day
	Friday following the Fourth Thursday in November

	Christmas Day
	December 25



[bookmark: _Toc163539156][bookmark: _Toc180917191][bookmark: _Toc445899879]BACKGROUND

[bookmark: _Toc444850930]PROJECT

One of the primary goals of this Commercial Recordings project is to enhance and improve Nevada’s Commercial Recordings business processes and automated computing applications. The project planning, analysis, and problem definition began in earnest in 2011 following the Agency’s preparation and submission of a Technology Investment Request (TIR) as part of its FY2014 and FY2015 budget plan.  

The Agency initiated a requirements identification and analysis process in preparation for this project.  Using internal business program and technical staff, as well as Nevada Master Services Agreement (MSA) analytical and project management external resources, the Agency documented substantial requirements related to New Filings, Amendments, Status and other Commercial Recordings business process areas.

As part of the proposed solution the successful vendor will further refine and validate the Commercial Recordings requirements and complete a physical system implementation and related business process enhancement. Additionally, the successful vendor will provide a proven framework for initiating and maintaining Commercial Recordings business processes, leveraging best practices and standards from previous engagements. 

[bookmark: _Toc444850931]AGENCY

With the advent of statehood in 1864 the Nevada Office of the Secretary of State was established as part of the State’s executive branch of government. The Secretary of State, Nevada’s third highest-ranking constitutional officer, is elected to a four-year term. In 1996, Nevada voters approved a ballot initiative limiting state constitutional officers to two terms in office.

The Secretary of State is responsible for maintaining the official records of the acts of the Nevada Legislature and of the executive branches of state government, as prescribed by law. Along with duties established by Nevada Revised Statutes (NRS), the Secretary of State is a member of the State Board of Examiners, State Board of Prison Commissioners, Tahoe Regional Planning Agency, Executive Branch Audit Committee, and Chairman of the State Records Committee. 

The Secretary of State serves as Nevada’s Chief Elections Officer. In this role, the Secretary of State is responsible for the execution, interpretation, and enforcement of federal and state election laws, is the filing officer for statewide elective positions, and is the filing officer for all statewide initiative petitions and referendums.

The Nevada Office of the Secretary of State also receives business entity filings and maintains the public record for corporations, limited liability companies, limited partnerships, limited liability partnerships, business trusts, professional corporations and associations, and rights of publicity;  administers the Nevada Living Will Lockbox, a registry of advance directives; administers the Notary Public Act, Trademark Act, and the Uniform Commercial Code; regulates the securities industry by registering securities, licensing persons who sell them, and enforcing the civil and criminal provisions of State and Federal securities law; and licenses and regulates athletes agents.

Organization and detailed description of functional units

The Office of the Secretary of State is organized into six functional divisions: Commercial Recordings, Elections, Notary, Operations, Business Portal, and Securities. The divisions of Commercial Recordings and Operations are the main Agency stakeholders for this RFP. 

Commercial Recordings Division 

The Secretary of State's Commercial Recordings Division has offices in Carson City and Las Vegas. The Division is responsible for accepting, filing, maintaining, and providing public access to the organizational and amendatory documents of business entities organized under the laws of Nevada. The Commercial Recordings Division also files and maintains UCC documents, issues State business licenses, and registers trade names, trademarks, service marks, and rights of publicity. The division generates over $146 million annually in General Fund revenue.

The purpose of this project is to design, develop, and implement a new commercial recordings system to replace the eSOS system in use today.

Operations Division

The Operations Division of the Secretary of State’s Office manages important internal functions of the office, including accounting, budget, and information technology (IT). This division is responsible for the office’s $45 million biennial budget and more than $170 million in annual general fund revenues realized by the office. The IT component oversees the development and maintenance of the current electronic Secretary of State (eSOS) application, statewide voter database, agency website, and other important applications and tools.

Elections Division 

The Secretary of State's Elections Division is located in the Capitol Building in Carson City. The Division certifies candidates, registers and files Candidate Contribution and Expenditure Reports, certifies ballot questions, supervises elections, and reports and certifies the results of state primary and general elections. 

Notaries Division 

The Notary Division of the Secretary of State's Office is responsible for appointing, training, and, when necessary, disciplining the approximately 50,000 Notaries Public currently serving the residents of Nevada. The Division is also charged with administering the State's digital signature laws and with certification and apostilling of documents. The Division is located in Carson City. 

Portal Division

The Secretary of State's Business Portal Division is located in the Capitol Building in Carson City. The Division maintains and operates SilverFlume, Nevada's Business Portal, and the Digital Operating Agreement, a free service for users to digitally collaborate on the terms and conditions of their limited-liability company.

The duties of the Portal Division are outlined in NRS 75A.100

Securities Division 

The Securities Division of the Secretary of State's office is located in Las Vegas with a satellite office operating in Reno. The Division is charged with the regulation of the State's securities industry. The Division licenses individuals who sell securities, registers securities offerings, and enforces the civil and criminal provisions of the State's securities laws. The Division also is tasked with licensing agents representing athletes, pursuant to the Athletes Agent Act of 2001.

For more information on the Secretary of State Office, please visit the About the Office page on the Secretary of State’s Web site.

Office locations

The Secretary of State’s Office has several administration locations from which it operates. The majority of Commercial Recordings project work is expected to be conducted at or near these three (3) locations.

	Description
	Address

	Commercial Recordings Division
	202 North Carson Street 
Carson City, NV 89701 

555 East Washington Avenue, Suite 5200
Las Vegas, NV 89101

	SOSTEK (IT)
	209 E Musser Street, Room 104
Carson City, NV 89701

	Executive Office
	101 North Carson Street, Suite 3 
Carson City, NV 89701

555 East Washington Avenue, Suite 5200
Las Vegas, NV 89101



Other Nevada locations may be utilized when testing, training, and implementing the solution.  In preparing their proposals, vendors should consider and factor in the Secretary of State’s work and operational locations. Additional locations include:

	Description
	Address

	Elections Division
	101 North Carson Street, Suite 3 
Carson City, NV 89701-3714 

	Notary Division
	101 North Carson Street, Suite 3 
Carson City, NV 89701-3714 



Staffing 

The Agency currently has 140 FTEs, 54 of whom have been identified as power users of the current eSOS Commercial Recordings System. 

The Agency will be hiring three (3) additional IT staff to support the proposed system, subject to change based on the vendor-provided staffing analysis.

[bookmark: _Toc163539159]CONCURRENT IMPACTS/PROJECTS

[bookmark: _Toc163539160]Within the State of Nevada and the Agency there are ongoing technology projects and initiatives. The Agency does not expect the existing and planned concurrent projects to impact with any significance the project identified within this RFP.  This project is the Agency’s number-one technology initiative.  

	Agency
	Impact Description
	Impact Date(s)

	SOS
	2016 General election
	Feb-Jun, 
Aug-Nov

	SOS
	2017 Legislative Session
	Feb-Jun, 
Aug-Nov

	SOS
	2018 State election cycle
	Feb-Jun, 
Aug-Nov

	SOS 
	2019 Legislative Session
	Feb-Jun, 
Aug-Nov

	SOS
	2020 General election
	Feb-Jun, 
Aug-Nov



CONCURRENT COMPUTING ENVIRONMENT 

The diagram below depicts the current eSOS technical environment.
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The diagram below was created by Agency IT staff and depicts the NT7 technical environment.




The following information provides an overview of the Agency’s current eSOS computing environment and applications.

[bookmark: OLE_LINK1][bookmark: OLE_LINK2]Agency Systems are on a converged platform which, at a minimum, consists of Dell FX2 Chassis, Dell FC630 Blade Servers, Dell Compellent SAN, Dell DL4300 Backup Appliances, Dual-10Gbps connections for the SAN, Cluster, and Backup Networks, Dual 1Gbps connections between security zones, 3 security zones, with all servers running Server 2012 R2 Datacenter, hosting Hyper-V Virtual Machines on failover clusters. 

FX2 Chassis:

4x FC630 Blades per Chassis.

2x 10Gbps Pass-through connections to SAN per Blade.

2x 10Gbps Pass-through connections to Backup Appliances per Blade.

Private VLANs isolate traffic from different security zones on SAN and Backup Networks.

FC630 Blade Servers:

2x 12core Xeon Processors (48 core total with Hyper Threading).

768GB of RAM.

2x 10Gbps Ethernet connections to Failover Cluster Network per Blade.

Private VLANs isolate traffic from different security zones on Cluster Network.

2x 1Gbps Ethernet connections to Data Center, Internet, and limited access between Security Zones.

2x Blades in Web Security Zone.

3x Blades in Application Security Zone (No Internet Connection).

3x Blades in Database Security Zone (No connection to anything except the Application Zone DB Proxy Servers).

Each Blade can easily handle up to 100 Virtual machines, depending on RAM utilization per VM.  Database VMs tend to be fewer since our SQL VMs are configured to use up to 64GB of RAM per VM.

Compellent SAN:

500 TB of RAW Storage.

184 TB of Solid State Disks, and 316 TB of 7200 RPM Hard Drives.

iSCSI connected through Dual 10Gbps Ethernet Connections per Host Blade.

DL4300 Backup Appliances:

2x Appliances.

96TB of Backup Storage Per Appliance.

Dell Appassure / Rapid Recovery backup software, can take snapshots every 5 minutes, De-duplicates and Compresses backups for low storage needs.

Dual 10Gbps Ethernet Connections per Host Blade.

(Future: Replication to 2x Appliances off-site for Disaster Recovery).












This space left blank 
FileNet Backup design should be able to work with this backup solution and stay synchronized upon a restore.
[image: ESOS_Hardware]







Operating Systems:

All Host Blades are running Microsoft Server 2012 R2 Datacenter

All new Virtual Machines are created with Server 2012 R2 Standard. (Unlimited Licensing)

Server 2012 R2 is 64bit only

Older Operating Systems and Non-Microsoft Operating Systems are not allowed for new projects

Project Design should take into consideration upgrades to Server 2016 and beyond for compatibility

Applications should take advantage of a minimum of 64-bit and multiple cores (multi-threading)

All Servers for the project should include at least 2 servers in a cluster for High Availability and have the ability to have maintenance performed per server without any downtime

All Database Servers must use Microsoft SQL 2014 or above, and also must be configured for High Availability

Server virtualization is provided through Microsoft Hyper-V

Security Zones

Web Zone

Hosts Internet Facing Microsoft IIS 8.5 Web Server Hyper-V Virtual Machines – Communicates with Application Zone only, via restricted port access through a firewall.

Application Zone  

Hosts General Secretary of State Hyper-V Virtual Machine Servers, including Application Servers.  No Internet Access is allowed in this zone.  Internal Workstations may communicate directly to this zone, via restricted port access through a firewall.  The Web Zone may also communicate directly to this zone, via restricted port access through a firewall. A Proxy Virtual Machine will reside in this zone to communicate to SQL Database Servers in the Database Security Zone.

Database Security Zone

Hosts Microsoft SQL Servers Only. No Direct Access to this zone will be allowed at all.  SQL Servers communicate to Proxy Servers/Services in the Application Zone Only.  Vendor must supply the proxy licenses.

[image: ESOS_Sec_Zones]
[image: ESOS_Net_Topology]

[bookmark: _Toc444850934]PROJECT MANAGEMENT SOFTWARE AND TOOLS

All software used for project management must be approved by the Agency. Current desktop tools utilized by the Agency include:

Microsoft Office (Outlook, Excel, Word, PowerPoint, VISIO).
Microsoft Project 2010 & 2013.

To ensure future compatibility and maintainability of project management content, vendors proposing additional or other project management software must identify the software in response to Section 3.6, Project Management Software and Tools.  If proposed project management software and tools are not identified above, the vendor must provide a minimum of five (5) licenses and formal training for five (5) technical users on the proposed software.  All costs associated with proposed project management software and related training must be identified in Attachment J, Project Costs.

[bookmark: _Toc163539164]DEVELOPMENT SOFTWARE 

[bookmark: _Toc163539165]The Agency’s current software development toolset and related operational environment is based on many tools, including but not limited to the following:

FileNet P8 Suite including Content Collector, Datacap, Enterprise Records, Case Manager, and other related products;

VB/C#/.Net (Visual Studio 2012+);

SQL Server;

Microsoft Dynamics GP 2010 / eConnect 11 (Great Plain accounting);

SOSCommercialUtils (Web service for interfacing with Great Plains & payment processing);

SOSGlobalConfig (Web service for configuration);

SOSUtils35 (Web service for error handling);

JavaScript (not to be confused with Java);

HTML;

CSS;

ITextSharp;

GhostScript;

ImageMagick;

Telerik Controls;

Symantec Scan Engine; and 

Spire.Doc.

The Agency requires that the Commercial Recordings solution and related software development toolset comply with the specific guidelines and requirements set forth below and adhere to the following general guidelines: 

All proposed software used in the design, development, testing and implementation of RFP deliverables must comply with RFP requirements and be approved for use by the State of Nevada.

While the Agency is committed to maintaining compatibility with the existing development environment and conserve its investment in tools and related products where practical and applicable to ongoing operations, other mainstream technology development products may be proposed and used. 

If any development software used in the vendors solution is not public domain, the successful vendor must provide a licensing and maintenance strategy. The successful vendor will work with the Agency to reach a mutually agreeable strategy prior to license acquisition and initiation. The Agency shall have the right to use all development tools leveraged by this project after the proposed solution is implemented and project is complete. The Agency prefers that all licensing is purchased in two to four year increments and is included as part of the project cost. The Agency should not incur costs for licensing for at least two years after project completion.

The Agency reserves the right to procure licenses for all base components and third party equipment and software based on specifications provided by the successful vendor using the State’s best procurement source. 

The successful vendor must provide twenty (20) licenses and formal training for twenty (20) Agency staff for any development, test, and operating software products introduced as part of the proposal.  

STATE RESOURCES 

The following paragraphs describe the resources the State has committed to this project.

[bookmark: _Toc163539166]Steering Committee
This team of senior officials will work with, and on behalf of the project in defining overall policy, providing top-level decision making, ensuring availability of key resources, and effecting key interdepartmental and contractual relationships.  The Steering Committee provides leadership in promoting support for the project.  Additional roles of the Steering Committee may include:

Review of proposed plans and timetables;

Provide problem resolution if issues cannot be resolved at the Agency project staff level;

Provide departmental policy interpretation as it relates to the project;

Set priorities;

Propose alternative solutions to problems encountered;

Obtain Legislative, Administrative, and Executive backing; and

Provide information and involve applicable external parties in project progress, accomplishments, and challenges.

[bookmark: _Toc163539167]Project Sponsor

The SOS Office is the project’s Executive Sponsor.  All project activities will be conducted under the authority of SOS.
[bookmark: _Toc163539168]
Project Manager

A project manager has been appointed to coordinate the activities of all individuals and organizations involved in the project.  The project manager will provide on-going daily direction and oversight to the Agency project staff and the selected vendor and report progress and problems to the Steering Committee.  The Project Manager will coordinate all organizations involved in the project and ensure resource requirements are identified and addressed.  The project manager sets priorities when choices of alternatives are required.

[bookmark: _Toc163539169]Agency Project Staff

The awarded vendor will be expected to work with the Agency project staff assigned to this project.

Agency project staff will be available to attend meetings, interviews, and assist assigned staff in reviewing functions with the contractor.

Agency project staff will be assigned to the project on an as-needed basis, as determined by project and technical management to represent the various functional and technical areas.

The Agency project staff will communicate with the project manager who will act as a conduit to the awarded vendor.
[bookmark: _Toc163539170]
[bookmark: _Toc163539173][bookmark: _Toc445899880][bookmark: _Toc180917192]SYSTEM REQUIREMENTS 

[bookmark: _Toc163539174]VENDOR RESPONSE TO SYSTEM REQUIREMENTS

Within Section 4, System Requirements vendors must describe their proposed solution.  The proposal must state how the vendor’s solution satisfies the requirements presented throughout this RFP including the documented requirements found in the Attachment L, Requirements Matrix.

This project is a requirements refinement, system development, configuration, integration, and implementation project.  An initial project task will be to complete a detailed gap analysis of the requirements identified within this RFP. This analysis will identify additional business requirements not covered by the proposed solution and the requirement contained herein.  

Vendors must explain how their proposed solution satisfies the Agency’s needs and objectives. Vendors are encouraged to review the requirements matrix prior to responding to Section 4, System Requirements

[bookmark: _Toc163539175]COMPUTING PLATFORM

The Agency oversees Commercial Recordings, Elections, Notary, Operations, and Securities. The divisions of Commercial Recordings and Operations are the main stakeholders for this project. Via automated applications including Nevada’s Web Portal (SilverFlume), the Agency collects and provides Commercial Recordings information for hundreds of thousands of Nevada and Foreign business entities. 

The successful vendor is required to work with the Agency to finalize how best to integrate and interface existing applications where required.  

The Agency encourages vendors to provide the best possible solution with a high availability configuration for hardware and software to interact with the Agency’s existing systems as identified in Section 3.4, Current Computing Environment.

The successful vendor will provide a solution specific, IT monitoring dashboard, showing real time transaction statistics and core system component and service status. The dashboard should provide Agency staff with the means to proactively address system issues and focus on specific problems areas without having to guess what “might” be a bottleneck or problem. The dashboard should include a graphical representation of all critical components in real time and should allow Agency staff to view historical and/or statistical information about the components going back weekly, monthly, quarterly, semi-annually, and annually. 

INTEGRATED SYSTEM FUNCTIONALITY

Data Management
The Agency requires that its Commercial Recordings data be protected, secured, properly validated, and easily accessible when authorized.  The proposed solution must include a robust and structured approach for managing Commercial Recordings data throughout the business life cycle and in perpetuity as necessary.  Referring to the requirements identified in Attachment L, Requirements Matrix and elsewhere in this RFP, vendors shall describe the proposed solution’s data management capabilities.  In addition, vendors must describe the following for their proposed solution:

Data architecture and governance processes used to ensure data accuracy, integrity, and security.

System backup and recovery capability.

Data access control levels.

Audit trail features including the capture of historical transaction data.

Data integration with existing Agency applications.

The benefits of the proposed database design.

How the proposed solution provide physical and/or logical data archiving for historical data.

How the proposed solution stores data for quick retrieval.

How the proposed solution addresses validation functionality.

Address archiving and retention functionality.

Address performance capabilities, monitoring, tuning, etc.

Describe how the proposed solution addresses data loss prevention (DLP).



Rule Management
Maintaining business policy and business rule information within the Agency’s legacy eSOS system is problematic.  The Commercial Recordings process requires numerous variable rates, values, and complex data look-ups for data validation and process logic.  Much of this legacy information is hard coded and requires significant technical resources to modify.  The Agency is seeking a new solution that facilitates integrated rules management.  

Referring to the requirements identified in Attachment L, Requirements Matrix. and elsewhere in this RFP, the vendor must describe how their proposed solution addresses rules management.  Vendors must describe the following for their proposed solution:

Data validation and verification

How business rules and valid value tables are maintained and configured.

What percentage of the solution’s business rules are user configurable.

If a rules management engine is NOT proposed:

Describe why a rules engine or management component is not included.

If a rules management engine is proposed:

Describe the advantages of the proposed rules management solution.

Describe rule engine performance.

Describe how the rule engine integrates with the overall proposed solution.

Describe the vendor’s knowledge and experience in successfully implementing the proposed rule engine.

Describe how the rules engine components are used within the workflow. This should include the technical maintenance of these components.

Integrated Workflow

Integrated work flow is an essential component bringing together business processes with the information to support them and links functionality into a flexible and adaptable distributed infrastructure. The Agency requires an integrated workflow that provides an automation of the business process, in whole or part, during which documents, information or tasks are passed from one participant to another for action, according to a set of procedural rules. 

Referring to the requirements identified in Attachment L, Requirements Matrix and elsewhere in this RFP, the vendor must describe how their proposed solution incorporates integrated workflow designs and features.  Vendors must describe the following for their proposed solution:

Describe the workflow queue management functionality for processing receipted filing requests

Describe the work flow capabilities provided by the proposed solution for managing job queue work assignments and priority requests

Describe how the proposed solution will provide an efficient way of performing job processing actions via configurable statuses such as Pend, Complete, and Reject

Describe how the proposed solution will perform spell and grammar checking automatically when a user inserts manual notes, a return letter, etc.

Describe how the proposed solution will allow the user to switch between multiple tasks and/or jobs in a work queue

Describe how the proposed solution will allow the user to save changes made to a job before the job is completed or rejected

Describe how the proposed solution will allow a Supervisor to create or modify a work queue and a job within a queue

Describe configurable reviewer functionality

Describe configurable delegation functionality

Describe configurable approver functionality

Describe configurable workflow notifications

User Interface

The user interface within the proposed solution is an essential component that must allow users to easily interact with the system.   The Agency requires a user interface that provides a consistent look across all system components.  The interface must be simple to use.  The user interface components should use quality designed controls and features.

Referring to the requirements identified in Attachment L, Requirements Matrix and elsewhere in this RFP, describe the proposed solution’s common user-interface design and features.  The vendor may provide sample screen shots. Vendors must describe the following for their proposed solution:

User interface functionality and navigation. 

Intuitive features and other graphical controls.

Features that facilitate efficient data entry.

What influence will the Agency have in configuring the user interface look and feel.

How application documentation such as help guide, user guide, administrator guide, etc. are made available to end-users.

How user profiles would be configured to customize what information or functionality is presented to each user.

What operating system, applications, and browser are required to support the user interface.

The ability to print any document, attachment, image, or data screen from any location from within the solution.

Document Management

Receiving, accessing and managing document content is a large element of Commercial Recordings processing.  Millions of documents related to new filings, amendments, registered agents, and other functions must be scanned, stored, processed, and retrieved within the Commercial Recordings solution.  The Agency is seeking a solution that facilitates inbound and outbound document management.  Content is associated with objects such as business entities and registered agents.  When processing transaction jobs users must be able to access associated documents and artifacts.  This access must occur without requiring the user to exit their current application and log on to another.  These documents include but are not limited to letters, forms, affidavits, and certificates.  Seamless access to relevant job documents will improve processing times and reduce manual effort.  

In addition to selecting and producing production outbound documents, the Agency requires the ability to create related correspondence and form templates.  The proposed solution must include the ability to design and create document templates, connect templates to associated business functions, and provide a means for users to generate and populate templates for specific business transactions.  

Once generated, inbound and outbound documents must be properly associated with jobs and stored for future reference.  

Referring to the requirements identified in Attachment L, Requirements Matrix and elsewhere in this RFP, describe the proposed solution’s document and content management features.  Vendors must describe the following for their proposed solution:

Outbound Document Management

The Commercial Recordings business processes, produces and manages inbound and outbound correspondence and forms.  Using features and functions via the proposed system, users will have the capability to create, populate, print, and manage outbound artifacts.  Correspondence and form production capability must be provided across all Commercial Recordings functional areas.  

Functionality to author and design document templates.

Describe the method(s) used to insert data into a template.

Describe how document generation features are integrated with Commercial Recordings functionality including the method(s) used to connect templates to Commercial Recordings functions.

Describe features and functions that allow documents to be automatically produced.

Describe features that allow correspondence and form content to be generated with standard or free form text.
	
Describe the ability to place unique identifiers such as bar codes on documents and/or forms to support system identification.
Can forms and correspondence be generated from templates individually and in batch (multiple documents generated by a single process).

Describe functionality to capture electronic signatures.

Describe capability for updating previously issued correspondence and forms.

The documents are processed based on the filing priority (ex: Regular, Expedite, 4 Hour, 2 Hour, and 1 Hour) indicated by the customers.  Once the documents are processed they are returned to the customer either by regular mail, email, fax and customer pick up.

Inbound Document Management

Automated document capture and routing for business processing purposes is a proven function within the existing eSOS system.  The Agency recognizes the value of electronically storing, retrieving, and routing pertinent softcopy documents and artifacts for on-demand access and usage.

As part of the front-end receipting process the Agency uses document imaging capability to capture, index, and store documents related to Commercial Recordings filings.  The vendor must include all proposed hardware, software, and licensing to satisfy document imaging requirements found throughout Section 4, System Requirements and in Attachment L, Requirements Matrix.

The Agency requires that inbound and outbound document management capability be fully integrated within the proposed solution.  

While the document imaging solution used today provides significant value, the Agency is open to alternative solutions. The vendor may propose expanding and enhancing the existing environment or propose a solution that is integrated with their proposed solution.  The vendor must present the complete cost of their proposed document and content management solution in Attachment J, Project Costs.

Describe the proposed document and content management solution.

Describe how document access is integrated with our Commercial Recordings functions.

Describe the functionality to search, filter, redact, and view documents.
	
Describe how inbound and outbound documents are captured, redacted, indexed and stored for subsequent use.

Explain how existing Commercial Recordings documents will be migrated to the proposed solution and indexed.

Describe how the proposed solution will allow the user to zoom in, zoom out, rotate, split multi-page documents, merge multiple documents, reorder pages within a multiple page document, straighten rotated documents, enhance documents out-of-focus, and save changes.

Describe how Commercial Recordings physical documents, waiting for input into the system, will be imported, redacted, and associated with existing entities.

Data Redaction 

Data redaction is the process of obscuring text for legal or security purposes. The most frequently redacted elements of documents in Secretary of State’s Commercial Recordings Division are the Personal Identifiable Information such as social security numbers, credit card numbers, and bank information. The current process in use by the Commercial Recordings Division is a manual process in which the Processor in the mail room determines which documents should be redacted from the set of documents submitted by the customer. 

Referring to the requirements identified in Attachment L, Requirements Matrix and elsewhere in this RFP, describe the proposed solution’s data redaction features and capabilities.  Vendors must include a description for the following:

How will the system/application determine what documents should be redacted.

Will the system/application stored redacted data? If it does how long would it store and where would it store the data?

The vendor will describe how the system/application will maintain or comply with all the State Laws and ISO security standards? 

How will the system/application determine in which stage of the process should the documents be redacted?

Interface Management

Accounting (Great Plains)

Great Plains (a.k.a. Microsoft Dynamics GP) is a third party accounting system used to receipt cash, credit card, and check payments made by entities is association with filings.  The integration between eSOS and Great Plains has been customized to the meet the Agency’s needs. However, the current integration is limiting as described in Attachment L, Requirements Matrix.

The successful vendor will be required to work with the Agency to design, develop, test, and implement a bi-directional interface with Great Plains using custom services developed internally and GP’s eConnect Web service.

Business Portal (SilverFlume)

The current eSOS application(s) communicates with the Business Portal via services. The proposed system is expected to interface with the Business Portal in a similar manner.

Commercial Registered Agent Bulk Filing

Commercial Resident Agents (CRA) have expressed a desire to bulk upload commercial filing transactions, or have an interface that will allow multiple filings to be simultaneously submitted to simplify the process of monthly filing. The Agency may have thousands of customers that need renewals and other filings due on a monthly basis. Requirements will need to be gathered to identify the specific needs of the CRAs where processing is concerned. The vendor will develop Web services to accommodate bulk processing once the CRA needs have been clarified.

Web Services

The vendor will work with internal and external Agency departments to develop the Web services required to expand the online services identified by the Deputy for Commercial Recordings.

System & Application Security

Securing Commercial Recordings applications and safeguarding sensitive information are essential to the Agency.  The solution must provide a means for establishing user security roles based on functional responsibility and allow access to information when authorized.  The proposed solution must adhere to State data security policies and rules.  A listing of State security policies and rules are provided within the RFP Reference Library.  

Referring to the requirements identified in Attachment L, Requirements Matrix and elsewhere in this RFP, describe the proposed solution’s security features and capabilities.  Vendors must include a description for the following:

Describe proposed application security capabilities and features.

Explain how security roles are used to control application and data access including the capability for copying, modifying, and managing roles and assigned users or groups.

Describe how and when audit trail information is captured and what features are available to facilitate monitoring, reviewing and reporting.  Explain the system’s ability to perform when audit trail information is being captured.

If the proposed solution uses web services, describe the authentication and authorization mechanisms used to secure such services.

Describe how the proposed solution will leverage existing state security architecture and Agency directory services.


Describe how the vendor will provide viable test data for use in a test environment without violating PII and state data security policies.

Non-Functional/Technical Requirements

In addition to the integrated system functionality described in Section 4.3.1 through Section 4.3.8, the Agency has identified other technical and non-functional system requirements that must be met by the vendor.  The proposed solution must provide a technical architecture and environment that is secure, efficient, maintainable, scalable, reliable, and recoverable should a man-made or natural disaster occur. The solution must have high availability at 24/7/365.

Referring to the requirements identified in Attachment L, Requirements Matrix and elsewhere in this RFP, describe how the proposed solution supports and satisfies the stated Agency requirements.  In addition to other pertinent content, vendors must respond to the following:

System Software

The vendor must include in their cost proposal (Attachment J, Project Costs) all software, licenses, and third party solutions required to design, develop, test, configure, implement, document, and train the proposed solution while meeting the requirements contained in this RFP. 

The vendor must maintain software license compliance throughout the duration of the project. Any software license violation that occurs due to the misuse of software licensing will be the vendor’s responsibility.

Vendors must describe how they manage both commercial and developed software throughout the project lifecycle.

Software releases and versions must be the most current required to properly operate the proposed solution.

The Agency reserves the right to purchase third (3rd) party software and licenses through the vendor as part of this project or through other available resources approved by the State.  

If the application software is not public domain, a licensing strategy must be described to support the pre-production environment.  Within the licensing strategy, describe how the Agency will defer paying for licenses until the solution is deployed in Production.

Vendors must indicate what software products and version levels are currently supported and required for the proposed system.  The vendor must confirm that the proposed system does not require any hardware, software, operating system, or other components that are no longer licensed, supported, or commercially available.

Vendors that propose solutions that will not be hosted by the Agency and require the purchase of software licenses and ongoing support must itemize the software cost, the ongoing support costs, and a schedule of when those costs will be incurred by the state.

Vendors that propose solutions that will be hosted by the Agency but do not use existing Agency software licensing and available hardware must itemize the additional hardware and software costs, support and licensing costs and schedules, replacement schedules, and any other cost the Agency will be expected to incur as part of the proposed implementation and future maintenance.
System Hardware

The vendor must include in their cost proposal all hardware components including, but not limited to, servers, storage, cables, cards, connectors, and imaging systems necessary to satisfy the Agency’s requirements as defined in this RFP.  This includes equipment necessary for development, test, training, and production environments (refer to Section 5, Scope of Work for additional information).

All equipment proposed by the vendor must be approved in advance by the Agency.

The Agency reserves the right to purchase equipment through the vendor as part of this project or through other available resources approved by the State.  

If the proposed solution requires PC and/or imaging equipment of higher performance, capacity, and/or technical capability than the Agency’s current configurations describe in Section 3, Background, the vendor must propose necessary equipment and costs required to properly operate the proposed solution.

Vendors that propose solutions to be hosted by the Agency and require the purchase of software licenses and ongoing support must itemize the software cost, ongoing support costs, and a schedule of when those costs will be incurred by the state.

Vendors that propose solutions to be hosted by the Agency but do not use existing Agency software licensing and available hardware must itemize the additional hardware and software costs, support and licensing costs and schedules, replacement schedules, and any other cost the Agency will be expected to incur as part of the proposed implementation and ongoing maintenance.

Development, Testing, and Training Environments

The Agency envisions using pre-production environments to facilitate the design, development, test, and training of project tasks.  Each environment, either physical or virtual, must use industry available and supported hardware, software and database management products.  Security and network communication protocols must be compatible with the Agency’s current computing environment. 

Within Attachment J, Project Costs vendors must provide a comprehensive equipment list including equipment make, model and primary configuration.

System Architecture

Describe the system architecture’s scalability and adherence to industry available and supported hardware, software, security and communications protocols.

Indicate how the proposed solution will be compatible with the Agency’s existing computing environment.

Describe how components of the proposed architecture will remain current and supported to avoid becoming obsolete.

Provide an overview of how major hardware and software components are layered and used within the architecture.

Vendors that are proposing solutions that are not to be hosted by the Agency, or to be hosted by the Agency and not using the existing Agency software licensing and hardware infrastructure, will need to provide the system architecture to the Agency for review and approval.

Identify and describe the primary underlying coding language(s), integrated development environment (IDE), and component server environment (e.g., Java, .NET, J2EE, C#, Eclipse, ORACLE Application Express, Visual Studio, etc.) used to produce customized components in the proposed solution.

Disaster Recovery

The vendor must describe how their solution ensures system integrity and recovery.  Include information regarding components used to minimize the risk of any single or multiple point of failure, fault tolerance capability, backup schedules and approach, data and system recovery, and alternate site requirements in case of disaster, including a strategy for keeping the disaster recovery environment current while minimizing associated costs. 

System Performance, Capacity and Scalability

The proposed solution must be capable of processing and storing millions of Commercial Recordings actions annually and responding per the Agency’s response requirements.  The proposed solution must provide necessary capacity to store and process the Agency’s current and historical filings and be capable of scaling in size and performance to handle periods of peak load and future growth. 

Describe system performance features of the proposed solution.

A sub-second user response time, excluding network latency, is required when accessing a single Commercial Recordings object including but not limited to a job, entity or registered agent.  Explain how the proposed solution achieves this requirement.

A response time of less than two (2) seconds is required for each system navigation or action to be submitted, processed, and completed while the system is under peak load.

Nevada’s Commercial Recordings processing volumes and metrics have grown approximately 5% per year over the past several years.  The proposed solution must be capable of processing current volumes (refer to Section 3, Background) plus 20%, as well as an expected 5% increase each year for five (5) years.  

Describe how the proposed solution satisfies this capacity requirement.

System Availability, Reliability and Maintainability

The Commercial Recordings business is sensitive to system downtime especially when downtime results in lost productivity.  The proposed solution must be stable and reliable with high availability at 99.999%. 

The proposed solution must provide high levels of system availability.  

Describe how the proposed solution will meet the Agency’s operational requirements.

Explain when and why the proposed solution would be taken out of production for periodic system maintenance.

Explain what features or designs allow the proposed solution to have high availability.

The proposed solution must produce accurate, timely, and consistent results.  

Describe how the proposed solution meets this requirement.

Legislative mandates often require that new system functionality be implemented to meet new business needs. The proposed system must be able to support this need.

Describe features and designs of the proposed solution that supports maintainability and ease of modification

Development, Test, and Training Support Toolset

The vendor must provide the necessary tools to design, develop, test, document, train, administer, configure, implement, and support the proposed solution.

Copies of the proposed solutions system development/programmer workbench and maintenance toolset must be provided to the Agency.  

The vendor shall provide ten (10) complete sets of product copies and necessary software licenses of the proposed solution’s system development and maintenance toolset.  The copies will be used by the Agency to establish ongoing system support and maintenance capability and provide a platform for transfer of knowledge from the vendor to assigned Agency personnel.

Vendors proposing solutions not to be hosted by the Agency, or to be hosted by the state and not using existing Agency software licensing and hardware infrastructure, will need to provide access to test and training environments equivalent to the number of licenses required to access an internally implemented system. 

Security Architecture

Vendors must describe how the proposed solution ensures data security for transaction processing and application access.  Include recommended maintenance and upgrade strategies.

Personal Identification Security 

The proposed solution must meet State security standards for transmission of Personally Identifiable Information as outlined in NRS 597.970, NRS 205.4742 and NRS 603A.040 (see reference library).

Statewide System Security Requirements

The vendor will provide a list of security professionals engaged in the design, architecture, documentation, and ongoing review of all security components of the proposed solution.

All information technology services and systems developed or acquired by Nevada State agencies shall have documented security specifications that include an analysis of security risks and recommended controls (including access control systems and contingency plans). 

Security requirements shall be developed at the same time system planners define the requirements of the system.  Requirements must permit updating security requirements as new threats/vulnerabilities are identified and/or new technologies implemented.

Security requirements and evaluation/test procedures shall be included in all solicitation documents and/or acquisition specifications.

Security considerations must be included in each phase of system development.

Systems developed by either internal State or contracted system developers shall not include back doors, or other code that would cause or allow unauthorized access or manipulation of code or data.

Security specifications shall be developed by the system developer for approval by the agency owning the system at appropriate points of the system development or acquisition cycle.

All approved information technology services and systems must address the security implications of any changes made to a particular service or system.

The vendor will provide a list of system professionals, and their credentials, used in the design, architecture, and implementation of the solution. The expertise provided by these professionals will be available throughout the duration of the project when needed. These professionals may also be asked to engage with state resources to provide clarification and justification regarding the security components for the proposed solution.

Application systems and information that become obsolete and no longer used must be disposed of by appropriate procedures.  The application and associated information must be preserved, discarded, or destroyed in accordance with Electronic Record and Record Management requirements defined in NRS and NAC 239, Records Management.

Vendor shall recommend patching strategy for hardware firmware, Operating System, platform software and application coding releases.

Vendor shall develop a Business Continuity and a Disaster Recovery plan.

Handling of Security Issues

Immediately upon becoming aware of a data compromise or of circumstances that could have resulted in unauthorized access to, disclosure of, alternation of, or use of State data,   Vendor will notify the State, fully investigate the incident, and cooperate fully with the State's investigation of, analysis of, and response to the incident.  The vendor will use a forensics company that is acceptable to the State, preserve all evidence including but not limited to communications, documents, and logs and the State will have the authority to set the scope of the investigation.  In addition, the Vendor shall inform the State of the actions it is taking or will take to reduce the risk of further loss to the State or further loss of data or breaches of security.

Except as otherwise required by law, Vendor shall provide notice of the incident to the State only. The State shall then give notice to the person or entity whose data may have been involved, to regulatory agencies, and to other entities. This procedure is adopted for the purpose of promoting clarity of reporting and avoiding confusion and double reporting.

Cyber Insurance: 

In addition, the Vendor shall maintain cyber liability insurance as noted in Attachment BB, Insurance schedule to protect any and all State data the Vendor receives as part of a project covered by this agreement. The cyber liability insurance shall cover at a minimum expenses related to the management of a data breach incident, the investigation, recovery and restoration of lost data, data subject notification, call management, credit checking for data subjects, legal costs, and regulatory fines. Before beginning work under this Agreement, the Vendor shall furnish the State with properly executed Certificates of Insurance which shall clearly evidence all insurance required in this Agreement and which provide that such insurance may not be canceled, except on 30 days prior written notice to the State.  The Vendor shall furnish copies of insurance policies if requested by the State.

Notwithstanding any other provision of this agreement, and in addition to any other remedies available to the State under law or equity, the Vendor will reimburse the State in full for all costs incurred by the State in investigation and remediation of such Data Compromise, including but not limited to providing notification to third parties whose data were compromised and to regulatory agencies or other entities as required by law or contract.  The Vendor shall also reimburse the State in full for all costs the State incurs in its offering of 5 years credit monitoring to each person whose data were compromised.  The Vendor shall also pay any and all legal fees, audit costs, fines, and other fees imposed by regulatory agencies or contracting partners as a result of the Data Compromise.

Subcontractors and other third parties:

If the Vendor contracts with a third-party to host any of the State data that the Vendor receives as part of the project covered by this agreement, then the Vendor shall include a requirement for cyber liability insurance as part of the contract between the Vendor and the third-party hosting the data in question.  The Vendor shall include in its contract with any such third party a provision requiring that the State has the right to audit any and all of the records of the third party in so far as these records contain any of the State's data.

[bookmark: _Toc444850941]COMMERCIAL RECORDINGS BUSINESS FUNCTIONALITY 

The subsections that follow describe specific business functionality that must be provided within the proposed solution.  Each functional area relies on the integrated and common system functionality introduced and framed in Section 4.3, Integrated System Functionality.

There are eight (8) primary Commercial Recordings functional areas to be addressed.

· Amendments
· Copies
· Customer Service & Compliance
· Mailroom (Receipting)
· New Filings
· Status
· Trademark
· Uniform Commercial Code (UCC)

Mailroom

The Commercial Recordings Mailroom functional area is responsible for receiving and distributing all agency mail.  Mail received comes from business entities, law firms, registered agents, government agencies, and the general public.  The mail arrives in various ways including but not limited to USPS, FedEx, UPS, facsimile, e-mail, and over the counter.  The mailroom is responsible for submitting cash and checks received in the mail to the Accounting Division.  A Batch Proof Report is produced and must balance with all payments submitted to the Accounting Division on a daily basis.

Mail received is sorted by mailroom staff into a variety of categories including but not limited to New Filings, Amendments, Status, and expedited filing requests. Once properly sorted, the mail is “receipted” by scanning and indexing the documents, payments, and filing requests. All scanned documents are attached to a filing request “job” which is placed in the appropriate job queue for each Commercial Recordings functional area.

Within Section 4.4.1, Mailroom vendors are required to describe how the proposed solution satisfies the Agency’s Mailroom requirements as found in Attachment L, Requirements Matrix.  Vendors must include a description for the following:

Provide an overview of Mailroom processing within the proposed solution

Describe proposed features for receipting incoming filing requests and payments

Describe the batch proofing capabilities of the proposed solution

Outline the bulk filing receiving and receipting capabilities

New Filings

The Commercial Recordings New Filings functional area processes organizational documents for entities under Nevada Revised Statutes, Title 7 – Business Associations, Securities, and Commodities.  These documents include but are not limited to Articles of Incorporation (AOI) / Organization, State Business Licenses, Exemption Notices, Initial and Annual Lists, and other formation documents.

Within Section 4.4.2, New Filings, vendors are required to describe how their proposed solution satisfies the Agency’s New Filings requirements as found in Attachment L, Requirements Matrix.  Vendors must include a description for the following:

Provide an overview of New Filing processing.

Outline the automated fee calculation features.

Provide an overview of entity name search capabilities.

How the proposed solution identifies and flags new entity filings where the requested entity name is on the restricted names list or contains a prohibited word.

How the proposed solution will allow for the calculation of entity fees based on any selected action or filing without saving any changes made during the action (ex: changing the amount of stock for a company to determine potential fees).

How a customer may select a Registered Agent and how the Registered Agent may accept to represent a business.

How a completed business license document may be delivered in the simplest way to a customer.

How the proposed solution will interface with the Agency’s SilverFlume Portal to make current new filings available?

Amendments

The Commercial Recordings Amendments functional area processes amendments to formation documents and other actions for Title 7 corporations and Non-Title 7 entities.  Dissolution, cancellation, and withdrawal filings comprise 75-80% of the Amendments volume processed.  The Amendments functional area is responsible for processing complex entity actions including mergers, conversions, and stock changes.

The Amendments functional area also processes business licenses for Nevada Revised Statutes Chapter 76 – considered “Non-Title 7” entities (sole proprietors, general partnerships, and “Other” NT7 registrations).

Within Section 4.4.3, Amendments, vendors are required to describe how the proposed solution satisfies the Agency’s Amendments requirements as found in Attachment L, Requirements Matrix.  Vendors must include a description for the following:

Provide an overview of Amendments processing capabilities
	
Describe the entity merger functionality

Describe how the proposed system processes name change requests while maintaining a historical entity name chain

Status 

The Commercial Recordings Status functional area processes filings such as Annual List of Officers, Registered Agent changes, and reinstatements for revoked Title 7 entities.  All documents received are reviewed and processed in accordance with relevant Nevada state laws and regulations.   
 
The successful vendor will be required to work with the Agency to design and implement improved business processes for the Status functional area. 

Within Section 4.4.4, Status, vendors are required to describe how the proposed solution satisfies the Agency’s Status requirements as found in Attachment L, Requirements Matrix.  Vendors must include a description for the following:

How the proposed solution tracks an entity’s Annual List filing and due date; and sends the entity a reminder renewal notification that includes pre-populated lists of information currently on file for review and update.

How the proposed solution will identity entity officer titles based on NRS.

How the proposed solution will interface with the Agency’s SilverFlume Portal to make current List filings available.

How the proposed solution will monitor the number of entities assigned to a Registered Agent (RA) and notify Supervisors and RAs when the number of entities assigned reaches 10 or is 0 for a configurable amount of time. RAs with 10 or greater assigned entities must register as a Commercial Registered Agent (CRA).

Describe functionality for the Nevada Business Search and how it can provide real-time status updates without negatively impacting production.

How a Certificate of Good Standing may be ordered at the same time of an Annual List filing.


How the proposed solution supports the reinstatement or revival process for revoked and permanently revoked entities.

Describe how the proposed solution will interface with the Agency’s SilverFlume Portal to make current Amended List filings available. 

Copies

The Commercial Recordings Copies functional area processes copy orders, certifications and Apostilles; and maintains a record of all the documents submitted to, and processed by, the Commercial Recordings Division. The successful vendor will be required to work with the Agency to design and implement improved business processes for the Copies functional area.

Within Section 4.4.5, Copies, vendors are required to describe how the proposed solution satisfies the Agency’s Copies requirements as found in Attachment L, Requirements Matrix.  Vendors must include a description for the following:

How the proposed solution will produce an Apostille to a certified copy, certificate, or charter. All functional areas can produce an Apostille to a certified copy.

How the Copies functional area will process copies requests.

How the proposed solution will produce certified copies with a unique identifier.

How the proposed solution will differentiate between and process Certificates, Charters, Apostilles, Business Licenses, and Conversion Charters.

How will the proposed solution generate Non-Existence Certificates.

How the proposed solution will determine fees based on the type of request and the numbers of copies.

How the proposed solution will indicate that a document associated with an entity is not available.

How the proposed solution will indicate that an entity is in good standing, default, or revoked and provide a certificate accordingly.

How the proposed solution will differentiate between internal copies requests.

Customer Service and Compliance

The Commercial Recordings Customer Service and Compliance functional area provides assistance to the general public, businesses, and other government agencies in a variety of ways including telephone inquiries, e-mail, facsimile, and written requests. It takes care of customer needs by providing and delivering professional, helpful, and high quality service. The Customer Service functional area is responsible for informing customers of relevant laws and regulations related to Commercial Recordings filings.

Within Section 4.4.6, Customer Service & Compliance vendors are required to describe how the proposed solution satisfies the Agency’s Customer Service and Compliance requirements as found in Attachment L, Requirements Matrix. Vendors must include a description for the following:

How the proposed solution will provide the ability to search for and find entity, job, and payment records.

How the proposed solution will display multiple results from a single search.

How the proposed solution will search for and find all entities associated with a given entity name; how all entities relationships resulting from, but not limited to, mergers and name changes are to be listed in search results.

How the proposed solution will search for a specific text string that is located in the manual or system notes field.

How the proposed solution will allow for the calculation of entity fees based on any selected action or filing without saving any changes made during the action (ex: changing the amount of stock for a company to determine potential fees).

Trademark

The Commercial Recordings Trademark functional area performs most of its functions in the Las Vegas office.   A trademark is a symbol, word or words legally registered or established by use as representing a company or product. The State allows customers to register a new trademark, renew a trademark, request a correction of mark, assign a mark number, and cancel a trademark that is registered with the State of Nevada.

The successful vendor will be required to work with the Agency to design and implement improved business processes for the Trademarks functional area.

Within Section 4.4.7, Trademarks vendors are required to describe how the proposed solution satisfies the Agency’s Trademarks requirements as found in Attachment L, Requirements Matrix.  Vendors must include a description for the following:

How the proposed solution will differentiate between mark types selected by the customer.

How the proposed solution will maintain a time record of mark registration and notify the entity that the mark will expire in a configurable amount of time.

How the proposed solution will determine if a similar type of mark exists and belongs to another entity.

How the proposed solution will determine that a mark has expired and not allow its renewal.

Uniform Commercial Code (UCC)

The Uniform Commercial Code (UCC) is a set of laws that provide legal rules and regulations governing commercial or business dealings and transactions. The UCC regulates the transfer or sale of personal property. The UCC solution currently in use by the Agency has remained untouched for over fifteen (15) years. A project is under way to replace this old solution and bring the technology up to date. The project is scheduled to complete by June 30, 2016. UCC is considered to be part of the Commercial Recordings business and will need to be integrated into the vendor’s proposed solution. The requirements for the UCC rewrite project will be made available in Attachment M ~ Reference Library.

Vendors should indicate how they will incorporate this UCC functionality into the proposed solution.

Use Cases

In addition to the business functionality described above, the Agency collected and prepared initial functional Use Case information.  The Use Case information provides a basic representation of overall Commercial Recordings business processes. The Use Case information is found in Attachment M ~ Reference Library.    

The Agency recognizes and requires that additional refinement of the Use Case information is necessary and warranted to address open issues and gaps. The successful vendor must work closely with the Agency to specify how the captured functionality will be implemented to satisfy Commercial Recordings processing needs.

The vendor must respond to the following RFP questions:  

The vendor must acknowledge that they have reviewed the content and information contained within Attachment M ~ Reference Library, and will address and include the stated functionality within their proposed solution.

The vendor must describe their proposed requirements refinement and analysis approach to further synchronize and enhance Attachment M ~ Reference Library functionality to more fully implement advanced features, functions, and efficient processes of the proposed solution.

[bookmark: _Toc444850942]SECURITY STANDARDS 

System must meet State security standards for transmission of personal information as outlined in NRS 205.4742 and NRS 603A. 

Protection of sensitive information will include the following: 

Sensitive information in existing legacy applications will encrypt data as is practical. 

Confidential Personal Data will be encrypted whenever possible. 

Sensitive Data will be encrypted in all newly developed applications. 

All information technology services and systems developed or acquired by agencies shall have documented security specifications that include an analysis of security risks and recommended controls (including access control systems and contingency plans). 

Security requirements shall be developed at the same time system planners define the requirements of the system. Requirements must permit updating security requirements as new threats/vulnerabilities are identified and/or new technologies implemented. 

Security requirements and evaluation/test procedures shall be included in all solicitation documents and/or acquisition specifications.

Systems developed by either internal State or contracted system developers shall not include back doors, or other code that would cause or allow unauthorized access or manipulation of code or data. 

Security specifications shall be developed by the system developer for approval by the agency owning the system at appropriate points of the system development or acquisition cycle. 

All system development projects must include a documented change control and approval process and must address the security implications of all changes recommended and approved to a particular service or system. The responsible agency must authorize all changes. 

Application systems and information that become obsolete and no longer used must be disposed of by appropriate procedures. The application and associated information must be preserved, discarded, or destroyed in accordance with Electronic Record and Record Management requirements defined in NRS and NAC 239, Records Management. 

Software development projects must comply with State Information Security Consolidated Policy 100, Section 4.7, Software Development and Maintenance and State Standard 131, “Security for System Development”. 

Separate development, test and production environments must be established on State systems. 

Processes must be documented and implemented to control the transfer of software from a development environment to a production environment. 

Development of software and tools must be maintained on computer systems isolated from a production environment. 

Access to compilers, editors and other system utilities must be removed from production systems. 

Controls must be established to issue short-term access to development staff to correct problems with production systems allowing only necessary access. 

Security requirements and controls must be identified, incorporated in and verified throughout the planning, development, and testing phases of all software development projects. Security staff must be included in all phases of the System Development Lifecycle (SDLC) from the requirement definitions phase through implementation phase.

[bookmark: _Toc163539179]REQUIREMENTS MATRIX 

Vendor must:

Present the platform requirements for efficient operation of the system;

Review the requirements matrix carefully to ensure that the proposed system design addresses all of the requirements;

Tie each data element/function to the vendor’s project plan by task number;

Respond to all of the requirements by properly coding and indicating how the requirement is satisfied.  The proposed costs and project plan must reflect the effort needed to satisfy the requirements.

[bookmark: OLE_LINK4]Identify, for each of the system requirements identified in the requirements matrix, whether it is:

	Condition
	Description

	S – Standard Function
	The proposed system fully satisfies the requirement as stated.  The vendor must explain how the requirement is satisfied by the system.

	W – Workflow or System Configuration Required
	Current functionality of the proposed system exists in the system and can be modified by a system administrator to meet this requirement.

	M – Modification Required
	The proposed system requires a modification to existing functionality to meet this requirement which requires a source code modification.  The system will be modified to satisfy the requirements as stated or in a different format.  The vendor must explain the modifications and include the cost of all modifications above and beyond the base cost in Attachment J, Project Costs.

	F – Planned for Future Release
	This functionality is planned for a future release.  The vendor must explain how the requirement will be satisfied by the system and when the release will be available.

	C – Custom Design and Development
	The proposed system requires new functionality to meet this requirement which requires a source code addition.  The vendor must explain the feature and its value, and include any cost above and beyond the base cost in Attachment J, Project Costs.

	N – Cannot Meet Requirement
	The proposed system will not satisfy the requirement.  The vendor must explain why the requirement cannot be satisfied.

	O – Other Software
	If the requirement is to be satisfied through the use of a separate software package(s), vendors must identify those package(s) and describe how the functionality is integrated into the base system.



Identify whether each requirement is in the firm fixed price included within the cost proposal.

Describe how the proposed system meets the requirements specified within this RFP.
[bookmark: _Toc180917193][bookmark: _Toc445899881]SCOPE OF WORK	

This Scope of Work section outlines project tasks, work products, and deliverables to be completed and delivered by the vendor during the project life cycle.  As part of their proposal, the vendor must provide a preliminary project plan and schedule.  The proposed preliminary project plan and schedule must reflect a recommended implementation approach and strategy for accomplishing the tasks and activities identified throughout this RFP.  The vendor must complete and produce the required work products and deliverables identified throughout Section 5, Scope of Work (note that listed tasks and activities are not necessarily presented in order of required completion).  

This project is a requirements refinement, system design, development, configuration, integration, implementation, and support project.  Project tasks will include a complete gap analysis between the requirements presented in this RFP, the current Commercial Recordings business processes, and the proposed solution. The Agency realizes that the requirements included in this RFP are not complete. 

Major work tasks and project deliverables to be completed by the vendor include:

· Project Planning and Administration
· System Environment Configuration
· Detailed System Requirements
· Detailed Application Security
· Detailed System Design
· Architectural Design
· System Development & Configuration
· Data migration
· Data management
· Test plans and results
· Operations & Support documentation
· User training
· Production deployment
· Warranty and maintenance support
· Hardware and Licensing

Each major project task includes deliverables and associated work products. Deliverables are associated with work products, which represent the completion of specific project work. When all work products related to a deliverable are complete the deliverable will be formally reviewed by the Agency for acceptance and payment.

The work products are designed to ensure that a quality solution is being delivered and the vendor is performing according to the project plan and schedule. Deliverables represent project milestones and are associated with project payment(s). Proposers must provide costs for each deliverable as identified in Attachment J, Project Costs.

The vendor’s proposed project schedule must contain all work products and deliverables listed below, resource assignments by role, task durations, task dependencies, and task completion dates.

[bookmark: _Toc163539183]VENDOR RESPONSE TO SCOPE OF WORK

Within the proposal, vendors must provide information regarding their approach to meeting the requirements described within Sections 5.4 through 5.16.

If subcontractors will be used for any of the tasks, vendors must indicate what tasks and the percentage of time subcontractor(s) will spend on those tasks.

Vendor's response must be limited to no more than five (5) pages per task not including appendices, samples and/or exhibits.

[bookmark: _Toc163539102]DELIVERABLE SUBMISSION AND REVIEW PROCESS

The following sections detail the process for work product submission and review.

Work Product General

Work products within each deliverable will be submitted to the Agency Project Manager for review per the approved detailed project plan.

The vendor must provide one (1) master, two (2) copies and an electronic version of each work product to the Agency Project Manager unless otherwise mutually agreed to in writing.

The electronic copy will be provided in a format mutually agreed to in writing and viewable by the Agency.

Deliverables will be evaluated by the Agency utilizing mutually agreed to acceptance/exit criteria.

Work Product Submission

Prior to the development and submission of each work product a summary document containing a description of the format and content must be delivered to the Agency Project Manager for review and approval.  The summary document must contain at a minimum:

A brief description of the work product.

A table of contents.

The summary document will be reviewed and approved within a mutually agreed to time frame.

Work products must be developed according to the approved format and content of the summary document.

During working sessions the vendor must provide a walkthrough of the work product.

Work Product Review

The Agency’s review time begins on the business day following receipt of the work product.

The Agency’s review time will be determined by the Agency approved and accepted detailed project plan and the approved contract.

The Agency has up to five (5) business days to determine if a work product is complete and ready for review.  Unless otherwise negotiated, this timeframe shall be considered to be a part of the Agency’s review time.

Once the detailed project plan is approved by the Agency the following sections detail the process for submission and review of deliverables during the project lifecycle.

[bookmark: _Toc66244278][bookmark: _Toc163539103]Deliverable General

When submitting a deliverable for review and acceptance the vendor must produce one (1) master (both hard and soft copy) and two (2) additional hard copies, if requested, to the Agency Project Manager as identified in the contract.

Once a deliverable is approved and accepted by the Agency the vendor must provide a final updated and corrected electronic copy.  The Agency may, at its discretion, waive this requirement for any particular deliverable.

The electronic copy must be provided in a format viewable by the agency.


Deliverables will be evaluated by the Agency using mutually agreeable acceptance/exit criteria.
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Prior to the development and submission of each deliverable a summary document containing a description of the format and content of each deliverable will be delivered to the Agency Project Manager for review and approval.  The summary document must contain, at a minimum, the following:

Cover letter outlining the purpose of the deliverable.

A Table of Contents with a brief description of the content of each section.

Anticipated number of pages.

Identification of anticipated appendices/exhibits.

The summary document must contain an approval/rejection section that can be completed by the Agency.  The summary document will be returned to the vendor within a mutually agreed upon time frame.

Deliverables must be developed by the vendor according to the approved format and content of the summary document for each specific deliverable.

The vendor must provide a walkthrough of each deliverable.
Deliverables must be submitted per the approved project schedule and must be accompanied by a deliverable sign-off form (Attachment G, Deliverable Sign-Off Form) with the appropriate sections completed.
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General

The Agency’s review time begins on the business day following receipt of the deliverable.

The Agency has up to five (5) business days to determine if a deliverable is complete and ready for review.

Any subsequent deliverables are dependent upon the Agency’s acceptance of a prior deliverable will not be accepted for review until all issues related to the previous deliverable have been resolved.

Deliverables determined to be incomplete or unacceptable for review will be rejected, not considered delivered, and returned to the vendor for correction.

Comments/Revisions Requested by the Agency

If the Agency has comments or requires revisions to a deliverable the following will be provided to the vendor:

The original deliverable sign-off form with an updated entry to the deliverable submission and review history section.

A detailed explanation of the revisions to be made and/or a marked up copy of the deliverable.

The Agency’s first review and return with comments will be completed within a mutually agreed timeframe.

The vendor will have five (5) business days, unless otherwise mutually agreed to, for review, acceptance and/or rejection of the Agency’s comments.

A meeting to resolve outstanding issues must be completed within three (3) business days after completion of the vendor’s review or a mutually agreed upon time frame.

Once an agreement is reached regarding changes to the deliverable(s) the vendor will incorporate said changes into the deliverable and resubmit for review and acceptance.


Resubmission of a deliverable must occur within five (5) business days or a mutually agreed upon time frame.

The resubmitted deliverable must be accompanied by the original deliverable sign-off form.

This review process shall continue until all issues have been resolved.

During the subsequent review process the Agency may only comment on the original exceptions noted.

All other items not originally commented on are considered to be acceptable by the Agency.

Rejected, Not Considered Delivered

If the Agency considers a deliverable not ready for review the following will be returned to the vendor:

The original deliverable sign-off form with an updated entry to the deliverable submission and review history section.

The original deliverable and all copies with a written explanation as to why the deliverable is being rejected and not considered delivered.

The vendor will have five (5) business days unless otherwise mutually agreed to for review, acceptance and/or rejection of the Agency’s comments.

A meeting to discuss the Agency’s position regarding the rejection of the deliverable must be completed within three (3) business days after completion of the vendor’s review or a mutually agreed upon time frame.

Resubmission of the deliverable must occur within a mutually agreed upon time frame.

The resubmitted deliverable must be accompanied by the original deliverable sign-off form.

Upon resubmission of the completed deliverable, the Agency will follow the steps outlined in Section 5.3.3.2, Accepted, or Section 5.3.3.3, Comments/Revisions Requested by the Agency.

Accepted
	
When the deliverable is accepted the original deliverable sign-off form will be signed by an authorized Agency representatives and returned to the vendor.

Once the vendor receives the original deliverable sign-off form, the Agency can then be invoiced for the deliverable (Section 8, Financial).

The vendor must provide one (1) updated and complete master hardcopy and electronic copy of each deliverable after approval and acceptance by the Agency.

[bookmark: _Toc66244262][bookmark: _Toc163539086]PROJECT KICK OFF MEETING

After contract approval a project kickoff meeting will be held with key representatives from the Agency and the vendor.  Items to be covered in the kickoff meeting include, but are not limited to, the following.

Introduction of staff

Project Plan

Schedule

Project objectives

Scope of Work

Deliverable review process

Acceptance criteria

[bookmark: _Toc163539184]PLANNING AND ADMINISTRATION

[bookmark: _Toc163539185]Objective

To ensure that adequate planning and project management is dedicated to the project.  The following activities, work products, and deliverables must be completed as part of project planning and administration.  For each major project phase the vendor must provide an updated and incremented deliverable version until all project deliverables are accepted.

[bookmark: _Toc163539186]Activities

The vendor must provide the following:

Detailed project plan

The vendor will work with the Agency to provide a detailed project plan with fixed deadlines and milestones that take into consideration the Agency’s holiday schedule (refer to Section 2.1, State Observed Holidays),  standard working hours, and peak business cycles. The plan must include but is not limited to:

Project schedule including tasks, activities, activity duration, resourcing, sequencing, and dependencies.

Project work plan for each deliverable including a work breakdown structure.

Planned completion date for each task.

Project milestones.

Entrance and exit criteria for specific project deliverables and phases.

The detailed project plan will be used to prepare a high-level integrated schedule and work plan to coordinate Agency resources.

The project Plan will be incorporated into the contract as the first project deliverable and must include due dates for other project deliverables, work products, and tasks as defined in Section 5, Scope of Work. 
[bookmark: _Toc163539187]
Meeting attendance

The vendor will attend project status meetings with the Agency project team at a location to be determined by the Agency.  Attendance may be in person and/or via teleconferencing, as agreed to by the Agency project manager.  These meetings shall follow an agenda mutually developed by the vendor and the Agency, and scheduled by the Agency Project Manager.  Minutes will be taken and distributed to project stakeholders by Agency staff within two (2) business days after the meeting. 

The agenda may include, but not be limited to:

Review and approval of previous meeting minutes.

Vendor project status.

Agency project status.

Status of issues, risks, resolutions, and mitigation.

Quality assurance status.

New action items.

Outstanding action items and resolutions.

Next meeting date & time.

Monthly Project Status Reports

The vendor will provide monthly written project status reports to Agency project management by the third (3rd) business day of each month.  The format must be approved by the Agency project manager prior to issuance of the first (1st) monthly project status report.  The status reports must include, but not be limited to the following:

Overall completion status of the project in terms of the Agency approved project work plan and deliverable schedule.

Accomplishments during the reporting period.

Upcoming milestones, completed milestones.

Problems encountered and mitigation plans.

Planned activities for the next reporting period.

Risks and Issues, including contractual items.

Quality Assurance.

Updated project schedule showing percent complete; milestone variance; and high-level tasks assigned, completed and remaining.


Agency resources required for activities during the next time period.

Resource allocation percentages including planned versus actual by project milestone.

Approach and Strategy

The vendor must propose an overall approach, strategy and schedule for completing the Agency’s Commercial Recordings project.  The vendor is to work with the Agency to confirm and finalize the strategy and approach.  

The strategy must consider status and stability of current legacy applications, potential opportunities for concurrent project activity across core business areas, timing of legacy cutover, possible project phasing and bridging of legacy and new applications where necessary, impact to overall business schedules, and other resource and existing system constraints.  The inherent condition of the eSOS legacy applications must be carefully considered in finalizing an implementation approach and schedule.  

The vendor’s proposed approach and strategy may be refined with input from the Agency to allow for adjustment and modification where necessary to more fully reflect current legacy constraints and system dependencies, resources limitations and proposed milestones, potential issues and risks, and other constraints and assumptions.  

Risk Management Plan

The vendor shall deliver a risk management plan to ensure that risks are identified, analyzed, mitigated, communicated and acted upon effectively.  The plan should include risk management planning and a risk register process.

Communication Plan

The vendor shall deliver a communication plan designed to establish consistent, effective, and repeatable communications throughout the project lifecycle. The plan will include, but not be limited to, meeting schedules, reporting schedules, what information is provided to whom, when, and how. 

Quality Assurance Plan

The vendor shall deliver a quality assurance plan including, but not limited to, the methodology for maintaining a high level of quality for all project deliverables.  The plan should address when and how corrective actions are logged, monitored and completed.

Data Migration Plan
	
The vendor shall deliver a data migration plan that includes the methodology for migrating all existing eSOS system data to the new solution. This plan will include the methodology for identifying data accuracy and completeness issues with the existing data and a plan for resolving the issues found. This includes, but is not limited to, Job records, scanned documents, entity records, templates, and orphaned documents.

Deployment (cut-over) Plan

The vendor shall deliver a deployment plan that includes the methodology and process for deploying the new solution into the Agency’s production environment, migrating existing eSOS data and records from the current eSOS system to the new solution, and bringing the new solution live in production.

Human Resource Plan

The vendor shall deliver a project Human Resource Plan.  This plan should include at a minimum:

The vendor project organization including a resource plan defining roles and responsibilities for the vendor and its subcontractors.

Staff management plan and resource allocation with dates indicating when project resources will enter and exit the project.

Assigned staff resumes with education, credentials and years of relevant experience. The State reserves the right to reject the assignment of a resource.

Training Plan
	
The vendor shall develop a Training Plan that documents, instructs and fully prepares Agency staff to operate, monitor, and maintain system activity and performance.  The plan must include sufficient instruction, training, time, and resources to accomplish a transfer of knowledge to ensure that Agency staff are able to properly, effectively, and independently operate and maintain the solution.  The vendor shall present the plan to the Agency for review and acceptance, execute the plan, and obtain Agency acceptance on all training plan deliverables once complete.  

Project Archives/Repository

The vendor shall create and maintain a repository of project-related artifacts that includes at a minimum all deliverables and work products, project standards, project organizational charts, and other business, functional, and design materials collected and created as part of the project.

Project Close-Out Process

Once the project is complete, the vendor will provide a set of final project management materials, products, tools and content that documents project outcomes and results.  This task includes at a minimum final archival of project and project management artifacts, project lessons learned, the hand off and location of completed project deliverables and other project assets and repositories used throughout the project and required to maintain and operate the new system. 

Project Planning and Administration Work Products 

The vendor must produce the following Project Planning and Administration work products and provide updated and incremented versions for each when a major project iteration/phase/implementation occurs until all major iterations or phases are complete.  The completed work products must be submitted as part of the Project Planning and Administration Deliverable.

Detailed Project Plan

	
	[bookmark: _GoBack]Deliverable
Number
	Description of Work Product
	Work Product
Number
	Agency Review
 (Business Days)

	5.4.3.1.1
	Detailed Project Plan
	5.4.2.1
	10



Project Reporting

	Deliverable
Number
	Description of Work Product
	Work Product
Number
	Agency Review
 (Business Days)

	5.4.3.2.1
	Attendance at all Required Meetings
	5.4.2.2
	N/A

	5.4.3.2.2
	Written Monthly Project Status Reports
	5.4.2.3
	5



Project Planning and Administration

	Deliverable
Number
	Description of Work Product
	Work Product
Number
	Agency Review
 (Business Days)

	5.4.3.3.1
	Approach and Strategy
	5.4.2.4
	10

	5.4.3.3.2
	Risk Management Plan
	5.4.2.5
	5

	5.4.3.3.3
	Communication Plan
	5.4.2.6
	5

	5.4.3.3.4
	Quality Assurance Plan
	5.4.2.7
	5

	5.4.3.3.5
	Data Migration Plan
	5.4.2.8
	5

	5.4.3.3.6
	Deployment (Cut-over) Plan
	5.4.2.9
	5

	5.4.3.3.7
	Human Resource Plan
	5.4.2.10
	5

	5.4.3.3.8
	Training Plan
	5.4.2.11
	5

	5.4.3.3.9
	Project Archives/Repository
	5.4.2.12
	5

	5.4.3.3.10
	Project Close-Out Process
	5.4.2.13
	5



Project Planning and Administration Deliverables

The vendor must produce the following Project Planning and Administration deliverables.

	Deliverable
Number
	Description of Deliverable
	Activity/Work
Product
	Agency Review
 (Business Days)

	5.4.4.1
	Detailed Project Plan
	5.4.2.1
	10

	5.4.4.2
	Project Reporting
	5.4.2.2 - 5.4.2.3
	5

	5.4.4.3
	Project Planning and Administration
	5.4.2.4 -
5.4.2.10
	10



[bookmark: _Toc444850949]SYSTEM ENVIRONMENT CONFIGURATION 

Objective

Configure, build, and test project system hardware and software environments for achieving project tasks and goals.  Required project system environments include, but are not limited to, a development environment, test and data migration environment, user acceptance environment, a training environment, and production environment.  In addition, any additional logical and physical network connectivity requirements must also be defined, implemented and tested.  

Activities

System Environment Configuration Plan

The vendor shall develop and submit a System Environment Configuration Plan for review and approval.  The plan must include a target completion schedule for installing each system environment, a detailed hardware and software component list and inventory per environment, an outline of configuration and installation steps and techniques to be used, and a description of system environment logical and physical architecture decisions and assumptions. 

The plan must describe detailed server virtualization techniques and structures used, if any, to configure and maintain the environments.  Steps for coordinating system environment releases and upgrades with major project iterations or phases must also be outlined in the plan.  The minimum project system environments to be installed include:

Off-site vendor environment
Development and Unit Test
Component Integration Test
System and Data Migration
User Acceptance Test (UAT)
Training
Production
Backup & Disaster Recovery

Software Licensing and Distribution Plan

The vendor must submit a Software Licensing and Distribution Plan for review and approval.  The plan will document the software products required and associated licensing costs necessary to support project requirements.  The plan will include the methods for distributing software upgrades and version releases to each of the established technical environments in a controlled fashion.  The Software Licensing and Distribution plan must include:

Licensing strategies
Software inventory
Performance requirements
Availability requirements
Tools and scripts
Security constraints
Platform descriptions
Data distribution and maintenance
Graphical representation of software distribution
Software distribution method

Note: Licensing plans must provide for licensing of a Disaster Recovery environment

Component Migration and Management Plan

The vendor shall document and submit for approval a Component Migration and Management Plan.  The plan will describe how the vendor will migrate completed and updated components throughout the project schedule while maintaining stability across all system environments.  The plan will be used to control how and when completed project components are migrated to the various project system environments including up to and through the production environment.  The plan must include and describe how the vendor will complete and conduct hardware and software configuration management during the life of the contract.  The vendor must manage and control project component updates and version releases into the various system environments while maintaining a stable project work and operational environment.  The plan shall document:

Component naming conventions and standards.

Build validation and readiness processes.

The methodology to capture and address issues.

Processes for determining what will be released as a part of each component baseline and/or enhanced version release.

Method for maintaining synchronization with external system configurations and interfaces, such as the eSOS legacy systems.

Procedures, tasks and schedules for managing system migration and configuration.


Other tools and data stores used in the component management and migration process.

RACI for each component to determine which team member role will be responsible for maintaining the component ongoing.

The vendor shall develop, implement, manage, and execute the approved Component Migration and Management Plan throughout the life of the project.

Establish Proof-of-Concept Environment at the vendor’s off-site location accessible from Agency offices

Per the approved System Environment Configuration Plan, the vendor will establish the Proof-of-Concept Environment.  The vendor will install the necessary equipment and software components to demonstrate a proof-of-concept of core system functionality.  The Proof-of-Concept Environment will be used to visually demonstrate out-of-the-box components of the vendor’s proposed solution.  The established environment will be used during the requirement fit gap analysis and other project analysis tasks and meetings to help project stakeholders and others to visually understand system components. 

Establish Development and Data Migration Environments

Per the approved System Environment Configuration Plan, the vendor will establish the Development and Data Migration Environments for project technical and analytical use.  Proposers must include costs for these environments in Attachment J, Project Costs.

Establish Integration, System Test, and UAT Environments

Per the approved System Environment Configuration Plan, the vendor will establish the test environments for project technical and analytical use.  Proposers must include costs for these environments in Attachment J, Project Costs.

Establish Training Environment

Per the approved System Environment Configuration Plan, the vendor will establish the Training Environment for project use.  Proposers must include costs for this environment in Attachment J, Project Costs.

Establish Production Environment

Per the approved System Environment Configuration Plan, and in coordination with major project iterations or phases, the vendor will establish and verify readiness of the Production Environment for project production use.  The vendor shall build and validate the Production Environment for the Commercial Recordings solution usage.  The vendor must coordinate with Agency technical resources to test and verify the readiness and availability of each production computing and network component.  This task will be performed for each production environment iteration and to match project schedules and planned product releases.  Proposers must include costs for this environment in Attachment J, Project Costs.

Technical Environment Documentation

The vendor will produce and maintain detailed documentation that captures and describes the system environment build and test tasks including results for each technical environment established for the project.  The documentation must include results of initial performance validation and security setup and verification.  Graphical diagrams and architectural layouts of each technical environment established, including assigned devices, component identifiers, and required communication ports will be produced and collected as part of the documentation.  
	
System Environment Configuration Work Products

The vendor must produce the following System Environment Configuration work products and provide updated and incremented versions for each when a major project iteration/phase/implementation occurs until all major iterations or phases are complete.  The completed work products must be submitted as part of the System Environment Configuration Deliverable.

System Environment Planning

	Deliverable
Number
	Description of Work Product
	Work Product
Number
	Agency Review
 (Business Days)

	5.5.3.1.1
	System Environment Configuration Plan
	5.5.2.1
	5

	5.5.3.1.2
	Software Licensing & Distribution Plan
	5.5.2.2
	5

	5.5.3.1.3
	Component Migration & Management Plan
	5.5.2.3
	5



System Environment

	Deliverable
Number
	Description of Work Product
	Work Product
Number
	Agency Review
 (Business Days)

	5.5.3.2.1
	Establish Proof-of-Concept Environment 
	5.5.2.4
	5

	5.5.3.2.2
	Establish Development and Data Migration Environments
	5.5.2.5
	5

	5.5.3.2.3
	Establish Integration, System Test and UAT Environments
	5.5.2.6
	5

	5.5.3.2.4
	Establish Training Environment
	5.5.2.7
	5

	5.5.3.2.5
	Establish Production Environment
	5.5.2.8
	5



Technical Environment Documentation

	Deliverable
Number
	Description of Work Product
	Work Product
Number
	Agency Review
(Business Days)

	5.5.3.3.1
	Technical Environment Documentation
	5.5.2.9
	5



System Environment Configuration Deliverables

	Deliverable
Number
	Description of Deliverable
	Activity/Work
Product
	Agency Review 
(Business Days)

	5.5.4.1
	System Environment Configuration Plan
	5.5.2.1 -
5.5.2.3
	5

	5.5.4.2
	Established Proof-of-Concept
	5.5.2.4
	5

	5.5.4.3
	Established Development and Data Migration Environments
	5.5.2.5
	5

	5.5.4.4
	Established Integration, System Test and UAT Environments
	5.5.2.6
	5

	5.5.4.5
	Established Training Environment
	5.5.2.7
	7
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Objective

Refine and document detailed system requirements.  The vendor must validate and demonstrate that the proposed solution satisfies the Agency’s identified system requirements.  Any functional or system changes, enhancements and/or additions that must be made to the proposed solution to meet the Agency’s requirements must be identified and documented.  

Activities

The vendor must perform and provide the following:

Functional Requirements and Concept of Operations

The vendor shall meet with Agency project stakeholders to review and confirm joint understanding of documented requirements and Concept of Operations provided in Section 4, System Requirements and described within this RFP.  As part of the review the vendor will document a high level understanding between the Agency and the vendor regarding the proposed system and the Agency’s concept of operations.  The vendor must identify and resolve any issues.

Detailed System Requirements Validation and Fit Gap Analysis

The vendor shall conduct and facilitate Joint Application Design (JAD) sessions to validate and demonstrate system functionality.  These sessions must include all screens, reports, forms, inputs and outputs, and business and process rules related to each requirement.  Based on a mutually agreed upon schedule, JAD sessions are to be coordinated at least five (5) to ten (10) business days prior to the scheduled sessions.

The vendor shall:

Review and validate Commercial Recordings system requirements

Perform and deliver a detailed Requirements Fit Gap Analysis

Deliver for approval Use Case Modeling and Use Case Realization Guidelines that describe project UML techniques and notation for project Use Case models.  The vendor is responsible for ensuring that project analysts and development staff adhere to the standard.

Develop a design-ready System Requirements Repository, including functional requirements, non-functional requirements, Use Cases, and detailed business rules.  The vendor shall utilize requirements already documented by the Agency.

Detailed System Requirements Document

The vendor must develop and deliver a Detailed System Requirements Document that covers each functional area, and captures Agency feedback regarding detailed system requirements.  This detailed system requirements document must include documented changes and enhancements to the vendor’s baseline system.  The Detailed Systems Requirements Document must be incrementally updated and released for each major project iteration or phase. 

Requirements Traceability Matrix

Utilizing requirements already documented by the Agency, the vendor shall establish and maintain a requirements traceability matrix.  The matrix will be used to verify that the Agency’s requirements are met and incorporated into the solution.  

Detailed System Requirements Work Products

The vendor will produce the following Detailed System Requirements work products and provide updated and incremented versions for each when a major project iteration/phase/implementation occurs until all major iterations or phases are complete.  The completed work products must be submitted as part of the Detailed System Requirements Deliverable.

Detailed System Requirements

	Deliverable
Number
	Description of Work Product
	Work Product
Number
	Agency Review 
(Business Days)

	5.6.3.1.1
	Functional Requirements and Concept of Operations 
	5.6.2.1
	10

	5.6.3.1.2
	Detailed System Requirements Validation and Fit Gap Analysis
	5.6.2.2
	15

	5.6.3.1.3
	Detailed System Requirements Document
	5.6.2.3
	20

	5.6.3.1.4
	Requirements Traceability Matrix
	5.6.2.4
	10



Detailed System Requirements Deliverables

	Deliverable
Number
	Description of Deliverable
	Activity/Work
Product
	Agency Review 
(Business Days)

	5.6.4.1
	Detailed System Requirements
	5.6.2.1 -  5.6.2.4
	20



[bookmark: _Toc444850951]ARCHITECTURAL SYSTEM DESIGN 

Objective

Provide a high-level technical and system architectural design.  The design must identify and document how major Commercial Recordings system components are integrated, secured, interfaced, and connected.  When required, the design will also outline temporary bridging between legacy and modernized system components.  The design will identify the programming, data, and communication protocols, as well as web and application services, security, data stores, and other technical and system components that make up the overall design.  Primary architectural layers such as User Interface, Navigation, Business, Security, Data and others must be defined and presented.  Additionally, the design must identify where existing Agency infrastructure is to be used. 

Activities

The vendor must provide the following:

Reuse Analysis

Working with the Agency, the vendor must complete and submit a technical reuse analysis that recommends how best to leverage existing resources.  Resources to consider include existing physical servers, operating system software, storage area network, database software, application server software, middleware and SOA software, data encryption software, disaster recovery and backup environments and other.

Software and Hardware High Level Design

The vendor must document and submit a software and hardware high-level design for review and approval.  Designs should leverage existing SOS hardware and software licensing. At a minimum, the design must include:

Commercial Recordings software and hardware platforms.

Major software and hardware infrastructure components and services and how they interact.

Development tools and strategy used to develop the solution including patterns used in the architecture.

How functionality and responsibilities of the system are partitioned and assigned to subsystems or components.

Major supplementary specifications such as SSL security.

Message standards.

Service oriented architecture, when used, including business services, web services, business rules and discovery technologies.

Security architecture including access management, roles-based authorization, access control, transport layer security and web services security.

Critical technical constraints.

Network Impact Analysis

The vendor shall analyze and document for Agency approval the overall server and network impact resulting from the proposed solution.  The analysis will address the following areas:

Network backbone connection and capacity impact for the proposed solution.

Server backbone infrastructure and network impact and requirements related to other devices such as SANs, Load Balancers, routers, and switches.

Network connections for workstations.

Network connections at local and remote offices.

High Availability and Backup and Recovery Plan

The software and hardware high-level design must address the vendor’s approach to providing high-availability, system backup, and disaster recovery for their solution.  A work product must be produced that details the backup and recovery components, installation requirements, and documentation describing how the proposed solution system will function to address and prevent downtime events.  This plan shall include:

Failure scenarios, probability of occurrence, impact, and duration and priority.

Processes and procedures employed for failures of significance.  This must include detailed tasks, sequencing, participant roles, escalation procedures, and operational procedures.

Hot-Site facility cut-over, if applicable.

Required repair and response times.

Contingency matrix.

Back-up frequency, mechanisms/media, and data.

Architectural Design Work Products

The vendor must produce the following Architectural Design work products and provide updated and incremented versions for each when a major project iteration/phase/implementation occurs until all major iterations or phases are complete.  The completed work products must be submitted as part of the Architectural Design Deliverable.

Architectural Design

	Deliverable
Number
	Description of Work Product
	Work Product
Number
	Agency Review 
(Business Days)

	5.7.3.1.1
	Reuse Analysis
	5.7.2.1
	5

	5.7.3.1.2
	Software and Hardware High Level Design
	5.7.2.2
	5

	5.7.3.1.3
	Network Impact Analysis
	5.7.2.3
	5

	5.7.3.1.4
	High Availability and Backup and Recovery Plan
	5.7.2.4
	10



Architectural Design Deliverables

The vendor must produce the following Architectural Design deliverables.

	Deliverable
Number
	Description of Deliverable
	Activity/Work
Product
	Agency Review 
(Business Days)

	5.7.4.1
	Security Architectural Design
	5.7.2.1 - 5.7.2.4
	10



[bookmark: _Toc444850952]DETAILED SYSTEM DESIGN
 
Objective

The objective of this task is to develop a detailed system design for how the finalized solution detailed system requirements will be implemented for each project phase/iteration.  The design must accomplish and include the requirements and Concept of Operations components identified in Section 4, System Requirements and throughout the RFP.

Activities

The vendor must provide the following:

Detailed System Design for each Component

The vendor shall develop detailed system design specifications for each solution component being modified or implemented.  The vendor shall prepare the detailed system design so that both Agency functional and technical staff are able to understand the basis for configurations, modifications and the expected results.  The detailed system design must include, but not be limited to:  

Common, integrated functionality.

Online screens and content flow.

User interface design and prototype for both Agency and external users.

Detailed business, policy, and processing rules.

Case management and workflow.

Batch processes and program flow.

Reports, Letters, Forms, and Correspondence.

Online Help.

System internal and external interfaces including individual transaction and bulk processing

An estimated level of effort for completing configuration, programming and testing must be included with the detailed design.  Design walkthroughs with key Agency functional and technical staff must be conducted.

Report, Letter and Form Design

The vendor shall provide a list of report, letter, and form designs required for the proposed solution.  This list must provide pertinent information such as content, usage, production, security, retention, volume and frequency.

Business Rule Design and Configuration

The vendor shall provide a list of business rules designed and configured for the proposed solution.  The vendor must indicate where the rules are implemented and provide necessary documentation and procedures for maintaining the rules and related tables.  

System Interface Design

For each required system interface, including those listed in Section 4.3.6 (Interface Management) the vendor shall provide an interface design that includes, but is not limited to:  interface data specification, architecture, security and authentication, connectivity, operation, maintenance, frequency, source, target, and volume.

Imaging Design and Integration

The vendor shall analyze and complete an interface design between the proposed Commercial Recordings solution and the proposed imaging solution.  The design will include bi-directional passing (storage and retrieval) of images between the imaging solution and the vendor’s code base.  The vendor will design indexing schemes to be used to support Commercial Recordings functionality including the ability to capture and retrieve information where and when needed for business purposes. 

Detailed System Design Work Products

The vendor must produce the following Detailed System Design work products and provide updated and incremented versions for each when a major project phase occurs until all major iterations or phases are complete.  The completed work products must be submitted as part of the Detailed System Design Deliverable.



Detailed System Design

	Deliverable
Number
	Description of Work Product
	Work Product
Number
	Agency Review 
(Business Days)

	5.8.3.1.1
	Detailed System Design for Each Component
	5.8.2.1
	15

	5.8.3.1.2
	Report, Letter and Form Design
	5.8.2.2
	15

	5.8.3.1.3
	Business Rule Design and Configuration
	5.8.2.3
	15

	5.8.3.1.4
	System Interface Design
	5.8.2.4
	15

	5.8.3.1.5
	Imaging Design & Integration
	5.8.2.5
	10



Detailed System Design Deliverables

The vendor must produce the following Detailed System Design deliverables.

	Deliverable
Number
	Description of Deliverable
	Activity/Work
Product
	Agency Review 
(Business Days)

	5.8.4.1
	Detailed System Design
	5.9.2.1 - 5.9.2.5
	15
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Objective

Configure, develop, test, and document Commercial Recordings system components, artifacts, and interfaces.  Configure system parameters, modify existing modules and/or develop new modules.  Satisfy functional and detailed design requirements for each system function. Develop, document, and test system interfaces. 

Activities

The vendor must provide the following:

Development Standards, Methodology, Tools, and APIs

The vendor shall provide a set of development standards to be used in producing Commercial Recordings system components.  The standards and guidelines to consider include coding standards for project development languages; diagram, model and graphics usage guidelines; online help standards; approach for component reuse; object model design, lifecycle, and memory management  guidelines; transaction and data integrity standards including single and multi-phase commits; user interface and navigation standards; and other design frameworks and libraries used.

The vendor shall identify and consistently apply a development methodology to be used during the project.  The methodology should include management, control, maintainability, and traceability of requirements throughout the software development lifecycle; provide built-in quality control and metrics; emphasize early delivery of high-payoff Commercial Recordings functionality with emphasis on mission critical functionality; promote steady incremental delivery of components; minimize bridging between the new Commercial Recordings system and any legacy systems; and prove viability of chosen architectures early in development cycles.

The vendor shall identify and document the development toolset, programmer workbench, and Integrated Development Environment (IDE) to be used during the project.  The toolset and IDE must be made available to Agency project technical resources for training, skill development, and project development activities.

The development toolset and IDE should facilitate component build and test processing; provide data modeling and data extract transform and load (ETL) capability; provide component configuration and migration management; provide runtime module and memory analysis to detect memory corruption, leaks, and performance issues; and provide tool help, where appropriate.

The vendor shall describe and document standard API and framework structures used within the developed and configured system.  Primary namespaces, system WSDLs, and class and coding libraries as well as other code generator tools and templates must be identified. 

System Installation and Configuration Instructions

The vendor shall develop and document the steps and tasks required to install, configure, and implement completed Commercial Recordings components.  The vendor shall develop application build scripts and configuration documents for each Commercial Recordings system phase/iteration, including the final Commercial Recordings system product.  The vendor shall provide the scripts, files, documents and other associated repositories required to build, package, deploy and fully implement the Commercial Recordings system.  At a minimum, the work product is to include the following items: 

How Commercial Recordings components are bundled and packaged.

An inventory of all installation and configuration scripts, instructions, tools and plug-ins used.

How to generate application deployment descriptor and configuration files, as applicable.

Documented dependencies and code generation.

Methods for achieving integration including test processes on check-in.

Use of repositories to manage libraries, versioning, and installation.

The vendor shall ensure that designated Agency staff are able to perform all installation, configuration, and deployment of final Commercial Recordings components.

System Component and Source Code Repository

Subsequent to completing development, configuration, and unit testing of all Commercial Recordings developed and configured components, the vendor shall provide a detailed inventory of all system components.  The inventory shall identify each item and its logical grouping, current test status, source code location and library, last modified and compiled date, and current version control information.  The inventory and source code library must include customized and modified components/processes constructed for Commercial Recordings purposes. 

Software development projects must comply with State Policy 4.100000.

Separate development, test and production environments must be established on Agency systems.

Processes must be documented and implemented to control the transfer of software from a development environment to a production environment.

Development of software and tools must be maintained on computer systems isolated from a production environment.

Access to compilers, editors and other system utilities must be removed from production systems.

Controls must be established to issue short-term access to development staff to correct problems with production systems allowing only necessary access.

Security requirements and controls must be identified, incorporated in and verified throughout the planning, development, and testing phases of all software development projects.  Security staff must be included in all phases of the System Development Lifecycle (SDLC) from the requirement definitions phase through implementation phase.

System Development and Configuration Work Products

The vendor must produce the following System Development and Configuration work products and provide updated and incremented versions for each when a major project iteration/phase/implementation occurs until all major iterations or phases are complete.  The completed work products must be submitted as part of the System Development and Configuration Deliverable.

System Development and Configuration

	Deliverable
Number
	Description of Work Product
	Work Product
Number
	Agency Review
(Business Days)

	5.9.3.1.1
	Development Standards, Methodology, Tools and APIs
	5.9.2.1
	5

	5.9.3.1.2
	System Installation and Configuration Instructions
	5.9.2.2
	5

	5.9.3.1.3
	System Component and Source Code Repository
	5.9.2.3
	5



System Development and Configuration Deliverables

The vendor must produce the following System Development and Configuration deliverables.

	Deliverable
Number
	Description of Deliverable
	Activity/Work
Product
	Agency Review
(Business Days)

	5.9.4.1
	System Development and Configuration Documentation
	5.9.2.1 -  5.9.2.3
	10
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Objective

Create a data cleansing and migration plan and process to convert legacy eSOS data from existing Agency system environments to the proposed solution environment.  Data migration is critical to the success of the project.  Using an iterative approach, the work products described below must be addressed early and often in the project.

Activities

Data Migration Plan

Working with the Agency, the vendor must develop a mutually agreed upon data migration and cleansing strategy.  This strategy must outline the steps to identify and remove inconsistencies, inaccuracies, and gaps in existing and pre-eSOS data; create programs to enforce edit rules against existing data; transform and validate the results; create links to establish relationships to support the new database; create consistent formats; accommodate differences in field sizes, formats, and content; and move cleansed data to the new database.  The plan must describe the methodologies and techniques used to accomplish the above.

When legacy system bridging is used for interim data access and validation, the vendor must prepare a data synchronization strategy for allowing both the existing and the new system to run concurrently while preserving data integrity in both.  This must include determination of data to be synchronized and the method of synchronization.  The synchronization process must be operational until proposed solution is complete.

Agency project resources will execute legacy data extract procedures and processes, and the vendor shall complete final data preparation and load procedures.  State technical resources will code legacy data extract programs, work with business staff to initiate data cleansing and scrubbing procedures, and stage extracted legacy data for vendor migration and loading. 

The vendor will assist the Agency in understanding data migration requirements.  The vendor will design and implement the data migration system, identify and provide necessary data scrubbing and data transformation requirements, code data transformation and load procedures and processes, and schedule and complete final data migration into the new system.  As part of the Data Migration Plan, the Agency will confirm the overall data migration strategy and approach as well as specific data migration responsibilities and assignments.  

Data Migration System Design

The vendor will develop and prepare an overall data migration system design that accomplishes project goals and is mutually agreeable with the Agency.  The data migration and cleansing design must include a list of legacy input files, an initial legacy data assessment with appropriate cleansing and migration recommendations, legacy file volumes, new file definitions (logical and physical data models) and recommended default values and strategies when data is not available.  The design must include the migration and cleansing flows, manual processes and procedures, data mapping and transformation rules, data and process dependencies, migration tools, and data clean-up support and exception reports.  The design must include program specifications for extracting, transforming, and loading converted data.  The design must address data migration schedules, timings, and volumes. 

The design must include data and dollar reconciliation procedures and cross-checks.  Reconciliation checkpoints must include I/O counts at each step as well as financial totals that will be used to reconcile record counts and amounts between the new solution and the legacy systems.

Functional testing must be conducted to validate that the migrated data functions properly.  This testing shall include key business functions such as recalculating filing fees, and then reviewing results.  The Agency and the vendor shall agree to key business functions that must be validated to consider a successful data migration.  The vendor shall assess data migration test results and categorize results by the following:

Legacy system deficiency.

Extract deficiency.

Cleansing or migration deficiency.

New system deficiency.

The vendor must test the automated migration procedures and processes to ensure that data migration occurs in an acceptable time frame, that the final migration process will not impact ongoing business processes, and that the results are accurate.

The vendor shall provide a manual data entry tool and/or process to handle data migration exceptions or inconsistencies that prevent the automated migration from the legacy system to the new system.

Final data cleansing and migration must be completed prior to formal system acceptance by the Agency. 

Data Migration Component Inventory and Source Code Repository

The vendor will provide a migration component inventory and source code repository that contains all of the necessary programs, scripts, instructions, and other components developed and required to complete the data migration.  The inventory and library will identify and include program source code, version control information, dependencies, process test results, and other details for each process.  

Data Migration Results 

For each major project iteration or phase, the vendor will provide documentation containing data migration results.  The results must include data migration procedures and processes executed, migration schedules followed, data migration and reconciliation results including record counts, actual data migration and staging files, and outstanding issues and tasks.  

Data Migration Work Products

The vendor must produce the following data migration work products and provide updated and incremented versions for each when a major project iteration/phase/implementation occurs until all major iterations or phases are complete.  The completed work products must be submitted as part of the data migration Deliverable.

Data Migration Plan

	Deliverable
Number
	Description of Work Product
	Work Product
Number
	Agency Review
(Business Days)

	5.10.3.1.1
	Data Migration Plan
	5.10.2.1
	10



Data Migration

	Deliverable
Number
	Description of Work Product
	Work Product
Number
	Agency Review
(Business Days)

	5.10.3.2.1
	Data Migration System Design
	5.10.2.2
	15

	5.10.3.2.2
	Data Migration Component Inventory and Source Code Repository
	5.10.2.3
	10

	5.10.3.2.3
	Data Migration Results
	5.10.2.4
	20



Data Migration Deliverables

The vendor must produce the following Data Migration deliverables.

	Deliverable
Number
	Description of Deliverable
	Activity/Work
Product
	Agency Review
(Business Days)

	5.10.4.1
	Data Migration Design and Development
	5.10.2.1 - 
5.10.2.3
	10

	5.10.4.2
	Data Migration Results
	5.10.2.4
	10
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Objective

Develop and configure Commercial Recordings data design and management elements.

Activities

The vendor must provide the following:

Data Modeling Standards

The vendor shall provide the Agency with data modeling standards to be used to complete the Commercial Recordings project. The vendor will ensure that approved standards are adhered to throughout the project.

Conceptual Data Model

The vendor shall submit for approval the conceptual data model based on requirements derived through the Detailed System Requirements process described in Section 5.6.2.3, Detailed System Requirements Document.  At a minimum, the work product must include entity classes and relationships, primary attributes and associations, and a data structure diagram.

Logical Data Model

The vendor shall develop and submit a finalized logical data model (LDM) based on structures derived from the conceptual data model.  At a minimum, the LDM must include the data integration approach, an entity-relationship diagram, and any pertinent entity, primary keys, foreign keys, attributes, and relationship data.

Physical Data Model

The vendor shall develop and submit a finalized physical data model (PDM) based on structures derived from the LDM.  At a minimum, the PDM must include tables, columns, column properties, keys, data types, validation rules, database triggers, stored procedures, access constraints, indices, views, optimization to meet performance requirements, and security-related components.

DDL and Initialization Database Scripts

The vendor shall submit for approval, the Data Definition Language (DDL) for initial database creation and associated database initialization scripts and documentation.

Data Management Work Products

The vendor must produce the following Data Management work products and provide updated and incremented versions for each when a major project iteration/phase/implementation occurs until all major iterations or phases are complete.  The completed work products must be submitted as part of the Data Management Deliverable.
		
Data Management

	Deliverable
Number
	Description of Work Product
	Work Product
Number
	Agency Review
(Business Days)

	5.11.3.1.1
	Data Modeling Standards
	5.11.2.1
	5

	5.11.3.1.2
	Conceptual Data Model
	5.11.2.2
	10

	5.11.3.1.3
	Logical Data Model
	5.11.2.3
	10

	5.11.3.1.4
	Physical Data Model
	5.11.2.4
	10

	5.11.3.1.5
	DDL and Initialization Database Scripts
	5.11.2.5
	10



Data Management Deliverables

The vendor must produce the following Data Management deliverables.

	Deliverable
Number
	Description of Deliverable
	Activity/Work
Product
	Agency Review
(Business Days)

	5.11.4.1
	Conceptual & Logical Data Model
	5.11.2.1 - 5.11.2.3
	10

	5.11.4.2
	Data Management Design
	5.11.2.4 - 5.11.2.5
	10
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Objective

Produce and provide an integrated system test plan and related test results, conduct user acceptance testing and resolve issues, ensure system readiness prior to system implementation, communicate testing results to stakeholders for ongoing system validation.  For each major project iteration or phase, the vendor will provide a test strategy and plan that accomplishes the above steps, including test conditions and expectations, and shall communicate the results.  

Activities

Commercial Recordings Master Test Plan and Strategy

For each major project iteration or phase, the vendor shall submit and/or enhance a Commercial Recordings test strategy and approach for review and approval by the agency.  The test strategy document should include, but not be limited to, testing methods, test types, schedules, conditions, scenarios, expected outcomes, data files, and resources to be used to verify system readiness. 

The test strategy must include and consider the following:

A list of the high-level functional and system features to be tested.

Scope of testing including components to be tested or not tested, expected risks, test dependencies, and assumptions.

A description or diagram of high-level architecture elements impacted by the testing.

Test schedule and key milestones.

Test data, test conditions and scenarios, and expected results.

Agency and vendor resources required for testing.

Testing strategy which includes testing approach (e.g. White Box, Black Box, Automated, Manual), types of tests (e.g. Build Verification, Functional, Usability, Business Rules, Recovery, Load, Performance, Stress, Regression, System or End-to-End).

Test entry and exit criteria.

Defect tracking and resolution methods and severity notation guidelines.


Regression testing strategy that addresses the retesting of an area that has, in the past, been considered ready for the end user.

Test environments.

Test tool requirements and usage.

Test Tools

The vendor shall provide a list of tools and products to be used for testing.  The vendor will describe how the tools will be used and by whom.  This includes any products and procedures used to produce test conditions and expectations, control test execution and scheduling, comparing actual outcomes to predicted outcomes, setting test preconditions, automating actual tests, capturing keystrokes, regression testing, volume testing, tracking defects, resolution, and retests, and other test results and reporting functions.

Unit Test Planning

Commercial Recordings components, including data migration components, will undergo unit testing prior to subsequent system and user acceptance testing.  Unit testing must be conducted during system and data migration development cycles and is intended to prepare for and simplify succeeding integrated tests.  The vendor must describe its approach for quality unit testing and ensuring individual code readiness.  For control purposes, the vendor will ensure testing and validation of individual units of code and document unit test results to the Agency project manager prior to subsequent system and other integrated testing. 

System Integration Test Planning
	
The vendor must deliver a test plan and strategy that addresses system integration testing of all Commercial Recordings components.  The plan must include test conditions, cases and expectations for functional components, data migration components, and system interfaces.  Testing must combine components together to determine and verify that functions are integrating well together and processing correctly.  Item types to be tested include code modules, functional features, individual applications, external facing components, dataflow between subsystems, interaction of components that work together and other system components.  System integration testing must be conducted and documented by the vendor for specific components prior to User Acceptance Testing (UAT) of the components.  Planning and results from system integration testing may be used as starting points for UAT. 

Performance and Stress Test Planning
	
The vendor shall include performance, load, and stress test planning within the system test plan.  Performance and system stress testing must be designed to ensure that all components, modules, and subsystems are capable of operating at or above expected peak loads and levels.  The plan must include evaluation of response time at remote Agency location (e.g. Las Vegas).  Capacity, performance and scalability analysis, and testing must be conducted to drive system optimization and related recommendations.  

User Acceptance Test (UAT) Planning

The vendor shall develop and deliver the UAT strategy.  The strategy must include the methods for documenting and communicating test results back to the vendor.  The vendor and the Agency will identify additional test cases and scenarios for inclusion in UAT.  The Agency will test the functionality of the system and ancillary products along with selected migration routines and system interfaces.  The tests will be conducted based on the acceptance test framework provided and finalized by the vendor and the Agency. 

Testing will be conducted in Carson City and Las Vegas using a testing environment simulated to operate like the production environment.  The vendor must prepare the acceptance test environment including test data set-up, test cycles, and necessary system configuration.  

System Integration Test Results

Following Agency approval of the system test plan the vendor shall complete testing consistent with the plan, documenting results and corrective actions.  For each major project iteration/phase the vendor must document and supply system integration test results including performance and stress test results.  Optimization and tuning recommendations should include:
	
System performance optimization.

Database optimization.

Network optimization.

Hardware optimization.

System defects must be documented and tracked.  Defects with a high severity level and/or that cause workflow stoppage must be corrected prior to submitting related Commercial Recordings components for UAT.

User Acceptance Test Results

The User Acceptance Tests (UAT) will be conducted by the Agency with assistance from the vendor.  Preparation and testing must be accomplished in an iterative fashion, performing as much testing as possible between revisions.  Test preparation and actual testing will continue for each revision until the results satisfy the acceptance criteria to be mutually defined and agreed to during the project planning phase.

The vendor must track User Acceptance Test results and complete necessary corrective actions prior to component deployment to production. 

Test Artifacts, Executables, Scripts and Test Cases

The vendor must maintain a repository of test artifacts, executables, scripts and test cases and place them under version control using a configuration management process.  At the conclusion of the project, the repository must be turned over to the Agency for ongoing system verification and validation.

Test Plan and Test Results Work Products

The vendor must produce the following Test Plan and Test Results work products and provide updated and incremented versions for each when a major project iteration or phase occurs until all major iterations or phases are complete.  The completed work products must be submitted as part of the Test Plan and Test Results Deliverable.

Test Planning and Strategy

	Deliverable
Number
	Description of Work Product
	Work Product
Number
	Agency Review
(Business Days)

	5.12.3.1.1
	Master Test Plan and Strategy
	5.12.2.1
	10

	5.12.3.1.2
	Test Tools
	5.12.2.2
	5

	5.12.3.1.3
	Unit Test Planning
	5.12.2.3
	10

	5.12.3.1.4
	System Integration Test Planning
	5.12.2.4
	10

	5.12.3.1.5
	User Acceptance Test Planning
	5.12.2.5
	10



Test Results

	Deliverable
Number
	Description of Work Product
	Work Product
Number
	Agency Review
(Business Days)

	5.12.3.2.1
	System Integration Test Results
	5.12.2.6
	15

	5.12.3.2.2
	User Acceptance Test Results
	5.12.2.7
	15

	5.12.3.2.3
	Test Artifacts, Executables, Scripts and Test Cases
	5.12.2.8
	15



Test Plan and Test Results Deliverables

The vendor must produce the following Test Plan and Test Results deliverables.

	Deliverable
Number
	Description of Deliverable
	Activity/Work
Product
	Agency Review
(Business Days)

	5.12.4.1
	Test Plan
	5.12.2.1 - 5.12.2.5
	10

	5.12.4.2
	Test Results
	5.12.2.6 - 5.12.2.8
	10
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OPERATIONS AND SUPPORT DOCUMENTATION

Objective

Provide the Agency with context sensitive online and hardcopy help, user guides, and desk procedures that provide a comprehensive understanding of the new Commercial Recordings system from both a functional and technical perspective.  The vendor will provide baseline documentation that reflects an understanding of the existing baseline/framework system as defined.  Prior to acceptance testing, the vendor must provide updated documentation that reflects the system.

Activities

The vendor must provide the following:

Baseline Documentation

The vendor shall provide user and technical operational and support baseline documentation.  Baseline documentation includes help and desk procedures, system administration and user guide manuals.  Baseline documentation may be used as a starting point for enhancing products specific to Nevada. 

Online Help

The vendor shall provide readily available and easily maintainable online help to system users, which is context-sensitive and accessible by search.  Online help must match the final Commercial Recordings system and should include tutorials, procedural directions, feature descriptions, and applicable reference material.  Updated online help must be included in the test plan.

Desk Procedures and Reference Materials

The vendor will work with Agency personnel to develop desk procedures tailored to the implemented solution.  The objective is to provide a comprehensive set of desk procedures to facilitate business transaction processing using the new system.  Updated desk procedures must be included in the test plan.

The vendor shall provide detailed online and hardcopy user reference material that assists end users in accessing system features.  The material shall include descriptions of application commands, keyboard functions, user interface controls, correspondence and form generation, error messages and actions, and an application glossary. 

Technical and Operational Documentation

Online technical documentation must include all aspects of operations, hardware, software, network, and database references, batch processing, system technical operation, back-up and recovery procedures, system table maintenance, system administration, security administration, interface operations, and other system specific operations including the use of all system/data-related tools required to support the system.  The vendor shall provide an online repository of detailed system information for use in installing, configuring and operating the system for all batch and offline mass print and production routines.  Additionally, the vendor must provide other project artifacts and work materials that have a bearing on system operations and ongoing support. 

Cultural Change Management Plan

The vendor will develop and maintain a Cultural Change Management Plan in collaboration with the Agency.  This plan will detail how current and appropriate business processes, support services, and functional roles will be transferred to the new production environment without interruption or degradation.  The Cultural Change Management Plan will involve the following activities:

The vendor will perform a process gap analysis identifying changes needed in the current business processes in order to support the use of the new system.

Based on the gap analysis and updated desk procedures, the Agency will evaluate staffing roles and responsibilities required to support the new business processes.  The Agency will manage the transition of staffing resources to new roles with input from the vendor.

Operations and Support Documentation Work Products

The vendor must produce the following Operations and Support Documentation work products and provide updated and incremented versions for each when a major project iteration/phase/implementation occurs until all major iterations or phases are complete.  The completed work products must be submitted as part of the Operations and Support Documentation Deliverable.

Baseline Documentation

	Deliverable
Number
	Description of Work Product
	Work Product
Number
	Agency Review
(Business Days)

	5.13.3.1.1
	Baseline Documentation
	5.13.2.1
	15



Support Documentation

	Deliverable
Number
	Description of Work Product
	Work Product
Number
	Agency Review
(Business Days)

	5.13.3.2.1
	Online Help
	5.13.2.2
	10

	5.13.3.2.2
	Desk Procedures and Reference Materials
	5.13.2.3
	10

	5.13.3.2.3
	Technical and Operational Documentation
	5.13.2.4
	10

	5.13.3.2.4
	Cultural Change Management Plan
	5.13.2.5
	10



Operations and Support Documentation Deliverables

	Deliverable
Number
	Description of Deliverable
	Activity/Work
Product
	Agency Review
(Business Days)

	5.13.4.1
	Baseline Documentation
	5.13.2.1
	5

	5.13.4.2
	Operations Documentation
	5.13.2.2 - 5.13.2.5
	10
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Objective

Develop a training plan and approach, produce training courses and training materials, and conduct train-the-trainer, end-user and technical training.  The vendor must attend and monitor all Agency-led project training sessions.  Training the trainers will allow Agency staff to effectively conduct ongoing system training in the future.  Training materials must reference appropriate system documentation and operating procedures.
The vendor must coordinate with Agency project management to arrange all training timelines.

Activities

The vendor must provide the following:

Training Plan

The vendor must develop a comprehensive Training Plan that outlines the training approach for the user community as well as technical staff training.  The training plan must consider and include the following minimum content:

Overall training strategy and approach addressing end-user, technical, and periodic operational requirements.

A logical grouping and listing of Agency staff to be trained describing training needs by staff function and location.  The estimated number of Agency staff to be trained is 55.  The vendor is also expected to train 20 technical staff to support and operate the system.

Information regarding training techniques to be used including lectures, videos, handouts, work samples, practice scenarios, reference sheets, student manuals, etc.

Outline of specific training courses including planned content, course overview and goals, course duration and anticipated timeline, student performance objectives, student profile and prerequisites, instructor prerequisites, course agenda, instructor planning, checklists, and notes, course materials list, and how to prepare and teach each course.

Classroom requirements, desktop and software requirements, system access requirements, required user training security profiles, class locations, schedules and other logistics.


Training approach and content for training technical staff supporting and operating technical components.

Overall training schedule that references all training to be provided including train-the-trainer, train end-users, and train technical staff.

In addition to a master electronic copy of each training course and related material, the vendor shall provide one (1) set of training materials per student per class unless otherwise approved by the Agency.
Training Data

The vendor shall prepare and install permanent training data that supports the planned training courses.  The training data and supporting files will contain necessary data conditions for each training course.  The training data must be capable of being reset or staged as needed to allow proper alignment of training data to training objectives.  Instructions for operating and maintaining the training data will be provided to the Agency during technical and operations training. The training data must not contain production level private information.

User Training

The vendor will work with the Agency to assess end-user training needs and arrange all training timelines and locations.

The vendor must conduct and train internal Agency trainers.  The vendor must monitor planned and scheduled Agency-led training sessions for remaining end-user staff, and provide monitoring staff for each training location and session.  

User training must include business functions, creation of correspondence, templates, forms and letters, rules, security profile maintenance, screen navigation and operation, report selection and submission, online help, tips, traps, operational schedules and timelines, and other user functionality.  Functional training must cover at a minimum:

Reporting and Correspondence operations, Self-service functions, Rules Management, Case Management and Workflow, and Document Management.

User operations for various Interfaces such as UCC, Accounting, and SilverFlume.

The content of the modules for user role-based training shall include the following:

Demonstration and explanation of system functionality, navigation, and operation; 

Explanation and demonstration of form changes and functionality;

Explanation and demonstration of reporting changes and functionality;

Explanation and demonstration of online help tools;

Explanation and demonstration of self-paced tutorials; and

Explanation and sample documents associated with problem reporting and issue resolution processes.

Technical and Operations Training

The vendor shall provide a combination of hands-on and classroom training for technical and system operations staff.  The vendor shall ensure that sufficient training sessions are scheduled to train all staff identified, and that sufficient transfer of knowledge occurs to allow the Agency to properly operate and maintain the system environment.  

Technical transfer of knowledge must include system support and operational aspects such as hardware and software support, design, development and test tool sets, patch and upgrade application, network and database support, batch processing, system technical operation, back-up and recovery steps, system table maintenance, system administration, security administration, interface operation and monitoring, system maintenance, implementation and other system specific operations including the use of all system/data-related tools required to support the system.

Prior to project closure, Agency technical staff must be trained and oriented to support the system internally without involving significant vendor resources.  Sufficient training and knowledge transfer should occur to allow Agency technical staff to accomplish the following with little or no vendor contact:  

Change system parameters and tables as needed to keep the system current.

Modify the operating procedures as needed to streamline operation of the system.

Identify additional training to assure that department users and designated stakeholders operate the system proficiently.

Maintain the production environment with adequate capacity and performance to properly support the system.

Effectively deploy new functionality.

Efficiently maintain and operate system interfaces.

Identify and correct erroneous data through standard system procedures.

Develop and modify reports with available tools.

Training Status Report

After each implementation iteration, the vendor must prepare and distribute a Training Status Report to the Agency project manager.  This report must include at a minimum:

Knowledge area.

Vendor personnel delivering the training.

Course evaluation results.

Agency personnel receiving the training.

Training delivery method.

Date delivered.

Practice opportunities.

Training Work Products

The vendor must produce the following Training work products and provide updated and incremented versions for each when a major project iteration/phase/implementation occurs until all major iterations or phases are complete.  The completed work products must be submitted as part of the Training Deliverable.

Training Plan and Data

	Deliverable
Number
	Description of Work Product
	Work Product
Number
	Agency’s Review
(Business Days)

	5.14.3.1.1
	Training Plan
	5.14.2.1
	10

	5.14.3.1.2
	Training Data
	5.14.2.2
	10



Training

	Deliverable
Number
	Description of Work Product
	Work Product
Number
	Agency’s Review
(Business Days)

	5.14.3.2.1
	User Training
	5.14.2.3
	10

	5.14.3.2.2
	Technical and Operations Training
	5.14.2.4
	10

	5.14.3.2.3
	Training Status Report
	5.14.2.5
	5



Training Deliverables

The vendor must produce the following Training deliverables.
	Deliverable
Number
	Description of Deliverable
	Activity/Work
Product
	Agency’s Review
(Business Days)

	5.14.4.1
	Training Plan
	5.14.2.1 - 
5.14.2.2
	10

	5.14.4.2
	Training
	5.14.2.3 - 5.14.2.5
	10
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PRODUCTION SYSTEM IMPLEMENTATION

Objective

Implement the system into production.  For each major project iteration/phase, the vendor shall prepare an implementation plan and schedule.  The plan will describe the steps, tasks, schedules and responsibilities for migrating approved components into production.  Once implemented, the vendor will operate and monitor production operations, optimize and tune production components to meet requirements, and document implementation results.  The vendor must operate the production system and provide production support and operations for each major project iteration/phase until all iterations are complete and the Agency has accepted all final products.  

Activities

The vendor must provide the following:

Production System Implementation Plan

The vendor shall develop, deliver, maintain and execute a Production System Implementation Plan, which identifies key milestones, methods, processes, equipment and software requirements, staffing, deliverables, and success criteria necessary to fully implement the system.  

The Production System Implementation Plan includes all major activities involved in cut-over, final data migration, training, site preparation, interface initiation, and system deployment.  

The plan must include:

System and business continuity contingency and/or fallback steps should the production cut-over be disrupted during actual implementation

Tasks to be performed by Agency and vendor resources

An estimate of Agency staff effort, task time, and resources necessary to complete implementation

Contingency plan for reverting resources back to current processes in case of severe production implementation issues

The Plan will be updated for each major project iteration/phase released into production.

Business Services Migration Inventory

The vendor shall prepare and maintain a Business Services Migration Inventory that defines how current and appropriate business processes and support services will be transferred to the new production environment.  The inventory will be used to ensure that existing production processes and/or services continue without interruption or degradation while migrating to the new production environment.  The migration inventory shall include the following:

Identification of business processes and services that will be converted or migrated to the new production environment.

List of supporting products and processes required for transition and ongoing support of the business.

Identification of tasks and processes that require an interface with another agency or system to continue effective processing.

Maintenance and final status of any decommissioned legacy data, database(s) and associated systems.

Strategy and rollout schedule for transitioning Agency staff and resources onto the production environment during initial implementation startup.

Maintenance and final status of any decommissioned legacy data, database(s) and associated systems.

Complete removal of all Legacy system, and components, to ensure that no licensing costs related to legacy system will be incurred by SOS beyond the year in which the new system is implemented.

Production Site Preparation

The vendor will establish and coordinate production site preparation.  The vendor will ensure that necessary equipment, software, network connectivity, interfaces, power, data storage and migration, and other required components are in place prior to production cut-over.  The vendor will monitor related tasks and resources to ensure that all production site and environment preparations are ready and completed in accordance with specifications and cut-over plans.  The vendor shall provide site specification and preparation information that meets the following:

List of hardware, software and network requirements.

Software requirements with product names, version numbers, number of licenses needed for full implementation, function, and operating system requirements.

Installation and configuration guidelines for use in configuration of all hardware and software, including migration requirements.

Network capacity specifications for use in capacity planning.


Identification of high-level tasks for the evaluation of system requirements, installation, testing, verification, and certification of production system infrastructures and associated readiness.

Identification of network, workstation, printer, software, and other desktop and data processing equipment, products, or services necessary for the operation of the system at all implementation sites.

Identification of vendor and Agency roles, responsibilities, and activities to complete site preparations.

Production System Implementation 

The vendor shall execute the approved production system cut-over and implementation plan and related procedures according to established schedules and timelines.  The vendor will coordinate actual data migration, system start-up, and business and systems operations.  During the initial cut-over and first six (6) months of operation, the vendor will provide resources at the Agency’s primary business locations to assist the end-user community with cut-over tasks and start-up operations and provide hands-on instruction and help.  Initial system discrepancies and issues will be logged, categorized, and prioritized for resolution with input from the Agency project manager. 

Existing system removal will be part of the product system implementation. The vendor will ensure that all components of the existing system are backed up and removed. There should be no reliance on the Legacy system for any data or information retrieval.  All software licensing, and hardware, specific to maintenance of the legacy system will be removed once production is proved stable. SOS will not incur costs for legacy software license and maintenance after the year in which the new system is implemented.

Post Implementation Review

Within 90 business days following production system implementation, the vendor shall conduct a Post Implementation Review to verify completion of deployment activities and determine if business sites are operating as expected.  Information to be provided within the Post Implementation Review report including the following:

Overview of implementation results.

Summary of data cleanup activities completed and required.

Summary of data migration activities completed and required.

Identification of business sites implemented.

Count of users trained by location

Description of major issues encountered, resolutions completed, and corrective action plans for outstanding issues;.

Comparison of planned and actual implementation schedule

Summary of end-user and technical feedback regarding system usage and processing post implementation

Lessons learned for subsequent enhancement and change redeployment

Production System Operations and Support

The vendor must provide production system operations, monitor and manage production system activities including production inputs and outputs, and provide production system support for each project iteration/phase implementation until all major project phases are complete. 

Operational support includes, but is not limited to:  

Batch process operations.

System backup and recovery operations.

System monitoring, maintenance, and scheduling.

Production software upgrades and releases.

System table maintenance.

Batch report, form, letter, and payment generation.

Security operations and support business continuity.

Other technical production support processes.

In addition to the above, the vendor will produce, update, and provide system support facilitation procedures.  The procedures will include step by step instructions, necessary file and component names, and other content and constructs that facilitate production system operations. 

Production system upgrades and release will not result in production downtime during normal Agency business hours.

Production System Implementation Work Products

The vendor must produce the following Production System Implementation work products and provide updated and incremented versions for each when a major project iteration/phase/implementation occurs until all major iterations or phases are complete.  The completed work products must be submitted as part of the Production System Implementation Deliverable.

Production System Plan and Inventory

	Deliverable
Number
	Description of Work Product
	Work Product
Number
	Agency’s Review
(Business Days)

	5.15.3.1.1
	Production System Implementation Plan
	5.15.2.1
	15

	5.15.3.1.2
	Business Services Migration Inventory
	5.15.2.2
	10



Production System Implementation

	Deliverable
Number
	Description of Work Product
	Work Product
Number
	Agency’s Review
(Business Days)

	5.15.3.2.1
	Production Site Preparation
	5.15.2.3
	10

	5.15.3.2.2
	Production System Implementation and removal of the legacy system
	5.15.2.4
	10

	5.15.3.2.3
	Post Implementation Review
	5.15.2.5
	10

	5.15.3.2.4
	Production System Operations and Support
	5.15.2.6
	10



Production System Implementation Deliverables

The vendor must produce the following Production System Implementation deliverables.

	Deliverable
Number
	Description of Deliverable
	Activity/Work
Product
	Agency’s Review
(Business Days)

	5.15.4.1
	Production System Implementation Plan
	5.15.2.1 - 5.15.2.2
	5

	5.15.4.2
	Production System Implementation
	5.15.2.3 - 5.15.2.6
	15
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Objective

Provide production system warranty and maintenance support (i.e., problem resolution and product maintenance and enhancements).  Warranty begins once all project implementation iterations and phases are fully implemented and stabilized by the vendor, and all project products and services are reviewed and accepted by the Agency.

Activities

The vendor must provide the following:

Warranty 

Warranty and system support is a period of not less than 24 months.  Warranty and system support begins once all project phases are complete and all deliverables have been received, reviewed and approved by the Agency.  The vendor must fully implement the system and finalize system support procedures prior to warranty start.  Tasks to be completed prior to the warranty period include, but are not limited to, the following:

All system documentation, operating procedures, and user desk procedures are defined and provided.

Training has been completed.

Automated environments are fully implemented and stable.

Each iteration of the system has been tested, converted, installed and sufficiently monitored in production to validate operation and business cycles.


Final Agency approval and acceptance of the proposed solution has occurred.

All proposed solution’s automated components, vendor provided hardware and software, vendor produced work products, deliverables, designs, developments, implementations, materials, and other vendor produced services and products provided to the Agency during the course of this RFP and related contract are covered under the warranty.

Vendor Maintenance and Support

For a period of not less than 24 months, coinciding with the Warranty, the vendor shall provide system maintenance and product support to the Agency.  Vendor maintenance and product support during this period will cover both warranty items as well as Agency requested system enhancements and modifications.  Vendor products and services under warranty and found to be deficient by the Agency will be submitted to the vendor for vendor resolution and correction at no cost.  Deficiency resolution due dates will be mutually agreed to by the Agency and the vendor based on the Agency’s operational impact and priority. 

When new system maintenance and/or enhancement requests occur, the Agency will submit the request to the vendor for review and assessment. 

A minimum of 800 vendor hours must be included within the vendor’s proposed solution response to cover non-warranty Agency requested system enhancements and modifications.  The vendor will evaluate requests and provide an estimate of time to complete to the Agency.  If acceptable, the Agency will engage the vendor to complete the modification.  The vendor may also submit new maintenance and enhancement requests to the Agency for consideration.  Steps for submitting and initiating new system maintenance and/or enhancement requests include:

Vendor system maintenance support requests are initiated by the Agency or the vendor when new requirements or system enhancements occur.

Unless otherwise agreed, the vendor must evaluate and respond to Agency initiated support requests within three (3) business days of receipt.  The response must:

Uniquely identify the request.

Define the problem or need, risk, and scope.

Include one (1) or more support recommendations (i.e., training issue and resolution, system problem and resolution, third-party product issue and resolution, maintenance and/or enhancement resolution).

Indicate system and operational impact.

Estimate maintenance timeline and hours by vendor resource.

The Agency may accept or reject the request estimate, and/or may modify the request to better satisfy their business need.  If more time is needed to generate a thorough response, the time must be mutually agreed upon by the Agency and the vendor.

0. Support maintenance may also be initiated by the vendor through a support recommendation sent to the Agency.  The recommendation must identify the support intent (i.e., problem resolution, maintenance and/or enhancement), the request scope, and the hours estimated to complete. 

The Agency must authorize all support requests in writing prior to engagement of vendor resources.  A support log, for both authorized and otherwise support requests, will be maintained by the Agency.

Warranty and Maintenance Support Work Products

The vendor must produce the following Warranty and Maintenance Support work products and provide updated and incremented versions for each when a major project iteration/phase/implementation occurs until all major iterations or phases are complete.  The completed work products must be submitted as part of the Warranty and Maintenance Support Deliverable.

Warranty and Maintenance Support


	Deliverable
Number
	Description of Work Product
	Work Product
Number
	Agency’s Review
(Business Days)

	5.16.3.1.1
	Warranty
	5.16.2.1
	10

	5.16.3.1.2
	Vendor Maintenance and Support
	5.16.2.2
	10



Warranty and Maintenance Support Deliverables

The vendor must produce the following Warranty and Maintenance Support deliverables.

	Deliverable
Number
	Description of Deliverable
	Activity/Work
Product
	Agency’s Review
(Business Days)

	5.16.4.1
	Warranty and Maintenance Support
	5.16.2.1 - 5.16.2.2
	10
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VENDOR INFORMATION

Vendors must provide a company profile in the table format below.

	Question
	Response

	Company name:
	

	Ownership (sole proprietor, partnership, etc.):
	

	State of incorporation:
	

	Date of incorporation:
	

	# of years in business:
	

	List of top officers:
	

	Location of company headquarters:
	

	Location(s) of the company offices:
	

	Location(s) of the office that will provide the services described in this RFP:
	

	Number of employees locally with the expertise to support the requirements identified in this RFP:
	

	Number of employees nationally with the expertise to support the requirements in this RFP:
	

	Location(s) from which employees will be assigned for this project:
	



Please be advised, pursuant to NRS 80.010, a corporation organized pursuant to the laws of another state must register with the State of Nevada, Secretary of State’s Office as a foreign corporation, limited liability company, limited partnership, or other entity, as appropriate, before a contract can be executed between the State of Nevada and the awarded vendor, unless specifically exempted by NRS 80.015.

The selected vendor, prior to doing business in the State of Nevada, must be appropriately licensed by the State of Nevada, Secretary of State’s Office pursuant to NRS76.  Information regarding the Nevada Business License can be located at http://nvsos.gov.

	Question
	Response

	Nevada Business License Number:
	

	Legal Entity Name:
	



Is “Legal Entity Name” the same name as vendor is doing business as?

	Yes
	
	No
	



If “No”, provide explanation.

Vendors are cautioned that some services may contain licensing requirement(s).  Vendors shall be proactive in verification of these requirements prior to proposal submittal.  Proposals that do not contain the requisite licensure may be deemed non-responsive.

Has the vendor ever been engaged under contract by any State of Nevada agency?  

	Yes
	
	No
	



If “Yes”, complete the following table for each State agency for whom the work was performed.  Table can be duplicated for each contract being identified.

	Question
	Response

	Name of State agency:
	

	State agency contact name:
	

	Dates when services were performed:
	

	Type of duties performed:
	

	Total dollar value of the contract:
	



Are you now or have you been within the last two (2) years an employee of the State of Nevada, or any of its agencies, departments, or divisions?

	Yes
	
	No
	



If “Yes”, please explain when the employee is planning to render services, while on annual leave, compensatory time, or on their own time?

If you employ (a) any person who is a current employee of an agency of the State of Nevada, or (b) any person who has been an employee of an agency of the State of Nevada within the past two (2) years, and if such person will be performing or producing the services which you will be contracted to provide under this contract, you must disclose the identity of each such person in your response to this RFP, and specify the services that each person will be expected to perform.

Disclosure of any significant prior or ongoing contract failures, contract breaches, civil or criminal litigation in which the vendor has been alleged to be liable or held liable in a matter involving a contract with the State of Nevada or any other governmental entity.  Any pending claim or litigation occurring within the past six (6) years which may adversely affect the vendor’s ability to perform or fulfill its obligations if a contract is awarded as a result of this RFP must also be disclosed.

Does any of the above apply to your company?

	Yes
	
	No
	



If “Yes”, please provide the following information.  Table can be duplicated for each issue being identified.

	Question
	Response

	Date of alleged contract failure or breach:
	

	Parties involved:
	

	Description of the contract failure, contract breach, litigation, or investigation, including the products or services involved:
	

	Amount in controversy:
	

	Resolution or current status of the dispute:
	

	If the matter has resulted in a court case:
	Court
	Case Number

	
	
	

	Status of the litigation:
	



Vendors must review the insurance requirements specified in Attachment E, Insurance Schedule for RFP 3247.  Does your organization currently have or will your organization be able to provide the insurance requirements as specified in Attachment E.

	Yes
	
	No
	



Any exceptions and/or assumptions to the insurance requirements must be identified on Attachment B, Technical Proposal Certification of Compliance with Terms and Conditions of RFP.  Exceptions and/or assumptions will be taken into consideration as part of the evaluation process; however, vendors must be specific.  If vendors do not specify any exceptions and/or assumptions at time of proposal submission, the State will not consider any additional exceptions and/or assumptions during negotiations.  

Upon contract award, the successful vendor must provide the Certificate of Insurance identifying the coverages as specified in Attachment E, Insurance Schedule for RFP 3247.

Company background/history and why vendor is qualified to provide the services described in this RFP.  Limit response to no more than five (5) pages.

Length of time vendor has been providing services described in this RFP to the public and/or private sector.  Please provide a brief description.

Financial information and documentation to be included in Part III, Confidential Financial Information of vendor’s response in accordance with Section 12.5, Part III – Confidential Financial. 

Dun and Bradstreet Number 

Federal Tax Identification Number

The last two (2) years and current year interim:

Profit and Loss Statement 
Balance Statement

SUBCONTRACTOR INFORMATION

Does this proposal include the use of subcontractors?

	Yes
	
	No
	



If “Yes”, vendor must:

Identify specific subcontractors and the specific requirements of this RFP for which each proposed subcontractor will perform services.

If any tasks are to be completed by subcontractor(s), vendors must:

Describe the relevant contractual arrangements;

Describe how the work of any subcontractor(s) will be supervised, channels of communication will be maintained and compliance with contract terms assured; and

Describe your previous experience with subcontractor(s).

Vendors must describe the methodology, processes and tools utilized for:

Selecting and qualifying appropriate subcontractors for the project;

Incorporating the subcontractor's development and testing processes into the vendor's methodologies;

Ensuring subcontractor compliance with the overall performance objectives for the project; and

Ensuring that subcontractor deliverables meet the quality objectives of the project.

Provide the same information for any proposed subcontractors as requested in Section 6.1, Vendor Information.

Business references as specified in Section 6.3, Business References must be provided for any proposed subcontractors.

Provide the same information for any proposed subcontractor staff as specified in Section 6.4, Vendor Staff Skills and Experience Required.

Staff resumes for any proposed subcontractors as specified in Section 6.5, Vendor Staff Resumes.

Vendor shall not allow any subcontractor to commence work until all insurance required of the subcontractor is provided to the vendor.

Vendor must notify the using agency of the intended use of any subcontractors not identified within their original proposal and provide the information originally requested in the RFP in Section 6.2, Subcontractor Information.  The vendor must receive agency approval prior to subcontractor commencing work.

All subcontractor employees assigned to the project must be authorized to work in this country.

BUSINESS REFERENCES

Vendors should provide a minimum of five (5) business references from similar projects performed for private, state and/or large local government clients within the last five (5) years.

Business references must show a proven ability of:

Designing, developing, testing, implementing, and maintaining a large scale application in a state government environment;

Developing and executing a comprehensive project management plan;

Gathering functional requirements;

Defining business processes;

Developing and executing a comprehensive data migration/cleansing plan;

Developing data models;

Ensuring system and data security;

Developing and executing a comprehensive application test plan;

Developing and implementing a comprehensive training plan; 

Developing comprehensive product documentation;

Experience with cultural change management; and

Experience with managing subcontractors.


Vendors must provide the following information for every business reference provided by the vendor and/or subcontractor:

The “Company Name” must be the name of the proposing vendor or the vendor’s proposed subcontractor.  

	Reference #:
	

	Company Name:
	

	Identify role company will have for this RFP project
(Check appropriate role below):

	
	VENDOR
	
	SUBCONTRACTOR

	Project Name:
	

	Primary Contact Information

	Name:
	

	Street Address:
	

	City, State, Zip:
	

	Phone, including area code:
	

	Facsimile, including area code:
	

	Email address:
	

	Alternate Contact Information

	Name:
	

	Street Address:
	

	City, State, Zip:
	

	Phone, including area code:
	

	Facsimile, including area code:
	

	Email address:
	

	Project Information

	Brief description of the project/contract and description of services performed:
	

	Original Project/Contract Start Date:
	

	Original Project/Contract End Date:
	

	Original Project/Contract Value:
	

	Final Project/Contract Date:
	

	Was project/contract completed in time originally allotted, and if not, why not?
	

	Was project/contract completed within or under the original budget / cost proposal, and if not, why not?
	



Vendors must also submit Attachment F, Reference Questionnaire to the business references that are identified in Section 6.3.3.  

The company identified as the business references must submit the Reference Questionnaire directly to the Purchasing Division. 

It is the vendor’s responsibility to ensure that completed forms are received by the Purchasing Division on or before the deadline as specified in Section 10, RFP Timeline for inclusion in the evaluation process.  Reference Questionnaires not received, or not complete, may adversely affect the vendor’s score in the evaluation process.  

The State reserves the right to contact and verify any and all references listed regarding the quality and degree of satisfaction for such performance.

[bookmark: _Toc163539200]VENDOR STAFF SKILLS AND EXPERIENCE REQUIRED 

The vendor shall provide qualified personnel to perform the work necessary to accomplish the tasks defined in the Scope of Work.  The State must approve all awarded vendor resources.  The State reserves the right to require the removal of any member of the awarded vendor's staff from the project.
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The Project Manager assigned by the awarded vendor to the engagement must have:

Minimum of five (8) years of project management experience and a minimum of three (3) years of management of increasingly complex projects in a technical environment;

A minimum of one (1) project of similar scope and duration where served as the Project Manager;

A minimum of three (3) years of experience in managing systems architecture development, software development, and implementation projects with a significant contract value;

Demonstrated ability to work effectively and efficiently in a complex, diverse environment, and thorough understanding of theoretical and practical aspects in their own professional discipline;

Demonstrated ability in six (6) or more project manager competencies as identified below:

· Scope Definition
· Communications Planning
· Resource Planning
· Schedule Development
· Risk Management
· Project Monitoring
· Issue Management and Resolution
· Project Cost Management
· Work Breakdown Structure (WBS)
· Change Control and Configuration Management
· Project Reporting
· Activity Definition and Sequencing
· Project Execution and Control

Desired Qualifications

Bachelor’s Degree, or combined equivalent of education and experience;

PMP certification from the Project Management Institute;

Experience working with jurisdictions, states, or other governmental entities; and

Experience in State Commercial Recordings industry desired.

[bookmark: _Toc163539202]Lead System Architect Qualifications

Qualifications for Lead System Architect:

The Lead Architect is responsible for designing and implementing a comprehensive technical solution to meet the business requirements, including the design, integration, and build-out of the hardware, software, and application architectures, the various environments (development through production), third (3) party hardware and software selection, sizing, installation, configuration, and custom application integration.

Required Qualifications

A minimum of three (3) years of direct experience with proposed architecture and its technology components, such as the Application, Database, Content Management, Web Services, and any Third Party Products;

A minimum of one (1) project of similar scope as Lead System Architect managing three (3) or more staff;

A minimum of three (3) years of direct experience with the proposed software development methodology;

A minimum of three (3) years of direct experience with design and modeling techniques such as UML and Object-oriented design; and

Demonstrated ability to communicate and translate technical terminology, concept and issues in terms understandable to technical and non-technical management and resource staff.

Desired Qualifications

Experience as Lead System Architect on a large-scale software development project with a large project budge;

A minimum of three (3) projects of similar scope and duration where served as the Lead System Architect; and

A minimum of three (3) years of Commercial Recordings experience.



[bookmark: _Toc163539203]Implementation/Integration Lead Qualifications

The Implementation/Integration Lead is responsible for the timely coordination of all implementation and integration-related tasks.  At a minimum, this role defines and communicates all implementation/integration tasks, manages rollout activities, identifies issues and if necessary escalates issues to the Project Management team.
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Required Qualifications

A minimum of three (3) years of experience managing the implementation of automated enterprise systems to support the proposed system;

Completed at least one (1) project within the past three (3) years that involved a phased implementation where systems activities were coordinated between the old and new system environments;

A minimum of three (3) years of direct experience with the proposed application software and database technologies;

A minimum of one (1) project of similar scope as Integration/Implementation Lead for the testing and deployment of large systems application;

A minimum of one (1) project of similar scope managing three (3) or more staff;

A minimum of two (2) years direct experience with proposed software development methodology and application framework;

Solid understanding of project lifecycle including requirements gathering, analysis, design, development, testing and implementation; and

Demonstrated ability to translate and communicate technical terminology, concepts and issues in terms understandable to technical and non-technical management and resource staff.

Desired Qualifications

Experience an Implementation/Integration Lead on a large-scale software development project with a large project budget; and

Experience as Implementation/Integration Lead on large-scale government or commercial recordings project

Lead Data Architect Qualifications

The Lead Data Architect is responsible for designing and implementing a comprehensive, scalable, integrated database that meets business requirements from development through production implementation.  At a minimum, this role is responsible for the creation of the Conceptual, Logical and Physical Data Models and provides data migration expertise.  The Lead Data Architect is responsible for the adherence to database standards as well.

Required Qualifications

A minimum of four (4) years’ experience performing relational database design and administration including:  complex database analysis,  logical modeling, physical modeling, administrative toolsets, and database tuning, optimization, and capacity planning on projects supporting mission-critical enterprise applications;

A minimum of three (3) years of development experience using SQL, and procedural code through procedures, functions, triggers, views, and packages to implement business logic within databases;

A minimum of three (3) years of direct experience with the proposed data architecture including technology components;

A minimum of one (1) project of similar scope as Lead Data Architect; 

A minimum of one (1) project of similar scope managing three (3) or more staff; and

Demonstrated ability to translate and communicate technical terminology, concept and issues in terms understandable to technical and non-technical management and resource staff.

Desired Qualifications

Experience as Lead Data Architect on a large-scale software development project with a large budget;

Experience as Lead Data Architect on large-scale government commercial recordings software development project;


Solid understanding of project lifecycle including requirements gathering, analysis, design, development, testing and implementation;

Experience with remediating, converting, and migrating legacy databases;

Experience with architecting and designing enterprise-level databases comprised of integrated data from multiple sources; and

Familiarity with data management best practices, such as Master Data Management.

Software Development Lead

Qualifications for Software Development Lead:

Required Qualifications

A minimum of three (3) years of direct experience with the proposed application software and database technologies;

A minimum of one (1) project of similar scope as Software Development Lead managing three (3) or more staff;

A minimum of two (2) years direct experience with proposed software development methodology and application framework;

A minimum of two (2) years’ experience managing systems architecture and systems development projects;

A minimum of two (2) years’ experience designing, developing, and managing the implementation of secure, high volume customer-facing applications supporting mission critical enterprise applications;

Solid understanding of project lifecycle including requirements gathering, analysis, design, development, testing and implementation; and

Demonstrated ability to translate and communicate technical terminology, concepts and issues in terms understandable to technical and non-technical management and resource staff.

Desired Qualifications

Experience as Lead Software Developer on a large-scale software development project with a large project budget;

Experience as Lead Software Developer on large-scale government software development project; and

A minimum of three (3) years of commercial recordings experience.
Test Manager

Qualifications for Test Manager:

Required Qualifications

A minimum of four (4) years of direct experience executing formal, written functional, integration, and system test procedures in compliance with a widely recognized standard such as IEEE or ISO;

A minimum of three (3) years of experience in managing test plans, test cases, test scenarios, defect tracking and defect resolution, and procedures;

A minimum of two (2) years of experience creating and maintaining test beds as well as release management across test environments;

A minimum of two (2) years of experience in testing on a project using automation testing tools such as Test Management, Functional/Regression, Load/Performance, Link Checking, GUI testing as well as scripting languages;

A minimum of three (3) years’ experience in the role of Test Manager leading testing resources for a project of similar scope;

A minimum of one (1) year experience on a project where iterative testing was performed, with multiple production deployments;

Experience with tracking and reporting quality-related metrics;

Solid understanding of project lifecycle including requirements gathering, analysis, design, development, testing and implementation; and


Demonstrated ability to communicate and translate technical terminology, concepts and issues in terms understandable to technical and non-technical management and resource staff.

Desired Qualifications

Experience as Test Manager on a large-scale software development project with a large project budget;

Experience as Test Manager on large-scale government or private sector software development project; and

A minimum of three (3) years of commercial recordings experience.

Training Specialist

Qualifications for Training Specialist:

Required Qualifications

A minimum of two (2) years of direct experience developing and executing technical training plans which include curriculum and training material development, training class coordination, and training monitoring and evaluation and training schedules;

A minimum of one (1) year of experience in the role of Training Specialist for a project of similar scope and related to the proposed solution;

A minimum of one (1) year of experience developing and documenting procedures such as desk procedures; 

Demonstrated experience in the technical aspects of supporting a training environment; and

Demonstrated ability to communicate and translate technical terminology, concepts and issues in terms understandable to technical and non-technical management and resource staff.

Desired Qualifications

Experience as a Training Specialist on a large-scale software development project with a large project budget;

Experience as Training Specialist on large-scale government or private sector software development project; and

A minimum of two (2) years of commercial recordings experience.

[bookmark: _Toc163539205]VENDOR STAFF RESUMES 

A resume must be completed for each proposed individual on the State format provided in Attachment I, Proposed Staff Resume, including identification of key personnel per Section 14.3.19, Key Personnel.

[bookmark: _Toc163539207]PRELIMINARY PROJECT PLAN 

Vendors must submit a preliminary project plan as part of the proposal, including, but not limited to:

Gantt charts that show all proposed project activities;

Planning methodologies;

Milestones;

Task conflicts and/or interdependencies;

Estimated time frame for each task identified in Section 5, Scope of Work; and

Overall estimated time frame from project start to completion for both Contractor and State activities, including strategies to avoid schedule slippage.

Vendors must provide a written plan addressing the roles and responsibilities and method of communication between the contractor and any subcontractor(s).

The preliminary project plan will be incorporated into the contract.  

The first project deliverable is the finalized detailed project plan that must include fixed deliverable due dates for all subsequent project tasks as defined in Section 5, Scope of Work.  The contract will be amended to include the State approved detailed project plan.

Vendors must identify all potential risks associated with the project, their proposed plan to mitigate the potential risks and include recommended strategies for managing those risks.

Vendors must provide information on the staff that will be located on-site in Carson City.  If staff will be located at remote locations, vendors must include specific information on plans to accommodate the exchange of information and transfer of technical and procedural knowledge.  The State encourages alternate methods of communication other than in person meetings, such as transmission of documents via email and teleconferencing, as appropriate.

[bookmark: _Toc163539208]PROJECT MANAGEMENT

Vendors must describe the project management methodology and processes utilized for:

Project integration to ensure that the various elements of the project are properly coordinated;

Project scope to ensure that the project includes all the work required and only the work required to complete the project successfully;

Time management to ensure timely completion of the project.  Include defining activities, estimating activity duration, developing and controlling the project schedule;

Management of contractor and/or subcontractor issues and resolution process;

Responding to and covering requested changes in the project time frames;

Responding to State generated issues;

Cost management to ensure that the project is completed within the approved budget.  Include resource planning, cost estimating, cost budgeting and cost control;

Resource management to ensure the most effective use of people involved in the project including subcontractors;

Communications management to ensure effective information generation, documentation, storage, transmission and disposal of project information; and

Risk management to ensure that risks are identified, planned for, analyzed, communicated and acted upon effectively.

[bookmark: _Toc163539209]QUALITY ASSURANCE

Vendors must describe the quality assurance methodology and processes utilized to ensure that the project will satisfy State requirements as outlined in Section 5, Scope of Work of this RFP.

[bookmark: _Toc163539210]METRICS MANAGEMENT 

Vendors must describe the metrics management methodology and processes utilized to satisfy State requirements as outlined in Section 5, Scope of Work of this RFP.  The methodology must include the metrics captured and how they are tracked and measured.

[bookmark: _Toc163539211]DESIGN AND DEVELOPMENT PROCESSES 

Vendors must describe the methodology, processes and tools utilized for:

Analyzing potential solutions, including identifying alternatives for evaluation in addition to those suggested by the State;

Developing a detailed operational concept of the interaction of the system, the user and the environment that satisfies the operational need;

Identifying the key design issues that must be resolved to support successful development of the system; and

Integrating the disciplines that are essential to system functional requirements definition.

[bookmark: _Toc163539212]CONFIGURATION MANAGEMENT 

Vendors must describe the methodology, processes and tools utilized for:

Control of changes to requirements, design and code;

Control of interface changes;

Traceability of requirements, design and code;

Tools to help control versions and builds;

Parameters established for regression testing;

Baselines established for tools, change log and modules;

Documentation of the change request process including check in/out, review and regular testing;

Documentation of the change control board and change proposal process; and

Change log that tracks open/closed change requests.

[bookmark: _Toc163539213]PEER REVIEW MANAGEMENT 

Vendors must describe the methodology, processes and tools utilized for:

Peer reviews conducted for design, code and test cases;

Number of types of people normally involved in peer reviews;

Types of procedures and checklists utilized;

Types of statistics compiled on the type, severity and location of errors; and

How errors are tracked to closure.

[bookmark: _Toc163539214]PROJECT SOFTWARE TOOLS

Vendors must describe any software tools and equipment resources to be utilized during the course of the project including minimum hardware requirements and compatibility with existing computing resources as described in Section 3.4, Current Computing Environment.

Costs and training associated with the project software tools identified must be included in Attachment J, Project Costs.

[bookmark: _Toc445899883]PROJECT COSTS 

The Cost Schedules to be completed for this RFP are embedded as an Excel spreadsheet in Attachment J, Project Costs.

All proposal terms, including prices, will remain in effect for a minimum of 180 days after the proposal due date.  In the case of the awarded vendor, all proposal terms, including prices, will remain in effect throughout the contract negotiation process.

COST SCHEDULES

The cost for each deliverable must be complete and include all expenses, including travel, per diem and out-of-pocket expenses as well as administrative and/or overhead expenses.  Each table in the Excel spreadsheet in Attachment J, Project Costs must be completed and detailed backup must be provided for all cost schedules completed. 

Detailed Deliverable Cost Schedules

The schedules have been set up so that the sub-total from each deliverable cost schedule will automatically be transferred to the summary table in Section 7.1.7, Summary Schedule of Project Costs (refer to Attachment J, Project Costs).  

However, it is ultimately the proposer’s responsibility to make sure that all totals are correctly transferred to the summary table in Section 7.1.7, Summary Schedule of Project Costs (refer to Attachment J, Project Costs) prior to submitting their cost proposal.

Development and Data Migration Environments

Proposers must identify costs for any hardware and/or software proposed for the Development and Data Migration Environments, as follows:

The schedule has been set up so that the sub-total from this cost schedule will automatically be transferred to the summary table in Section 7.1.7, Summary Schedule of Project Costs (refer to Attachment J, Project Costs).  

However, it is ultimately the proposer’s responsibility to make sure that all totals are correctly transferred to the summary table in Section 7.1.7, Summary Schedule of Project Costs (refer to Attachment J, Project Costs) prior to submitting their cost proposal.

Proposers must provide a detailed description and cost for each proposed item.

The State reserves the right not to accept the proposed hardware and/or software.

Costs for specific licenses must be provided.

The State reserves the right not to purchase the proposed hardware and/or software from the successful proposer. 

Integration, System Test and UAT Environments

Proposers must identify costs for any hardware and/or software proposed for the Integration, System Test and UAT Environments, as follows:

The schedule has been set up so that the sub-total from this cost schedule will automatically be transferred to the summary table in Section 7.1.7, Summary Schedule of Project Costs (refer to Attachment J, Project Costs).  

However, it is ultimately the proposer’s responsibility to make sure that all totals are correctly transferred to the summary table in Section 7.1.7, Summary Schedule of Project Costs (refer to Attachment J, Project Costs) prior to submitting their cost proposal.

Proposers must provide a detailed description and cost for each proposed item.

The State reserves the right not to accept the proposed hardware and/or software.

Costs for specific licenses must be provided.

The State reserves the right not to purchase the proposed hardware and/or software from the successful proposer. 

Training Environment

Proposers must identify costs for any hardware and/or software proposed for the Training Environment, as follows:

The schedule has been set up so that the sub-total from this cost schedule will automatically be transferred to the summary table in Section 7.1.7, Summary Schedule of Project Costs (refer to Attachment J, Project Costs).  

However, it is ultimately the proposer’s responsibility to make sure that all totals are correctly transferred to the summary table in Section 7.1.7, Summary Schedule of Project Costs (refer to Attachment J, Project Costs) prior to submitting their cost proposal.

Proposers must provide a detailed description and cost for each proposed item.

The State reserves the right not to accept the proposed hardware and/or software.

Costs for specific licenses must be provided.

The State reserves the right not to purchase the proposed hardware and/or software from the successful proposer. 

Production Environment

Proposers must identify costs for any hardware and/or software proposed for the Production Environments, as follows:

The schedule has been set up so that the sub-total from this cost schedule will automatically be transferred to the summary table in Section 7.1.7, Summary Schedule of Project Costs (refer to Attachment J, Project Costs).  

However, it is ultimately the proposer’s responsibility to make sure that all totals are correctly transferred to the summary table in Section 7.1.7, Summary Schedule of Project Costs (refer to Attachment J, Project Costs) prior to submitting their cost proposal.

Proposers must provide a detailed description and cost for each proposed item.

The State reserves the right not to accept the proposed hardware and/or software.

Costs for specific licenses must be provided.

The State reserves the right not to purchase the proposed hardware and/or software from the successful proposer. 

Other Associated Costs

Proposers must identify any other costs not covered on the Detailed Deliverable Cost Schedules and/or the cost schedules for any hardware and/or software proposed, as follows:

The schedule has been set up so that the sub-total from this cost schedule will automatically be transferred to the summary table in Section 7.1.7, Summary Schedule of Project Costs (refer to Attachment J, Project Costs).  

However, it is ultimately the proposer’s responsibility to make sure that all totals are correctly transferred to the summary table in Section 7.1.7, Summary Schedule of Project Costs (refer to Attachment J, Project Costs) prior to submitting their cost proposal.

Proposers must provide detailed information for each item identified.

Summary Schedule of Project Costs

Proposers must make sure that all totals from the Detailed Deliverable Cost Schedules, the cost schedules for any hardware and/or software proposed and other associated costs are transferred to Section 7.1.7, Summary Schedule of Project Costs (refer to Attachment J, Project Costs).

Hourly Rate Schedule for Change Orders

Prices quoted for change orders/regulatory changes must remain in effect for six (6) months after State acceptance of the successfully implemented system.

Proposers must provide firm, fixed hourly rates for change orders/regulatory changes, including updated documentation.

Proposers must provide a firm, fixed hourly rate for each staff classification identified on the project.  Proposers must not provide a single compilation rate.

Annual Product Licensing and Maintenance Schedule

Proposers must provide a three (3) year fee schedule with the following information:

Listing of each product;
Original project proposed price;
Annual licensing fee, if applicable;
Annual maintenance fee; and
Percentages of the original amount for each fee.

[bookmark: _Toc180917196][bookmark: _Toc445899884]FINANCIAL 

PAYMENT

Upon review and acceptance by the State, payments for invoices are normally made within 45 – 60 days of receipt, providing all required information, documents and/or attachments have been received.

Pursuant to NRS 227.185 and NRS 333.450, the State shall pay claims for supplies, materials, equipment and services purchased under the provisions of this RFP electronically, unless determined by the State Controller that the electronic payment would cause the payee to suffer undue hardship or extreme inconvenience.

BILLING

There shall be no advance payment for services furnished by a contractor pursuant to the executed contract.

Payment for services shall only be made after completed deliverables are received, reviewed and accepted in writing by the State.

The vendor must bill the State as outlined in the approved contract and/or deliverable payment schedule.

Each billing must consist of an invoice and a copy of the State-approved deliverable sign-off form.

TIMELINESS OF BILLING

The State is on a fiscal year calendar.  All billings for dates of service prior to July 1 must be submitted to the State no later than the first Friday in August of the same calendar year.  A billing submitted after the first Friday in August, that forces the State to process the billing as a stale claim pursuant to NRS 353.097, will subject the contractor to an administrative fee not to exceed $100.00.  This is the estimate of the additional costs to the State for processing the billing as a stale claim and this amount will be deducted from the stale claims payment due the contractor.

HOLD BACKS 

The State shall pay all invoiced amounts, less a 10% hold back, following receipt of the invoice and a fully completed project deliverable sign-off form.

The distribution of the hold backs will be negotiated with the contractor.

Actual payment of hold backs will be made with the approval of the project Steering Committee.

[bookmark: _Toc445899885]WRITTEN QUESTIONS AND ANSWERS

In lieu of a pre-proposal conference, the Purchasing Division will accept questions and/or comments in writing regarding this RFP as noted below:

FIRST SET OF QUESTIONS AND ANSWERS

The RFP Question Submittal Form is located on the Solicitation Opportunities webpage at http://purchasing.nv.gov.  Select the Solicitation Status, Questions dropdown and then scroll to the RFP number and the “Question” link.

The deadline for submitting questions is as specified in Section 10, RFP Timeline.

All questions and/or comments will be addressed in writing.  An email notification that the amendment has been posted to the Purchasing website will be issued on or about the date specified in Section 10, RFP Timeline.

SECOND SET OF QUESTIONS AND ANSWERS

Additional questions may be submitted by the date and time specified in Section 10, RFP Timeline and according to the process identified in Section 9.1.1 through Section 9.1.3.

[bookmark: _Toc445899886]RFP TIMELINE

The following represents the proposed timeline for this project.  All times stated are Pacific Time (PT).  These dates represent a tentative schedule of events.  The State reserves the right to modify these dates at any time.  The State also reserves the right to forego vendor presentations and select vendor(s) based on the written proposals submitted.

	Task
	Date/Time

	Access to Reference Library
	Refer to Attachment M of this RFP 

	Deadline for submitting first set of questions
	4/6/16 @ 5:00 PM

	Answers posted to website 
	On or about 4/14/16 

	Deadline for submitting second set of questions
	4/21/16 @ 5:00 PM

	Answers posted to website 
	On or about 4/27/16 

	Deadline for submittal of Reference Questionnaires
	No later than 4:30 PM on 5/17/16 

	Deadline for submission and opening of proposals
	No later than 2:00 PM on 5/18/16 

	Evaluation period (approximate time frame)
	5/19 ~ 6/8

	Vendor Presentations (approximate time frame)
	6/28 ~ 6/29

	Selection of vendor 
	On or about 6/29/16

	Anticipated BOE approval
	9/13/16

	Contract start date (contingent upon BOE approval)
	Upon BOE Approval 



[bookmark: _Toc66244228][bookmark: _Toc163539052][bookmark: _Toc445899887]REFERENCE LIBRARY

GENERAL INFORMATION

The State has established a reference library containing reference materials describing the current system, applicable regulations and information pertinent to responding to this RFP.

The information contained in the reference library has been assembled by the State to assist vendors in the preparation of proposals and to ensure that all vendors have equal access to such information.

Vendors are encouraged to review all documentation in Attachment M ~ Reference Library.

While the State has attempted to gather the most accurate information available for the reference library at the time this RFP was released, the State makes no assurances or guarantees that all information and data presented is accurate or complete.

[bookmark: OLE_LINK7]REFERENCE LIBRARY CONTENTS

The reference library contains the following information: 

[bookmark: _Toc444850995]Nevada Revised Statutes (NRS) and Nevada Administrative Code (NAC)

All references to NRS and NAC on the web page provided relate to the Commercial Recordings business except the following.

http://www.nvsos.gov/index.aspx?page=144

NRS 90: Securities (Uniform Act)	NAC 90: Securities
NRS 91: Commodities		NAC 90: Commodities
NRS 240A: Document Preparers	NAC 240A: Document Preparers

[bookmark: _Toc444850996]State of Nevada Information Security Program Policy, 4.100000 REV B

[bookmark: _Toc444850997]Uniform Commercial Code (UCC) requirements

[bookmark: _Toc444850998]Legacy Business Analysis & Requirements Definition (BARD) documents

[bookmark: _Toc445899888]PROPOSAL SUBMISSION REQUIREMENTS, FORMAT AND CONTENT

GENERAL SUBMISSION REQUIREMENTS 

Vendors’ proposals must be packaged and submitted in counterparts; therefore, vendors must pay close attention to the submission requirements.  Proposals will have a technical response, which may be composed of two (2) parts in the event a vendor determines that a portion of their technical response qualifies as “confidential” as defined within Section 2, Acronyms/Definitions.

If complete responses cannot be provided without referencing confidential information, such confidential information must be provided in accordance with Section 12.3, Part I B – Confidential Technical and Section 12.5, Part III Confidential Financial Information.  Specific references made to the tab, page, section and/or paragraph where the confidential information can be located must be identified on Attachment A, Confidentiality and Certification of Indemnification and comply with the requirements stated in Section 12.6, Confidentiality of Proposals.

The remaining section is the Cost Proposal.  Vendors may submit their proposal broken out into the three (3) sections required, or four (4) sections if confidential technical information is included, in a single box or package for shipping purposes.

The required CDs must contain information as specified in Section 12.6.4.

Detailed instructions on proposal submission and packaging follows and vendors must submit their proposals as identified in the following sections.  Proposals and CDs that do not comply with the following requirements may be deemed non-responsive and rejected at the State’s discretion.

All information is to be completed as requested.

Each section within the technical proposal and cost proposal must be separated by clearly marked tabs with the appropriate section number and title as specified.

Although it is a public opening, only the names of the vendors submitting proposals will be announced per NRS 333.335(6).  Technical and cost details about proposals submitted will not be disclosed.  Assistance for handicapped, blind or hearing-impaired persons who wish to attend the RFP opening is available.  If special arrangements are necessary, please notify the Purchasing Division designee as soon as possible and at least two days in advance of the opening.

If discrepancies are found between two (2) or more copies of the proposal, the master copy will provide the basis for resolving such discrepancies.  If one (1) copy of the proposal is not clearly marked “MASTER,” the State may reject the proposal.  However, the State may at its sole option, select one (1) copy to be used as the master.

For ease of evaluation, the proposal must be presented in a format that corresponds to and references sections outlined within this RFP and must be presented in the same order.  Written responses must be in bold/italics and placed immediately following the applicable RFP question, statement and/or section.  Exceptions/assumptions to this may be considered during the evaluation process.

Proposals are to be prepared in such a way as to provide a straightforward, concise delineation of capabilities to satisfy the requirements of this RFP.  Expensive bindings, colored displays, promotional materials, etc., are not necessary or desired.  Emphasis should be concentrated on conformance to the RFP instructions, responsiveness to the RFP requirements, and on completeness and clarity of content.

Unnecessarily elaborate responses beyond what is sufficient to present a complete and effective response to this RFP are not desired and may be construed as an indication of the proposer’s lack of environmental and cost consciousness.  Unless specifically requested in this RFP, elaborate artwork, corporate brochures, lengthy narratives, expensive paper, specialized binding, and other extraneous presentation materials are neither necessary nor desired.

The State of Nevada, in its continuing efforts to reduce solid waste and to further recycling efforts requests that proposals, to the extent possible and practical:  

Be submitted on recycled paper;

Not include pages of unnecessary advertising;

Be printed on both sides of each sheet of paper; and

Be contained in re-usable binders or binder clips as opposed to spiral or glued bindings.

For purposes of addressing questions concerning this RFP, the sole contact will be the Purchasing Division as specified on Page 1 of this RFP.  Upon issuance of this RFP, other employees and representatives of the agencies identified in the RFP will not answer questions or otherwise discuss the contents of this RFP with any prospective vendors or their representatives.  Failure to observe this restriction may result in disqualification of any subsequent proposal per NAC 333.155(3).  This restriction does not preclude discussions between affected parties for the purpose of conducting business unrelated to this procurement.

Any vendor who believes proposal requirements or specifications are unnecessarily restrictive or limit competition may submit a request for administrative review, in writing, to the Purchasing Division.  To be considered, a request for review must be received no later than the deadline for submission of questions.

The Purchasing Division shall promptly respond in writing to each written review request, and where appropriate, issue all revisions, substitutions or clarifications through a written amendment to the RFP.

Administrative review of technical or contractual requirements shall include the reason for the request, supported by factual information, and any proposed changes to the requirements.

If a vendor changes any material RFP language, vendor’s response may be deemed non-responsive per NRS 333.311.

PART I A – TECHNICAL PROPOSAL

The technical proposal must include:

One (1) original marked “MASTER”; and
Five (5) identical copies.

The technical proposal must not include confidential technical information (refer to Section 12.3, Part I B, Confidential Technical Proposal) or cost and/or pricing information.  Cost and/or pricing information contained in the technical proposal may cause the proposal to be rejected.

Format and Content

Tab I – Title Page

The title page must include the following:

	Part I A – Technical Proposal

	RFP Title:
	NV Commercial Recordings Business Process System (eSOS) Replacement 

	RFP:
	3247

	Vendor Name:
	

	Address:
	

	Opening Date:
	5/18/16

	Opening Time:
	2:00 PM



Tab II – Table of Contents

An accurate and updated table of contents must be provided.

Tab III – Vendor Information Sheet

The vendor information sheet completed with an original signature by an individual authorized to bind the organization must be included in this tab.

Tab IV – State Documents

The State documents tab must include the following:

The signature page from all amendments with an original signature by an individual authorized to bind the organization.

Attachment A – Confidentiality and Certification of Indemnification with an original signature by an individual authorized to bind the organization.

Attachment C – Vendor Certifications with an original signature by an individual authorized to bind the organization.

Copies of any vendor licensing agreements and/or hardware and software maintenance agreements.

Copies of applicable certifications and/or licenses.

Tab V - Attachment B, Technical Proposal Certification of Compliance with Terms and Conditions of RFP 

Attachment B with an original signature by an individual authorized to bind the organization must be included in this tab.

If the exception and/or assumption require a change in the terms or wording of any section of the RFP, the contract, or any incorporated documents, vendors must provide the specific language that is being proposed on Attachment B.

Only technical exceptions and/or assumptions should be identified on Attachment B. 

The State will not accept additional exceptions and/or assumptions if submitted after the proposal submission deadline.  If vendors do not specify any exceptions and/or assumptions in detail at time of proposal submission, the State will not consider any additional exceptions and/or assumptions during negotiations.

Tab VI – Section 4 – System Requirements

Vendors must place their written response(s) in bold/italics immediately following the applicable RFP question, statement and/or section.

Tab VII – Section 5 – Scope of Work

Vendors must place their written response(s) in bold/italics immediately following the applicable RFP question, statement and/or section.

Tab VIII– Section 6 – Company Background and References

Vendors must place their written response(s) in bold/italics immediately following the applicable RFP question, statement and/or section.  This section must also include the requested information in Section 6.2, Subcontractor Information, if applicable.

Tab IX – Attachment I – Proposed Staff Resume

Vendors must include all proposed staff resumes per Section 6.5, Vendor Staff Resumes in this section.  This section should also include any subcontractor proposed staff resumes, if applicable.

Tab X – Preliminary Project Plan

Vendors must include the preliminary project plan in this section.

Tab XI – Requirements Matrix

Vendors must include their completed requirements matrix (refer to Attachment N, Requirements Matrix) in this section.

Tab XII – Other Informational Material

Vendors must include any other applicable reference material in this section clearly cross referenced with the proposal.

PART I B – CONFIDENTIAL TECHNICAL PROPOSAL

Vendors only need to submit Part I B if the proposal includes any confidential technical information (Refer to Attachment A, Confidentiality and Certification of Indemnification).

The confidential technical proposal must include:

One (1) original marked “MASTER”; and
Five (5) identical copies.

Format and Content

Tab I – Title Page

The title page must include the following:

	Part I B – Confidential Technical Proposal

	RFP Title:
	NV Commercial Recordings Business Process System (eSOS) Replacement 

	RFP:
	3247

	Vendor Name:
	

	Address:
	

	Opening Date:
	5/18/16

	Opening Time:
	2:00 PM



Tabs – Confidential Technical

Vendors must have tabs in the confidential technical information that cross reference back to the technical proposal, as applicable.

PART II – COST PROPOSAL

The cost proposal must include:

One (1) original marked “MASTER”; and
Five (5) identical copies.

The cost proposal must not be marked “confidential”.  Only information that is deemed proprietary per NRS 333.020(5)(a) may be marked as “confidential”.

Format and Content

Tab I – Title Page

The title page must include the following:

	Part II – Cost Proposal

	RFP Title:
	NV Commercial Recordings Business Process System (eSOS) Replacement 

	RFP:
	3247

	Vendor Name:
	

	Address:
	

	Opening Date:
	5/18/16

	Opening Time:
	2:00 PM



Tab II – Cost Proposal

Cost proposal must be in the format identified in Attachment J, Project Costs. 

Tab III – Attachment K, Cost Proposal Certification of Compliance with Terms and Conditions of RFP

Attachment K with an original signature by an individual authorized to bind the organization must be included in this tab.

In order for any cost exceptions and/or assumptions to be considered, vendors must provide the specific language that is being proposed on Attachment K.  

Only cost exceptions and/or assumptions should be identified on Attachment K.  

Do not restate the technical exceptions and/or assumptions on this form.  

The State will not accept additional exceptions and/or assumptions if submitted after the proposal submission deadline.  If vendors do not specify any exceptions and/or assumptions in detail at time of proposal submission, the State will not consider any additional exceptions and/or assumptions during negotiations.

PART III – CONFIDENTIAL FINANCIAL INFORMATION

The confidential financial information part must include:

One (1) original marked “MASTER”; and
Three (3) identical copy.

Format and Content

Tab I – Title Page

The title page must include the following:

	Part III – Confidential Financial Proposal

	RFP Title:
	NV Commercial Recordings Business Process System (eSOS) Replacement 

	RFP:
	3247

	Vendor Name:
	

	Address:
	

	Opening Date:
	5/18/16

	Opening Time:
	2:00 PM



Tab II – Financial Information and Documentation

Vendors must place the information required per Section 6.1.11 in this tab.

CONFIDENTIALITY OF PROPOSALS

As a potential contractor of a public entity, vendors are advised that full disclosure is required by law.

Vendors are required to submit written documentation in accordance with Attachment A, Confidentiality and Certification of Indemnification demonstrating the material within the proposal marked “confidential” conforms to NRS §333.333, which states “Only specific parts of the proposal may be labeled a “trade secret” as defined in NRS §600A.030(5)”.  Not conforming to these requirements will cause your proposal to be deemed non-compliant and will not be accepted by the State of Nevada.

Vendors acknowledge that material not marked as “confidential” will become public record upon contract award.

The required CDs must contain the following:

One (1) “Master” CD with an exact duplicate of the technical and cost proposal contents only.  

The electronic files must follow the format and content section for the technical and cost proposal.  

The CD must be packaged in a case and clearly labeled as follows:

	Master CD

	RFP No:
	3247

	Vendor Name:
	

	Contents:
	Part IA – Technical Proposal
Part IB – Confidential Technical Proposal
Part II – Cost Proposal



One (1) “Public Records CD” which must include the technical and cost proposal contents to be used for public records requests.  

This CD must not contain any confidential or proprietary information.

All electronic files must be saved in “PDF” format, with one file named Part IA – Technical Proposal and one (1) file named Part II – Cost Proposal.

The CD must be packaged in a case and clearly labeled as follows:

	Public Records CD

	RFP No:
	3247

	Vendor Name:
	

	Contents:
	Part IA – Technical Proposal for Public Records Request
Part II – Cost Proposal for Public Records Request



The Public Records submitted on the CD will be posted to the Purchasing Website upon the Notice of Award.

It is the vendor’s responsibility to act in protection of the labeled information and agree to defend and indemnify the State of Nevada for honoring such designation.  

Failure to label any information that is released by the State shall constitute a complete waiver of any and all claims for damages caused by release of said information.

PROPOSAL PACKAGING

[bookmark: OLE_LINK9][bookmark: OLE_LINK10]If the separately sealed technical and cost proposals as well as confidential technical information and financial documentation, marked as required, are enclosed in another container for mailing purposes, the outermost container must fully describe the contents of the package and be clearly marked as follows.

Vendors are encouraged to utilize the copy/paste feature of word processing software to replicate these labels for ease and accuracy of proposal packaging.

	Ronda Miller
State of Nevada, Purchasing Division
515 E. Musser Street, Suite 300
Carson City, NV  89701

	RFP:
	3247

	OPENING DATE:
	5/18/16

	OPENING TIME:
	2:00 PM

	FOR:
	NV Commercial Recordings Business Process System (eSOS) Replacement 

	VENDOR’S NAME:
	



Proposals must be received at the address referenced below no later than the date and time specified in Section 10, RFP Timeline.  Proposals that do not arrive by proposal opening time and date will not be accepted.  Vendors may submit their proposal any time prior to the above stated deadline.

The State will not be held responsible for proposal envelopes mishandled as a result of the envelope not being properly prepared.  

Email, facsimile, or telephone proposals will NOT be considered; however, at the State’s discretion, the proposal may be submitted all or in part on electronic media, as requested within the RFP document.  Proposal may be modified by email, facsimile, or written notice provided such notice is received prior to the opening of the proposals.

The technical proposal shall be submitted to the State in a sealed package and be clearly marked as follows:


	Ronda Miller
State of Nevada, Purchasing Division
515 E. Musser Street, Suite 300
Carson City, NV  89701

	RFP:
	3247

	COMPONENT:
	PART I A – TECHNICAL PROPOSAL

	OPENING DATE:
	5/18/16

	OPENING TIME:
	2:00 PM

	FOR:
	NV Commercial Recordings Business Process System (eSOS) Replacement 

	VENDOR’S NAME:
	



If applicable, confidential technical information shall be submitted to the State in a sealed package and be clearly marked as follows:

	Ronda Miller
State of Nevada, Purchasing Division
515 E. Musser Street, Suite 300
Carson City, NV  89701

	RFP:
	3247

	COMPONENT:
	PART I B – CONFIDENTIAL TECHNICAL PROPOSAL

	OPENING DATE:
	5/18/16

	OPENING TIME:
	2:00 PM

	FOR:
	NV Commercial Recordings Business Process System (eSOS) Replacement 

	VENDOR’S NAME:
	



The cost proposal shall be submitted to the State in a sealed package and be clearly marked as follows:

	Ronda Miller
State of Nevada, Purchasing Division
515 E. Musser Street, Suite 300
Carson City, NV  89701

	RFP:
	3247

	COMPONENT:
	PART II – COST PROPOSAL

	OPENING DATE:
	5/18/16

	OPENING TIME:
	2:00 PM

	FOR:
	NV Commercial Recordings Business Process System (eSOS) Replacement 

	VENDOR’S NAME:
	



Confidential financial information shall be submitted to the State in a sealed package and be clearly marked as follows:

	Ronda Miller
State of Nevada, Purchasing Division
515 E. Musser Street, Suite 300
Carson City, NV  89701

	RFP:
	3247

	COMPONENT:
	PART III - CONFIDENTIAL FINANCIAL INFORMATION

	OPENING DATE:
	5/18/16

	OPENING TIME:
	2:00 PM

	FOR:
	NV Commercial Recordings Business Process System (eSOS) Replacement 

	VENDOR’S NAME:
	






The CDs shall be submitted to the State in a sealed package and be clearly marked as follows:

	Ronda Miller
State of Nevada, Purchasing Division
515 E. Musser Street, Suite 300
Carson City, NV  89701

	RFP:
	3247

	COMPONENT:
	CDs

	OPENING DATE:
	5/18/16

	OPENING TIME:
	2:00 PM

	FOR:
	NV Commercial Recordings Business Process System (eSOS) Replacement 

	VENDOR’S NAME:
	



[bookmark: _Toc445899889]PROPOSAL EVALUATION AND AWARD PROCESS

The information in this section does not need to be returned with the vendor’s proposal.

Proposals shall be consistently evaluated and scored in accordance with NRS 333.335(3) based upon the following criteria:

Demonstrated competence

Experience in performance of comparable engagements

Conformance with the terms of this RFP

Expertise and availability of key personnel

Cost

Presentations

Following the evaluation and scoring process specified above, the State may require vendors to make a presentation of their proposal to the evaluation committee or other State staff, as applicable. 

The State, at its option, may limit participation in vendor presentations to up to the four (4) highest ranking vendors.  

The State reserves the right to forego vendor presentations and select vendor(s) based on the written proposals submitted.

Note:  Financial stability will be scored on a pass/fail basis.

Proposals shall be kept confidential until a contract is awarded.

The evaluation committee may also contact the references provided in response to the Section identified as Company Background and References; contact any vendor to clarify any response; contact any current users of a vendor’s services; solicit information from any available source concerning any aspect of a proposal; and seek and review any other information deemed pertinent to the evaluation process.  The evaluation committee shall not be obligated to accept the lowest priced proposal, but shall make an award in the best interests of the State of Nevada per NRS 333.335(5).

Each vendor must include in its proposal a complete disclosure of any alleged significant prior or ongoing contract failures, contract breaches, any civil or criminal litigation or investigations pending which involves the vendor or in which the vendor has been judged guilty or liable.  Failure to comply with the terms of this provision may disqualify any proposal.  The State reserves the right to reject any proposal based upon the vendor’s prior history with the State or with any other party, which documents, without limitation, unsatisfactory performance, adversarial or contentious demeanor, significant failure(s) to meet contract milestones or other contractual failures.  See generally, NRS 333.335.

Clarification discussions may, at the State’s sole option, be conducted with vendors who submit proposals determined to be acceptable and competitive per NAC 333.165.  Vendors shall be accorded fair and equal treatment with respect to any opportunity for discussion and/or written revisions of proposals.  Such revisions may be permitted after submissions and prior to award for the purpose of obtaining best and final offers.  In conducting discussions, there shall be no disclosure of any information derived from proposals submitted by competing vendors.  Any modifications made to the original proposal during the best and final negotiations will be included as part of the contract.

A Notification of Intent to Award shall be issued in accordance with NAC 333.170.  Any award is contingent upon the successful negotiation of final contract terms and upon approval of the Board of Examiners, when required.  Negotiations shall be confidential and not subject to disclosure to competing vendors unless and until an agreement is reached.  If contract negotiations cannot be concluded successfully, the State upon written notice to all vendors may negotiate a contract with the next highest scoring vendor or withdraw the RFP.  

Any contract resulting from this RFP shall not be effective unless and until approved by the Nevada State Board of Examiners (NRS 333.700).

[bookmark: _Toc445899890]TERMS AND CONDITIONS

PROCUREMENT AND PROPOSAL TERMS AND CONDITIONS

The information in this section does not need to be returned with the vendor’s proposal.  However, if vendors have any exceptions and/or assumptions to any of the terms and conditions in this section, they must identify in detail their exceptions and/or assumptions on Attachment B, Technical Proposal Certification of Compliance.  In order for any exceptions and/or assumptions to be considered they must be documented in Attachment B.  The State will not accept additional exceptions and/or assumptions if submitted after the proposal submission deadline.

This procurement is being conducted in accordance with NRS Chapter 333 and NAC Chapter 333.

The State reserves the right to alter, amend, or modify any provisions of this RFP, or to withdraw this RFP, at any time prior to the award of a contract pursuant hereto, if it is in the best interest of the State to do so.  

The State reserves the right to waive informalities and minor irregularities in proposals received.

For ease of responding to the RFP, vendors are encouraged to download the RFP from the Purchasing Division’s website at http://purchasing.nv.gov. 

The failure to separately package and clearly mark Part I B and Part III – which contains confidential information, trade secrets and/or proprietary information, shall constitute a complete waiver of any and all claims for damages caused by release of the information by the State.

The State reserves the right to reject any or all proposals received prior to contract award (NRS 333.350).

The State shall not be obligated to accept the lowest priced proposal, but will make an award in the best interests of the State of Nevada after all factors have been evaluated (NRS 333.335).

Any irregularities or lack of clarity in the RFP should be brought to the Purchasing Division designee’s attention as soon as possible so that corrective addenda may be furnished to prospective vendors.

Proposals must include any and all proposed terms and conditions, including, without limitation, written warranties, maintenance/service agreements, license agreements and lease purchase agreements.  The omission of these documents renders a proposal non-responsive.

Alterations, modifications or variations to a proposal may not be considered unless authorized by the RFP or by addendum or amendment.

Proposals which appear unrealistic in the terms of technical commitments, lack of technical competence, or are indicative of failure to comprehend the complexity and risk of this contract, may be rejected.

Proposals from employees of the State of Nevada will be considered in as much as they do not conflict with the State Administrative Manual, NRS Chapter 281 and NRS Chapter 284.

Proposals may be withdrawn by written or facsimile notice received prior to the proposal opening time.  Withdrawals received after the proposal opening time will not be considered except as authorized by NRS 333.350(3).

Prices offered by vendors in their proposals are an irrevocable offer for the term of the contract and any contract extensions.  The awarded vendor agrees to provide the purchased services at the costs, rates and fees as set forth in their proposal in response to this RFP.  No other costs, rates or fees shall be payable to the awarded vendor for implementation of their proposal.

The State is not liable for any costs incurred by vendors prior to entering into a formal contract.  Costs of developing the proposal or any other such expenses incurred by the vendor in responding to the RFP, are entirely the responsibility of the vendor, and shall not be reimbursed in any manner by the State. 

Proposals submitted per proposal submission requirements become the property of the State, selection or rejection does not affect this right; proposals will be returned only at the State’s option and at the vendor’s request and expense.  The masters of the technical proposal, confidential technical proposal, cost proposal and confidential financial information of each response shall be retained for official files.

The Nevada Attorney General will not render any type of legal opinion regarding this transaction.

Any unsuccessful vendor may file an appeal in strict compliance with NRS 333.370 and Chapter 333 of the Nevada Administrative Code.

CONTRACT TERMS AND CONDITIONS

The information in this section does not need to be returned with the vendor’s proposal. However, if vendors have any exceptions and/or assumptions to any of the terms and conditions in this section, they must identify in detail their exceptions and/or assumptions on Attachment B, Technical Proposal Certification of Compliance. In order for any exceptions and/or assumptions to be considered they must be documented in Attachment B. The State will not accept additional exceptions and/or assumptions if submitted after the proposal submission deadline. 

Background Checks 

All contractor personnel assigned to the contract must have a background check from the Federal Bureau of Investigation pursuant to NRS 239B.010. All fingerprints must be forwarded to the Central Repository for Nevada Records of Criminal History for submission to the Federal Bureau of Investigation. 

Any employee of the selected vendor, who will require any type of system access, must have a State Background Check (as identified in Section 14.2.1.4 “A” below) before system access will be granted.

The vendor or its employees that have not been security cleared may be denied access to the premises. 

All costs associated with the background check requirement will be at the contractor’s expense. 

The contractor shall provide to the Enterprise Information Technology Services (EITS) Division, Office of Information Security (OIS) the following documents: 

A State or Personal Background Check for the state the individual claims as their permanent residency. The contractor can use the following site which has immediate results: http://www.integrascan.com. Once the contractor has a copy of their personal background check from their state of record, they will forward those results to the designated State representative who will then forward it to EITS OIS in order to obtain approval for interim system access; 

A Civil Applicant Waiver Form, signed by the contractor(s); and 

A Prior Arrests and Criminal Conviction Disclosure Form, signed by the contractor(s). 

If out-of-state, contractor must provide two (2) completed fingerprint cards from a local sheriff’s office (or other law enforcement agency). 

In lieu of the out-of-state fingerprint cards, contractors can perform LiveScan fingerprinting at the Nevada Department of Public Safety. 

To perform the LiveScan fingerprinting option at the Nevada Department of Public Safety the Contractor must provide a money order or cashier’s check made payable to the Records and Technology Division in the amount of $37.50 or current rate at time of submission. 

In lieu of the above background check and subject to acceptance by the Chief Information Security Officer, contractor may submit a current active federal authority security clearance (FBI, DoD, NSA). 

Contractor(s) may not begin work until such time as they have been cleared by the EITS Office of Information Security. 

Positive findings from a background check are reviewed by the Agency and the State Chief Information Security Officer and may result in the removal of vendor staff from the project. 

The awarded vendor will be the sole point of contract responsibility. The State will look solely to the awarded vendor for the performance of all contractual obligations which may result from an award based on this RFP, and the awarded vendor shall not be relieved for the non-performance of any or all subcontractors.

The awarded vendor must maintain, for the duration of its contract, insurance coverages as set forth in the Insurance Schedule of the contract form appended to this RFP. Work on the contract shall not begin until after the awarded vendor has submitted acceptable evidence of the required insurance coverages. Failure to maintain any required insurance coverage or acceptable alternative method of insurance will be deemed a breach of contract. 

The State will not be liable for Federal, State, or Local excise taxes per NRS 372.325. 

Attachment B and Attachment K of this RFP shall constitute an agreement to all terms and conditions specified in the RFP, except such terms and conditions that the vendor expressly excludes. Exceptions and assumptions will be taken into consideration as part of the evaluation process; however, vendors must be specific. If vendors do not specify any exceptions and/or assumptions at time of proposal submission, the State will not consider any additional exceptions and/or assumptions during negotiations. 

The State reserves the right to negotiate final contract terms with any vendor selected per NAC 333.170. The contract between the parties will consist of the RFP together with any modifications thereto, and the awarded vendor’s proposal, together with any modifications and clarifications thereto that are submitted at the request of the State during the evaluation and negotiation process. In the event of any conflict or contradiction between or among these documents, the documents shall control in the following order of precedence: the final executed contract, any modifications and clarifications to the awarded vendor’s proposal, the RFP, and the awarded vendor’s proposal. Specific exceptions to this general rule may be noted in the final executed contract. 

Local governments (as defined in NRS 332.015) are intended third party beneficiaries of any contract resulting from this RFP and any local government may join or use any contract resulting from this RFP subject to all terms and conditions thereof pursuant to NRS 332.195. The State is not liable for the obligations of any local government which joins or uses any contract resulting from this RFP. 

Any person who requests or receives a Federal contract, grant, loan or cooperative agreement shall file with the using agency a certification that the person making the declaration has not made, and will not make, any payment prohibited by subsection (a) of 31 U.S.C. 1352. 

Pursuant to NRS Chapter 613 in connection with the performance of work under this contract, the contractor agrees not to unlawfully discriminate against any employee or applicant for employment because of race, creed, color, national origin, sex, sexual orientation or age, including, without limitation, with regard to employment, upgrading, demotion or transfer, recruitment or recruitment advertising, layoff or termination, rates of pay or other forms of compensation, and selection for training, including, without limitation apprenticeship. 

The contractor further agrees to insert this provision in all subcontracts, hereunder, except subcontracts for standard commercial supplies or raw materials.

PROJECT TERMS AND CONDITIONS

The information in this section does not need to be returned with the vendor’s proposal.  However, if vendors have any exceptions and/or assumptions to any of the terms and conditions in this section, they must identify in detail their exceptions and/or assumptions on Attachment B, Technical Proposal Certification of Compliance.  In order for any exceptions and/or assumptions to be considered they must be documented in Attachment B, Technical Proposal Certification of Compliance.  The State will not accept additional exceptions and/or assumptions if submitted after the proposal submission deadline.

[bookmark: _Toc66244260][bookmark: _Toc163539083]Award of Related Contracts

The State may undertake or award supplemental contracts for work related to this project or any portion thereof.  The contractor shall be bound to cooperate fully with such other contractors and the State in all cases.

All subcontractors shall be required to abide by this provision as a condition of the contract between the subcontractor and the prime contractor.

[bookmark: _Toc66244249][bookmark: _Toc163539073]Products and/or Alternatives

The vendor shall not propose an alternative that would require the State to acquire hardware or software or change processes in order to function properly on the vendor’s system unless vendor included a clear description of such proposed alternatives and clearly mark any descriptive material to show the proposed alternative.

An acceptable alternative is one the State considers satisfactory in meeting the requirements of this RFP.

The State, at its sole discretion, will determine if the proposed alternative meets the intent of the original RFP requirement.

[bookmark: _Toc66244253][bookmark: _Toc163539084]State Owned Property

The awarded vendor shall be responsible for the proper custody and care of any State owned property furnished by the State for use in connection with the performance of the contract and will reimburse the State for any loss or damage.

[bookmark: _Toc66244261][bookmark: _Toc163539085]Contractor Space  

The contractor will be required to have its project management located in Carson City for the duration of the project.

All communication line costs, contractor computers, workstations, workstation hardware and software and contractor facilities will be the responsibility of the contractor.

The contractor must comply with the State standards for hardware, software and communication lines.

Contractors must coordinate installation of communication lines with EITS Data Communications.

The contractor must, at its own expense and through its own channels, provide its own basic office supplies, clerical support, facsimile machine, furniture, photocopying, phone service and any other necessary equipment and/or resources for its operations.

The State will provide space for four (4) contractor personnel.  If additional space is required, the space selected by the contractor must be mutually agreed upon by the State.

The State guarantees the contractor access to the job site premises, when appropriate, during reasonable hours and without undue hindrance and/or interference in performing work required under the contract.

[bookmark: _Toc66244264][bookmark: _Toc163539088]Inspection/Acceptance of Work

It is expressly understood and agreed all work done by the contractor shall be subject to inspection and acceptance by the State.

Any progress inspections and approval by the State of any item of work shall not forfeit the right of the State to require the correction of any faulty workmanship or material at any time during the course of the work and warranty period thereafter, although previously approved by oversight.

Nothing contained herein shall relieve the contractor of the responsibility for proper installation and maintenance of the work, materials and equipment required under the terms of the contract until all work has been completed and accepted by the State.

[bookmark: _Toc66244265][bookmark: _Toc163539089]Completion of Work

Prior to completion of all work, the contractor shall remove from the premises all equipment and materials belonging to the contractor.  Upon completion of the work, the contractor shall leave the site in a clean and neat condition satisfactory to the State.

[bookmark: _Toc66244266][bookmark: _Toc163539090]Periodic Project Reviews

On a periodic basis, the State reserves the right to review the approved project plan and associated deliverables to assess the direction of the project and determine if changes are required.

Changes to the approved project plan and/or associated deliverables may result in a contract amendment.

In the event changes do not include cost, scope or significant schedule modifications, mutually agreed to changes may be documented in memo form and signed by all parties to the contract.

[bookmark: _Toc66244267][bookmark: _Toc163539091]Change Management

Should requirements be identified during system validation, development and/or implementation that change the required work to complete the project and upon receipt of a change order request by the contractor, a written, detailed proposal must be submitted as outlined in Section 14.3.8.2.

Within 15 working days of receipt of a requested change order, the contractor must submit an amended project plan to include:

The scope of work;

Impacts to the schedule for remaining work for implementing the identified change;

Impacts of not approving the change;

Estimated cost of change;

Alternative analysis of all identified solutions to include, but not limited to:

A system impact report;

Resource requirements for both the State and the contractor;

A work plan;

Estimated hours to complete the work;

The estimated cost of each solution; and

A plan for testing the change.

The amended project plan will be prepared at no cost to the State and must detail all impacts to the project.  The contractor must present the project plan to the Steering Committee prior to final acceptance and approval.

The Steering Committee will either accept the proposal or withdraw the request within 15 working days after receiving the proposal.

[bookmark: _Toc66244268][bookmark: _Toc163539092]Issue Resolution

During the term of the contract, issue resolution will be a critical component.  The following process will be adhered to for all issues.

Presentation of Issues

Issues must be presented in writing to the designated Project Manager for each party.

A uniform issues processing form will be developed by the State to record all issues, responses, tracking and dispositions.

A project issues log will be kept by the State.

Issues raised by either party must be accepted, rejected and/or responded to in writing within three (3) working days of presentation or by a mutually agreed upon due date.

Failure to accept, reject and/or respond within the specified time frame will result in deeming the issue presented as accepted and the party presenting the issue may proceed to act as if the issue were actually accepted.

Escalation Process

If no resolution is obtainable by the respective Project Managers, the issue will be escalated to the:

Secretary of State Office or designee; and

Designated representative for the contractor.

A meeting between the parties will take place within three (3) working days or a mutually agreed upon time frame.

Final resolution of issues will be provided in writing within two (2) working days of the meeting or a mutually agreed upon time frame.

All parties agree to exercise good faith in dispute/issue resolution.

If no resolution is obtainable after the above review, the issue will be escalated to the Steering Committee for the State and the designated representative for the contractor.

A meeting between the parties will take place within three (3) working days of the meeting or a mutually agreed upon time frame.

Final resolution of issues will be provided in writing within two (2) working days of the meeting or a mutually agreed upon time frame.

Proceed with Duties

The State and the contractor agree that during the time the parties are attempting to resolve any dispute in accordance with the provisions of the contract, all parties to the contract shall diligently perform their duties thereunder.

Schedule, Cost and/or Scope Changes

If any issue resolution results in schedule, cost and/or scope changes, a State BOE contract amendment will be required.

[bookmark: _Toc66244270][bookmark: _Toc163539094]Travel Requirements 

Most design, development and testing activities will occur in Carson City (except those activities mutually agreed to be performed at the contractor’s facility).  

Source Code Ownership

The contractor agrees that in addition to all other rights set forth in this section the State shall have a nonexclusive, royalty-free and irrevocable license to reproduce or otherwise use and authorize others to use all software, procedures, files and other documentation comprising the Commercial Recordings project at any time during the period of the contract and thereafter.
[bookmark: OLE_LINK6][bookmark: OLE_LINK8]
The contractor agrees to deliver such material to the State within 20 business days from receipt of the request by the State.  Such request may be made by the State at any time prior to the expiration of the contract.

The license shall include, but not be limited to:

All Commercial Recordings and supporting programs in the most current version;

All scripts, programs, transaction management or database synchronization software and other system instructions for operating the system in the most current version;

All data files in the most current version;

User and operational manuals and other documentation;

System and program documentation describing the most current version of the system, including the most current versions of source and object code;

Training programs for the State and other designated State staff, their agents, or designated representatives, in the operating and maintenance of the system;

Any and all performance-enhancing operational plans and products, exclusive of equipment; and 

All specialized or specially modified operating system software and specially developed programs, including utilities, software and documentation used in the operation of the system.

All computer source and executable programs, including development utilities, and all documentation of the installed system enhancements and improvements shall become the exclusive property of the State and may not be copied or removed by the contractor or any employee of the contractor without the express written permission of the State.

Proprietary software proposed for use as an enhancement or within a functional area of the system may require the contractor to give, or otherwise cause to be given, to the State an irrevocable right to use the software as part of the system into perpetuity.

Exemptions may be granted if the proprietary product is proposed with this right in place and is defined with sufficient specificity in the proposal that the State can determine whether to fully accept it as the desired solution.

The contractor shall be required to provide sufficient information regarding the objectives and specifications of any proprietary software to allow it functions to be duplicated by other commercial or public domain products.

The software products (i.e., search engine) must be pre-approved by the State.  The State reserves the right to select such products.

Ongoing upgrades of the application software must be provided through the end of the contract.

Any other specialized software not covered under a public domain license to be integrated into the system must be identified as to its commercial source and the cost must be identified in J, Project Costs.

The State may, at is option, purchase commercially available software components itself.

Title to all portions of the system must be transferred to the State including portions (e.g., documentation) as they are created, changed and/or modified.

The contractor must convey to the State, upon request and without limitation, copies of all interim work products, system documentation, operating instructions, procedures, data processing source code and executable programs that are part of the system, whether they are developed by the employees of the contractor or any subcontractor as part of this contract or transferred from another public domain system or contract.

The provision of Section 14.3.11 Source Code Ownership must be incorporated into any subcontract that relates to the development, operation or maintenance of any component part of the system.

[bookmark: _Toc163539096]Escrow Account

The State may require contractor to establish an escrow account.  The escrow agent chosen for this transaction must be acceptable to the State.

If required, the escrow account must contain the following items:

Two copies of the source code (preferably commented code) including all listing of the lines of programming and any custom developed code for the system for each version of the software on virus-free magnetic media, compiled and ready to be read by a computer;

A complete copy of the executable code including table structures, data structures, system tables and data;

A golden master of the software.

Build scripts;

Any configuration files separate from the build scripts;

Object libraries;

Application Program Interfaces (APIs);

Compilation instructions in written format or recorded on video format;

Complete documentation on all aspects of the system including design documentation, technical documentation and user documentation; and

Names and addresses of key technical employees that a licensee may hire as a subcontractor in the event the contractor ceases to exist.

The escrow deposit materials must be shipped to the escrow agent via a traceable courier or electronically.  Upon receipt of the materials, the escrow agent must verify that the contents of the deposit are in good working order and certify the same to the State.

The escrow agency must store the materials in a media vault with climate control and a gas-based fire extinguishing system.  

Each time the contractor makes a new release or updated version of the software available to customers, that version as described in Section 14.3.12.2 must be deposited with the escrow agent and proof of the deposit must be forwarded to the State. 

In the event that contractor becomes insolvent, subject to receivership, or becomes voluntarily or involuntarily subject to the jurisdiction of the bankruptcy court, or if the contractor fails to provide maintenance and/or support for the product as outlined in the contract, or the contractor discontinues the product, the State will be entitled to access the software source code and related items for use in maintaining the system either by its own staff or by a third party.

Any costs associated with an escrow account must be included in Attachment J, Project Costs.

[bookmark: _Toc66244272][bookmark: _Toc163539097]Ownership of Information and Data

The State shall have unlimited rights to use, disclose or duplicate, for any purpose whatsoever, all information and data developed, derived, documented, installed, improved or furnished by the contractor under this contract.

All files containing any State information are the sole and exclusive property of the State.  The contractor agrees not to use information obtained for any purposes not directly related to this contract without prior written permission from the State.

Contractor agrees to abide by all federal and State confidentiality requirements including, without limitation, providing at Contractor’s expense all notices or other corrective or mitigating measures required by law in the event of a breach of the security of the data for which Contractor is responsible.

[bookmark: _Toc66244273][bookmark: _Toc163539098]Guaranteed Access to Software

The State shall have full and complete access to all source code, documentation, utilities, software tools and other similar items used to develop and install the proposed solution or that may be useful in maintaining or enhancing the equipment and enter appropriate system after it is operating in a production environment  

For any of the above-mentioned items not turned over to the State upon completion of the installation, the contractor must provide a guarantee to the State of uninterrupted future access to, and license to use, those items.  The guarantee must be binding on all agents, successors and assignees of the contractor and subcontractor.

The State reserves the right to consult legal counsel as to the sufficiency of the licensing agreement and guarantee of access offered by the contractor.

Patent or Copyright Infringement

To the extent of any limited liability expressed in the contract, the contractor agrees to indemnify, defend and hold harmless, not excluding the State’s right to participate, the State from any and all claims, actions, damages, liabilities, costs and expenses, including reasonable attorney’s fees and expenses, arising out of any claims of infringement by the contractor of any United State Patent or trade secret, or any copyright, trademark, service mark, trade name or similar proprietary rights conferred by common law or by any law of the United States or any state said to have occurred because of systems provided or work performed by the contractor, and, the contractor shall do what is necessary to render the subject matter non-infringing in order that the State may continue its use without interruption or otherwise reimburse all consideration paid by the State to the contractor.

[bookmark: _Toc66244285][bookmark: _Toc163539109]Contract Restriction

Pursuant to NAC 333.180, if the Division or using agency undertakes a project that requires (A) more than one request for proposals or invitation for bids; and (B) an initial contract for the design of the project, the person who is awarded the initial contract for the design of the project, or any associated subcontractor, may not make a proposal, assist another person in making a proposal, or otherwise materially participate in any subsequent contract related to that project, unless his participation in the subsequent contract is within the scope of the initial contract.
 
Period of Performance

The contract will be effective upon approval by the BOE and through the period of time the system is installed, operational and fully accepted by the State, including the maintenance and warranty period and delivery and acceptance of all project documentation and other associated material.

[bookmark: _Toc66244286][bookmark: _Toc163539110]Right to Publish

All requests for the publication or release of any information pertaining to this RFP and any subsequent contract must be in writing and sent to the State Project Office. 

No announcement concerning the award of a contract as a result of this RFP can be made without prior written approval of the Secretary of State or designee.

As a result of the selection of the contractor to supply the requested services, the State is neither endorsing nor suggesting the contractor is the best or only solution.

The contractor shall not use, in its external advertising, marketing programs, or other promotional efforts, any data, pictures or other representation of any State facility, except with the specific advance written authorization of the Secretary of State or designee.

Throughout the term of the contract, the contractor must secure the written approval of the State per Section 14.3.18.2 prior to the release of any information pertaining to work or activities covered by the contract.

[bookmark: _Toc66244288][bookmark: _Toc163539112]Key Personnel

Key personnel will be incorporated into the contract.  Replacement of key personnel may be accomplished in the following manner:

A representative of the contractor authorized to bind the company will notify the State in writing of the change in key personnel.

The State may accept the change of the key personnel by notifying the contractor in writing.

The signed acceptance will be considered to be an update to the key personnel and will not require a contract amendment.  A copy of the acceptance must be kept in the official contract file.

Replacements to key personnel are bound by all terms and conditions of the contract and any subsequent issue resolutions and other project documentation agreed to by the previous personnel.

If key personnel are replaced, someone with comparable skill and experience level must replace them.

At any time that the contractor provides notice of the permanent removal or resignation of any of the management, supervisory or other key professional personnel and prior to the permanent assignment of replacement staff to the contract, the contractor shall provide a resume and references for a minimum of two (2) individuals qualified for and proposed to replace any vacancies in key personnel, supervisory or management position.

Upon request, the proposed individuals will be made available within five (5) calendar days of such notice for an in-person interview with State staff at no cost to the State.

The State will have the right to accept, reject or request additional candidates within five (5) calendar days of receipt of resumes or interviews with the proposed individuals, whichever comes later.

A written transition plan must be provided to the State prior to approval of any change in key personnel.

The State reserves the right to have any contract or management staff replaced at the sole discretion and as deemed necessary by the State.  

[bookmark: _Toc66244293][bookmark: _Toc163539118]Authorization to Work

Contractor is responsible for ensuring that all employees and/or subcontractors are authorized to work in the United States.

[bookmark: _Toc163539149]System Compliance Warranty

Licensor represents and warrants: (a) that each Product shall be Date Compliant; shall be designed to be used prior to, during, and after the calendar year 2000 A.D.; will operate consistently, predictably and accurately, without interruption or manual intervention, and in accordance with all requirements of this Agreement, including without limitation the Applicable Specifications and the Documentation, during each such time period, and the transitions between them, in relation to dates it encounters or processes; (b) that all date recognition and processing by each Product will include the Four Digit Year Format and will correctly recognize and process the date of February 29, and any related data, during Leap Years; and (c) that all date sorting by each Product that includes a "year category" shall be done based on the Four Digit Year Format.



[bookmark: _Toc445899891]SUBMISSION CHECKLIST

This checklist is provided for vendor’s convenience only and identifies documents that must be submitted with each package in order to be considered responsive.  Any proposals received without these requisite documents may be deemed non-responsive and not considered for contract award. 

	Part I A– Technical Proposal Submission Requirements
	Completed

	Required number of Technical Proposals per submission requirements
	

	Tab I
	Title Page
	

	Tab II
	Table of Contents
	

	Tab III
	Vendor Information Sheet
	

	Tab IV
	State Documents
	

	Tab V
	Attachment B – Technical Proposal Certification of Compliance with Terms and Conditions of RFP
	

	Tab VI
	Section 4 – System Requirements
	

	Tab VII
	Section 5 – Scope of Work
	

	Tab VIII
	Section 6 – Company Background and References
	

	Tab IX
	Attachment I – Proposed Staff Resume(s)
	

	Tab X
	Preliminary Project Plan
	

	Tab XI
	Requirements Matrix
	

	Tab XII
	Other Information al Material
	

	Part I B – Confidential Technical Proposal Submission Requirements
	

	Required number of Confidential Technical Proposals per submission requirements
	

	Tab I
	Title Page
	

	Tabs
	Appropriate tabs and information that cross reference back to the technical proposal
	

	Part II – Cost Proposal Submission Requirements
	

	Required number of Cost Proposals per submission requirements
	

	Tab I
	Title Page
	

	Tab II
	Cost Proposal
	

	Tab III
	Attachment K -  Cost Proposal Certification of Compliance with Terms and Conditions of RFP
	

	Part III – Confidential Financial Information Submission Requirements
	

	Required number of Confidential Financial Proposals per submission requirements
	

	Tab I
	Title Page
	

	Tab II
	Financial Information and Documentation
	

	CDs Required
	

	One (1)
	Master CD with the technical and cost proposal contents only
	

	One (1)
	Public Records CD with the technical and cost proposal contents only
	

	Reference Questionnaire Reminders
	

	Send out Reference Forms for Vendor (with Part A completed)
	

	Send out Reference Forms for proposed Subcontractors (with Part A and Part B completed, if applicable)
	



[bookmark: _Toc445899892]
ATTACHMENT A – CONFIDENTIALITY AND CERTIFICATION OF INDEMNIFICATION

Submitted proposals, which are marked “confidential” in their entirety, or those in which a significant portion of the submitted proposal is marked “confidential” will not be accepted by the State of Nevada.  Pursuant to NRS 333.333, only specific parts of the proposal may be labeled a “trade secret” as defined in NRS 600A.030(5).  All proposals are confidential until the contract is awarded; at which time, both successful and unsuccessful vendors’ technical and cost proposals become public information.  

In accordance with the Submittal Instructions of this RFP, vendors are requested to submit confidential information in separate binders marked “Part I B Confidential Technical” and “Part III Confidential Financial”.

The State will not be responsible for any information contained within the proposal.  Should vendors not comply with the labeling and packing requirements, proposals will be released as submitted.  In the event a governing board acts as the final authority, there may be public discussion regarding the submitted proposals that will be in an open meeting format, the proposals will remain confidential. 

By signing below, I understand it is my responsibility as the vendor to act in protection of the labeled information and agree to defend and indemnify the State of Nevada for honoring such designation.  I duly realize failure to so act will constitute a complete waiver and all submitted information will become public information; additionally, failure to label any information that is released by the State shall constitute a complete waiver of any and all claims for damages caused by the release of the information.

This proposal contains Confidential Information, Trade Secrets and/or Proprietary information as defined in Section 2 “ACRONYMS/DEFINITIONS.” 

Please initial the appropriate response in the boxes below and provide the justification for confidential status.

	Part I B – Confidential Technical Information

	YES
	
	NO
	

	Justification for Confidential Status

	



	A Public Records CD has been included for the Technical and Cost Proposal

	YES
	
	NO  (See note below)
	

	Note:  By marking “NO” for Public Record CD included, you are authorizing the State to use the “Master CD” for Public Records requests.



	Part III – Confidential Financial Information

	YES
	
	NO
	

	Justification for Confidential Status

	



	
	

	Company Name
	

	
	
	
	

	Signature
	
	
	

	
	
	
	

	
	
	
	

	Print Name
	
	
	Date


This document must be submitted in Tab IV of vendor’s technical proposal

[bookmark: _Toc199056543][bookmark: _Toc445899893]ATTACHMENT B – TECHNICAL PROPOSAL CERTIFICATION OF COMPLIANCE
WITH TERMS AND CONDITIONS OF RFP

I have read, understand and agree to comply with all the terms and conditions specified in this Request for Proposal.  

	YES
	
	I agree to comply with the terms and conditions specified in this RFP.




	NO
	
	I do not agree to comply with the terms and conditions specified in this RFP.



If the exception and/or assumption require a change in the terms in any section of the RFP, the contract, or any incorporated documents, vendors must provide the specific language that is being proposed in the tables below.  If vendors do not specify in detail any exceptions and/or assumptions at time of proposal submission, the State will not consider any additional exceptions and/or assumptions during negotiations.  

	
	

	Company Name
	

	
	
	
	

	Signature
	
	
	

	
	
	
	

	
	
	
	

	Print Name
	
	
	Date




Vendors must use the following format.  Attach additional sheets if necessary.

EXCEPTION SUMMARY FORM
	EXCEPTION #
	RFP SECTION NUMBER
	RFP 
PAGE NUMBER
	EXCEPTION
(Complete detail regarding exceptions must be identified)

	
	
	
	

	
	
	
	

	
	
	
	




ASSUMPTION SUMMARY FORM
	ASSUMPTION #
	RFP SECTION NUMBER
	RFP 
PAGE NUMBER
	ASSUMPTION
(Complete detail regarding assumptions must be identified)

	
	
	
	

	
	
	
	

	
	
	
	



This document must be submitted in Tab V of vendor’s technical proposal


[bookmark: _Toc445899894]ATTACHMENT C – VENDOR CERTIFICATIONS

Vendor agrees and will comply with the following:

(1) Any and all prices that may be charged under the terms of the contract do not and will not violate any existing federal, State or municipal laws or regulations concerning discrimination and/or price fixing.  The vendor agrees to indemnify, exonerate and hold the State harmless from liability for any such violation now and throughout the term of the contract.

(2) All proposed capabilities can be demonstrated by the vendor.

(3) The price(s) and amount of this proposal have been arrived at independently and without consultation, communication, agreement or disclosure with or to any other contractor, vendor or potential vendor.

(4) All proposal terms, including prices, will remain in effect for a minimum of 180 days after the proposal due date.  In the case of the awarded vendor, all proposal terms, including prices, will remain in effect throughout the contract negotiation process.

(5) No attempt has been made at any time to induce any firm or person to refrain from proposing or to submit a proposal higher than this proposal, or to submit any intentionally high or noncompetitive proposal.  All proposals must be made in good faith and without collusion.

(6) All conditions and provisions of this RFP are deemed to be accepted by the vendor and incorporated by reference in the proposal, except such conditions and provisions that the vendor expressly excludes in the proposal.  Any exclusion must be in writing and included in the proposal at the time of submission.

(7) Each vendor must disclose any existing or potential conflict of interest relative to the performance of the contractual services resulting from this RFP.  Any such relationship that might be perceived or represented as a conflict should be disclosed.  By submitting a proposal in response to this RFP, vendors affirm that they have not given, nor intend to give at any time hereafter, any economic opportunity, future employment, gift, loan, gratuity, special discount, trip, favor, or service to a public servant or any employee or representative of same, in connection with this procurement.  Any attempt to intentionally or unintentionally conceal or obfuscate a conflict of interest will automatically result in the disqualification of a vendor’s proposal.  An award will not be made where a conflict of interest exists.  The State will determine whether a conflict of interest exists and whether it may reflect negatively on the State’s selection of a vendor.  The State reserves the right to disqualify any vendor on the grounds of actual or apparent conflict of interest.

(8) All employees assigned to the project are authorized to work in this country.

(9) The company has a written equal opportunity policy that does not discriminate in employment practices with regard to race, color, national origin, physical condition, creed, religion, age, sex, marital status, sexual orientation, developmental disability or handicap.  

(10) The company has a written policy regarding compliance for maintaining a drug-free workplace.

(11) Vendor understands and acknowledges that the representations within their proposal are material and important, and will be relied on by the State in evaluation of the proposal.  Any vendor misrepresentations shall be treated as fraudulent concealment from the State of the true facts relating to the proposal.

(12) Vendor must certify that any and all subcontractors comply with Sections 7, 8, 9, and 10, above.

(13) The proposal must be signed by the individual(s) legally authorized to bind the vendor per NRS 333.337.

	
	

	Vendor Company Name
	

	
	
	
	

	Vendor Signature
	
	
	

	
	
	
	

	Print Name
	
	
	Date



This document must be submitted in Tab IV of vendor’s technical proposal


[bookmark: _Toc445899895]ATTACHMENT D – CONTRACT FORM


The following State Contract Form is provided as a courtesy to vendors interested in responding to this RFP.  Please review the terms and conditions in this form, as this is the standard contract used by the State for all services of independent contractors.  It is not necessary for vendors to complete the Contract Form with their proposal.

If exceptions and/or assumptions require a change to the Contract Form, vendors must provide the specific language that is being proposed on Attachment B, Technical Proposal Certification of Compliance with Terms and Conditions of RFP.

Please pay particular attention to the insurance requirements, as specified in Paragraph 16 of the embedded contract and Attachment E, Insurance Schedule for RFP 3247.  







To open the document, double click on the icon.

If you are unable to access the above inserted file
once you have doubled clicked on the icon,
please contact Nevada State Purchasing at
srvpurch@admin.nv.gov for an emailed copy.














[bookmark: _Toc445899896]ATTACHMENT E – INSURANCE SCHEDULE FOR RFP 3247


The following Insurance Schedule is provided as a courtesy to vendors interested in responding to this RFP.  Please review the terms and conditions in the Insurance Schedule, as this is the standard insurance schedule used by the State for all services of independent contractors.  

If exceptions and/or assumptions require a change to the Insurance Schedule, vendors must provide the specific language that is being proposed on Attachment B, Technical Proposal Certification of Compliance with Terms and Conditions of RFP.










To open the document, double click on the icon.

If you are unable to access the above inserted file
once you have doubled clicked on the icon,
please contact Nevada State Purchasing at
srvpurch@admin.nv.gov for an emailed copy.










[bookmark: _Toc445899897]ATTACHMENT F – REFERENCE QUESTIONNAIRE

The State of Nevada, as a part of the RFP process, requires proposing vendors to submit business references as required within this document.  The purpose of these references is to document the experience relevant to the scope of work and provide assistance in the evaluation process. 

	INSTRUCTIONS TO PROPOSING VENDOR

	1.
	Proposing vendor or vendor’s proposed subcontractor must complete Part A and/or Part B of the Reference Questionnaire.

	2.
	Proposing vendor must send the following Reference Questionnaire to EACH business reference listed for completion of Part D, Part E and Part F.

	3.
	Business reference is requested to submit the completed Reference Questionnaire via email or facsimile to:

	State of Nevada, Purchasing Division
	Subject:	RFP 3247                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                          
	Attention:	Purchasing Division
	Email:		rfpdocs@admin.nv.gov 
	Fax:		775-684-0188

Please reference the RFP number in the subject line of the email or on the fax.

	4.
	The completed Reference Questionnaire must be received no later than 4:30 PM PT May 17, 2016.

	5.
	Business references are NOT to return the Reference Questionnaire to the Proposer (Vendor).

	6.
	In addition to the Reference Questionnaire, the State may contact any and all business references by phone for further clarification, if necessary.

	7.
	Questions regarding the Reference Questionnaire or process should be directed to the individual identified on the RFP cover page.

	8.
	Reference Questionnaires not received, or not complete, may adversely affect the vendor’s score in the evaluation process.










To open the document, double click on the icon.

If you are unable to access the above inserted file
once you have doubled clicked on the icon,
please contact Nevada State Purchasing at
srvpurch@admin.nv.gov for an emailed copy.





[bookmark: _Toc180917206][bookmark: _Toc445899898]ATTACHMENT G – PROJECT DELIVERABLE SIGN-OFF FORM


Deliverables submitted to the State for review per the approved contract deliverable payment schedule must be accompanied by a deliverable sign-off form with the appropriate sections completed by the contractor.

Please refer to Section 5.2, Deliverable Submission and Review Process, for a discussion regarding the use of this form.








To open the document, double click on the icon.

If you are unable to access the above inserted file
once you have doubled clicked on the icon,
please contact Nevada State Purchasing at
srvpurch@admin.nv.gov for an emailed copy.







[bookmark: _Toc180917207]
[bookmark: _Toc445899899]ATTACHMENT H – STATEMENT OF UNDERSTANDING



Upon approval of the contract and prior to the start of work, each of the staff assigned by the contractor and/or subcontractor to this project will be required to sign a non-disclosure Statement of Understanding.

All non-disclosure agreements shall be enforced and remain in force throughout the term of the contract and any contract extensions.







To open the document, double click on the icon.

If you are unable to access the above inserted file
once you have doubled clicked on the icon,
please contact Nevada State Purchasing at
srvpurch@admin.nv.gov for an emailed copy.








[bookmark: _Toc445899900]ATTACHMENT I – PROPOSED STAFF RESUME



A resume must be completed for all proposed prime contractor staff and proposed subcontractor staff using the State format.











To open the document, double click on the icon.

If you are unable to access the above inserted file
once you have doubled clicked on the icon,
please contact Nevada State Purchasing at
srvpurch@admin.nv.gov for an emailed copy.









[bookmark: _Toc445899901]ATTACHMENT J – PROJECT COSTS


The cost for each task/deliverable must be complete and include all expenses, including travel, per diem and out-of-pocket expenses as well as administrative and/or overhead expenses.  Detailed backup must be provided for all cost schedules completed.













To open the document, double click on the icon.

If you are unable to access the above inserted file
once you have doubled clicked on the icon,
please contact Nevada State Purchasing at
srvpurch@admin.nv.gov for an emailed copy.





[bookmark: _Toc445899902]ATTACHMENT K – COST PROPOSAL CERTIFICATION OF COMPLIANCE
WITH TERMS AND CONDITIONS OF RFP

I have read, understand and agree to comply with all the terms and conditions specified in this Request for Proposal.  

	YES
	
	I agree to comply with the terms and conditions specified in this RFP.



	NO
	
	I do not agree to comply with the terms and conditions specified in this RFP.



If the exception and/or assumption require a change in the terms in any section of the RFP, the contract, or any incorporated documents, vendors must provide the specific language that is being proposed in the tables below.  If vendors do not specify in detail any exceptions and/or assumptions at time of proposal submission, the State will not consider any additional exceptions and/or assumptions during negotiations.  
Note:  Only cost exceptions and/or assumptions should be identified on this attachment.  Do not restate the technical exceptions and/or assumptions on this attachment.

	
	

	Company Name
	

	
	
	
	

	Signature
	
	
	

	
	
	
	

	
	
	
	

	Print Name
	
	
	Date



Vendors must use the following format.  Attach additional sheets if necessary.

EXCEPTION SUMMARY FORM
	EXCEPTION #
	RFP SECTION NUMBER
	RFP 
PAGE NUMBER
	EXCEPTION
(Complete detail regarding exceptions must be identified)

	
	
	
	

	
	
	
	




ASSUMPTION SUMMARY FORM
	ASSUMPTION #
	RFP SECTION NUMBER
	RFP 
PAGE NUMBER
	ASSUMPTION
(Complete detail regarding assumptions must be identified)

	
	
	
	

	
	
	
	



This document must be submitted in Tab III of vendor’s cost proposal.
This form MUST NOT be included in the technical proposal.


[bookmark: _Toc445899903]ATTACHMENT L – REQUIREMENTS MATRIX





















To open the document, double click on the icon.

If you are unable to access the above inserted file
once you have doubled clicked on the icon,
please contact Nevada State Purchasing at
srvpurch@admin.nv.gov for an emailed copy.



[bookmark: _Toc445899904]ATTACHMENT M – REFERENCE LIBRARY


	Commercial Recordings – Amendment
	


	Commercial Recordings – New Filings
	


	Commercial Recordings – Trademarks
	


	Commercial Recordings – General
	


	Commercial Recordings – Mailroom
	


	Commercial Recordings – Status
	


	UCC Archiving Micrographics Process Requirements 
	


	UCC Archiving NON- Micrographics Process Requirements
	


	UCC Bulk Import of Redact Images IS to P8 Mig
	


	UCC Financial Integration Requirements
	


	UCC Online Requirements
	


	UCC Reporting Requirements
	


	UCC Tax Lien Requirements
	


	Nevada Secretary of State Statutes and Regulations

Note: The following NRS & NAC do not apply:
NRS/NAC 90
NRS/NAC 91
NRS/NAC 240
	
http://www.nvsos.gov/index.aspx?page=144











To open the document, double click on the icon.

If you are unable to access the above inserted file
once you have doubled clicked on the icon,
please contact Nevada State Purchasing at
srvpurch@admin.nv.gov for an emailed copy.
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		For Purchasing Use Only:


RFP/Contract #





CONTRACT FOR SERVICES OF INDEPENDENT CONTRACTOR


A Contract Between the State of Nevada


Acting by and Through Its

		Contracting Agency Name



		Address



		City, State, Zip Code



		Contact:




		Phone:


		Fax:




		Email:
 





and


		Vendor Name



		Address



		City, State, Zip Code



		Contact:




		Phone:


		Fax:




		Email:






WHEREAS, NRS 333.700 authorizes elective officers, heads of departments, boards, commissions or institutions to engage, subject to the approval of the Board of Examiners (BOE), services of persons as independent contractors; and

WHEREAS, it is deemed that the service of Contractor is both necessary and in the best interests of the State of Nevada.


NOW, THEREFORE, in consideration of the aforesaid premises, the parties mutually agree as follows:


1. REQUIRED APPROVAL.  This Contract shall not become effective until and unless approved by the Nevada State Board of Examiners.

2. DEFINITIONS.


A. ”State” – means the State of Nevada and any State agency identified herein, its officers, employees and immune contractors as defined in NRS 41.0307.


B. “Independent Contractor” – means a person or entity that performs services and/or provides goods for the State under the terms and conditions set forth in this Contract.


C. “Fiscal Year” – is defined as the period beginning July 1st and ending June 30th of the following year.


D. “Current State Employee” – means a person who is an employee of an agency of the State.


E. “Former State Employee” – means a person who was an employee of any agency of the State at any time within the preceding 24 months.


3. CONTRACT TERM.  This Contract shall be effective as noted below, unless sooner terminated by either party as specified in Section 10, Contract Termination.  Contract is subject to Board of Examiners’ approval (anticipated to be Date).

		Effective from:

		Date

		To:

		Date





4. NOTICE.  Unless otherwise specified, termination shall not be effective until 30 calendar days after a party has served written notice of termination for default, or notice of termination without cause upon the other party.  All notices or other communications required or permitted to be given under this Contract shall be in writing and shall be deemed to have been duly given if delivered personally in hand, by telephonic facsimile with simultaneous regular mail, or mailed certified mail, return receipt requested, posted prepaid on the date posted, and addressed to the other party at the address specified above.

5. INCORPORATED DOCUMENTS.  The parties agree that this Contract, inclusive of the following attachments, specifically describes the scope of work.  This Contract incorporates the following attachments in descending order of constructive precedence:

		ATTACHMENT AA:

		STATE SOLICITATION OR RFP #:**** and AMENDMENT(S) # **



		ATTACHMENT BB:

		INSURANCE SCHEDULE



		ATTACHMENT CC:

		CONTRACTOR’S RESPONSE





A Contractor’s attachment shall not contradict or supersede any State specifications, terms or conditions without written evidence of mutual assent to such change appearing in this Contract.


6. CONSIDERATION.  The parties agree that Contractor will provide the services specified in Section 5, Incorporated Documents at a cost as noted below: 

		$

		per

		





		Total Contract or installments payable at:

		





		Total Contract Not to Exceed:

		$





The State does not agree to reimburse Contractor for expenses unless otherwise specified in the incorporated attachments.  Any intervening end to a biennial appropriation period shall be deemed an automatic renewal (not changing the overall Contract term) or a termination as the result of legislative appropriation may require.

7. ASSENT.  The parties agree that the terms and conditions listed on incorporated attachments of this Contract are also specifically a part of this Contract and are limited only by their respective order of precedence and any limitations specified.


8. BILLING SUBMISSION:  TIMELINESS.  The parties agree that timeliness of billing is of the essence to the Contract and recognize that the State is on a fiscal year.  All billings for dates of service prior to July 1 must be submitted to the state no later than the first Friday in August of the same calendar year.  A billing submitted after the first Friday in August, which forces the State to process the billing as a stale claim pursuant to NRS 353.097, will subject the Contractor to an administrative fee not to exceed one hundred dollars ($100.00).  The parties hereby agree this is a reasonable estimate of the additional costs to the state of processing the billing as a stale claim and that this amount will be deducted from the stale claim payment due to the Contractor.


9. INSPECTION & AUDIT.

A. Books and Records.  Contractor agrees to keep and maintain under generally accepted accounting principles (GAAP) full, true and complete records, contracts, books, and documents as are necessary to fully disclose to the State or United States Government, or their authorized representatives, upon audits or reviews, sufficient information to determine compliance with all State and federal regulations and statutes.


B. Inspection & Audit.  Contractor agrees that the relevant  books, records (written, electronic, computer related or otherwise), including, without limitation, relevant accounting procedures and practices of Contractor or its subcontractors, financial statements and supporting documentation, and documentation related to the work product shall be subject, at any reasonable time, to inspection, examination, review, audit, and copying at any office or location of Contractor where such records may be found, with or without notice by the State Auditor, the relevant State agency or its contracted examiners, the department of Administration, Budget Division, the Nevada State Attorney General’s Office or its Fraud Control Units, the state Legislative Auditor, and with regard to any federal funding, the relevant federal agency, the Comptroller General, the General Accounting Office, the Office of the Inspector General, or any of their authorized representatives.  All subcontracts shall reflect requirements of this Section.


C. Period of Retention.  All books, records, reports, and statements relevant to this Contract must be retained a minimum three (3) years, and for five (5) years if any federal funds are used pursuant to the Contract.  The retention period runs from the date of payment for the relevant goods or services by the state, or from the date of termination of the Contract, whichever is later.  Retention time shall be extended when an audit is schedule or in progress for a period reasonably necessary to complete an audit and/or to complete any administrative and judicial litigation which may ensue.

10. CONTRACT TERMINATION.

A. Termination Without Cause.  Any discretionary or vested right of renewal notwithstanding, this Contract may be terminated upon written notice by mutual consent of both parties, or unilaterally by either party without cause.


B. State Termination for Non-Appropriation.  The continuation of this Contract beyond the current biennium is subject to and contingent upon sufficient funds being appropriated, budgeted, and otherwise made available by the state Legislature and/or federal sources.  The State may terminate this Contract, and Contractor waives any and all claims(s) for damages, effective immediately upon receipt of written notice (or any date specified therein) if for any reason the contracting Agency’s funding from State and/or federal sources is not appropriated or is withdrawn, limited, or impaired.


C. Cause Termination for Default or Breach.  A default or breach may be declared with or without termination.  This Contract may be terminated by either party upon written notice of default or breach to the other party as follows:


1) If Contractor fails to provide or satisfactorily perform any of the conditions, work, deliverables, goods, or services called for by this Contract within the time requirements specified in this Contract or within any granted extension of those time requirements; or

2) If any State, county, city, or federal license, authorization, waiver, permit, qualification or certification required by statute, ordinance, law, or regulation to be held by Contractor to provide the goods or services required by this Contract is for any reason denied, revoked, debarred, excluded, terminated, suspended, lapsed, or not renewed; or

3) If Contractor becomes insolvent, subject to receivership, or becomes voluntarily or involuntarily subject to the jurisdiction of the bankruptcy court; or

4) If the State materially breaches any material duty under this Contract and any such breach impairs Contractor’s ability to perform; or

5) If it is found by the State that any quid pro quo or gratuities in the form of money, services, entertainment, gifts, or otherwise were offered or given by Contractor, or any agent or representative of Contractor, to any officer or employee of the State of Nevada with a view toward securing a contract or securing favorable treatment with respect to awarding, extending, amending, or making any determination with respect to the performing of such contract; or

6) If it is found by the State that Contractor has failed to disclose any material conflict of interest relative to the performance of this Contract.

D. Time to Correct.  Termination upon declared default or breach may be exercised only after service of formal written notice as specified in Section 4, Notice, and the subsequent failure of the defaulting party within fifteen (15) calendar days of receipt of that notice to provide evidence, satisfactory to the aggrieved party, showing that the declared default or breach has been corrected.


E. Winding Up Affairs Upon Termination.  In the event of termination of this Contract for any reason, the parties agree that the provisions of this Section survive termination:


1) The parties shall account for and properly present to each other all claims for fees and expenses and pay those which are undisputed and otherwise not subject to set off under this Contract.  Neither party may withhold performance of winding up provisions solely based on nonpayment of fees or expenses accrued up to the time of termination;

2) Contractor shall satisfactorily complete work in progress at the agreed rate (or a pro rata basis if necessary) if so requested by the Contracting Agency;

3) Contractor shall execute any documents and take any actions necessary to effectuate an assignment of this Contract if so requested by the Contracting Agency;

4) Contractor shall preserve, protect and promptly deliver into State possession all proprietary information in accordance with Section 21, State Ownership of Proprietary Information.


11. REMEDIES.  Except as otherwise provided for by law or this Contract, the rights and remedies of the parties shall not be exclusive and are in addition to any other rights and remedies provided by law or equity, including, without limitation, actual damages, and to a prevailing party reasonable attorneys’ fees and costs.  It is specifically agreed that reasonable attorneys’ fees shall include without limitation one hundred and twenty-five dollars ($125.00) per hour for State-employed attorneys.  The State may set off consideration against any unpaid obligation of Contractor to any State agency in accordance with NRS 353C.190.  In the event that the Contractor voluntarily or involuntarily becomes subject to the jurisdiction of the Bankruptcy Court, the State may set off consideration against any unpaid obligation of Contractor to the State or its agencies, to the extent allowed by bankruptcy law, without regard to whether the procedures of NRS 353C.190 have been utilized.

12. LIMITED LIABILITY.  The State will not waive and intends to assert available NRS Chapter 41 liability limitations in all cases.  Contract liability of both parties shall not be subject to punitive damages.  Liquidated damages shall not apply unless otherwise specified in the incorporated attachments.  Damages for any State breach shall never exceed the amount of funds appropriated for payment under this Contract, but not yet paid to Contractor, for the fiscal year budget in existence at the time of the breach.  Damages for any Contractor breach shall not exceed one hundred and fifty percent (150%) of the Contract maximum “not to exceed” value.  Contractor’s tort liability shall not be limited.


13. FORCE MAJEURE.  Neither party shall be deemed to be in violation of this Contract if it is prevented from performing any of its obligations hereunder due to strikes, failure of public transportation, civil or military authority, act of public enemy, accidents, fires, explosions, or acts of God, including without limitation, earthquakes, floods, winds, or storms.  In such an event the intervening cause must not be through the fault of the party asserting such an excuse, and the excused party is obligated to promptly perform in accordance with the terms of the Contract after the intervening cause ceases.


14. INDEMNIFICATION.  To the fullest extent permitted by law Contractor shall indemnify, hold harmless and defend, not excluding the State’s right to participate, the State from and against all liability, claims, actions, damages, losses, and expenses, including, without limitation, reasonable attorneys’ fees and costs, arising out of any alleged negligent or willful acts or omissions of Contractor, its officers, employees and agents.

15. INDEPENDENT CONTRACTOR.  Contractor is associated with the State only for the purposes and to the extent specified in this Contract, and in respect to performance of the contracted services pursuant to this Contract, Contractor is and shall be an independent contractor and, subject only to the terms of this Contract, shall have the sole right to supervise, manage, operate, control, and direct performance of the details incident to its duties under this Contract.  Nothing contained in this Contract shall be deemed or construed to create a partnership or joint venture, to create relationships of an employer-employee or principal-agent, or to otherwise create any liability for the State whatsoever with respect to the indebtedness, liabilities, and obligations of Contractor or any other party.  Contractor shall be solely responsible for, and the State shall have no obligation with respect to:  (1) withholding of income taxes, FICA or any other taxes or fees; (2) industrial insurance coverage; (3) participation in any group insurance plans available to employees of the State; (4) participation or contributions by either Contractor or the State to the Public Employees Retirement System; (5) accumulation of vacation leave or sick leave; or (6) unemployment compensation coverage provided by the State.  Contractor shall indemnify and hold State harmless from, and defend State against, any and all coverage provided by the State.  Contractor shall indemnify and hold State harmless from, and defend State against, any and all losses, damages, claims, costs, penalties, liabilities, and expenses arising or incurred because of, incident to, or otherwise with respect to any such taxes or fees.  Neither Contractor nor its employees, agents, nor representatives shall be considered employees, agents, or representatives of the State and Contractor shall evaluate the nature of services and the term of the Contract negotiated in order to determine “independent contractor” status, and shall monitor the work, relationship throughout the term of the Contract to ensure that the independent contractor relationship remains as such.  To assist in determining the appropriate status (employee or independent contractor), Contractor represents as follows:

		QUESTION

		CONTRACTOR’S INITIALS



		

		YES

		NO



		1.

		Does the Contracting Agency have the right to require control of when, where and how the independent contractor is to work?

		

		



		2.

		Will the Contracting Agency be providing training to the independent contractor?

		

		



		3.

		Will the Contracting Agency be furnishing the independent contractor with worker’s space, equipment, tools, supplies or travel expenses?

		

		



		4.

		Are any of the workers who assist the independent contractor in performance of his/her duties employees of the State of Nevada?

		

		



		5.

		Does the arrangement with the independent contractor contemplate continuing or recurring work (even if the services are seasonal, part-time, or of short duration)?

		

		



		6.

		Will the State of Nevada incur an employment liability if the independent contractor is terminated for failure to perform?

		

		



		7.

		Is the independent contractor restricted from offering his/her services to the general public while engaged in this work relationship with the State?

		

		





16. INSURANCE SCHEDULE.  Unless expressly waived in writing by the State, Contractor, as an independent contractor and not an employee of the State, must carry policies of insurance and pay all taxes and fees incident hereunto.  Policies shall meet the terms and conditions as specified within this Contract along with the additional limits and provisions as described in Attachment BB, incorporated hereto by attachment.  The State shall have no liability except as specifically provided in the Contract.


The Contractor shall not commence work before:


1) 
Contractor has provided the required evidence of insurance to the Contracting Agency of the State, and

2) 
The State has approved the insurance policies provided by the Contractor.


Prior to approval of the insurance policies by the State shall be a condition precedent to any payment of consideration under this Contract and the State’s approval of any changes to insurance coverage during the course of performance shall constitute an ongoing condition subsequent to this Contract.  Any failure of the State to timely approve shall not constitute a waiver of the condition.


A. Insurance Coverage.  The Contractor shall, at the Contractor’s sole expense, procure, maintain and keep in force for the duration of the Contract insurance conforming to the minimum limits as specified in Attachment BB, incorporated hereto by attachment.  Unless specifically stated herein or otherwise agreed to by the State, the required insurance shall be in effect prior to the commencement of work by the Contractor and shall continue in force as appropriate until:

1) Final acceptance by the State of the completion of this Contract; or


2) Such time as the insurance is no longer required by the State under the terms of this Contract; whichever occurs later.

Any insurance or self-insurance available to the State shall be in excess of and non-contributing with, any insurance required from Contractor.  Contractor’s insurance policies shall apply on a primary basis.  Until such time as the insurance is no longer required by the State, Contractor shall provide the State with renewal or replacement evidence of insurance no less than thirty (30) days before the expiration or replacement of the required insurance.  If at any time during the period when insurance is required by the Contract, an insurer or surety shall fail to comply with the requirements of this Contract, as soon as Contractor has knowledge of any such failure, Contractor shall immediately notify the State and immediately replace such insurance or bond with an insurer meeting the requirements.


B. General Requirements.  


1) Additional Insured:  By endorsement to the general liability insurance policy, the State of Nevada, its officers, employees and immune contractors as defined in NRS 41.0307 shall be named as additional insureds for all liability arising from the Contract.

2) Waiver of Subrogation:  Each insurance policy shall provide for a waiver of subrogation against the State of Nevada, its officers, employees and immune contractors as defined in NRS 41.0307 for losses arising from work/materials/equipment performed or provided by or on behalf of the Contractor.

3) Cross Liability:  All required liability policies shall provide cross-liability coverage as would be achieved under the standard ISO separation of insureds clause.

4) Deductibles and Self-Insured Retentions:  Insurance maintained by Contractor shall apply on a first dollar basis without application of a deductible or self-insured retention unless otherwise specifically agreed to by the State.  Such approval shall not relieve Contractor from the obligation to pay any deductible or self-insured retention.  Any deductible or self-insured retention shall not exceed fifty thousand dollars ($50,000.00) per occurrence, unless otherwise approved by the Risk Management Division.

5) Policy Cancellation:  Except for ten (10) days notice for non-payment of premiums, each insurance policy shall be endorsed to state that without thirty (30) days prior written notice to the State of Nevada, c/o Contracting Agency, the policy shall not be canceled, non-renewed or coverage and/or limits reduced or materially altered, and shall provide that notices required by this Section shall be sent by certified mail to the address shown on page one (1) of this contract.

6) Approved Insurer:  Each insurance policy shall be:

a) Issued by insurance companies authorized to do business in the State of Nevada or eligible surplus lines insurers acceptable to the State and having agents in Nevada upon whom service of process may be made; and

b) Currently rated by A.M. Best as “A-VII” or better.


C. Evidence of Insurance.  


Prior to the start of any work, Contractor must provide the following documents to the contracting State agency:

1) Certificate of Insurance:  The Acord 25 Certificate of Insurance form or a form substantially similar must be submitted to the State to evidence the insurance policies and coverages required of Contractor.  The certificate must name the State of Nevada, its officers, employees and immune contractors as defined in NRS 41.0307 as the certificate holder.  The certificate should be signed by a person authorized by the insurer to bind coverage on its behalf.  The State project/Contract number; description and Contract effective dates shall be noted on the certificate, and upon renewal of the policies listed, Contractor shall furnish the State with replacement certificates as described within Section 16A, Insurance Coverage.

Mail all required insurance documents to the State Contracting Agency identified on Page one of the Contract.


2) Additional Insured Endorsement:  An Additional Insured Endorsement (CG 20 10 11 85 or CG 20 26 11 85), signed by an authorized insurance company representative, must be submitted to the State to evidence the endorsement of the State as an additional insured per Section 16 B, General Requirements.


3) Schedule of Underlying Insurance Policies:  If Umbrella or Excess policy is evidenced to comply with minimum limits, a copy of the underlying Schedule from the Umbrella or Excess insurance policy may be required.


4) Review and Approval:  Documents specified above must be submitted for review and approval by the State prior to the commencement of work by Contractor.  Neither approval by the State nor failure to disapprove the insurance furnished by Contractor shall relieve Contractor of Contractor’s full responsibility to provide the insurance required by this Contract.  Compliance with the insurance requirements of this Contract shall not limit the liability of Contractor or its subcontractors, employees or agents to the State or others, and shall be in addition to and not in lieu of any other remedy available to the State under this Contract or otherwise.  The State reserves the right to request and review a copy of any required insurance policy or endorsement to assure compliance with these requirements.


17. COMPLIANCE WITH LEGAL OBLIGATIONS.  Contractor shall procure and maintain for the duration of this Contact any State, county, city or federal license, authorization, waiver, permit qualification or certification required by statute, ordinance, law, or regulation to be held by Contractor to provide the goods or services required by this Contract.  Contractor will be responsible to pay all taxes, assessments, fees, premiums, permits, and licenses required by law.  Real property and personal property taxes are the responsibility of Contractor in accordance with NRS 361.157 and NRS 361.159.  Contractor agrees to be responsible for payment of any such government obligations not paid by its subcontractors during performance of this Contract.  The State may set-off against consideration due any delinquent government obligation in accordance with NRS 353C.190.

18. WAIVER OF BREACH.  Failure to declare a breach or the actual waiver of any particular breach of the Contract or its material or nonmaterial terms by either party shall not operate as a waiver by such party of any of its rights or remedies as to any other breach.


19. SEVERABILITY.  If any provision contained in this Contract is held to be unenforceable by a court of law or equity, this Contract shall be construed as if such provision did not exist and the non-enforceability of such provision shall not be held to render any other provision or provisions of this Contract unenforceable.


20. ASSIGNMENT/DELEGATION.  To the extent that any assignment of any right under this Contract changes the duty of either party, increases the burden or risk involved, impairs the chances of obtaining the performance of this Contract, attempts to operate as a novation, or includes a waiver or abrogation of any defense to payment by State, such offending portion of the assignment shall be void, and shall be a breach of this Contract.  Contractor shall neither assign, transfer nor delegate any rights, obligations nor duties under this Contract without the prior written consent of the State.

21. STATE OWNERSHIP OF PROPRIETARY INFORMATION.  Any reports, histories, studies, tests, manuals, instructions, photographs, negatives, blue prints, plans, maps, data, system designs, computer code (which is intended to be consideration under the Contract), or any other documents or drawings, prepared or in the course of preparation by Contractor (or its subcontractors) in performance of its obligations under this Contract shall be the exclusive property of the State and all such materials shall be delivered into State possession by Contractor upon completion, termination, or cancellation of this Contract.  Contractor shall not use, willingly allow, or cause to have such materials used for any purpose other than performance of Contractor’s obligations under this Contract without the prior written consent of the State.  Notwithstanding the foregoing, the State shall have no proprietary interest in any materials licensed for use by the State that are subject to patent, trademark, or copyright protection.

22. PUBLIC RECORDS.  Pursuant to NRS 239.010, information or documents received from Contractor may be open to public inspection and copying.  The State has a legal obligation to disclose such information unless a particular record is made confidential by law or a common law balancing of interests.  Contractor may label specific parts of an individual document as a “trade secret” or “confidential” in accordance with NRS 333.333, provided that Contractor thereby agrees to indemnify and defend the State for honoring such a designation.  The failure to so label any document that is released by the State shall constitute a complete waiver of any and all claims for damages caused by any release of the records.

23. CONFIDENTIALITY.  Contractor shall keep confidential all information, in whatever form, produced, prepared, observed or received by Contractor to the extent that such information is confidential by law or otherwise required by this Contract.


24. FEDERAL FUNDING.  In the event federal funds are used for payment of all or part of this Contract:


A. Contractor certifies, by signing this Contract, that neither it nor its principals are presently debarred, suspended, proposed for debarment, declared ineligible or voluntarily excluded from participation in this transaction by any federal department or agency.  This certification is made pursuant to the regulations implementing Executive Order 12549, Debarment and Suspension, 28 C.F.R. pt 67, Section 67.510, as published as pt. VII of the May 26, 1988, Federal Register (pp. 19160-19211), and any relevant program-specific regulations.  This provision shall be required of every subcontractor receiving any payment in whole or in part from federal funds.


B. Contractor and its subcontracts shall comply with all terms, conditions, and requirements of the Americans with Disabilities Act of 1990 (P.L. 101-136), 42 U.S.C. 12101, as amended, and regulations adopted there under contained in 28 C.F.R. 26.101-36.999, inclusive, and any relevant program-specific regulations.

C. Contractor and it subcontractors shall comply with the requirements of the Civil Rights Act of 1964, as amended, the Rehabilitation Act of 1973, P.L. 93-112, as amended, and any relevant program-specific regulations, and shall not discriminate against any employee or offeror for employment because of race, national origin, creed, color, sex, religion, age, disability or handicap condition (including AIDS and AIDS-related conditions.)


25. LOBBYING.  The parties agree, whether expressly prohibited by federal law, or otherwise, that no funding associated with this Contract will be used for any purpose associated with or related to lobbying or influencing or attempting to lobby or influence for any purpose the following:

A. Any federal, State, county or local agency, legislature, commission, council or board;


B. Any federal, State, county or local legislator, commission member, council member, board member, or other elected official; or


C. Any officer or employee of any federal, State, county or local agency; legislature, commission, council or board.


26. WARRANTIES.

A. General Warranty.  Contractor warrants that all services, deliverables, and/or work products under this Contract shall be completed in a workmanlike manner consistent with standards in the trade, profession, or industry, shall conform to or exceed the specifications set forth in the incorporated attachments; and shall be fit for ordinary use, of good quality, with no material defects.


B. System Compliance.  Contractor warrants that any information system application(s) shall not experience abnormally ending and/or invalid and/or incorrect results from the application(s) in the operating and testing of the business of the State.


27. PROPER AUTHORITY.  The parties hereto represent and warrant that the person executing this Contract on behalf of each party has full power and authority to enter into this Contract.  Contractor acknowledges that as required by statute or regulation this Contract is effective only after approval by the State Board of Examiners and only for the period of time specified in the Contract.  Any services performed by Contractor before this Contract is effective or after it ceases to be effective are performed at the sole risk of Contractor.


28. NOTIFICATION OF UTILIZATION OF CURRENT OR FORMER STATE EMPLOYEES.  Contractor has disclosed to the State all persons that the Contractor will utilize to perform services under this Contract who are Current State Employees or Former State Employees.  Contractor will not utilize any of its employees who are Current State Employees or Former State Employees to perform services under this Contract without first notifying the Contracting Agency of the identity of such persons and the services that each such person will perform, and receiving from the Contracting Agency approval for the use of such persons.


29. ASSIGNMENT OF ANTITRUST CLAIMS.  Contractor irrevocably assigns to the State any claim for relief or cause of action which the Contractor now has or which may accrue to the Contractor in the future by reason of any violation of State of Nevada or federal antitrust laws in connection with any goods or services provided to the Contractor for the purpose of carrying out the Contractor’s obligations under this Contract, including, at the State’s option, the right to control any such litigation on such claim for relief or cause of action.  Contractor shall require any subcontractors hired to perform any of Contractor’s obligations under this Contract to irrevocably assign to the State, as third party beneficiary, any right, title or interest that has accrued or which may accrue in the future by reason of any violation of State of Nevada or federal antitrust laws in connection with any goods or services provided to the subcontractor for the purpose of carrying out the subcontractor’s obligations to the Contractor in pursuance of this Contract, including, at the State’s option, the right to control any such litigation on such claim or relief or cause of action.


30. GOVERNING LAW:  JURISDICTION.  This Contract and the rights and obligations of the parties hereto shall be governed by, and construed according to, the laws of the State of Nevada, without giving effect to any principle of conflict-of-law that would require the application of the law of any other jurisdiction.  The parties consent to the exclusive jurisdiction of the First Judicial District Court, Carson City, Nevada for enforcement of this Contract.


31. ENTIRE CONTRACT AND MODIFICATION.  This Contract and its integrated attachment(s) constitute the entire agreement of the parties and as such are intended to be the complete and exclusive statement of the promises, representations, negotiations, discussions, and other agreements that may have been made in connection with the subject matter hereof.  Unless an integrated attachment to this Contract specifically displays a mutual intent to amend a particular part of this Contract, general conflicts in language between any such attachment and this Contract shall be construed consistent with the terms of this Contract.  Unless otherwise expressly authorized by the terms of this Contract, no modification or amendment to this Contract shall be binding upon the parties unless the same is in writing and signed by the respective parties hereto and approved by the Office of the Attorney General and the State Board of Examiners.


IN WITNESS WHEREOF, the parties hereto have caused this Contract to be signed and intend to be legally bound thereby.


		

		

		

		



		Independent Contractor’s Signature

		Date

		

		Independent Contractor’s Title





		

		

		

		



		Signature 

		Date

		

		Title





		

		

		

		



		Signature 

		Date

		

		Title





		

		

		

		



		Signature 

		Date

		

		Title





		

		

		

		APPROVED BY BOARD OF EXAMINERS



		Signature – Board of Examiners

		

		

		





		

		

		On:

		



		

		

		

		Date





		Approved as to form by:

		

		

		



		

		

		On:

		



		Deputy Attorney General for Attorney General

		

		

		Date





Revised:  10/11
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ATTACHMENT E

INSURANCE SCHEDULE


INDEMNIFICATION CLAUSE: 

Contractor shall indemnify, hold harmless and, not excluding the State's right to participate, defend the State, its officers, officials, agents, and employees (hereinafter referred to as “Indemnitee”) from and against all liability, claims, actions, damages, losses, and expens​es, including without limitation reasonable attorneys’ fees and costs, (hereinafter referred to collectively as “claims”), caused, or alleged to be caused, in whole or in part, by the negligent or willful acts or omissions of Contractor or any of its owners, officers, directors, agents, employees or subcontractors.  This indemnity includes any claim or amount arising out of or recovered under the Workers’ Compensation Law or arising out of the failure of such contractor to conform to any federal, state or local law, statute, ordinance, rule, regulation or court decree.  It is the specific intention of the parties that the Indemnitee shall, in all instances, except for claims arising solely from the negligent or willful acts or omissions of the Indemnitee, be indemnified by Contractor from and against any and all claims.  It is agreed that Contractor will be responsible for primary loss investigation, defense and judgment costs where this indemnification is applicable.  In consideration of the award of this contract, the Contractor agrees to waive all rights of subrogation against the State, its officers, officials, agents and employees for losses arising from the work performed by the Contractor for the State.


INSURANCE REQUIREMENTS:


Contractor and subcontractors shall procure and maintain until all of their obligations have been discharged, including any warranty periods under this Contract are satisfied, insurance against claims for injury to persons or damage to property which may arise from or in connection with the performance of the work hereunder by the Contractor, his agents, representatives, employees or subcontractors.  


The insurance requirements herein are minimum requirements for this Contract and in no way limit the indemnity covenants contained in this Contract.  The State in no way warrants that the minimum limits contained herein are sufficient to protect the Contractor from liabilities that might arise out of the performance of the work under this contract by the Contractor, his agents, representatives, employees or subcontractors and Contractor is free to purchase additional insurance as may be determined necessary. 


A.
MINIMUM SCOPE AND LIMITS OF INSURANCE:  Contractor shall provide coverage with limits of liability not less than those stated below.  An excess liability policy or umbrella liability policy may be used to meet the minimum liability requirements provided that the coverage is written on a “following form” basis.



1.
Commercial General Liability – Occurrence Form


Policy shall include bodily injury, property damage and broad form contractual liability coverage.

· General Aggregate
$2,000,000


· Products – Completed Operations Aggregate
$1,000,000


· Personal and Advertising Injury
$1,000,000


· Each Occurrence
$1,000,000


a.
The policy shall be endorsed to include the following additional insured language: "The State of Nevada shall be named as an additional insured with respect to liability arising out of the activities performed by, or on behalf of the Contractor".

2.
Worker's Compensation and Employers' Liability



Workers' Compensation
Statutory



Employers' Liability




Each Accident
$100,000



Disease – Each Employee
$100,000



Disease – Policy Limit
$500,000


a.
Policy shall contain a waiver of subrogation against the State of Nevada.


b.
This requirement shall not apply when a contractor or subcontractor is exempt under N.R.S., AND when such contractor or subcontractor executes the appropriate sole proprietor waiver form.


3. Technology E&O/Professional Liability 



The policy shall cover professional misconduct or lack of ordinary skill for those positions defined in the Scope of Services of this contract.



Each Claim
$5,000,000



Annual Aggregate
$5,000,000


a. In the event that the professional liability insurance required by this Contract is written on a claims-made basis, Contractor warrants that any retroactive date under the policy shall precede the effective date of this Contract; and that either continuous coverage will be maintained or an extended discovery period will be exercised for a period of two (2) years beginning at the time work under this Contract is completed.


4. Network Security (Cyber) and Privacy Liability: 

Per Occurrence 

$5,000,000 


Annual Aggregate 
$5,000,000 

a. This errors and omissions insurance shall include coverage for third party claims and losses including with respect to network risks (such as data breaches, transmission of virus/malicious code; unauthorized access or criminal use of third party, ID/data theft) and invasion of privacy regardless of the type of media involved in the loss of private information (such as computers, paper files and records, or voice recorded tapes), covering collection, use, access, etc. of personally identifiable information., direct liability, as well as contractual liability for violation of privacy policy, civil suits and sublimit for regulatory defense/indemnity for payment of fines and penalties


b. The retroactive coverage date shall be no later than the effective date of this contract.


c. Contractor shall maintain an extended reporting period for not less than two (2) years after termination of this contract. 


5. Fidelity Bond or Crime Insurance



Bond or Policy Limit
$1,000,000

a. The bond or policy shall include coverage for all directors, officers, agents and employees of the Contractor.


b. The bond or policy shall include coverage for third party fidelity and name the State of Nevada as loss payee.


c. The bond or policy shall include coverage for extended theft and mysterious disappearance.


d. The bond or policy shall not contain a condition requiring an arrest and conviction.


e. Policies shall be endorsed to provide coverage for computer crime/fraud.


B.
ADDITIONAL INSURANCE REQUIREMENTS:  The policies shall include, or be endorsed to include, the following provisions:


1.
On insurance policies where the State of Nevada is named as an additional insured, the State of Nevada shall be an additional insured to the full limits of liability purchased by the Contractor even if those limits of liability are in excess of those required by this Contract.


2
The Contractor's insurance coverage shall be primary insurance and non-contributory with respect to all other available sources.


C.
NOTICE OF CANCELLATION:  Each insurance policy required by the insurance provisions of this Contract shall provide the required coverage and shall not be suspended, voided or canceled except after thirty (30) days prior written notice has been given to the State, except when cancellation is for non-payment of premium, then ten (10) days prior notice may be given.  Such notice shall be sent directly to Secretary of State’s Office, Attn: Vicki McCormick, 101 N. Carson St., Suite 3, Carson City, NV 89701.





D.
ACCEPTABILITY OF INSURERS:  Insurance is to be placed with insurers duly licensed or authorized to do business in the state of Nevada and with an “A.M. Best” rating of not less than A- VII.  The State in no way warrants that the above-required minimum insurer rating is sufficient to protect the Contractor from potential insurer insolvency.


E.
VERIFICATION OF COVERAGE:  Contractor shall furnish the State with certificates of insurance (ACORD form or equivalent approved by the State) as required by this Contract.  The certificates for each insurance policy are to be signed by a person authorized by that insurer to bind coverage on its behalf.


All certificates and any required endorsements are to be received and approved by the State before work commences.  Each insurance policy required by this Contract must be in effect at or prior to commencement of work under this Contract and remain in effect for the duration of the project.  Failure to maintain the insurance policies as required by this Contract or to provide evidence of renewal is a material breach of contract.



All certificates required by this Contract shall be sent directly to Secretary of State’s Office, Attn: Vicki McCormick, 101 N. Carson St., Suite 3, Carson City, NV 89701.  The Sta
te project/contract number and project description shall be noted on the certificate of insurance.  The State reserves the right to require complete, certified copies of all insurance policies required by this Contract at any time.  DO NOT SEND CERTIFICATES OF INSURANCE TO THE STATES RISK MANAGEMENT DIVISION.


F.
SUBCONTRACTORS:  Contractors’ certificate(s) shall include all subcontractors as additional insureds under its policies or Contractor shall furnish to the State separate certificates and endorsements for each subcontractor.  All coverages for subcontractors shall be subject to the minimum requirements identified above.


G.
APPROVAL:  Any modification or variation from the insurance requirements in this Contract shall be made by the Attorney General’s Office or the Risk Manager, whose decision shall be final.  Such action will not require a formal Contract amendment, but may be made by administrative action.

IN WITNESS WHEREOF, the parties hereto have caused this Contract to be signed and intend to be legally bound thereby.


Independent Contractor's Signature




Date

Independent's Contractor's Title


Signature- State of Nevada







Date

Title


�Is this correct? 



�Is this correct?
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		State of Nevada
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		Brian Sandoval



		Department of Administration

		

		Governor



		

		

		



		Purchasing Division

		

		Patrick Cates



		

		

		Director



		515 E. Musser Street, Suite 300


Carson City, NV  89701

		

		



		

		

		Jeffrey Haag



		

		

		Administrator





		BUSINESS REFERENCE’S RESPONSE TO REFERENCE QUESTIONNAIRE FOR



		



		STATE OF NEVADA REQUEST FOR PROPOSAL (RFP) 3247



		



		NEVADA COMMERCIAL RECORDINGS BUSINESS PROCESS SYSTEM (ESOS) REPLACEMENT 





		PART A – TO BE COMPLETED BY PROPOSING VENDOR – Please type or print



		Name of Company Submitting Proposal:

		





		PART B – IF APPLICABLE, NAME OF COMPANY ACTING AS SUBCONTRACTOR 


FOR VENDOR IDENTIFIED IN PART A – Please type or print



		Name of Subcontractor:

		





		PART C – BUSINESS REFERENCE INSTRUCTIONS



		1.

		This Reference Questionnaire is being submitted to your organization for completion as a business reference for the company listed in Part A or Part B, above.



		2.

		Business reference is requested to submit the completed Reference Questionnaire via email or facsimile to:



State of Nevada, Purchasing Division


Subject:

RFP 3247


Attention:
Purchasing Division


Email:

rfpdocs@admin.nv.gov  



Fax:

775-684-0188

Please reference the RFP number in the subject line of the email or on the fax.



		3.

		The completed Reference Questionnaire MUST be received no later than 4:30 PM PT May 17, 2016. 



		4.

		Do NOT return the Reference Questionnaire to the Proposer (Vendor).



		5.

		In addition to the Reference Questionnaire, the State may contact references by phone for further clarification, if necessary.



		6.

		Questions regarding the Reference Questionnaire or process should be directed to the individual identified on the RFP cover page.



		7.

		When contacting the State, please be sure to include the RFP number listed at the top of this page.



		8.

		We request all questions be answered.  If an answer is not known please answer as “U/K”.  If the question is not applicable please answer as “N/A”.



		9.

		If you need additional space to answer a question or provide a comment, please attach additional pages.  If attaching additional pages, please place your company/organization name on each page and reference the RFP # noted at the top of this page.





		PART D – COMPANY PROVIDING REFERENCE – Please type or print

CONFIDENTIAL INFORMATION WHEN COMPLETED



		Company Providing Reference:

		



		Contact Name:

		



		Title:

		



		Contact Telephone:

		



		Contact Email Address:

		





PART E – QUESTIONS:  


		1.  Did this contractor perform any of the following on your project?



		DESCRIPTION 

		YES

		NO



		Application design, development, and implementation?

		

		



		Project management?

		

		



		Functional requirements gathering?

		

		



		Business process (re)engineering?

		

		



		Data migration and cleansing?

		

		



		Data modeling?

		

		



		System and data security?

		

		



		Testing?

		

		



		Training?

		

		



		Documentation?

		

		



		Cultural change management?

		

		



		Subcontractor management?

		

		



		

		

		



		If yes, what was their level of involvement?  If no, what services did the contractor perform?







		2.  Was the project completed on time, within your budget, with all required major functionality delivered?

		Yes

		No



		If no, please explain how the final results compared with the initial schedule, budget/contract value, and/or scope.








		3.  What was the primary factor considered in selecting this contractor?








		4.  Who is/was the contractor's key personnel responsible for supervising work and completing deliverables and what were their roles?








		5.  Were there any changes to key personnel during the term of the contract?

		Yes

		No



		If yes, please explain.








		6.  Were there any subcontractors on your project?

		Yes

		No



		If yes, who were the subcontractors?






		If yes, what part of the project did the subcontractor work on?






		What was the ratio of contractor staff to subcontractor staff?



		Overall, how would you rate the subcontractor on a scale of 1 (poor) to 10 (excellent)?

		Rating:





		7.  Were contractually identified deliverables received as scheduled?

		Yes

		No



		If no, please explain.






		What type of problems did you encounter?








RATING SCALE:

Where a rating is requested and using the Rating Scale provided below, rate the following questions by noting the appropriate number for each item.  Please provide any additional comments you feel would be helpful to the State regarding this contractor.


		Category

		Rating



		Poor or Inadequate Performance

		0



		Below Average Performance

		1 – 3



		Average Performance

		4 – 6



		Above Average Performance

		7 – 9



		Excellent Performance

		10





		8.  How would you rate this contractor on the following items using the above rating scale?



		DESCRIPTION 

		RATING

		DESCRIPTION

		RATING



		The Firm

		

		Functional Requirements Development

		



		Project Manager

		

		Management of Subcontractor(s)

		



		Key Personnel

		

		Presentations

		



		Contractor Staff Skills

		

		Legislative Testimony

		



		Communication

		

		JAD Sessions

		



		Organization of Work

		

		Business Process Re-engineering

		



		Quality of Deliverables

		

		Cost Benefit Analysis

		



		Reasonableness of Cost

		

		Evaluation of Alternatives

		



		Timeliness

		

		Quality Assurance

		



		Detailed Project Plan Management

		

		Metrics Management

		



		Contract Amendments

		

		Knowledge Transfer

		



		Cooperation

		

		Understanding of Business Needs

		



		Responsiveness

		

		

		





		9.  Would you contract with this company/organization again?

		Yes

		No



		Please explain.








		10.  Please provide any additional comments you feel would be helpful to the State regarding this contractor.








PART F – GENERAL INFORMATION: 

		1. During what time period did the vendor provide these services for your organization?



		Month/Year:

		

		TO:

		Month/Year:
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Sample Project Deliverable Sign Off Form.doc


SAMPLE PROJECT DELIVERABLE SIGN-OFF


		DELIVERABLE INFORMATION (To be completed by the Contractor)



		CONTRACTOR:

		



		PROJECT NAME:

		



		DELIVERABLE #:

		15.6.3.6



		DELIVERABLE TITLE:

		Data Conversion Report



		DUE DATE PER CONTRACT:

		February 1, 2011





		DELIVERABLE SUBMISSION AND REVIEW HISTORY (To be completed by the State)



		Deliverable Submission #

		Date and Time Received From Contractor

		Date Returned to Contractor

		Notes / Comments



		1

		02/01/11 
4:30 PM

		02/15/11

		Refer to comments attached



		2

		02/22/11

3:00 PM

		03/01/11

		State accepts revisions made, except for attached comments



		3

		03/08/11

1:00 PM

		03/18/11

		All revisions accepted by State



		

		

		

		



		

		

		

		



		

		

		

		





		STATE FINAL APPROVAL AND ACCEPTANCE OF DELIVERABLE



		APPROVED BY:

		SIGNATURE

		DATE



		Agency Project Manager:

		

		



		Agency Business Lead:

		

		



		Quality Assurance, if applicable:

		

		





		Distribution

		Original:
Contractor



		

		Copies:
Project Office



Agency Contract Monitor
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Statement of Understanding.doc
STATEMENT OF UNDERSTANDING


As a contract employee to the State of Nevada, I have an implicit responsibility to safeguard the public trust.  I further affirm to follow all statutes, regulations, policies, standards and procedures governing the confidentiality, integrity and security of information resources prescribed by the State as outlined below.


Information Resources are defined as all computing hardware, software, data files, computer generated hard copy, data facilities, communications, modems, multiplexors, concentrators, power sources and other assets related to computer-based information systems of computer installations.


I will guard against and report to the proper authority any accidental or premeditated disclosure or loss of material such as, but not limited to, confidential data, sensitive information, developmental or operation manuals, encoding systems, activation passwords for teleprocessing, keys or any material entrusted to me when such disclosure or loss could be detrimental to the State of Nevada or citizenry thereof.  I acknowledge responsibility to safeguard computer access privileges that I may be entrusted with (e.g., USERID and PASSWORD) and will not disclose this sensitive information to ANYONE.  I will be responsible for all activity conducted under my user registration.  I understand that the LOGONID and PASSWORD are intended for the sole use of the personnel to whom it is assigned and is not to be loaned to or used by any other individual.


In conformance with customer agency regulations and in the performance of my duties, I will release from the State input documents and report output only to an authorized representative of the owning agency.  Under no circumstances will I allow data owned by one customer agency to be made available to another entity without obtaining the express permission of the owning agency for such disclosure or utilization.


Upon termination of the contract assignment with the State of Nevada, for whatever reason, I agree to respect the confidentiality of all customer agency data, applications and procedures entrusted to me and will submit to an authorized State representative all manuals, files, keys, data, applications and any other State owned relevant materials (this includes, but is not limited to, all copies of the same) pertinent to the performance of my assigned duties and tasks.


Furthermore, I agree that if in the employ of, or under contract with, someone other than the State of Nevada, I will not attempt to implement any application or procedure which is proprietary to the State without the express written permission of the State of Nevada.


I further agree that I will not knowingly engage in any activity for monetary gain or otherwise which may jeopardize the integrity of the State.  I will further aid in the investigation of any individual violating or infringing upon this trust, realizing that such violation may be grounds for dismissal.  I am also aware that I will be subject to warning, suspension or dismissal and/or appropriate legal action for any proven infringements or violations of these security provisions.


The State of Nevada has a Zero Tolerance policy regarding sexual harassment which must be followed by all employees/contractors.  The policy against sexual harassment for the State of Nevada states that all employees have the right to work in an environment free from all forms of discrimination and conduct which can be considered harassing, coercive or disruptive, including sexual harassment.  Any employee/contractor who violates this policy is subject to dismissal/removal from the project.


It is the policy of the State of Nevada to ensure that its employees/contractors do not:  report to work in an impaired condition resulting from the use of alcohol or drugs; consume alcohol while on duty; or unlawfully possess or consume any drugs while on duty, at a work site or on State property.  Any employee/contractor who violates this policy is subject to dismissal/removal from the project.


		NAME (Please Print):

		



		SIGNATURE:

		

		DATE:

		



		COMPANY AFFILIATION:

		



		PROJECT/RFP #:

		






image12.emf
Proposed Staff  Resume.doc


Proposed Staff Resume.doc
PROPOSED STAFF RESUME

A resume must be completed for all proposed contractor staff and proposed subcontractor staff.

		COMPANY NAME:

		





		Contractor

		Subcontractor





		Name:

		

		 Key Personnel



		Classification:

		

		# of Years in Classification:

		



		Brief Summary of Experience:

		



		# of Years with Firm:

		



		RELEVANT PROFESSIONAL EXPERIENCE



		Required Information:


MMYYYY to Present:


Vendor Name:


Client Name:


Client Contact Name:


Client Address, Phone Number, Email:


Role in Project:


Details and Duration of Project:


Software/hardware used in engagement:

		



		Required Information:


MMYYYY to MMYYYY:


Vendor Name:


Client Name:


Client Contact Name:


Client Address, Phone Number, Email:


Role in Project:


Details and Duration of Project:


Software/hardware used in engagement:

		



		EDUCATION



		Institution Name:


City:


State:


Degree/Achievement:


Certifications:

		



		

		



		

		



		

		



		

		



		HARDWARE/SOFTWARE SUMMARY (Be Specific)



		Description

		# of Year’s Experience



		Environments:

		

		



		Hardware:

		

		



		Software:

		

		



		Tools:

		

		



		Databases:

		

		



		REFERENCES



		Minimum of three (3) required, including name, title, organization, phone number, fax number and email address
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ATTACHMENT J - Project Cost Schedule.xlsx
Cost Proposal Instructions

		Request for Proposal 3247 ~  Nevada Commercial Recordings Business Process System (eSOS) Replacement



		    COST PROPOSAL INSTRUCTIONS



				Contents of the cost proposal must be as follows:



				1.		Tab I - Title Page



						The title page must include the following:



						A.		Cost Proposal for:								Nevada Commercial Recordings Business Process System (eSOS) Replacement



						B.		RFP:								3247



						C.		Proposer Information:						Name:

														Address:



						D.		Proposal opening date:								May 18, 2016



						E.		Proposal opening time:								2:00 PM



				2.		Tab II - Cost Proposal

						A.		Cost proposal must be in the format identified in Section 7, Project Costs.



						C.		Proposers must provide a CD of their cost proposal within the master cost proposal.



				3.		Tab III - Cost Proposal Certification of Compliance with Terms and Conditions of RFP

						B.		Proposers must include Attachment B-2, Cost Proposal Certification of Compliance with Terms and Conditions of RFP for Section 7, Project Costs within this section. 
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7.1.1 Detailed Del Cost Schs

		Request for Proposal 3247 ~  Nevada Commercial Recordings Business Process System (eSOS) Replacement

		7.1  COST SCHEDULES



				The cost for each deliverable must be complete and include all expenses, including travel, per diem and out-of-pocket expenses, as well as administrative and/or overhead expenses.  Detailed backup must be provided for all cost schedules completed.



		7.1.1 Detailed Deliverable Cost Schedule



				The schedules have been set-up so that the sub-total from each deliverable cost schedule will automatically be transferred to the summary table in Section 7.1.7, Summary Schedule of Project Costs.

However, it is ultimately the proposer's responsibility to make sure that all totals are correctly transferred to the summary table in Section 7.1.7, Summary Schedule of Project Costs prior to submitting their cost proposal.





		Deliverable Number				Description of Deliverable		Activity Number		Cost



		5.4		Planning and Administration Deliverables



				5.4.2.1		Detailed Project Plan

				5.4.2.4		Approach and Strategy

				5.4.2.5		Risk Management Plan

				5.4.2.6		Communication Plan

				5.4.2.7		Quality Assurance Plan

				5.4.2.8		Data Migration Plan

				5.4.2.9		Deployment (Cut-over) Plan

				5.4.2.10		Human Resources Plan

				5.4.2.11		Training Plan

				5.4.2.12		Project Archives / Repository

				5.4.2.13		Knowledge Transfer Plan



						Subtotal for 5.4 - Planning and Administration				$0.00



		5.5		System Environment Configuration



				5.5.2.1		System Environment Configuration Plan

				5.5.2.2		Software Licensing & Distribution Plan

				5.5.2.3		Component Migration & Management Plan

				5.5.2.4		Establish Proof-of-Concept Environment 

				5.5.2.5		Establish Development and Data Migration Environments

				5.5.2.6		Established Integration, System Test and UAT Environments

				5.5.2.7		Establish Training Environment

				5.5.2.8		Establish Production Environment

				5.5.2.9		Technical Environment Documentation



						Subtotal for 5.5 - System Environment Configuration				$0.00



		5.6		Detailed System Requirements



				5.6.2.1		Functional Requirements and Concept of Operations 

				5.6.2.2		Detailed System Requirements Validation and Fit Gap Analysis

				5.6.2.3		Detailed System Requirements Document

				5.6.2.4		Requirements Traceability Matrix



						Subtotal for 5.6 -  Detailed System Requirements				$0.00



		5.7		Architectual System Design



				5.7.2.1		Reuse Analysis

				5.7.2.2		Software and Hardware High Level Design

				5.7.2.3		Network Impact Analysis

				5.7.2.4		High Availability and Backup and Recovery Plan



						Subtotal for 5.7 - Architectural System Design				$0.00



		5.8		Detailed System Design



				5.8.2.1		Detailed System Design for Each Component

				5.8.2.2		Report, Letter and Form Design

				5.8.2.3		Business Rule Design and Configuration

				5.8.2.4		System Interface Design

				5.8.2.5		Imaging Design & Integration



						Subtotal for 5.8 - Detailed System Design				$0.00



		5.9		System Development and Configuration



				5.9.2.1		Development Standards, Methodology, Tools and APIs

				5.9.2.2		System Installation and Configuration Instructions

				5.9.2.3		System Component and Source Code Repository



						Subtotal for 5.9 - System Development and Configuration				$0.00



		5.10		Data Migration



				5.10.2.1		Data Migration Plan

				5.10.2.2		Data Migration System Design

				5.10.2.3		Data Migration Component Inventory and Source Code Repository

				5.10.2.4		Data Migration Results



						Subtotal for 5.10 - Data Migration				$0.00



		5.11		Data Management



				5.11.2.1		Data Modeling Standards

				5.11.2.2		Conceptual Data Model

				5.11.2.3		Logical Data Model

				5.11.2.4		Physical Data Model

				5.11.2.5		DDL and Initialization Database Scripts



						Subtotal for 5.11 - Data Management				$0.00



		5.12		Test Plan and Test Results



				5.13.2.1		Master Test Plan and Strategy

				5.13.2.2		Test Tools

				5.13.2.3		Unit Test Planning

				5.13.2.4		System Integration Test Planning

				5.13.2.5		User Acceptance Test Planning

				5.13.2.6		System Integration Test Results

				5.13.2.7		User Acceptance Test Results

				5.13.2.8		Test Artifacts, Executables, Scripts and Test Cases



						Subtotal for 5.12 - Test Plan and Test Results				$0.00



		5.13		Operations and Support Documentation



				5.13.2.1		Baseline Documentation

				5.13.2.2		Online Help

				5.13.2.3		Desk Procedures and Reference Materials

				5.13.2.4		Technical and Operational Documentation

				5.13.2.5		Cultural Change Management Plan



						Subtotal for 5.13 - Operations and Support Documentation				$0.00



		5.14		Training



				5.14.2.1		Training Plan

				5.14.2.2		Training Data

				5.14.2.3		User Training

				5.14.2.4		Technical and Operations Training

				5.14.2.5		Training Status Report



						Subtotal for 5.14 - Training				$0.00



		5.15		Production System Implementation



				5.15.2.1		Production System Implementation Plan

				5.15.2.2		Business Services Migration Inventory

				5.15.2.3		Production Site Preparation

				5.15.2.4		Production System Implementation

				5.15.2.5		Post Implementation Review

				5.15.2.6		Production System Operations and Support



						Subtotal for 5.15 - Production System Implementation				$0.00



		5.16		Warranty and Maintenance Support



				5.16.2.1		Warranty

				5.16.2.2		Vendor Maintenance and Support



						Subtotal for 5.16 - Warranty and Maintenance Support				$0.00



		Total Section 7.1.1 Detailed  Deliverable Cost Schedules								$0.00
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7.1.2 Dev-Data Migration Envir

		Request for Proposal 3247 ~  Nevada Commercial Recordings Business Process System (eSOS) Replacement



		7.1.2		Development and Data Migration Environments

				Proposers must identify costs for any hardware and/or software proposed for the Development and Data Conversion Environments, as follows:



		7.1.2.1		The schedule has been set up so that the sub-total from this cost schedule will automatically be transferred to the summary table in Section 7.1.7, Summary Schedule of Project Costs.

However, it is ultimately the proposer's responsibility to make sure that all totals are correctly transferred to the summary table in Section 7.1.7, Summary Schedule of Project Costs prior to submitting their cost proposal.



		7.1.2.2		Proposers must provide a detailed description and cost for each proposed item.



		7.1.2.3		The State reserves the right not to accept the proposed hardware and/or software.



		7.1.2.4		Costs for specific licenses must be provided.



		7.1.2.5		The State reserves the right not to purchase the proposed hardware and/or software from the successful proposer.

		Item #		Description of Proposed Hardware and/or Software
for the Development and Data Migration Environments		Cost

		1

		2

		3

		4

		5

		6

		7

		8

		9

		10

		11

		12

		SUB-TOTAL FOR 7.1.2				$0.00
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7.1.3 Inte-System Test-UAT Env

		Request for Proposal 3247 ~  Nevada Commercial Recordings Business Process System (eSOS) Replacement



		7.1.3		Integration, System Test and UAT Environments

				Proposers must identify costs for any hardware and/or software proposed for the Integration, System Test and UAT Environments, as follows:



		7.1.3.1		The schedule has been set up so that the sub-total from this cost schedule will automatically be transferred to the summary table in Section 7.1.7, Summary Schedule of Project Costs.

However, it is ultimately the proposer's responsibility to make sure that all totals are correctly transferred to the summary table in Section 7.1.7, Summary Schedule of Project Costs prior to submitting their cost proposal.



		7.1.3.2		Proposers must provide a detailed description and cost for each proposed item.



		7.1.3.3		The State reserves the right not to accept the proposed hardware and/or software.



		7.1.3.4		Costs for specific licenses must be provided.



		7.1.3.5		The State reserves the right not to purchase the proposed hardware and/or software from the successful proposer.

		Item #		Description of Proposed Hardware and/or Software
for the Integration, System Test and UAT Environments		Cost

		1

		2

		3

		4

		5

		6

		7

		8

		9

		10

		11

		12

		SUB-TOTAL FOR 7.1.3				$0.00
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7.1.4 Training Environment

		Request for Proposal 3247 ~  Nevada Commercial Recordings Business Process System (eSOS) Replacement



		7.1.4		Training Environment

				Proposers must identify costs for any hardware and/or software proposed for the Training Environment, as follows:



		7.1.4.1		The schedule has been set up so that the sub-total from this cost schedule will automatically be transferred to the summary table in Section 7.1.7, Summary Schedule of Project Costs.

However, it is ultimately the proposer's responsibility to make sure that all totals are correctly transferred to the summary table in Section 7.1.7, Summary Schedule of Project Costs prior to submitting their cost proposal.



		7.1.4.2		Proposers must provide a detailed description and cost for each proposed item.



		7.1.4.3		The State reserves the right not to accept the proposed hardware and/or software.



		7.1.4.4		Costs for specific licenses must be provided.



		7.1.4.5		The State reserves the right not to purchase the proposed hardware and/or software from the successful proposer.

		Item #		Description of Proposed Hardware and/or Software
for the Training Environment		Cost

		1

		2

		3

		4

		5

		6

		7

		8

		9

		10

		11

		12

		SUB-TOTAL FOR 7.1.4				$0.00
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7.1.5 Production Environment

		Request for Proposal 3247 ~  Nevada Commercial Recordings Business Process System (eSOS) Replacement



		7.1.5		Production Environment

				Proposers must identify costs for any hardware and/or software proposed for the Production Environment, as follows:



		7.1.5.1		The schedule has been set up so that the sub-total from this cost schedule will automatically be transferred to the summary table in Section 7.1.7, Summary Schedule of Project Costs.

However, it is ultimately the proposer's responsibility to make sure that all totals are correctly transferred to the summary table in Section 7.1.7, Summary Schedule of Project Costs prior to submitting their cost proposal.



		7.1.5.2		Proposers must provide a detailed description and cost for each proposed item.



		7.1.5.3		The State reserves the right not to accept the proposed hardware and/or software.



		7.1.5.4		Costs for specific licenses must be provided.



		7.1.5.5		The State reserves the right not to purchase the proposed hardware and/or software from the successful proposer.

		Item #		Description of Proposed Hardware and/or Software
for the Production Environment		Cost

		1

		2

		3

		4

		5

		6

		7

		8

		9

		10

		11

		12

		SUB-TOTAL FOR 7.1.5				$0.00
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7.1.6 Other Associated Costs

		Request for Proposal 3247 ~  Nevada Commercial Recordings Business Process System (eSOS) Replacement



		7.1.6		Other Associated Costs

				Proposers must identify any other costs not covered on the Detailed Deliverable Cost Schedules and/or the specific cost scheudles for any hardware and/or software proposes, as follows:



		7.1.6.1		The schedule has been set up so that the sub-total from this cost schedule will automatically be transferred to the summary table in Section 7.1.7, Summary Schedule of Project Costs.

However, it is ultimately the proposer's responsibility to make sure that all totals are correctly transferred to the summary table in Section 7.1.7, Summary Schedule of Project Costs prior to submitting their cost proposal.



		7.1.6.2		Proposers must provide detailed information for each item identified.

		Item #		Description of Other Associated Costs		Cost

		1

		2

		3

		4

		5

		6

		7

		8

		9

		10

		11

		12

		SUB-TOTAL FOR 7.1.5				$0.00
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7.1.7 Summary Schedule of Costs

		Request for Proposal 3247 ~  Nevada Commercial Recordings Business Process System (eSOS) Replacement



		7.1.7   Summary Schedule of Project Costs

		          Sub-totals from each of the previous cost schedules must be transferred to the following summary schedule of project costs.







		Deliverable or
Cost Schedule Number		Summary of Total Project Costs		Cost

		5.4		Planning and Administration Deliverables		$0.00

		5.5		System Environment Configuration		$0.00

		5.6		Detailed System Requirements		$0.00

		5.7		Architectual System Design		$0.00

		5.8		Detailed System Design		$0.00

		5.9		System Development and Configuration		$0.00

		5.10		Data Migration		$0.00

		5.11		Data Management		$0.00

		5.12		Test Plan and Test Results		$0.00

		5.13		Operations and Support Documentation		$0.00

		5.14		Training		$0.00

		5.15		Production System Implementation		$0.00

		5.16		Warranty and Maintenance Support		$0.00

				Sub-Total of Project Tasks		$0.00





		7.1.2		Development and Data Migration Environments		$0.00

		7.1.3		Integration, System Test and UAT Environments		$0.00

		7.1.4		Training Environment		$0.00

		7.1.5		Production Environment		$0.00

				Sub-Total of Proposed Hardware and/or Software		$0.00



		7.1.6		Other Associated Costs		$0.00



				Sub-Total of Other Associated Costs		$0.00





				Total Project Costs		$0.00
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7.1.8 Rate Sch Change Orders

		Request for Proposal 3247 ~  Nevada Commercial Recordings Business Process System (eSOS) Replacement



		7.1.8		Hourly Rate Schedule for Change Orders



		7.1.8.1		Prices quoted for change orders/regulatory changes must remain in effect for six (6) months after State acceptance of the successfully implemented system.



		7.1.8.2		Proposers must provide firm, fixed hourly rates for change orders/regulatory changes, including updated documentation.



		7.1.8.3		Proposers must provide a firm, fixed hourly rate for each staff classification identified on the project.  Proposers must not provide a single compilation rate.





				Classification Title		Hourly Rate
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7.1.9 Annual Prod Lic-Main Sch

		Request for Proposal 3247 ~  Nevada Commercial Recordings Business Process System (eSOS) Replacement



		7.1.19		Annual Product Licensing and Maintenance Schedule



		7.1.9.1		Proposers must provide a three (3) year fee schedule with the following information:  

    -  Listing of each product;
    -  Original project proposed price;
    -  Annual licensing fee, if any;
    -  Annual maintenance fee, if any; and
    -  Percentages of the original amount for each fee.





				A.  Year 1



		Item #		Product Description		Cost		Annual
Licensing Fee,
if applicable		Annual
Maintenance
Fee		Percentage
of the
Original Amount

		1

		2

		3

		4

		5

		6

		7

		8

		9

		10

		11

		12





				B.  Year 2



		Item #		Product Description		Cost		Annual
Licensing Fee,
if applicable		Annual
Maintenance
Fee		Percentage
of the
Original Amount

		1

		2

		3

		4

		5

		6

		7

		8

		9

		10

		11

		12







				C.  Year 3



		Item #		Product Description		Cost		Annual
Licensing Fee,
if applicable		Annual
Maintenance
Fee		Percentage
of the
Original Amount

		1

		2

		3

		4

		5

		6

		7

		8

		9

		10

		11

		12
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Attachment L  Requirements Matrix.xls


Attachment L Requirements Matrix.xls
Instructions

		Vendor Instructions

		State of Nevada RFP 3247

		ATTACHMENT L

		This page provides information to assist the vendor in responding to the SOS eSOS Replacement RFP #:3247

		Project Priority

		Condition		Description

		(M) - Mandatory		This requirement is required as part of the proposed system

		(D) - Desired		This requirement is desired to be included as part of the proposed system

		Vendor Response

		Condition		Description

		S – Standard Function		The proposed system fully satisfies the requirement as stated.  The vendor must explain how the requirement is satisfied by the system.

		W – Workflow or System Configuration Required		Current functionality of the proposed system exists in the system and can be modified by a system administrator to meet this requirement.  The vendor must explain how the requirement is satisfied by the system.

		M – Modification Required		The proposed system requires a modification to existing functionality to meet this requirement which requires a source code modification.  The system will be modified to satisfy the requirements as stated or in a different format.  The vendor must explain the modifications and include the cost of all modifications above and beyond the base cost in Attachment J, Project Costs.

		F – Planned for Future Release		This functionality is planned for a future release.  The vendor must explain how the requirement will be satisfied by the system and when the release will be available.

		C – Custom Design and Development		The proposed system requires new functionality to meet this requirement which requires a source code addition.  The vendor must explain the feature and its value, and include any cost above and beyond the base cost in Attachment J, Project Costs.

		N – Cannot Meet Requirement		The proposed system will not satisfy the requirement.  The vendor must explain why the requirement cannot be satisfied.

		O – Other Software		While meeting the requirements of Sections 4.2.23 Mandatory Exclusions and 4.2.24 Open Source Software (OSS), if the requirement is to be satisfied through the use of a separate software package(s), vendors must identify those package(s) and describe how the functionality is integrated into the base system.

		Vendor Response Explanation

		This section is provided for the vendor to explain and/or elaborate on the Condition selected under vendor Response (Column E).





BR01-Amendments

		Requirement ID		Function		Requirement		Project Priority
 (M) Mandatory 
(D) Desired		Vendor Response		Vendor Response Explanation

		BR01.01		Reports		The system will allow users (supervisors, deputies, , etc.) to access real-time activity reports based on access rights.		M

		BR01.02		Reports		Ad hoc reports: The system will allow for the creation of ad hoc reports with user access being controlled by access rights.		M

		BR01.03		Reports		Ad hoc reports: The system will allow for the creation of custom reports that can be saved for future use.		M

		BR01.04		Reports		The system will provide the capability to generate a report for a single processor/user to include type of transaction, start, end, total time to complete transaction/job, by a single date or date range.		M

		BR01.05		Reports		Metrics: The system will provide the capability to create a report that captures the number of jobs processed by each processor/user in real-time categorized by job type (Lists, Articles, Amendments, etc.)		M

		BR01.06		Reports		Metrics: The system will provide the ability to generate a report on the jobs and type of work completed.
-- # job complete in a given time frame
-- by type of filing (ex: merger, AOI, AOO, etc.)
-- by Processor		M

		BR01.07				The system shall prevent the editing of incoming documents for the current job.		M

		BR01.08				The system shall print all Actions & Fees on the receipt with a breakdown of fees in the following order: charges, payment, and balance.		M

		BR01.09				The system will itemize all payments and the period for which they apply on the customer receipt.		M

		BR01.10				The system will automatically determine which data fields are required for the return of documents requested by the customer (e.g. return via mail, email, fax, pick-up, etc.). The system will automatically populate the required fields, but also allow for manual entry.		M

		BR01.11				The system shall automatically create internal notes based on the method sent.		M

		BR01.12				The system will automatically generate all customer documents (e.g. certificates, certifications, business licenses, charters, etc.) from a source template.		M

		BR01.13				The system shall convert all source documents/templates to PDF for delivery to the customer.		M

		BR01.14				The system will provide a final review and editing process for the Processor to review the document(s) prior to delivery to the customer.		M

		BR01.15				The system will provide a means for creating, storing, and retrieving all document artifacts bases on business rules TBD (ex: redacted, publically available, non-publically available, etc.)		M

		BR01.16				The system will link a single action to a single document (e.g. 1:1 relationship).		M

		BR01.17				The system will validate the effective date to ensure it is within 90 days of the post file date.		M

		BR01.18				The system will support the ability to issue a new business license to an existing active entity that executes a name change.		M

		BR01.19		Designation of Stock		The system will confirm that the amount of stock indicated on a DESIGNATION OF STOCK or AMENDMENT TO DESIGNATION OF STOCK filing does not exceed the total amount of stock on currently on file. If it does the system will flag the filing for further review.		M

		BR01.20		Designation of Stock		In order to process an AMENDMENT TO DESIGNATION OF STOCK filing a prior DESIGNATION OF STOCK must be on file.		M

		BR01.21		Designation of Stock		The system will require the addition of a note to be added defining the series/class of stock when a Designation of Stock or Amendment to Designation of Stock request is submitted.		M

		BR01.22		Name changes		Name changes on Amendments, Reinstatements, Conversions, Mergers, Modified Name Resolution jobs, etc. must be made in the name chain (e.g. prior entity names).		M

		BR01.23		Amendment Type		The system will define Amendment types as follows:
Name Change - "N" 
Stock Change - "S" 
Manager Change - "M" 
Multiple letters/types can be listed without creating another action.
This will allow the system to perform searches, process requests, etc. based on a specific Amendment type. The system will allow a user role to modify this list (configurable).		M

		BR01.24		Default Status		Amendment & Correction actions for entities with DEFAULT status that decrease stock are required to pay fees based on the old stock to bring them current.		M

		BR01.25		Default Status		The system will set a flag to notify the processor that the fees are based on the previous stock amount when the list is being filed.		M

		BR01.26		Default Status		The system will not allow the processor to edit the fees.		M

		BR01.27		Mergers		The system will require an Officer's Statement Form (090803) if the merging entity is a Foreign Corporation.		M

		BR01.28				State of Jurisdiction is required.		M

		BR01.29		Mergers		The system will automatically update the entity status upon the execution of any Action.		M

		BR01.30		Mergers		The system will associate the filing document to all non-foreign entities on file.		M

		BR01.31		Mergers		The system will require a forwarding address for all domestic entities merging out of Nevada.		M

		BR01.32		Mergers		If only the merging entity is on file the system will change the Registered Agent value to "Secretary of State".		M

		BR01.33		Mergers		If only the surviving entity is on file the system will associate the image to the surviving entity with a note indicating the merging entity name and State of Jurisdiction.		M

		BR01.34		Mergers		Nevada-to-Nevada entity mergers and conversions requires only one expedite fee.		M

		BR01.35		Mergers		When a domestic entity merges out the system will require a Surviving Entity to be listed on the merger document whether or not the Surviving entity is on file.		M

		BR01.36		Conversions		Multiple entities can merge into the Surviving Entity.		M

		BR01.37		Priorities		The system will be able to implement a Job priority scheme to be defined as part of the project scope. Below is a possible example.

"1" is lowest level; used for jobs that are waiting for something or processor needs to “sit” on the job.
"2" & "3" are held in reserve
"4" is for normal processing
"5" & "6" are held in reserve
"7" is when a processor sends a job to their Pend queue, then the job is reassigned as a 7. 7 comes after the expedites (level 10, 13, 19, 22) but before the normal jobs (level 4).
"8" = a job assigned to a processor or supervisor, then the job is reassigned as a 8. 8 comes after the expedites (level 10, 13, 19, 22) but before the normal jobs (level 4)
"9" is held in reserve
"10" is for 24-hour expedites
"11" & "12" are held in reserve
"13" is for 4-hour on-line filings
"14" & "15" are held in reserve
"16" is to assign jobs to a processor to be completed after the 1 & 2-hour expedite jobs
"17" & "18" are held in reserve
"19" is for 2-hour expedites
"20" & "21" are held in reserve
"22" is for 1-hour expedites
"23" & "24" are held in reserve
"25" is the highest priority		M
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Identify, for each of the system requirements, whether it is: 

S-Standard Function
W-Workflow or System Configuration Required
M-Modification Required
F-Planned for Future Release
C-Custom Design and Development
N-Cannot Meet Requirement
O-Other Software
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BR02-New Filings

		Requirement ID		Function		Requirement		Project Priority
 (M) Mandatory 
(D) Desired		Vendor Response		Vendor Response Explanation

		BR02.01		User credentials		The system shall not require a separate login and password. Successfully logging in to the user's workstation will satisfy user authentication.		M

		BR02.02		Web browser		The system shall be compatible with the current versions of Microsoft IE, Google Chrome, and Mozilla Firefox web browsers.		M

		BR02.03		Simultaneous logins		A processor or supervisor may be logged in to the system simultaneously on multiple computers.		M

		BR02.04		User profile		The processor's or supervisor's profile is user specific and governed by the Commercial Recordings System so any setup is not required.		M

		BR02.05		Closing browser		When a user closes the application browser the system will verify that all of the user's jobs are completed. If a job is in a "non-complete" state the system will prompt the user to complete or pend the job(s).		M

		BR02.06		Reports		The system will generate & deliver an automated report to the Supervisor at 8:00 AM PT & 1:00 PM PT listing all pending jobs to include assigned Processor and the date & time received.		M

		BR02.07		Reports		The system email a report to each processor listing all their pending jobs.		M

		BR02.08		Dropdown menus		The system will allow all dropdown menus, if implemented, to be displayed using the Alt key and the first letter of the menu item on the keyboard, clicking on the menu options, or hovering the mouse over that option.		M

		BR02.09		Work Queue Menu		Work Queue menu items display the number of jobs in each unit when the person has a Deputies, Supervisors, and Lead Processors profile.		M

		BR02.10		Displaying Number of Expedited Jobs		The number of expedited jobs is displayed by the expedited priority for a person who has a Deputy, Supervisor, and Lead Processor profile. 		M

		BR02.11		Expedite Menu		Expedite menu option will display expedite type and the number for each unit. 		M

		BR02.12		Priorities		The system will be able to implement a Job priority scheme to be defined as part of the project scope. Below is a possible example.

"1" is lowest level; used for jobs that are waiting for something or processor needs to “sit” on the job.
"2" & "3" are held in reserve
"4" is for normal processing
"5" & "6" are held in reserve
"7" is when a processor sends a job to their Pend queue, then the job is reassigned as a 7. 7 comes after the expedites (level 10, 13, 19, 22) but before the normal jobs (level 4).
"8" = a job assigned to a processor or supervisor, then the job is reassigned as a 8. 8 comes after the expedites (level 10, 13, 19, 22) but before the normal jobs (level 4)
"9" is held in reserve
"10" is for 24-hour expedites
"11" & "12" are held in reserve
"13" is for 4-hour on-line filings
"14" & "15" are held in reserve
"16" is to assign jobs to a processor to be completed after the 1 & 2-hour expedite jobs
"17" & "18" are held in reserve
"19" is for 2-hour expedites
"20" & "21" are held in reserve
"22" is for 1-hour expedites
"23" & "24" are held in reserve
"25" is the highest priority		M

		BR02.13		Work Queue Based On Process Profile		Work Queue is pre-selected based upon the processor’s profile.
-- Work Queue selection can be changed based on profile.
-- Processors with “Floater” profile would have to change the queue as their daily work requires. 		M

		BR02.14		Concurrent Access To Entities		The system will only allow one (1) processor or on-line filer to access any one entity at a time.		M

		BR02.15		Concurrent Access To Entities		The system will display the following message when an on-line user attempts to access an entity being used by another user. "This entity is experiencing an update, please wait a few minutes an try again."		M

		BR02.16		Concurrent Access To Entities		The system will display the following message when an desktop user attempts to access an entity being used by another user. "This entity is experiencing an update, please wait a few minutes an try again."		M

		BR02.17		Concurrent Access To Entities		The system will allow manual intervention by a Supervisor or Lead Processor if the job is an expedite.		M

		BR02.18		Assigned Jobs		The system will allow Processors to assign jobs to a specific Supervisor's Queue.		M

		BR02.19		Assigned Jobs		The system will allow Supervisors to assign jobs to any Processor's queue		M

		BR02.20		Assigned Jobs		Assigned Jobs are not queue specific		M

		BR02.21		Assigned Jobs		The system will give Assigned Jobs a higher priority than Pended Jobs		M

		BR02.22		Pended Jobs		The system will allow the user to specify a date/time by which a pended job is to be reviewed again.		M

		BR02.23		Approval For Duplicate Name		The system will not allow duplicate entity names without Processor approval.		M

		BR02.24		Entity Name With Status In Name Availability Search		The system will search all entities on file regardless of status (e.g. Active, Default, Revoked, Permanently Revoked, Name Reservations, etc.) to determine if requested entity name is available.		M

		BR02.25		Entity Name With Status In Name Availability Search		The entity number will not change when the entity name for a new reservation is the same as the name of a new business entity.		M

		BR02.26		Submission of Modified Name Resolution Form with a Foreign Qualification Form		The system will perform the following two (2) name availability searches using standard search rules when a Foreign Qualification Form is submitted with a Modified Name Resolution Form (200303).
-- Search for the name in Section 1 of the form
-- Search for the name in Section 7 of the form.		M

		BR02.27		Entity Rules		Corporations may have any corporate ending (ex: LLC).		M

		BR02.28		Entity Rules		Corporations are not required to have an ending to their name.		M

		BR02.29		Entity Rules		Corporations that are natural persons must have a corporate ending to their name.
NRS 78.035 (1) - A name appearing to be that of a natural person and containing a given name or initials must not be used as a corporate name except with an additional word or words such as “Incorporated,” “Limited,” “Inc.,” “Ltd.,” “Company,” “Co.,” “Corporation,” “Corp.,” or other word which identifies it as not being a natural person.		M

		BR02.30		Entity Rules		Companies that use the word "Professional" in their name are not required to file under NRS 89		M

		BR02.31		Entity Rules		Entities that file NRS 78 Articles of Incorporation but are NRS 80 Foreign Corporations can submit an amendment with the Qualification to do Business, Certificate of Correction, or file Dissolution and start over as a Foreign Corporation.		M

		BR02.32		Entity Rules		The system will confirm that data exists in the field "Purpose" on the Articles forms. If data does not exists in this field the system will send the Processor a message indicating that this field is blank.		M

		BR02.33		Entity Rules		The system will only display Attribute List items 1-10, 13, 14, 16, and 19 when the entity type is one of the following. App Cert of Auth, App Cert of Auth – County Pop <50,000, App Cert of Auth – County Pop >= 50,000; <100,000, App Cert of Auth – County Pop >=100,000, APRA – Appointment of Resident Agent, CU – Credit Union, GID – General Improvement District, NRS 77.320 Commercial Registered Agent (CRA); CRA – Corporation, CRA – Limited Partnership, CRA – Limited-Liability Corporation, CRA – Limited-Liability Limited Partnership, CRA – Limited-Liability Partnership, CRA – Other. RRM – Railroad Map, SPA – Statement of Partnership Authority, or TTL – Telephone and Telegraph Line.

--  NRS 77.320 Commercial Registered Agent (CRA); CRA – Corporation, CRA – Limited Partnership, CRA – Limited-Liability Corporation, CRA – Limited-Liability Limited Partnership, CRA – Limited-Liability Partnership, CRA – Other will be added to the Electronic Notification List by the system.
-- The Electronic Notification List is described in CRS 001 Commercial Registered Agent.
-- Only Attribute List items 1, 2, 3, 4, 5, 6, 9, 10, 15, 16, and 19 are displayed.
-- Expiration Date is 90 calendar days after the job is committed.
-- Include Modified Name Resolution form 20303. 
-- Qualification to do Business in Nevada form 402003 is excluded
-- Foreign entities are: NRS 80F, NRS 80FCC, NRS 80FNP, NRS 80FNPCS, NRS 80FPC, NRS 86.544, NRS 87A.540, NRS 87A.655, NRS 87F, NRS 88.575, NRS 88.606F, NRS 88A.710, and NRS 89FPA		M

		BR02.34		Inclusion of One Charter With No Fee		Entities resulting from a New Filing receive a Charter. The first Charter is provided at no cost.		M

		BR02.35		Filing Fees		The system will allow for the assignment of the list filing fees contained in Appendix 1. These fees shall be configurable so that changes to the fee structure can be implemented without changes to code.		M

		BR02.36		Filing Fees Based On Stock Amount		The system will be able to automatically assign applicable filing fees based on filing type and Nevada Revised Statute (NRS). Processors and/or Supervisors will have the ability to review fees and correct if necessary.		M

		BR02.37		Stocks Calculation		The system will perform Stocks Calculation based on the following.
-- Total Authorized Shares multiplied by the par value, or
-- Total Authorized Shares without par value multiplied by $1.00, or
-- The sum of both par and no par shares		M

		BR02.38		Stocks Calculation		The system will charge the MAXIMUM fee when the "Unlimited Stock" check box is checked.		M

		BR02.39		Stocks Calculation		The system will charge the MINIMUM fee when the "Unlimited Stock" check box is NOT checked.		M

		BR02.40		Registered Agent Signature Missing On The Formation Document		Form 180304 (Registered Agent Acceptance) must be submitted at the time a new business entity is entered if the signature of the registered agent is not present on the formation document.		M

		BR02.41		Registered Agent Signature Missing On The Formation Document		The information on the registered agent acceptance form must match the registered agent information on the formation document.		M

		BR02.42		Registered Agent Signature Missing On The Formation Document		The system will support the updating of the Formation document to include a second address line.		M

		BR02.43		Physical & Mailing Address		The system will require that the physical AND mailing address provided on the New Filing form must be in Nevada. A textual description of the physical address is acceptable.		M

		BR02.44		Visibility of Supporting Documents		All supporting documents included with the New Entity filing are considered public record. (Ex: professional licenses, etc.)		M

		BR02.45		Leaving This Section		The system will automatically save edits, additions, etc. as entered.		M

		BR02.46		Officers From First Page		“Officers” from the first page are added to the database. 		M

		BR02.47		Office Title Based On Entity Type		Based on the entity type, the “officers” titles change according to the following list.
• NRS 78, 78A, 80, 80FCC, 80FNP, 81.010 – 81.160, 81.170 – 81.270, 81.410 – 81.540, 82, 89 have Officers and Directors submitted on form 100102
• Exception, a NRS 78A Closed Corporation does not have to have a Director or President.
• NRS 80 non-profit, 81, 82 have Officers and Directors submitted on form 100204
o A President or Director is required.
• NRS 86, 86.544, and 89 have Managers / Managing Members on form 100402
• NRS 87A, 88, 88.575 have General Partners on form 100503
• NRS 87 have Managing Partners on form 100602
• NRS 80FNPCS and 84 have Subscriber/Successor on form 100302
• NRS 88A and 88A.710 have Trustees on form 100702
• Non-corporations may have an entity listed as an “officer” and are the only entities that will have the option of the ‘entity’ line in the officer section; otherwise it is hidden.
• Internal corrections do not have a fee or an action.
• List Filings which are available online will only display the most recent filing.		M

		BR02.48		Fields Based On Country		The system will automatically identify addresses included on all filing forms and enter said addresses to the appropriate database records. US, non-US, and military address formats must be supported.		M

		BR02.49		Associating Scanned Documents With An Action		The system will ensure that a given Action will have no more than one scanned document. The document may be multiple pages.		M

		BR02.50		Actions List With Fees and Forms		The system will allow for the assignment of the list filing fees contained in Appendix 3. These fees shall be configurable so that changes to the fee structure can be implemented without changes to code.		M

				APPENDIX 1 -- New Business Entity – List Filing Fees

				NRS #		Title

				NRS 78		Domestic Corporations

				NRS 78A		Domestic Close Corporations

				NRS 80F		Foreign Corporations – Qualification to do Business in Nevada

				NRS 80FCC		Foreign Close Corporations

				NRS 80FNP		Foreign Non-Profit Corporations

				NRS 80FNPCS		Foreign Non-Profit Corporations Sole

				NRS 80FPC		Foreign Professional Corporations

				NRS 81.010		Domestic Non-Profit Coop Corporations

				NRS 81.200		Domestic Non-Profit Coop Associations

				NRS 81.410		Domestic Non-Profit Coop Corporations without Stock

				NRS 82		Domestic Non-Profit Corporations

				NRS 86		Domestic Limited Liability Company

				NRS 86.544		Foreign Limited Liability Company

				NRS 87		Domestic Limited Liability Partnership

				NRS 87A		Limited Partnership ULPA

				NRS 87A.540		Foreign Limited Partnership ULPA

				NRS 87A.655		Foreign Limited-Liability Limited Partnership ULPA

				NRS 87F		Foreign Limited-Liability Partnership

				NRS 88		Domestic Limited Partnership

				NRS 88.575		Foreign Limited Partnership

				NRS 88.606F		Foreign Limited-Liability Limited Partnership

				NRS 88A.710		Application of Registration for Foreign Business Trust

				NRS 88AD		Certificate of Business Trust

				NRS 89		Domestic Professional Corporations

				NRS 89FPA		Foreign Professional Association (no form)

				NRS 89PA		Domestic Professional Association (no form)

				NRS 89 PLLC		Professional Limited Liability Company

				NRS 87A		Domestic LLLP - ULPA

				NRS 88		Domestic LLLP -

						App Cert of Auth

						App Cert of Auth – County Pop < 50,000

						App Cert of Auth – County Pop = 50,000; < 100,000

						App Cert of Auth – County Pop => 100,000

						APRA – Appointment of Resident Agent

						CU – Credit Union

						GID – General Improvement District

				NRS 77.320		Commercial Registered Agent (CRA)

						RRM – Railroad Map

						SPA – Statement of Partnership Authority

						TTL – Telephone and Telegraph Line

						RN – Name Reservation

						APPENDIX 2

						Stock Amount

						> $0 to < $75,000 or less, or No Stock

						> $75,001 to  < $200,000

						> $200,001 to  < $500,000

						> $500,001 to  < $1,000,000

						For each additional > $1 to < $500,000

						Maximum Fee or Unlimited Stock

				APPENDIX 3 -- New Filings Actions

				Action		Definition

				Amended Modified Name Resolution (AMNR)
(NRS 80.025)		An entity’s name was changed then changed again and the entity recorded the two changes in their minutes.  If a foreign corporation filed here and the name requested is not available the entity must file a Modified Name Resolution form. If the entity later decides to change that name they must file an Amended Modified Name Resolution form.

				Articles of Incorporation (AOI)		The form an entity must submit to become a corporation.

				Acceptance of Registered Agent (ARA)		A Commercial or Non-Commercial Registered Agent or entity representative has agreed to accept Service of Process.  There is no fee for this form when filed with a New Filing.

				Domestication (DOM)		To change the domicile of an entity formed under a jurisdiction outside of Nevada to a Nevada jurisdiction (See NRS 92A.270(9b)). This form MUST be accompanied by a Domestic New Filing application.

				Initial List and Business License (ILO)		The first list of officers with the business license application for a new entity.

				Name Consent or Release		The form filed by an entity allowing another entity to use its name.

				Modified Name Resolution (MNR)
(NRS 80.025)		The form filed when an entity's home state name is not available in Nevada. The entity must file under a different name.

				Statement of Cancellation by Non-filing Domestic and Nonqualified Entities 
(NRS 77.380)		The form submitted for the cancellation of appointment of a registered agent.

				Articles of Domestication 
(NRS 92A.270)		The form filed by a foreign entity when it decides to change its domicile to Nevada.

				Appointment of Registered Agent by Non-filing Domestic and Nonqualified Foreign Entities 
(NRS 77.380)		The form filed when a Commercial or Non-Commercial Registered Agent or Entity Representative has agreed to accept Service of Process work for a non-entity.  It is ONLY for use by entities EXEMPT from registering under Title 7 of the NRS and appointing a Registered Agent pursuant to NRS 77.380.

				Statement of Partnership Authority 
(NRS 87.4327)		Is canceled after 5 years from filing date and if amend file issue another 5 five years and does not expire.  This action only applies to Statement of Partnership Authority entity types.

				(Video Service Provider) Application for Certificate of Authority and Affidavit 
(NRS 711)		A video company’s application.

				Declaration of Eligibility for State Business License Exemption		The form filed when a business is exempt from having a business license based on the parameters of 001, 002, 005, or 006.

				Sole Proprietor Registration - Application or Renewal 
(NRS 76)		The form filed for a NT7 business license application for a natural person or married couple.

				General Partnership Registration - Application or Renewal 
(NRS 76)		The form filed for a NT7 business license application for a general partnership.

				“Other" NT7 Registration - Application or Renewal 
(NRS 76)		The form filed for a NT7 business license application for some strange entity, such as a trust or maybe a foreign LLC working in Nevada only for a weekend.

				Sole Proprietor Notice of Exemption - Application or Renewal 
(NRS 76)		The form filed for a NT7 business license exemption for a natural person or married couple based on exemption parameters.

				General Partnership Notice of Exemption - Application or Renewal 
(NRS 76)		The form filed for a NT7 business license exemption for a partnership based on exemption parameters.

				"Other" NT7 Notice of Exemption - Application or Renewal 
(NRS 76)		The form filed for a NT7 business license exemption for an entity based on exemption parameters.

				Sole Proprietor or General Partnership Certificate of Amendment 
(NRS 76)		The form filed when a natural person, married couple, or partnership needs to make any type of change, such as a change to an address.

				"Other" NT7 Certificate of Amendment 
(NRS 76)		The form filed when an entity needs to make an amendment.

				Sole Proprietor or General Partnership Cancellation Statement 
(NRS 76)		The form filed to cancel a NT7 business license.

				"Other" NT7 Cancellation Statement 
(NRS 76)		The form filed to cancel NT7 business license.

				RN Name Reservation		The form filed to reserve an entity name for a future business or to reserve the name for 90 days.

				App Cert of Auth (and all variations)		means providing video service areas, basically their franchise agreement & they do not file a list or Business License;  various fees see forms (NRS Chapter 711)

				Appointment of Registered Agent (APRA)		The form filed when a Commercial or Non-Commercial Registered Agent or Entity Representative agrees to accept Service of Process work for a non-entity.

				Credit Union (CU)		The form filed by a non-profit business that serves much like a bank.

				General Improvement District (GID)		The form filed by a non-profit business that manages a local agency’s utility such as a water or sewer system.

				Railroad Map (RRM)		The form filed to recording certified maps, profiles of land usage, and boundaries where a road may run as used by railroads companies.

				Statement of Partnership Authority (SPA)		means expires after 5 years from filing date and if amend file issue another 5 five years from that file date then expires.  This action only applies to Statement of Partnership Authority entity types means a statement of partnership has the authority to be a partnership for five years.

				Telephone and Telegraph Line (TTL)		The form filed for telephone line maintenance or construction.

				NT7 Business License New		The form filed to obtain a new business license for any type of entity, such as a sole proprietor or general partnership.
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Identify, for each of the system requirements, whether it is: 

S-Standard Function
W-Workflow or System Configuration Required
M-Modification Required
F-Planned for Future Release
C-Custom Design and Development
N-Cannot Meet Requirement
O-Other Software

Describe how the proposed system meets the requirements specified within this RFP.



BR03-Mailroom

		Requirement ID		Function		Requirement		Project Priority
(M)andatory
(D)esired		Vendor Response		Vendor Response Explanation

		BR03.01		Scanning		The mailroom group needs 15 scanners that support letter (8.5 x 11), legal (8.5 x 14), b&w, color, duplex, does not capture highlighting.		M

		BR03.02		Scanning		The system will have the ability to enable/disable duplexing for scanning.		M

		BR03.03				The system will support the job status values of SCANNED, FILED, ARCHIVED, RETURNED, NON-PUBLIC		M

		BR03.04		Jobs		The system will generate a job number using the format of AYYYYMMDD-NNNNN
-- Leading char indicates where the job originated (ex: C = Carson City, L = Las Vegas, R = Reno, etc..)
-- YYYY = 4-digit year
-- MM = month
-- DD = day
-- NNNNN = 5-digit system assigned sequential number		M

		BR03.05		Priority		The system will assign the appropriate priority value to expedited jobs based on 
-- the expedite request of 24 hrs, 4 hrs, 2 hrs, or 1 hr.
-- the date/time received		M

		BR03.06		Priority		The system will support the bulk scanning of multiple filings, identify which filings contain an expedite request, and put those at the top of the list for a Receiptor to review/accept.		M

		BR03.07		Payments		The system will perform optical character recognition (OCR) on all scanned payment type. Cash payments will result in a receipt that gets scanned.		M

		BR03.08		Payments		The system will populate AUTHORIZED AMOUNT field w/ value from payment. This is to address the situation where a customer authorizes a payment value greater than amount due in case additional charges are required (e.g. do not exceed amount).		M

		BR03.09		Payments		The system will populate the fields for Check writer's name, numeric check amount, written check amount, bank code, account number, and check number for a payment type = CHECK.		M

		BR03.10		Payments		The system will populate fields for Last 4 #s of credit card and code for payment type = CREDIT CARD where code = type of credit card (e.g. VISA, AMEX, Discover, Diner's Club, etc.)		M

		BR03.11		Payments		The system will determine & populate CREDIT CARD TYPE (e.g. VISA, AMEX, MC, etc.) based on the credit card number.		M

		BR03.12		Payments		The system will populate the TRUST ACCOUNT field with the trust account number obtained from OCR.		M

		BR03.13		Payments		The system will allow for manual field editing of all fields if OCR is unable to determine correct value or populates a field with an incorrect value.		M

		BR03.14		Payments		The system will insert a "page" that indicates "No Payment Included" when payment is not provided.		M

		BR03.15		Payments		The system will display a payment summary that includes all methods of payment and amount. 
Ex: multiple payment types and amounts received.
Check #254 - $50.00
Check #255 - $150.00
Cash - $25
Transfer - $75		M

		BR03.16		Expedite		The system will search free text in scanned image for the words “expedite”, “rush”, “hr”, or “hour”. If any are found it will flag the job as a possible EXPEDITED request. The system will ignore these for word on the form.		M

		BR03.17		Expedite		The system will make Jobs flagged as a possible EXPEDITE request readily identifiable as such so Receiptor can manually confirm.		M

		BR03.18		Jobs		The system will support multiple filings for multiple entities in one Job.
Ex: A Registered Agent submits 50 Annual Lists with one payment type.		M

		BR03.19				The system will populate the ENTITY NAME field with the exact entity name included in the filing request. Confirmation of the entity name will take place by a Processor down stream in the workflow process.		M

		BR03.20		OCR		Description will be populated as the entity name from the filing form.  Each entity will populate the Description when multiple filings are in one job. 
-- When the leading character is a space the system will remove the space.		M

		BR03.21		Account privileges		The system will allow the Supervisor user group to configure the system to add/remove filing type queues, receipt locations, etc.		M

		BR03.22		Job queue		The system will allow the Receiptor to assign jobs to specific queues		M

		BR03.23		Job queue		The system will allow the Receiptor to assign jobs to specific Processors		M

		BR03.24		Job queue		The system will provide a visual display of the Receiptor's work queue. Each Job will include date/time of receipt, priority, filing type, source (email, fax, mail, etc.). The total number of Jobs in queue should be readily visible.		M

		BR03.25		Job queue		They system will allow a user to print any Job record or scanned document to a local or network printer.		M

		BR03.26				The system will support access to all queues by multiples users concurrently.		M

		BR03.27		Editing		The system will allow a Receiptor to edit a job.		M

		BR03.28		Editing		The system will allow a Receiptor to add a document(s) to any active, pended, or returned Job.		M

		BR03.29		Priority		The system will populate the "Date/Time Received" field in the Job record with the date/time the filing was received, which could be different than the date/time the Job was created in the system.		M

		BR03.30		Scanning/Import		A fax or email filing received between 5:00 PM and 7:59 AM on the next business day will be given a received date of that next business day by the system. 
Ex: Fax received at 8:00 PM on 4/1/15 will be given a received date of 4/2/15 in the system. Email received at 6:15 AM on 4/2/15 will be given a received date of 4/2/15.		M

		BR03.31		Scanning/Import		The system will perform a virus check on electronically received emails, faxes, and all attachment prior to Receipting.		M

		BR03.32		Scanning/Import		The system will automatically send an email notification to the customer once a system Job has been created letting them know that their filing request has been received, internal Job#, etc. for all filings for which a customer email is present.		M

		BR03.33		Reports		The system will automatically generate a daily "batch proof report" that includes Job #, Check #/amount, cash receipt #/amount, and daily total. The purpose of this report is to help confirm that all cash/check totals balance. This report can also be generated on demand by the user.		M

		BR03.34		Reports		The system will allow Receiptors to only see their batch proof report.		M

		BR03.35		Reports		The system will allow Supervisors to see all reports for Receiptors for which they manage.		M

		BR03.36		Scanning		Imaging system should automatically recognize and identify all SOS official forms and documents by type (ex: by bar code)		M

		BR03.37		Scanning		Imaged documents should be automatically queued by the software for review.		M

		BR03.38		Scanning		Email correspondence and requests should be automatically queued by the software for review.		M

		BR03.39		Scanning		Fax import receipting process requests should be automatically queued by the software for review.		M

		BR03.40		Scanning		Imaging system will recognize entity ID number when present on official forms, and correspondence. System will populate Entity name when available based on entity ID search, regardless of entity account status.		M

		BR03.41		Scanning		Imaging system should allow image editing enhancement and document order manipulation as required; and save changes.		M

		BR03.42		Priorities		The system will be able to implement a Job priority scheme to be defined as part of the project scope. Below is a possible example.

"1" is lowest level; used for jobs that are waiting for something or processor needs to “sit” on the job.
"2" & "3" are held in reserve
"4" is for normal processing
"5" & "6" are held in reserve
"7" is when a processor sends a job to their Pend queue, then the job is reassigned as a 7. 7 comes after the expedites (level 10, 13, 19, 22) but before the normal jobs (level 4).
"8" = a job assigned to a processor or supervisor, then the job is reassigned as a 8. 8 comes after the expedites (level 10, 13, 19, 22) but before the normal jobs (level 4)
"9" is held in reserve
"10" is for 24-hour expedites
"11" & "12" are held in reserve
"13" is for 4-hour on-line filings
"14" & "15" are held in reserve
"16" is to assign jobs to a processor to be completed after the 1 & 2-hour expedite jobs
"17" & "18" are held in reserve
"19" is for 2-hour expedites
"20" & "21" are held in reserve
"22" is for 1-hour expedites
"23" & "24" are held in reserve
"25" is the highest priority		M
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BR04-Trademark

		Requirement ID		Function		Requirement		Project Priority
(M)andatory
(D)esired		Vendor Response		Vendor Response Explanation

		BR04.01		Mark Type		Mark Type can be one, two, or all three types.		M

		BR04.02		Mark Names		The system will allow multiple Mark names when Goods & Service and Categories are not identical.		M

		BR04.03		Effective Date		Effective for five years from the date filed.		M

		BR04.04		Mark Specimen		The application submission must contain a B&W Mark specimen; and must be marked as a specimen.		M

		BR04.05		Mark Status		Status is Active when completed.		M

		BR04.06		Mark Number		System issues the Mark Number.		M

		BR04.07		Original Mark Date		Original Mark Date in Nevada must be earlier than the Notary date.		M

		BR04.08		File Stamp Copy		File Stamp Copy of the filing is always provided for all Mark actions.		M

		BR04.09		Filing		The system will process Mark Registration filing form 190104 (2 pages) with a fee of $100.00. Governed by NRS600.		M

		BR04.10		Renewal		The system will allow a Mark to be renewed no six (6) months prior to the Mark expiration date; but not sooner.		M

		BR04.11		Renewal		The system will set Mark STATUS to "Active" when the renewal process is complete.		M

		BR04.12		Renewal		The system will set the Mark expiration date to five (5) years after the completed renewal date.		M

		BR04.13		Renewal		The system will not allow a Mark to be renewed if it is in an expired state.		M

		BR04.14		Renewal		The system will change the Mark status to "Expired" at midnight on the date of the expiration date.		M

		BR04.15		Renewal		The system will change the Mark status to "Expired" on the next business day when the expiration date falls on a weekend or holiday.		M

		BR04.16		Renewal		The system will allow the applicant's address to be changed during the Mark renewal process.		M

		BR04.17		Renewal		The system will only allow the Address to be changed. No other information associated with the Mark may be changed?		M

		BR04.18		Renewal		The system will create a renewal notice six (6) months before the Mark expiration date.  The notice can be printed or e-mailed. The  notice is available for printing/emailing until the Mark status becomes "Expired".		M

		BR04.19		Renewal		The system will allow Marks to be renewed on-line.		M

		BR04.20		Amendment		The system will allow all fields to be edited as part of a Mark amendment		M

		BR04.21		Amendment		The system will allow a Mark to be amended while the STATUS is Active or Cancelled.		M

		BR04.22		Amendment		The system will allow minimal name changes on an amendment.		M

		BR04.23		Amendment		The system will allow an applicant's name to be changed only upon receipt of a letter or two, if individual, and supporting documents showing their name change.		M

		BR04.24		Amendment		They system will allow for address changes.		M

		BR04.25		Assignment		The system will allow the Owner/Applicant, Address, Mark Type, Goods and Services, and Class fields to be edited as part of a Mark assignment.		M

		BR04.26		Cancellation		The system can only change the Mark status to "Cancelled" when the Mark is Active.		M

		BR04.27		Copies		The system will create a File Stamp Copy of the filing and send it to the customer at no cost.		M

		BR04.28		Copies		The system will allow for a duplicate certificate to be provided upon request for a $2.00 per page fee.		M

		BR04.29		Forms/Fees		The system will support the Actions, Forms, and Fees as outlined in the table below.		M

		BR04.30		Signature		The system will require the Claimant's signature to be notarized.		M

		BR04.31		Right of Publicity		Right of Publicity must be filed with form number 190603 and include a fee of $25.		M

		BR04.32		Basis of Claim And Description Of Rights		Basis of Claim and Description of Rights are not added to the system.  This information is available on the application that is submitted.		M

		BR04.33		Priorities		The system will be able to implement a Job priority scheme to be defined as part of the project scope. Below is a possible example.

"1" is lowest level; used for jobs that are waiting for something or processor needs to “sit” on the job.
"2" & "3" are held in reserve
"4" is for normal processing
"5" & "6" are held in reserve
"7" is when a processor sends a job to their Pend queue, then the job is reassigned as a 7. 7 comes after the expedites (level 10, 13, 19, 22) but before the normal jobs (level 4).
"8" = a job assigned to a processor or supervisor, then the job is reassigned as a 8. 8 comes after the expedites (level 10, 13, 19, 22) but before the normal jobs (level 4)
"9" is held in reserve
"10" is for 24-hour expedites
"11" & "12" are held in reserve
"13" is for 4-hour on-line filings
"14" & "15" are held in reserve
"16" is to assign jobs to a processor to be completed after the 1 & 2-hour expedite jobs
"17" & "18" are held in reserve
"19" is for 2-hour expedites
"20" & "21" are held in reserve
"22" is for 1-hour expedites
"23" & "24" are held in reserve
"25" is the highest priority		M

				Authority		Action		Fee

				NRS 600		MRL – Mark Renewal		$50

				NRS 600.355		COA – Amendment/Correction of Mark
Customer can assign a mark number		$60

				NRS 600		MA – Assignment of Mark
Customer can assign a mark number		$100

				NRS 600.390		CA – Cancellation of Mark		$50
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BR05-Status

		Requirement ID		Function		Requirement		Project Priority
(M)andatory
(D)esired		Vendor Response		Vendor Response Explanation

		BR05.01		Navigation		The system will allow the user to maneuver through the system using both the computer mouse and keyboard.		M

		BR05.02		Actions		The system will provide an efficient way of performing processing actions such as Pend, Complete, and Reject (ex: buttons in the header of processing window).		M

		BR05.03		Actions		The system will allow the Processor to move a job to a Pend queue while setting the Pend duration (24 hours maximum).		M

		BR05.04		Actions		The system will perform a spell check on text in the active field (e.g. the field within which the active cursor resides).		M

		BR05.05		Actions		The system will provide the Processor with the ability to quickly reject an entire job (ex: Reject button). The system will prompt the user to confirm the rejection.		M

		BR05.06		Actions		The system will provide the Processor with the ability to quickly Complete a job (ex: Complete button) and prompt the Processor (or not) to continue to the next job in queue.		M

		BR05.07		Actions		The system will provide the Processor with the ability to quickly close/collapse the current active section and open/expand the next section in workflow.		M

		BR05.08		Actions		The system will provide the Processor with the ability to reject a job, opening a return letter.		M

		BR05.09		Copies		The system will create a File Stamp Copy of the filing and send it to the customer at no cost.		M

		BR05.10		Receipt		The system will display every Action on the receipt.		M

		BR05.11		Receipt		The system will make the Entity Number, Entity Name, and Job # always visible in the receipt.		M

		BR05.12		Document viewing/editing		The system will allow the use to save changes to the job until the job is Completed or Rejected.		M

		BR05.13		Document viewing/editing		The system will allow the user to Pause with a reason. The reason will be included in the supervisor’s report.		M

		BR05.14		Document viewing/editing		The system will allow the user to perform the following actions on a job document: zoom in, zoom out, rotate, split multi-page documents into multi/single page documents, merge multiple documents.		M

		BR05.15		Document viewing/editing		The system should allow document order manipulation as required; and save changes.		M

		BR05.16		Document viewing/editing		The system will merge document in the order in which the user selects them.		M

		BR05.17		Document viewing/editing		The system will allow the user to change the order of job pages and will update the job to match.		M

		BR05.18		Document viewing/editing		The system will allow the user to undo any edits/changes in the reverse order.		M

		BR05.19		Copies		The system will allow the user to specify the number of copies requested.		M

		BR05.20		Copies		The system will have the ability to produce certified copies with a unique identifier.		M

		BR05.21		Apostille		The system will attach an Apostille to a certified copy, certificate, or charter.
-- Non-Apostille Countries will disable the Apostille & generate Certification
-- Fee is charged in addition to Certified Copy fees
-- Can only be filed in-house
-- The system will assign the next available Apostille or Certification number
-- Disable e-mail and fax output options
-- At the end of the transaction a PDF is available to be printed
-- Document stapling and stamping are manual processes
This requirement applies to all Commercial Recordings divisions		M

		BR05.22		Good Standing		Good Standing.
-- Select type; short, long and long w/ amendments, defaults to the short form
-- Ceremonial Certificates can only be filed in house
-- The system will assign the next available Good Standing number
-- Ceremonial Certificates will disable e-mail and fax output options
-- At end of transaction a Good Standing PDF is available to be printed
     o Ceremonial certificates will be printed from a printer that has ceremonial paper loaded without Processor intervention. 
     o Ceremonial outputs will print to specified printer when a re-print is required.
     o Ceremonial outputs will be in a Good Standing PDF file.
This requirement applies to all Commercial Recordings divisions		M

		BR05.23		Charter		Charter
-- The first is free and is included for new entities.
-- Ceremonial Charters can only be filed in house.
-- Ceremonial Charters will disable e-mail and fax output options.
-- At the end of the transaction a PDF is available to be printed.
     o Ceremonial Charters will be printed from a printer that has ceremonial paper loaded without processor intervention. 
     o Ceremonial outputs will print to specified printer when a re-print is required.
     o Ceremonial outputs will be in Charter PDF file.
• Charter Identification by entity type and charter type.		M

		BR05.24		Copies		The first Copy of any requested document is free.		M

		BR05.25						M

		BR05.26		Search		The system will allow the user to search multiple fields as part of a single search.		M

		BR05.27		Notifications		The system will send an email notification to entities indicating that their annual List filing is coming due. It will include pre-populated Lists of information currently on file to confirm or update. This is currently sent to Commercial Registered Agents and Registered Agents what have signed up for electronic notification on a monthly basis.		M

		BR05.28		After Hours		The system will comply with ISO performance standards.		M

		BR05.29		Updates		The system will allow entity names to be changed.		M

		BR05.30		Updates		When an active entity changes its name the system will generate a new business license reflecting the new entity name.		M

		BR05.31		Updates		The names that are changed will be searchable in the Name Chain of the Search section.  Incorrectly spelled entity names can be corrected. The incorrectly spelled entity name will not be included in the entity name chain history if the source of the misspelling was caused by Commercial Recordings staff. If the filing entity or RA submitted a misspelled entity name then that spelling will remain in the name chain.		M

		BR05.32				The system will display only the first four entity officers in the entity record when viewed internally or via the on-line system.		M

		BR05.33				The system will identity entity officer titles based on NRS.

Based on entity type “officers” titles change according to following
-- NRS 78, 78A, 80, 80FCC, 80FNP, 81.010 – 81.160, 81.170 – 81.270, 81.410 – 81.540, 82, 89 have Officers and Directors submitted on form 100101
o A least one officer is required.
o Exception, a NRS 78A Closed Corporation does not have to have a Director.
-- NRS 80 non-profit, 81, 82 have Officers and Directors submitted on form 100203
o A least one officer is required.
-- NRS 86, 86.544, and 89 have Managers / Managing Members on form 100401
-- NRS 87A, 88, 88.575 have General Partners on form 100502
-- NRS 87 have Managing Partners on form 100601
-- NRS 80FNPCS and 84 have Subscriber/Successor on form 100301
-- NRS 88A and 88A.710 have Trustees on form 100701
-- Non-corporations may have an entity listed as an “officer.”		M

		BR05.34		Resignation of Officers		When a Resignation of Officers form is filed the system will automatically change the status of matching officers to "Resigned".		M

		BR05.35		Resignation of Officers		The system will not change the status of an entity when an officer status is changed.		M

		BR05.36		Resignation of Officers		In an officer name included in the filing is not found in the system associated w/ the given entity the system will accept the filing but will (1) not change an existing officer's status and (2) will NOT associate/add the officer with the entity.		M

		BR05.37		Fees		The Amended List of Officers (MLO) fee will be that same as the Annual List of Officers (ALO) fee.		M

		BR05.38		On-line availability		The system will make all List filings available for view on-line.		M

		BR05.39		Inclusion of Business License In Annual List		The system will require an annual List to be filed in order to obtain a business license for T7 entities.		M

		BR05.40		Registered Agent		The system will require that Registered Agents receiving entity transfers must have a status of Active.		M

		BR05.41		Registered Agent		When an entity is reassigned to a different RA the new RA's information will be updated in the entity record.		M

		BR05.42		Registered Agent		The system will monitor the number of entities assigned to Registered Agents (RA) and notify the Supervisors and RAs when the number of entities assigned reaches 10.		M

		BR05.43		Status		The system will only allow Supervisors, Lead Processors, and Deputies to change the status of a RA to "Not Valid".		M

		BR05.44		Registered Agent		The system will monitor Registered Agents to identify those with zero (0) entities assigned and notify all Supervisors.		M

		BR05.45		Priorities		The system will be able to implement a Job priority scheme to be defined as part of the project scope. Below is a possible example.

"1" is lowest level; used for jobs that are waiting for something or processor needs to “sit” on the job.
"2" & "3" are held in reserve
"4" is for normal processing
"5" & "6" are held in reserve
"7" is when a processor sends a job to their Pend queue, then the job is reassigned as a 7. 7 comes after the expedites (level 10, 13, 19, 22) but before the normal jobs (level 4).
"8" = a job assigned to a processor or supervisor, then the job is reassigned as a 8. 8 comes after the expedites (level 10, 13, 19, 22) but before the normal jobs (level 4)
"9" is held in reserve
"10" is for 24-hour expedites
"11" & "12" are held in reserve
"13" is for 4-hour on-line filings
"14" & "15" are held in reserve
"16" is to assign jobs to a processor to be completed after the 1 & 2-hour expedite jobs
"17" & "18" are held in reserve
"19" is for 2-hour expedites
"20" & "21" are held in reserve
"22" is for 1-hour expedites
"23" & "24" are held in reserve
"25" is the highest priority		M

				Fees Based On Selection

				Output		1st		24 Hours

				Certified		$30

				Apostille				$75

				Good Standing				$125

				Charters		Free		$125

				Copies		Free (1st copy)

				Actions - Status

				Action		Definition

				Entity

				ALO – Annual List & Business License		Corporations; Annually the list of officers and business license is good for one year

				ALO – Annual List & Business License		All other profit entities; annually the list of “officers” and business license is good for one year

				ALO – Annual List		Non-Profit Corporations; Annually the list of officers and business license is good for one year, NRS 82

				ALO – Annual List		Corporation Sole; Annually the list of subscribers is good for one year, NRS 84

				ALO – Annual List & Business License		Non-Profit Corporations; Annually the list of officers and business license is good for one year, unless exempt from the state business license. NRS 81

				ALO – Annual List & Business License		NRS 88 LLLP; Annually the list of managing partners and business license is good for one year

				ILO – Initial List & Business License		Initial List means the first list of officers with the business license application for a new entity, good for 1 year.

				ILO – Initial List		Non-Profit Corporations; means the first list of officers for a new entity, good for 1 year. NRS 82

				ILO – Initial List & Business License		Non-Profit Corporations; means the first list of officers for a new entity, good for 1 year. NRS 81

				MLO – Amended List		Corporations; Amended List means the list of officers that is not due is being amended because the officers are incorrectly reported or they have changed.

				MLO – Amended List		All other profit entities; Amended List means the list of “officers” that is not due is being amended because the officers are incorrectly reported or they have changed.

				MLO – Amended List		Non-Profit Corporations; Amended List means the list of officers that is not due is being amended because the officers are incorrectly reported or they have changed. NRS 82 and 81

				MLO – Amended List		Corporation Sole; Amended List means the list of subscribers that is not due is being amended because the officers are incorrectly reported or they have changed. NRS 84

				MLO – Amended List		NRS 88 LLLP; Amended List means the list of managing partners that is not due is being amended because the managing partners are incorrectly reported or they have changed.

				REI – Reinstatement, List, and Business License		Corporations; Reinstatement means the entity has not completed two or more required filings by the due dates and the right to transact business has been forfeited (NRS 78.175 (2).

				1.1.16.          REI – Reinstatement, List, and Business License		All other profit entities; Reinstatement means the entity has not completed two or more required filings by the due dates and the right to transact business has been forfeited (NRS 78.175 (2).

				REI – Reinstatement, List		Non-Profit Corporations; Reinstatement means the entity has not completed two or more required filings by the due dates and the right to transact business has been forfeited (NRS 78.175 (2). NRS 84 Corporate Sole is valid for up to 10 years in Revoked status.  They become permanently revoked after those 10 years if not reinstated.

				REI – Reinstatement, List, and Business License		Non-Profit Corporations; Reinstatement means the entity has not completed two required filings by the due dates and the right to transact business has been forfeited (NRS 78.175 (2). NRS 81

				1.1.19.          REI – Reinstatement, List		Non-Profit Corporations; Reinstatement means the entity has not completed two or more required filings by the due dates and the right to transact business has been forfeited (NRS 78.175 (2). NRS 84

				Registered Agent & Entity Representative

				ARA – Acceptance of Registered Agent		Acceptance of Registered Agent means a Commercial or Non-Commercial Registered Agent or Entity Representative agreed to accept service of process for the entity.

				RAAC – Registered Agent Address Change		Registered Agent Address Change means the Non-Commercial Registered Agent changed their address.

				RAC – Registered Agent Change		Registered Agent Change means a new Non-Commercial Registered Agent accepts service of process for the business.   And changing the agent, RA to CRA or Individual to RA, stuff like that

				RANC – Registered Agent Name Change		Registered Agent Name Change means the Non-Commercial Registered Agent changed their name.

				RAR – Registered Agent Resignation		Registered Agent Resignation means the Non-Commercial Registered Agent has stopped representing the entity or entities.

				Commercial Registered Agent

				NRS 77.320 Commercial Registered Agent		NRS 77.320 Commercial Registered Agent means an entity wants to become a Commercial Registered Agent.  10 or more is mandatory

				CANCRA – Cancellation of Commercial Registered Agent		Cancellation of Commercial Registered Agent means the Commercial Registered Agent’s privileges are cancelled.  Electronic notification is also stopped.

				CRAC – Commercial Registered Agent Statement of Change		1.1 Commercial Registered Agent Statement of Change means changing some of the information on file.

				CRAR – Commercial Registered Agent Resignation		Commercial Registered Agent Resignation means the Commercial Registered Agent has quit accept service of process for entity or entities.

				TERCRA – Termination of Commercial Registered Agent		Termination of Commercial Registered Agent means the Commercial Registered Agent has chosen to terminate the CRA standing.  Normally used when a business sells to or merges with another CRA
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See the Goals and Objectives tab in this workbook.

Identify, for each of the system requirements, whether it is: 

S-Standard Function
W-Workflow or System Configuration Required
M-Modification Required
F-Planned for Future Release
C-Custom Design and Development
N-Cannot Meet Requirement
O-Other Software

Describe how the proposed system meets the requirements specified within this RFP.



BR06-Copies

		Requirement ID		Function		Requirement		Project Priority
(M)andatory
(D)esired		Vendor Response		Vendor Response Explanation

		BR06.01		Documents		All documents on file with the SOS office in the CR division are available electronically.		M

		BR06.02		Documents		The system will be able to process Certificates, Charters, Apostilles, Business Licenses, Conversion Charters, Miscellaneous, and Status internally.		M

		BR06.03		Documents		The system will be able to create Search Reports and a Non-Existence Certificates (created from a template) w/o an associated entity in the system.		M

		BR06.04				The system will allow the Processor to generate ceremonial and non-ceremonial documents from a single request order. The system will generate the appropriate fees.		M

		BR06.05				The system will print Normal Certificates and Charters using the B&W template w/ a top margin = 3.5", bottom mar = 0.75", left mar = 0.75", and right mar = 0.75"		M

		BR06.06				The system will print Ceremonial Certificates and Charters in color charter paper w/ a top margin = 3.5", bottom mar = 0.75", left mar = 0.75", and right mar = 0.75"		M

		BR06.07				The system will allow multiple copies to be created each with a unique certification number from a single Job.		M

		BR06.08				The system will assign the proper fees based on selections (copies, expedite, certificates, etc.) and # of items		M

		BR06.09				The system will  enter "R" for Regular or "C" for Ceremonial automatically as part of the receipting process. It will also allow the user to manually enter using the computer mouse or keyboard.		M

		BR06.10		Apostille		The system will allow Apostilles to be searched by customer's name, date receipted & processed, job number, office that fulfilled order, or Processor's name.		M

		BR06.11		Apostille		When printing an Apostille the system will only print the requesting Processor's work.		M

		BR06.12		Business license		The system will be able to generate Copies with an Apostille but not be certified.		M

		BR06.13		Business license		The system will assign the appropriate fee for a copy request of a business license		M

		BR06.14		Business license		The system will assign the appropriate fee(s) for a ceremonial certificate.		M

		BR06.15		Business license		The system will only allow one (1) business license re-print at no cost ($0). The system will track how many times a Copy/re-print is issued.		M

		BR06.16		Document Unavailable From One Job To Another		A flag (skull & cross bones) indicates a document  associated with an entity is not available.
-- The system will create a letter stating the document is not available.
-- The note will be included on that filing both internally and externally.		M

		BR06.17		Charters		The system will display Charters based on entity type (see table below).		M

		BR06.18		Certificates		The system will link Certificates to the Actions that are on file for the given entity.		M

		BR06.19		Certificates		Certificate of Name Change when requested does not have a time limit for when the name was changed. The certificate will insert the Action where the name change was taken from.  It could be done during correction, merger, or conversion as well as an amendment.		M

		BR06.20				The system will allow for the production of a Name Change certificate for any name in an entity's history.		M

		BR06.21		Certificates		Specific Certificate Data is in attachments below		M

		BR06.22		Certificates		Good Standing certificate requires that an entity is Active.		M

		BR06.23		Copies		The system will be able to generate Copies of all filings of public record.		M

		BR06.24		Copies		The system will allow Copies to be File Stamped and Certified.		M

		BR06.25		Copies		The system will not electronically file stamp documents prior May 2005 (i.e. those that were manually stamped)		M

		BR06.26		Copies		The system will differential between on-line and internally produces copy orders.		M

		BR06.27		Copies		The system must be able to verify a certified number online.		M

		BR06.28		Administrative Hold Status		For entities with a status = ADMINISTRATIVE HOLD the system will only allow these entity's to order a normal or certified copy. 		M

		BR06.29		Apostille		The system will determine whether an Apostille or Certification gets issues based on whether the country identified is a Hague or non-Hague Treaty Nation.		M

		BR06.30				The system will determine what copies are available based on entity status		M

		BR06.31		Priorities		The system will be able to implement a Job priority scheme to be defined as part of the project scope. Below is a possible example.

"1" is lowest level; used for jobs that are waiting for something or processor needs to “sit” on the job.
"2" & "3" are held in reserve
"4" is for normal processing
"5" & "6" are held in reserve
"7" is when a processor sends a job to their Pend queue, then the job is reassigned as a 7. 7 comes after the expedites (level 10, 13, 19, 22) but before the normal jobs (level 4).
"8" = a job assigned to a processor or supervisor, then the job is reassigned as a 8. 8 comes after the expedites (level 10, 13, 19, 22) but before the normal jobs (level 4)
"9" is held in reserve
"10" is for 24-hour expedites
"11" & "12" are held in reserve
"13" is for 4-hour on-line filings
"14" & "15" are held in reserve
"16" is to assign jobs to a processor to be completed after the 1 & 2-hour expedite jobs
"17" & "18" are held in reserve
"19" is for 2-hour expedites
"20" & "21" are held in reserve
"22" is for 1-hour expedites
"23" & "24" are held in reserve
"25" is the highest priority		M

				Charters based on entity type

				Charters		Entity Types

				Limited-Liability Partnership Charter		NRS 87 Domestic Limited Liability Partnership

				Limited Partnership Charter		NRS 87A Limited Partnership ULPA

				Foreign Limited Partnership Charter		NRS 87A.540 Foreign Limited Partnership ULPA

				Foreign Limited-Liability Partnership Charter		NRS 87F Foreign Limited-Liability Partnership

				Limited Partnership Charter		NRS 88 Domestic Limited Partnership

				Foreign Limited Partnership Charter		NRS 88.575 Foreign Limited Partnership

				Business Trust Charter		NRS 88AD Domestic Business Trusts

				Limited Liability Company Charter		NRS 89 PLLC Professional Limited Liability Company

				Foreign Corporation Charter		NRS 80F Foreign Corporations

				Foreign Corporation Charter		NRS 80FCC Foreign Close Corporations

				Foreign Corporation Charter		NRS 80FNP Foreign Non-Profit Corporations

				Foreign Corporation Charter		NRS 80FNPCS Foreign Non-Profit Corporations Sole

				Foreign Corporation Charter		NRS 80FPC Foreign Professional Corporations

				Corporation Charter		NRS 78 Domestic Corporations

				Corporation Charter		NRS 78A Domestic Close Corporations

				Corporation Charter		NRS 81.010 Domestic Non-Profit Coop Corporations

				Corporation Charter		NRS 81.200 Domestic Non-Profit Coop Associations

				Corporation Charter		NRS 81.410 Domestic Non-Profit Coop Corporations without Stock

				Corporation Charter		NRS 82 Domestic Non-Profit Corporations

				Corporation Charter		NRS 89 Domestic Professional Corporations

				Foreign Business Trust Charter		NRS 88A.710 Foreign Business Trusts

				Foreign Limited-Liability Limited Partnership Charter		NRS 87A.655 Foreign Limited-Liability Limited Partnership ULPA

				Foreign Limited-Liability Limited Partnership Charter		NRS 88.606F Foreign Limited-Liability Limited Partnership

				Limited Liability Company Charter		NRS 86 Domestic Limited Liability Company

				Foreign Limited Liability Company Charter		NRS 86.544 Foreign Limited Liability Company

						Certificate Fees

						Copy Order

						Apostille (Hague Treaty Nations)/Certification (Non-Hague Treaty Nations)

						Ceremonial Certificate

						Ceremonial Charter

						Certificate Evidencing Name Change

						Certificate of Cancellation

						Certificate of Default

						Certificate of Dissolution

						Certificate of Existence (evidence of good standing – short form)

						Certificate of Existence (listing amendments – long form)

						Certificate of Fact of Merger

						Certificate of Good Standing

						Certificate of Non-Existence

						Certificate of Revocation

						Certificate of Statement of Partnership Authority

						Certificate of Resident Agency Vacancy

						Certificate of Withdrawal

						Certification of Document

						Copies (per page)

						Corporate Charter

						Miscellaneous Certificates

						Search Report

						Expedite Service Fees are in addition to the Copy Order fee

						1-Hour 1 or more Apostille (per entity name)

						1-Hour 1 or more Certificates (per entity name and certificate type)

						1-Hour 1 or more Charter (per entity name)

						1-Hour 1 or more Conversion Charter (per entity name)

						1-Hour 1 or more Copies (per entity name)

						1-Hour Search:  Expedite fee one search only (per entity name)

						24-Hour Apostille (per entity name)

						24-Hour Certificates:  Per entity name and certificate type

						24-Hour Charter (per entity name)

						24-Hour Conversion Charter (per entity name)

						24-Hour Copies:  Per entity name

						24-Hour Search:  Expedite fee one search only (per entity name)

						2-Hour 1 or more Apostille (per entity name)

						2-Hour 1 or more Certificates (per entity name and certificate type)

						2-Hour 1 or more Charter (per entity name)

						2-Hour 1 or more Conversion Charter (per entity name)

						2-Hour 1 or more Copies (per entity name)

						2-Hour Search:  Expedite fee one search only (per entity name)
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Identify, for each of the system requirements, whether it is: 

S-Standard Function
W-Workflow or System Configuration Required
M-Modification Required
F-Planned for Future Release
C-Custom Design and Development
N-Cannot Meet Requirement
O-Other Software

Describe how the proposed system meets the requirements specified within this RFP.



BR07-Customer Serv & Compliance

		Requirement ID		Function		Requirement		Project Priority
(M)andatory
(D)esired		Vendor Response		Vendor Response Explanation

		BR07.01		Search		The system will provide the user with the ability to search for and find entity, job, and payment records stored in the system.		M

		BR07.02		Search		The system will allow the user to search for ENTITIES using any combination of all fields associate with an entity record. This may include check #, last 4 digits of a credit card #, document number.		M

		BR07.03		Search		The system will allow the user to search for JOBS using any combination of all fields associate with an Job record. This may include check #, last 4 digits of a credit card #, document number.		M

		BR07.04		Search		The system will allow the user to search for PAYMENTS using any combination of all fields associate with a payment record. This may include check #, last 4 digits of a credit card #, document number.		M

		BR07.05		Search		The system will display a list of records that match the search criteria. The user will be able to select a record from the list and view the record details.		M

		BR07.06		Search		The system will allow the user to initiate a new search		M

		BR07.07		Search		The system will allow the user to modify the existing search and re-execute		M

		BR07.08		Search		DBRS 6.4 (Calculate with an entity) goes beyond a straight search (e.g. Calculate, Stock info, Actions).		M

		BR07.09		Search		They system will notify the user if a search does not find a matching record.		M

		BR07.10		Search		The system will require other items to be entered when a date range search is executed. 
Ex-1: Check # 1234 w/in date range of 8/10/15 - 8/30/15
Ex-2: Search for a received filing w/in date range by entity name		M

		BR07.11		Search		The system will include the JOB STATUS value in the results when search by Job number.
Ex-1: Search for an unprocessed Job that is in a "Pend" state and see which Processor pended the Job.		M

		BR07.12		Search		The system will allow for searches using multiple fields (no limit on # of fields that can be used; may include entity name, partial entity name, check #, last 4-digits of credit card, payment amount, etc.).
Ex: Search by Annual list, date range of entity filing; submitted by a Registered agent.		M

		BR07.13		Search		The system will support exact and approximate string matches in search results. For example a search using "A1 Plumbing" will return results that match "A1", "A 1", A-1", "A One", etc.		M

		BR07.14		Search		The system will ignore punctuations, endings (Inc., Corp, LLC, etc.), and words listed in the NAME AVAILABILITY list when executing a search.		M

		BR07.15		Search		The system will display a list of potential matches as the user enters criteria in a search field. As more letters are entered the list updates. This is similar to what one sees in a Google search.		M

		BR07.16		Search		The potential matches referenced in BR07.15 include text matches anywhere in the results for that field and not just at the beginning.		M

		BR07.17		Search		The system will allow the use of spaces in the search criteria		M

		BR07.18		Search		The system will allow searching by document(s) submitted.
Ex-1: Search for an entity that submitted an Annual list.
Ex-2: Search for any amendment filing associated w/ a given entity
Ex-3: Search for any Status/List filing for a given entity
Ex-4: Search for any Copies requests for a given entity		M

		BR07.19		Search		The system will allow the user to search for a specific text string that is located in the manual notes field.		M

		BR07.20		Calculate		The system will allow the user to calculate entity fees based on any selected action(s) or filing. 
-- Entity’s current stock is displayed if it exists
-- Actions can be selected to calculate fees the customer will be charged (ex: add a Revival action or business license renewal and all late fees).
-- All stock fields can be changed to determine potential fees.
-- Calculated fees are not saved and changes are not made to the entity record.		M

		BR07.21		Search		The system will allow the user to execute concurrent searches and return  search pages results. Users often need to view multiple records resulting from a search either side-by-side or at the same time. This requirement required further investigation. 

Extreme examples: A merger or conversion is filed to reduce 100+ entities into 1 entity. The user will need to view all 100+ entities when researching or processing the filing. An implementation strategy is needed to allow for the efficient retrieval, display, analysis, and management of a large number of search results.		M

		BR07.22		Search		The system will allow a user to search for and find all entities associated with a given entity name. All entities relationships resulting from (but not limited to) mergers, name changes etc. are to be listed in the entity record.

Ex-1: Entity A has changed its name to Entity B. A user searches for Entity A but a record with that name may or may not exist. The search should return Entity B because the Entity A name is associated with that entity record as a result of the name change (e.g. name change or name history).
Ex-2: Entity A, Entity B, and Entity C have previously been merged into Entity D. A user searches for Entity B. The record for Entity B exists but is closed or inactive due to the merger. The search results should include the inactive records for Entity B AND the record for Entity D as it is associated with Entity B as a result of the merger.		M

		BR07.23		Priorities		The system will be able to implement a Job priority scheme to be defined as part of the project scope. Below is a possible example.

"1" is lowest level; used for jobs that are waiting for something or processor needs to “sit” on the job.
"2" & "3" are held in reserve
"4" is for normal processing
"5" & "6" are held in reserve
"7" is when a processor sends a job to their Pend queue, then the job is reassigned as a 7. 7 comes after the expedites (level 10, 13, 19, 22) but before the normal jobs (level 4).
"8" = a job assigned to a processor or supervisor, then the job is reassigned as a 8. 8 comes after the expedites (level 10, 13, 19, 22) but before the normal jobs (level 4)
"9" is held in reserve
"10" is for 24-hour expedites
"11" & "12" are held in reserve
"13" is for 4-hour on-line filings
"14" & "15" are held in reserve
"16" is to assign jobs to a processor to be completed after the 1 & 2-hour expedite jobs
"17" & "18" are held in reserve
"19" is for 2-hour expedites
"20" & "21" are held in reserve
"22" is for 1-hour expedites
"23" & "24" are held in reserve
"25" is the highest priority		M
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Describe how the proposed system meets the requirements specified within this RFP.



BR08-General Processes

		Requirement ID		Function		Requirement		Project Priority
(M)andatory
(D)esired		Vendor Response		Vendor Response Explanation

		BR08.01		Login		They system will not require the user to enter a username/password to access the system. Logging into their individual computer will constitute adequate authentication.		M

		BR08.02		Login		The system will identify the user based on the computer from which the system is accessed.		M

		BR08.03		Login		When required, the system will support the latest versions of web browsers.		M

		BR08.04		Login		The system will allow for  multiple concurrent login for authorized users on multiple workstations by a single user.		M

		BR08.05		Login		The system will allow supervisors and other authorized staff the ability to assign user-role profile based on work assignments.		M

		BR08.06		Logout		The system will not allow a user to close the active work session if an assigned job is still in "open" status.		M

		BR08.07		Logout		If/when a user attempts to close a window containing an incomplete job the system will display a message telling the user that the open job must be completed or pended.		M

		BR08.08		Logout		The system will provide a supervisor "dashboard", that displays all active / pending jobs for a given section and relevant job information including but not limited to date/time/status/etc. .		M

		BR08.09		Logout		The system will provide a processor "dashboard", that displays all pending jobs for a given processor and relevant job information including but not limited to date/time/status/etc.		M

		BR08.10		Home page menu		The system will allow role-based Job queue assignments which the supervisor can change and maintain.		M

		BR08.11		Home page menu		The system will allow users to navigate and select keyboard and mouse shortcuts within any system screen.		M

		BR08.12		Home page menu		The system will provide a priority scheme for all queues and jobs maintained by supervisors.		M

		BR08.13		Home page menu		The system will distribute jobs via an intelligent workflow process that considers timeliness and processor user-role assignment.		M

		BR08.14		Home page menu		The system will place "expedited" job requests in the proper queue and assign based on priority and timeliness.		M

		BR08.15		Home page menu		The system will allow processors primary and secondary skill or queue assignments based on job volume and queue activity.		M

		BR08.16		Home page menu		Only one system user can open an entity record for update at a time.		M

		BR08.17		Home page menu		The system will display the message "This entity is experiencing an update by <Processor's Name>; please wait a few minutes and try again or pend the job." to an ON-LINE user who attempts to access an entity that is currently being processed.		M

		BR08.18		Home page menu		The system will display the message "This entity is experiencing an update by <Processor's Name>; please wait a few minutes and try again or pend the job." to a DESKTOP user who attempts to access an entity that is currently being processed.		M

		BR08.19		Home page menu		The system will allow a user to request access to a Job or entity record that is currently locked for update by another system user.		M

		BR08.20		Assigned jobs		They system will allow Processors to assign jobs to a any Supervisor Queue for further review as required.		M

		BR08.21		Assigned jobs		The system will allow a Supervisor to assign a job to any processor. BR08.11 and BR08.18		M

		BR08.22		Assigned jobs		Expedite jobs keep the original received date, time, and priority level. The received date is the date the filing request arrived in the mailroom.		M

		BR08.23		Pended jobs		The system will require a date/time to be set for when the pended job is to be reviewed again.		M

		BR08.24		Pended jobs		Jobs pended by a user will remain in their work queue until committed or rejected or reassigned.		M

		BR08.25		Home page menu		The system will send a notice to the Supervisors providing Job #, Processor's name, and date/time that the job was started when said job has been open for > 8 hours.		M

		BR08.26		Supervisor rights		The system will allow a Supervisor to view the assigned and pended queues of any Processor.		M

		BR08.27		Supervisor rights		The system will allow a Supervisor to change the assigned job priority. of job but does not change an expedite classification		M

		BR08.28		Supervisor rights		The system will allow a Supervisor to change the expedite classification of a job.		M

		BR08.29		Supervisor rights		The system will allow a Supervisor to move jobs from one queue to another by dragging & dropping.		M

		BR08.30		Letter		The system will support the generation and sending of a return letter at any step of any filing process.		M

		BR08.31		Letter		The system will provide the capability to  process / reject individual documents and/or filing requests within the same processing job.		M

		BR08.32		Letter		The system will link every return letter (stand-alone transaction) to a specific job and not link it to an entity.		M

		BR08.33		Letter		The system will used OCR to interpret data in each field then insert into the corresponding fields.		M

		BR08.34		Letter		The system will provide a visual indicator for any OCR fields that could not be prepopulated by imaging processing.		M

		BR08.35		Letter		The system will retain a copy of all letters / correspondence / certificates as part of the entity record.		M

		BR08.36		Letter		When no entity is on record for a given job, all letters /correspondence / forms /etc. will be associated with a Job and processor history record.		M

		BR08.37		Letter		The system will only allow authorized user-roles to generate letters for that particular role or function.		M

		BR08.38		Letter		The system will send any letter / correspondence / certificates to the system provided or any other user entered recipient(s) based on customer preferred delivery method.		M

		BR08.39		Letter		The system will allow the processor to validate the mailing address prior to completion of the Job.		M

		BR08.40		Letter		Fields 1 to 7 in the attribute list are editable by the processor. The system will allow the processor to update and/or modify any field on the system generated letter as required.		M

		BR08.41		Letter		The system will calculate all fees as required based on any customer selected options.		M

		BR08.42		Letter		The customer provided documents can be returned to the customer as required.  These returned documents will not have a file stamp.		M

		BR08.43		Letter		The system will include the submitted forms with the return letter that is sent to the customer.		M

		BR08.44		Letter		The system will allow the Processor to mark the area of the submitted document(s) that require changes by the customer.		M

		BR08.45		Letter		The system will allow a processor to generate, prepopulate, and attach any forms as required for delivery to the client via the clients preferred delivery method.		M

		BR08.46		Letter		The system will provide a template selection tool for attaching any required forms as needed. The tool will list forms by functional area and include search capabilities.		M

		BR08.47		Letter		The system will allow the Process to selected and view forms .		M

		BR08.48		Letter		The template selection tool will  display forms applicable to the type of entity being processed at the top of the list.		M

		BR08.49		Letter		The system will prepopulate job number, state processor information, and any other job specific information as needed on system generated forms, letters, and correspondence.		M

		BR08.50		Letter		The system will allow processors and other authorized user-roles to view, edit, resend or print any letter after original processing and submission for customer delivery.		M

		BR08.51		Letter		The system will retain the original and track any revisions to existing letters.		M

		BR08.52		Letter		Return Letter and documents are kept on the system for one year from the date of the letter.  On the 366 day, the return letter and documents associated are deleted.		M

		BR08.53		Letter		The system will provide a "free form" letter template on SOS letterhead, that the processor can complete as needed. The system will associate a copy of these letters with the original job and/or entity.		M

		BR08.54		Letter		The system will assign a unique identifier to all system generated letters, forms, and correspondence.		M

		BR08.55		Charitable Solicitation Reg Stmt		The system must be able to receive and process the annual forms (1) Charitable Solicitation Registration Statement and (2) Charitable Solicitation Registration Exemption.		M

		BR08.56		Charitable Solicitation Reg Stmt		The system upon receiving forms in BR09.84 will confirm that submitting entity is one of the following.
(1) NRS 82 Domestic Non-Profits
(2) NRS 80FNP Foreign Non-Profits
(3) NRS 81.010 Domestic Non-Profit Coop Corporations
(4) NRS 81.200 Domestic Non-Profit Coop Associations or
(5) NRS 81.410 Domestic Non-Profit Coop Corporations without Stock entity		M

		BR08.57		Charitable Solicitation Reg Stmt		The system upon receiving forms in BR09.84 will confirm the submitting entity also submitted its annual List of Officers Form (100204).		M

		BR08.58		Charitable Solicitation Reg Stmt		The system upon the annual List of Officers Form (100204) determine whether or not the box "Does Corporation intent to solicit charitable / tax deductible contributions?" is checked. If CHECKED = Yes then the system will required that either Form 280102 or Form 280202 be submitted in order to process the filing.		M

		BR08.59		Charitable Solicitation Reg Stmt		The system will determine and initiate any associated actions required with a given filing request and record it in the entity history.		M

		BR08.60		Charitable Solicitation Reg Stmt		The system will display all appropriate sections as applicable depending on the form or action required.		M

		BR08.61		Charitable Solicitation Reg Stmt		Processors can begin typing data in fields and the system will populate with matching valid values when they exist.		M

		BR08.62		General window function		The system will convert all entries of letters to UPPER case in predetermined fields as required.		M

		BR08.63		General window function		The PEND button will move a Job to the Processor's pending queue		M

		BR08.64		General window function		The PEND button will prompt the Processor to set the time (duration) for pending the job		M

		BR08.65		General window function		The system will include functionality to perform a spell check		M

		BR08.66		General window function		The system will allow a processor the ability to reject the entire job or selected filings.		M

		BR08.67		General window function		The system will release the entity record when processing is complete.		M

		BR08.68		General window function		The system will provide intuitive transition and workflow between screens as required.		M

		BR08.69		General window function		The system will generate and deliver a file stamp copy for every filing that will be sent to the customer at no charge via the customer provided delivery method (mail  when no method provided).		M

		BR08.70		General window function		The receipt generated by the system will have a breakdown of all filings and the associated fees.		M

		BR08.71		General window function		The system will allow the user to customize the entity record display screen as required. User Interface Design		M

		BR08.72		General window function		The system will require specific entity fields to be displayed on the entity record display.		M

		BR08.73		General window function		The system will provide functionality to ZOOM IN on a document		M

		BR08.74		General window function		The system will provide functionality to ZOOM OUT on a document		M

		BR08.75		General window function		The system will provide functionality to SPLIT multi-page documents into multiple individual documents		M

		BR08.76		General window function		The system will provide functionality to MERGE multiple documents into a single document		M

		BR08.77		General window function		The merge order (sequence) will match the order of documents selected		M

		BR08.78		General window function		The system will provide functionality to UNDO any changes made by the processor		M

		BR08.79		General window function		The system will only display certain data fields depending on entity type. See CRN 002 New Business Entity for specific rules.		M

		BR08.80		General window function		The system will provide functionality to redact information based on a user selection.		M

		BR08.81		Copy requests		The system will provide functionality to email and fax requested copies to the requestor; hardcopy Ceremonial documents excluded.		M

		BR08.82		Copy requests		The system will provide functionality to produce hardcopy Ceremonial documents for physical mailing or customer pickup.		M

		BR08.83				Section 4.7 (CRG08 Copy Requests made w/ Filings) in GENERAL PROCESSES DBRS		M

		BR08.84		Search		Section 4.8 (CRG009 Entity Search during Filing)		M

		BR08.85		Notes		The system will automatically generate notes associated with a given Job. The information inserted will include the Processor of the Job, date, Job #, type of action and how sent. Associate with the action and entity.		M

		BR08.86		Notes		The system will allow the user to manually enter free form notes for any given entity.		M

		BR08.87		Notes		The system will automatically include internal system "notes" to indicate when/where the system did not perform as expected (e.g. error handling/reporting)		M

		BR08.88		Notes (Automatic)		The system will generate notes for every processor action		M

		BR08.89		Notes (Automatic)		The system will only allow authorized users to view notes based on their security user-role.		M

		BR08.90		Notes (Automatic)		The system will allow additional notes		M

		BR08.91		Notes (Automatic)		The system will include in the automatic notes the Processor's initials, date, time, Job #, what sent, how sent.		M

		BR08.92		Notes (Automatic)		If/When a correction to an entity is made after a filing is completed and WITHOUT an associated Job the system will automatically generate notes that include Processor's initials, date, time, what field/info was changed, how, what and when.		M

		BR08.93		Notes (Automatic)		If/When a correction to an entity is made after a filing is completed and WITH an associated Job # (complaint) the system will automatically generate notes that include Processor's initials, date, time, what field/info was changed, how, what and when.		M

		BR08.94		Notes (Automatic)		Example: The officer is spelled wrong there is no new file-stamped document to send. But if there is an entity name that is spelled wrong we have to send the Charter and BL		M

		BR08.95		Notes (Manual)		The system will allow the user to manually enter notes to communicate important information regarding the entity or and incident.		M

		BR08.96		Notes (Manual)		The system will associate manual notes with the entity record.		M

		BR08.97		Notes (Manual)		The system will allow authorized users to enter manual notes based on their security user-role.		M

		BR08.98		Notes (Manual)		The system will allow edit / deletion of manually entered notes based on the user-role.		M

		BR08.99		Notes (Manual)		The system will allow a processor or supervisor to comment on an existing note.		M

		BR08.100		Notes (Manual)		The system will prompt Customer Service staff to (1) enter a note (Yes) or (2) not enter a note (No). Selecting "Yes" allows the user to enter a note. This functionality is configurable by user profile allowing a Supervisor to toggle ON or OFF this message prompt. The system will prompt the processor to enter manual notes before completing the Job. Tami		M

		BR08.101		Notes (System)		Section 4.9 (CRG 010 Note Categories), Section 11.3 (system notes).		M

		BR08.102		Notes (System)		The system will support report generation on System Notes that can be run by Deputies, Supervisor, and Lead Processors		M

		BR08.103		Notes (System)		The system will allow a user to sort the note view by date/time, user id.		M

		BR08.104		Notes (System)		The system will display notes in a table format		M

		BR08.105		Notes (System)		The system will clearly identify manually entered notes and system generated notes. Tami		M

		BR08.106		Notes (System)		The system will display one grid of automatic, manual, and Supervisor notes with a note category		M

		BR08.107		Notes (System)		The system will record all manual OCR corrections.		M

		BR08.108		Notes (System)		The system will provide a report available to only Supervisors & IT NEEDS FURTHER REVIEW Tami		M

		BR08.109		Notes (System)		Like clicking & entering / changing data in a field is how the system will know there was a correction		M

		BR08.110		Filing Output		The system will support delivery of filing process output by mail (USPS, UPS, Fed Ex, etc.), fax, email, and hold for customer pick-up.		M

		BR08.111		Filing Output		The system will list all actions and fees on a receipt with a breakdown of fees in the order of CHARGES, PAYMENT, and BALANCE.		M

		BR08.112		Filing Output		The system will list late fees on the receipt for LIST, REGISTERED AGENT, BUSINESS LICENSES		M

		BR08.113		Filing Output		The system will indicate on the receipt the years for which payment is applied		M

		BR08.114		Filing Output		The system generated receipt will include manual notes entered by the processor as needed.		M

		BR08.115		Filing Output		The system will retain a copy of all system generated forms, letters, correspondence  regardless if these documents are sent to the client.		M

		BR08.116		Filing Output		The system will generate, prepopulate and attach required forms as needed for delivery to the client.		M

		BR08.117		Filing Output		If output type selected = MAIL the system will display FIRST NAME, LAST NAME, or ENTITY NAME, ADDRESS, CITY, STATE, ZIP, COUNTRY.		M

		BR08.118		Filing Output		If output type selected = FAX the system will display FIRST NAME LAST NAME, or ENTITY NAME, and FAX number.		M

		BR08.119		Filing Output		If output type selected = EMAIL the system will display FIRST NAME LAST NAME, or ENTITY NAME, and EMAIL ADDRESS		M

		BR08.120		Filing Output		If system sends an email & it's returned as "undeliverable" the system will add a note to the job indicating that the email was not delivered and was returned.		M

		BR08.121		Filing Output		If output type selected = PICKUP the system will display FIRST NAME, LAST NAME, or ENTITY NAME		M

		BR08.122		Filing Output		If output type selected = FEDEX the system will display FIRST NAME, LAST NAME, or ENTITY NAME, TRACKING NUMBER, ADDRESS, CITY, STATE, ZIP, COUNTRY		M

		BR08.123		Filing Output		When a Job is completed the system will convert MS Word documents to PDR and prints, or faxes, or e-mails as ordered 10 minutes later.		M

		BR08.124		Filing Output		The system will require the processor to review all system generated outbound clients prior to submitting the Job as completed.		M

		BR08.125		Payment		The system will have the ability to process payments (filing fees, late fees, etc.)		M

		BR08.126		Payment		The system will accept payment received during the receipting process by manual data entry and/or by OCR of the scanned document/image.		M

		BR08.127		Payment		They receipting OCR functionality will identify the payment fund type, amount, and identifying information.		M

		BR08.128		Payment (Credit Card)		The system will only display the last 4 digits of the client credit card number on system generated receipts.		M

		BR08.129		Payment (Credit Card)		The system will require the processor to manually validate the credit card information before processing the payment.		M

		BR08.130		Payment (Credit Card)		They system will insert automatic notes stating the credit card charge is reversed.		M

		BR08.131		Payment (Credit Card)		After the credit card is charged the system will display the confirmation # in the payment section & on the receipt in the description.		M

		BR08.132		Payment (Trust Account)		The system will require the processor to validate the payment information before processing the payment transaction.		M

		BR08.133		Payment (Trust Account)		Payment processing will be the final step when processing a Job.		M

		BR08.134		Payment (Trust Account)		The system will require a Supervisor override after two (2) payment validation failures.		M

		BR08.135		Payment (Trust Account)		When the trust account number is not entered by Receiptor, the Supervisor Override can apply the trust account number		M

		BR08.136		Payment (Trust Account)		Supervisor override is completed on their computer.  Accounting will also have the privilege to override the trust account number.		M

		BR08.137		Payment (Trust Account)		Trust payments will record ENTITY NAME, JOB #, REQUESTER'S NAME, LOCATION, and ORDER or REFERENCE # for Accounting.		M

		BR08.138		Payment (Trust Account)		The system will allow multiple filings in one job to the same trust account.		M

		BR08.139		Payment (Trust Account)		The system will allow the payment Amount to be corrected before posting is completed by Accounting.		M

		BR08.140		Payment (Job transfer)		The system will allow available funds from one Job to be applied to another Job.		M

		BR08.141		Payment (Job transfer)		When no funds are available, the system will display the message “No funds are available, please verify you entered the correct job number.”		M

		BR08.142		Payment (Job transfer)		The original job number and payment type and number are in the automatic notes for all transfers.		M

		BR08.143		Payment (Job transfer)		The system will enter a system note for any funds transfer and associate that note with the original and new Jobs.		M

		BR08.144		Payment (Job transfer)		All available funds are transferred.		M

		BR08.145		Payment (Job transfer)		When amount/balance available < total new charges the system will require another method of payment to cover the balance.		M

		BR08.146		Payment (Job transfer)		The system will interface with the Great Plains accounting system to obtain trust account balance info.		M

		BR08.147		Payment (Job transfer)		The system will display the message “No Payment Included" when a payment was not included and an existing account balance is not present.		M

		BR08.148		Payment (Job transfer)		The system will allow multiple payments and payment types.		M

		BR08.149		Payment (Job transfer)		The payment received must cover the total charges in order to complete the Job		M

		BR08.150		Payment (Receipt)		Receipt, the overpayment statement will only be displayed when the cash/credit balance is >$0.		M

		BR08.151		Payment (Receipt)		The system will aligned the first address area to fit in a #10 window envelope (e.g. 2.5” from top & 1” from left margin).  The window size is 4.5" x 1”.		M

		BR08.152		Payment (Receipt)		The system will align the second address area to fit in a catalog window envelope (e.g. 8.5” from top & 1” from left margin). The window size is 4.5” x 2.5”.		M

		BR08.153		Payment (Receipt)		The system will display the order or reference numbers in the PAYMENT SUBMITTED description.		M

		BR08.154		Payment (Receipt)		The system will list all actions (including return letters) on the client receipt.		M

		BR08.155		Payment (Receipt)		When a payment is corrected, the system will generate a new receipt with the corrected information.		M

		BR08.156		Payment (Receipt)		The old receipt will be marked “VOID”.		M

		BR08.157		Payment (Receipt)		Automatic notes are inserted into the Notes table and with any overrides where administered.		M

		BR08.158		Actions		They system defines an ACTION as a type of change to an entity
-- New filings = Articles of Incorporation (AOI), Sole Proprietor Registration - Application or Renewal NRS 76, and General Partnership Registration - Application or Renewal NRA76.
-- Status = Initial List w/ Business License (ILO) & Annual List w/ Business License (ALO)
-- Amendments = Dissolution, Cancellation, and Withdrawal.		M

		BR08.159		Actions (general)		The system will automatically determine which filing actions are required based on the form type submitted.		M

		BR08.160		Actions (general)		The fields are editable.		M

		BR08.161		Actions (general)		Excluding administrative actions, each Action will have a scanned document associated with it.		M

		BR08.162		Actions (general)		The system will not accept an effective date on required forms greater than > 90 days past current date. The system will automatically perform a Dissolution action on the customer provided effective date.		M

		BR08.163		Action (name change)		The entity names that are changed will be searchable in the Name Chain of the Search section.		M

		BR08.164		Action (name change)		Processor typographical / spelling errors in the entity name will not be listed in the Name Chain after correction.		M

		BR08.165		Action (name change)		The old entity name needs to be searchable.		M

		BR08.166		Action (name change)		All entity name change actions will result in the system creating a new business license with the new entity name; applies to Active status entities only.		M

		BR08.167		Action (name change)		Name changes made during Actions = Amendments, Reinstatements, Conversions, Mergers, and Modified will need added to the name chain.		M

		BR08.168				The system will determine and include the filing period dates on all required forms.		M

		BR08.169				The system will change the entity's status to "Default Pending" on the first day after their LIST is due if it has not bee filed.		M

		BR08.170		Action (entity status)		The system will update the entity's status with action filed.		M

		BR08.171		Action (entity status)		The system will charge the action & business license fee(s) for each past year when processing a Revival or Reinstatement action.		M

		BR08.172		Action (entity status)		The system will require an Officer’s Statement (NRS 80.030) (Forms 09080*) when filing any amendments.		M

		BR08.173		Action (stock)		The system will not allow a DESIGNATION OF STOCK or AMENDMENT TO DESIGNATION OF STOCK filing if it exceeds the total stock currently on file with SOS.		M

		BR08.174		Action (stock)		The system will require that in order to process an AMENDMENT TO DESIGNATION OF STOCK must have a prior designation on file. USE CASE		M

		BR08.175		Action (stock)		The system will notify the Processor (or indicate) that the fee is based on the previous stock amount when the LIST is being filed.		M

		BR08.176		Action (stock)		The system will allow a Supervisor to edit calculated fees as required.		M

		BR08.177		Action (amendments)		The system will identify and display the type of Amendment being processed.		M

		BR08.178		Action (mergers)		The system will require that an OFFICER'S STATEMENT (Form 09080*) be filed if the merging entity is a foreign corporation.		M

		BR08.179		Action (mergers)		The STATE OF JUSIDICTION is required.		M

		BR08.180		Action (mergers)		If both the merging & surviving entities are on file the imaged filing request is linked to both entities; Foreign Corporation entities excluded (Form 14010*)		M

		BR08.181		Action (mergers)		All entities involved in a merger must be listed on the merger document whether or not they are on file with our office.		M

		BR08.182		Action (mergers)		Multiple entities can merge into the Surviving Entity.		M

		BR08.183		Action (conversions)		State of Jurisdiction is required on an entity conversion.		M

		BR08.184		Action (conversions)		A Conversion Charter is required to display the conversion filing date, not the original filing date.		M

		BR08.185		Action (conversions)		A foreign corporation is required to file an OFFICER STATEMENT (Form 090803) before they can convert in or out.		M

		BR08.186		Action (conversions)		The resulting entity of a conversation action CANNOT be an LLP (NRS Chapter 87)		M

		BR08.187		Refunds		The system will provide functionality to refund a customer for overpayments caused by items including, but not limited to, system issues and duplicate filings.		M

		BR08.188		Refunds		The processing of a refund requires the receipt of a written refund request (Form XXXXX) that includes ENTITY NAME, JOB NUMBER, and AMOUNT OF REFUND being requested.		M

		BR08.189		Refunds		The system will route the refund request to the Refund queue.		M

		BR08.190		Refunds		The system will notify the customer when their refund has been approved or denied via their preferred delivery method.		M

		BR08.191		Refunds		The system will associate the payment documents with the original and refund Jobs.		M

		BR08.192		Refunds		They system will open a free form text field when the customer selects OTHER for the refund reason.		M

		BR08.193		Refunds		The system will require Deputy approval if the Refund amount => $500		M

		BR08.194		Refunds		The system will assign the PRIORITY = 1 for credit card & trust refunds		M

		BR08.195		Refunds		The system will assign the PRIORITY = 2 for cash & check refunds		M

		BR08.196		Refunds		The system will require the Processor enter a note explaining why the refund request was denied.		M

		BR08.197		Administrative Actions		The system will allow an ADMINISTRATIVE HOLD to be placed on an entity account record to stop the entity or registered agent from doing future business with the SOS until the reason for the hold has been resolved.		M

		BR08.198		Priorities		The system will be able to implement a Job priority scheme to be defined as part of the project scope. Below is a possible example.

"1" is lowest level; used for jobs that are waiting for something or processor needs to “sit” on the job.
"2" & "3" are held in reserve
"4" is for normal processing
"5" & "6" are held in reserve
"7" is when a processor sends a job to their Pend queue, then the job is reassigned as a 7. 7 comes after the expedites (level 10, 13, 19, 22) but before the normal jobs (level 4).
"8" = a job assigned to a processor or supervisor, then the job is reassigned as a 8. 8 comes after the expedites (level 10, 13, 19, 22) but before the normal jobs (level 4)
"9" is held in reserve
"10" is for 24-hour expedites
"11" & "12" are held in reserve
"13" is for 4-hour on-line filings
"14" & "15" are held in reserve
"16" is to assign jobs to a processor to be completed after the 1 & 2-hour expedite jobs
"17" & "18" are held in reserve
"19" is for 2-hour expedites
"20" & "21" are held in reserve
"22" is for 1-hour expedites
"23" & "24" are held in reserve
"25" is the highest priority		M
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See the Goals and Objectives tab in this workbook.

Identify, for each of the system requirements, whether it is: 

S-Standard Function
W-Workflow or System Configuration Required
M-Modification Required
F-Planned for Future Release
C-Custom Design and Development
N-Cannot Meet Requirement
O-Other Software

Describe how the proposed system meets the requirements specified within this RFP.



BR09-Accounting

		Requirement ID		Function		Requirement		Project Priority
(M)andatory
(D)esired		Vendor Response		Vendor Response Explanation

		BR09.01		Payment
(Credit Card)		The system will allow a user (Processor or Supervisor) to request a reversal to a credit card charge.		M

		BR09.02		Payment
(Credit Card)		The system will allow Accounting to perform a credit card reversal.		M

		BR09.03		Refunds		The system will NOT archive refund requests (e.g. documents). The system will delete the refund request document record 18 months after the refund was approved or denied.		M

		BR09.04		Refunds		Any available funds associated with the given entity will be removed from availability once the refund has been approved. These funds are not available to be "swept" into the General Fund.		M

		BR09.05		Refunds		The system will allow Accounting to transfer (e.g. unsweep) funds back to a given Job.		M

		Mailroom

		BR09.06		Payments		The system will perform optical character recognition (OCR) on all scanned payment types. Cash payments will result in a receipt that gets scanned.		M

		BR09.07		Payments		The system will populate AUTHORIZED AMOUNT field w/ value from payment. This is to address the situation where a customer authorizes a payment value greater than amount due in case additional charges are required (e.g. do not exceed amount).		M

		BR09.08		Payments		The system will populate the fields for Check writer's name, numeric check amount, written check amount, bank code, account number, and check number for a payment type = CHECK.		M

		BR09.09		Payments		The system will populate fields for Last 4 #s of credit card and code for payment type = CREDIT CARD where code = type of credit card (e.g. VISA, AMEX, Discover, Diner's Club, etc.)		M

		BR09.10		Payments		The system will determine & populate CREDIT CARD TYPE (e.g. VISA, AMEX, MC, etc.) based on the credit card number.		M

		BR09.11		Payments		The system will populate the TRUST ACCOUNT field with the trust account number obtained from OCR.		M

		BR09.12		Payments		The system will allow for manual field editing of all fields if OCR is unable to determine correct value or populates a field with an incorrect value.		M

		BR09.13		Payments		The system will include a means of indicating that payment was not received with a given filing.		M

		BR09.14		Payments		The system will provide a means of allowing the Accounting system to update a processed job indicating that payment has not cleared.		M

		BR09.15		Payments		The system will identify the return type from Accounting		M

		BR09.16		Payments		The system will take the appropriate action to reverse the filing upon notice from Accounting that funds did not clear.		M

		BR09.17		Payments		The system will associate refund requests to the original filing job.		M

		BR09.18		Payments		The system will allow authorized users to approve or deny refund requests.		M

		BR09.19		Payments		The system will interface with Accounting (Great Plans) to deliver a single refund batch file daily.		M

		BR09.20		Priorities		The system will be able to implement a Job priority scheme to be defined as part of the project scope. Below is a possible example.

"1" is lowest level; used for jobs that are waiting for something or processor needs to “sit” on the job.
"2" & "3" are held in reserve
"4" is for normal processing
"5" & "6" are held in reserve
"7" is when a processor sends a job to their Pend queue, then the job is reassigned as a 7. 7 comes after the expedites (level 10, 13, 19, 22) but before the normal jobs (level 4).
"8" = a job assigned to a processor or supervisor, then the job is reassigned as a 8. 8 comes after the expedites (level 10, 13, 19, 22) but before the normal jobs (level 4)
"9" is held in reserve
"10" is for 24-hour expedites
"11" & "12" are held in reserve
"13" is for 4-hour on-line filings
"14" & "15" are held in reserve
"16" is to assign jobs to a processor to be completed after the 1 & 2-hour expedite jobs
"17" & "18" are held in reserve
"19" is for 2-hour expedites
"20" & "21" are held in reserve
"22" is for 1-hour expedites
"23" & "24" are held in reserve
"25" is the highest priority		M
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See the Goals and Objectives tab in this workbook.

Identify, for each of the system requirements, whether it is: 

S-Standard Function
W-Workflow or System Configuration Required
M-Modification Required
F-Planned for Future Release
C-Custom Design and Development
N-Cannot Meet Requirement
O-Other Software

Describe how the proposed system meets the requirements specified within this RFP.



BR10-NT7

		Requirement ID		Function		Requirement		Project Priority
(M)andatory
(D)esired		Vendor Response		Vendor Response Explanation

		BR10.01		General		All NT7 processing must be fully integrated into eSOS		M

		BR10.02		Name Verification		The system will perform a name search on a new or renewed NT7 filings and alert processor when two(2) or more demographics match		M

		BR10.03		General		The system will prepopulate associated business names when they exist		M

		BR10.04		Payment		The system must be capable of processing multiple payment types and amounts for any individual job.		M

		BR10.05		general		The system will automatically populate city and state based on zip code lookup		M

		BR10.06		General		The system will retain a history of all changes made to NT7 entities (address, name, etc.)		M

		BR10.07		General		The system will produce a system note associated with the entity whenever a client performs a self-service action via Silver Flume		M

		BR10.08		General		The system will produce a return letter when an NT7 filing cannot be processed		M

		BR10.09		General		The system will prepopulate submitter information via OCR		M

		BR10.10		General		The system will generate and produce NT7 renewal notifications and deliver via client's preferred delivery method		M

		BR10.11		General		The system will identify the user as "web" for all self-service actions performed by a client via Silver Flume		M

		BR10.12		Priorities		The system will be able to implement a Job priority scheme to be defined as part of the project scope. Below is a possible example.

"1" is lowest level; used for jobs that are waiting for something or processor needs to “sit” on the job.
"2" & "3" are held in reserve
"4" is for normal processing
"5" & "6" are held in reserve
"7" is when a processor sends a job to their Pend queue, then the job is reassigned as a 7. 7 comes after the expedites (level 10, 13, 19, 22) but before the normal jobs (level 4).
"8" = a job assigned to a processor or supervisor, then the job is reassigned as a 8. 8 comes after the expedites (level 10, 13, 19, 22) but before the normal jobs (level 4)
"9" is held in reserve
"10" is for 24-hour expedites
"11" & "12" are held in reserve
"13" is for 4-hour on-line filings
"14" & "15" are held in reserve
"16" is to assign jobs to a processor to be completed after the 1 & 2-hour expedite jobs
"17" & "18" are held in reserve
"19" is for 2-hour expedites
"20" & "21" are held in reserve
"22" is for 1-hour expedites
"23" & "24" are held in reserve
"25" is the highest priority		M
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Identify, for each of the system requirements, whether it is: 

S-Standard Function
W-Workflow or System Configuration Required
M-Modification Required
F-Planned for Future Release
C-Custom Design and Development
N-Cannot Meet Requirement
O-Other Software

Describe how the proposed system meets the requirements specified within this RFP.

See the Goals and Objectives tab in this workbook.
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1. Overview

1.1 Introduction


1. The Amendments Section processes amendments and complex actions for Title 7 corporations and Non-Title 7 entities.  Dissolutions, cancellations, and withdrawals are 75-80% of the volume processed.  Amendments is responsible for processing complex actions.  All actions are listed in CRG 014 Actions.

2. Lead Processors are assigned to the Amendments Section.  Lead Processors have the skills and knowledge to process any filing types as well as receipting in of filings, and to assist in customer service.

3. The processor reviews jobs for completeness.  If there are no problems with the job, proper payment is received, job is processed, committed, and the job is complete.  Customers receive a file stamped copy of the filing.  Customers request how they are notified the job is complete; they may select fax, e-mail, pick up and/or mail.

1.2 Reports


1. Provide ability for supervisors, deputies, and those with the privilege to access real time activity reports.


2. The ad hoc reports are also required.  The reports need to be customizable then savable.  The reports need to give access to all fields in the Commercial Recordings System databases.

3. Report for a single processor’s work, type of transactions, start, ending, and total time to complete individual transactions/jobs, by a single or date range is required.

4. Supervisors need a report to monitor not only the number of jobs processed by each processor, in real-time, but also sortable in sections, such as the number of lists, articles or amendments processed.


5. Provide capability for processors to run reports on the jobs and type of work they have completed.

2. Context Diagram


This context diagram shows the high-level flow for Amendment.  This diagram should show the scope and boundaries and other systems that interface.
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1. Overview

1.1 Introduction


1. This introduction is of the eSoS system as is functions during early 2015.  The functions are described with the New Filings section in mind.


2. The New Filings processes organizational documents for entities under Nevada Revised Statutes, Title 7 – Business Associations, Securities, and Commodities.  These documents include but are not limited to, articles of incorporation/organization, state business licenses, exemption notices, other formation documents, and initial lists.  In addition, the Section processes business licenses for Nevada Revised Statutes Chapter 76 – considered “Non-Title 7” entities (sole proprietors, general partnerships, and “Other” NT7 registrations.)


2.1. Online submittals of new filings documents are also added to the New Filings queue.  

2.2. The processor reviews jobs for completeness.  If there are no problems with the job, it is processed, committed, and the job is complete.  Customers request how they are notified when the job is complete; they may select fax, e-mail, mail, or pickup.  Customers receive a file stamped copy of the filing and may request a re-print once for 60 days if they did not receive the filing. 

1.2 Reports

1.5.1
Provide ability for supervisors, deputies, and those with the privilege to access real time activity reports.


1.5.2
The ad hoc reports are also required.  The reports need to be customizable then savable.  The reports need to give access to all fields in the Commercial Recordings System databases.  

1.5.3
Report for a single processor’s work, type of transactions, start, ending, and total time to complete individual transactions/jobs, by a single or date range is required.  

1.5.4
Supervisors need a report to monitor not only the number of jobs processed by each processor, in real-time, but also sortable in sections, such as the number of lists, articles or amendments processed.


1.5.2
Provide capability for processors to run reports on the jobs and type of work they have completed.

2. Scope of Work


This statement of work is based on the needs of New Filings.  This includes defining detailing new functional business requirements.  


Processes or functional areas covered in this phase include both those typically performed by New Filings staff.


2.1. Performing new entity filings of all types  


2.2. Performing review of online Title-7 new filings


2.3. Performing all Name Reservation filings


2.4. A second name availability check when job is committed.

2.5. Performing the Non-Title 7 filings will be within this system. 


3. Context Diagram


This context diagram shows the high-level flow for New Filings.  This diagram should show the scope and boundaries and other systems that interface.
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4. Functional Descriptions


New Filings processors perform the filing process for adding new entities into the system.  Some entities have stock values and other do not.  Some entities do and do not have an existing registered agent.  Filings also include the initial list, copies, and supporting documents.  The processor reviews the documents sent by the customer.  

It is assumed that there will not be duplicate entities, individuals, address, and processors allowed in the new system.


4.1 CRN 001 Name Availability

		Project Name

		Corporate Filing Re-Write

		Version

		2.7



		Application

		System for Corporate Filing



		Revision Description

		Requirements updated from DBRS

		Last Modified

		December 4, 2014



		

		Revised based on Team input

		

		January 22, 2015



		

		Revised from Requirements meeting on 1/28/2015

		

		January 30, 2015



		

		Revised from Team’s review meeting

		

		February 3, 2015



		

		Revised from Developer’s review

		

		February 20, 2015



		

		Revised from Team’s review meeting

		

		March 5, 2015



		

		Revised based on recommendations from Developer’s review

		

		March 20, 2015



		

		Team agreed to not make changes to existing programming at this time

		

		April 2, 2015





1. Description


1.1. These requirements detail the system using the optical character recognition software to search for the entity name.  This search is used for new entities, name reservations, and commercial registered agents.  This tool works to prevent duplicate names being entered in the system when they are not authorized.


2. Initiating Actors


2.1. Internal System for Corporate Filing.


2.2. Mailroom Receiptors.


3. Pre-Condition


3.1. Jobs are scanned in to the Queue.


3.2. Online Jobs are added to the Queue.


4. Post-Condition


4.1. System searches the entity data base for a matching entity record.


4.2. If match is found, the processor will have the opportunity to Accept or Reject the name submitted.


4.3. Regulatory and Restricted words are flagged.

5. Frequency


5.1. Normal use is approximately 300 transactions occur per day for three processors.

6. Normal Flow


6.1. Name Availability

		Action (what the processor does)

		Result (what the system does)



		1. Loads forms into the scanner

		The system reads the forms’ bar codes, or matches the form map as a new NRS76, queues job to New Filings



		2. 

		The system reads and inserts the text from the fields into the proper database fields displayed for the processor



		3. 

		The system searches for the entity name in the entity name data base and regulatory and restricted word list and NRS 76 Business Names in the restricted word list



		4. Clicks My Queue or Alt M to begin New Filings

		The system did not find any potential matches, Corporate Search section opens in front of the New Business Entity section will be presented with text from the form.  Message states “Do you want to search for this entity name?”



		5. Click Yes

		Message clears and the name is inserted in the entity name field



		6. Verify name is correct then click Search

		System search and presents no results 



		7. Click Approve

		7.1. Business Entity section opens


7.2. Automatic notes are inserted into the Notes table



		8. 

		Transaction completes…



		9. Click Complete

		The system searches for the entity name in the entity name data base and regulatory and restricted word list



		10. 

		The system did not find any potential matches and New Business Entity section opens





7. Alternate Flows

7.1. System found potential entity name matches and Name Consent box is checked, or match on restricted word list, Approve

At Step 3

		Action (what the processor does)

		Result (what the system does)



		1. 

		The system finds potential match in the restricted word list



		2. 

		The system presents the Name Availability Verification section with all potential entity name matches



		3. Reviews the Correspondence; and an agency’s approval letter or regulating agency stamp on document is included

		



		4. Click Approve or Alt A

		4.1. New Business Entity section opens


4.2. Automatic notes are inserted into the Notes table 



		5. Open Supporting Document

		Transaction continues to add Supporting Documents





7.2. System found potential entity name match, or match on restricted word list, Reject

At Step 3

		Action (what the processor does)

		Result (what the system does)



		1. 

		The system finds potential entity name match(es)



		2. 

		The system finds potential match in the restricted word list



		3. 

		The system presents the Name Availability Verification section with all potential entity name matches



		4. Reviews the Correspondence; and no name consent nor approvals for a restricted word is included

		



		5. Click Reject or Alt R

		Message asks “Process a Return Letter?”



		6. Click Yes

		6.1. Return Letter section opens,


6.2. Automatic notes are inserted into the Notes table





8. Assumptions


8.1. Duplicate names will be allowed into the database with processor’s approval.


9. Exceptions


9.1. System goes down 

9.2. Commercial Registered Agents and NRS 76 Business License applications are allowed to have duplicate name as a Title 7 entity. 


10. References


10.1. ..\..\DBRS\New Filings\ER - BARD DBRS New Filings  V1.3.doc

11. Business Rules


11.1. Processor must approve the duplicate name.


11.2. System searches for name availability against existing entity names with the status of Active, Default, Revoked, Permanently Revoked, and Name Reservations.


11.2.1. When a Name Reservation is the same as the New Business Entity, the Entity Number will not change when the process approves the name.


11.3. Prior to comparison, the string is modified in the following way (in this order):


11.3.1. All commas (,) are replaced with spaces.


11.3.2. All characters except for letters, numbers, and spaces are removed.


11.3.3. Multiple spaces are compressed to single spaces.


11.3.4. “Corp noise words” (like “INC”) are removed (only if not part of another word, meaning it is surrounded by spaces).


11.3.5. Spaces are removed.

11.4. An entity name that is filed and processes takes precedence over any names that have not yet been filed and processed. 

12. Work Flow Map
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13. User Interface Design

		Work Queue

		My Queue

		Current Job

		Search

		



		



		Name Availability

		 



		



		Entity Number

		Entity Name

		Type

		Status



		

		

		

		



		

		

		

		



		

		

		

		



		



		

		Approve

		

		Reject

		

		

		

		

		



		





13.1. Attribute List


		#

		Field Name

		Optional Mandatory


Conditional

		Display Type

		Data Type

		Default Value

		Dropdown/ Values

		Length

		Allow to Modify

		Validations

		Remarks/ Comments



		



		1. 

		Entity Name

		Mandatory

		Text

		Alphanumeric

		Name read on New Filing form

		None

		250

		No

		

		



		2. 

		Name Consent

		Conditional

		Check box

		Box

		None

		None

		

		No

		System will read the bar code for the Name Consent then mark the box

		



		3. 

		Entity Number

		Mandatory

		Text

		Alphanumeric

		From the existing database

		None

		15

		No

		

		



		4. 

		Entity Name

		Mandatory

		Text

		Alphanumeric

		From the existing database

		None

		250

		No

		

		



		5. 

		Type

		Mandatory

		Text

		Alphanumeric

		From the existing database

		None

		15

		No

		

		



		6. 

		Status

		Mandatory

		Text

		Alphanumeric

		From the existing database

		None

		50

		No

		

		





13.2. Functionality


		Link

		Functionality



		Entity Number

		The entity number will function as a link to open the entity.



		Button

		Functionality



		Reject

		Opens the Return Letter window, the section sill be processed as a return letter.



		Approve

		Opens the New Business Entity section, duplicate name will be added to the database.  



		Check Box

		Functionality



		Check

		Will indicate the correspondence includes a Name Consent.





4.2 CRN 002 New Business Entity


		Project Name

		Corporate Filing Re-Write

		Version

		2.3



		Application

		Commercial Recordings System



		Revision Description

		Updated from original DBRS

		Last Modified

		December 2, 2014



		

		Input from business team

		

		January 22, 2015



		

		Revised from Requirements meeting on 1/28/2015

		

		January 30, 2015



		

		Revised from Team’s review meeting

		

		February 3, 2015





1. Description


1.1. This requirement details the New Business Entity section.  There are more types of new entities than the familiar T7 Corporations, Limited Liability Companies, etc.  New Commercial Registered Agents, Credit Unions, Statement of Partnership Authorities, and Name Reservations are also New Entities.  A New Business Entity is the act of adding a new record into the system. This requirement includes Non-Title 7 entities.

2. Initiating Actors


2.1. Internal System for Corporate Filing


2.2. Internal Processors


3. Pre-Condition


3.1. Entity’s name is validated for duplicates or regulatory restricted words.


4. Post-Condition


4.1. New Business Entity is validated or rejected


5. Frequency


5.1. Normal use is approximately 300 transactions occur per day for three processors.

5.2. Special Entities and Commercial Registered Agents are added rarely.

6. Normal Flow


6.1. New Business Entity 

		Action (what the processor does)

		Result (what the system does)



		1. Clicks Approve or Complete

		Name Availability closes New Business Entity and Scanned Documents sections open



		Entity Information



		2. 

		The Entity Name is inserted and is completed



		3. 

		The Entity Number is assigned by the system



		4. 

		The Nevada Identification Number is assigned by the system



		5. 

		Job Number is displayed from the Scanned Documents



		6. 

		Receiptor Initials are displayed from the Scanned Documents



		7. 

		The system displays the Amount Received from the Scanned Documents



		8. 

		Total Charges are calculated and as fee items are added this field will automatically update



		9. 

		The system will display the Annual List Due Date once it is established by the filing when applicable



		10. 

		The system reads the form’s bar code then selects the Entity Type



		11. 

		The Entity Name is inserted into the Exact Name in Nevada field, spell check is completed



		12. 

		When applicable, the Foreign Name is inserted into the Foreign Name field



		13. 

		When applicable, the Associated Business Name is inserted into the Associated Business Name field



		14. 

		When applicable, the Jurisdiction is inserted into the Qualifying State field



		15. 

		The Status is set to Active



		16. 

		The Original Filing Date is the date the job is received



		17. 

		The List Due Date is set to the last day of the next month, when applicable



		17.1. 

		If the Initial List is included with New Filing it sets the List Due Date to the last day of the formation month in one year, when applicable



		17.2. 

		If the Initial List is included with New Filing it sets the Business License Expiration Date to the last day of the formation month in one year, when applicable



		17.3. 

		The Business License Exemption Code is displayed when marked on the Initial/Annual List form, when applicable



		18. Select the Optional Expiration Date

		The Optional Expiration Date, when applicable, is entered manually 



		19. 

		LLC management - Mangers or Managing Members when applicable, is displayed



		20. 

		Administrative Hold is marked “No”



		Authorized Stock will populate as it is entered on the form for NRS 78, 78A, 80, 81.010, and 89



		21. 

		Number of shares with Par Value, when applicable, is displayed as entered on form



		

		Par value per share, when applicable,  is displayed as entered on form



		22. 

		Number of shares without Par Value, when applicable,  is displayed as entered on form



		23. 

		Total Authorized Capital is calculated from information provided - excluding no par shares



		24. 

		Charges Total updates based on the entity type and stock calculations when applicable



		Additional Information



		25. 

		Charitable Solicitation Registration Statement, when applicable, is marked “Yes” when forms 28010 or 280201 is included



		26.  

		Publicly Traded, when applicable, is automatically marked “Yes”



		27. 

		Benefit Corporation, when applicable, is marked “Yes” when the check mark is present on the form



		28. 

		Central Index Key, when applicable, is automatically entered when applicable



		29. 

		Good & Services, when applicable, is manually entered when applicable



		30. 

		Name Consent Date, when applicable, is defaulted to the Received Date, when applicable



		31. 

		Restricted LLC, when applicable, is selected as indicated on form entered when applicable



		32. 

		Series LLC, when applicable, is automatically entered when applicable 



		Processor’s Responsibility



		33. Verifies all data matches scanned form

		System correctly interpreted the form



		34. Click Commercial and Non-Commercial Agent, Click the “-” on the Commercial and Non-Commercial Agent’ row, or tab to Next then the Enter key

		Business Entity collapses and the next step expands





7. Alternate Flows

7.1. Correcting the Entity Type when application was not interpreted correctly.

At Step 15, go to step 3

		Action (what the processor does)

		Result (what the system does)



		1. Verifies all data matches scanned form

		System incorrectly interpreted the form type



		2. Click Entity Type

		Entity Type menu opens



		2.1. Scroll down the list using scroll bar or arrow keys

		Entity Types are displayed



		2.2. Select Entity Type by clicking or Enter key when the correct Entity Type is highlighted

		Entity Type is selected, applicable fields are displayed.



		3. 

		Transaction continues with reviewing step 6





7.2. The Entity Name on application was incorrectly interpreted.

At Step 15, go to step 6

		Action (what the processor does)

		Result (what the system does)



		1. Verifies all data matches scanned form

		System incorrectly interpreted the Entity Name



		2. Click Entity Name

		Curser moves to Entity Name 



		3. Enter Entity Name as displayed on form

		Entry is displayed



		4. 

		Transaction continues with reviewing step 7





7.3. The Foreign Name on application was incorrectly interpreted.

At Step 15, go to step 7

		Action (what the processor does)

		Result (what the system does)



		1. Verifies all data matches scanned form

		System incorrectly interpreted the Foreign Name



		2. Click Foreign Name

		Curser moves to Foreign Name 



		3. Enter Foreign Name as displayed on form

		Entry is displayed



		4. 

		Transaction continues with reviewing step 9





7.4. The Jurisdiction on application was incorrectly interpreted.

At Step 15, go to step 9

		Action (what the processor does)

		Result (what the system does)



		1. Verifies all data matches scanned form

		System incorrectly interpreted the Jurisdiction



		2. Click Jurisdiction

		Curser moves to Jurisdiction



		3. Select Jurisdiction as displayed on form

		Selection is displayed



		4. 

		Transaction continues with reviewing step 10





7.5. The Stock is Unlimited or there is No Stock

At Step 15, go to step 12

		Action (what the processor does)

		Result (what the system does)



		1. Verifies all data matches scanned form

		System incorrectly interpreted the Stock



		2. If applicable, select Unlimited or No Stock check box 

		Selection is displayed



		3. Verify Total Authorized Stock is correct

		Calculation is displayed



		4. Click another Section or Tab

		Charges Total updates based on the Stock



		5. 

		Transaction continues with reviewing step 13





7.6. The Stock information is incorrect.

At Step 15, go to step 12

		Action (what the processor does)

		Result (what the system does)



		1. Verifies all data matches scanned form

		System incorrectly interpreted the Stock



		2. If applicable, enter correct Number of Shares with Par Value

		Entry is displayed



		3. If applicable, enter correct Par Value per Share

		Entry is displayed



		4. If applicable, enter correct Number of Shares without Par Value

		Entry is displayed



		5. Verify Total Authorized Stock is correct

		Calculation is displayed



		6. Click another Section or Tab

		Charges Total updates based on the Stock



		7. 

		Transaction continues with reviewing step 13





8. Assumptions


8.1. No more data shall be captured than is in the existing database


9. Exceptions


9.1. System goes down 


10. References


10.1. S:\Projects\Esos Rewrite\DBRS\New Filings\BARD DBRS New Filings  V2.0 cleaned up.doc 

11. Business Rules


11.1. Automatic notes are inserted into the Notes table and includes revisions.

11.2. Entity Rules:

11.2.1. Corporations may have any corporate ending, including “LLC”.

11.2.2. Corporations do not have to have an ending to their name.

11.2.3. Corporations who are natural persons must have a corporate ending to their name.  NRS 78.035 (1) - A name appearing to be that of a natural person and containing a given name or initials must not be used as a corporate name except with an additional word or words such as “Incorporated,” “Limited,” “Inc.,” “Ltd.,” “Company,” “Co.,” “Corporation,” “Corp.,” or other word which identifies it as not being a natural person.

11.2.4. NRS 76 Sole Proprietor, Partnership, and Other display the Entity Name, Status, File Date, Entity Type, Exemption Code, NV Business License ID, and Business License Expiration Date are public information.  All other data is not released online or in Copies.

11.2.4.1. Only Attribute List items 10, 12, 14, 15, 16, and 17 are displayed for these entity types.

11.2.5. Any company using the word ‘professional’ in the name is not required to file under NRS 89

11.2.6. Entities who file NRS 78 Articles of Incorporation but are NRS 80 Foreign Corporations can submit an amendment with the Qualification to do Business, Certificate of Correction or file Dissolution and start over as Foreign Corporation.

11.2.7. Several Stock amounts can be displayed.  The total stock amount will be what the fees will be based on.

11.2.8. The Purpose field on the articles forms must be validated that data exists.  If no data is in that field, indicate by giving the processor a message that this field is blank. 

11.2.9. Only Attribute List items 1, 2, 3, 4, 5, 6, 7, 8, 9, 10, 13, 14, 16, and 19 are displayed when the entity type is App Cert of Auth, App Cert of Auth – County Pop <50,000, App Cert of Auth – County Pop >= 50,000; <100,000, App Cert of Auth – County Pop >=100,000, APRA – Appointment of Resident Agent, CU – Credit Union, GID – General Improvement District, NRS 77.320 Commercial Registered Agent (CRA); CRA – Corporation, CRA – Limited Partnership, CRA – Limited-Liability Corporation, CRA – Limited-Liability Limited Partnership, CRA – Limited-Liability Partnership, CRA – Other. RRM – Railroad Map, SPA – Statement of Partnership Authority, or TTL – Telephone and Telegraph Line.

11.2.9.1. NRS 77.320 Commercial Registered Agent (CRA); CRA – Corporation, CRA – Limited Partnership, CRA – Limited-Liability Corporation, CRA – Limited-Liability Limited Partnership, CRA – Limited-Liability Partnership, CRA – Other will be added to the Electronic Notification List by the system.


11.2.9.2. The Electronic Notification List is described in CRS 001 Commercial Registered Agent.

11.2.10. RN – Name Reservation entity type:


11.2.10.1. Only Attribute List items 1, 2, 3, 4, 5, 6, 9, 10, 15, 16, and 19 are displayed.


11.2.10.2. Expiration Date is 90 calendar days after the received date.


11.2.11. Foreign names are required on all for foreign entity formation filings.

11.2.11.1. Include Modified Name Resolution form 20303. 

11.2.11.2. Qualification to do Business in Nevada form 402003 is excluded

11.2.11.3. Foreign entities are: NRS 80F, NRS 80FCC, NRS 80FNP, NRS 80FNPCS, NRS 80FPC, NRS 86.544, NRS 87A.540, NRS 87A.655, NRS 87F, NRS 88.575, NRS 88.606F, NRS 88A.710, and NRS 89FPA

11.3. Include one Charter with no fee.

12. Work Flow Map
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13. User Interface Design


13.1. Screen Shot 

		Work Queue

		My Queue

		Current Job

		Search

		



		



		…



		Entity Type (  and Information 

		- 



		



		Entity Name

		



		Associated Business Names

		



		Foreign Name

		



		Jurisdiction 


(Qualifying State)

		(

		Nevada Identification Number

		



		Status

		(

		Original Filing Date

		[image: image4.png]







		Business License Exemption Code

		(

		Optional Expiration Date

		[image: image5.png]







		LLC Management Type

		(

		Administrative Hold

		(Yes or No) 
(



		



		Stocks



		( Unlimited Stock
( No Stock



		Number of shares with par value 

		



		Par value per share

		



		Number of shares without par value

		



		Total Authorized Capital

		



		



		Additional Information



		Charitable Solicitation Registration Statement 

		(Yes or No) (

		Publicly Traded

		(Yes or No) (



		Benefit Corporation

		(Yes or No) (

		Central Index Key

		



		Good & Services

		

		Name Consent Date

		[image: image6.png]







		Restricted LLC

		(Yes or No) (

		Series LLC

		(Yes or No) (



		



		

		

		

		

		

		

		

		

		Next

		



		



		Outputs
+





14. Attribute List


		#

		Field Name

		Optional Mandatory


Conditional

		Display Type

		Data Type

		Default Value

		Dropdown/ Values

		Length

		Allow to Modify

		Validations

		Remarks/ Comments



		HEADER visible when each section opens



		1. 

		Entity Name

		Mandatory

		Text

		Alphanumeric

		None

		None

		250

		Yes

		

		



		2. 

		Entity Number 

		Mandatory

		E


NNNNNN


YYYY

· N

		Alphanumeric

		Next Available

		None

		? 15

		No

		Number is issued by the system

		



		3. 

		Job Number

		Mandatory

		Text

		Alphanumeric

		None

		None

		20

		No

		

		



		4. 

		Receiptor Initials

		Mandatory

		Text

		Alpha

		None

		None

		5

		No

		

		



		5. 

		Amount Received

		Conditional

		Text box

		Numeric

		None

		

		20

		No

		· Payment amount recorded at time the filing was scanned is displayed here 

· If no payment amount was entered then this field is blank

		



		6. 

		Total Charges

		Mandatory

		Text box

		Numeric

		None

		

		20

		No

		Updates with fee based items selected

		



		7. 

		List Due Date 

		Mandatory

		MM/DD/YYYY

		Date, calendar

		Last day of the next month

		Calendar

		10

		Yes

		

		



		8. 

		Business License Expiration Date 

		Conditional

		MM/DD/YYYY

		Date, calendar

		Last day of the next month

		Calendar

		10

		Yes

		· Only applies if the List was submitted with the New Filing.


· Due Date is the same time as Annual List

		



		ENTITY Info



		9. 

		Entity Type

		Mandatory

		Text

		Alphanumeric

		None

		· NRS 78 Domestic Corporations


· NRS 78A Domestic Close Corporations


· NRS 80F Foreign Corporations – Qualification to do Business in Nevada


· NRS 80FCC Foreign Close Corporations


· NRS 80FNP Foreign Non-Profit Corporations


· NRS 80FPC Foreign Professional Corporations


· NRS 81.010 Domestic Non-Profit Coop Corporations


· NRS 81.200 Domestic Non-Profit Coop Associations 


· NRS 81.410 Domestic Non-Profit Coop Corporations without Stock


· NRS 82 Domestic Non-Profit Corporations


· NRS 86 Domestic Limited Liability Company


· NRS 86.544 Foreign Limited Liability Company


· NRS 87 Domestic Limited Liability Partnership


· NRS 87A Limited Partnership ULPA


· NRS 87A.540 Foreign Limited Partnership ULPA


· NRS 87A.655 Foreign Limited-Liability Limited Partnership ULPA


· NRS 87F Foreign Limited-Liability Partnership


· NRS 88 Domestic Limited Partnership


· NRS 88.575 Foreign Limited Partnership


· NRS 88.606F Foreign Limited-Liability Limited Partnership


· NRS 88A.710 Foreign Business Trusts


· NRS 88AD Domestic Business Trusts


· NRS 89 Domestic Professional Corporations


· NRS 89FPA Foreign Professional Association


· NRS 89PA Domestic Professional Association


· NRS 89 PLLC Professional Limited Liability Company

· App Cert of Auth 


· App Cert of Auth – County Pop <50,000 


· App Cert of Auth – County Pop >= 50,000; <100,000 


· App Cert of Auth – County Pop >=100,000 


· APRA – Appointment of Resident Agent 


· CU – Credit Union 

· GID – General Improvement District 


· NRS 77.320 Commercial Registered Agent (CRA) 


· CRA – Corporation


· CRA – Limited Partnership


· CRA – Limited-Liability Corporation


· CRA – Limited-Liability Limited Partnership


· CRA – Limited-Liability Partnership

· CRA – Other

· RRM – Railroad Map 


· SPA – Statement of Partnership Authority 


· TTL – Telephone and Telegraph Line


· RN – Name Reservation

		50

		Yes

		If bar code and user selection do not match, the job needs to be returned

		



		10. 

		Entity Name

		Mandatory

		Text

		Alphanumeric

		None

		None

		250

		Yes

		

		



		11. 

		Foreign Name

		Conditional

		Text

		Alphanumeric

		None

		None

		250

		Yes

		

		



		12. 

		Associated Business Names

		Conditional

		Text

		Alphanumeric

		None

		None

		250

		Yes

		Entity Types NRS 76 Sole Proprietor, Partnership, or Other will have a maximum of four Business Names

		



		13. 

		Jurisdiction 

		Mandatory

		Text

		Alphanumeric

		None

		All 50 states  

		

		Yes

		

		



		14. 

		Nevada Identification Number 

		Mandatory

		NV


YYYY


NNNNNNN

		Alphanumeric

		Next Available

		None

		? 15

		No

		Number is issued by the system

		



		15. 

		Status 

		Mandatory

		Text

		Alphanumeric

		Active

		· Active

· Cancelled


· Convert out


· Default

· Dissolved


· Expired


· Merge/Dissolved


· Permanent Revoked


· Revoked 

· Terminated


· Withdrawal

		? 50

		No

		New Filings defaults to Active

		



		16. 

		Original Filing Date 

		Mandatory

		MM/DD/YYYY

		Date

		Date Received

		

		10

		Yes

		

		



		17. 

		Business License Exemption Code

		Optional

		Text

		Alphanumeric

		000 Not Exempt




		· 000 Not Exempt


· 001 Governmental Agency or Entity


· 002 Nonprofit Entity organization qualified as tax-exempt under 26 U.S.C. Section 501(c)


· 005 Motion Picture Company – Business whose primary purpose is to create or produce motion pictures


· 006 Insurance Company – pursuant to NRS 680B.020 not conducting business not incident


· 007 Unit Owners’ Association or 26 U.S.C. § 501 (c) tax-exempt organization.

		

		Yes

		Form 270102 

		



		18. 

		Optional Effective Date

		Conditional

		MM/DD/YYYY

		Date

		None

		

		

		Yes

		LLCs may have this date, past and future

Date is required for 


· NRS 88 Domestic Limited Partnership


· NRS 88.575 Foreign Limited Partnership


· NRS 88.606F Foreign Limited-Liability Limited Partnership


· NRS 88A.710 Foreign Business Trusts

· NRS 88AD Domestic Business Trusts

		



		19. 

		LLC Management

		Optional

		Dropdown

		Alpha

		None

		· Managers


· Members

		

		Yes

		When the entity is a LLC

		



		20. 

		Administrative Hold

		Optional

		Dropdown

		Alpha

		No

		· Yes


· No

		

		Yes

		Only Deputy or supervisor profile can update this field 

		



		21. 

		Expiration

		Conditional 

		MM/DD/YYYY

		Date

		90 calendar days from current date

		

		

		Yes

		Only NRS 88 are required to have the expiration - all other are optional 

		



		STOCKS



		22. 

		Unlimited Stock

		Optional

		Checkbox

		Check mark

		None

		

		

		Yes

		When checked, the maximum fee is charged

		



		23. 

		No Stock

		Optional

		Checkbox

		Check mark

		None

		

		

		Yes

		When checked, the minimum fee is charged

		



		24. 

		Number of shares with Par Value

		Conditional

		Text

		Numeric

		None

		

		

		Yes

		· NRS 78 -Articles of Incorporation 040104


· NRS 78A -Articles of Incorporation of A Close Corporation  040303


· NRS 89 - Articles of Incorporation Professional Corporation  040403


· NRS 81.010-81.160 – Articles of Incorporation nonprofit Cooperative Corporation With or Without Stock

		



		25. 

		Par value per share

		Conditional

		Text

		Numeric

		None

		

		

		Yes

		· NRS 78 -Articles of Incorporation 040104


· NRS 78A -Articles of Incorporation of A Close Corporation  040303


· NRS 80 – Qualification to do Business in Nevada 040202


· NRS 89 - Articles of Incorporation Professional Corporation  040403


· NRS 81.010-81.160 – Articles of Incorporation nonprofit Cooperative Corporation With or Without Stock

		



		26. 

		Number of shares without Par Value 

		Conditional

		Text

		Numeric

		None

		

		

		Yes

		· NRS 78 -Articles of Incorporation 040104


· NRS 78A -Articles of Incorporation of A Close Corporation  040303


· NRS 80 – Qualification to do Business in Nevada 040202


· NRS 89 - Articles of Incorporation Professional Corporation  040403


· NRS 81.010-81.160 – Articles of Incorporation nonprofit Cooperative Corporation With or Without Stock

		



		27. 

		Total Authorized Capitol

		Conditional

		Text

		Numeric

		None

		

		

		Yes

		

		



		ADDITIONAL Information



		28. 

		Charitable Solicitation Registration Statement

		Conditional

		Dropdown

		Alpha

		No

		· Yes


· No

		

		Yes

		· Required with the list of officers if the entity type is:


· NRS 82 Domestic Non-Profit, or


· NRS 80FNP Foreign Non-Profit


· NRS 81.010


· NRS 81.200


· NRS 81.410

		



		29. 

		Publicly Traded

		Optional

		Dropdown

		Alpha

		No

		· Yes


· No

		

		Yes

		Required with the list of officers

		



		30. 

		Benefit Corporation

		Optional

		Dropdown

		Alpha

		No

		· Yes


· No

		

		Yes

		

		



		31. 

		Central Index Key

		Optional

		Text

		Alphanumeric

		None

		

		

		Yes

		Required with the list of officers

		



		32. 

		Goods and Services

		Optional

		Text

		Alphanumeric

		None

		

		

		Yes

		

		



		33. 

		Name Consent Date

		Optional

		MM/DD/YYYY

		Date, calendar

		None

		

		

		Yes

		If applicable, the date is the same as the received date

		



		34. 

		Restricted LLC

		Optional

		Dropdown

		Alpha

		No

		· Yes


· No

		

		Yes

		

		



		35. 

		Series LLC

		Optional

		Dropdown

		Alpha

		No

		· Yes


· No

		

		Yes

		

		





15. Functionality


		Button

		Functionality



		Next

		Collapses section and expands the next section





4.3 CRN 003 Commercial and Non-Commercial Registered Agent in a New Entity

		Project Name

		Corporate Filing Re-Write

		Version

		2.3



		Application

		Commercial Recordings System 



		Revision Description

		Updated from original DBRS

		Last Modified

		December 2, 2014



		

		Input from business team

		

		January 22, 2015



		

		Revised from Requirements meeting on 1/28/2015

		

		January 30, 2015



		

		Revised from Team’s review meeting

		

		February 3, 2015





1. Description


1.1. This requirement details the Commercial or Non- Commercial Registered Agent, or Office or Position with Entity section to associate the registered agent with the entity that is being processed.  The system will search for the registered agent, if found, the information will be presented in the appropriate fields.  If not found, the Non- Commercial Registered Agent or Office or Position with Entity will be added with the data from the articles of incorporation.  When the registered agent acceptance form submitted it must match the articles of incorporation. 

2. Initiating Actors


2.1. Internal System for Corporate Filing


2.2. Internal Processors


3. Pre-Condition


3.1. Commercial, Non-Commercial Registered Agent and Office or Position with Entity  must be entered on the Articles of Incorporation form

4. Post-Condition


4.1. Commercial or Non-Commercial Registered Agent or Office or Position with Entity is added

5. Frequency


5.1. Normal use is approximately 300 transactions occur per day for three processors.

6. Normal Flow


6.1. New Business Entity 

		Action (what the processor does)

		Result (what the system does)



		1. Clicks Next

		Registered Agent section opens



		2. 

		Commercial or Non- Commercial Registered Agent, or Office or Position with Entity Type is displayed as indicated on the articles of incorporation form



		3. 

		Commercial or Non- Commercial Registered Agent, or Office or Position with Entity name is inserted in the Registered Agent name field, name and address search is conducted



		3.1. 

		Exact match will link the entity to the Commercial or Non- Commercial Registered Agent



		3.2. 

		No match, the system will add Commercial Registered Agent, Non- Commercial Registered Agent, or Office or Position with Entity as indicated on the articles of incorporation form



		4. 

		e-mail Address is populated when the Registered Agent is a Commercial Registered Agent in the system



		Physical Address



		5. 

		Address is inserted in the correct field



		6. 

		City is inserted in the correct field



		7. 

		State is inserted in the correct field



		8. 

		Zip is inserted in the correct field



		Mailing Address



		9. 

		Address Line 1 is inserted in the correct field



		10. 

		Address Line 2 is inserted in the correct field



		11. 

		City is inserted in the correct field



		12. 

		State is inserted in the correct field



		13. 

		Zip is inserted in the correct field



		14. Verifies all data matches scanned form

		System correctly interpreted the form



		15. Double Click Supporting Documents, Click the “-” on the Supporting Documents’ row, or tab to Next then the Enter key

		Commercial and Non-Commercial Agent collapses and the next step expands





7. Alternate Flows

7.1. The Commercial or Non- Commercial Registered Agent, or Office or Position with Entity is incorrect.

At Step 3 go to step 2

		Action (what the processor does)

		Result (what the system does)



		1. Verifies all data matches scanned form

		System incorrectly interpreted the Commercial or Non- Commercial Registered Agent, or Office or Position with Entity



		2. Selects Type of Registered Agent from the articles form

		Selection is displayed



		3. Enter Name of Registered Agent

		Entry is displayed



		4. Enter Street Address, City, NV, and Zip

		Entry is displayed



		5. Enter Address Line 1 or In Care of

		Entry is displayed



		6. Enter Address Line 2, City, NV, and Zip

		Entry is displayed



		7. 

		Transaction continues with reviewing step 4





8. References


8.1. S:\Projects\Esos Rewrite\DBRS\New Filings\BARD DBRS New Filings  V2.0 cleaned up.doc

9. Business Rules


9.1. At the time a New Business Entity is entered, the “Registered Agent Acceptance” form 180304 must be submitted if there is no signature of the registered agent where requested on the formation document. 

9.1.1. The information on the registered agent acceptance form must match the registered agent information on the formation document. 

9.1.2. Form will be revised in future to add the second address line.

9.2. Physical and mailing address must be in Nevada.

9.2.1. Text description of the physical address is acceptable.

10. Work Flow Map
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11. User Interface Design


11.1. Screen Shot

		Work Queue

		My Queue

		Corporate 

		Search

		



		



		…



		



		Registered Agent
-



		



		Type of Registered Agent (



		Registered Agent Name

		



		e-mail Address

		



		Registered Agent Physical Address



		Address

		



		City

		

		State

		NV

		Zip

		



		Registered Agent Mailing Address



		Address 1 or In Care of

		



		Address 2

		



		City

		

		State

		NV

		Zip

		



		



		

		Find

		

		Add New

		

		Use as Submitter

		



		



		



		

		

		

		Reject

		

		

		

		

		Next

		



		



		



		Outputs
+





12. Attribute List


		#

		Field Name

		Optional Mandatory


Conditional

		Display Type

		Data Type

		Default Value

		Dropdown/ Values

		Length

		Allow to Modify

		Validations

		Remarks/ Comments



		Registered Agent Information



		1. 

		Registered Agent Type

		Mandatory

		Text

		Alphanumeric

		None

		· Commercial 

· Non-Commercial 

· Office or Position with Entity

		

		Yes

		Read from the articles form or if match is found, use the existing data

		



		2. 

		Registered Agent Name 

		Mandatory

		Text

		Alphanumeric

		None

		None

		130

		Yes

		

		



		3. 

		e-mail Address

		Conditional

		Text

		Alphanumeric

		None

		None

		60

		Yes

		· Mandatory for existing Commercial Registered Agent


· Optional for Registered Agent

		



		Registered Agent Physical Address



		4. 

		Address 

		Mandatory

		Text

		Alphanumeric

		None

		

		60

		

		

		



		5. 

		City 

		Mandatory

		Text

		Alphanumeric

		None

		

		50

		

		

		



		6. 

		State

		Mandatory

		Text

		Alphanumeric

		NV

		NV

		2

		Yes

		Only NV is allowable

		



		7. 

		Zip 

		Mandatory

		NNNNN

		Numeric

		None

		

		5

		Yes

		

		



		8. 

		+four (Zip)

		Optional

		-NNNN

		Numeric

		None

		

		5

		Yes

		

		



		Registered Agent Mailing Address



		9. 

		Address Line 1 

		Mandatory

		Text

		Alphanumeric

		None

		

		60

		

		Street number and name (including pre-directional, suffix, and post-directional or rural route and


box number (RR 5 BOX 10), highway contract route and box number (HC 4


BOX 45), or post office box number (PO BOX 458), and “In Care of” 

		



		10. 

		Address Line 2 

		Optional

		Text

		Alphanumeric

		None

		

		60

		

		Secondary address unit designator and number such as an apartment or


suite number (APT 202, STE 100).

		



		11. 

		City 

		Mandatory

		Text

		Alphanumeric

		None

		

		50

		

		Use only city names 

		



		12. 

		State

		Mandatory

		Text

		Alphanumeric

		NV

		NV

		2

		Yes

		Only NV is allowable

		



		13. 

		Zip 

		Mandatory

		NNNNN

		Numeric

		None

		

		5

		Yes

		Correct 5-digit ZIP Code 

		



		14. 

		+four (Zip)

		Optional

		-NNNN

		Numeric

		None

		

		5

		Yes

		ZIP+4 code

		





13. Functionality


		Button

		Functionality



		Find

		Search for a registered agent.



		Add New

		Clears fields and allows data entry.



		Use as Submitter

		Copies the name and address into the Submitter area.



		Reject

		Open the Return Letter section; job will be processed as a return letter.



		Next

		Collapses this section and expands the next





4.4 CRN 004 Supporting Documents

		Project Name

		Corporate Filing Re-Write

		Version

		2.1



		Application

		Commercial Recordings System



		Revision Description

		Requirements updated from DBRS

		Last Modified

		December 4, 2014



		

		Revised based on Team input

		

		January 22, 2015





1. Description


1.1. This requirement details the Supporting Documents section.  The supporting documents provide additional statutory required information or provide verification for special exceptions or privileges given to the entity.  The frequent ones are Name Consent, Licensing Documents, and Regulatory Board Approvals.

2. Initiating Actors


2.1. Internal System for Corporate Filing


2.2. Internal Processors


3. Pre-Condition


3.1. Supporting Document is included with the filing as correspondence.


4. Post-Condition


4.1. The Supporting Document(s) are specifically identified.

5. Frequency


5.1. Normal use is approximately 300 transactions occur per day for three processors.  

6. Normal Flow


6.1. Supporting Documents

		Action (what the processor does)

		Result (what the system does)



		1. Selects the scanned supporting document

		Document is set in focus



		2. Click the Document Type dropdown, use Alt D, or tab to the dropdown and hit the enter key

		Dropdown menu is displayed



		3. Select the appropriate menu item

		Supporting document is identified



		4. Click Next

		Section closes





7. Alternate Flows

7.1. Supporting document is Other

At Step 3

		Action (what the processor does)

		Result (what the system does)



		1. Select Other from menu

		Supporting document is identified and the Note field opens



		2. Enter Note to clearly identify the supporting document

		Entry is displayed



		3. 

		Transaction continues at step 4





7.2. Add another Supporting Document

At Step 4

		Action (what the processor does)

		Result (what the system does)



		1. Select a different scanned supporting document

		Document is set in focus



		2. Select Add Document

		New row opens



		3. Click the Document Type dropdown, use Alt D, or tab to the dropdown and hit the enter key

		Dropdown menu is displayed



		4. 

		Transaction continues at step 3





8. Assumptions


8.1. It will be easy to add supporting documents by supervisors as needed


9. Exceptions


9.1. System goes down 


10. References


10.1. ..\..\DBRS\New Filings\ER - BARD DBRS New Filings  V1.3.doc

11. Business Rules


11.1. The supporting documents are public record.


11.2. Leaving this section will save any changes.


11.3. Fields are editable.


11.3.1. Automatic notes are inserted in the Notes table to identify the job number, processor, date, time, and what is edited.


12. Work Flow Map
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13. User Interface Design

13.1. Screen Shot


		Work Queue

		My Queue

		Current Job 

		Search

		



		



		…



		



		Supporting Documents
- 



		Add Supporting Document (

		Note



		



		

		Add Doc

		

		Pend

		

		Reject

		

		

		Next

		



		



		…



		Outputs
+





14. Attribute List


		#

		Field Name

		Optional Mandatory


Conditional

		Display Type

		Data Type

		Default Value

		Dropdown/ Values

		Length

		Allow to Modify

		Validations

		Remarks/ Comments



		



		1. 

		Document Type 

		Optional

		Text

		Dropdown

		None

		· Name Consent


· Licensing Document


· Regulatory Board Approval


· Other

		40

		Yes

		Other requires a Note

		



		2. 

		Supporting Document

		Optional

		PDF

		Scanned Document

		None

		

		

		No

		The image number

		



		3. 

		Notes

		Conditional

		Text

		Alphanumeric

		None

		

		250

		Yes

		

		





15. Functionality


		Button

		Functionality



		Add Doc

		Adds a new line after a new image is selected



		Next

		Collapses current section and expands the next section.
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1. Overview

1.1. Introduction

1. The Customer Service of the Secretary of State's Office provides assistance to the general public, businesses, and other government agencies in a variety of forms, telephone inquiries, e-mail, fax and written requests. 

1.1. The Customer Service staff is trained to assist customers with accurate information on the wide variety of services.  This includes helping customers navigate the office’s websites, assisting with the procedures for filing formation documents, associated filings, providing information on fees, obtaining forms, answering questions with general information, responding to complex inquiries, and concerns.


1.2. In some instances, Customer Service staff refers a customer with a supervisor or processor to ensure that certain customer questions or issues are addressed.  Although Customer Service staff is prohibited by law to give legal advice, they are trained to direct customers to specific Nevada Revised Statutes that may address their issues.


1.3. The Customer Service is comprised of twelve customer service staff members in the Carson City office.  With the public’s increasing use of e-mail as a method of communicating their inquiries, staff continues to answer approximately 700-900 calls and approximately 100 e-mails daily.


1.4. Customer Service staff uses the Commercial Recording System to lookup information in response to questions and queries from customers, public, businesses, and other government agencies.

2. Scope of Work


This statement of work is based on what has been defined in the HL BRS for Customer Services. This includes defining and documenting the processes for the following functional areas. 

1. Desktop Search Process.

1.1. Reprint filing outputs, system records the free re-prints.

1.2. Enter notes.

2. Notary searches.


3. Compliance ability to search by RA


3.1. Ability to apply Admin Hold.

3. Context Diagram


This context diagram shows the high level flow for Customer Services. 
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4. Functional Descriptions


The functional descriptions for the searching and add Notes.

CRC 001 Searches


		Project Name

		Corporate Filing Re-Write

		Version

		2.9



		Application

		System for Corporate Filing



		Revision Description

		Revised from DBRS, based upon needs discussed in various team meetings

		Last Modified

		July 15, 2015



		

		Revised by Team after review and during meeting.

		

		July 22, 2015



		

		Revised by Team during meeting.

		

		July 29, 2015



		

		Revised by Team during meeting.

		

		August 19, 2015



		

		Revised and Approved by Team during meeting.

		

		August 26, 2015



		

		Added Calculate Fees for a new entity not in system.

		

		August 27, 2015



		

		Added to the business rules details for special searches.

		

		September 1, 2015



		

		Accepted those changes.

		

		September 4, 2015



		

		Removed the restriction of not searching notes.

		

		September 16, 2015





1. Description

1.1. The Secretary of State's Office provides assistance to the general public, businesses, and other government agencies in a variety of forms, telephone inquiries, e-mail, fax and written requests.  To accomplish this task staff must search the Commercial Recordings System.


2. Initiating Actors

2.1. Internal System for Corporate Filing

2.2. Internal Processors 

3. Pre-Condition

3.1. Internal Processor needs to research an entity, job, or payment


4. Post-Condition

4.1. Entity, job, or payment is found


5. Frequency

5.1. Normal use is approximately 10,000 transactions per day for 100 processors.


6. Normal Process Flow

6.1. Normal Search


		Action (what the processor does)

		Result (what the system does)



		1. Click Search

		Entity Search opens



		2. Expand section to enter search data

		Selected section expands



		3. Enter search item

		Entry is displayed



		4. Click Search

		System searches then presents results



		5. Click on desired search result

		Entity Information section displays selected entity



		6. Click section header or “+” to expand and view

		Section expands then displays selected section



		7. Click New Search

		Search results are discarded and fields are cleared





6.2. New Search


		Action (what the processor does)

		Result (what the system does)



		1. Click Search

		System searches then presents results



		2. Click New Search

		Search results are discarded and fields are cleared





6.3. Clear Search window

		Action (what the processor does)

		Result (what the system does)



		1. Click Search

		System searches then presents results



		2. Click Clear

		Search results are discarded and fields are cleared





6.4. Calculate with an entity

		Action (what the processor does)

		Result (what the system does)



		1. Click Search

		System searches then presents results



		2. Select Entity

		Entity Information section opens



		3. Click Calculate

		Calculate fields are displayed



		4. Select Action(s)

		Selections are displayed



		5. Enter Stock information if stock is changing

		Entry is displayed



		6. Click Calculate

		Fees are calculated based entity type, action, and when applicable, stock amounts are displayed 





7. Alternate Flow

7.1. No match found

		Action (what the processor does)

		Result (what the system does)



		1. Click Search

		System searches but does not find any matches


Displays message, “No Matches were found.”



		2. Click OK

		Message clears and fields are available to search again



		3. Enter or edit search item

		Entry is displayed



		4. Click Search

		System searches then presents results





7.2. Multiple matches are found

		Action (what the processor does)

		Result (what the system does)



		1. Click Search

		System searches then presents a list of potential matches 



		2. Click on the desired record

		Entity Information section displays selected entity





7.3. Stop Search


		Action (what the processor does)

		Result (what the system does)



		1. Click Search

		System searches 



		2. Click Stop Search

		Search stops and presents results if any records were found



		3. 

		Transaction ends





7.4. Calculate without an entity

		Action (what the processor does)

		Result (what the system does)



		1. Open Search

		1.1. Search window opens


1.2. No entity is displayed



		2. Click Calculate

		Calculate fields are displayed



		3. Select Entity Type

		Selection is displayed



		4. Select Action(s)

		4.1. Selections are displayed


4.2. Only New Filing actions are available



		5. Enter Stock information if stock is changing

		Entry is displayed



		6. Click Calculate

		Fees are calculated based entity type, action, and when applicable, stock amounts are displayed 





8. Assumptions

9. Exception

10. References

10.1. ..\..\..\DBRS\Customer Services\BARD DBRS Customer Services and Compliance v 2.2.doc

11. Business Rules

11.1. Every field is a Searchable item.


11.1.1. When the Date range search is used, it must have other items entered to allow the date range search.  


11.1.2. When a job number is searched the window will indicate the job status, such as processed or pended, etc. 

11.2. Searching for Job Numbers, Entity Names, Officers, and address will have the Exact and Fuzzy search options.


11.2.1. Searches can be conducted on any one or on multiple fields.


11.2.2. Exact search will include all words and punctuation. 

11.2.3. Fuzzy search will strip punctuation and endings and words listed in Name Availability. 


11.2.3.1. When entering the search items a list will display likely matches and as letters are added, the list will narrow.


11.2.4. Last name searches will match the letters anywhere in the last name for instances where a person has multiple last names.


11.2.5. Search for names give results with both spaces and without spaces.


11.2.6. When searching for a name with a number, search for both the numeric number and written number.


11.2.7. A document number can be searched to find the job number.


11.2.8. Search for the last four numbers on a credit card number.


11.2.9. Search for a check number.


11.2.10. Search for an unprocessed job by job number, entity name, and/or registered agent name.


11.2.10.1. Search for jobs received on a specific date.


11.2.10.2. Search for jobs by the job status.


11.2.10.3. Search for New Filings.


11.2.11. Search by document(s) submitted.


11.2.12. Search by date range or a single date.


11.2.13. Search will give special characters even if not entered in the search.


11.3. Manual Notes can be entered by internal staff in the Search transaction.


11.4. When calculating fees, an entity can be selected or the fields can be blank.


11.4.1. The entity’s current stock is displayed if it has stock.


11.4.2. Actions can be selected to calculate the fees the external customer will be charged.  As an example, add a Revival action or business license renewal and all late fees.


11.4.3. All stock fields may be changed then calculated to see what the fees could be.


11.4.4. Calculated fees are not saved, changes are not made to the entity’s record.


11.5. Another Search page can be opened to search another Job or the Entity.


11.5.1. The additional Search page will be for searching only.


11.5.2. Notes can be entered from the search results.


11.5.3. The multiple windows are resizable and mobile.


11.5.3.1. The user can place the windows side by side, 


11.5.3.2. Move one window above another window, or


11.5.3.3. Have the windows on one or both monitors.


11.5.4. The maximum number of search pages open at one time is 20.  When a 21st window is attempted to be opened the system will not open and warning will remind the user the number of search pages are open. 


11.6. When an entity is open, related entities can be searched and opened.


11.6.1. The historical names will be displayed.  Formally known as the name chain.


11.6.2. Mergers and conversions will be displayed.


12. Flow
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13. User Interface Design

13.1. Collapsed


		Work Queue

		My Queue

		Current Job

		Search

		



		



		Entity Information 
+



		



		Registered Agent
+



		



		Supporting Documents
+



		



		Charitable Solicitation Registration Statement
+



		



		Actions
+



		



		Officers
+



		



		Notes
+



		



		Payments
+



		



		Outputs
+



		



		Send To
+



		



		Date range

		Start
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		End
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		Search

		

		Clear

		

		New Search

		

		Calculate

		

		Stop Search

		



		





13.2. Single Search Result


		Work Queue

		My Queue

		 Current Job

		Search

		



		



		Existing Entity Summary
Status
Admin Hold -



		Entity Number
Nevada Business License Number
Filing Date



		Entity Name
Type of Entity



		Foreign Name
Qualified State



		Job Number

		

		

		

		

		



		



		Entity Information 
+ 



		



		Registered Agent
+



		



		Supporting Documents
+



		



		Charitable Solicitation Registration Statement
+



		



		Actions
+



		



		Officers
+



		



		Notes
+



		



		Payments
+



		



		Outputs
+



		



		Send To
+



		



		Date range

		Start
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		End
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		Search

		

		Clear

		

		New Search

		

		Calculate

		

		Stop Search

		



		





13.3. Expanded


		Work Queue

		My Queue

		Current Job

		Search

		



		



		Entity Information 
-



		Job Number

		



		Entity Name

		



		NT7 Associated Business Name

		



		Foreign Name

		



		Entity Number

		

		Nevada Business Identification Number

		



		Jurisdiction 


(Qualifying State)

		(

		Type of Entity

		(



		Status

		(

		Original Filing Date
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		Business License Expiration Date
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		Optional Expiration Date
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		Business License Exemption Code

		(

		List Due Date
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		LLC Management Type

		(

		Managed By

		



		Status

		

		Administrative Hold

		(Yes or No) 
(



		



		Stocks



		( Unlimited Stock
( No Stock



		Number of shares with par value 

		



		Par value per share

		



		Number of shares without par value

		



		Total Authorized Capital

		



		



		Additional Information



		Charitable Solicitation Registration Statement 

		(Yes or No) (

		Publicly Traded

		(Yes or No) (



		Benefit Corporation

		(Yes or No) (

		Central Index Key

		



		Good & Services

		

		Name Consent Date
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		Restricted LLC

		(Yes or No) (

		Series LLC

		(Yes or No) (



		



		Registered Agent 
Type of Registered Agent (
-



		Registered Agent Name

		



		e-mail Address

		



		Registered Agent Physical Address



		Address

		



		City

		

		State

		NV

		Zip

		



		Registered Agent Mailing Address



		Address 1 or In Care of

		



		Address 2

		



		City

		

		State

		NV

		Zip

		



		Individual with Authority to Act on Behalf of Commercial Registered Agent



		Name

		



		Phone Number

		



		Physical Address



		Country

		



		Address

		



		City

		

		State

		

		Zip

		



		



		Supporting Documents
-



		Add Supporting Document (

		Note



		



		Charitable Solicitation Registration Statement
-



		1 b) IRS Name

		



		1 c) Soliciting Charitable Name

		



		Web Address

		



		USA Patriot Act Certification (

		



		Places of Business



		Telephone Number

		



		Address

		



		City

		



		State

		(



		Zip

		



		Country

		(



		Address

		



		City

		



		State

		(



		Zip

		



		Country

		(



		Name of Custodian

		



		Telephone Number

		



		Exempt Status and Federal Tax ID



		Federal Tax Exemption Status

		



		EIN – Federal Tax ID

		



		Executive Personnel



		Name

		



		Title

		



		Address

		



		City

		



		State

		(



		Zip

		



		Country

		(



		Name

		



		Title

		



		Address

		



		City

		



		State

		(



		Zip

		



		Country

		(



		Fiscal Year



		Day

		(



		Month

		(



		
Financial Information 




		( Good Faith Estimate

		



		Total Revenue

		



		Total Expense

		



		Revenue Less Expenses

		



		Total Assets

		



		Total Liability

		



		Net Assets or Fund Balances

		



		



		Actions
-



		Action

		(

		File Date 
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		Note

		Document Number



		



		Officers
-



		( Individual
( Entity
( Title
(Status



		First Name

		



		Middle Initial

		



		Last Name

		



		Or Entity Name

		



		Country

		(



		Address

		



		City

		

		State

		

		Zip

		



		Address

		



		City, State, Province, Region

		

		Postal Code

		



		



		Notes
-



		



		Date and Time

		Processor

		Job Number

		What is and How Sent

		Note



		

		

		

		

		

		Edit



		

		

		

		

		

		Edit



		

		

		

		

		

		Edit



		



		

		Delete my note

		



		



		System Notes
-



		Date and time

		Processor

		Job Number

		Note of field that needed correction 



		

		

		

		



		

		

		

		



		

		

		

		



		



		

		

		

		

		

		

		

		

		Next

		



		



		Payments
-



		Payment Type

		Number

		Amount Received

		Total Charges



		(

		

		$

		$



		



		Order Reference Number

		

		Check Maker’s Name

		



		



		Trust Requestor’s Name

		



		Location

		

		Order or Reference Number

		



		



		Credit Card Number

		

		V-Code

		

		Expires

		MM(

		YYYY(

		



		First Name

		



		Last Name

		



		Address

		



		City

		

		State

		

		Zip

		



		Telephone Number

		



		

		Confirmation Number

		



		



		Transfer From Job Number

		

		Available Amount

		$



		



		Outputs
-



		Document 

		Sending

		Document #

		Copies



		Job Cover Letter and Receipt

		(

		

		1



		File Stamped Copy

		(

		

		1



		[image: image13.png]



 Certificate of Amendment

		(

		

		



		



		Send To
-



		( Mail
( Fax
( E-mail
( Pick-up - Carson City



		( Fed Ex FedEx Tracking Number 
( Pick-up- Las Vegas



		( Sent to Registered Agent
( Other

		Tracking #

		



		First Name

		



		Last Name

		



		Entity Name

		



		Care Of

		



		Address

		



		City

		

		State

		

		Zip

		

		Country

		



		E-mail

		



		Fax

		



		Note to Customer

		



		



		Date range

		Start
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		End
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		Search

		

		Clear

		

		New Search

		

		Calculate

		

		Stop Search

		



		





13.4. Multiple matches


		Work Queue

		My Queue

		Current Job

		Search

		



		



		Entity Search Results
-



		



		Entity Name
Entity Number
Status



		ABC Inc
C0000000000
Active



		ABC LLLP
E0000000000
Default



		



		

		New Search

		



		





13.5. Fee Calculator


		Work Queue

		My Queue

		Current Job

		Search

		



		



		Fee Calculator
-



		



		Entity Name
Entity Number
Status
Years



		ABC LLLP
E0000000000
Default
2013-2014



		



		



		Entity Type 

		(



		



		Actions
-



		Add Action

		(

		

		

		

		



		Stocks



		( Unlimited Stock
( No Stock



		Number of shares with par value 

		



		Par value per share

		



		Number of shares without par value

		



		Total Authorized Capital

		



		



		

		Calculate

		

		Fees

		$



		





14. Attribute List

14.1. See requirements for each area to get the specific field attributes.


15. Functionality

		Button

		Functionality



		Clear

		Clears the search fields and discards the search results



		New Search

		Clears the search fields and discards the search results



		Calculate

		Calculates filing fees



		Search

		Search for data as entered 



		Stop Search

		The search will be stopped, the fields will keep the data as entered so it can be edited and searched again
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1. Overview

1.1 Introduction


1. The General Processes are general functions that are applicable to all sections of Commercial Recording Division.  The following is a high level description of the requirements contained within.

2. Requirements include logging in and out of the system, accessing the menu, and general functions of the windows.


3. There are times when the optical character recognition system will not be able to read the documents loaded.  In these instances the processor will need to search for the entity as they are processing the filing. 

4. Filings have an action to identify the transaction.  Most actions have a fee, a few actions capture information from the customer without a fee.  The complex actions are detailed in the Actions requirement.  Charitable Solicitation Registration Statement has two actions, captures information and does not charge a fee.

5. Customers frequently request copies with their filing.  The user will have the ability to fulfill those orders while processing the filing.

6. Notes are entered into the system for conveying information, documenting customer contact, and serves as history and audit trail of an entity.  The system will insert notes.  The processors and supervisors can enter notes.  When the processor has to correct an automated process the system will make a note of what was corrected.

7. Payments and refunds are functions shared with the Accounting Division.  The detailed specifications for collecting funds and processing refunds are a part of this document.

8. The last step in a filing is generating the receipts, charters, certificates, file stamped copies, and copy requests.  


1.2 Explanation of Visio Symbols


Listed below is a brief description of the Visio symbols used in the process flow diagrams in this document.
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		Start/End


This symbol identifies the beginning or ending of the process
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This symbol identifies a step
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		Decision


This symbol identifies where a decision must be made then leads to that decision
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		Document


This symbol identifies a document that is submitted for processing of a job
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		Screen


This symbol identifies a screen that opens or pops-up



		

[image: image6.emf]Payment 


method is 


defaulted to 


Credit/Debit 


card




		Default


This symbol identifies a sub-process or default action
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		Data Entry


This symbol identifies when the process needs to enter information
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		Connecting Lines


This symbol identifies the direction the flow is going


Sometime it identifies what happens after a decision 





1.3 Requirements Identification

This document is to provide the system requirements the business side of our organization want the developers to create.  The requirements are identified with an alphanumeric scheme.  The letters determine the division and section affected by the requirement.  The numbering is issued by the next available number.  All of these requirement cases are maintained by Information Technology Division, Project Management Office in a spreadsheet located at \\Sos-fs\sostek$\PMO\Business_Area_Transactions\All Apps.xlsx.


1.3.1 CRG means Commercial Recordings General which applies to all sections of Commercial Recordings.


1.3.2 CRA means Commercial Recordings Amendments which applies to Amendments section of Commercial Recordings.


1.3.3 CRC means Commercial Recordings Customer Service which applies to Customer Service section of Commercial Recordings.


1.3.4 CRM means Commercial Recordings Mailroom/Receipting which applies to Mailroom/Receipting section of Commercial Recordings.


1.3.5 CRN means Commercial Recordings New Filings which applies to New Filings section of Commercial Recordings.


1.3.6 CRP means Commercial Recordings Copies which applies to Copies section of Commercial Recordings.


1.3.7 CRS means Commercial Recordings Status which applies to Status section of Commercial Recordings.


1.3.8 CRT means Commercial Recordings Trademarks which applies to Trademarks section of Commercial Recordings.


1.3.9 CRU means Commercial Recordings UCC which applies to UCC section of Commercial Recordings.


2. Scope of Work 

This scope of work applies to all sections of the Commercial Recording System users.  The requirements are general and for the most part not controlled by the user’s profile.  Affected sections are Mailroom, Trademarks, New Filings, Status, Amendments, Copies, Accounting, and Customer Service.

1. The requirements cover login, logout, and menu to access the jobs.

2. Letter process attaches the letters to an entity or registered agent.


3. When a non-profit corporation (NRS 82, NRS 80FNP, NRS 81.010, NRS 81.200, or NRS 81.410) intends to solicit charitable contributions they must provide limited tax and revenue information.

4. Identify the windows for processing and searching. 

5. Provide the ability for processors to fulfill copy requests during the normal filing process.

6. Allow for searching of an entity when the optical character recognition system does not attach the correct entity.


7. Notes entered automatically and manually.


8. Direction for providing the receipt, any copy requests, any other requested outputs, then complete the transaction by sending the documents to the customer.


9. Payments for filings include fund types of cash, check, credit card, trust, and the transfer of remaining funds from a completed job to a new job.


10. Actions for New Filings, Amendments, and Status.  An Action is a type of change or update to an entity and most include a fee.

11. Refund requirements are discussed making the process easier and trackable.

12. Administrative Actions to be applied to entities by Accounting, Supervisors, and Compliance staff.  An Administrative Action is used to prevent the entity from doing business with the Secretary of State until they resolve some issue.

3. Context Diagram


This context diagram shows the high-level flow for jobs.  This diagram should show the scope and boundaries and other systems that interface.
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4. Functional Business Requirements


The following requirements explain how the Commercial Recording Division requires the new system to behave. 

4.1 CRG 001 Login


		Project Name

		Corporate Filing Re-Write

		Version

		2.1



		Application

		System for Corporate Filing



		Revision Description

		Updated from original DBRS

		Last Modified

		December 2, 2014



		

		Input from business team.

		

		January 22, 2015





1. Description


1.1. This requirement details accessing the system to process a corporate filing and applies to all business areas of Commercial Recordings.  The traditional process of accessing individual secure programs by entering a user name and password is not required in this new system.  The Department is confident that the user logging into their computer supplies the maximum security desired.

2. Initiating Actors


2.1. Internal System for Corporate Filing


2.2. All Internal Processors

3. Pre-Condition


3.1. All Internal processors have access to the System for Corporate Filing.


3.2. Customer Service staff access is limited to searching and entering notes.

4. Post-Condition


4.1. Internal processor is logged into the System for Corporate Filing.

5. Frequency


5.1. Normal use is accessing the System for Corporate Filing at the beginning of the work day.

6. Normal Flow


6.1. The processor must logon to System for Corporate Filing.

		Action (what the processor does)

		Result (what the system does)



		1. Open browser

		The intraStation opens



		2. Click Corporate Filing under My Tools

		The System for Corporate Filing opens





7. Alternate Flows

7.1. Corporate Filing is missing


At Step 2 


		Action (what the processor does)

		Result (what the system does)



		1. 

		Verify Corporate Filing is NOT under My Tools

		No access to the System for Corporate Filings



		2. 

		

		Transaction ends





8. Assumptions


8.1. The internal processor is an employee of the Secretary of State’s Office.


8.2. A supported internet browser is installed on the employee’s work computer.


8.3. The home page of the internet browser has been set to intraStation.


8.4. Computer mouse and keyboard can be used to maneuver through the system.

9. Exceptions


9.1. Non-compatible internet program or browser.

9.2. System goes down causing the job to move to the Pend Queue for the internal processor and supervisor is notified.  


9.3. Hard reboot causes the job to move to the Pend Queue for the internal processor and supervisor is notified.


9.4. Mac/Apple products are not supported.

10. References


10.1. S:\Projects\Esos Rewrite\DBRS\New Filings\BARD DBRS New Filings  v 2.0.doc

11. Business Rules


11.1. Logging into the system does not need a separate login and password from logging into the work computer.


11.2. The system is accessible using the current version of Internet Explorer, Google Chrome, and Firefox.


11.3. A processor or supervisor may be logged into multiple computers. 


11.4. The processor’s or supervisor’s profile is user specific and governed by the Commercial Recordings System so setup is not required.

12. Work Flow Map

This flow chart would show the transaction flow.
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13. User Interface Design
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14. Attribute List


		#

		Field Name

		Optional Mandatory

Conditional

		Display Type

		Data Type

		Default Value

		Drop down/ Values

		Length

		Allow to Modify

		Validations

		Remarks/ Comments



		1

		Corporate Filings

		Mandatory to begin processing

		Link

		N/A

		None

		None

		N/A

		N/A

		Only appears when processor has been added to access the system by a supervisor

		





15. Functionality


The focus is only on adding the new tool.

		Link

		Functionality



		Corporate Filing

		Opens the System for Corporate Filings





4.2 CRG 002 Logout


		Project Name

		Corporate Filing Re-Write

		Version

		2.2



		Application

		System for Corporate Filing



		Revision Description

		Updated from original DBRS

		Last Modified

		December 2, 2014



		

		Input from business team

		

		January 22, 2015



		

		Revised from Requirements meeting

		

		January 28, 2015





1. Description


1.1. This requirement details logging out of the system to process a corporate filing and applies to all business areas of Commercial Recordings.  The Department is confident the user logging out of their computer supplies the maximum security desired.

2. Initiating Actors


2.1. Internal System for Corporate Filing


2.2. All Internal Processors

3. Pre-Condition


3.1. Internal processor is logged into the System for Corporate Filing.

4. Post-Condition


4.1. Internal processor is logged out of the System for Corporate Filing.

5. Frequency


5.1. Normal use is access the System for Corporate Filing, normal closing the browser.

6. Normal Flow


6.1. The processor logs out of the System for Corporate Filing.

		Action (what the processor does)

		Result (what the system does)



		1. Close browser

		Verify that an incomplete job is not displayed



		2. 

		The System for Corporate Filing closes





7. Alternate Flows

7.1. Job is incomplete

At Step 1 


		Action (what the processor does)

		Result (what the system does)



		1. Close browser

		Verify that an incomplete job is displayed



		1.1. 

		Job is not completed, message appears; “Unprocessed job is open please complete or pend job before logging out.”



		1.2. Click OK or use Enter key

		Message clears and system remains open



		2. Job is completed (or)

		Section clears



		3. Click Pend Job

		Due date and time section opens.  



		3.1. Enter due date and time

		E-mail is sent to the supervisor the next morning (8:00 AM) listing all the pending jobs, sorted by processor then time and date.  Send second e-mail at 1:00 PM



		4. Close browser

		Verify that an incomplete job is not displayed 



		5. 

		The system for Corporate Filing closes





8. Assumptions


8.1. The intraStation menu needs to be visible and functional when the Commercial Recording system is open.


9. Exceptions


9.1. System goes down 

9.2. Hard reboot will cause the job to move to the Pend Queue for the internal processor and supervisor is notified.

10. References


10.1. S:\Projects\Esos Rewrite\DBRS\New Filings\BARD DBRS New Filings  v 2.0.doc

11. Business Rules


11.1. Closing the browser will have the system verify jobs are completed before the browser closes.


11.1.1. For an incomplete Job a message will appear.  The internal processor must complete or pend the job.


11.1.2. A daily e-mail is sent all the supervisors at 8:00 AM listing all pending jobs, sorted by processor then time and date.  Send second e-mail at 1:00 PM. 


11.1.3. A daily e-mail will go to each processor listing their pending jobs.


12. Work Flow Map

This flow chart would show the transaction flow.
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13. User Interface Design
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14. Attribute List


		#

		Field Name

		Optional Mandatory


Conditional

		Display Type

		Data Type

		Default Value

		Dropdown/ Values

		Length

		Allow to Modify

		Validations

		Remarks/ Comments



		



		1

		None

		None

		None

		N/A

		None

		None

		N/A

		N/A

		In order to logout, a job cannot be opened, it must be processed, Pend, or re-assigned.

		





15. Functionality


The focus is only on logging out of the new system.

		Button

		Functionality



		X

		Closes the browser 





4.3 CRG 003 Home Page Menu


		Project Name

		Corporate Filing Re-Write

		Version

		2.3



		Application

		System for Corporate Filing



		Revision Description

		Revised from DBRS

		Last Modified

		December 2, 2014



		

		Revised from Team’s review

		

		January 22, 2015



		

		Revised from Team meeting on 7/7/2015

		

		July 7, 2015



		

		Per Team, Complaints will not be part of the new system, removing Complaints queue

		

		July 17, 2015



		

		Approved during meeting on 8/10/2015, with correction to Apostille.

		

		August 10, 2015





1. Description


1.1. This requirement details the system for corporate filings home page.  To start any process, this is the launching pad.  The menu allows processors, supervisors, and deputies the ability to choose what they want or need to do in the system.  Work Queue determines what type of processes can be done.  My Queue is an individual’s work which contains special jobs that are assigned to that person, their pend queue, as well as normal queue from the selection in Work Queue.


1.2. Search is where entities, commercial registered agents and such can be queried.  The Search will be discussed in detail in CRG 007 Search Home Page.

2. Initiating Actors


2.1. Internal System for Corporate Filing.


2.2. Internal Processors.

3. Pre-Condition


3.1. Internal processor opens System for Corporate Filing.


4. Post-Condition


4.1. Internal processor is able to access the dropdown menus.

5. Frequency


5.1. Work Queue can be accessed throughout the day. 


5.1.1. Lead processors and others within the multiple areas of responsibility would access several times a day when they need to process jobs in the various queues.

5.2. My Queue will usually access to change the queued jobs from Pending, Assigned, or Normal Queue as needed.


5.3. Corporate Search is accessed several times a day by each processor and supervisor.

6. Normal Flow


6.1. Menu maneuvering to Work Queue - Assigned


		Action (what the processor does)

		Result (what the system does)



		1. Alt W, Click, or hover mouse over Work Queue

		Dropdown menu is displayed



		2. Alt N or Click New Filing under Work Queue

		New Filing jobs are made available to this processor



		3. Alt M, Click, or hover mouse over My Queue

		Dropdown menu is displayed



		4. Alt A or Click Assigned under My Queue

		Assigned jobs are displayed in priority order, with the highest priority listed first



		5. Click a job or Tab to the job and hit Enter

		Business Entity section opens





6.2. Menu maneuvering to Work Queue - Queue


		Action (what the processor does)

		Result (what the system does)



		6. Alt W, Click, or hover mouse over Work Queue

		Dropdown menu is displayed



		7. Alt N or Click New Filing under Work Queue

		New Filing jobs are made available to this processor



		8. Alt M, Click, or hover mouse over My Queue

		Dropdown menu is displayed



		9. Alt Q or Click Queue under My Queue

		Business Entity section opens





6.3. Menu maneuvering to My Queue - Pend


		Action (what the processor does)

		Result (what the system does)



		1. Alt M, Click, or hover mouse over My Queue

		Dropdown menu is displayed



		2. Alt P or Click Pend under My Queue

		List of Pend Jobs appears in priority and time order



		3. Click on desired job

		Business Entity section opens





6.4. Menu maneuvering to Corporate Search.  Details are in CRG 007 Search Home Page


		Action (what the processor does)

		Result (what the system does)



		1. Alt C or Click Corporate Search

		Search section opens





6.5. Supervisor Menu maneuvering


		Action (what the processor does)

		Result (what the system does)



		1. Alt W, Click, or hover mouse over Work Queue

		Dropdown menu is displayed showing the number of jobs in that queue



		2. Alt E, Click, or hover mouse over Expedited under Work Queue

		Another dropdown menu is displayed showing the number of jobs in the 1 hour, 2 hour and 24 hour queues



		3. Alt 1, click, or hover mouse over 1 hour under Expedited

		Another dropdown menu is displayed showing the number of jobs in the 1 hour for New Filing, Amendment, Status, etc…





7. Alternate Flows


8. Assumptions


8.1. The internal processor’s profile will drive which menu features they see.


8.2. There are no alternate flows for the Menu.


9. Exceptions


9.1. Deputies, Supervisors, and lead processors can see all queues and numbers of jobs in the queues.


10. References


10.1. ..\..\DBRS\New Filings\ER - BARD DBRS New Filings  V1.3.doc

11. Business Rules


11.1. Dropdown menus can be displayed by using the keyboard’s Alt key and the first letter of the menu item, clicking on the menu option, or hover the mouse over that option.


11.2. Work Queue menu items display the number of jobs in each unit when the person has a Deputies, Supervisors, and lead processors profile.


11.2.1. The number of expedited jobs is displayed by the expedited priority for a person who has a Deputies, Supervisors, and lead processors profile. 

11.2.2. Expedite menu option will display expedite type and the number for each unit.


11.2.3. Priorities


11.2.3.1. 1 is the lowest level and used for jobs that are waiting for something or processor needs to “sit” on the job.


11.2.3.2. 2 and 3 are held in reserve.


11.2.3.3. 4 is for normal processing.


11.2.3.4. 5 and 6 are held in reserve.


11.2.3.5. 7 is when a processor sends a job to their Pend queue, then the job is reassigned as a 7. 7 comes after the expedites (level 10, 13, 19, 22) but before the normal jobs (level 4)


11.2.3.6. 8 is when a job is Assigned to a processor or supervisor, then the job is reassigned as a 8. 8 comes after the expedites (level 10, 13, 19, 22) but before the normal jobs (level 4)


11.2.3.7. 9 is held in reserve.


11.2.3.8. 10 is for 24 hour expedites.


11.2.3.9. 11 and 12 are held in reserve.


11.2.3.10. 13 is for the 4 hour online filings and Apostille.


11.2.3.11. 14 and 15 are held in reserve.


11.2.3.12. 16 is to assign jobs to a processer to be completed after the 1 and 2 hour expedite jobs.


11.2.3.13. 17 and 18 are held in reserve.


11.2.3.14. 19 is for 2 hour expedites.


11.2.3.15. 20 and 21 are held in reserve.


11.2.3.16. 22 is for 1 hour expedites.


11.2.3.17. 23 and 24 are held in reserve.


11.2.3.18. 25 is for the highest priority.


11.2.4. The oldest job in each of these categories will be distributed first.


11.3. Apostille filings have a 4 hour expedite category and fee of $125, priority 13.


11.4. Work Queue is pre-selected based upon the processor’s profile. 


11.4.1. Work Queue selection can be changed based on profile.


11.4.2. Processors with “Floater” profile would have to change the queue as their daily work requires.


11.4.3. When all work in the processor’s queue is completed, they will automatically switch to the next queue they have the authority to work from.


11.5. Only one processor or online filer can access any one entity at a time for processing.


11.5.1. A message will appear when an entity is currently being processed.

11.5.1.1. The online message; “This entity is experiencing an update, please wait a few minutes and try again.”

11.5.1.2. The desktop message; “This entity is experiencing an update by {processor’s name}, please wait a few minutes and try again or pend the job.”

11.5.1.2.1. Processor needs to process a job for that entity, processors can respond to each other like instant messenger.

11.5.1.3. The desktop message; “Accounting is posting, please wait 10 minutes and try again or pend the job.”

11.5.2. The exception will be when the job is expedited; manual intervention may be required by a supervisor or lead processor.

11.5.3. Online free business search is excluded.


11.5.4. Internally the job can be viewed but no updates can be made and will not interfere with a job in process. 


11.6. Assigned:

11.6.1. Processors can re-assign jobs to a specific Supervisor Queue.

11.6.2. Supervisors can assign jobs to any processor.

11.6.3. Assigned Jobs are not Queue Specific.

11.6.4. Assigned Jobs are a higher priority than Pended Jobs.

11.6.5. Expedite jobs keep the original date, time, and priority level. 

11.7. Pended:

11.7.1. Time and date is required for when the pended job is to be reviewed again.

11.7.2. Pended Jobs are not Queue Specific

11.8. Job numbers are links to the job.

11.9. If a job is open for more than 8 hours, a notice is sent to the supervisors.  It will provide the job number, processor’s name, date and time the job was started.

11.9.1. The supervisor will see what has been completed then pend.

11.9.2. The work can be saved then reassigned to another processor.

11.10. Supervisor has the ability to select any processor then can view that processor’s assigned and pended queues.

11.10.1. The supervisor can reassign any job.

11.10.2. In the situation where the processor is not present and the job is open, the supervisor can pend then reassign that job.

11.10.3. Works goes directly into the applicable queues


11.10.4. Assign work to the processors


11.10.5. Supervisor ability to change the priorities of job but does not change an expedite classification


11.10.6. Supervisor have the ability to move jobs to different queues by clicking and dragging


12. Work Flow Map

12.1. This flow chart would show the transaction flow for Work Queue.  
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13. User Interface Design


13.1. Home Page Dashboard
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13.2. Screen Shot of Menu Dropdown

		Work Queue

		My Queue

		Current Job

		Search



		

		Amendments

		

		Assigned 

		

		



		

		Business Licenses

		

		Pended 

		

		



		

		Copies

		

		Queue

		

		



		

		Commercial RA

		

		

		

		



		

		New Filing

		

		

		

		



		

		Other

		

		

		

		



		

		Red Documents

		

		

		

		



		

		Refunds

		

		

		

		



		

		Registered Agent

		

		

		

		



		

		Service of Process

		

		

		

		



		

		Status

		

		

		

		



		

		Subpoenas

		

		

		

		



		

		Trademarks

		

		

		

		



		

		Return 

		

		

		

		





		Due Time and Date 

		Job Number 

		Notes



		1:00 pm 12-10-2015

		C20151210-0014

		ADDITIONAL $20



		9:00 am 12-31-2015

		C20151113-0685

		TO COMPLIANCE FOR REVIEW





13.2.1. After a job is selected the Current Job tab appears.

		Work Queue

		My Queue

		Current Job

		Search





13.3. Supervisor Dashboard

		Work Queue

		My Queue

		Corporate Search



		

		Amendments  200

		

		Assigned Amendments Sup  14

		

		



		

		Business Licenses

		

		Assigned Business License Sup  2

		

		



		

		Copies  30

		

		Assigned Copies Sup  4

		

		



		

		Expedite  204

		

		Assigned New Filings Sup  10

		

		



		

		New Filing  50

		

		Assigned Other Sup  8

		

		



		

		Other  152

		

		Assigned Service of Process Sup  2

		

		



		

		Pending  15

		

		Assigned Status Sup  1

		

		



		

		Refunds  2

		

		Assigned Subpoena Sup  3

		

		



		

		Red Documents

		

		Assigned Trademarks Sup  1

		

		



		

		Service of Process  67

		

		

		

		



		

		Status  351

		

		Non-Expedite 75

		

		



		

		Subpoenas  93

		

		1 Hour Expedite  25

		

		1 Hour Expedites



		

		Trademarks  45

		

		2 Hour Expedite  20

		

		Amendments 10



		

		Processor

		

		24 Hour Expedite  80

		

		Copies  3



		

		

		

		

		

		New Filing 1



		

		

		

		1 Hour Expedite  25

		

		Status 10



		

		

		

		2 Hour Expedite  20

		

		Trademarks 1



		

		

		

		24 Hour Expedite  159

		

		



		

		

		

		

		

		24 Hour Expedites



		

		

		

		Amendments 3

		

		Amendments 30



		

		

		

		Business License 2

		

		Copies  25



		

		

		

		Copies 1

		

		New Filing 28



		

		

		

		New Filing 4

		

		Status 40



		

		

		

		Status 4

		

		Trademarks 36



		

		

		

		Trademarks 1

		

		



		

		

		

		

		

		



		

		

		

		

		

		



		

		

		

		

		

		





14. Attribute List


		#

		Field Name

		Optional Mandatory


Conditional

		Display Type

		Data Type

		Default Value

		Dropdown/ Values

		Length

		Allow to Modify

		Validations

		Remarks/ Comments



		



		1. 

		Main menu

		Mandatory

		List

		Alphanumeric

		None

		· Work Queue


· My Queue


· Corporate Search

		N/A

		No

		

		



		2. 

		Second level  of Work Queue menu

		Conditional

		List

		Alphanumeric

		None

		· Amendments


· Business Licenses


· Copies


· Expedite


· New Filing


· Other


· Refunds

· Returns

· Service of Process


· Status


· Subpoenas


· Trademarks

		N/A

		No

		· Only deputies and  supervisors will see the number of jobs in the queues 


· Based on Profile, the Type of Filing Queues displays


· Floaters can open all the Filing Types based on selection in Work Queue




		



		3. 

		Third level of Work Queue menu for Amendments, Copies, New Fling, Other, Status, and Trademarks 

		Conditional

		List

		Alphanumeric

		None

		· Non-Expedite


· 1 Hour 


· 2 Hour


· 24 Hour

		N/A

		No

		· Only deputies, supervisors, and lead processors


· Ability to assign the job if needed

		



		4. 

		Third level of Work Queue menu for Expedited

		Conditional

		List

		Alphanumeric

		None

		· 1 Hour 


· 2 Hour


· 24 Hour

		N/A

		No

		· Only deputies, supervisors, and lead processors


· The number of jobs are totals for the expedite categories


· Ability to assign the job if needed

		



		5. 

		Fourth level of Work Queue, Expedited Categories

		Conditional

		List

		Alphanumeric

		None

		· Amendments


· Copies


· New Filing


· Status


· Trademarks

		N/A

		No

		· Only deputies, supervisors, and lead processors


· Breaks out the work queues


· Ability to assign the job if needed

		



		6. 

		Second level  of My Queue menu

		Conditional

		List

		Alphanumeric

		None

		· Assigned Amendments Sup 

· Assigned Business License Sup 

· Assigned Copies Sup 

· Assigned New Filings Sup 

· Assigned Other Sup 

· Assigned Service of Process Sup 

· Assigned Status Sup 

· Assigned Subpoena Sup 


· Assigned Trademarks Sup

		N/A

		No

		· Only deputies, supervisors, and lead processors see this section


· The number of jobs are totals for the categories




		



		7. 

		Second level  of My Queue menu

		Conditional

		List

		Alphanumeric

		None

		· Assigned

· Pend 

· Queue

		N/A

		No

		Only logged in processor’s jobs are in either queue




		



		8. 

		Third Level of My Queue, Pend 

		Conditional

		List, link

		Alphanumeric

		None

		· Time and Date 


· Job Number


· Notes

		N/A

		No

		· The headers are sortable


· The newest Pend time, date, and notes are displayed


· Clicking on a job will open in the New Business Entity section

		



		9. 

		Second level  of Corporate Search menu

		Conditional

		Text

		Alphanumeric

		None

		

		N/A

		No

		

		





15. Functionality

		Links

		Functionality



		Work Queue

		· Lists categories available to be processed in the My Queue list based on processor’s profile


· Deputy, Supervisor, and Lead Processor will see the total number of jobs for each queue



		My Queue

		Lists Assigned and Pend Queue for the processor



		Job Number

		Opens the first section for that filing type



		Corporate Search

		Opens the Search screen



		Filing Category

		· From My Queue will open in the Business Entity section with the highest priority job.  


· Will track processor, date, and time the job starts and is completed.



		Assigned 

		· From My Queue will open in the Business Entity section with the highest priority job assigned to processor.  


· Will track processor, date, and time the job starts and is completed.


· Click on job to open.



		Pended

		· From My Queue will open in the Business Entity section with the highest priority job Pend by processor.  


· Will track processor, date, and time the job starts and is completed.


· Click on job to open.





4.4 CRG 004 Letter


		Project Name

		Corporate Filing Re-Write

		Version

		2.7



		Application

		System for Corporate Filing



		Revision Description

		Revised from DBRS

		Last Modified

		December 2, 2014



		

		Revised from Team’s review

		

		January 22, 2015



		

		Revised from Requirements meeting

		

		January 28, 2015



		

		Revised from Team’s review meeting

		

		February 3, 2015



		

		Revised based on needs identified during a meeting regarding Out-Puts

		

		March 9, 2015



		

		Revised during Team meeting on 7/7/2015

		

		July 7, 2015



		

		Revised by Team after review and during meeting.

		

		July 22, 2015



		

		Revised by Team during meeting.

		

		July 29, 2015



		

		Approved by Team during meeting.

		

		August 19, 2015





1. Description


1.1. This requirement details the Letter process.


1.1.1. The Return Letter begins when the Reject button is selected at any step of any filing.  The Return Letter does not reject the entire filing, just portions. The Return Letter process is also a stand-alone transaction that is not linked to an entity, but is linked to a job.  The Return Letter allows Commercial Recordings to tell the customer why their filing cannot be processed and what is needed to have a successful filing.  


1.1.2. Commercial Recordings Compliance uses this feature to create the Demand letters that are associated with an entity or registered agent in the system.


1.1.3. Customer Service letters that are associated with an entity or registered agent in the system uses this feature so correspondence is available.

2. Initiating Actors


2.1. Internal System for Corporate Filing


2.2. Internal Processors


2.3. Internal Commercial Recording Division Compliance staff can create Demand Letters

3. Pre-Condition


3.1. Documents receipted


3.2. Filing does not meet minimum filing qualifications


4. Post-Condition


4.1. Filing is not processed


4.2. Customer is notified that the filing was not processed and what to correct to have a successful filing

5. Frequency


5.1. Normally 20 to 40 letters are processed daily by each processor.

6. Normal Flow


6.1. At any point of any filing process the processor or system finds incorrect or missing data that prevents the completion of the filing.  


		Action (what the processor does)

		Result (what the system does)



		1. 

		Required form, field is blank, or check box is not marked or missing is flagged by the system allowing the processor to see those missing items.



		2. Click Reject or Alt R

		· Message “Complete reviewing all documents to discover any other missing items.”


· Output section opens


· Word opens with the Return Letter template, see Attachment A

· Automatic notes are inserted into the Notes table

· Sent To Name and mailing address populates and is editable



		3. Enter the appropriate Reason(s) in Word

		Entry is displayed



		4. Save Return Letter in Word

		Word closes and Return Letter section of Output is displayed



		5. Enter the name of a form in Search field

		Entry is displayed



		6. Click Search

		Searches then displays potential matches of the form



		7. Select any form(s) needed from the dropdown

		Blank forms are attached in addition to the documents submitted



		8. Click Complete

		Letter, submitted documents, and forms are e-mailed, printed, or faxed





6.2. The processor can reject the entire filing. 


		Action (what the processor does)

		Result (what the system does)



		1. 

		Required form, field is blank, or check box is not marked or missing is flagged by the system allowing the processor to see those missing items.



		2. Click Reject ALL

		· Message “Complete reviewing all documents to discover any other missing items.”


· Output section opens


· Word opens with the Return Letter template, see Attachment A

· Automatic internal notes are inserted into the Notes table


· Sent To Name and mailing address populates and is editable



		3. Enter the appropriate Reason(s) in Word

		Entry is displayed



		4. Save Return Letter in Word

		Word closes and Return Letter section of Output is displayed



		5. Enter the name of a form in Search field

		Entry is displayed



		6. Click Search

		Searches then displays potential matches of the form



		7. Select any form(s) needed from the dropdown

		Blank forms are attached in addition to the documents submitted



		8. Click Complete

		Letter, submitted documents, and forms are e-mailed, printed, or faxed





6.3. Return Letters from the Return Queue


		Action (what the processor does)

		Result (what the system does)



		1. Select Work Queue, Return

		Send To, Notes, and Output sections appear with Sent To open and the Document Image screen side



		2. Enter Send To information

		Entry is displayed



		3. Click Next

		· Output section opens


· Word opens with the Return Letter template, see Attachment A

· Automatic internal notes are inserted into the Notes table

· Sent To Name and mailing address populates and is editable



		4. Enter the appropriate Reason(s) in Word

		Entry is displayed



		5. Save Return Letter in Word

		Word closes and Return Letter section of Output is displayed



		6. Enter the name of a form in Search field

		Entry is displayed



		7. Click Search

		Searches then displays potential matches of the form



		8. Select any form(s) needed from the dropdown

		Blank forms are attached in addition to the documents submitted



		9. Click Complete

		Letter, submitted documents, and forms are e-mailed, printed, or faxed





6.4. Demand Letters


		Action (what the processor does)

		Result (what the system does)



		1. Search for Entity 

		Search results are listed



		2. Select the correct entity

		Entity Information opens



		3. Select Send To

		Send To opens



		4. Enter who the letter is being sent to

		Entry is displayed



		5. Select Outputs 

		Outputs opens



		6. Click Forms Search

		List is displayed



		7. Select Demand Letter

		6.5. Automatic Notes are inserted into the Notes table and includes Type of Administrative Hold


6.6. Letter is generated and Word opens displaying the letter



		8. Edit if needed

		Edits are displayed



		9. Close letter

		Letter is saved as a PDF and is attached to the entity



		10. Click Complete

		Letter will be sent as selected in Send To





6.7. Customer Service Letters


		Action (what the processor does)

		Result (what the system does)



		1. Search for Entity 

		Search results are listed



		2. Select the correct entity

		Entity Information opens



		3. Select Send To

		Send To opens



		4. Enter who the letter is being sent to

		Entry is displayed



		5. Select Outputs 

		Outputs opens



		6. Click Forms Search

		List is displayed



		7. Select CS Letter

		6.8. Automatic Notes are inserted into the Notes table and will include Type of Letter

6.9. Letter is generated and Word opens displaying the letter, see Attachment D



		8. Edit if needed

		Edits are displayed



		9. Close letter

		Letter is saved as a PDF and is attached to the entity



		10. Click Complete

		Letter will be sent as selected in Send To





7. Alternate Flows


8. Assumptions


9. Exceptions


10. References


10.1. ..\..\DBRS\New Filings\ER - BARD DBRS New Filings  V1.3.doc

11. Business Rules


11.1. System will interpret data in each field the insert into the corresponding fields.

11.1.1. When the forms are missing required data, the system provides a message, “Filing could be incomplete.”

11.2. When an entity exists, it is required to associate the return letter.


11.3. There are also “stand alone” return letters that are linked to the job number and processor.  These letters will be used when the documents scanned cannot be associated with an entity.  The documents will be in the Return queue on Work Queue.  When selected only the Send To, Notes, and Output sections appear. 

11.3.1. If a Compliance Letter copy is requested, the copy is only given by Compliance Employee or other authorized staff person.  

11.4. The Return Letter is in the Output section. 


11.4.1. The Return Letter is typed and saved from Word into the system.  The name of the letter will automatically be the job number.


11.4.2. The Return Letter is sent to the Send To name and address.


11.4.3. After the Name and Address is added to the letter and when the Send To is blank, the system will populate the name and address fields with that data.


11.4.4. Fields 1 to 7 in the attribute list are editable by the processor.


11.5. Pre-clearance fee of $125 is charged when that check box is marked.  See Attachment B for the Pre-Clearance Return letter template.  See Attachment C for the Approval Pre-Clearance Return letter template. 

11.6. The submitted documents can be returned to the customer.  Those documents will not have a file stamp


11.7. The submitted forms are returned to the customer with the return letter.


11.7.1. System will allow the processor to circle or highlight the area of the submitted document(s) that need changes made by the customer.


11.8. When forms are needed to be forwarded, the system will attach blank forms selected by the processor.


11.8.1. The form names or numbers are searchable then the results are selectable.


11.8.2. A list of forms grouped by functional areas will be available and selectable.


11.8.2.1. The selected forms are displayed for the processor.


11.8.2.2. The forms that apply to each entity type will be made available.


11.8.2.2.1. Forms that are not applicable to the entity type will be displayed further down the list.


11.9. The Return Letter will include the job number, how much funds where submitted, processor’s initials, and the date of the processing.


11.10. The Return Letters will be searchable using: 


11.10.1. date of the letter, 


11.10.2. date of the filing, 


11.10.3. entity number, 


11.10.4. Nevada business license number, 


11.10.5. name of entity, 


11.10.6. job number, 


11.10.7. processor’s name or initials, 


11.10.8. check number, and/or 


11.10.9. last four numbers of a credit card.


11.11. The Return Letter can be opened, edited, and resent or printed after the original sending or printing.  


11.11.1. The saved name will be the job number and “.2” for the first revision.  The number will increase by one for any other revisions.


11.12. Reject button will reject the one filing for the one entity when multiple filings are in one job.  


11.13. Return Letter and documents are kept on the system for one year from the date of the letter.  On the 366 day, the return letter and documents associated are deleted.


11.14. Selecting “Letter” opens Word with the letter head and signature line for free text.   Letters are linked to an entity and can be linked to Job Numbers.


11.15. Form order as displayed Add form numbers.

11.15.1. The first two numbers in the form number are the category the form is in.


11.15.2. The third and fourth numbers are sequence numbers of the form.


11.15.3. The fifth sixth numbers are the version numbers of the form.  The asterisk represents the last number of the version number.

		Customer Order Forms



		CUSTOMER ORDER FORMS – 23



		ePayment Checklist  

		23010*



		Customer Order Instructions - Regular & 24 Hour  

		23030*



		Customer Order Instructions - 1 & 2 Hour Expedite  

		23040*



		Trust Account Application  

		23050*



		Copies Order Form

		23060*



		NT7 Forms



		NT7 BUSINESS LICENSE - 02  (no longer using bar code on new forms as of 9-20-13)



		Sole Proprietor Application 

		02010*



		Partnership Application

		02020*



		Other Application

		02030*



		Sole Proprietor Renewal

		02040*



		Partnership Renewal

		02050*



		Other Renewal

		02060*



		Sole Proprietor Exemption

		02070*



		Partnership Exemption

		02080*



		Other Exemption

		02090*



		Amendment for Sole Proprietors and Partnerships Only

		02100*



		Amendment Other

		02110*



		Cancellation Statement for Sole Proprietors and Partnerships Only

		02120*



		Cancellation Statement Other

		02130*



		New Filing Forms 



		NAME FORMS – 20



		Name Reservation Request

		20010*



		Name Consent or Release  

		20020*



		Modified Name Resolution  

		20030*



		Amended Modified Name Resolution  

		20040*



		Surrender of Modified Name Resolution  

		20050*



		BUSINESS TRUSTS - 03



		Certificate of Business Trust   (NRS CHAPTER 88A)

		03010*



		Registration for Foreign Business Trust  (NRS CHAPTER 88A) 

		03020*



		CORPORATIONS – 04



		Domestic Corporation Filing  (NRS CHAPTER 78) 

		04010*



		Foreign Corporation Filing  (NRS CHAPTER 80) 

		04020*



		Close Corporation Filing  (NRS CHAPTER 78A) 

		04030*



		Professional Corporation Filing  (NRS CHAPTER 89)

		04040*



		Nonprofit Cooperative Corporation Without Stock  (NRS 81.410-81.540)

		04050*



		Nonprofit Corporation  (NRS CHAPTER 82)

		04060*



		Cooperative Association  (NRS 81.170-81.270)

		04070*



		Corporation Sole  (NRS CHAPTER 84)   DISCONTINUED as of 7-1-11

		04080*



		Nonprofit Cooperative Corporation With or Without Stock  (NRS 81.010-81.160)

		04090*



		LIMITED-LIABILITY COMPANIES - 05 



		Limited-Liability Company  (NRS CHAPTER 86)

		05010*



		Professional Limited-Liability Company  (NRS CHAPTER 89)

		05020*



		Foreign Limited-Liability Company  (NRS 86.544)

		05030*



		LIMITED PARTNERSHIP - 06



		(87A) Limited Partnership Registration  (NRS CHAPTER 87A )

		06010*



		(87A) Foreign Limited Partnership Registration  (NRS CHAPTER 87A )

		06020*



		(88) Limited Partnership Registration  (NRS CHAPTER 88)

		06030*



		(88) Foreign Limited Partnership Registration  (NRS CHAPTER 88)

		06040*



		Certificate of Change of Address of Records Office (NRS 87A.215 AND 88.330)

		06050*



		LIMITED-LIABILITY PARTNERSHIP - 07



		Limited-Liability Partnership Registration  (NRS CHAPTER 87)

		07010*



		Foreign Limited-Liability Partnership Registration   (NRS CHAPTER 87)

		07020*



		Certificate of Change of Principal Office (NRS 87.490)

		07030*



		LIMITED-LIABILITY LIMITED PARTNERSHIP - 08



		(87A) Limited-Liability Limited Partnership Registration  (NRS CHAPTER 87A )

		08010*



		(87A) Foreign Limited-Liability Limited Partnership Registration   (NRS CHAPTER 87A )

		08020*



		(88) Limited-Liability Limited Partnership Registration  (NRS CHAPTER 88)

		08030*



		(88) Foreign Limited-Liability Limited Partnership Registration  (NRS CHAPTER 88) 

		08040*



		Status Lists and RAS



		LISTS – 10



		List of Officers and Directors - Profit Corporation  LOP (NRS CHAPTERS 78 & 80) 

		10010*



		List of Officers and Directors - Nonprofit Corporation LONP (NRS CHAPTERS 80, 81, 82) 

		10020*



		List of Subscriber LS (NRS CHAPTER 84) 

		10030*



		List of Managers or Members  LMM (NRS CHAPTER 86) 

		10040*



		List of General Partners  LGP (NRS CHAPTER 88)

		10050*



		List of Managing Partners  LMP (NRS CHAPTER 87)

		10060*



		List of Trustees  LT (NRS CHAPTER 88A)

		10070*



		Statement of Alternate Due Date 

		10100*



		CHARITABLE SOLICITATION - 28



		Charitable Solicitation Registration Statement

		28010*



		Charitable Solicitation Exemption Statement

		28020*



		REINSTATEMENT – 26



		Application for Reinstatement

		26010*



		Certificate of Reinstatement

		26020*



		REGISTERED AGENT – 18



		Commercial Registered Agent Registration Statement

		18010*



		Commercial Registered Agent Registration Statement of Change 

		18020*



		Certificate of Acceptance of Appointment by Registered Agent

		18030*



		Statement of Resignation of Registered Agent

		18040*



		Commercial Registered Agent Termination Statement

		18050*



		Statement of Change by Noncommercial Registered Agent

		18060*



		Electronic Notification Authorization Form  

		18090*



		Statement of Change of Registered Agent by Represented Entity 

		18100*



		Registered Agent Registration Form for Calendar Year 20XX

		18140*



		Amendment to Registered Agent Registration Form for Calendar Year 20XX

		18150*



		Amendments



		AMENDMENTS - 09



		Amendment Before Issuance of Stock  (NRS 78.380)

		09010*



		Amendment After Issuance of Stock  (NRS 78.390)

		09020*



		Certificate Pursuant to NRS 78.209  (NRS 78.209)

		09030*



		Certificate of Correction  (NRS 78.0295)

		09040*



		Restated Articles  (NRS 78.403 & 82.371 )

		09050*



		Reorganization   (NRS 78.622)

		09060*



		Certificate of Amendment by Custodian  (NRS 78.347)

		09070*



		Officer's Statement  (NRS 80.030)

		09080*



		Amendment After First Meeting of Directors  (NRS 81.010, 81.410, 81.170, 82.356) 

		09090*



		Amendment Before First Meeting of Directors  (NRS 81.170 & 82.346) 

		09100*



		Amendment to Corporation Sole  (NRS CHAPTER 84)

		09110*



		Amendment of Articles of Organization  (NRS 86.221)

		09120*



		Amendment to Application of Registration   (NRS CHAPTER 86)

		09130*



		(87A) Amendment to a Limited Partnership  (NRS CHAPTER 87A )

		09140*



		(87A) Amendment to a Foreign Limited Partnership  (NRS CHAPTER 87A )

		09150*



		(88) Amendment to a Limited Partnership  (NRS 88.355)

		09160*



		(88) Amendment to a Foreign Limited Partnership  (NRS 88.590)

		09170*



		Amendment to Limited-Liability Partnership  (NRS CHAPTER 87)

		09180*



		Amendment to Foreign Limited-Liability Partnership   (NRS CHAPTER 87)

		09190*



		Amendment to Limited-Liability Limited Partnership  (NRS CHAPTER 87A and 88)

		09200*



		Amendment to Foreign Limited-Liability Limited Partnership  (NRS CHAPTER 87A and 88)

		09210*



		Amendment to Certificate of Business Trust  (NRS 88A.220)

		09240*



		Amendment to Foreign Business Trust  (NRS 88A.700)

		09250*



		Amendment of Articles of Organization Before Issuance of Member Interest  (NRS 86.216)

		09260*



		MERGER/EXCHANGE - 14



		Articles of Merger  (NRS CHAPTER 92A)

		14010*



		Articles of Exchange  (NRS CHAPTER 92A)

		14020*



		Articles of Conversion  (NRS CHAPTER 92A)

		14030*



		Termination of Merger/Exchange/Conversion  (NRS CHAPTER 92A)

		14040*



		Domestication  (NRS CHAPTER 92A)

		14050*



		DESIGNATIONS - 15



		Certificate of Designation  (NRS 78.1955)

		15010*



		Amended Certification Designation Before Issuance of Class or Series  (NRS 78.1955)

		15020*



		Amended Certification Designation After Issuance of Class or Series  (NRS 78.1955)

		15030*



		Withdrawal of Designation  (NRS 78.1955)

		15040*



		TERMINATION – 12



		Termination of Amendment Before Issuance of Stock  (NRS 78.380)

		12010*



		Termination of Amendment After Issuance of Stock  (NRS 78.390)

		12020*



		Termination of Filing Pursuant to NRS 78.209  (NRS 78.209)

		12030*



		Termination of Amendment of Articles of Organization  (NRS 86.221)

		12040*



		REVIVALS - 17



		Corporation Revival  (NRS 78.730 and 81.010)

		17010*



		Nonprofit Corporation Revival for All Corporations filed Under NRS 81 (Except 81.010) and 82  (NRS 82.546)

		17030*



		Limited-Liability Company Revival  (NRS 86.580)

		17040*



		Application For Revival  

		17050*



		Certificate of Revival for a Foreign Qualified Corporation (NRS 80F)

		17060*



		Certificate of Revival for a Foreign Qualified Non-Profit Corporation (NRS 80FNP)

		17070*



		Certificate of Revival for a Foreign Limited-Liability Company (NRS 86.544)

		17080*



		Certificate of Revival for a Nevada Limited-Liability Partnership (NRS 87)

		17090*



		Certificate of Revival for a Foreign Limited-Liability Partnership (NRS 87F)

		17100*



		Certificate of Revival for a Nevada Limited Partnership (NRS 87A)

		17110*



		Certificate of Revival for a Foreign Limited Partnership (NRS 87A.540)

		17120*



		Certificate of Revival for a Nevada Limited Partnership (NRS 88)

		17130*



		Certificate of Revival for a Foreign Limited Partnership (NRS 88.575)

		17140*



		Certificate of Revival for a Nevada Business Trust (NRS 88AD)

		17150*



		Certificate of Revival for a Foreign Business Trust (NRS 88A.710)

		17160*



		Certificate of Revival for a Nevada Professional Association (NRS 89PA)

		17170*



		WITHDRAWAL/DISSOLUTION - 13



		Dissolution Before Payment of Capital and Beginning of Business  (NRS 78.575)

		13010*



		Dissolution After Beginning of Business  (NRS 78.580)

		13020*



		Foreign Withdrawal  (NRS 80.200)

		13030*



		Voluntary Dissolution at Request of Members  (NRS 82.446)

		13040*



		Voluntary Dissolution by Directors and Members or by Directors Alone  (NRS 82.451)

		13050*



		Dissolution to Corporation Sole  (NRS CHAPTER 84)

		13060*



		Articles of Dissolution for a Nevada Limited-Liability Company  (NRS 86.531)

		13070*



		Articles of Dissolution for a Nevada Limited-Liability Company Before Commencement of Business (NRS 86.490)

		13080*



		Certificate of Cancellation for a Foreign Limited Liability Company  (NRS 86.547)

		13090*



		(87A) Cancellation of Limited Partnership  (NRS CHAPTER 87A )

		13100*



		(87A) Cancellation of Foreign Limited Partnership Registration  (NRS CHAPTER 87A & 88)

		13110*



		(88) Cancellation of Limited Partnership  (NRS 88.360)

		13120*



		Withdrawal of a Limited-Liability Limited Partnership  (NRS CHAPTER 87A and 88)

		13140*



		Cancellation of Foreign Limited-Liability Limited Partnership  (NRS CHAPTER 87A and 88)

		13150*



		Withdrawal of Limited-Liability Partnership  (NRS 87.470)

		13180*



		Withdrawal of Foreign Limited-Liability Partnership  (NRS 87)

		13190*



		Cancellation of Business Trust  (NRS 88A.420)

		13200*



		Cancellation of Registration Foreign Business Trust (NRS 88A.740)

		13210*



		MISCELLANEOUS FORMS - 21



		Form to Accompany Miscellaneous Fillings  (NRS 318.258, 707.240, 678.320, 78.085)

		21010*



		Appointment of Registered Agent by Non-filing Domestic and Nonqualified Foreign Entities  

		21020*



		Statement of Cancellation by Non-filing Domestic and Nonqualified Entities 

		21030*



		Cancellation of Appointment of Registered Agent filed pursuant to NRS 77.380.

		21040*



		PARTNERSHIP AUTHORITY - 22 



		Statement of Partnership Authority  (NRS 87.4327)

		22010*



		Amendment to Statement of Partnership Authority  (NRS 87.4318)

		22020*



		Statement of Denial  (NRS 87.4328)

		22030*



		Statement of Dissociation  (NRS 87.4349) 

		22040*



		Cancellation of Statement of Partnership Authority  (NRS 87.4318)

		22050*



		Trademark



		TRADEMARKS – 19



		Mark Registration

		19010*



		Amendment to Mark

		19040*



		Assignment of Mark

		19030*



		Cancellation of Mark

		19050*



		Right of Publicity

		19060*



		Apostille



		APOSTILLE – 24



		Apostille/Certification Order Instructions

		24010*



		Notary



		NOTARY – 25



		Application

		25010*



		Amendment

		25020*



		Nonresident Affidavit

		



		Credit Card Checklist

		25040*



		Notary Class Registration

		25050*
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13. User Interface Design


13.1. Screen Shot 
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14. Attribute List


		#

		Field Name

		Optional Mandatory


Conditional

		Display Type

		Data Type

		Default Value

		Dropdown/ Values

		Length

		Allow to Modify

		Validations

		Remarks/ Comments



		HEADER visible when each section opens



		Forms 



		1. 

		Search

		Optional

		Text

		Alphanumeric

		None

		Names of the Forms

		

		Yes

		Searchable by form name or number

		



		2. 

		List

		Optional

		Text

		Alphanumeric

		None

		Names of the Forms

		

		Yes

		Forms will be grouped in functional areas

		



		3. 

		Forms Selected 

		Conditional

		Text

		Alphanumeric

		None

		Names of the Forms

		

		Yes

		Displays the selected forms

		



		4. 

		Check Box

		Conditional

		Box

		

		None

		Pre Clearance

		1

		Yes

		Displays Pre Clearance Letter

		





15. Functionality


		Button

		Functionality



		Complete

		Completes the job, releases the entity, asks processor if they want to continue with next job or not. Provides a ten minute processing delay in creation of pdf; allows processor ten minutes to finalize any part of the process before pdf is created. 



		Form Search

		Searches for the form either by number or name based on data entered by processor.



		Word

		Opens Word with the Return Letter template.



		Add

		Adds documents designated by the check box to display in Document View



		Check Boxes

		Functionality



		Pre Clearance

		When selected adds the $125 fee



		Approval Pre-Clearance

		Opens Attachment C





Attachment A; Return Letter


		BARBARA K. CEGAVSKE

              Secretary of State


JEFFERY LANDERFELT

              Deputy Secretary


     for Commercial Recordings

		STATE OF NEVADA


[image: image18.jpg]





OFFICE OF THE


SECRETARY OF STATE

		Commercial Recordings Division


202 N. Carson Street


Carson City, NV 89701-4201

Telephone (775) 684-5708


Fax (775) 684-7138





{Date}


{Sent To Name}


{Address}


{City, State, Zip}


Re:  {Entity Name}

Job:  {Job Number}
Balance in Job: {$}
Processor:  {Processor’s Initials}


Thank you for your recent request.  


{Free Text}


Respectfully,


[image: image19.png]





BARBARA K. CEGAVSKE


Secretary of State this letter must be returned with the requested information or fee indicated above.  If you paid for this filing via cash or check, the money is available towards the fees for the replacement filing, another filing or can be refunded upon written request within 1 year of payment pursuant to NRS 353.115.  Amounts not used or refunded within one year are not available for use or refund.  We have not charged your credit card or trust account for this filing.  Please resubmit your credit card or trust account information when submitting replacement documents.


Attachment B; Pre-Clearance Return Letter


		BARBARA K. CEGAVSKE

              Secretary of State


JEFFERY LANDERFELT

              Deputy Secretary


     for Commercial Recordings

		STATE OF NEVADA
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OFFICE OF THE


SECRETARY OF STATE

		Commercial Recordings Division


202 N. Carson Street


Carson City, NV 89701-4201

Telephone (775) 684-5708


Fax (775) 684-7138





{Date}


{Sent To Name}


{Address}


{City, State, Zip}


Re:  Preclearance request {Entity Name}

Job:  {Job Number}
Processor:  {Processor’s Initials}


{Free Text} 


Respectfully,


[image: image21.png]





BARBARA K. CEGAVSKE


Secretary of State this letter must be returned with the requested information or fee indicated above.  If you paid for this filing via cash or check, the money is available towards the fees for the replacement filing, another filing or can be refunded upon written request within 1 year of payment pursuant to NRS 353.115.  Amounts not used or refunded within one year are not available for use or refund.  We have not charged your credit card or trust account for this filing.  Please resubmit your credit card or trust account information when submitting replacement documents.


Attachment C; Approval Pre-Clearance Return Letter


		BARBARA K. CEGAVSKE

              Secretary of State


JEFFERY LANDERFELT

              Deputy Secretary


     for Commercial Recordings

		STATE OF NEVADA


[image: image22.jpg]





OFFICE OF THE


SECRETARY OF STATE

		Commercial Recordings Division


202 N. Carson Street


Carson City, NV 89701-4201

Telephone (775) 684-5708


Fax (775) 684-7138





{Date}


{Sent To Name}


{Address}


{City, State, Zip}


Re:  Preclearance request {Entity Name}

Job:  {Job Number}
Processor:  {Processor’s Initials}


{Free Text} 


Approval templet wording: Pre-Clearance has been approved. Submit filing documents with all signatures and fee’s. Thank you. 


Respectfully,
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BARBARA K. CEGAVSKE


Secretary of State this letter must be returned with the requested information or fee indicated above.  If you paid for this filing via cash or check, the money is available towards the fees for the replacement filing, another filing or can be refunded upon written request within 1 year of payment pursuant to NRS 353.115.  Amounts not used or refunded within one year are not available for use or refund.  We have not charged your credit card or trust account for this filing.  Please resubmit your credit card or trust account information when submitting replacement documents.


Attachment D; Customer Service Letter


		BARBARA K. CEGAVSKE

Secretary of State

		STATE OF NEVADA

OFFICE OF THE

SECRETARY OF STATE

101 N. Carson Street

Suite 3


Carson City, Nevada  89701-4786

		Phone (775) 684-5708

Fax (775) 684-5725





Date

Name


Address


City State Zip


Re:

Thank you for contacting Secretary of State Barbara Cegavske’s office.  


If you have any questions or if we may be of further assistance please do not hesitate to contact our office at (775) 684-5708 or if you are outside of Nevada, at (800) 450-8594.  

Respectfully,
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BARBARA K. CEGAVSKE

Secretary of State


By:  Customer Services Division


www.nvsos.gov

4.5 CRG 005 Charitable Solicitation Registration Statement

		Project Name

		Corporate Filing Re-Write

		Version

		2.4



		Application

		System for Corporate Filing



		Revision Description

		Revised from DBRS

		Last Modified

		December 2, 2014



		

		Revised from Team’s review

		

		January 22, 2015



		

		Revised from Team meeting on 1/22/2015. The data from the form must be added into the system’s database

		

		January 22, 2015



		

		Revised from Team meeting on 1/28/2015.

		

		January 29, 2015



		

		Revised based on 2015 Legislative Changes AB50

		

		August 14, 2015





1. Description


1.1. This requirement details the Charitable Solicitation Registration Statement process.  When a non-profit corporation (NRS 82, NRS 80FNP, NRS 81.010, NRS 81.200, or NRS 81.410) intends to solicit charitable contributions, they must provide limited tax and revenue information.  Either one of these forms Charitable Solicitation Registration Statement or Charitable Solicitation Registration Exemption are required to be submitted annually with the List of Officers, unless they are not intending to ask for donations.

2. Initiating Actors


2.1. Internal System for Corporate Filing


2.2. Internal Processors


3. Pre-Condition


3.1. Entity must be NRS 82 Domestic Non-Profits, NRS 80FNP Foreign Non-Profits, NRS 81.010 Domestic Non-Profit Coop Corporations, NRS 81.200 Domestic Non-Profit Coop Associations, or NRS 81.410 Domestic Non-Profit Coop Corporations without Stock entity.

3.2. When the List of Officers form 100204 have “Yes” checked for the question “Does Corporation intent to solicit charitable / tax deductible contributions?” 


3.2.1. Requires the 280102 form to be submitted, or


3.2.2. Requires 280202 form for Exempt from Filing if the box is checked.


4. Post-Condition


4.1. Charitable Solicitation Registration Statement information is recorded, or


4.2. Charitable Solicitation Registration Exemption information is recorded.

5. Frequency


5.1. 3000 to 5000 per year.

6. Normal Flow


6.1. Charitable Solicitation Registration Statement; long form

		Action (what the processor does)

		Result (what the system does)



		1. Click Next

		Charitable Solicitation Registration Statement section open



		2. 

		The IRS Name is inserted into the IRS Name field



		3. 

		The Soliciting Charitable Name is inserted into the Soliciting Charitable Name field



		4. 

		Web Address is inserted if entered on the form



		5. 

		USA Patriot Act Certification is checked if checked



		Places of Business – Principal Place of Business



		6. 

		Address is inserted into the Address field



		7. 

		City is inserted into the City field



		8. 

		State is inserted into the State field



		9. 

		Zip Code is inserted into the Zip Code field



		10. 

		+ four is inserted into the + four field



		11. 

		Country is inserted into the Country field



		12. 

		Phone is inserted into the Phone field



		Places of Business – Nevada Offices or Custodian, if applicable



		13. 

		Address is inserted into the Address field



		14. 

		City is inserted into the City field



		15. 

		State is inserted into the State field



		16. 

		Zip Code is inserted into the Zip Code field



		17. 

		+ four is inserted into the + four field



		18. 

		Country is inserted into the Country field



		19. 

		Phone is inserted into the Phone field



		Tax Information



		20. 

		Federal Tax Exemption Status is inserted into the Federal Tax Exemption Status field



		21. 

		EIN – Federal Tax ID is inserted into the EIN – Federal Tax ID field



		Executive Personnel



		22. 

		First Name is inserted into the First Name field



		23. 

		Middle Name is inserted into the Middle Name field



		24. 

		Last Name is inserted into the Last Name field



		25. 

		Title is inserted into the Title field



		26. 

		Address is inserted into the Address field



		27. 

		City is inserted into the City field



		28. 

		State is inserted into the State field



		29. 

		Zip Code is inserted into the Zip Code field



		30. 

		+ four is inserted into the + four field



		31. 

		Country is inserted into the Country field



		Fiscal Year



		32. 

		Day is inserted into the Day field



		33. 

		Month is inserted into the Month field



		Financial Information



		34. 

		Total Revenue is inserted into the Total Revenue field



		35. 

		Total Expense is inserted into the Total Expense field



		36. 

		Revenue Less Expenses is inserted into the Revenue Less Expenses field



		37. 

		Total Assets is inserted into the Total Assets field



		38. 

		Total Liability is inserted into the Total Liability field



		39. 

		Net Assets or Fund Balances is inserted into the Net Assets or Fund Balances field



		40. Verifies all data matches scanned form

		System correctly interpreted the form



		41. Click Commercial and Non-Commercial Agent, Click the “-” on the Commercial and Non-Commercial Agent’ row, or tab to Next then the Enter key

		Business Entity collapses and the next step expands





6.2. Exemption from Charitable Solicitation Registration Statement; short form

		Action (what the processor does)

		Result (what the system does)



		1. Click Next

		Charitable Solicitation Registration Statement section open



		2. 

		The IRS Name is inserted into the IRS Name field, spell check is completed



		Tax Information



		3. 

		Federal Tax Exemption Status is inserted into the Federal Tax Exemption Status field



		4. 

		EIN – Federal Tax ID is inserted into the EIN – Federal Tax ID field



		Exemption Criteria



		5. 

		Request for contributions, donations, gifts or the like which is directed only to a total of fewer than 15 persons annually is checked



		6. 

		Request for contributions, donations, gifts or the like is directed only to person who are related within the third degree of consanguinity or affinity to the officers, directors, trustees or executive personal of the corporation is checked



		7. 

		Corporation is recognized as a church under the Internal Revenue Code section 501(c)(3) is checked



		8. 

		Appeals for funds to benefit a particular person or his or her immediate family named in the solicitation, but only if all the proceeds of the solicitation are given to or expended for the direct benefit of the person or his or her immediate family is checked



		9. 

		Conducted by an alumni association of an accredited institution which solicits only persons who have an established affiliation with the institution, including, without limitation, current and former students, members of the faculty or staff, or persons who are within the third degree of consanguinity or affinity of such persons is checked



		10. Verifies all data matches scanned form

		System correctly interpreted the form



		11. Click Commercial and Non-Commercial Agent, Click the “-” on the Commercial and Non-Commercial Agent’ row, or tab to Next then the Enter key

		Business Entity collapses and the next step expands





7. Alternate Flows

7.1. Places of Business not Nevada –Custodian

At Step 15, in 6.1, the State is not Nevada

		Action (what the processor does)

		Result (what the system does)



		1. 

		Name of Custodian is inserted into the Name of Custodian field



		1.1. 

		Phone is inserted into the Phone field



		1.2. 

		Address is inserted into the Address field



		1.3. 

		City is inserted into the City field



		1.4. 

		State is inserted into the State field



		1.5. 

		Zip Code is inserted into the Zip Code field



		1.6. 

		+ four is inserted into the + four field



		1.7. 

		Country is inserted into the Country field



		2. 

		Transaction continues with reviewing step 20





7.2. IRS Form 990, 990EX or estimates check box

At Step 34, in 6.1, the IRS Form 990, 990EX or estimates box is checked


		Action (what the processor does)

		Result (what the system does)



		1. 

		IRS Form 990, 990EX or estimates check box is marked



		2. 

		Total Revenue is inserted into the Total Revenue field



		3. 

		Transaction continues with reviewing step 34





7.3. Field needs to be edited

		Action (what the processor does)

		Result (what the system does)



		1. Verifies all data matches scanned form

		System incorrectly interpreted a field



		2. Click the field or access the field using keyboard functions

		The field is enabled for editing



		3. Correction is entered or selected

		The system will save the change when the Next button is selected



		4. 

		Transaction continues with reviewing at the step the correction was needed





8. Assumptions


9. Exceptions


10. References


10.1. ..\..\..\CharitableOrgs(AB60,2013)\Requirements\Charitable Orgs (AB60) Requirements v1.5.doc

11. Business Rules


11.1. Only Non-Profit Entities under NRS 80, 82, and 81 are required to statement if they are going to solicit for charitable contributions.  This is declared on the non-profit annual list form number 100204.


11.1.1. If the entity declares they will solicit but do not declare they are exempt, they will submit form 280102 and “CSRS – Charitable Solicitation Registration Statement” Action is added.

11.1.1.1. When the State in field 14 is not Nevada then field 19 is required to capture the name of the Custodian, address, city, state, zip code, and phone number. 

11.1.1.2. From the attribute list, fields 41, 42, and 43 need to be hidden.

11.1.2. If the entity declares they will solicit and are exempt, they will submit form 280202 and “CSRX – Exemption from Charitable Solicitation Registration Statement” Action is added.

11.1.2.1. From the attribute list, fields 1, 20, 21, 41, 42, and 43 apply to the exemption.  All other fields need to be hidden.

11.1.2.2. At least one check box must be marked in 41, 42, or 43 fields.  Any combination may be marked.

11.1.3. When either form is submitted, the Charitable Solicitation Registration Statement section will appear.


11.1.4. These are actions and will be based on the bar code on the form. 


11.1.5. Processors can begin typing data in fields that have dropdowns and the system will populate the matching dropdown item.


11.2. The data will be available in the Free Business Search and Bulk Data Download.

12. Work Flow Map
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13. User Interface Design


13.1. Screen Shot 

		Work Queue

		My Queue

		Current Job 

		Search

		



		



		…



		Charitable Solicitation Registration Statement
+



		



		1 b) IRS Name

		



		1 c) Soliciting Charitable Name

		



		Web Address

		



		USA Patriot Act Certification (

		



		Places of Business



		Telephone Number

		



		Address

		



		City

		



		State

		(



		Zip

		



		Country

		(



		Address

		



		City

		



		State

		(



		Zip

		



		Country

		(



		Name of Custodian

		



		Telephone Number

		



		Exempt Status and Federal Tax ID



		Federal Tax Exemption Status

		



		EIN – Federal Tax ID

		



		Executive Personnel



		Name

		



		Title

		



		Address

		



		City

		



		State

		(



		Zip

		



		Country

		(



		Name

		



		Title

		



		Address

		



		City

		



		State

		(



		Zip

		



		Country

		(



		Fiscal Year



		Day

		(



		Month

		(



		
Financial Information 




		( Good Faith Estimate

		



		Total Revenue

		



		Total Expense

		



		Revenue Less Expenses

		



		Total Assets

		



		Total Liability

		



		Net Assets or Fund Balances

		



		



		

		

		

		Reject

		

		

		

		

		Next

		



		



		…



		Outputs
+





14. Attribute List


		#

		Field Name

		Optional Mandatory


Conditional

		Display Type

		Data Type

		Default Value

		Dropdown/ Values

		Length

		Allow to Modify

		Validations

		Remarks/ Comments



		HEADER visible when each section opens



		Charitable Solicitation Registration Statement



		1. 

		1 b) IRS Name

		Optional

		Text

		Alphanumeric

		None

		None

		250

		Yes

		

		



		2. 

		1 c) Soliciting Charitable Name

		Optional 

		Text

		Alphanumeric

		None

		None

		250

		Yes

		

		



		3. 

		Web Address

		Optional

		Text

		Alphanumeric

		None

		None

		250

		Yes

		

		



		4. 

		USA Patriot Act Certification

		Optional

		Checkbox

		Check mark

		None

		None

		1

		Yes

		

		



		Places of Business – Principal Place of Business



		5. 

		Address

		Mandatory

		Text

		Alphanumeric

		None

		None

		60

		Yes

		US or international address

		



		6. 

		City

		Mandatory

		Text

		Alpha

		None

		None

		50

		Yes

		US or international address

		



		7. 

		State

		Mandatory

		Dropdown

		Alpha

		None

		

		2

		Yes

		US or international address

		



		8. 

		Zip Code

		Mandatory

		Text

		Alphanumeric

		None

		None

		5

		Yes

		US or international address

		



		9. 

		+ four (Zip)

		Optional

		Text

		Alphanumeric

		None

		None

		5

		Yes

		US or international address

		



		10. 

		Country

		Conditional

		Dropdown

		Alphanumeric

		None

		

		3

		Yes

		US or international address

		



		11. 

		Phone Number

		Mandatory

		Text

		Numeric

		None

		None

		20

		Yes

		US or international number

		



		Places of Business – Nevada Offices or Custodian



		12. 

		Address

		Conditional

		Text

		Alphanumeric

		None

		None

		60

		Yes

		US or international address

		



		13. 

		City

		Conditional

		Text

		Alpha

		None

		None

		50

		Yes

		US or international address

		



		14. 

		State

		Conditional

		Dropdown

		Alpha

		None

		None

		2

		Yes

		US or international address

		



		15. 

		Zip Code

		Conditional

		Text

		Alphanumeric

		None

		None

		5

		Yes

		US or international address

		



		16. 

		+ four (Zip)

		Optional

		Text

		Alphanumeric

		None

		None

		5

		Yes

		US or international address

		



		17. 

		Country

		Conditional

		Dropdown

		Alphanumeric

		None

		

		3

		Yes

		US or international address

		



		18. 

		Phone Number

		Conditional

		Text

		Numeric

		None

		None

		20

		Yes

		US or international number

		



		19. 

		Name of Custodian

		Conditional

		Text

		Alphanumeric

		None

		None

		120

		Yes

		Required when no Nevada Offices

		



		20. 

		Federal Tax Exemption Status

		Mandatory

		Text

		Alphanumeric

		None

		None

		35

		Yes

		

		



		21. 

		EIN – Federal Tax ID

		Mandatory

		Text

		Alphanumeric

		None

		None

		9

		Yes

		

		



		Executive Personnel



		22. 

		First Name  

		Mandatory

		Text

		Alpha

		None

		None

		120

		Yes

		

		



		23. 

		Middle Initial

		Mandatory

		Text

		Alpha

		None

		None

		120

		Yes

		

		



		24. 

		Last Name  

		Mandatory

		Text

		Alpha

		None

		None

		120

		Yes

		

		



		25. 

		Title

		Mandatory

		Text

		Alphanumeric

		None

		None

		120

		Yes

		

		



		26. 

		Address

		Mandatory

		Text

		Alphanumeric

		None

		None

		60

		Yes

		US or international address

		



		27. 

		City

		Mandatory

		Text

		Alpha

		None

		None

		50

		Yes

		US or international address

		



		28. 

		State

		Mandatory

		Dropdown

		Alpha

		None

		None

		2

		Yes

		US or international address

		



		29. 

		Zip Code

		Mandatory

		Text

		Alphanumeric

		None

		None

		5

		Yes

		US or international address

		



		30. 

		+ four (Zip)

		Optional

		Text

		Alphanumeric

		None

		None

		5

		Yes

		US or international address

		



		31. 

		Country

		Conditional

		Dropdown

		Alphanumeric

		None

		

		3

		Yes

		US or international address

		



		Fiscal Year



		32. 

		Fiscal Year; Day

		Mandatory

		Dropdown

		Numeric

		None

		· 1


· 2


· 3


· 4


· 5


· 6


· 7


· 8


· 9


· 10


· 11


· 12


· 13


· 14


· 15


· 16


· 17


· 18


· 19


· 20


· 21


· 22


· 23


· 24


· 25


· 26


· 27


· 28


· 29


· 30


· 31

		2

		Yes

		Or type

		



		33. 

		Fiscal Year; Month

		Mandatory

		Dropdown

		Alpha

		None

		· January

· February

· March

· April


· May

· June

· July


· August


· September


· October


· November


· December

		10

		Yes

		

		



		Financial Information



		34. 

		IRS Form 990, 990EX or estimates

		Optional

		Checkbox

		Check Mark

		None

		None

		1

		Yes

		

		



		35. 

		Total Revenue

		Mandatory

		Text

		Numeric

		None

		None

		30

		Yes

		if IRS Form 990… box is checked then this field is mandatory

		



		36. 

		Total Expense

		Mandatory

		Text

		Numeric

		None

		None

		30

		Yes

		if IRS Form 990… box is checked then this field is mandatory

		



		37. 

		Revenue Less Expenses

		Mandatory

		Text

		Numeric

		None

		None

		30

		Yes

		if IRS Form 990… box is checked then this field is mandatory

		



		38. 

		Total Assets

		Mandatory

		Text

		Numeric

		None

		None

		30

		Yes

		if IRS Form 990… box is checked then this field is mandatory

		



		39. 

		Total Liability

		Mandatory

		Text

		Numeric

		None

		None

		30

		Yes

		if IRS Form 990… box is checked then this field is mandatory

		



		40. 

		Net Assets or Fund Balances

		Mandatory

		Text

		Numeric

		None

		None

		30

		Yes

		if IRS Form 990… box is checked then this field is mandatory

		



		Exemption Criteria



		41. 

		Request for contributions, donations, gifts or the like which is directed only to a total of fewer than 15 persons annually.

		Conditional

		Checkbox

		Check Mark

		None

		None

		1

		Yes

		Required if Exempt was selected on the Annual List form

		



		42. 

		Request for contributions, donations, gifts or the like is directed only to person who are related within the third degree of consanguinity or affinity to the officers, directors, trustees or executive personal of the corporation.

		Conditional

		Checkbox

		Check Mark

		None

		None

		1

		Yes

		Required if Exempt was selected on the Annual List form

		



		43. 

		Corporation is recognized as a church under the Internal Revenue Code section 501(c)(3).

		Conditional

		Checkbox

		Check Mark

		None

		None

		1

		Yes

		Required if Exempt was selected on the Annual List form

		





15. Functionality


		Button

		Functionality



		Next

		Collapses current section and expands the next.





4.6 CRG 006 Window General Functions


		Project Name

		Corporate Filing Re-Write

		Version

		2.5



		Application

		Commercial Recordings System



		Revision Description

		Creation of the window functions 

		Last Modified

		January 26, 2015



		

		Revised based on meeting on 1/28/2015; from 1 to 7.6.

		

		January 29, 2015



		

		Revised based on meeting on 2/4/2015; from 7.6 to the end

		

		February 5, 2015



		

		Revised based on Team review on 2/10/2015

		

		February 12, 2015



		

		Approved by Team 

		

		February 18, 2015



		

		Revised during Team meeting on 7/7/2015

		

		July 7, 2015



		

		Approved during meeting on 8/10/2015

		

		August 10, 2015





1. Description


1.1. This requirement identifies the windows for processing and the business rules that apply to all sections.  The sections and button functions perform the same on all the sections.  Based on Profiles, when a person doesn’t have the approval to add or edit something, they will not see that button or section but those will be defined in the applicable requirements. 

2. Initiating Actors


2.1. Internal System for Corporate Filing.


2.2. Internal processors, lead processors, supervisors, and deputies.


3. Pre-Condition


3.1. All Internal processors have access to the System for Corporate Filing.


3.2. Customer Service staff access is limited to searching and entering notes.


4. Post-Condition


4.1. Internal processor is logged into the System for Corporate Filing.


5. Frequency


5.1. Normal use is to access the system by approximately 60 internal users at a minimum of two times per business day.

6. Processing Flow


6.1. Next is selected at any step.

		Action (what the processor does)

		Result (what the system does)



		1. Click Next

		Collapse the current active section and expand the next section, saves changes until job is Completed.



		2. 

		Transaction continues with next section





6.2. Reject is selected.  Each section has its own Reject button that pertains only to that section at any step.


		Action (what the processor does)

		Result (what the system does)



		1. Clicks Reject

		Displays a message “Complete reviewing all documents to discover any other missing items.”



		2. Click OK

		Message clears


Current Section collapses


Next Section Expands, transaction continues



		3. Click Complete

		Output section opens with CRG 004 Return Letter





6.3. Reject All is selected.  Reject All rejects the entire job at any step.


		Action (what the processor does)

		Result (what the system does)



		1. Clicks Reject All

		Displays a message “Complete reviewing all documents to discover any other missing items.”



		2. Click OK

		Message clears



		3. 

		· Any changes are discarded 

· Outputs section expands 


· Word opens with the Return Letter template



		4. 

		Transaction continues with CRG 004 Return Letter





6.4. Pend is selected at any step.

		Action (what the processor does)

		Result (what the system does)



		1. Click Pend 

		Pend Job timer opens; the default is set for one hour in the future.  Any changes are saved.



		2. Select Time the job will open

		Time is displayed, no more than 24 hours can be selected.



		3. Select Date the job will open

		Date is displayed, job moves to the Pended Queue for that processor. Defaults to current date



		4. 

		Transaction ends





6.5. Spell Check indicates a misspelled word.  Button works for the field the curser is in at any step.

		Action (what the processor does)

		Result (what the system does)



		1. Click Spell Check

		Potential misspelled word is marked



		2. Verifies spelling of word

		Correction is displayed



		3. Highlight section or word to be spell check or click in the field or click the section’s header to check all the fields

		



		4. Right click to see correctly spelled word

		



		5. Click the word you want or type the correction

		



		6. 

		Transaction continues where it left off





6.6. Complete and Yes are selected at any step

		Action (what the processor does)

		Result (what the system does)



		1. Click Complete

		· Changes are saved.


· Job’s completion time is recorded.


· Releases the entity.

· A message opens; “Process Next Job?”



		2. Click Yes

		· Transaction is completed.


· Business Entity window opens with next job.





6.7. Complete and No are selected at any step.

		Action (what the processor does)

		Result (what the system does)



		1. Click Complete

		· Changes are saved.


· Job’s completion time is recorded.


· Releases the entity.

· A message opens; “Process Next Job?”



		2. Click No

		· Transaction is completed.


· Window clears and only displays the menu.





7. Document Viewing Flow


7.1. Zoom In is selected at any step.

		Action (what the processor does)

		Result (what the system does)



		1. Click Zoom In

		Enlarges the image.



		2. 

		Transaction continues with next step.





7.2. Zoom Out is selected at any step.

		Action (what the processor does)

		Result (what the system does)



		1. Click Zoom Out

		Decreases the image.



		2. 

		Transaction continues with next step.





7.3. Rotate is selected.  At any step.


		Action (what the processor does)

		Result (what the system does)



		1. Click Rotate

		The image rotates 1 degrees to the right.



		2. 

		Transaction continues with next step.





7.4. Split Document; Yes is selected at any step.

		Action (what the processor does)

		Result (what the system does)



		1. Click Split Document

		Image shifts to where the first page break is detected and displays message; “Here?”



		2. Click Yes

		List of Document Types appears



		3. Click the appropriate Document Type

		Selection is displayed, system update the number of pages and image default the split document to correspondence can edit and use the existing image number and adds .##





7.5. Split Document; No is selected at any step

		Action (what the processor does)

		Result (what the system does)



		1. Click Split Document

		Image shifts to where the first page break is detected and displays message; “Here?”



		2. Click No

		Image shifts to where the next page break is detected and displays message; “Here?”



		3. Click Yes

		Continue with 7.4, this continues until the entire document has been checked for splitting.





7.6. Merge Document; Yes at any step.

		Action (what the processor does)

		Result (what the system does)



		1. Scroll to the first document to be merged

		Image is displayed



		2. Click Merge Document

		System displays message, “Select next page to merge.”



		3. Scroll to the next document then click Merge Document

		System merges the documents, update the number of pages and image number.  Information from the forms refreshes to match the document order.  Displays message; “Is the Document correct?”



		4. Click Yes

		Changes are displayed.  Changes are saved when the job is Completed. 





7.7. Merge Document, No at any step.

		Action (what the processor does)

		Result (what the system does)



		1. Scroll the first document to be merged

		Image is displayed



		2. Click Merge Document

		System displays message, “Select next page to merge.”



		3. Scroll to the next document then click Merge Document

		System merges the two documents, update the number of pages and image number.  Displays message; “Is the Document Type correct?”



		4. Click No

		List of Document Types appears



		5. Click the appropriate Document Type

		Changes are displayed.  Changes are saved when the job is Completed.





7.8. Bloop Documents at any step. 

		Action (what the processor does)

		Result (what the system does)



		5. Scroll to the document that needs to be the first document

		Image is displayed



		6. Click Bloop

		System displays message, “Select next page.”



		7. Scroll to the document that needs to be second then click Bloop

		System rearranges documents, update the number of pages and image number.  Information from the forms refreshes to match the document order.  Displays message; “Is the Document correct?”



		8. Click Yes

		Changes are displayed.  Changes are saved when the job is Completed. 





7.9. Undo Changes is selected at any step.

		Action (what the processor does)

		Result (what the system does)



		1. Click Undo

		Undoes changes made to the images 



		2. 

		Transaction continues with next step





7.10. Save Changes is selected at any step.

		Action (what the processor does)

		Result (what the system does)



		1. Click Save Changes

		Saves changes until job is Completed



		2. 

		Transaction continues with next step





8. Assumptions


9. Exceptions


9.1. At this point on February 4, 2015 there are none.

10. References


11. Business Rules


11.1. Language is in English.

11.2. Computer Mouse and keyboard can be used to maneuver through the system.  As well as making selections. 

11.3. All entries of letters are converted to uppercase. 

11.4. Processing Window Buttons in the Header:

11.4.1. Pend button moves job to processor’s pending queue. 

11.4.1.1. Timer opens to allow processor to set the time for pending the job.

11.4.1.2. The maximum amount of time allowed is 24 hours.

11.4.1.3. Or can Reassign the Job to the Supervisor

11.4.2. Spell Check will only check the active field that is cursor is in.

11.4.3. Reject All button rejects whole job.

11.5. Reject button will reject the one filing for the one entity when multiple filings are in one job.  Reject All will reject the entire filing.


11.6. Processing Window Buttons in each Section:

11.6.1. Complete button saves the job, releases the entity, and asks processor if they want to continue with next job or not.

11.6.2. Next button will collapse the current active section and expend the next section.

11.6.3. Reject button opens the Return Letter window; job will be processed as a return letter.

11.7. For every filing, a free file stamp copy will be generated and sent to the customer.

11.8. Every action will appear on the receipt.

11.8.1. Existing Details is collapsible

11.8.2. The Entity Number and Name as well as Job Number lines will always be visible. 

11.9. Document Viewing Window Save Changes button will save the changes made to the images until the job is complete or rejected.

11.9.1. Pause button requires a reason to be entered and displayed on the supervisor’s report.

11.9.2. Document Viewing Window Tools apply to that document:

11.9.2.1. Zoom In increase the view of the document.

11.9.2.2. Zoom Out decrease the view of the document.

11.9.2.3. Rotate the document to the right by 1 degree.

11.9.2.4. Split Document separates several pages that are grouped together.

11.9.2.5. Documents merged:

11.9.2.5.1. Multiple documents can be merged.

11.9.2.5.2. The first document selected is the first page, and then the second page is selected, etc.

11.9.2.5.3. When documents are merged, the data will be updated by the system to match the merged document order.

11.9.3. Bloop button will change the order of the pages and system update to match the document order.

11.9.3.1. The first document selected is the first page, and then the second page is selected, etc.

11.9.3.2. When documents are blooped, the data will be updated by the system to match the blooped document order.

11.9.4. Undo button will undo any changes made by the processor.

11.9.5. Entity type fields and visual is in CRN 002 and CRA 001.

11.9.6. Depending upon the entity type, only certain fields will appear.  See CRN 002 New Business Entity for specific rules.

11.9.7. The processor will have the ability to redact one character to an entire page at a time. 

12. Work Flow Map
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13. User Interface Design


13.1. Processing Screen Shot 

		Work Queue

		My Queue

		 Current Job

		Search

		



		



		Existing Entity Summary
Status
Admin Hold -



		Entity Number
Nevada Business License Number
Filing Date



		Entity Name
Type of Entity



		Foreign Name
Qualified State



		Existing Details
-



		Managed By 
List Due Date
Expiration Date



		Business License Expiration Date
Business License Exemption Code



		Registered Agent Name
e-mail



		Physical Address


City, State, Zip

		Address 1 (In Care of)


Address 2


City, State, Zip



		Total Authorized Capital

		Number of Shares

		Par Value per Share

		Number of Shares Without Par Value



		Publicly Traded Corporation
Central Index Key number
Benefit Corporation



		Restricted LLC
Series LLC
Goods & Services 
Name Consent



		



		Job Number

		
Receiptor Initials 
Amount Received

		$150

		Total Charges

		$75

		



		



		

		Pend

		

		Spell Check

		

		Trust Account #

		

		



		



		Entity Information 
+ 



		



		Registered Agent
+



		



		Supporting Documents
+



		



		Charitable Solicitation
+



		



		Actions
+



		



		Officers
+



		



		Notes
+



		



		Payments
+



		



		Outputs
+



		



		Send To
+



		



		

		

		

		

		

		

		

		

		

		Complete

		



		





13.2. Pending Timer Screen Shot


		Pending Timer



		Job is due at 

		00:00:00

		



		(  Job needs Supervisor Review





13.3. Document Viewing Screen Shot


		Document Image from Queue



		Job Number

		

		Job Timer

		Start

		00:00:00

		End

		00:00:00

		Pause



		Exp 

		Image Number

		Document Type

		# Pages

		Date Received

		Date Receipted

		Receiptor Initials

		Notes



		

		

		

		

		

		

		

		



		Image Tools



		Zoom In

		Zoom Out

		Rotate

		Split Document

		Merge Documents

		Bloop

		Undo
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		Save Changes

		

		

		



		





14. Attribute List


		#

		Field Name

		Optional Mandatory


Conditional

		Display Type

		Data Type

		Default Value

		Dropdown/ Values

		Length

		Allow to Modify

		Validations

		Remarks/ Comments



		MENU is visible



		Processing side HEADER “Existing Entity Summary”, entity’s “Status” and “Admin Hold” status visible when each section opens



		1. 

		Status 

		Mandatory

		Text

		Alphanumeric

		Active

		· Active

· Cancelled


· Convert out


· Default

· Dissolved


· Expired


· Merge/Dissolved


· Permanent Revoked


· Revoked 

· Terminated


· Withdrawal

		? 50

		No

		

		



		2. 

		Administrative Hold

		Optional

		Dropdown

		Alpha

		No

		· Yes


· No

		

		No

		Only Deputy or supervisor profile can update this field 

		



		3. 

		Entity Number 

		Mandatory

		E NNNNNN YYYY – N

		Alphanumeric

		Next Available

		None

		? 15

		No

		Number is issued incrementally by the system

The four digit year are the 8, 9, 10, and 11th positions

		



		4. 

		Nevada Identification Number 

		Mandatory

		NV


YYYY


NNNNNNN

		Alphanumeric

		Next Available

		None

		? 15

		No

		Number is issued by the system

		



		5. 

		File Date

		Mandatory

		MM/DD/YYYY

		Date, calendar

		Last day of the next month

		Calendar

		10

		No

		

		



		6. 

		Entity Name

		Mandatory

		Text

		Alphanumeric

		None

		None

		250

		No

		

		



		7. 

		Entity Type

		Mandatory

		Text

		Alphanumeric

		None

		· NRS 78 Domestic Corporations


· NRS 78A Domestic Close Corporations


· NRS 80F Foreign Corporations – Qualification to do Business in Nevada


· NRS 80FCC Foreign Close Corporations


· NRS 80FNP Foreign Non-Profit Corporations


· NRS 80FNPCS Foreign Non-Profit Corporations Sole


· NRS 80FPC Foreign Professional Corporations


· NRS 81.010 Domestic Non-Profit Coop Corporations


· NRS 81.200 Domestic Non-Profit Coop Associations 


· NRS 81.410 Domestic Non-Profit Coop Corporations without Stock


· NRS 82 Domestic Non-Profit Corporations


· NRS 86 Domestic Limited Liability Company


· NRS 86.544 Foreign Limited Liability Company


· NRS 87 Domestic Limited Liability Partnership


· NRS 87A Limited Partnership ULPA


· NRS 87A.540 Foreign Limited Partnership ULPA


· NRS 87A.655 Foreign Limited-Liability Limited Partnership ULPA


· NRS 87F Foreign Limited-Liability Partnership


· NRS 88 Domestic Limited Partnership


· NRS 88.575 Foreign Limited Partnership


· NRS 88.606F Foreign Limited-Liability Limited Partnership


· NRS 88A.710 Foreign Business Trusts


· NRS 88AD Domestic Business Trusts


· NRS 89 Domestic Professional Corporations


· NRS 89FPA Foreign Professional Association


· NRS 89PA Domestic Professional Association


· NRS 89 PLLC Professional Limited Liability Company

· App Cert of Auth 


· App Cert of Auth – County Pop <50,000 


· App Cert of Auth – County Pop >= 50,000; <100,000 


· App Cert of Auth – County Pop >=100,000 


· APRA – Appointment of Resident Agent 


· CU – Credit Union 

· GID – General Improvement District 


· NRS 77.320 Commercial Registered Agent (CRA) 


· CRA – Corporation


· CRA – Limited Partnership


· CRA – Limited-Liability Corporation


· CRA – Limited-Liability Limited Partnership


· CRA – Limited-Liability Partnership

· CRA – Other

· RRM – Railroad Map 


· SPA – Statement of Partnership Authority 


· TTL – Telephone and Telegraph Line


· RN – Name Reservation

		50

		No

		If bar code and user selection do not match, the job needs to be returned

		



		8. 

		Foreign Name

		Conditional

		Text

		Alphanumeric

		None

		None

		250

		No

		Is only displayed when entity is Foreign 

		



		9. 

		Qualifying State

		Conditional

		Text

		Alphanumeric

		None

		All 50 states  

		

		No

		

		



		10. 

		Managed by

		Conditional

		Dropdown

		Alpha

		None

		· Manager


· Member

		20

		No

		

		



		11. 

		List Due Date 

		Mandatory

		MM/DD/YYYY

		Date, calendar

		None

		Calendar

		10

		Yes

		· Initial List is due the last day of next month from the original articles filing


· Then the List Due Date is the same every year there after


· Can only be altered with a Status action to alter the due date

		



		12. 

		Expiration Date

		Conditional

		MM/DD/YYYY

		Date, calendar

		None

		Calendar

		10

		No

		· NRS 88 must have an expiration date

		



		13. 

		Business License Expiration Date 

		Conditional

		MM/DD/YYYY

		Date, calendar

		None

		Calendar

		10

		Yes

		· Due Date is the same time as List Due Date


· Can only be altered with a Status action to alter the due date

		



		14. 

		Business License Exemption Code

		Optional

		Text

		Alphanumeric

		000 Not Exempt




		· 000 Not Exempt


· 001 Governmental Agency or Entity


· 002 Nonprofit Entity organization qualified as tax-exempt under 26 U.S.C. Section 501(c)


· 005 Motion Picture Company – Business whose primary purpose is to create or produce motion pictures


· 006 Insurance Company – pursuant to NRS 680B.020 not conducting business not incident

		

		No

		Form 270102 

		



		15. 

		Registered Agent Name 

		Mandatory

		Text

		Alphanumeric

		None

		None

		130

		No

		

		



		16. 

		E-mail  address

		Conditional

		Text

		Alphanumeric

		None

		None

		250

		No

		e-mail is displayed for a Commercial Registered Agent

		



		17. 

		Address 

		Mandatory

		Text

		Alphanumeric

		None

		

		60

		

		

		



		18. 

		City 

		Mandatory

		Text

		Alphanumeric

		None

		

		50

		

		

		



		19. 

		State

		Mandatory

		Text

		Alphanumeric

		NV

		NV

		2

		Yes

		Only NV is allowable

		



		20. 

		Zip 

		Mandatory

		NNNNN

		Numeric

		None

		

		5

		Yes

		

		



		21. 

		+four (Zip)

		Optional

		-NNNN

		Numeric

		None

		

		5

		Yes

		

		



		22. 

		Address Line 1 

		Mandatory

		Text

		Alphanumeric

		None

		

		60

		

		Street number and name (including pre-directional, suffix, and post-directional or rural route and


box number (RR 5 BOX 10), highway contract route and box number (HC 4


BOX 45), or post office box number (PO BOX 458), and “In Care of” 

		



		23. 

		Address Line 2 

		Optional

		Text

		Alphanumeric

		None

		

		60

		

		Secondary address unit designator and number such as an apartment or


suite number (APT 202, STE 100).

		



		24. 

		City 

		Mandatory

		Text

		Alphanumeric

		None

		

		50

		

		Use only city names 

		



		25. 

		State

		Mandatory

		Text

		Alphanumeric

		NV

		NV

		2

		Yes

		Only NV is allowable

		



		26. 

		Zip 

		Mandatory

		NNNNN

		Numeric

		None

		

		5

		Yes

		Correct 5-digit ZIP Code 

		



		27. 

		+four (Zip)

		Optional

		-NNNN

		Numeric

		None

		

		5

		Yes

		ZIP+4 code

		



		28. 

		Total Authorized Capital

		Conditional

		Text

		Numeric

		None

		

		

		No

		

		



		29. 

		Number of Shares 

		Conditional

		Text

		Numeric

		None

		

		

		No

		· NRS 78 -Articles of Incorporation 040104


· NRS 78A -Articles of Incorporation of A Close Corporation  040303


· NRS 89 - Articles of Incorporation Professional Corporation  040403


· NRS 81.010-81.160 – Articles of Incorporation nonprofit Cooperative Corporation With or Without Stock

		



		30. 

		Par value per share

		Conditional

		Text

		Numeric

		None

		

		

		No

		· NRS 78 -Articles of Incorporation 040104


· NRS 78A -Articles of Incorporation of A Close Corporation  040303


· NRS 80 – Qualification to do Business in Nevada 040202


· NRS 89 - Articles of Incorporation Professional Corporation  040403


· NRS 81.010-81.160 – Articles of Incorporation nonprofit Cooperative Corporation With or Without Stock

		



		31. 

		Number of Shares without Par Value 

		Conditional

		Text

		Numeric

		None

		

		

		No

		· NRS 78 -Articles of Incorporation 040104


· NRS 78A -Articles of Incorporation of A Close Corporation  040303


· NRS 80 – Qualification to do Business in Nevada 040202


· NRS 89 - Articles of Incorporation Professional Corporation  040403


· NRS 81.010-81.160 – Articles of Incorporation nonprofit Cooperative Corporation With or Without Stock

		



		32. 

		Publicly Traded

		Optional

		Dropdown

		Alpha

		No

		· Yes


· No

		

		Yes

		Required with the list of officers

		



		33. 

		Central Index Key

		Optional

		Text

		Alphanumeric

		None

		

		

		Yes

		Required with the list of officers

		



		34. 

		Benefit Corporation

		Optional

		Dropdown

		Alpha

		No

		· Yes


· No

		

		Yes

		

		



		35. 

		Restricted LLC

		Optional

		Dropdown

		Alpha

		No

		· Yes


· No

		

		Yes

		

		



		36. 

		Series LLC

		Optional

		Dropdown

		Alpha

		No

		· Yes


· No

		

		Yes

		

		



		37. 

		Goods and Services

		Optional

		Text

		Alphanumeric

		None

		

		

		Yes

		

		



		38. 

		Name Consent Date

		Optional

		MM/DD/YYYY

		Date, calendar

		None

		

		

		Yes

		If applicable, the date is the same as the received date

		



		39. 

		Job Number

		Mandatory

		YYYYMMDD-NNNNNN

		Alphanumeric

		None

		None

		20

		No

		Number is issued incrementally by the system

		



		40. 

		Receiptor Initials

		Mandatory

		Text

		Alpha

		None

		None

		5

		No

		

		



		41. 

		Amount Received

		Conditional

		Text box

		Numeric

		None

		

		20

		Yes

		· Payment amount recorded at time the filing was scanned is displayed here 

· If no payment amount was entered then this field is blank

		



		42. 

		Total Charges

		Mandatory

		Text box

		Numeric

		None

		

		20

		No

		Displays fees to be charged


Updates fees with items selected or deselected

		



		Section Titles



		43. 

		Entity Information

		Mandatory

		Dropdown

		Alphanumeric

		None

		

		

		Yes

		Further details in CRN 002 New Business Entity

		



		44. 

		Registered Agent

		Mandatory

		Text

		Alphanumeric

		None

		

		

		

		Title is based on the type of representative


Further details in CRN 001 CRA into a New Entity, CRS 007 Registered Agent Entity Update

		



		45. 

		Supporting Documents

		Optional

		Text

		Alpha

		None

		

		

		

		Only required when Supporting Documents exist


Further details in CRN 004 Supporting Documents

		



		46. 

		Charitable Solicitation Registration Statement

		Conditional

		Text

		Alpha

		None

		

		

		

		Only required for NRS 82 and NRS 80 FNP

		



		47. 

		Actions

		Mandatory

		Text

		Alphanumeric

		None

		

		

		

		Further details in CRN 006 New Filing Actions, CRS 002 Actions Status

		



		48. 

		Officers

		Mandatory

		Text

		Alpha

		None

		

		

		

		If no officers exist, the section is displayed and will be blank


Further details in CRN 005 New Officers, CRS 003 Officers for Status

		



		49. 

		Notes

		Mandatory

		Text

		Alphanumeric

		None

		

		

		

		Further details in CRG 010 Note Categories

		



		50. 

		Outputs

		Mandatory

		Text

		Alpha

		

		

		

		

		

		



		51. 

		Payments

		Conditional

		Text

		Alphanumeric

		None

		

		

		

		Only required if an action or item is applied where a fee is charged.

		



		52. 

		Send To

		Mandatory

		Text

		Alphanumeric

		None

		

		

		

		

		



		Document Viewing Side



		53. 

		Job Number

		Mandatory

		Text

		Alphanumeric

		None

		None

		

		No

		

		



		54. 

		Job Timer; Start

		Mandatory

		HH:MM

		Clock

		None

		None

		

		No

		

		



		55. 

		Job Timer; End

		Mandatory

		HH:MM

		Clock

		None

		None

		

		No

		

		



		56. 

		EXPEDITE

		Conditional

		Dropdown

		Alphanumeric

		None

		· 1 hour


· 2 hour


· 24 hour

		

		Yes

		

		



		57. 

		Image Number

		Mandatory

		Text

		Alphanumeric

		None

		None

		

		No

		

		



		58. 

		Document Type

		Mandatory

		Text

		Alphanumeric

		None

		None

		

		Yes

		

		



		59. 

		# Pages

		Mandatory

		Text

		Numeric

		None

		None

		

		No

		

		



		60. 

		Date Received

		Mandatory

		MM/DD/YYYY

		Date, calendar

		None

		None

		

		Yes

		

		



		61. 

		Date Receipted

		Mandatory

		MM/DD/YYYY

		Date, calendar

		None

		None

		

		No

		

		



		62. 

		Receiptor Initials

		Mandatory

		Text

		Alphanumeric

		None

		None

		

		No

		

		



		63. 

		Notes

		Conditional

		Text

		Alphanumeric

		None

		None

		

		Yes

		

		





15. Functionality


		Processing Button

		Functionality



		Pend

		Moves job to processor’s pending queue, Timer opens to allow processor to set the time for pending the job.  



		Spell Check

		Spell check will only check the active field that is cursor is in.



		Reject

		Opens the Return Letter window, the section will be processed as a return letter



		Next

		Collapses current section and expands the next



		Complete

		Completes the job, releases the entity, asks processor if they want to continue with next job or not. Provides a ten minute processing delay in creation of pdf; allows processor ten minutes to finalize any part of the process before pdf is created. 



		

		



		Document Viewing Button

		Functionality



		Pause

		Stops the timer and requires the processor to enter a reason they need to pause the timer.



		Save Changes

		Saves the Rotation, Splitting, and/or Document Merges.



		Zoom In

		Increase the view of the document.



		Zoom Out

		Decrease the view of the document.



		Rotate

		Rotates the document to the right by 1 degree.



		Split Document

		Separates several pages that are grouped together as one document.



		Merge Document

		Merges multiple documents and updates the system to match the merged documents



		Bloop

		Changes the order of the pages and system update to match the document order.



		Undo

		Undoes any changes made by the processor.





4.7 CRG 008 Copy Requests made with filings


		Project Name

		Corporate Filing Re-Write

		Version

		2.3



		Application

		System for Corporate Filing



		Revision Description

		Input from business team

		Last Modified

		January 22, 2015



		

		Revised from Requirements meeting on 1/28/2015

		

		January 30, 2015



		

		Revised from Requirements meeting on 2/11/2015

		

		February 11, 2015



		

		Approved by Team

		

		February 18, 2015



		

		Revised in Team meeting on 7/7/2015

		

		July 7, 2015



		

		Approved during meeting on 8/10/2015

		

		August 10, 2015





1. Description


1.1. This requirement details the Copy Request section on the bottom of each section.  These requests can be certified copies, Apostille, certificates of good standing, and other certificates specific to an identified action.  The ceremonial documents are hard copy outputs which are mailed or picked up by the customer making the request.  The normal output can be faxed or e-mailed.

2. Initiating Actors


2.1. Internal System for Corporate Filing


2.2. Internal Processors


3. Pre-Condition


3.1. Request and payment is submitted with a filing for New Filings, Status, Amendments, or Trademarks.


4. Post-Condition


4.1. Additional Copy request is created and sent to the customer.


5. Frequency


5.1. Normal use is approximately 100 transactions occur per day for 20 processors.

5.2. A file stamp copy is always given to the customer for each filing.

6. Normal Flow


6.1. Certified Copy or Copy requests made with a filing


		Action (what the processor does)

		Result (what the system does)



		1. Move mouse cursor to Certified Copy or Copies

		Cursor moves to quantity box



		1.1. Enter the desired number in Certified Copy

		Entry is displayed and appropriate fees are added



		2. Click Next 

		Current section collapses and the next step expands





6.2. Apostille request made with a filing

		Action (what the processor does)

		Result (what the system does)



		1. Enter the number Apostille copies requested

		Entry is displayed



		2. Select Country

		System will query the Country Table to determine if an Apostille or Certificate is needed



		3. 

		The system will insert the Name of the Certifier as the name of the current Secretary of State and is displayed in box 2 of the output



		4. 

		The system will insert the Title as “Secretary of State” and is displayed in box 3 of the output



		5. 

		The system will insert the Place of Employment as “Carson City, Nevada” and is displayed in box 4 of the output



		6. 

		The system will insert the current date in formal date expression in spoken English in box 6 of the output



		7. 

		The system will insert the next available Apostille or Certificate number in box 8 of the output 



		8. 

		Automatic notes are inserted into the Notes table



		9. 

		Entry is displayed and appropriate fees are added



		10. 

		Current section collapses and the next step expands





6.3. Good Standing request made with a filing

		Action (what the processor does)

		Result (what the system does)



		1. Move curser to Good Standing

		Short Form is defaulted as the selection



		2. Select Good Standing type

		Selection is displayed



		3. Enter the number Normal or Ceremonial copies requested

		Entry is displayed



		4. 

		Entry is displayed and appropriate fees are added



		5. 

		Current section collapses and the next step expands, Good Standing PDF will be created 





6.4. Charter request made with a filing

		Action (what the processor does)

		Result (what the system does)



		1. Move curser to Charter 

		Charter type for the entity type is displayed



		2. Verify Charter is correctly selected, select if needed

		Selection is displayed



		3. Enter the number Normal or Ceremonial copies requested

		Entry is displayed



		4. 

		Entry is displayed and appropriate fees are added



		5. 

		Current section collapses and the next step expands, Charter PDF will be created





7. Alternate Flows


8. Assumptions

9. Exceptions


10. References


10.1. ..\..\DBRS\New Filings\ER - BARD DBRS New Filings  V1.3.doc

11. Business Rules


11.1. Quantity boxes indicate the number of copies requested.

11.2. Orders can be assigned to Copies when needed.  The filing job must be completed and charged.  Copies will complete and charge the order.  As example, the amendment is completed the copies order forwarded to Copies for Red Documents to be retrieved. 

11.3. Certified Copy.  

11.3.1. At the time the articles are filed, the certified copy is $30 and does not charge for additional pages at the time of the filing.

11.3.2. At the end of the transaction a PDF is available to be printed.

11.3.3. The system will assign the next available number.  Each certification will have a unique number.  

11.4. Apostille must be attached to a certified copy or certificate or charter.

11.4.1. Non-Apostille Countries will then disable the Apostille and generate the Certification.

11.4.2. Fee is charged in addition to the Certified Copy fees.

11.4.3. Can only be filed in house.

11.4.4. The system will assign the next available Apostille or Certification number

11.4.5. Disable e-mail and fax output options.

11.4.6. At the end of the transaction a PDF is available to be printed.

11.4.7. Document stapling and stamping are manual processes.

11.5. Good Standing.

11.5.1. Select the type; short, long and long with amendments, defaults to the short form

11.5.2. Ceremonial Certificates can only be filed in house.

11.5.3. The system will assign the next available Good Standing number

11.5.4. Ceremonial Certificates will disable e-mail and fax output options.

11.5.5. At the end of the transaction a Good Standing PDF is available to be printed.

11.5.5.1. The ceremonial certificates will be printed from a printer that has the ceremonial paper loaded without processor intervention. 

11.5.5.2. Ceremonial outputs will print to the specified printer when a re-print is required.

11.5.5.3. Ceremonial outputs will be in a Good Standing PDF file.

11.6. Charters.

11.6.1. The first is free and is included for new entities.

11.6.2. Ceremonial Charters can only be filed in house.

11.6.3. Ceremonial Charters will disable e-mail and fax output options.

11.6.4. At the end of the transaction a PDF is available to be printed.

11.6.4.1. The ceremonial charters will be printed from a printer that has the ceremonial paper loaded without processor intervention. 

11.6.4.2. Ceremonial outputs will print to the specified printer when a re-print is required.

11.6.4.3. Ceremonial outputs will be in Charter PDF file.

11.6.5. Charters are defined in CRP 002 Copies Internal Order and Fulfillment.

11.7. Copies.

11.7.1. Copies the first is free and includes the list if submitted at the same time.

11.8. Based on selections, the fees are added. 

		Output

		1st

		Per Page

		Normal

		Ceremonial

		1 Hour

		2 Hours

		24 Hours



		Certified

		$30

		$2


Conditional at time of filing

		$30

		

		

		

		



		Apostille

		

		

		$20

		

		$1,000

		$500

		$75



		Good Standing

		

		

		$50

		$100

		$1,000

		$500

		$125



		Charters

		Free

		

		$50

		$100

		$1,000

		$500

		$125



		Copies

		Free

		$2

		

		

		

		

		





12. Work Flow Map



[image: image29.emf]Order is 


queued for 


Copies


Processor 


verifies 


correctness


Click Complete, 


order sent to 


external customer


Yes


Correct 


order


Order is receipted


Reject


Can Order be 


corrected?


No


Yes


No




13. User Interface Design


13.1. Screen Shot 

		Work Queue

		My Queue

		Current Job 

		Search

		



		…



		 Outputs - Copy Requests



		( ____ Certified Copy of the File Stamp copy 

		( Apostille 

		Country

		( Copies



		

		
(

		Business License 



		

		

		( Normal ($2)

		( Ceremonial ($100)



		Charters (

		Certificates(



		( Normal

		( Ceremonial 

		( Normal

		( Ceremonial



		



		

		

		

		

		

		

		

		

		Next

		



		



		Outputs
+





14. Attribute List


		#

		Field Name

		Optional Mandatory


Conditional

		Display Type

		Data Type

		Default Value

		Dropdown/ Values

		Length

		Allow to Modify

		Validations

		Remarks/ Comments



		HEADER visible when each section opens



		Certified Copy



		1. 

		One Certified Copy of the File Stamp copy

		Optional

		Check Box

		Check Mark

		Checked

		None

		2

		Yes

		Checked will create the certified copy

		



		2. 

		Additional Certified Copy

		Optional

		Box

		Numeric

		0

		

		2

		Yes

		The number entered will determine the number of outputs

		



		Apostille or Certification



		3. 

		Quantity Box

		Optional

		Box

		Numeric

		0

		

		2

		Yes

		The number entered will determine the number of outputs

		



		4. 

		Country

		Mandatory

		Dropdown

		Alpha

		USA

		

		

		Yes

		Required when Apostille is selected.


Will validate if the country is an Apostille country before creating the Apostille output.

		



		Copies



		5. 

		Quantity Box

		Optional

		Box

		Numeric

		0

		

		2

		Yes

		The number entered will determine the number of outputs

		



		Charter



		6. 

		Charter Type

		Optional

		Dropdown

		Alpha

		

		

		

		Yes

		See CRP 002 Copies Internal Order and Fulfillment

		



		7. 

		Normal

		Optional

		Box

		Numeric

		0

		

		2

		Yes

		The number entered will determine the number of outputs

		



		8. 

		Ceremonial

		Optional

		Box

		Numeric

		0

		

		2

		Yes

		The number entered will determine the number of outputs

		



		Good Standing



		9. 

		Type

		Optional

		Dropdown

		Alpha

		

		· Short


· Long


· Long with Amendment

		

		Yes

		

		



		10. 

		Normal

		Optional

		Box

		Numeric

		0

		

		2

		Yes

		The number entered will determine the number of outputs

		



		11. 

		Ceremonial

		Optional

		Box

		Numeric

		0

		

		2

		Yes

		The number entered will determine the number of outputs

		





15. Functionality


		Button

		Functionality



		Next

		Collapses current section and expands the next.





4.8 CRG 009 Entity Search during Filing


		Project Name

		Corporate Filing Re-Write

		Version

		2.1



		Application

		Commercial Recording System



		Revision Description

		Need was identified during the 2/4/2015 Status requirements meeting

		Last Modified

		February 5, 2015



		

		Revised from Requirements meeting on 2/11/2015

		

		February 12, 2015



		

		Approved by Team

		

		February 18, 2015





1. Description


1.1. This requirement details searching for the entity when the system could not find it.  This is applied to all actions and transactions where a document has been submitted and scanned.

2. Initiating Actors


2.1. Internal System for Corporate Filing


2.2. Internal Processors


3. Pre-Condition


3.1. The system was unable to find the entity listed on the form.


4. Post-Condition


4.1. Entity is associated with the filing.


5. Frequency


5.1. Normal use is approximately 1 transactions occur per day for 20 processors.

6. Normal Flow


6.1. Job is selected but the entity was not found.


		Action (what the processor does)

		Result (what the system does)



		1. 

		Entity Search appears with message appears “Please search for the entity for this filing.”



		2. Review the image and determine the entity

		Forms are displayed



		3. Enter one item to search by

		Entry is displayed



		4. Click Search

		Search Results are displayed



		5. Select Entity or double click

		Filing continues with the Existing Entity Summary





7. Alternate Flow


7.1. Entity was not found.


		Action (what the processor does)

		Result (what the system does)



		1. Click Search

		No search Results are displayed



		2. Confirm data entry and if all else fails, click Reject All

		Transaction continues with CRG 004 Return Letter 





8. Assumptions


8.1. The filings that cannot be read by the system where hand written, the ink was too light, or smudged. 

9. Exception


9.1. This requirement does not apply to any New Business Entities.

10. References

11. Business Rules


11.1. Filings must be attached to an entity.

11.2. Allow multiple fields to be searched at the same time to reduce the number of the results.

12. Work Flow Map
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13. User Interface Design


13.1. Screen Shot of Search

		Work Queue

		My Queue

		Current Job

		Search

		



		



		



		Entity Search

		 



		Please search for the entity for this filing

		



		



		Entity Number

		Nevada Identification Number

		Entity Name

		Officer Name



		

		

		

		



		



		

		

		

		Search

		

		

		

		

		



		





13.2. Screen Shot of Results

		Work Queue

		My Queue

		Current Job

		Search

		



		



		Results

		 



		



		Entity Number

		Nevada Identification Number

		Entity Name

		Officer Name



		ENNNNNNYYYY-N

		NVYYYYNNNNNNN

		ABC

		Jack Bean



		



		

		

		

		Clear

		

		

		

		Select

		



		





14. Attribute List


		#

		Field Name

		Optional Mandatory


Conditional

		Display Type

		Data Type

		Default Value

		Dropdown/ Values

		Length

		Allow to Modify

		Validations

		Remarks/ Comments



		Copy Request – Apostille



		1. 

		Entity Number 

		Mandatory

		E


NNNNNN


YYYY

· N

		Alphanumeric

		Next Available

		None

		? 15

		No

		Number is issued by the system

		



		2. 

		Nevada Identification Number 

		Mandatory

		NV


YYYY


NNNNNNN

		Alphanumeric

		Next Available

		None

		? 15

		No

		Number is issued by the system

		



		3. 

		Entity Name

		Mandatory

		Text

		Alphanumeric

		None

		None

		250

		Yes

		

		



		4. 

		First Name

		Conditional

		Text

		Alphanumeric

		None

		

		40

		Yes

		

		



		5. 

		Middle Initial

		Optional

		Text

		Alphanumeric

		None

		

		1

		Yes

		

		



		6. 

		Last Name

		Conditional

		Text

		Alphanumeric

		None

		

		70

		Yes

		Required when Individual is selected

		





15. Functionality


		Button

		Functionality



		Search

		Search for applicable date i.e. entity name



		Clear

		Clears the fields in the section selected



		Select

		Attaches selected Entity to the filing and opens the Existing Entity Summary to continue the transaction





4.9 CRG 010 Note Categories


		Project Name

		Corporate Filing Re-Write

		Version

		2.3



		Application

		Commercial Recordings System 



		Revision Description

		Need was identified during the 2/4/2015 Status requirements meeting

		Last Modified

		February 5, 2015



		

		Revised in Requirements meeting on 2/11/2015

		

		February 12, 2015



		

		Revised by Team after review and during meeting.

		

		July 22, 2015



		

		Revised by Team during meeting.

		

		July 29, 2015



		

		Approved by Team during meeting.

		

		August 19, 2015





1. Description


1.1. This requirement is to discuss the different categories of notes.


1.1.1. Internal Automatic Notes; every Job will create automatic notes to identify the processor, date, job number, what, and how sent.  Associated with the action.


1.1.2. Internal Manual Notes are linked to entities and are entered by Secretary of State Employees to communicate important information regarding the entity or an incident.

1.1.3. Internal System Notes where the system did not perform as expected.

2. Initiating Actors


2.1. Internal System for Corporate Filing


2.2. Internal Processors


3. Pre-Condition


3.1. A filing is progress or need to add a note occurs.


4. Post-Condition


4.1. Notes are and can be queried.


4.2. Customer Service staff searches must enter a note


5. Frequency


5.1. Normal use is approximately 100,000 transactions occur per day for 100 processors.

6. Normal Flow


6.1. Manual Notes

		Action (what the processor does)

		Result (what the system does)



		1. Select Notes

		Notes section expands



		2. 

		Current Date, Time, and Processor’s Initials are displayed



		3. 

		Cursor is in the Notes field



		4. Enter notes desired

		Entry is displayed



		5. Click Next

		Notes section collapses, note is saved





6.2. Delete Manual Note

		Action (what the processor does)

		Result (what the system does)



		1. Select Notes

		Notes section expands



		2. 

		Current Date, Time, and Processor’s Initials are displayed



		3. 

		Cursor is in the Notes field



		4. Click on the Note to be deleted

		Cursor moves to that note



		5. Click Delete my note

		Note is deleted



		6. Click Next

		Notes section collapses





7. Alternate Flow

8. Assumptions


9. Exceptions


10. References


10.1. ..\..\DBRS\New Filings\ER - BARD DBRS New Filings  V1.3.doc

11. Business Rules


11.1. Automatic Notes identify processor, filing, and changes.  


11.1.1. Every action will create automatic notes.  


11.1.2. These notes can only be seen internally.


11.1.3. Additional notes are allowed.


11.1.4. Notes contains Processor’s Initials, Date, Time, Job Number, what is sent, how sent, Note.

11.1.4.1. The system will insert things the processor does, such as sent the filing certified, etc.

11.1.5. Correction make after a filing is completed:

11.1.5.1. If a correction is made on an entity after a filing is completed and without an associated job the system will record internal notes of processor initials, date, time and what field or what information is changed.  Also included is the automated note of how, what and when the correction is processed and sent out - if any.

11.1.5.2. If a correction is made on an entity after a filing is completed and with an associated job (complaint) the system will record internal notes of processor initials, date, time, what field or what information is changed and the job number where the complaint is located.  Also included is the automated note of how, what and when the correction is processed and sent out - if any.

11.1.5.3. Example is if the officer is spelled wrong there is no new file-stamped document to send. But if there is an entity name that is spelled wrong we have to send the Charter and BL.

11.2. Manual Notes are when the processors enter notes that communicate important information regarding the entity or an incident.  These notes are linked to the entity and any Secretary of State employee that accesses the system can enter notes.  


11.2.1. These notes are only edited or deleted by the author. 


11.2.2. Allow notes to be linked to existing notes.  The note will be displayed under the original note.


11.2.3. When a manual note is not entered, the row with the Current Date, Time, and Processor’s Initials goes away.

11.2.4. Customer Service staff will be asked if they want to enter a note.  Responses are “Yes” or “No”.

11.2.4.1. “Yes” will open a Manual Note row.


11.2.4.2. Supervisor can toggle off this message for a staff person in their profile screen.


11.3. System Notes where the system did not perform as expected.  Notes will be recorded anytime a processor makes an "edit" to the information such as data in a field, document type, or action OCR inserts.

11.3.1. These notes cannot be edited or added to.


11.3.2. The notes will include processor initials, date, time and what field or what information is changed.

11.3.3. When a process has to manually select an entity type, action, title for an officer are examples of System Notes.


11.3.4. The Optical Character Recognition system did not correctly read the forms when they were scanned. 


11.3.5. When a job is sent by e-mail and it is returned as undeliverable or some other error, the system will add the note to the job that the email was not delivered and was returned.  


11.4. Reports on System Notes can be run by Deputies, Supervisor, and Lead Processors.


11.5. Notes can be sorted by the headers of the Note display by clicking on the header.


11.6. Notes can be edited by the author only.


11.6.1. Adding a note to a note shows the link.


11.6.2. Adding information to an existing note can be done when Edit is clicked


11.7. Notes can be seen in a table format.


11.7.1. External notes and internal notes titled differently.


11.7.2. One grid of automatic, manual, and supervisor notes. But indicate the different note category.

11.7.3. Sortable by the header, filter the notes.

11.7.4. System Notes have a report available but not included in the Notes.  Needs to be kept somewhere else.


11.7.4.1. Automatically record all manual OCR corrections.


11.7.4.2. A Report available for supervisors and IT.


11.7.4.3. Like clicking and entering or changing data in a field is how the system will know there was a correction.


12. Work Flow Map
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13. User Interface Design
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		Current Job
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-
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		Note



		

		

		

		

		

		Edit



		

		

		

		

		

		Edit



		

		

		

		

		

		Edit



		



		

		Delete my note

		



		



		System Notes
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		Date and time

		Processor

		Job Number

		Note of field that needed correction 
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14. Attribute List


		#

		Field Name

		Optional Mandatory


Conditional

		Display Type

		Data Type

		Default Value

		Dropdown/ Values

		Length

		Allow to Modify

		Validations

		Remarks/ Comments



		Notes – Manual Notes



		1. 

		Date 

		Mandatory

		MM/DD/YYYY

		Date

		None

		None

		10

		No

		

		



		2. 

		Time

		Mandatory

		HH:MM

		Time

		None

		None

		5

		No

		

		



		3. 

		Processor Initials

		Mandatory

		Text

		Alpha

		None

		None

		5

		No

		

		



		4. 

		Notes

		Conditional

		Text

		Alphanumeric

		None

		None

		1000

		Yes

		If processor is Customer Service, this is mandatory

		



		5. 

		Supervisor Notes

		Conditional

		Text

		Alphanumeric

		None

		None

		100000

		Yes

		

		





15. Functionality


		Button

		Functionality



		Delete my note

		Delete’s that processor’s selected note.



		Edit

		Author may edit their notes



		Next

		Collapses current section and expands the next.





4.10 CRG 011 End of Filing, Output and Send-To

		Project Name

		Corporate Filing Re-Write

		Version

		2.4



		Application

		Commercial Recordings System



		Revision Description

		Updated from original DBRS

		Last Modified

		December 4, 2014



		

		Input from Business Team 

		

		February 19, 2015



		

		Revised from meeting and review on 2/25/2015

		

		February 25, 2015



		

		Revised from meeting and review on 3/4/2015

		

		March 6, 2015



		

		Revised from meeting and review on 3/11/2015.  Significant change is combining Output v 2.2 and Send-To v 2.3

		

		March 13, 2015





1. Description


1.1. This requirement details the Outputs; documents that are created by processors during the course of processing an action.  Outputs include File Stamped, Certified Copies, Certificates, Receipts, Charters, Copies, Return Letters, Blank forms and Form Packets.  Please refer the CRG 004 Return Letter requirement for details regarding the return letter.


1.2. This requirement details Send-To requirements which identify how and to whom the documents are sent once the job is completed.  The available options are mail, fax, e-mail, or hold for pick up.


2. Initiating Actors


2.1. Internal System for Corporate Filing.


2.2. Internal Processors.


3. Pre-Condition


3.1. Requests or forms are submitted.


3.2. Action is documented.


4. Post-Condition

4.1. Output is created.


4.2. Send-To information is processed in system.


5. Frequency


5.1. Normal use is approximately 100 to 500 transactions occur per day by 20 to 30 processors.

6. Normal Flow


6.1. Output Processing


		Action (what the processor does)

		Result (what the system does)



		1. Click Output, Click the “+” on the Output row

		Output section expands



		2. 

		Job Cover Letter and Receipt are displayed 



		3. 

		Other documents selected earlier in the transaction are displayed



		4. Verify the Outputs are correct

		The outputs are correct



		5. Click Send-To, Click the “+” on the Send-To row

		



		6. Click Finished

		6.1. Outputs print, fax, or e-mail as selected


6.2. Window closes



		7. Transaction is complete

		





Need to add what happens in click Finish


6.2. Refund Request in included in a normal Job

		Action (what the Deputy does)

		Result (what the system does)



		1. 

		Send-To opens



		2. Verify Sent-To is correct

		Send-To was populated correctly



		3. Click Finished

		7.1. Outputs print, fax, or e-mail as selected


7.2. Window closes



		4. Transaction is complete

		





6.3. Send-To verification standard mail


		Action (what the processor does)

		Result (what the system does)



		1. Double click Send To or click the “+” on the Send To row

		Actions section collapses then expands Send To section 



		2. 

		The Mail method to transmit or send is selected



		3. 

		Name is populated 



		4. 

		Address line is visible and populated



		5. 

		City is visible and populated



		6. 

		State is visible and populated



		7. 

		Zip Code is visible and populated



		8. 

		Country is visible and populated if needed



		9. Verify the Send To matches the form submitted

		System correctly inserted data



		10. Transaction continues with Output

		





6.4. Send To verification – e-mail


		Action (what the processor does)

		Result (what the system does)



		1. Double click Send To or click the “+” on the Send To row

		Actions section collapses then expands Send To section 



		2. 

		The E-mail method to transmit or send is selected



		3. 

		Name is populated



		4. 

		E-mail line is visible and populated



		5. Verify the Send-To matches the form submitted

		System correctly inserted data



		6. Transaction continues with Output

		





6.5. Send To Verification - Fax


		Action (what the processor does)

		Result (what the system does)



		1. Double click Send To or click the “+” on the Send To row

		Actions section collapses then expands Send To section 



		

		The Fax method to transmit or send is selected



		2. 

		Name is populated



		3. 

		Fax line is visible and populated



		4. Verify the Send To matches the form submitted

		System correctly inserted data



		5. Transaction continues with Output

		





6.6. Send-To Verification - FedEx


		Action (what the processor does)

		Result (what the system does)



		1. Double click Send-To or click the “+” on the Send-To row

		Actions section collapses then expands Send-To section 



		

		The FedEx method to transmit or send is selected



		2. 

		Name is populated



		3. 

		Address line is visible and populated



		4. 

		City is visible and populate



		5. 

		State is visible and  populated



		6. 

		Zip code is visible and populated



		7. 

		Country is visible and  populated if needed



		8. Processor inputs tracking number 

		FedEx Tracking number field is required 



		9. Verify the Send-To matches the form submitted

		System correctly inserted data



		10. Transaction continues with Output

		





6.7. Send-To Verification - Pick up


		Action (what the processor does)

		Result (what the system does)



		1. Double click Send To or click the “+” on the Send To row

		Actions section collapses then expands Send To section 



		2. 

		The Pick-up method to transmit or send is selected based on processor location



		3. Processor verifies the pick-up office location and changes as needed

		Location is displayed



		4. 

		Name is populated



		5. Verify the Send To matches the form submitted

		



		6. Transaction continues with Output

		





7. Alternate Flows

7.1. Output - Adding blank forms


		Action (what the processor does)

		Result (what the system does)



		1. Click Add 

		System displays forms



		2. Enter the name of a form in Search field

		Entry is displayed



		3. Click Search

		Searches then displays potential matches of the form



		4. Select any form(s) needed from the dropdown

		Blank forms are attached in addition to the documents submitted



		5. 

		Transaction continues at 6.1.5





7.2. Output - Removing a Document


		Action (what the processor does)

		Result (what the system does)



		1. Select document to remove

		Document is highlighted



		2. Click Remove

		Document is removed from Output, automatic notes are inserted into the Notes table and identifies the document removed.



		3. 

		Transaction continues at 6.1.5





7.3. Output - Editing a Document


		Action (what the processor does)

		Result (what the system does)



		1. Select document to edit

		Document is highlighted



		2. Click Word icon

		Word opens displaying the document



		3. Edit as needed

		Entry is displayed



		4. Click Save

		4.1. Automatic notes are inserted into the Notes table with noting the document was revised


4.2. The saved name will be the job number and “.2” for the first revision


4.3. Word closes, System opens displaying the document in Output



		5. 

		Transaction continues at 6.1.5





7.4. Send-To - Customer Order Form is not included – mailing 


		Action (what the processor does)

		Result (what the system does)



		1.

		System processes Send To instructions based on Processor selections.



		2. Select the Mail method to transmit 

		



		3. Enter name

		System displays Name



		4. Enter address

		System displays Address 



		5. Enter address

		System displays City 



		6. Enter address

		System displays State 



		7. Enter address

		System displays Zip code 



		8. Enter country, if needed

		System displays Country if needed



		7. Verify that Send To matches the form submitted

		



		8. Transaction continues with Output

		





7.5. Send-To - Customer Order Form is not included - e-mail


		Action (what the processor does)

		Result (what the system does)



		1. Processor determines the method of sending  documents from customer correspondence or defaulting to the registered agent and marks the appropriate check box

		System processes Send To instructions based on Processor selections.



		2. The E-mail method to transmit or send is selected

		



		3. Processor manually enters email address

		System displays Name and  Email Address



		4. Verify the Send To matches the form submitted

		System correctly inserted data



		5. Transaction continues with Output

		





7.6. Send-To - Customer Order Form is not included - Fax


		Action (what the processor does)

		Result (what the system does)



		1. Processor determines the method of sending  documents from customer correspondence or defaulting to the registered agent and marks the appropriate check box

		System processes Send To instructions based on Processor selections.



		

		The Fax method to transmit or send is selected



		2. 

		Name is populated



		3. 

		Fax line is visible and populated



		4. Verify the Send-To matches the form submitted

		System correctly inserted data



		5. Transaction continues with Output

		





7.7. Send-To - Cover Letter is included - FedEx


		Action (what the processor does)

		Result (what the system does)



		1. 

		System processes Send-To instructions based on Processor selections.



		2. 

		The FedEx method to transmit or send is selected



		3. 

		Name is populated



		4. 

		Address line is visible and populated



		5. 

		City is visible and populate



		6. 

		State is visible and  populated



		7. 

		Zip code is visible and populated



		8. 

		Country is visible and  populated if needed



		9. Processor inputs tracking number 

		FedEx Tracking number field is required 



		10. Verify the Send-To matches the form submitted

		System correctly inserted data



		11. Transaction continues with Output

		





7.8. Send-To - Customer Order Form is not included - Pick up


		Action (what the processor does)

		Result (what the system does)



		1. Processor determines the method of sending  documents from customer correspondence or defaulting to the registered agent and marks the appropriate check box

		System processes Send To instructions based on Processor selections.



		2. 

		The Pick-up method to transmit or send is selected based on processor location



		3. Processor verifies the pick-up office location and changes as needed

		System changes print location



		4. 

		Name is populated



		5. Verify the Send-To matches the form submitted

		System correctly inserted data



		6. Transaction continues with Output

		





8. Assumptions


9. Exceptions


10. References


10.1. S:\Projects\Esos Rewrite\2014BARD&RequirementsCompletion\General processes





11. Business Rules

11.1. Outputs


11.1.1. In-coming Documents for the current job can be viewed but are not editable.


11.1.2. All actions and fees will be listed on receipt with a breakdown of fees in the following order: Charges, Payment, and Balance.


11.1.3. Late fees will be listed for:


11.1.3.1. List, 


11.1.3.2. Registered agent,


11.1.3.3. Business licenses, and


11.1.3.4. Receipts show the year(s) that are being paid for.


11.1.4. Notes entered in Send-To will print on receipt.


11.1.5. Removing an output will not dynamically remove the output. 

11.1.6. See CRP 002 Copies Internal Order and Fulfillment for details regarding fees and special features.


11.1.7. New Filing outputs:


11.1.7.1. Need the blank list of officers form with their Entity Name, Number, Declaration for Business License, instructions, Charter, and file stamped copy of their articles 


11.2. Send-To


11.2.1. Based on the box checked will depend on the fields viewable for input of information


11.2.1.1. Mail displays First Name, Last Name or Entity Name, Address, City, State, Zip, and Country.


11.2.1.2. Fax displays First Name, Last Name or Entity Name, and Fax.


11.2.1.3. E-mail displays First Name, Last Name or Entity Name, and e-mail.


11.2.1.3.1. When a job is sent by e-mail and it is returned as undeliverable or some other error, the system will add the note to the job that the email was not delivered and was returned.  


11.2.1.4. Pick-up displays First Name, Last Name or Entity Name.


11.2.1.5. FedEx displays First Name, Last Name or Entity Name, Tracking Number, Address, City, State, Zip, and Country.


11.2.1.6. Sent to Registered Agent displays the Registered Agent and method on file for sending filings.


11.2.1.7. Other displays First Name, Last Name or Entity Name, Tracking Number, Address, City, State, Zip, and Country.


11.2.2. When Complete is depressed, 10 minutes later the Word documents are converted to pdf and prints, or faxes, or e-mails as ordered.


11.2.3. Processor allowed a ten minute delay of creation of pdf to redo any part of the transactions.


11.2.4. When output method is not selected, a PDF is still created and stored in system. 


12. Work Flow Map


12.1. Output
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12.2. Send-To
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13. User Interface Design


13.1. Output
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		1
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13.2. Send-To
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14. Attribute List 

		#

		Field Name

		Optional Mandatory


Conditional

		Display Type

		Data Type

		Default Value

		Dropdown/ Values

		Length

		Allow to Modify

		Validations

		Remarks/ Comments



		Output



		1. 

		Document

		Mandatory

		Text

		Alphanumeric

		· Job Cover Letter


· Receipt


· File Stamped Copy

		· Job Cover Letter


· Receipt


· File Stamped Copy

· Return Letter

· Certificates

· Charters

· Forms

		60

		Yes

		The defaulted documents and the documents submitted are not editable.

		All documents being sent to the customer are listed



		2. 

		Document Number

		Mandatory

		Text

		Alphanumeric




		None

		

		20

		No

		

		



		3. 

		Copies

		Mandatory

		Numeric

		Numeric

		1

		

		3

		Yes

		

		The number of copies for the document row can be edited



		4. 

		File Stamped Copy




		Optional

		Check Box

		Alphanumeric

		None

		

		

		Yes

		

		



		Send-To



		5. 

		Name 

		Conditional

		Text

		Alphanumeric

		None

		

		

		Yes

		Data populates when customer order form is OCR’d.

		



		6. 

		Care Of

		Optional

		Text

		Alphanumeric

		None

		

		

		Yes

		

		



		7. 

		Address 

		Conditional

		Text

		Alphanumeric

		None

		

		

		Yes

		

		



		8. 4.




		City

		Conditional

		Text

		Alphanumeric

		None

		

		

		Yes

		Use only city


names

		



		9. 5.

		State

		Conditional

		Text

		Alphanumeric

		None

		

		

		Yes

		· Authorized two-letter state abbreviation


· Required for United States Addresses

		



		10. 6.

		Zip 

		Conditional 

		NNNNN

		Numeric

		None

		

		

		Yes

		Correct 5-digit ZIP Code 

		



		11. 7.

		+four (Zip)

		Optional

		-NNNN

		Numeric

		None

		

		

		Yes

		ZIP+4 code

		



		12. 8.

		Country

		Conditional

		Dropdown

		Alphanumeric

		USA

		USA – United States of America

		

		Yes

		3 digit code and name

		



		13. 9.

		E-mail Address

		Conditional

		Text

		Alphanumeric

		None

		

		

		Yes

		

		 



		14. 

		Fax Number

		Conditional

		Text

		Alphanumeric

		None

		

		

		Yes

		

		 



		15. 

		Pick Up

		Conditional

		Check Box

		 Check mark

		None

		

		1

		Yes

		

		 



		16. 

		Fed Ex Tracking

		Conditional

		Check Box

		 Check mark

		None

		

		1

		Yes

		

		



		17. 

		Mail 

		Conditional

		Check Box

		 Check mark

		None

		

		1

		Yes

		

		



		18. 

		E-mail 

		Conditional

		Check Box

		 Check mark

		None

		

		1

		Yes

		

		



		19. 

		Fax 

		Conditional

		Check Box

		 Check mark

		None

		

		1

		Yes

		

		



		20. 

		Pick Up 

		Conditional

		Check Box

		 Check mark

		None

		

		1

		Yes

		

		



		21. 

		Fed Ex 

		Conditional

		Check Box

		 Check mark

		None

		

		1

		Yes 

		

		



		22. 

		Other 

		Conditional

		Check Box

		 Check mark

		None

		

		1

		Yes

		Requires Tracking #

		



		23. 

		Tracking #

		Conditional

		Check Box

		 Check mark

		None

		

		30

		Yes

		Visible only when “Other” is selected

		



		24. 

		Notes to Customer

		Conditional

		Text

		Alphanumeric

		None

		

		100

		Yes

		

		





15. Functionality


		Button

		Functionality



		Add 

		Adds documents designated by the check box to display in Document View



		Edit

		Allows editing of Word documents contained within Document View



		Finished

		Provides a ten minute processing delay in creation of pdf; allows processor ten minutes to finalize any part of the process before pdf is created.





4.11 CRG 013 Payments

		Project Name

		Corporate Filing Re-Write

		Version

		2.3



		Application

		Commercial Recordings System



		Revision Description

		Revised from all section’s DBRS.

		Last Modified

		May 6, 2015



		

		Revised during team meeting.

		

		May 12, 2015



		

		Revised during team meeting.

		

		May 19, 2015



		

		Revised during team meeting.

		

		June 5, 2015



		

		Approved during team meeting.

		

		June 15, 2015





1. Description


1.1. This requirement identifies the payment section and the business rules that apply when collecting funds.  The job is in progress when this section is encountered.

2. Initiating Actors


2.1. Internal System for Corporate Filing.


2.2. Internal processors.


3. Pre-Condition


3.1. Job is in progress and the payment needs to be collected or applied.


4. Post-Condition


4.1. The job has been paid and outputs can be generated and given to customer.


5. Frequency


5.1. Normal use is 100 to 10,000 times a day per by all internal processors and online.

6. Processing Flow


6.1. Cash Payment was submitted.

		Action (what the processor does)

		Result (what the system does)



		1. Clicks Next

		Payment section opens displaying payment receipted



		2. Verifies payment is correct

		Payment is correct 



		3. Clicks Next

		Send-To section opens





6.2. Check Payment was submitted.

		Action (what the processor does)

		Result (what the system does)



		1. Clicks Next

		Payment section opens displaying payment receipted



		2. Verifies payment is correct

		Payment is correct 



		3. Clicks Next

		Send-To section opens





6.3. Credit Card Number was submitted.

		Action (what the processor does)

		Result (what the system does)



		1. Clicks Next

		Payment section opens displaying payment receipted



		2. Verifies payment is correct

		Payment type is credit card 



		3. Enter the credit card number

		Entry is displayed, credit card number box opens



		4. Enter the credit card number

		Entry is displayed, system compares both entries



		4.1. 

		Credit card numbers match



		4.2. 

		Credit card numbers do not match, credit card number box opens



		4.3. Repeat step 3

		



		5. Enter V-Code

		Entry is displayed



		6. Select Expiration Month

		Selection is displayed



		7. Select Expiration Year

		Selection is displayed



		8. Enter Order Reference

		Entry is displayed



		9. Enter the card holder’s first name

		Entry is displayed



		10. Enter the card holder’s last name

		Entry is displayed



		11. Enter the Billing Address

		Entry is displayed



		12. Enter City, State, Zip

		Entry is displayed



		13. Click Apply Payment

		Balance is $0



		14. Click Next

		Send-To section opens





6.4. Trust Account Payment was submitted. 

		Action (what the processor does)

		Result (what the system does)



		1. Clicks Next

		Payment section opens displaying payment receipted



		2. Enter the Trust Account Number

		Entry is displayed



		3. Click or tab anywhere

		3.1. The receipted and processor entered trust account numbers are compared 


3.2. Both numbers match



		4. Enter Requestor’s Name

		Entry is displayed



		5. Enter Location

		Entry is displayed



		6. Enter Order or Reference Number

		Entry is displayed



		7. Click Apply Payment

		Balance is  displayed



		8. Click Next

		Send-To section opens





6.5. Transfer funds from one job to the current job.


		Action (what the processor does)

		Result (what the system does)



		1. Clicks Next

		Payment section opens and payment indicates a transfer



		2. Enter Job Number

		Entry is displayed



		3. Click or tab anywhere

		Available Amount is populated



		4. Click Apply Payment

		Balance is  displayed



		5. Clicks Next

		Send-To section opens





7. Alternate Flows

7.1. Payment is not entered.  


		Action (what the processor does)

		Result (what the system does)



		1. Clicks Next

		Payment section opens displaying payment receipted



		2. Select Payment Type from dropdown

		Selection is displayed



		3. Enter the Number for the Payment Type

3.1. Cash is the receipt number 


3.2. Check is the check number


3.3. Credit Card is the credit card number


3.4. Trust is the trust account number

		Entry is displayed, depending on payment type, the additional fields appear and must be entered



		4. Verify the amount is equal to or greater than the current charges

		Amount is equal 



		9. Click Apply Payment

		Balance is  displayed



		10. Click Next

		Send-To section opens





7.2. Trust numbers do not match

		Action (what the processor does)

		Result (what the system does)



		1. Clicks Next

		Payment section opens displaying Trust as the Payment Type



		2. Enter the Trust Account Number

		Entry is displayed



		3. Click or tab anywhere

		The receipted and processor entered trust account numbers are compared but do not match, message “Verify the Trust Account Number you entered”



		4. Correct Trust Account Number

		Entry is displayed



		5. Click or tab anywhere

		5.1. Balance  is displayed


5.2. Message “Supervisor must verify Trust Account Number before continuing.”



		6. Supervisor verifies and overrides

		CRG 014 Supervisor Override details this process



		7. Processor Click or tab anywhere

		Balance  is displayed



		8. Clicks Next

		Send-To section opens





8. Assumptions


9. Exceptions


10. References


10.1. Payment Processes from each of the 2011 Detailed Business Requirements Specification documents.


11. Business Rules


11.1. Funds received are entered during receipting.  Processors must validate the fund type, identifying information, and amount.

11.2. The last four numbers of a credit card is entered at the time of receipting.  

11.2.1. The processor must enter the entire credit card number twice.  The two entries must be an exact match.  The field second entry cannot be a paste.

11.2.2. Credit card can be reversed on the same day it is charged by Accounting.  

11.2.2.1. Automatic notes are inserted into the Notes table and states the credit card charge is reversed. 

11.2.2.2. An e-mail is sent to Accounting.

11.2.2.3. The job cannot be completed.

11.2.3. After the credit card is charged the Confirmation number will be displayed on the Payment section and the receipt in the description.

11.3. Trust Account numbers are read by the system, entered the receiptor or processor.

11.3.1. At the end of the filing the processor enters the trust number.  

11.3.1.1. The processor can try twice before the supervisor override is required.  

11.3.1.2. When the trust account number is not entered by receiptor, the Supervisor Override can apply the trust account number.

11.3.2. The system compares both numbers.

11.3.3. When the processor has the correct number but the receipting process collected the incorrect trust number, a supervisor override is required.

11.3.4. Supervisor override is completed on their computer.  Accounting will also have the privilege to override the trust account number.

11.3.5. Trust payments will record the entity name, job number, requestor’s name, location, and order or reference number for Accounting.

11.3.6. Multiple filings are allowed in one job to the same trust account.

11.3.7. Amount may be corrected before posting is completed by Accounting.

11.4. Transferring funds from one job to the current job can only be completed when there are available funds in the “from” job.  

11.4.1. When no funds are available, this message will appear:  “No funds are available, please verify you entered the correct job number.”

11.4.2. The original job number and payment type and number are in the automatic notes for all transfers.  

11.4.3. Each transfer will record the new job number.  

11.4.4. The job numbers will be listed in chorological order from oldest to newest.  

11.4.5. All available funds are transferred.  

11.4.5.1. When the amount is less than the Total Charges, there must be another method of payment to cover the balance.

11.4.6. The available funds amount comes from Great Plains.

11.5. When a payment was not included, this message is displayed “No Payment Included.”

11.6. Multiple payments and payment types are allowable.

11.7. The Total Charges cannot exceed Amount Received.

11.8. Receipt, the overpayment statement will only be displayed when the credit balance is >$0.

11.8.1. The first address area needs to be aligned to fit into a #10 window envelope.  2 1/2” from top and 1” from the left margin.  Window size is 4 ½” by 1”.

11.8.2. The second address area needs to be aligned to fit into a catalog window envelope.  8 1/2” from top and 1” from the left margin.  Window size is 4 ½” by 2 1/2”.

11.8.3. In the Payment Submitted Description, the order or reference numbers will be displayed there.

11.8.4. When a return letter is processed, it will appear in the Charges Description.

11.8.5. When a payment is corrected, the new receipt will override the old receipt.  

11.8.5.1. The old receipt will be marked “VOID”.

11.8.5.2. Automatic notes are inserted into the Notes table and with any overrides where administered.

11.8.5.3. The file stamped documents and other output will be attached to the new receipt.

12. Work Flow Map


12.1. Cash
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12.2. Check
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12.3. Credit Card
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12.4. Trust
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12.5. Transfer
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13. User Interface Design


		Work Queue

		My Queue

		Current Job

		Search

		



		



		Existing Entity Summary
Status
Admin Hold -



		…



		



		Job Number

		
Receiptor Initials 
Amount Received

		$150

		Total Charges

		$75

		



		



		

		Pend

		

		Spell Check

		

		Reject

		



		



		Payments
+



		



		Payment Type

		Number

		Amount Received

		Total Charges



		(

		

		$

		$



		



		Order Reference Number

		

		Check Maker’s Name

		



		



		Trust Requestor’s Name

		



		Location

		

		Order or Reference Number

		



		



		Credit Card Number

		

		V-Code

		

		Expires

		MM(

		YYYY(

		



		First Name

		



		Last Name

		



		Address

		



		City

		

		State

		

		Zip

		



		Telephone Number

		



		

		Confirmation Number

		



		



		Transfer From Job Number

		

		Available Amount

		$



		

		Apply Payment

		



		Balance

		$



		



		Send To
+



		



		

		Next

		



		





14. Attribute List


		#

		Field Name

		Optional Mandatory


Conditional

		Display Type

		Data Type

		Default Value

		Dropdown/ Values

		Length

		Allow to Modify

		Validations

		Remarks/ Comments



		1. 

		Payment Type

		Conditional

		Dropdown

		Alpha

		None

		· Cash


· Check


· Credit Card


· Trust

		16

		No

		

		



		2. 

		Number

		Conditional

		Text box

		Numeric

		None

		

		16

		No

		Number is in relation to the Payment Type


Cash Receipt, Check, Trust, last 4 of Credit Card

		



		3. 

		Amount Received

		Conditional

		Currency

		Numeric

		None

		

		20

		No

		· Payment amount recorded at time the filing was scanned is displayed here 

· When payment amount was not entered then this field is blank

· Total charges cannot exceed this amount

		



		4. 

		Total Charges

		Mandatory

		Currency

		Numeric

		None

		

		20

		No

		Displays fees to be charged

		



		5. 

		Check Maker’s Name

		Conditional

		Text box

		Alphanumeric

		None

		

		70

		No

		Is required when the Payment Type is Check

		



		6. 

		Requestor’s Name

		Conditional

		Text box

		Alphanumeric

		None

		

		70

		Yes

		Is required when the Payment Type is Trust

		



		7. 

		Location

		Conditional

		Text box

		Alphanumeric

		None

		

		50

		Yes

		Is required when the Payment Type is Trust

		



		8. 

		Order or Reference Number

		Conditional

		Text box

		Alphanumeric

		None

		

		20

		Yes

		Is required when the Payment Type is Trust

		



		9. 

		Credit Card Number

		Conditional

		Text box

		Numeric

		None

		

		16

		Yes

		· Required when Payment Type is credit card 


· Number must be entered twice 


· Both entries must match

		



		10. 

		V-Code

		Conditional

		Text box

		Numeric

		None

		

		3

		Yes

		Required when Payment Type is credit card

		



		11. 

		Expiration Month

		Conditional

		Dropdown

		MM

		None

		· 01


· 02


· 03


· 04


· 05


· 06


· 07


· 08


· 09


· 10


· 11


· 12

		2

		Yes

		Required when Payment Type is credit card

		



		12. 

		Expiration Year

		Conditional

		Dropdown

		YYYY

		None

		

		4

		Yes

		· Required when Payment Type is credit card


· Rolling year, current year plus next ten years

		



		13. 

		First Name

		Conditional

		Text

		Alphanumeric

		None

		

		40

		Yes

		Required when Payment Type is credit card

		



		14. 

		Last Name

		Conditional

		Text

		Alphanumeric

		None

		

		70

		Yes

		Required when Payment Type is credit card

		



		15. 

		Address 

		Mandatory

		Text

		Alphanumeric

		None

		

		60

		Yes

		Required when Payment Type is credit card

		



		16. 

		City 

		Mandatory

		Text

		Alphanumeric

		None

		

		50

		

		Required when Payment Type is credit card

		



		17. 

		State

		Conditional

		Text

		Alphanumeric

		None

		

		2

		Yes

		· Required when Payment Type is credit card 

· Authorized two-letter state abbreviation

· Required for United States Addresses

		



		18. 

		Zip 

		Mandatory

		NNNNN

		Numeric

		None

		

		5

		Yes

		· Required when Payment Type is credit card 

· Correct 5-digit ZIP Code 

		



		19. 

		+four (Zip)

		Optional

		-NNNN

		Numeric

		None

		

		5

		Yes

		· Required when Payment Type is credit card 

· ZIP+4 code

		



		20. 

		Telephone Number

		Conditional

		NNN.NNN.NNNN

		Numeric

		None

		

		12

		

		Required when the Payment Type is credit card

		



		21. 

		Transfer from Job Number

		Optional

		YYYYMMDD-NNNNNN

		Alphanumeric

		None

		

		20

		Yes

		

		



		22. 

		Amount Available

		Conditional

		Currency

		Numeric

		None

		

		20

		No

		Any available balance from the job entered

		



		23. 

		Balance

		Mandatory

		Currency

		Numeric

		None

		

		20

		No

		Amount Received or Amount Available minus Total Charges

		





15. Functionality


		Processing Button

		Functionality



		Apply Payment

		Applies payments to the Payment Type and account number entered



		Next

		Collapses current section and expands the next





Attachment A Receipt


{Standard letter head}


		{entity name}


{address}


{city}, {state} {zip}

		Job:  {job number}

{Date}








Special Handling Instructions:


{ }


		Payment Submitted



		Type of Payment

		Description

		Amount



		

		24561

		$620.00





		Charges



		Description

		Document Number

		Filing Date/Time

		Qty

		Price

		Amount



		

		

		

		

		

		



		

		

		

		

		

		





As of {date} Credit Balance:  $0.00


If you paid for this filing via cash or check, the money is available towards the fees for the replacement filing, another filing or can be refunded upon written request within 1 year of payment pursuant to NRS 353.115.  Amounts not used or refunded within one year are not available for use or refund.  


{entity name}


{address}


{city}, {state} {zip}

4.12 CRG 014 Actions


		Project Name

		Corporate Filing Re-Write

		Version

		2.3



		Application

		System for Corporate Filing



		Revision Description

		

		Last Modified

		



		

		Revised from DBRS (New Filings and Status)

		

		December 2, 2014



		

		Revised from Team’s review (New Filings and Status)

		

		January 22, 2015



		

		Revised from Requirements meeting on 1/28/2015 (New Filings)

		

		January 30, 2015



		

		Revised based on meeting on 2/4/2015 (Status)

		

		February 5, 2015



		

		Approved by Team (Status)

		

		February 18, 2015



		

		Revised from DBRS (Amendments)

		

		February 25, 2015



		

		Revised from meeting on 3/4/2015 (Amendments) 

		

		March 6, 2015



		

		Revised from meeting on 3/11/2015 (Amendments)

		

		March 13, 2015



		

		Revised from SB483 requirements and during a Team meeting on 7/7/2015 (New Filings, Status, and Amendments)

		

		July 7, 2015



		

		Revised by Team during their review and during the meeting on 7/22/2015 (New Filings)

		

		July 22, 2015



		

		Approved during meeting on 8/10/2015 (New Filings, Status, and Amendments)

		

		August 10, 2015



		

		Merging requirements CRN 006, CRA 001, and CRS 002 because processing an action is the same for each queue

		

		August 12, 2015





1. Description


1.1. This details the Actions for New Filings, Amendments, and Status.  An Action is a type of change or update to an entity and most include a fee.

1.1.1. For New Filings, the frequently used Actions are AOI – Articles of Incorporation, Sole Proprietor Registration - Application or Renewal NRS 76, and General Partnership Registration - Application or Renewal NRS 76.

1.1.2. For Status, the frequently used Actions are ILO – Initial List with Business License and ALO – Annual List with Business License.


1.1.3. For Amendments, the most frequently used Actions are Dissolution, Cancellation, and Withdrawal.


2. Initiating Actors


2.1. Internal System for Corporate Filing


2.2. Internal Processors


3. Pre-Condition


3.1. Action is submitted

4. Post-Condition


4.1. Action is documented

5. Frequency


5.1. Normal use is approximately 300 transactions occur per day for each of the 25 processors.  

6. Normal Flow


6.1. Action

		Action (what the processor does)

		Result (what the system does)



		1. Double Click Action, Click the “+” on the Officer’s row, or tab to Next then the Enter key

		Action section expands



		2. 

		The system inserted action based on documents receipted and links the document to the Action



		3. 

		The system inserts the File Date as the date the document was received



		4. 

		Automatic notes are inserted into the Notes 



		5. Verify Actions are correct

		System correctly interpreted the Action from the documents receipted



		6. Click the “-” on the Send To row

		Actions section collapses then expands Sent To section





7. Alternate Flows

7.1. NRS 86.531 Dissolution for a LLC, after step 3 of the normal flow.

		Action (what the processor does)

		Result (what the system does)



		8. 

		The system inserts the Effective Date when indicated on form, required for LLC dissolution NRS 86.531  on form 13070*



		9. 

		Transaction continues at step 4 of normal flow.





7.2. The form has an Effective Date, after step 3 of the normal flow.  

		Action (what the processor does)

		Result (what the system does)



		1. 

		The system inserts the Effective Date when indicated on form



		2. 

		Transaction continues at step 4 of normal flow.





7.3. ILO or ALO without a business license exemption or exception, after step 3 of the normal flow.

		Action (what the processor does)

		Result (what the system does)



		1. 

		When applicable, the List and Business License Expirations dates will be updated and the Business License will become part of the Outputs.



		2. 

		Transaction continues at step 4 of normal flow.





7.4. Incorrect action, at step 2 of the normal flow.  

		Action (what the processor does)

		Result (what the system does)



		1. Verify Actions are incorrect

		System incorrectly interpreted the Action from the documents receipted



		2. Select the Action and the scanned document

		Items are selected



		3. Click Action desired

		The Action is replaced with correct Action.  The correction is recorded in the System Notes.  Data is updated to match the form.



		4. 

		Transaction continues at step 6 of normal flow.





7.5. Merger action, at step 2 of the normal flow.

		Action (what the processor does)

		Result (what the system does)



		1. 

		Merging Entity(ies) Information displays within the Merging Entity section



		2. 

		Surviving entity information displays within the Surviving Entity section



		3. Verify all entity names are correct

		System correctly interpreted the Action and found the correct entities



		4. Click Merge

		Merging entity status changes to Merge/Dissolved



		5. 

		Image is linked to merging and surviving entities



		6. 

		Transaction continues at step 3 of normal flow.





7.6. Convert In action at step 2 of the normal flow.

		Action (what the processor does)

		Result (what the system does)



		1. 

		Converting Entity(ies) Information displays within the Converting Entity section



		2. 

		Resulting entity section is blank 



		3. 

		Stock, if applicable, is updated



		4. 

		Management type, if applicable, is changed



		5. 

		New Articles linked to converting entity



		6. Verify all entity names are correct

		System correctly interpreted the Action and found the correct entities



		7. Click Convert In

		Converting entity NRS type is changed to match new entity articles



		8. 

		Transaction continues at step 3 of normal flow.





7.7. Convert Out action at step 2 of the normal flow.

		Action (what the processor does)

		Result (what the system does)



		1. 

		Converting Entity information populates in the Converting Entity section



		2. Verify all entity names are correct

		System correctly interpreted the Action and the Converting Entity is correct



		3. Click Convert Out within Converting Entity section

		Image links to Converting Entity and status changed to Convert Out



		4. 

		Transaction continues at step 3 of normal flow.





8. Assumptions

8.1. Actions will be correctly inserted


9. Exceptions


9.1. System does down.

10. References


10.1. ..\..\DBRS\New Filings\ER - BARD DBRS New Filings  V1.3.doc

10.2. S:\Projects\Esos Rewrite\2014BARD&RequirementsCompletion\Amendments

10.3. ..\..\DBRS\Status\ER - BARD DBRS Status V1.2.doc

10.4. List Filing fees: 

		#

		Entity Type

		List fee

		Business License Fee



		1. 

		NRS 78 Domestic Corporations

		ILO $150

		$500



		2. 

		NRS 78A Domestic Close Corporations

		ILO $150

		$500



		3. 

		NRS 80F Foreign Corporations – Qualification to do Business in Nevada

		ILO $150

		$500



		4. 

		NRS 80FCC Foreign Close Corporations

		ILO $150

		$500



		5. 

		NRS 80FNP Foreign Non-Profit Corporations

		ILO $50

		$200



		6. 

		NRS 80FNP Foreign Non-Profit Corporations with Stock

		ILO $150

		$200



		7. 

		NRS 84 Corporations Sole

		$50

		Exception



		8. 

		NRS 80FNPCS Foreign Non-Profit Corporations Sole

		ILO $150

		$500



		9. 

		NRS 80FPC Foreign Professional Corporations

		ILO $150

		$500



		10. 

		NRS 81.010 Domestic Non-Profit Coop Corporations

		ILO $50

		$200



		11. 

		NRS 81.010 Domestic Non-Profit Coop Corporations with Stock

		ILO $150

		$200



		12. 

		NRS 81.200 Domestic Non-Profit Coop Associations

		ILO $50

		$200



		13. 

		NRS 81.410 Domestic Non-Profit Coop Corporations without Stock

		ILO $50

		$200



		14. 

		NRS 82 Domestic Non-Profit Corporations

		ILO $50

		Exception



		15. 

		NRS 86 Domestic Limited Liability Company

		ILO $150

		$200



		16. 

		NRS 86.544 Foreign Limited Liability Company

		ILO $150

		$200



		17. 

		NRS 87 Domestic Limited Liability Partnership

		ILO $150

		$200



		18. 

		NRS 87A Limited Partnership ULPA

		ILO $150

		$200



		19. 

		NRS 87A.540 Foreign Limited Partnership ULPA

		ILO $150

		$200



		20. 

		NRS 87A.655 Foreign Limited-Liability Limited Partnership ULPA

		ILO $150

		$200



		21. 

		NRS 87F Foreign Limited-Liability Partnership

		ILO $150

		$200



		22. 

		NRS 88 Domestic Limited Partnership

		ILO $150

		$200



		23. 

		NRS 88.575 Foreign Limited Partnership

		ILO $150

		$200



		24. 

		NRS 88.606F Foreign Limited-Liability Limited Partnership

		ILO $150

		$200



		25. 

		NRS 88A.710 Application of Registration for Foreign Business Trust

		ILO $150

		$200



		26. 

		NRS 88AD Certificate of Business Trust

		ILO $150

		$200



		27. 

		NRS 89 Domestic Professional Corporations

		ILO $150

		$200



		28. 

		NRS 89FPA Foreign Professional Association (no form)

		ILO $150

		$200



		29. 

		NRS 89PA Domestic Professional Association (no form)

		ILO $150

		$200



		30. 

		NRS 89 PLLC Professional Limited Liability Company

		ILO $150

		$200



		31. 

		NRS 87A Domestic LLLP - ULPA

		ILO $150

		$200



		32. 

		NRS 88 Domestic LLLP - 

		ILO $150

		$200



		33. 

		App Cert of Auth

		$1,000

		Exception



		34. 

		App Cert of Auth – County Pop < 50,000

		$250

		Exception



		35. 

		App Cert of Auth – County Pop = 50,000; < 100,000

		$500

		Exception



		36. 

		App Cert of Auth – County Pop => 100,000

		$1,000

		Exception



		37. 

		APRA – Appointment of Resident Agent

		$60

		Exception



		38. 

		CU – Credit Union

		$25

		Exception



		39. 

		GID – General Improvement District

		$0

		Exception



		40. 

		NRS 77.320 Commercial Registered Agent (CRA)

		$0

		Exception



		41. 

		RRM – Railroad Map

		$50

		Exception



		42. 

		SPA – Statement of Partnership Authority

		$50

		Exception



		43. 

		TTL – Telephone and Telegraph Line

		$5.25

		Exception



		44. 

		RN – Name Reservation

		$25

		Exception



		45. 

		NRS 76 Sole Proprietor

		Exception

		$200



		46. 

		NRS 76 Parnership

		Exception

		$200



		47. 

		NRS 76 Other

		Exception

		$200





10.4.1. Stocks 


Fees are based on the value of the Total Authorized Capital calculated on a minimum par value of one-tenth of a cent (.001) regardless if the stated par value is less.


		Stock amount

		Fee



		$0 to $75,000 or less, or No Stock

		$75



		>$75,001 to < $200,000

		$175



		>$200,001 to < $500,000

		$275



		>$500,001 to < $1,000,000

		$375



		> $1,000,000



		For the first $1,000,000

		$375



		For each additional $500,000 or fraction thereof

		$275



		Unlimited Stock

		$35,000



		Maximum Fee for Stocks 

		$35,000





10.4.2. Stocks Calculation


10.4.2.1. Total Authorized Shares multiplied by the par value, or 


10.4.2.2. Total Authorized Shares without par value multiplied by $1.00, or 


10.4.2.3. The sum of if both par and no par shares.


10.4.2.4. Unlimited Stock check box will charge the maximum fee.


10.4.2.5. No Stock check box will charge the minimum fee.


10.4.2.6. Multiple stock values can be applied; the total stock value will be used to determine the fee charged.


10.4.3. Initial List fees are $150, unless nonprofit $50


10.5. Actions List with fees, forms, and queue.

		#

		Action

		Definition

		Queue



		1. 

		Certificate of Change of Principal Office

		Certificate of Change of Principal Office fee is $60 on form 07030*

		Status


Amendments



		2. 

		"Other" NT7 Cancellation Statement NRS 76

		"Other" NT7 Cancellation Statement NRS 76 means NT7 business license is cancelled.

		New Filings


Status


Amendments



		3. 

		"Other" NT7 Certificate of Amendment NRS 76

		"Other" NT7 Certificate of Amendment NRS 76 means an amendment for an entity.

		New Filings


Status


Amendments



		4. 

		"Other" NT7 Notice of Exemption - Application or Renewal NRS 76

		“Other” NT7 Notice of Exemption – Application or Renewal NRS 76 means NT7 business license exemption for an entity based on exemption parameters.

		New Filings


Status


Amendments



		5. 

		(Video Service Provider) Application for Certificate of Authority and Affidavit NRS 711

		(Video Service Provider) Application for Certificate of Authority and Affidavit NRS 711 means a video company’s application.

		New Filings


Status


Amendments



		6. 

		“Other" NT7 Registration - Application or Renewal NRS 76

		“Other" NT7 Registration - Application or Renewal NRS 76 means NT7 business license application for some strange entity.  Such as a trust or maybe a foreign LLC only working in NV for a weekend.  Fee $200

		New Filings


Status


Amendments



		7. 

		ADESG - Amended Designation

		Amend/change what was previously filed within a Designation. Designation to Designate stock needs to be on file prior to amending. Fee is $175

Example: Common Preferred A is 10,000 shares @ $1.00 within the Designation and entity now wants to file an Amended Designation to show Common Preferred A is now 5,000 @ $1.00.

		Amendments



		8. 

		ALO – Annual List 

		Annually the list of officers 


See List Filing Fees for entity types and fees.

		Status


Amendments



		9. 

		AMD - Amendment

		Amend/change anything within organizational documents. Entity may file a Name Change, Stock Change, and Registered Agent Change (with provided RA form) or just add language. There are no limits to the changes allowed within an Amendment.  Fee is $175 or based on stock.

		Amendments



		10. 

		AMNR - Amended Modified Name Resolution NRS 80.025

		AMNR - Amended Modified Name Resolution NRS 80.025 means an entity’s name was changed then changed again and the entity recorded the two changes in their minutes.  If a foreign corp filed here and the name is not available they file a Modified Name Resolution - if they later decide to change that name they file an Amended Modified Name resolution or if the name becomes available they can do so.  Form 20040*

		Amendments



		11. 

		AOI - Articles of Incorporation

		Articles of Incorporation means the form the entity must submit to become a corporation.  Fee is $75 and is based on stock.

		New Filings


Status


Amendments



		12. 

		Appointment of Registered Agent by Non-filing Domestic and Nonqualified Foreign Entities NRS 77.380 

		Appointment of Registered Agent by Non-filing Domestic and Nonqualified Foreign Entities NRS 77.380 means Commercial or Non-Commercial Registered Agent or Entity Representative agreed to accept service of process work for the non-entity.  Is ONLY for use by entities EXEMPT from registering under Title 7 of the NRS and appointing a Registered Agent pursuant to pursuant to NRS 77.380.  Form 21020*

		New Filings


Status


Amendments



		13. 

		APRA – Appointment of Registered Agent

		Appointment of Registered Agent means Commercial or Non-Commercial Registered Agent or Entity Representative agreed to accept service of process work for the non-entity.  Fee is $60.

		New Filings


Status


Amendments



		14. 

		ARA - Acceptance of Registered Agent

		Acceptance of Registered Agent means a Commercial or Non-Commercial Registered Agent or Entity Representative agreed to accept service of process.


There is no fee for this form when filed with a New Filing.


Fee of $60 is charged when the Registered Agent is being changed and the change is not submitted with the annual list, resigned, and reinstatement.

		New Filings


Status


Amendments



		15. 

		ARST - Amended Restated Articles

		All entities may amend and restate in a single certificate the entire text of its articles of incorporation.  Not LLPs.  Fee $175 and based on stock.

		Amendments



		16. 

		CA – Cancellation of Mark

		Cancelling Trade Mark, Service Mark, or Trade Name (NRS 600.390).  Fee $50 on form 19050*

		Trademarks



		17. 

		CAN – Cancellation

		Cancelling entity from the State of Nevada.  Fee $100.

		Status


Amendments



		18. 

		CANCRA – Cancellation of Commercial Registered Agent

		Cancellation of Commercial Registered Agent means the Commercial Registered Agent’s privileges are cancelled.  Electronic notification is also stopped.  No fee.

		Status


Amendments



		19. 

		CI – Convert In

		Entity on file Converts In to existence.  Fee $350 and based on  stock

		Amendments



		20. 

		CO – Convert Out

		Entity on file Converts Out of existence.  Fee $350.

		Amendments



		21. 

		COA – Amendment / Correction of Mark 

		Filing an amendment or correction (NRS 600.355).  Fee $60 on form 19030*

		Trademarks



		22. 

		COC - Certificate of Change 

		Certificate of Change NRS 78.209, changes shares and can also split issued shares (was SPL – Stock Split) Fee is $175 or based on stock.

		Amendments



		23. 

		Commercial Registered Agent

		

		Status


Amendments



		24. 

		CORR - Correction

		Filed when a customer files organizational documents with an error. Example: Customer filed “Fre Willy”, LLC instead of “Free.” Customer would file a Certificate of Correction to correct the error.  Fee is $175 or based on stock.

		Status


Amendments



		25. 

		CRAC – Commercial Registered Agent Statement of Change

		Commercial Registered Agent Statement of Change means changing some of the information on file.  Fee is $60.

		Status


Amendments



		26. 

		CRAR – Commercial Registered Agent Resignation

		Commercial Registered Agent Resignation means the Commercial Registered Agent has quit accept service of process for entity or entities.  Fee is $100 plus $1 for each entity

		Status


Amendments



		27. 

		CU – Credit Union

		Credit Union means a non-profit business that serves much like a bank.  Fee is $25

		New Filings


Status


Amendments



		28. 

		Declaration of Eligibility for State Business License Exemption

		Declaration of Eligibility for State Business License Exemption means a business is exempt from having to have a business license based on the parameters of 001, 002, 005, 006, or 007.  Form 27010*

		New Filings


Status


Amendments



		29. 

		DESG - Designation

		Designates all series of stock. Example: Preferred A; Preferred B. 75,000 shares are designated to be Preferred Series A.  Fee $175.

		Amendments



		30. 

		DISS - Dissolution

		Dissolves the entity. No longer an active entity in the state of NV.  Fee for profit entity is $100 and non-profit entity is $50.

		Amendments



		31. 

		DOM - Domestication 

		Domestication means to change the domicile of an entity formed under a jurisdiction outside of Nevada to a Nevada jurisdiction (See NRS 92A.270(9b)). This form MUST be accompanied by a domestic new filing application.  Fee $350 on form 14050*

		New Filings


Status


Amendments



		32. 

		EXC- Exchange

		One entity exchanging shares with another entity.  Fee $350.

		Amendments



		33. 

		General Partnership Notice of Exemption - Application or Renewal NRS 76

		General Partnership Notice of Exemption - Application or Renewal NRS 76 means NT7 business license exemption for a partnership based on exemption parameters.  Fee $200

		New Filings


Status


Amendments



		34. 

		GID – General Improvement District

		General Improvement District means a non-profit business that manages a local agency’s utility such as water or sewer system.  No fee.

		New Filings


Status


Amendments



		35. 

		ILO – Initial List 

		ILO - Initial List and Business License means the first list of officers for a new entity, good for 1 year. 

See List Filing Fees for entity types and fees.

		New Filings


Status


Amendments



		36. 

		MA – Assignment of Mark

		Customer may assign a mark number to another (NRS 600).  Fee $100 on form 19040*.

		Trademarks



		37. 

		MI – Merge In

		One entity merges into another entity.  Fee $350 and based on stock.

		Amendments



		38. 

		MLO – Amended List 

		Amended List means the list of officers that is not due is being amended because the officers are incorrectly reported or they have changed.


See List Filing Fees for entity types and fees.

		Status Amendments



		39. 

		MNR – Modified Name Resolution NRS 80.025 

		MNR - Modified Name Resolution NRS 80.025 means home state name is not available so they must file under a different name.  Form 20030*.

		Status


Amendments



		40. 

		MO - Merge Out

		Entity merges out of existence.  Fee $350.

		Amendments



		41. 

		MRL – Mark Renewal

		Trade Mark, Service Mark, and Trade Names renew every five years (NRS 600).  Fee $50 filed on form 19010*

		Trademarks



		42. 

		Name Consent or Release 

		Name Consent or Release means an entity allows another entity to also use the name.  Form 20020*.

		New Filings


Status


Amendments



		43. 

		NRS 77.320 Commercial Registered Agent

		NRS 77.320 Commercial Registered Agent means an entity wants to become a Commercial Registered Agent.  10 or more is mandatory.  No fee.

		Status


Amendments



		44. 

		RAAC – Registered Agent Address Change 

		Registered Agent Address Change means the Non-Commercial Registered Agent changed their address.  Fee $60.

		Status


Amendments



		45. 

		RAC – Registered Agent Change

		Registered Agent Change means a new Non-Commercial Registered Agent accepts service of process for the business.  Changing the RA to CRA or Individual to RA.  Includes any changes to the RA.  Fee $60.

		Status


Amendments



		46. 

		RAL – Registered Agent Listing

		Registered Agent Listing means the Registered Agent’s information is added to the lists of registered agents on the web site.  Fee is $500

		Status



		47. 

		RANC – Registered Agent Name Change

		Registered Agent Name Change means the Non-Commercial Registered Agent changed their name.  Fee $60.

		Status


Amendments



		48. 

		RAR – Registered Agent Resignation

		Registered Agent Resignation means the Non-Commercial Registered Agent has stopped representing the entity or entities.  Fee $100 plus $1 for each entity.

		Status


Amendments



		49. 

		REI – Reinstatement, List, and Business License




		Reinstatement means the entity has not completed two or more required filings by the due dates and the right to transact business has been forfeited (NRS 78.175 (2).


Non-Profit Corporations fee $100 plus annual list and late fees per year.  Additional $60 for any RA changes.  Form 26020*, 10020*, 18100* or 18030*

NRS 84 Corporate Sole may reinstate up to 10 years in Revoked status.  They become permanently revoked after 10 years if not reinstated.


Fee $100 plus annual list and late fees per year.  Additional $60 for any RA changes.  Form 26020*, 10020*, 18100* or 18030*


Corporations fee $300 plus annual list, business license fee, and late fees per year-Based on stock.  Additional $60 for any RA changes.  Forms 26020*, 10010*, 18100* or 18030*


All other profit entities fee $300 and annual list, business license, and late fees per year.  Additional $60 for any RA changes.  Forms 26020*, 18100* or 18030* and 10040*-LLC, 10050*-LP & NRS 87, 10060* - LLP or 10070* – BT

		Status


Amendments



		50. 

		REO - Reorganization

		A corporation is under reorganization in a federal court pursuant to Title 11 of U.S.C.  It may take any action necessary to carry out the proceeding and perform any act directed by the court relating to reorganization, without further action by its directors or stockholders.  Fee $175 and based on stock.

		Amendments



		51. 

		REV – Revival

		Filed to revive an entity back to an active status.  Registered Agent fee, if applicable; Past years Annual List of Officers/Business License fees, late fees, and New Filing fee.  Fee $300 and based on stock.  Revival Fee is $60.

		Amendments



		52. 

		RN Name Reservation

		Name Reservation means an entity name is reserved for a future business or just to reserve the name for 90 days.  Fee $25.

		New Filings


Status


Amendments



		53. 

		ROO – Resignation of Officer

		Resignation of Officers

		Status


Amendments



		54. 

		RRM – Railroad Map

		Railroad Map means filing and recording certified maps and profiles of land usage and boundaries where the road may run as used by railroads companies.  No Fee.

		New Filings


Status


Amendments



		55. 

		RST - Restated Articles

		A corporation may restate in a single certificate the entire text of its articles of incorporation as amended.  Fee $175.

		Status


Amendments



		56. 

		SAD - Statement of Alternate Due Date

		This action will change the List Due Date and Business License Expiration Date.  This action does not have a fee but the business license and list fees are required to be paid.  Then the full business license and list fees are required when the business license and list fees are due at the new date.  No fee on form 10100*.

<Long Descriptive Name is “Statement of Alternate Due Date” 


Short Name is “Alternate Due Date – SAD”


ARITEMCODE for Great Plains is item #....”

		Status


Amendments



		57. 

		Sole Proprietor Notice of Exemption - Application or Renewal NRS 76

		Sole Proprietor Notice of Exemption - Application or Renewal NRS 76 means NT7 business license exemption for a natural person or married couple based on exemption parameters.

		New Filings


Status


Amendments



		58. 

		Sole Proprietor or General Partnership Cancellation Statement NRS 76

		Sole Proprietor or General Partnership Cancellation Statement NRS 76 means NT7 business license is cancelled.

		New Filings


Status


Amendments



		59. 

		Sole Proprietor or General Partnership Certificate of Amendment NRS 76

		Sole Proprietor or General Partnership Certificate of Amendment NRS 76 means an amendment for a natural person, married couple, or partnership makes any type of change like to the address.

		New Filings


Status


Amendments



		60. 

		Sole Proprietor Registration - Application or Renewal NRS 76

		Sole Proprietor Registration - Application or Renewal NRS 76 means NT7 business license application for a natural person or married couple.  Fee $200.

		New Filings


Status


Amendments



		61. 

		SPA – Statement of Partnership Authority NRS 87.4327

		SPA –Statement of Partnership Authority NRS 87.4327 expires after 5 years from filing date and if amend file issue another 5 five years from that file date then expires.  This action only applies to Statement of Partnership Authority entity types means a statement of partnership has the authority to be a partnership for five years.  Fee $50 on form 22010*.

		Status


Amendments



		62. 

		Statement of Cancellation by Non-filing Domestic and Nonqualified Entities NRS 77.380

		Statement of Cancellation by Nonfiling Domestic and Nonqualified Entities NRS 77.380 means cancellation of appointment of a registered agent.  Form 21030*.

		Status


Amendments



		63. 

		TERA - Termination of Amendments

		Terminates a specific Amendment previously filed.  Fee $175.

		Amendments



		64. 

		TERCRA – Termination of Commercial Registered Agent

		Termination of Commercial Registered Agent means the Commercial Registered Agent has chosen to terminate the CRA standing.  Normally used when a business sells to or merges with another CRA.  No fee.

		Status


Amendments



		65. 

		TERM - Termination of Merger

		Terminates a specific Merger previously filed.  Fee $350.

		Amendments



		66. 

		TTL – Telephone and Telegraph Line 

		Telephone and Telegraph Line means telephone lines maintenance or construction.  Fee $5.25.

		New Filing


Status


Amendments



		67. 

		WDESG - Withdrawal of Designation

		Withdraws a specific Designation previously filed, reverting all stock back to its previous state.  Fee profit entity $100 and non-profit entity $50.

		Status


Amendments



		68. 

		WDL - Withdrawal

		Foreign corporation no longer doing business in Nevada.  Fee profit entity $100 and non-profit entity $50.

		Status


Amendments





10.6. Forms list 

10.6.1. See CRG 004, 11.15 for the complete forms list.

11. Business Rules


11.1. General Action Rules


11.1.1. System will read the bar code or map the fields on the form to determine which action to add.


11.1.2. Fields are editable.


11.1.3. The filed Action will be on the receipt. 


11.1.4. Each Action will have a scanned document associated with it.


11.1.5. Each action has its own note and note button for additional note per processor.


11.1.6. Effective Dates must be within 90 days post file date.  Prior effective dates are not recorded.  If Effective Date is equal to the current File Date, then it is recorded.

11.2. Name Changes


11.2.1. The entity names that are changed will be searchable in the Name Chain of the Search section.


11.2.2. Processor error in the entity name will not be listed in the Name Chain because there will not be the associated form.


11.2.3. The old entity name needs to be searchable.

11.2.4. All entity name changes will result in a business license created with the new entity name only for Active status entities.


11.2.5. Name changes made during Amendments, Reinstatements, Conversions, Mergers, and Modified need to be in the name chain.


11.3. Initial, annual, or amended list will display, the years in the system and on the receipt.  Example July 2015 to July 2016.

11.3.1. Day after List is Due and the list has not been filed, the status is changed to “Default Pending”


11.4. Business License Exemptions 


11.4.1. 000 Not Exempt creates the Business License


11.4.2. Business License is not created when these exemptions are applied:

11.4.2.1. 001 Governmental Agency of Entity 


11.4.2.2. 002 Nonprofit Entity organization qualified as tax-exempt under 26 U.S.C. § 501(c)


11.4.2.2.1. Qualifying entity types are NRS 80FNP, NRS 80FNPCS, NRS 81.010, NRS 81.200, NRS 81.420, and NRS 82

11.4.2.3. 005 Motion Picture Company 


11.4.2.4. 006 Insurance Company


11.4.2.5. 007 Exceptions; Unit Owners’ Association or 26 U.S.C. § 501 (c) tax-exempt organization

11.5. Entity status will update with action filed.

11.5.1. Convert Out; status updates to Convert Out.


11.5.2. Dissolution; updates status to Dissolved.

11.5.2.1. Entity status for Dissolution will not update status until specified future effective date, if presented.


11.5.2.2. LLC dissolution NRS 86.531 on form 13070* effective date and time is required.


11.5.3. Merge Out; status is updated to Merged/Dissolved.


11.5.4. Revival; status is updated to entity’s active status.


11.5.4.1. When an entity is dissolved it can have a Revival after the dissolution status change. 


11.5.4.2. List of officers and registered agent acceptance revival form is required; form numbers 17010*, 17030*, 17040*, 17050*.


11.5.5. Foreign corporations require an Officer’s Statement (NRS 80.030) form number 09080*.

11.5.5.1. Used when making changes to name, stock, purpose, Dissolution or Merger.


11.5.5.2. Requires supporting documents to include certified copy/certificate evidencing of the change(s).


11.5.5.3. This filing can be used for anything the entity wants with supporting documents. 

11.6. When processing Revival or Reinstatement, charge the action and business license fees for each past year.


11.6.1. List each of the years that are paid for on the receipt.


11.7. Designation of Stock or Amendment to Designation of the stock cannot exceed total stock on file.  


11.7.1. Amendment to Designation must have prior designation on file.

11.7.2. Manual note is required to define the series/class of stock.

11.7.3. Amendment and Correction actions for entities with Default status that decrease stock are required to pay the fees based on old stock to bring them current.

11.7.3.1. A flag will notify the processor that the fees are based on the previous stock amount when the list is being filed.

11.7.3.2. Those fees will not be editable.

11.7.4. Refer CRN 002 New Business Entity for additional information regarding stock fees

11.8. Amendments filed will indicate what the amendment is for is determined from the form.


11.8.1. Name change will show a “N” after the Amendment.


11.8.2. Stock change will show a “S” after the Amendment.


11.8.3. Management change will show a “M” after the Amendment.


11.8.4. Multiple initials can be listed with the Amendment and will not create another action.

11.9. Mergers

11.9.1. If merging entity is a Foreign Corp, they must file an Officer’s Statement form; form number 09080*.

11.9.2. State of Jurisdiction is required.


11.9.3. Status of merging entity does not change; image is not linked to foreign merging entity. 

11.9.4. If both merging/surviving entities are on file, with exception of Foreign Corp, the image is linked to both entities; form number 14010*.


11.9.5. If only the merging entity is on file, 

11.9.6. Records forwarding address; 

11.9.7. Registered Agent is changed to Secretary of State.


11.9.8. If only surviving entity is on file, 

11.9.8.1. Image is linked with note of merging entity name and 

11.9.8.2. State of jurisdiction. 


11.9.9. Nevada to Nevada requires only one expedite fee.

11.9.10. Domestic merge out does require a Surviving Entity who does not have to be on file.


11.9.11. Multiple entities can merge into the Surviving Entity.

11.9.12. Opening the Entity Information is not required to for each of the entities Merging-Out.  The Merge-In Entity Information must be displayed.  

11.10. Conversions


11.10.1. Convert out must provide forwarding address is required when Domestic is converting out to a foreign jurisdiction.


11.10.2. State of Jurisdiction is required. 


11.10.3. Conversion Charter required to display the conversion filing date.


11.10.4. Officer Statement must be completed first then can convert in and out for foreign corporations; form number 090803.

11.10.5. LLP can’t be resulting entity; NRS Chapter 87.

11.10.6. Nevada to Nevada requires only one expedite fee.

		Service

		Service Code

		Fee



		1-HR Expedited Service

		01EXPSERV

		$1,000.00



		2-HR Expedited Service

		02EXPSERV

		$500.00



		24-HR Expedited Service

		24EXPSERV

		$125.00
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13. User Interface Design

13.1. Action 

		Work Queue
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13.2. Merger 
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13.3. Conversion 
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14. Attribute List 


		#

		Field Name

		Optional Mandatory


Conditional

		Display Type

		Data Type

		Default Value

		Dropdown/ Values

		Length

		Allow to Modify

		Validations

		Remarks/ Comments



		



		1. 

		Action

		Mandatory

		Dropdown

		Alphanumeric

		None

		· "Other" NT7 Notice of Exemption - Application or Renewal NRS 76


· (Video Service Provider) Application for Certificate of Authority and Affidavit NRS 711


·  “Other" NT7 Registration - Application or Renewal NRS 76

· ADESG – Amended Designation


· ALO – Annual List 


· AMD – Amendment 


· AOI - Articles of Incorporation 


· App Cert of Auth (and all variations) 

· Appointment of Registered Agent by Non-filing Domestic and Nonqualified Foreign Entities NRS 77.380 

· APRA – Appointment of Registered Agent 

· ARA - Acceptance of Registered Agent 

· ARST -  Amended Restated Articles


· Articles of Domestication NRS 92A.270 

· ASC – Admin Status Change 


· CAN - Cancellation


· CAN – Cancellation LLLP – Limited Liability Limited Partnership


· CANCRA – Cancellation of Commercial Registered Agent 

· CI – Convert In


· CO – Convert Out


· COC – Certificate of Change NRS 78.209 


· CORR – Correction


· CRAC – Commercial Registered Agent Statement of Change 

· CRAR – Commercial Registered Agent Resignation 

· CRARAS - Commercial Registered Agent Reassignment

· CSRS – Charitable Solicitation Registration Statement 

· CSRX – Charitable Solicitation Registration Exemption

· CU – Credit Union 

· DESG – Designation 


· DISS – Dissolution


· DOM - Domestication 

· EXC – Exchange

· General Partnership Notice of Exemption - Application or Renewal NRS 76


· General Partnership Registration - Application or Renewal NRS 76 

· GID – General Improvement District


· ILO - Initial List and Business License 

· LLC and LPs and LLPs and BT formation actions

· MI – Merge In

· MLO – Amended List 

· MNR - Modified Name Resolution NRS 80.025 

· MO – Merge Out


· Name Consent or Release 

· NRS 77.320 Commercial Registered Agent (CRA) 

· RAAC – Registered Agent  Address Change 


· RAC – Registered Agent Change 


· RAL – Registered Agent Listing


· RANC – Registered Agent Name Change 


· RAR – Registered Agent Resignation

· REI – Reinstatement 

· REO – Reorganization


· REV – Revival 


· RN Name Reservation

· ROO – Resignation of Officers 

· RRM – Railroad Map


· RST – Restated Articles


· SAD – Statement of Alternate Due Date

· Sole Proprietor Notice of Exemption - Application or Renewal NRS 76


· Sole Proprietor Registration - Application or Renewal NRS 76


· SPA – Statement of Partnership Authority 

· SPL – Stock Split 

· Statement of Partnership Authority NRS 87.4327 

· TERA – Termination of Amendments 


· TERCRA – Termination of Commercial Registered Agent

· TERM – Termination of Mergers


· TTL – Telephone and Telegraph Line

		

		Yes

		Actions are Entity Specific

		



		2. 

		File Date

		Mandatory

		MM/DD/YYYY

		Calendar

		None

		Calendar

		10

		Yes

		

		



		3. 

		Notes

		Mandatory

		Text

		Alphanumeric

		None

		· processor

· date

· time

· what is done

· how it was sent

		10,000

		Yes

		

		



		4. 

		Document Number

		Mandatory

		Text

		Alphanumeric

		None

		

		

		No

		Only one Action and one Document can  be linked

		



		Merger and Conversion



		5. 

		Entity Name

		Mandatory

		Text

		Alphanumeric




		None

		

		250

		Yes

		

		



		6. 

		Entity Number 

		Mandatory

		ENNNNNNYYYY-NN

		Alphanumeric

		Next Available

		None

		20

		No

		Number is issued by the system

		



		7. 

		Nevada Identification Number

		Mandatory

		NVYYYYNNNNNNN

		Alphanumeric

		Next Available

		None

		20

		No

		Number is issued by the system

		



		8. 

		Status 

		Mandatory

		Text

		Alphanumeric

		Active

		· Active


· Cancelled


· Convert out


· Default


· Dissolved


· Expired


· Merge/Dissolved


· Permanent Revoked


· Revoked 


· Terminated


· Withdrawal

		? 50

		No

		

		



		9. 

		Jurisdiction 

		Mandatory

		Text

		Alphanumeric

		None

		All 50 states  

		

		Yes

		

		



		10. 

		Effective Date

		Optional

		MM/DD/YYYY

		Calendar

		None

		Calendar

		10

		Yes

		

		



		11. 

		Address 

		Conditional

		Text

		Alphanumeric

		None

		

		60

		

		Required for Domestic Merge Out or Convert Out

		



		12. 

		City 

		Conditional

		Text

		Alphanumeric

		None

		

		50

		

		

		



		13. 

		State

		Conditional

		Text

		Alphanumeric

		NV

		NV

		2

		Yes

		

		



		14. 

		Zip 

		Conditional

		NNNNN

		Numeric

		None

		

		5

		Yes

		

		



		15. 

		+four (Zip)

		Optional

		-NNNN

		Numeric

		None

		

		5

		Yes

		

		





15. Functionality – New Filings and Status


		Button

		Functionality



		Add Action

		Displays the Action menu, when adding additional actions the system will add a new line.



		Next

		Collapses current section and expands the next. 



		Reject

		Opens the Return Letter window, the section will be processed as a return letter.



		Remove

		Removes an action, selection, document or process.



		Clear

		Clears the fields in the section selected.



		Add Another

		Clears fields and allows entity search or data entry.



		Search

		Search for applicable data i.e. entity name.



		Merge Out

		Merges an entity out of existence and updates current status to Merge/Dissolved.



		Merge In

		Merges an entity into existence and updates current status.



		New Entity

		Expands the New Entity interface; refer to CRN 002 new Business Entity for additional information.



		Convert Out

		Converts an entity out of existence and updates current status to Convert Out.



		Convert In

		Converts an entity into existence, converts NRS type, stock and management type.





4.13 CRG 015 Refunds


		Project Name

		Corporate Filing Re-Write

		Version

		2.3



		Application

		Commercial Recordings System



		Revision Description

		Revised from DBRS

		Last Modified

		May 14, 2015



		

		Revised by team during meeting.

		

		May 19, 2015



		

		Revised by team during meeting.

		

		June 5, 2015



		

		Approved during team meeting.

		

		June 15, 2015





1. Description

1.1. Customers are entitled to request a refund for overpayments caused by system issue, duplicate filing, or other causes.

2. Initiating Actors

2.1. Internal System for Commercial Recordings.


2.2. Internal Processor with profile to approve or deny refund requests.


3. Pre-Condition


3.1. Receive written refund request with entity name, job number, and amount of refund. 


3.2. Refund request is receipted into the Refund queue.


4. Post-Condition


4.1. Customers are notified when their refund is approved or denied.

5. Frequency


5.1. Normal use is approximately 20 to 40 transactions occur per day for two processors.

6. Normal Flow


6.1. Refund Approve

		Action (what the processor does)

		Result (what the system does)



		1. 

		Refund Queue 



		2. Click Refund

		Refund Request opens



		3. Enter Job Number with the original payment

		Entry is displayed



		4. Click Search

		System searches for job



		5. 

		5.1. When job is found the following is populated


5.1.1. Entity Name


5.1.2. Type of Payment


5.1.3. Credit Balance


5.1.4. If funds have been transferred, those jobs are listed



		6. Make determination to approved or denied

		



		7. Click Approved 

		Reason for Refund opens



		8. Enter Reason for Refund

		Entry is displayed



		8.1. Select Reason for Refund as Other

		Reason for Approving/Denial opens



		8.2. Enter detailed Reason for Approving 

		Entry is displayed



		9. Click Next

		9.1. Automatic notes are inserted into the Notes table and will include refund job, original job, and other jobs that used any of the funds, and refund amount


9.2. Refund amounts => $500 are placed into Deputy Refund Queue


9.2.1. e-mail is sent to the Deputy and their back-up so they can log in and approve the refund


9.3. Accounting will be contacted by e-mail 


9.3.1. SOS – TrustAccountTracking@sos.nv.gov

9.3.2. SOS-Accounting@sos.nv.gov

9.3.3. The e-mail will include a PDF of the payment and refund request form


9.3.4. The body of the e-mail will contain the Reason for Approving notes and automatic notes


9.4. Send-To opens with Approval letter





6.2. Refund Denied

		Action (what the processor does)

		Result (what the system does)



		1. 

		Refund Queue 



		2. Click Refund

		Refund Request opens



		3. Enter Job Number with the original payment

		Entry is displayed



		4. Click Search

		System searches for job



		5. 

		5.1. When job is found


5.1.1. Populates Entity Name


5.1.2. Type of Payment


5.1.3. Displays any funds available for the Refund


5.1.4. If funds have been transferred, those jobs are listed



		6. Researches the request then determines to approve or not

		



		7. Click Denied

		Reason for Approving/Denial opens



		8. Enter detailed reasons for denying refund

		Entry is displayed



		9. 

		Automatic notes are inserted into the Notes table and includes refund job, original job, and other jobs that used any of the funds



		10. Click Next

		Send-To opens with denial letter





6.3. Deputy Refund decision

		Action (what the Deputy does)

		Result (what the system does)



		1. 

		Refund Queue 



		2. Click Refund

		Refund Request opens displaying all Reason for Refund and attached documents 



		3. Click Approve or Deny

		3.1. Automatic notes are inserted with Deputy’s initials and date of decision


3.2. Processor is notified of the Deputy’s decision



		4. Click Next

		Window closes



		5. Processor will open the refund job and go to Step 9 of 6.1 Approve or Step 8 of 6.2 Deny

		





6.4. Accounting Completes Refund

		Action (what the Accounting Staff does)

		Result (what the system does)



		1. 

		Refund Queue 



		2. Click Refund

		Refund Request opens displaying all Reason for Refund and attached documents 



		3. Verifies the Credit Balance is available then determine to approved or denied

		



		4. Click Complete Refund

		4.1. Automatic notes are inserted with Accounting Staff’s initials and date of decision


4.2. The PV Number populates


4.3. Window closes



		5. Transaction is complete

		





6.5. Accounting Rejects Refund 

		Action (what the Accounting Staff does)

		Result (what the system does)



		1. 

		Refund Queue 



		2. Click Refund

		Refund Request opens displaying all Reason for Refund and attached documents 



		3. Verifies the Credit Balance is available then determine to approved or denied

		



		4. Click Reject Refund

		Notes opens



		5. Enter Notes to explain the rejection

		5.1. Automatic notes are inserted with Accounting Staff’s initials and date of decision


5.2. Refund is returned to the Refund Queue with all notes and decisions to have the denial letter sent



		6. Click Next

		Window closes



		7. Transaction is complete

		





7. Alternate Flow


7.1. Refund Request in included in a normal Job 

		Action (what the Deputy does)

		Result (what the system does)



		4. Clicks Next

		Payment section opens displaying payment receipted



		5. Verifies payment is correct

		Payment is correct and Balance is > $0 or 14.99



		6. Clicks Next

		Send-To section opens



		7. Verify Sent-To is correct

		Send-To correctly populated 



		8. Click Finished

		Outputs print, fax, or e-mail as selected


Window closes



		9. Transaction is complete

		





8. Assumptions

9. Exceptions


10. References


10.1. ..\..\..\DBRS\Accounting\ER - Updated BARD DBRS Accounting V1.1.doc

11. Business Rules


11.1. Refunds are receipted and put into the Refund queue.


11.1.1. Refund Request form <number to be assigned.>

11.1.2. Refunds are not archived, record is deleted eighteen months after the refund was approved or denied.


11.2. The system searches for the original job and will pull a link to the payment document into the refund job in addition to the receipted document


11.3. When funds have been transferred for other jobs, all those job numbers will be displayed.  This data comes from the note as described in CRG 013 Payments.


11.4. When Reason for Refund – Other is selected, then a note field opens for data entry.


11.5. Refund amount => $500 require the Deputy to approve.


11.6. Approved Refund Priority:  


11.6.1. Credit Card and Trust refunds are priority 1.


11.6.2. Cash and Check refunds are priority 2.


11.7. Denied refunds require a note be entered to explain why the refund request was denied. 


11.8. Once refund is approved funds are not available to be used on a new job or be “swept.”


11.8.1. Accounting can release funds for a transfer.


11.8.2. Because the funds are going to be refunded, they are not available to be “swept” to the General Fund.


12. Work Flow Map


12.1. Processor 
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12.2. Accounting
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13. User Interface Design

13.1. Processor Refund screen

		Work Queue

		My Queue

		Corporate Search

		



		



		Refund Request 
-



		



		Job Number

		
Receiptor Initials 

		

		

		

		



		



		

		Pend

		

		Spell Check

		

		Reject

		



		



		Original Job Number

		

		

		Search

		



		



		Entity Name

		

		Type of Payment

		



		Credit Balance

		$

		Job Numbers for Transfers

		



		



		Reason for Refund

		(

		Reason for Approving/Denial

		



		Processor’s Initials

		

		Date of Determination

		



		



		

		Approve

		

		Deny

		

		Next 

		



		





13.2. Accounting Refund Screen


		Work Queue

		My Queue

		Corporate Search

		



		



		Refund Request 
-



		



		Job Number

		
Receiptor Initials 

		

		

		

		



		



		

		Pend

		

		Spell Check

		

		Reject

		



		



		Original Job Number

		

		

		

		



		Entity Name

		

		Type of Payment

		



		Credit Balance

		$

		Job Numbers for Transfers

		



		Reason for Refund

		

		Reason for Approving

		



		Processor’s Initials

		

		Date of Determination

		



		Accounting Initials

		

		PV Number

		

		Notes

		



		



		

		Complete Refund

		

		Reject Refund

		

		Next 

		



		





14. Attribute List


		#

		Field Name

		Optional Mandatory


Conditional

		Display Type

		Data Type

		Default Value

		Dropdown/ Values

		Length

		Allow to Modify

		Validations

		Remarks/ Comments



		Header for both Processor Refund and Accounting Refund



		1. 

		Job Number

		Mandatory

		YYYYMMDD-NNNNNN

		Alphanumeric

		None

		None

		20

		No

		Number is issued incrementally by the system

		



		2. 

		Receiptor Initials

		Mandatory

		Text

		Alpha

		None

		None

		5

		No

		

		



		Processor Refund



		3. 

		Original Job Number

		Mandatory

		YYYYMMDD-NNNNNN

		Alphanumeric

		None

		None

		20

		No

		

		



		4. 

		Entity Name

		Mandatory

		Text

		Alphanumeric

		None

		None

		250

		No

		

		



		5. 

		Type of Payment

		Conditional

		Dropdown

		Alpha

		None

		· Cash


· Check


· Credit Card


· Trust

		16

		No

		

		



		6. 

		Credit Balance

		Mandatory

		Currency

		Numeric

		None

		

		20

		No

		Amount Received minus Total Charges for Original or all Jobs

		



		7. 

		Job Numbers from Transfers

		Conditional

		YYYYMMDD-NNNNNN

		Alphanumeric

		None

		None

		20

		No

		Displays all jobs numbers that used the original funds

		



		8. 

		Reason for Refund

		Mandatory

		Dropdown

		Alpha

		None

		· Overpayment


· Duplicate


· System issue


· Other 

		20

		Yes

		

		



		9. 

		Reason for Approving/Denial

		Conditional

		Text

		Alphanumeric

		None

		

		1000

		Yes

		Required when Reason for Refund – Other is selected

		



		10. 

		Processor Initials

		Mandatory

		Text

		Alpha

		Yes 

		

		3

		No 

		

		



		11. 

		Date of Determination

		Mandatory

		MM/DD/YYYY

		Calendar

		Current date

		

		6

		No 

		

		



		Accounting Refund, additional fields



		12. 

		Accounting Initials

		Mandatory

		Text

		Alpha

		Yes 

		

		3

		No 

		

		



		13. 

		PV Number

		Conditional

		Text

		Alphanumeric

		None

		

		15

		Yes

		Required when the refund is Complete

		



		14. 

		Notes

		Optional

		Text

		Alphanumeric

		None

		

		1000

		Yes

		

		





15. Functionality

		Button

		Functionality



		Reject

		Opens the Return Letter window, the section will be processed as a return letter



		Job Search

		Searches for the job entered in the Original Job Number field



		Approve

		Refund moves to the Accounting High priority refund folder or regular refund folder, Refund amounts => $500 go to Deputy e-mail  for their approval 



		Deny

		Notes refund denied



		Next

		Collapses current section and expands the next, Send-To opens with Approval or Denial letter



		Complete Refund

		Automatic notes are inserted with Accounting Staff’s initials and date of decision, the PV Number populates, and window closes



		Reject Refund

		Automatic notes are inserted with Accounting Staff’s initials and date of decision and Refund is returned to the Refund Queue with all notes and decisions to have the denial letter sent



		Next

		Collapses current section and expands the next





4.14 CRG 016 Administrative Actions


		Project Name

		Corporate Filing Re-Write

		Version

		2.4



		Application

		Commercial Recordings System



		Revision Description

		Revised from DBRS.

		Last Modified

		April 27, 2015



		

		Revised by team during meeting.

		

		June 5, 2015



		

		Revised by team during meeting.

		

		June 15, 2015



		

		Revised by team after review and during meeting.

		

		July 22, 2015



		

		Revised by team during meeting.

		

		July 29, 2015



		

		Approved by Team during meeting.

		

		August 19, 2015





1. Description

1.1. Commercial Recordings:


1.1.1. The purpose of an administrative hold is to stop an entity or registered agent from doing business with the Department until they resolve an issue with the Department.

1.2. Accounting:


1.2.1. The purpose of an administrative hold is to stop an entity from doing business with the Department until they have paid for a completed filed action which the funds were not transferred to the Department for some reason.

1.2.1.1. The most common reason is where the bank will return the check because the entity had insufficient funds.

1.2.1.2. The next is a credit card dispute where the card holder has their credit card company charge back the payment. 

1.2.2. Reversing the filed action is the result when the payment was not replaced.  The completed filed action is reversed.  Then the status of the entity is set to what it would have been without the filing.


2. Initiating Actors

2.1. Internal System for Commercial Recordings.


2.2. Internal Commercial Recording Division Compliance staff and Supervisors.


2.3. Internal Accounting Division staff.


3. Pre-Condition


3.1. Internal investigation determines the need to place an entity or registered agent in Administrative Hold until the issue has been resolved to the satisfaction of the Department.


3.2. Receive returned check from the bank or receive dispute from the card holder’s credit card company.


4. Post-Condition


4.1. Outstanding issue has been resolved.


4.2. The action is paid for or the action is reversed.


5. Frequency


5.1. Normal use is approximately 10 to 50 transactions per week for four processors.

6. Normal Flow


6.1. Placing an Entity in Conclusion  

		Action (what the processor does)

		Result (what the system does)



		1. Search for Entity 

		Search results are listed



		2. Select the correct entity

		Entity Information opens



		3. Select Conclusion from the Administrative Hold dropdown 

		3.1. Selection is displayed

3.2. Automatic Notes are inserted into the Notes table and displays the Type of Administrative Hold



		4. Click Next

		4.1. Outputs opens


4.2. Letter is generated and Word opens displaying the letter, see CRG 004 Letter Process



		5. Transaction is complete

		





6.2. Placing the Administrative Hold to an Entity

		Action (what the processor does)

		Result (what the system does)



		1. Search for Entity 

		Search results are listed



		2. Select the correct entity

		Entity Information opens



		3. Select Ombudsman or Other from the Administrative Hold dropdown 

		3.1. Selection is displayed

3.2. Automatic Notes are inserted into the Notes table and displays the Type of Administrative Hold



		4. Click Next

		4.1. Outputs opens


4.2. Letter is generated and Word opens displaying the letter, see CRG 004 Letter Process



		5. Transaction is complete

		





6.3. Placing the Administrative Hold to a Registered Agent

		Action (what the processor does)

		Result (what the system does)



		1. Search for Registered Agent

		Search results are listed



		2. Select the correct Registered Agent

		Entity Information opens



		3. Select Invalid Registered Agent or Registered Agent must become a Commercial Registered Agent from the Administrative Hold dropdown

		3.1. Selection is displayed

3.2. Automatic Notes are inserted into the Notes table and displays the Type of Administrative Hold on the Registered Agent and all associated entities


3.3. The Registered Agent and all associated entities will have the Administrative Hold displayed



		4. Click Next

		4.1. Outputs opens


4.2. Letter is generated and Word opens displaying the letter, see CRG 004 Letter Process



		5. Transaction is complete

		





6.4. Placing a Settlement on Entity or Registered Agent

		Action (what the processor does)

		Result (what the system does)



		1. Search for Entity or Registered Agent

		Search results are listed



		2. Select the correct Entity or Registered Agent

		Entity Information opens



		3. Select Settlement from the Administrative Hold dropdown

		3.1. Selection is displayed


3.2. Automatic Notes are inserted into the Notes table and displays the Type of Administrative Hold:


3.2.1. Entity or 


3.2.2. Registered Agent and all associated entities



		4. Click Settlement button

		Settlement Matrix section opens



		5. Enter Settlement Total

		Entry is displayed



		6. Enter # of Payments

		Entry is displayed



		7. Enter Payment Amount

		Entry is displayed



		8. Select Payments Due Dates

		8.1. Entries are displayed


8.2. The # of Payments must match the number Payment Amount rows


8.3. The Payment Amounts must match the Settlement Total



		9. Click Update

		Entry is saved, reminders will be sent to Compliance when a payment is due or not made on time.



		10. Transaction is complete

		





6.5. Placing the Administrative Hold for Insufficient funds

		Action (what the processor does)

		Result (what the system does)



		1. Searches for Entity or Job Number

		Search results are listed



		2. Select the correct entity

		Entity Information opens



		3. Select Insufficient Funds from dropdown 

		Selection is displayed



		4. Enter the check number

		4.1. The system will link the Administrative Hold with the job where this payment was submitted


4.2. Automatic Notes are inserted into the Notes table and displays the Type of Administrative Hold 

4.3. Documents associated with the job will be watermarked “VOID”


4.4. A note will go to the Accounting staff in 10 business days reminding them of this entity

4.5. A flag is applied to the items involved with this questionable payment



		5. 

		5.1. Outputs opens


5.2. Letter is generated and Word opens displaying the letter, see CRG 004 Letter Process



		6. Transaction is complete 

		





6.6. Placing the Administrative Hold for Charge Back

		Action (what the processor does)

		Result (what the system does)



		1. Searches for Entity or Job Number

		Search results are listed



		2. Select the correct entity

		Entity Information opens



		3. Select Charge Back from dropdown 

		Selection is displayed



		4. Enter the credit card’s Last 4 Numbers

		4.1. The system will link the Administrative Hold with the job where this payment was submitted


4.2. Automatic Notes are inserted into the Notes table and displays the Type of Administrative Hold 

4.3. Documents associated with the job will be watermarked “VOID”


4.4. A note will go to the Accounting staff in 30 calendar days reminding them of this entity



		5. 

		5.1. Outputs opens


5.2. Letter is generated and Word opens displaying the letter, see CRG 004 Letter Process



		6. Transaction is complete 

		





6.7. Reversing the filed action

		Action (what the processor does)

		Result (what the system does)



		1. Searches for Entity

		Search results are listed



		2. Select the correct entity

		Entity Information opens



		3. Select Reverse Filing from dropdown 

		3.1. Selection is displayed


3.2. Automatic Notes are inserted into the Notes table and displays the Type of Administrative Hold 


3.3. The action(s) filed for that payment will be removed from entity


3.4. If officers where added, they will be removed from entity


3.5. Documents associated with the job will be watermarked “VOID”


3.6. The entity’s status will be updated to what it would have been if the filing did not occur



		4. Transaction is complete

		





7. Alternate Flow


7.1. Removing an Administrative Hold

		Action (what the processor does)

		Result (what the system does)



		1. Searches for Entity

		Search results are listed



		2. Select the correct entity

		Entity Information opens



		3. De-select Administrative Hold 

		3.1. Selection is displayed


3.2. Automatic Notes are inserted into the Notes table and displays the Type of Administrative Hold 


3.3. The Administrative Hold is removed



		4. Transaction is complete

		





7.2. Recording a Settlement Payment


		Action (what the processor does)

		Result (what the system does)



		1. Search for the Entity or Registered Agent

		Search results are listed



		2. Select the correct Entity or Registered Agent

		Entity Information opens



		3. Click Settlement button

		Settlement Matrix section opens



		4. Enter Payment Amount if different from the display

		4.1. Entry is displayed


4.2. Payment Made date is populated with the current date


4.3. Total Remaining will update


4.3.1. If this is the first payment, the Payment Amount will be subtracted from the Settlement Total


4.3.2. If this not the first payment, the Payment Amount will be subtracted from the Total Remaining amount in the row above the current active row



		5. Change Payment Made date if needed

		Entry is selected



		6. Click Update

		Entry is saved



		7. Transaction continues with CRG 013 Payments 

		





8. Assumptions


9. Exceptions


10. References


10.1. ..\..\..\DBRS\Accounting\ER - Updated BARD DBRS Accounting V1.1.doc

11. Business Rules


11.1. Administrative Hold will not allow any actions or amendments be made to the entity or registered agent’s record and cannot order a charter or certificate.  The exception is when a Dissolution or Correction is needed.


11.1.1. Accounting staff selects the Administrative Hold Type for insufficient funds and charge back.


11.1.2. When the entity is opened either for a copy or applying an action, message appears; “This administrative hold has been placed by Accounting.  No actions can be processed until the administrative hold is removed.”


11.1.3. Accounting Notification, Keep original document with water mark “VOID”. 


11.1.4. Retention is eighteen months after the original filing.


11.1.5. On the Payment section for the job with the questionable payment, the payment will indicate it is negative.


11.1.6. Insufficient funds entity is put on hold for 10 business days waiting for replacement payment. 


11.1.6.1. If the payment is not replaced, a notice will go to Accounting to remind them the Administrative Hold for this job has been applied 10 calendar days ago.  The notice will include the data from the automatic note.


11.1.6.2. If the payment is not replaced, a second notice will go to Accounting on the 14th calendar day.


11.1.7. Charge back entity is put on hold until we receive a win or loss notification from customer’s credit card holder.


11.1.7.1. If the payment is not replaced, a notice will go to Accounting to remind them the Administrative Hold for this job has been applied thirty calendar ago.  The notice will include the data from the automatic note.


11.1.7.2. Additional notices will be sent every thirty calendar days.


11.1.8. Replacement payments are scanned in to the Commercial Recording System by Accounting.  


11.1.8.1. The new payment is scanned in as an Add.


11.1.8.2. The payment that was returned is marked “VOID”.


11.1.9. A report is available with all Administrative Holds.  


11.1.9.1. The Administrative Hold Type is selectable for the report, multiple types can be selected for the report.


11.1.9.2. The report is exportable to Excel so the data can be sorted as needed.


11.1.9.3. The fields available in the report are: Job Number, Date, Type of Administrative Hold, check or last 4 credit card numbers, and Accounting Staff’s name

11.2. When an Administrative Hold is on an entity to registered agent, Dissolution and/or Correction are allowed to be processed.


11.2.1. The Administrative Hold stays in place.  Administrative Hold is removed manually by the supervisor who has the profiles to do so.


11.2.2. Fees for insufficient funds or charge backs stay on the record when processing either of these actions.  Fees must be paid before these actions may be completed.


11.2.3. When an Administrative Hold is applied, that action and related documents are not public information.


11.2.4. The Action and documents associated with an Administrative Hold cannot be edited, removed, or otherwise changed until after the Administrative Hold is removed.


11.2.4.1. This document will be marked with “VOID” for subpoena purposes.


11.3. Settlement requires a number of payments, payment due dates, and minimum payment amounts.


11.3.1. The number of payments must have the same number of dates entered.


11.3.2. Settlement agreements do not show “Administrative Holds” to the public.


11.3.3. Report of the Settlements Payments is available on demand.


11.3.3.1. Identifies the entity and all payments and the data on the screen.


11.4. Permissions to apply an Administrative Hold:


11.4.1. Commercial Recording’s Administrative Holds are Conclusion, Ombudsmen, Invalid Registered Agent, Other, Registered Agent must become a Commercial Registered Agent, and Settlement


11.4.2. Accounting’s Administrative Holds are Insufficient Funds, Charge Back, Invalid e-Check, Other


12. Work Flow Map


12.1. Normal Administrative Hold
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12.2. Settlement Administrative Hold
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13. User Interface Design


13.1. Entity

		Work Queue

		My Queue

		Current Job

		Search

		



		



		Existing Entity Summary
Status
Admin Hold  ( -



		Entity Number
Nevada Business Lic

		Insufficient Funds



		Entity Name



		Foreign Name



		



		Notes
-



		



		Automatic Notes
-



		Date and Time

		Processor

		Job Number

		What is and How Sent

		Note



		

		

		

		

		



		

		

		

		

		



		

		

		

		

		



		



		

		

		

		

		

		

		

		

		Next

		



		



		Outputs
+





13.2. Registered Agent

		Work Queue

		My Queue

		Current Job

		Search

		



		



		Commercial Registered Agent
-



		



		Type of Registered Agent (



		Registered Agent First Name

		



		Registered Agent Middle Initial

		



		Registered Agent Last Name

		



		Registered Agent Entity Name

		



		e-mail Address

		



		Nevada Identification Number

		

		Entity Number

		



		Status

		

		Administrative Hold

		Invalid Registered Agent (



		



		Notes
-



		



		Date and Time

		Processor

		Job Number

		What is and How Sent

		Note



		

		

		

		

		

		Edit



		

		

		

		

		

		Edit



		

		

		

		

		

		Edit



		



		

		

		

		

		

		Delete Note

		

		

		Next

		



		



		Outputs
+





13.3. Settlement


		Work Queue

		My Queue

		Current Job

		Search

		



		



		Existing Entity Summary
Status
Admin Hold  ( -



		Entity Number
Nevada Business License

		

		Settlement

		



		Entity Name



		Foreign Name



		



		Automatic Notes
-



		Date and Time

		Processor

		Job Number

		What is and How Sent

		Note



		

		

		

		

		



		

		

		

		

		



		

		

		

		

		



		



		

		

		

		

		

		

		

		

		Next

		



		



		Outputs
+





13.3.1. Settlement Matrix

		Settlement Total $1,000

		# of Payments 10



		Payment Amount

		Payment Due Date

		Payment Made

		Total Remaining



		$100

		June 1, 2015

		[image: image46.png]





		June 1, 2015

		[image: image47.png]





		$900



		$100

		July 1, 2015

		[image: image48.png]





		July 1, 2015

		[image: image49.png]





		$800



		$100

		August 1, 2015

		[image: image50.png]





		August 1, 2015

		[image: image51.png]





		$700



		



		

		Print

		

		Updated

		



		





14. Attribute List


		#

		Field Name

		Optional Mandatory


Conditional

		Display Type

		Data Type

		Default Value

		Dropdown/ Values

		Length

		Allow to Modify

		Validations

		Remarks/ Comments



		Description of a section of the window



		1. 

		Administrative Hold Type

		Optional

		Dropdown

		Alpha

		None

		· Insufficient Funds


· Charge Back


· Conclusion  

· Ombudsmen


· Invalid e-Check


· Invalid Registered Agent


· Other


· Registered Agent must become a Commercial Registered Agent


· Settlement

		100

		Yes

		Administrative Hold – Other requires Notes to be entered




		



		2. 

		Settlement Total

		Conditional

		Text

		Numeric

		None

		

		10

		Yes

		Required when Administrative Hold Type is Settlement

		



		3. 

		# of Payments

		Conditional

		Text

		Numeric

		None

		

		4

		Yes

		Required when Administrative Hold Type is Settlement

		



		4. 

		Payment Amount

		Conditional

		Text

		Currency 

		None

		

		10

		Yes

		Required when Administrative Hold Type is Settlement

		



		5. 

		Payments Due Date

		Conditional

		MM/DD/YYYY

		Date

		None

		

		10

		Yes

		Required when Administrative Hold Type is Settlement

		



		6. 

		Payment Made

		Conditional

		MM/DD/YYYY

		Date

		None

		

		10

		Yes

		Required when Administrative Hold Type is Settlement

		



		7. 

		Total Remaining

		Conditional

		Text

		Currency 

		None

		

		10

		Yes

		Required when Administrative Hold Type is Settlement

		





15. Functionality

		Button

		Functionality



		Next

		Saves entry then collapse section and opens Outputs.



		Print

		Prints the Report of the Settlements Payments



		Updated

		Saves Settlement data then opens Existing Entity or Registered Agent window
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1. Overview

1.1 Introduction


1. The Commercial Recordings Mailroom is responsible for receiving and distributing all agency mail.  Mail received comes from business entities, law firms, registered agents, government agencies, and the general public.  The mail arrives in various ways including USPS, FedEx, UPS, DHL, faxes, e-mail, and over the counter.  The mailroom also collects outgoing mail from various divisions and the State Mailroom picks up this mail.

2. Mail is sorted into the following categories and sent on to the appropriate area for processing:

2.1. Expedited filings – will be receipted immediately for processing within the time frame for which the customer is paying.


2.2. Amendments – will be receipted and sent to this queue.

2.3. Business Licenses – will be receipted and sent to this queue.

2.4. Copies – will be receipted and sent to this queue.

2.5. Miscellaneous/Other – general correspondence, complaints, and those not in one of the predefined categories are distributed to the appropriate person or division within the Secretary of State.  These documents are not receipted. 

2.6. New Filing – will be receipted and sent to this queue.


2.7. Notary – payments and other document will be receipted and the originals will be sent to the Notary Division for processing.

2.8. Refunds – will be receipted and sent to this queue.

2.9. Returns – will be receipted and sent to this queue.

2.10. Status – will be receipted and sent to this queue.

2.11. Trademarks – will be receipted and sent to this queue.


2.12. UCC – mail is given to the UCC unit for processing.

3. The receiptors scan and verify the filings for all categories listed above with the exception of Miscellaneous.  

3.1. Cash and Checks are separated from documents.  Each processor in Receipting creates a batch proof report for the cash and checks they have received for that day.  The checks and reports are then sent to accounting for deposit the next morning.


1.2 Reports


1. Provide ability for supervisors, deputies, and those with the privilege to access real time activity reports.


2. Report for a single processor’s work, type of transactions, start, ending, and total time to complete individual transactions/jobs, by a single or date range is required.

3. Supervisors need a report to monitor not only the number of jobs scanned and verified by each processor, in real-time, but also sortable in sections, such as the number of lists, articles or amendments scanned and verified.


4. Provide capability for receiptors to run reports on the jobs and type of work they have completed.

2. Scope of Work – Mailroom

The scope of this document includes defining and documenting the processes for the following functional areas.  These include the receipting of documents submitted to the Department and submitting payment instruments daily to Accounting for depositing.


1. Process for receiving documents through USPS, UPS, FEDEX, DHL, EMAIL, FAX, COUNTER.

2. Process for sorting the documents.


3. Expedite request process for Other, Status, Fax and e-mail Import.


4. Receipting process.


5. Process for correcting the Payments.


6. Process for deleting the Job.

3. Context Diagram


This context diagram shows the high level flow for Mail and Receipting.  Refund requests must be approved or denied before they are scanned into the system.  
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4. Functional Business Requirements


This section describes functional business requirements for Mailroom.  The manual processes are not documented in this document.

4.1 CRM 001 Receipting


		Project Name

		Corporate Filing Re-Write

		Version

		2.4



		Application

		Commercial Recordings System



		Revision Description

		Revised from BARD after the engineering meetings.

		Last Modified

		April 30, 2015



		

		Revised during meeting.

		

		May 6, 2015



		

		Revised during meeting.

		

		May 13, 2015



		

		Revised during meeting.

		

		May 20, 2015



		

		Revised and approved during meeting.

		

		June 2, 2015



		

		Revised based on System Administration Engineering meeting.

		

		August 5, 2015





1. Description

1.1. This section of Commercial Recordings is responsible for receipting filings.  The mail arrives in various ways including USPS, FedEx, UPS, DHL, faxes, e-mail, and over the counter. 


1.2. The mailroom is also responsible for depositing cash and checks to Accounting Division.


1.3. The documents are scanned into the system and placed into Queues for processors in other sections to be able to do their work.


2. Initiating Actors

2.1. Internal System for Commercial Recordings


2.2. Internal Processors with the privilege to Receipt documents and create jobs


3. Pre-Condition


3.1. Mail is received, removed from envelope, and sorted in the priority order


4. Post-Condition


4.1. Jobs are created from the scanned images and are searchable


4.2. Daily, cash and checks are ready to be turned over to Accounting Division


4.3. Jobs are available in the appropriate queue to be processed


5. Frequency


5.1. Normal use is 500 to 10,000 jobs receipted daily by ten Receiptors.

6. Normal Flow


6.1. Hard copy documents

		Action (what the processor does)

		Result (what the system does)



		1. Load documents

		



		2. Click Begin Scanning

		2.1. Scans the front of each form (duplex)


2.2. Scans the back of each form (duplex)


2.3. The results of the scans creates digital images of the documents



		3. 

		3.1. Indexes images 


3.1.1. Payment type 

3.1.1.1. Amount

3.1.2. Correspondence

3.1.3. Filing Type



		4. Receiptor reviews the images

		4.1. Images are perfect


4.1.1. If not, see 6.5 Rescan



		5. Clicks Complete

		5.1. Assigns Job Number

5.2. Assigns Document (image) Numbers <the number must be manageable and searchable>

5.3. Records the received date as current


5.4. Records the received time as current



		6. 

		6.1. Filing type is placed in proper queue


6.2. Searches for entity


6.3. Populates data in the appropriate fields 


6.4. Populates amount submitted from the payment


6.5. Populates calculated fees



		7. Transaction is completed

		





6.2. Soft Copy Documents from fax or e-mail

		Action (what the processor does)

		Result (what the system does)



		1. Click Fax Load or e-mail Load

		Images are displayed.  The  quality of the images are acceptable, if not, see 7.1



		2. Click Begin Scanning

		The digital images of the documents are transferred into the system



		3. Transaction continues with Step 3 of 6.1

		





6.3. Search for a scanned un-processed job


		Action (what the processor does)

		Result (what the system does)



		1. Click Search 

		Search fields appear; Check number, Last 4 credit card, Entity Name, Trust Account, Submitter, Date, Time, Batch, Receiptor, and Expedite 



		2. Enter search data

		Entry is displayed



		3. Click Search

		3.1. Search is conducted


3.2. Results are displayed in the Scanning data fields



		4. 

		4.1. No match, repeat search





6.4. Edit a scanned un-processed job, already has job number 


		Action (what the processor does)

		Result (what the system does)



		1. Click Search 

		Search fields appear; Check number, Last 4 credit card, Entity Name, Trust Account, Submitter, Date, Time, Batch, Receiptor, and Expedite



		2. Enter search data

		Entry is displayed



		3. Click Search

		3.1. Search is conducted


3.2. Results are displayed in the Scanning data fields



		4. Click in any field that needs to be edited

		All fields are enabled



		5. Edit as needed

		Entry is displayed



		6. Click Complete

		6.1. Saves changes


6.2. Filing type is placed in proper queue


6.3. Searches for entity


6.4. Populates data in the appropriate fields 


6.5. Populates amount submitted from the payment



		7. Transaction is completed

		





6.5. Rescan a document into an existing Job


		Action (what the processor does)

		Result (what the system does)



		1. Click Search 

		Search fields appear; Check number, Last 4 credit card, Entity Name, Trust Account, Submitter, Date, Time, Batch, Receiptor, and Expedite



		2. Enter search data

		Entry is displayed



		3. Click Search

		3.1. Search is conducted


3.2. Results are displayed in the Scanning data fields



		4. Click on the document to be replaced

		Document is in focus



		5. Load documents

		



		6. Click Rescan

		6.1. Scans the front of each form (duplex)


6.2. Scans the back of each form (duplex)


6.3. Blank pages are removed 


6.4. The results of the scans creates digital images of the documents


6.5. Deletes the document that is being replaced with the new scan


6.6. Automatic note is inserted into the Notes table



		8. Click Complete

		8.1. Saves changes


8.2. Filing type is placed in proper queue


8.3. Searches for entity


8.4. Populates data in the appropriate fields 


8.5. Populates amount submitted from the payment



		9. Transaction is completed

		





6.6. Add Document to an existing Job


		Action (what the processor does)

		Result (what the system does)



		1. Click Search 

		Search fields appear; Check number, Last 4 credit card, Entity Name, Trust Account, Submitter, Date, Time, Batch, Receiptor, and Expedite



		2. Enter search data

		Entry is displayed



		3. Click Search

		3.1. Search is conducted


3.2. Results are displayed in the Scanning data fields



		4. Click Add Document

		Scanner is ready



		5. Load documents

		



		6. Click Begin Scanning

		6.1. Scans the front of each form (duplex)


6.2. Scans the back of each form (duplex)


6.3. Blank pages are removed 


6.4. The results of the scans creates digital images of the document(s)


6.5. Automatic note is inserted into the Notes table



		7. 

		7.1. Indexes images 


7.1.1. Payment type:

7.1.1.1. Amount,

7.1.2. Correspondence, or

7.1.3. Filing Type



		10. Click Complete

		10.1. Saves changes


10.2. Filing type is placed in proper queue


10.3. Searches for entity


10.4. Populates data in the appropriate fields 


10.5. Populates amount submitted from the payment



		11. Transaction is completed

		





7. Alternate Flow


7.1. Soft Copy Documents from fax or e-mail with Unacceptable images

		Action (what the processor does)

		Result (what the system does)



		1. Click Fax Load or e-mail Load

		Images are displayed.  The  quality of the images are un-acceptable 



		2. Contact the sender in the same manner the filing was submitted (business rule 11.16.3)

		



		3. Click Delete

		Job is deleted, images are not loaded into the system



		4. Transaction is complete

		





8. Assumptions


8.1. One job is scanned then verified at a time.


9. Exceptions


10. References


10.1. ..\..\..\DBRS\Mail and Receipting\BARD DBRS Mail Receipting v 2.1.doc

11. Business Rules


11.1. Scanned images. 


11.1.1. 30 scanners are required


11.1.2. Size are : 


11.1.2.1. Letter 8 ½” x 11” 


11.1.2.2. Legal size 8 ½” x 14”. 


11.1.3. Images are captured in grey scale with ability to adjust contrast by both the mailroom and processor


11.1.4. Highlighting will not be captured


11.1.5. Scanner is a duplex scanner to capture both sides of documents


11.1.6. The system must have a way to turn off duplex scanning.  The system will default to scan the front.


11.1.7. Documents have status scanned, filed, archived, returned, non-public (processed but un-archival documents status).  Filed will mean any necessary redaction has occurred.  


11.2. A job can have any one document; Payment, Correspondence, or Filing Type.


11.3. Job Number format is:


11.3.1. AYYYYMMDD-NNNNN (Great Plains can only have 14 characters)


11.3.2. The leading alpha character is an indicator of where the job originated. 


11.3.2.1. In house T7 = C


11.3.2.2. SilverFlume T7 = S


11.3.2.3. SilverFlume NT7 = P


11.3.2.4. Data Download = D


11.3.2.5. UCC in house = U


11.3.2.6. UCC web = W


11.3.2.7. Notaries = N


11.3.2.8. Trademarks = M


11.3.2.9. And is configurable by Supervisors. 


11.4. Expedite jobs have the highest priority.  These jobs will be moved to the top of a receiptor’s review file.


11.4.1. When expedite is selected then the “Time Received” is required will pop up to enter.


11.5. Payments are scanned.  Optical Character Recognition inserts data.


11.5.1. The payment type will be selected, the authorized amount is inserted as the payment amount


11.5.2. Payment amounts can be edited until Accounting posts.


11.5.3. Types are cash, checks, credit cards, trusts, and transfers.


11.5.3.1. Check data captured:


11.5.3.1.1. Check Maker’s name


11.5.3.1.2. Numeric amount,


11.5.3.1.3. Written amount,


11.5.3.1.4. The bank’s code,


11.5.3.1.5. Account number, and


11.5.3.1.6. Check number


11.5.3.1.6.1. Without a check number will be recorded as “001”.


11.5.3.2. Credit Card data captured:


11.5.3.2.1. Last 4 Numbers, and


11.5.3.2.2. Code.


11.5.3.2.3. The credit card type will be selected by the system based on the number.


11.5.3.3. Trust Account numbers will be inserted in the Trust Account field.  


11.5.3.3.1. When the trust account number is not entered, the Supervisor Override can apply the trust account number.


11.5.4. When a payment is not included in a job, the system will insert a “page” that says “No Payment Included.” 


11.5.5. The total amount of cash received will be displayed at the top of the window.


11.5.6. The total amount of checks received will be displayed at the top of the window.  The number of checks will be displayed at the top of the window.


11.6. Will search for “expedite”, “rush”, “hr”, or “hour”.  When found it will flag the record that it might be potentially be an expedited request.  Will look at free text.  Ignore these for word on the form.  


11.7. Multiple entities can be in one job.


11.8. To search and find an entity, OCR will use the name, Nevada business license number, and entity number.  


11.8.1. The result using all three search fields acquire exact matches.


11.8.2. When all three items are not an exact match, the best possible match will be inserted.


11.9. Description will be populated as the entity name from the filing form.  Each entity will populate the Description when multiple filings are in one job.


11.9.1. When the leading character is a space, the system will remove the space.


11.10. Supervisor has an additional privilege to edit, inactivate, and add new queues.


11.11. Scanned jobs can be sent to different Queues by the receiptor.  


11.11.1. A receiptor can assign a job to a specific processor.


11.11.2. The system will notify the processor they have a new job assigned to them.  The message will display the job number.  Your My Queue will be bold and number of assigned jobs.  A little box appears on the screen to inform you a job has been assigned. 


11.12. Locations are Carson and Las Vegas.  Assigning a location will drive where out-puts will print when printing is selected.  


11.12.1. Only one location is allowable


11.13. When annual lists are submitted the system searches for the entity then compare the officers.


11.13.1. The form numbers are 100102, 100204, 100302, 100503, 100602, and 100702.


11.13.2. When the officers’ names and their titles on file are identical to the new list of officers, the system will update the filing dates.  


11.13.2.1. The system will apply the ALO Annual List of Officers action. 


11.13.2.2. Then complete the job.


11.13.3. The entity name, job number, and completion date will on a daily report available to supervisors and deputies.


11.13.4. Open a box that says this filing is eligible for automatic filing


11.13.4.1. Receiptor selects Print, e-mail, or fax


11.13.4.2. Send to the Registered Agent


11.13.5. Prints to a designated printer.  


11.13.5.1. Output is a receipt, filed stamp list, and business license.


11.13.6. The names and addresses must be exact matches.  When one character is added or changed; the system will place that job into the appropriate queue.  


11.13.7. When the fee is greater than the list fee, the job will go to the appropriate queue.  


11.13.7.1. Assumption when the list is late


11.13.7.1.1. The system will calculate the list fee plus the late fee. 


11.13.7.1.2. When the payment is equal to the list fee plus the late fee then that job is automatically processed.


11.14. Searching for Receipted Jobs are fuzzy searches.  Receipted Jobs are searchable by any one or multiple fields:


11.14.1. Entity Name


11.14.2. Submitter’s Name 


11.14.3. Cash Receipt Number


11.14.4. Check number 


11.14.5. Amount


11.14.6. Check Maker’s name


11.14.7. Last four numbers of the credit card number


11.14.8. Date range


11.14.9. Receiptor’s name


11.14.10. Trust Account Number


11.15. Jobs are editable by a receiptor until the job is processed. 


11.15.1. Pages can be added after the job is processed.


11.15.2. The system will issue a new job number when a page is added after the job was processed.


11.15.3. Payments can be corrected when the job is pended.


11.16. Fax Import and e-mail Import received after 5:00 pm until 7:59 am will reflect the received date as the next business day.  


11.16.1. Before the filing is imported, a virus check is completed.


11.16.2. Automatic message will be returned to customer to let them know the fax or e-mail was received.  


11.16.3. When the receiptor needs to respond to the customer the system will provide a method to respond in the same manner the filing was received.  Returned the message to the e-mail or fax number.


11.16.4. Loading imports can be completed by multiple receiptors. 


11.16.5. Report available to list files waiting to be imported. 


11.16.5.1. Date it came into that queue, 


11.16.5.2. Time it came into that queue,


11.16.5.3. The originating fax number when it came from a fax


11.16.5.4. The originating e-mail address when it came from an e-mail


11.17. Priorities


11.17.1. 1 is the lowest level.  This priority is used for jobs that are waiting for something; processor needs to “sit” on the job.


11.17.2. 2 and 3 are held in reserve.


11.17.3. 4 is for normal processing.


11.17.4. 5 and 6 are held in reserve.


11.17.5. 7 is when a processor sends a job to their Pend queue, then the job is reassigned as a 7. 7 comes after the expedites (level 10, 13, 19, 22) but before the normal jobs (level 4)


11.17.6. 8 is when a job is Assigned to a processor or supervisor, then the job is reassigned as a 8. 8 comes after the expedites (level 10, 13, 19, 22) but before the normal jobs (level 4)


11.17.7. 9 is held in reserve.


11.17.8. 10 is for 24 hour expedites.


11.17.9. 11 and 12 are held in reserve.


11.17.10. 13 is for the 4 hour online filings.


11.17.11. 14 and 15 are held in reserve.


11.17.12. 16 is to assign jobs to a processer to be completed after the 1 and 2 hour expedite jobs.


11.17.13. 17 and 18 are held in reserve.


11.17.14. 19 is for 2 hour expedites.


11.17.15. 20 and 21 are held in reserve.


11.17.16. 22 is for 1 hour expedites.


11.17.17. 23 and 24 are held in reserve.


11.17.18. 25 is for the highest priority.


11.18. Document updates are required when:


11.18.1. Need to add a document when there is not an existing document


11.18.2. Need to add a document that is digital


11.18.3. Need to replace documents when is the wrong document


11.18.4. Delete a document


11.18.5. Redactions; provide for two versions of that document, one with redacted text and an original.


11.18.6. Redactions can be of one character to the entire page.

11.19. OCR –look for Personal Information patterns for social security numbers, dates of birth, and driver’s license numbers.

12. Use Case Map


12.1. Hard copy page scanning
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12.2. Importing




[image: image3.emf]Login Click Import


System scans 


documents


Indexes 


images


Reviews images


Correct?


Click Complete


Yes


Job and Doc 


# assigned


Job into 


Queue


Populates 


fields


Ready to be 


processed


No


Send message to 


sender




13. User Interface Design


13.1. New Job Creation

		Scanning



		



		

		Cash

		$

		

		Checks

		$

		#

		

		



		



		

		Fax Import

		

		e-mail Import

		

		Begin Scanning

		

		Search Receipted Job
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		Date Receipted



		(

		(

		(
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13.2. Searches


		Scanning
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		Begin Scanning
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		Search Now

		



		





14. Attribute List


		#

		Field Name

		Optional


Mandatory


Conditional

		Display Type

		Data Type

		Default Value

		Dropdown Values

		Length

		Allow to Modify

		Validations

		Remarks / Comments



		Scanning header



		1. 

		Cash

		Conditional

		$

		Currency

		None

		

		25

		No

		Total amount of cash received

		



		2. 

		Checks

		Conditional

		$

		Currency

		None

		

		25

		No

		Total amount of checks received

		



		3. 

		#

		Conditional

		Count

		Numeric

		None

		

		10

		No

		Total number of checks received

		



		Job Data



		4. 

		Expedite

		Optional

		Dropdown

		Alphanumeric

		None

		· 1 Hour


· 2 Hour


· 4 Hour


· 24 Hour

		10

		Yes

		

		



		5. 

		Time Received

		mandatory

		HH:MM

		Time

		None

		8:00 am to 5:00 pm

		5

		Yes

		· Required when an Expedite value is selected


· Time outside of the work time will not be allowed

		



		6. 

		 Work Queue

		Mandatory

		Dropdown

		Alphanumeric

		None

		· Amendments


· Business Licenses


· Copies


· Expedite


· New Filing

· Notaries

· Other


· Refunds

· Returns

· Service of Process


· Status


· Subpoenas


· Trademarks

		30

		Yes

		

		



		7. 

		Date Received

		Mandatory

		DD/MM/YYYY

		Calendar

		Current date

		

		10

		Yes

		

		



		8. 

		Date Receipted

		Mandatory

		DD/MM/YYYY

		Calendar

		Current date

		

		10

		No

		

		



		9. 

		Location

		Mandatory

		Dropdown

		Alpha

		Carson

		· Carson


· Las Vegas

		10

		Yes

		

		



		10. 

		Assign to Processor

		Optional

		Dropdown

		Alpha

		None

		List of all active processors

		50

		Yes

		

		



		11. 

		Submitter

		Optional

		Text

		Alphanumeric

		None

		

		50

		Yes

		

		



		12. 

		Payment Type

		Mandatory

		Dropdown

		Alphanumeric

		None

		· Cash


· Check


· Credit Card


· Trust


· Transfer


· None

		15

		Yes

		

		



		13. 

		Payment Amount

		Optional

		$

		Currency

		None

		

		10

		Yes

		

		



		14. 

		Cash

		Conditional

		Text

		Alphanumeric

		None

		

		10

		Yes

		Payment is Cash then this field is required

		



		15. 

		Check Number

		Conditional

		Text

		Numeric

		None

		

		25

		Yes

		Payment is Check  then this field is required

		



		16. 

		Last 4 Credit Card Numbers

		Conditional

		Text

		Numeric

		None

		

		4

		Yes

		Payment is Credit Card then this field is required

		



		17. 

		Trust Account Number

		Conditional

		Text

		Numeric

		None

		

		10

		Yes

		Payment is Trust then this field is required

		



		Image



		18. 

		Image Number

		Mandatory

		Text

		Alphanumeric

		None

		None

		

		No

		

		



		19. 

		Document Type

		Mandatory

		Dropdown

		Alphanumeric

		None

		· Payment


· Correspondence


· Amendment


· Non-Title 7


· New Filing


· Notary


· Status


· Trademarks

		

		Yes

		

		



		20. 

		# Pages

		Mandatory

		Text

		Numeric

		None

		None

		4

		No

		

		



		21. 

		Notes

		Conditional

		Text

		Alphanumeric

		None

		None

		1,000

		Yes

		

		



		22. 

		Job Number

		Mandatory

		AYYYYMMDD-NNNNN

		Alphanumeric

		None

		

		20

		No

		

		



		23. 

		Job Status

		Mandatory

		Text

		Alpha

		None

		· Completed


· In Use


· New


· Rejected

		15

		No

		System will update the Job Status

		



		Search Receipted Jobs



		24. 

		Receiptor Initials

		Optional

		Text

		Alpha

		None

		

		5

		Yes

		

		



		25. 

		Entity Name

		Optional

		Text

		Alphanumeric

		None

		

		250

		Yes

		

		



		26. 

		Date Range From

		Optional

		DD/MM/YYYY

		Calendar

		None

		

		10

		Yes

		

		



		27. 

		Date Range To

		Optional

		DD/MM/YYYY

		Calendar

		None

		

		10

		Yes

		

		



		28. 

		Submitter

		Optional

		Text

		Alphanumeric

		None

		

		50

		Yes

		

		



		29. 

		Check Number

		Optional

		Text

		Numeric

		None

		

		10

		Yes

		

		



		30. 

		Last 4 of Credit Card

		Optional

		Text

		Numeric

		None

		

		4

		Yes

		

		



		31. 

		Cash Receipt Number

		Optional

		Text box

		Alphanumeric

		None

		

		16

		Yes

		

		



		32. 

		Check Maker’s Name

		Optional

		Text box

		Alphanumeric

		None

		

		70

		Yes

		

		



		33. 

		Trust Account Number

		Optional

		Text box

		Numeric

		None

		

		16

		Yes

		

		



		34. 

		Amount

		Optional

		Currency

		Numeric

		None

		

		20

		Yes

		

		





15. Functionality

		Button

		Functionality



		Fax Import 

		Transfers the digital images into the system from the fax machine



		e-mail Import 

		Transfers the digital images into the system from an e-mail



		Begin Scanning

		Feeds the documents into the scanner then scans the document.  Imports images will transfer into the system.



		Search Receipted Job

		Searches for unprocessed jobs



		Search Now

		Begins the Search Receipted Job



		Zoom In

		Increase the view of the document.



		Zoom Out

		Decrease the view of the document.



		Rotate

		Rotates the document to the right by 1 degree.



		Split Document

		Separates several pages that are grouped together as one document.



		Merge Document

		Merges multiple documents then updates the system to match the merged documents



		Bloop

		Changes the order of the pages then system update to match the document order.



		Undo

		Undoes any changes made by the processor.



		Page (

		Moves back one page



		Page (

		Moves forward one page



		Document (

		Moves back one document



		Document (

		Moves forward one document



		Rescan

		Will scan then replace a document



		Add

		Will scan then insert a new document



		Delete

		Deletes the entire job, permanently delete the images from the system, payment, job number searches will display “This job was deleted.”  The Delete button is only enabled for un-processed jobs.



		Verified 

		Sends the job to the queue to be processed then clears the window





4.2 CRM 002 Batch Proof Report


		Project Name

		Corporate Filing Re-Write

		Version

		2.2



		Application

		Commercial Recordings System



		Revision Description

		Revised from BARD after the engineering meetings.

		Last Modified

		May 1, 2015



		

		Revised during meeting.

		

		May 20, 2015



		

		Revised and Approved during meeting.

		

		June 2, 2015





1. Description

1.1. The mailroom is responsible for submitting cash and checks received in the mail to Accounting Division.  The amount on the Batch Proof Report must match the funds submitted to the Accounting Division.  This report is printed by each Receiptor and reflects the amounts received by that Receiptor.  


2. Initiating Actors

2.1. Internal System for Commercial Recordings


2.2. Internal Processors with the privilege to Receipt 


3. Pre-Condition


3.1. Receipting for the day is completed for that individual


3.2. Cash and checks are ready to be turned over to Accounting Division


4. Post-Condition


4.1. Cash and checks are turned over to Accounting Division


4.2. Check data is available for Accounting to verify and submit to the bank


4.3. Jobs are available in the appropriate queue to be processed


5. Frequency


5.1. Normal use is 100 to 5,000 cash and checks received daily by ten Receiptors.

6. Normal Flow


6.1. Printing

		Action (what the processor does)

		Result (what the system does)



		1. Click Batch Proof Report

		Report opens



		2. Verify Cash amount matches the display

		Amounts match



		3. Verify Checks amount matches the display

		Amounts match



		4. Click Print

		Report prints, data is available for Accounting Division to validate



		5. Click Close

		Report and Receipting program closes



		6. Transaction is completed

		





6.2. Search

		Action (what the processor does)

		Result (what the system does)



		1. Click  Batch Proof Report

		Report opens



		2. Enter number in Search field

		Entry is displayed



		3. Click Search

		Searches for the number then will highlight the matching number(s)



		4. Search is complete

		





6.3. Search by Supervisor

		Action (what the processor does)

		Result (what the system does)



		1. Click Batch Proof Report

		Report opens



		2. Select Name from dropdown

		Selection is displayed



		3. Click Search

		Searches for the receiptor then display their report



		4. Search is complete

		





7. Alternate Flow


8. Assumptions


8.1. The check data is in a format required for depositing to the bank.


8.2. Only one job is scanned and verified at the time.


9. Exceptions


10. References


10.1. ..\..\..\DBRS\Mail and Receipting\BARD DBRS Mail Receipting v 2.1.doc

11. Business Rules


11.1. Batch Proof Report displays the item number, job number, check number/cash receipt number, check amount, cash amount, and total.


11.1.1. Cash will display the receipt number.


11.1.2. Checks will display the check number.  


11.2. The report is read only.


11.2.1. The report in soft copy form is searchable for job number, receipt, or check numbers.


11.3. The report can be run multiple times a day for any one receiptor.


11.4. Receiptors will only see their report.


11.5. Supervisor can see all receiptor’s reports.


11.6. The report is printable.


11.7. Reports are maintained until Accounting has completed their posting process. 


12. Use Case Map
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13. User Interface Design


13.1. Batch Proof Report access

		Scanning



		



		

		Cash

		$

		

		Checks

		$

		#

		

		



		



		

		Fax import

		

		e-mail Import

		

		Begin Scanning

		

		Search Receipted Job

		



		



		Job Data



		…



		



		

		Batch Proof Report

		

		Verify

		



		





13.2. Batch Proof Report

		Batch Proof Report



		

		Search for Receiptor or Cash or Check Number

		

		Print

		



		



		

		Number

		

		

		Name

		(

		



		



		Nevada Secretary of State – Commercial Recording Division


Batch Proof Report



		



		Receiptor’s Name

		Date

		Page x of y



		



		Job Number

		Check Number/Cash Receipt Number

		Check Amount

		Cash Amount

		Total



		

		

		

		

		



		

		

		

		

		



		

		

		

		

		



		



		

		Totals

		Total Amount

		



		

		Cash

		4

		$200

		



		

		Check

		70

		$123,456

		



		

		Grand Total

		74

		$123,656

		



		





14. Attribute List


		#

		Field Name

		Optional


Mandatory


Conditional

		Display Type

		Data Type

		Default Value

		Dropdown Values

		Length

		Allow to Modify

		Validations

		Remarks / Comments



		35. 

		Number

		Optional

		Text

		Numeric

		None

		

		20

		Yes

		To search check or cash receipt number

		



		36. 

		Name

		Optional

		Dropdown

		Alpha

		None

		Each active receiptor

		60

		Yes

		· Only supervisor can use dropdown


· Receiptor’s names

		



		Report



		37. 

		Receiptor’s Name

		Mandatory

		Text

		Alpha

		Receiptor

		

		60

		No

		

		



		38. 

		Date

		Mandatory

		MM/DD/YYYY

		Date

		Current date

		

		10

		No

		

		



		39. 

		Page number of total pages

		Mandatory

		Text

		Alphanumeric

		None

		

		15

		No

		

		



		40. 

		Job Number

		Mandatory

		Text

		Alphanumeric

		None

		

		20

		No

		

		



		41. 

		Check Number/Cash Receipt Number

		Mandatory

		Text

		Alphanumeric

		None

		

		20

		No

		

		



		42. 

		Check Amount

		Mandatory

		$

		Currency

		None

		

		10

		No

		Amount of check

		



		43. 

		Cash amount

		Mandatory

		$

		Currency

		None

		

		10

		No

		Amount of cash 

		



		44. 

		Totals

		Mandatory

		Text

		Numeric

		None

		

		10

		No

		Total number of all cash and checks received for that job

		



		45. 

		Total Amounts

		Mandatory

		$

		Currency

		None

		

		10

		No

		Total amounts of cash and checks received

		



		46. 

		Grand Total

		Mandatory

		$

		Currency

		None

		

		10

		No

		Total of cash plus checks

		





15. Functionality

		Button

		Functionality



		Batch Proof Report

		Opens the Batch Proof Report



		Search for Receiptor or Cash or Check Number

		Searches for receiptor, cash receipt or check number



		Print

		Prints report to the receiptor’s default printer
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1. Overview

1.1 Introduction


1. This introduction is of the eSoS system as is functions during early 2015.  The functions are described with the Status section in mind.


2. The Status processes filings for Title 7 corporations.  This includes initial, amended and annual lists of officers, managers, etc., which includes the state business license or notice of exemption, declaration of eligibility for state business license, charitable solicitation registration statement, charitable exempt form, reinstatements; resignations of management; and commercial and non-commercial registered agent filings.  

2.1. The processor reviews jobs for completeness.  If there are no problems with the job, it is processed, committed, and the job is complete.  Customers request how they are notified when the job is complete; they may select fax, e-mail, mail, or pickup.  Customers receive a file stamped copy of the filing and may request a re-print once for 60 days if they did not receive the filing.

1.2 Reports


1.5.1
Provide ability for supervisors, deputies, and those with the privilege to access real time activity reports.


1.5.2
The ad hoc reports are also required.  The reports need to be customizable then savable.  The reports need to give access to all fields in the Commercial Recordings System databases.  

1.5.3
Report for a single processor’s work, type of transactions, start, ending, and total time to complete individual transactions/jobs, by a single or date range is required.  

1.5.4
Supervisors need a report to monitor not only the number of jobs processed by each processor, in real-time, but also sortable in sections, such as the number of lists, articles or amendments processed.


1.5.2
Provide capability for processors to run reports on the jobs and type of work they have completed.

2. Statement of Work


This statement of work is based on needs for the Status section.  This includes defining and documenting the processes for the following functional areas. 


1. List of Officers:


1.1. Initial List with Business License Filing Process


1.2. Amended List with Business License Filing Process


1.3. Annual List with Business License Filing Process

1.4. Annual List exemptions


1.5. Copies selected after last officer is added

1.6. Resignation of Officers Filing Process, warning for resigning an "officer" is needed

1.7. Any officer change (even info change) the prior info is historical

1.8. System to recognize end of month being weekend or holiday - filing received next business day - no late fees assessed

2. Reinstatements with Business License Filing Process


3. Commercial Registered Agents 

3.1. Registered Agent Change Filing Process


3.2. Registered Agent Resignation Filing Process


3.3. Registered Agent Address Change Filing Process


3.4. Registered Agent Name Change Filing Process


3.5. Registered Agent Acceptance Filing Process

3.6. Commercial Registered Agent Change Filing Process


3.7. Electronic Notification Filing Process


3.8. Registered Agent Consolidation Filing Process


3.9. Statement of Resignation of Registered Agent Filing with Tool Process

3.10. Change RA form to simplify for customers 


3.11. For the recorded commercial registered agent information - have an email just for the filings to be sent to


3.12. Allow for CRA name change 


3.13. Allow for CRA to merge with another 

3.14. New system to make notes in all entities affected by any change on the CRA

4. Certificate of Correction Filing Process


5. Certificate of Change of Address of the Limited Partnership Filing Process


6. NT7 processes


7. Non-Profits


8. Charitable Orgs form info for online


9. When ordering a certified copy of reinstatement all 3 documents are certified as a packet due to statute requiring all 3 forms for filing


10. On LLC management is listed as "Manager/Managing Member" - not separated


11. Supporting document action filing on reinstatement and an ombudsman filings - action name "Ombudsman" - receive about 5 every 3 months


3. Context Diagram


This context diagram shows the high-level flow for Status.  This diagram should show the scope and boundaries and other systems that interface.
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4. Functional Business Requirements


Status processors perform the filing process for adding annual lists of officers and making other updates to existing entities.  The processor reviews the documents sent by the customer.


4.1 CRS 001 New Commercial Registered Agent in Status


		Project Name

		Corporate Filing Re-Write

		Version

		2.2



		Application

		System for Corporate Filing



		Revision Description

		Revised from DBRS

		Last Modified

		January 29, 2015



		

		Revised based on meeting on 2/4/2015

		

		February 5, 2015



		

		Revised from Requirements meeting on 2/11/2015

		

		February 12, 2015



		

		Approved by Team

		

		February 18, 2015





1. Description


1.1. This requirement details the Commercial Registered Agent entity.  This requirement is to be used in conjunction with CRN 001 New Business Entity.  This requirement addresses the specifics for adding and changing the Commercial Registered Agent’s record.  

1.2. All Commercial Registered Agents will receive email notification of entities due and pre-populated lists monthly.  

2. Initiating Actors


2.1. Internal System for Corporate Filing


2.2. Internal Processors assigned to the Commercial Registered Agent queue

3. Pre-Condition


3.1. Commercial Registered Agent submits Commercial Registered Agent Registration Statement form 18010*.

4. Post-Condition


4.1. Commercial Registered Agent is in the system.

5. Frequency


5.1.  Normal use is approximately 1 to 10 transactions occur per day for one processor.

6. Normal Flow


6.1. New Commercial Registered Agent in Status.

		Action (what the processor does)

		Result (what the system does)



		1. Clicks Approve 

		Name Availability closes New Business Entity and Scanned Documents sections open



		2. 

		To search by name for any RA and Individual for Entity and present potential matches to be merged



		3. Select RA s that need to be merged

		At the time the job is committed the entities will be assigned to the new CRA



		4. Manually search for RA enter entity and individual names 

		



		Entity Information



		5. 

		Commercial Registered Agent name is inserted into the Registered Agent Name field



		6. 

		e-mail Address is inserted in the e-mail field



		7. 

		Entity Type is inserted into the Entity Type field



		8. 

		Entity Number is assigned by the system



		9. 

		The Nevada Identification Number is assigned by the system



		10. 

		The Status is set to Active



		11. 

		Administrative Hold is marked “No”



		Physical Address



		12. 

		Address is inserted into the Address field



		13. 

		City is inserted into the City field



		14. 

		State is inserted into the State field must be Nevada



		15. 

		Zip is inserted into the Zip field



		Mailing Address



		16. 

		Address Line 1 is inserted into the Address Line 1 field



		17. 

		Address Line 2 is inserted into the Address Line 2 field



		18. 

		City is inserted into the City field



		19. 

		State is inserted into the State field  must be Nevada



		20. 

		Zip is inserted into the Zip field



		Individual with Authority to Act on Behalf of Commercial Registered Agent



		21. 

		Name is inserted into the Name field



		22. 

		Phone Number is inserted into the Phone Number field



		23. 

		Address is inserted into the Address field



		24. 

		City is inserted into the City field



		25. 

		State is inserted into the State field 



		26. 

		Zip is inserted into the Zip field



		27. 

		Country is inserted into the Zip field



		28. Verifies all data matches scanned form

		System correctly interpreted the form



		29. Click Supporting Documents, Click the “-” on the Supporting Documents’ row, or tab to Next then the Enter key

		Commercial and Non-Commercial Agent collapses and the next step expands





7. Alternate Flows

7.1. The Commercial Registered Agent information is incorrect.

At Step 25 

		Action (what the processor does)

		Result (what the system does)



		1. Verifies all data matches scanned form

		System incorrectly interpreted the any of the fields



		2. Click on field then enter the correction

		Entry is displayed



		3. 

		Transaction continues where it left off 





8. Assumptions


9. Exceptions


10. References


10.1. S:\Projects\Esos Rewrite\DBRS\Status\BARD DBRS Status V2.doc

11. Business Rules


11.1. All Commercial Registered Agents will receive email notification of entities due and pre-populated lists monthly.  Commercial Registered Agent Registration Statement form 18010* is required.

11.2. There is no fee for this registration.

11.3. Always email a file stamp copy by the system to the email address on file.

11.4. Batch process to merge the entities after normal business hours.

11.4.1. Automatic notes into all Registered Agents and Entities

11.4.2. Registered Agents status will be reassigned see CRS 004 for further details

12. Work Flow Map
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13. User Interface Design
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14. Attribute List


		#

		Field Name

		Optional Mandatory


Conditional

		Display Type

		Data Type

		Default Value

		Dropdown/ Values

		Length

		Allow to Modify

		Validations

		Remarks/ Comments



		Registered Agent Information



		1. 

		Registered Agent Type

		Mandatory

		Text

		Alphanumeric

		None

		· NRS 77.320 Commercial Registered Agent (CRA) 


· CRA – Corporation


· CRA – Limited Partnership


· CRA – Limited-Liability Corporation


· CRA – Limited-Liability Limited Partnership


· CRA – Limited-Liability Partnership

· CRA – Other

· CRA – Sole Entity

		

		Yes

		

		



		2. 

		Registered Agent First Name

		Conditional

		Text

		Alphanumeric

		None

		None

		40

		Yes

		

		



		3. 

		Registered Agent Middle Initial

		Conditional

		Text

		Alphanumeric

		None

		None

		1

		Yes

		

		



		4. 

		Registered Agent Last Name

		Conditional

		Text

		Alphanumeric

		None

		None

		70

		Yes

		

		



		5. 

		Registered Agent Entity Name 

		Conditional

		Text

		Alphanumeric

		None

		None

		130

		Yes

		

		



		6. 

		e-mail Address

		Mandatory

		Text

		Alphanumeric

		None

		None

		250

		Yes

		From existing Commercial Registered Agent’s record

		



		7. 

		Entity Number

		Mandatory

		E


NNNNNN


YYYY



		Alphanumeric

		Next Available

		None

		? 15

		No

		Number is issued by the system

		



		8. 

		Nevada Identification Number 

		Mandatory

		NV


YYYY


NNNNNNN

		Alphanumeric

		Next Available

		None

		? 15

		No

		Number is issued by the system

		



		9. 

		Status

		Mandatory

		Text

		Alpha

		Active

		· Active


· Not Valid


· Terminated


· Reassigned

		

		Yes

		

		



		10. 

		Administrative Hold

		Optional

		Dropdown

		Alpha

		No

		· Yes


· No

		

		Yes

		Only Deputy or supervisor profile can update this field

		



		Registered Agent Physical Address



		11. 

		Address Line

		Mandatory

		Text

		Alphanumeric

		None

		

		60

		

		

		



		12. 

		City 

		Mandatory

		Text

		Alphanumeric

		None

		

		50

		

		Use only city


names 

		



		13. 

		State

		Mandatory

		Text

		Alphanumeric

		NV

		NV

		2

		No

		Authorized two-letter state abbreviation

		



		14. 

		Zip 

		Mandatory

		NNNNN

		Numeric

		None

		

		5

		Yes

		

		



		15. 

		+four (Zip)

		Optional

		-NNNN

		Numeric

		None

		

		5

		Yes

		

		



		Registered Agent Mailing Address 



		16. 

		Address Line 1 

		Optional

		Text

		Alphanumeric

		None

		

		60

		

		Street number and name (including pre-directional, suffix, and post-directional or rural route and


box number (RR 5 BOX 10), highway contract route and box number (HC 4


BOX 45), or post office box number (PO BOX 458), and “In Care of” 

		



		17. 

		Address Line 2 

		Optional

		Text

		Alphanumeric

		None

		

		60

		

		Secondary address unit designator and number such as an apartment or


suite number (APT 202, STE 100).

		



		18. 

		City 

		Optional

		Text

		Alphanumeric

		None

		

		50

		

		Use only city


names 

		



		19. 

		State

		Optional

		Text

		Alphanumeric

		None

		NV

		2

		No

		Authorized two-letter state abbreviation

		



		20. 

		Zip 

		Optional

		NNNNN

		Numeric

		None

		

		5

		Yes

		Correct 5-digit ZIP Code 

		



		21. 

		+four (Zip)

		Optional

		-NNNN

		Numeric

		None

		

		5

		Yes

		ZIP+4 code

		



		Individual with Authority to Act on Behalf of Commercial Registered Agent



		22. 

		First Name

		mandatory

		Text

		Alphanumeric

		None

		None

		40

		Yes

		From existing Commercial Registered Agent’s record

		



		23. 

		Middle Name

		optional

		Text

		Alphanumeric

		None

		None

		1

		Yes

		From existing Commercial Registered Agent’s record

		



		24. 

		Last Name

		mandatory

		Text

		Alphanumeric

		None

		None

		70

		Yes

		From existing Commercial Registered Agent’s record

		



		25. 

		Phone Number

		mandatory

		Text

		Numeric

		None

		None

		10

		Yes

		From existing Commercial Registered Agent’s record

		



		26. 

		Address Line 

		mandatory

		Text

		Alphanumeric

		None

		

		60

		

		

		



		27. 

		City 

		mandatory

		Text

		Alphanumeric

		None

		

		50

		

		Use only city


names 

		



		28. 

		State

		mandatory

		Text

		Alphanumeric

		None

		NV

		2

		Yes

		Authorized two-letter state abbreviation

		



		29. 

		Zip 

		mandatory

		NNNNN

		Numeric

		None

		

		5

		Yes

		

		



		30. 

		+four (Zip)

		Optional

		-NNNN

		Numeric

		None

		

		5

		Yes

		ZIP+4 code

		



		31. 

		Country

		conditional

		Dropdown

		Alpha

		USA

		USA – United States of America




		50

		Yes

		3 digit code is displayed

		





15. Functionality


		Button

		Functionality



		Find

		Search for a registered agent, when adding a Commercial Registered Agent this button is not visible.



		Add New

		Clears fields and allows data entry, when adding a Commercial Registered Agent this button is not visible.



		Use as Submitter

		Copies the name and address into the Submitter area.



		Next

		Collapses this section and expands the next





4.2 CRS 003 Officers, Managers, Directors, Partners, Trustees 


		Project Name

		Corporate Filing Re-Write

		Version

		2.5



		Application

		System for Corporate Filing



		Revision Description

		Revised from DBRS

		Last Modified

		December 2, 2014



		

		Revised from Team’s review

		

		January 20, 2015



		

		Revised from Team’s review of CRS 003 Officers, Managers, Directors, Partners, Trustees for Status

		

		January 21, 2015



		

		Revised from Team’s review

		

		January 22, 2015



		

		Revised from Requirements meeting on 1/28/2015

		

		January 30, 2015



		

		Revised from Team’s review meeting

		

		February 3, 2015



		

		Revised based on meeting on 2/4/2015

		

		February 5, 2015



		

		Revised based on Team’s review on 2/10/2015

		

		February 12, 2015



		

		Approved by Team

		

		February 18, 2015



		

		Revised during Team meeting on 7/7/2015

		

		July 7, 2015



		

		Revised based off discussions during a Team meeting on 7/22/2015

		

		July 22, 2015



		

		Approved during meeting on 8/10/2015

		

		August 10, 2015



		

		Combining CRN 005 with this requirement document because Status processes the Initial Lists.

		

		September 8, 2015





1. Description


1.1. The officers are entered by the entity on the Initial, Annual, or Amended List of Officers form.  

1.2. Often the list of officers is included with the Articles of Incorporation.


1.3. Add or edits to the officers are a result of an action.

2. Initiating Actors


2.1. Internal System for Corporate Filing


2.2. Internal Processors New Filings and Status


3. Pre-Condition


3.1. The initial, annual, or amended list of officers or Resignation of Officer filing is submitted.


4. Post-Condition


4.1. Officers are verified by matching the submitted documentation.

5. Frequency


5.1. Normal use is approximately 100 to 300 transactions occur per processor each day. 

6. Normal Flow


6.1. Officers

		Action (what the processor does)

		Result (what the system does)



		1. Click Officers, Click the “+” on the Officer’s row, or tab to Next then the Enter key

		Officer section expands



		2. 

		Individual is correctly selected



		3. 

		Title is correctly displayed



		4. 

		Status is displayed 



		5. 

		First Name is correctly displayed 



		6. 

		Middle Initial is correctly displayed when submitted



		7. 

		Last Name is correctly displayed



		8. 

		Address is correctly displayed 



		9. 

		City is correctly displayed



		10. 

		State is correctly displayed



		11. 

		Zip is correctly displayed



		12. 

		Country is correctly displayed



		13. Verify Officers are correct

		System correctly interpreted the officers from the Initial List form



		14. Click Actions, Click the “-” on the Officer’s row, or tab to Next then the Enter key

		Actions section expands





7. Alternate Flows

7.1. Correcting the “Officer” Type when application was not interpreted correctly.

At Step 12, go to Step 2 and 5

		Action (what the processor does)

		Result (what the system does)



		1. Verify Officers are correct

		System incorrectly interpreted the form type



		1.1. Tab to the correct “Officer” Type

		



		1.2. Click correct box or click space bar 

		Individual or Entity is correctly selected, the appropriate name fields appear



		1.3. Enter the Name 

		Entry is displayed



		2. 

		Transaction continues with Verify Officers on step 12





7.2. Correcting the Name when application was not interpreted correctly.

At Step 12, go to Step 5

		Action (what the processor does)

		Result (what the system does)



		1. Verify Names are correct

		System incorrectly interpreted the Name



		1.1. Click First Name or tab to First Name

		



		1.2. Enter Names 

		Entry is displayed



		2. 

		Transaction continues with Verify Officers on step 13





7.3. Correcting the Title when application was not interpreted correctly.

At Step 12, go to Step 3

		Action (what the processor does)

		Result (what the system does)



		1. Verify Officers are correct

		System incorrectly interpreted the Officer Title



		1.1. Click Title or tab to Title

		



		1.2. Click the correct Title, scroll down the list using scroll bar, or use arrow keys

		Title is correctly selected



		1.2.1. If using keyboard, hit Enter to select

		Selection is displayed



		2. 

		Transaction continues with Verify Officers on step 13





7.4. The Address is incorrect.

At Step 12, go to step 6

		Action (what the processor does)

		Result (what the system does)



		1. Verify Officers are correct

		System incorrectly interpreted the Address



		2. Click Address or tab to Address

		



		3. Enter Address Line 1 or In Care of

		Entry is displayed



		4. Enter City, State, Zip, and/or Country

		Entry is displayed



		5. 

		Transaction continues with Verify Officers on step 13





8. Assumptions


8.1. None identified as of February 4, 2015.


9. Exceptions


9.1. None identified as of February 4, 2015.

10. References


10.1. ..\..\..\DBRS\Status\BARD DBRS Status V2.doc





11. Business Rules


11.1. Based on the entity type, the “officers” titles change according to the following list.


11.1.1. NRS 78, 78A, 80, 80FCC, 80FNP, 81.010 – 81.160, 81.170 – 81.270, 81.410 – 81.540, 82, 89 have Officers and Directors submitted on form 10010*

11.1.1.1. Exception, a NRS 78A Closed Corporation does not have to have a Director or President.


11.1.2. NRS 80 non-profit, 81, 82 have Officers and Directors submitted on form 10020*

11.1.2.1. A President or Director is required.


11.1.3. NRS 86, 86.544, and 89 have Managers / Managing Members on form 10040*

11.1.4. NRS 87A, 88, 88.575 have General Partners on form 10050*

11.1.5. NRS 87 have Managing Partners on form 10060*

11.1.6. NRS 80FNPCS and 84 have Subscriber/Successor on form 10030*

11.1.7. NRS 88A and 88A.710 have Trustees on form 10070*

11.1.8. Non-corporations may have an entity listed as an “officer” and are the only entities that will have the option of the ‘entity’ line in the officer section; otherwise it is hidden.

11.1.9. NRS 76 Sole Proprietor, Partnership, and Other owner are in section 1 of the Nevada State Business License form.  These individual’s names, addresses, phone, or e-mail address is not public information. 

11.2. Officer’s addresses are recorded.


11.2.1. Based on Country, either U.S. or Foreign address fields open.  


11.2.2. Allow for military addresses.


11.3. When a Resignation of Officers is filed, the system will change the status of the matching officers to “Resigned” if the current status is “Active.”


11.3.1. Terminated or Resigned status will not change the status of the officer with this action. 


11.3.2. If there is no matching officer, the processor will accept the filing but will not change an officer’s status or enter the officer.


11.3.3. The officer resignation $75 fee is applied when the Action is filed.  Expedite fees will be associated with the action.


11.4. MLO – Amended List of Officers fee will be the same as the entity’s ALO – Annual List of Officers fee because these fees are based on entity type and stocks.  See CRS 002 Actions Status for fees.


11.5. All List filings are available online. 


11.5.1. When the initial, annual, or amended list is filed, the years the list is for will be displayed in the system and on the receipt.


11.5.2. When additional list or pages of officers are submitted, only the first list of “officers” will be added and displayed in the database.


11.5.3. Histories of the list of officers are displayed on the web.  


11.5.4. Status of Active, Historical, Resigned, and Terminated will be displayed.


11.6. The Business License is a part of the ALO - Annual List.  See CRS 002 Actions Status for fees.


11.7. Individual officers are searchable.


11.7.1. Processor can begin typing the first letter of the first or last name to bring up a list of possible matches.


11.8. Internal corrections do not have a fee or an action.  These changes are added to the automatic Notes.  See CRG 010 Note Categories for details.

12. Work Flow Map
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13. User Interface Design
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14. Attribute List


		#

		Field Name

		Optional Mandatory


Conditional

		Display Type

		Data Type

		Default Value

		Dropdown/ Values

		Length

		Allow to Modify

		Validations

		Remarks/ Comments



		1. 

		Title

		Mandatory

		Dropdown

		Alpha

		None

		· Officer – President


· Officer – Treasurer


· Officer – Secretary


· Officer - Director


· Manager / Managing Member


· General Partner


· Managing Partner


· Subscriber


· Trustee

· Holder of Reservation 


· Sole Proprietor


· Partnership


· Other

		25

		Yes

		Only the Titles will appear for the Entity Type, see business rules

		



		2. 

		Status

		Mandatory

		Dropdown

		Alpha

		Active

		· Active


· Historical


· Resigned


· Terminated

		15

		Yes

		

		



		3. 

		First Name

		Conditional

		Text

		Alphanumeric

		None

		

		40

		Yes

		

		



		4. 

		Middle Initial

		Optional

		Text

		Alphanumeric

		None

		

		1

		Yes

		

		



		5. 

		Last Name

		Conditional

		Text

		Alphanumeric

		None

		

		70

		Yes

		Required when Individual is selected

		



		6. 

		Entity Name

		Conditional

		Text

		Alphanumeric

		None

		

		250

		Yes

		Required when Entity is selected

		



		7. 

		Address 

		Mandatory

		Text

		Alphanumeric

		None

		

		60

		Yes

		Street number and name (including pre-directional, suffix, and post-directional


or rural route and


box number (RR 5 BOX 10), highway contract route and box number (HC 4


BOX 45), or post office box number (PO BOX 458), and “In Care of” 

		



		8. 

		City 

		Mandatory

		Text

		Alphanumeric

		None

		

		50

		

		Use only city


names 

		



		9. 

		State

		Conditional

		Text

		Alphanumeric

		None

		

		2

		Yes

		· Authorized two-letter state abbreviation

· Required for United States Addresses

		



		10. 

		Zip 

		Mandatory

		NNNNN

		Numeric

		None

		

		5

		Yes

		Correct 5-digit ZIP Code 

		



		11. 

		+four (Zip)

		Optional

		-NNNN

		Numeric

		None

		

		5

		Yes

		ZIP+4 code

		



		12. 

		Country

		Conditional

		Dropdown

		Alphanumeric

		USA

		USA – United States of America

		50

		Yes

		3 digit code and name

		





15. Functionality


		Check box

		Functionality



		Individual

		Displays the First, Middle, and Last Name Fields; hides the Entity Name field



		Entity

		Displays the Entity Name field; hides the First, Middle, and Last Name Fields



		Button

		Functionality



		Add Officer

		Adds fields to add another officer in a situation where the OCR system did not read the officer.



		Reject

		Opens the Return Letter window, the section will be process as a return letter



		Next

		Collapses current section and expands the next.





4.3 CRS 004 Commercial Registered Agent Reassignment


		Project Name

		Corporate Filing Re-Write

		Version

		2.2



		Application

		System for Corporate Filing



		Revision Description

		Revised from DBRS and meetings with Team

		Last Modified

		January 29, 2015



		

		Revised based on meeting on 2/4/2015

		

		February 5, 2015



		

		Approved by Team

		

		February 18, 2015





1. Description


1.1. This requirement details the Reassignment action for Commercial Registered Agents.  Reassignment process is the action of moving all entities from one Registered Agent to a different Registered Agent.  The cause can be when a Registered Agent becomes a Commercial Registered Agent or if a Commercial Registered Agent is selling their business to another Commercial Registered Agent.  All entities are transferred to the Survivor Registered Agent.

2. Initiating Actors


2.1. Internal System for Corporate Filing.


2.2. Internal Processors assigned to the Commercial Registered Agent queue

3. Pre-Condition


3.1. This can include the change form  and correspondence; CRAC – Commercial Registered Agent Statement of Change form 180204 or  RAC – Registered Agent Change and Representative of an Entity form 180604, or 

3.2. New Commercial Registered Agent form 180104, or

3.3. Conducting an internal correction.

4. Post-Condition


4.1. Commercial Registered Agents and corresponding entity records are updated.

5. Frequency


5.1. Normal use one a month

6. Normal Flow


6.1. Reassignment is after another filing is worked on


		Action (what the processor does)

		Result (what the system does)



		1. Processor will search for the CRA who is Reassignor

		The system will read the Nevada Business License Number of the Registered Agent who will no longer be a Registered Agent, search and retrieve that record as the Reassignor



		2. Processor will search for the CRA who is Survivor

		The system will read the Nevada Business License Number of the Registered Agent who will take over the entities, search and retrieve that record as the Survivor



		3. Verify both Registered Agents are in the proper fields

		The system properly found the records



		4. Click Reassign

		· Window closes and menu appears 


· The system will schedule this batch job to run after 8:00 pm that day


· The system will update the Registered Agent information for all the qualifying entities


· Automatic notes are inserted into the Notes table


· Action CRARAS - Commercial Registered Agent Reassignment is inserted for both Registered Agents and relates to the New CRA form or Change

· The Reassignor Registered Agent’s status will change to Reassigned 





7. Alternate Flows

7.1. The Registered Agent in either position is incorrect.

At Step 5 

		Action (what the processor does)

		Result (what the system does)



		1. Verify both Registered Agents are in the proper fields

		The system did not find the correct Registered Agent



		2. Click in the Reassignor or Survivor name field and click Clear

		Reassignor or Survivor section clears



		3. Enter the Registered Agent information

		Entry is displayed



		4. Click Search

		System searches for a match and presents the potential matches



		5. Select the correct Registered Agent

		Registered Agent record is then inserted



		6. 

		Transaction continues with reviewing step 5





8. Assumptions


9. Exceptions


10. References


10.1. ..\..\DBRS\Status\BARD DBRS Status V2.doc

11. Business Rules


11.1. The Survivor Registered Agent status must be Active.

11.2. The system will insert the Survivor’s information into the Business Entities of the Reassignor.  The data is specified in CRN 003 CRN into a New Business.

11.3. Reassigned status will not be seen on online or selectable to any other entities internally.  

11.4. Multiple Reassignors can be selected.

12. Work Flow Map
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13. User Interface Design


		Work Queue

		My Queue

		Current Job

		Search

		



		…



		Reassignment Registered Agent
-



		



		Reassignor



		Registered Agent First Name

		



		Registered Agent Middle Initial

		



		Registered Agent Last Name

		



		Registered Agent Entity Name

		



		Nevada Identification Number

		



		Status

		



		



		

		Clear

		

		Add Another

		

		Search RA

		



		



		Survivor



		Registered Agent First Name

		



		Registered Agent Middle Initial

		



		Registered Agent Last Name

		



		Registered Agent Entity Name

		



		Nevada Identification Number

		



		Status

		



		



		

		Clear

		

		Search RA

		



		



		Individual with Authority to Act on Behalf of Commercial Registered Agent



		



		

		

		

		

		

		

		

		

		Reassign

		



		



		Outputs
+





14. Attribute List


		#

		Field Name

		Optional Mandatory


Conditional

		Display Type

		Data Type

		Default Value

		Dropdown/ Values

		Length

		Allow to Modify

		Validations

		Remarks/ Comments



		Reassignor Registered Agent 



		1. 

		Registered Agent First Name

		Conditional

		Text

		Alphanumeric

		None

		None

		40

		Yes

		

		



		2. 

		Registered Agent Middle Initial

		Optional

		Text

		Alphanumeric

		None

		None

		1

		Yes

		

		



		3. 

		Registered Agent Last Name

		Conditional

		Text

		Alphanumeric

		None

		None

		70

		Yes

		

		



		4. 

		Registered Agent Entity Name 

		Conditional

		Text

		Alphanumeric

		None

		None

		130

		Yes

		

		



		5. 

		Nevada Identification Number 

		Mandatory

		NV


YYYY


NNNNNNN

		Alphanumeric

		Next Available

		None

		? 15

		No

		Number is issued by the system

		



		6. 

		Status 

		Mandatory

		Text

		Alphanumeric

		None

		· Active

· Cancelled


· Convert out


· Default

· Dissolved


· Expired


· Merge/Dissolved


· Permanent Revoked


· Reassigned 


· Revoked 

· Terminated


· Withdrawal

		? 50

		No

		Reassignor’s status will change to Reassigned

		



		Survivor Registered Agent



		7. 

		Registered Agent First Name

		Conditional

		Text

		Alphanumeric

		None

		None

		40

		Yes

		

		



		8. 

		Registered Agent Middle Initial

		Optional

		Text

		Alphanumeric

		None

		None

		1

		Yes

		

		



		9. 

		Registered Agent Last Name

		Conditional

		Text

		Alphanumeric

		None

		None

		70

		Yes

		

		



		10. 

		Registered Agent Entity Name 

		Conditional

		Text

		Alphanumeric

		None

		None

		130

		Yes

		

		



		11. 

		Nevada Identification Number 

		Mandatory

		NV


YYYY


NNNNNNN

		Alphanumeric

		Next Available

		None

		? 15

		No

		Number is issued by the system

		



		12. 

		Status 

		Mandatory

		Text

		Alphanumeric

		None

		· Active


· Cancelled


· Convert out


· Default

· Dissolved


· Expired


· Merge/Dissolved


· Permanent Revoked


· Reassigned 


· Revoked 


· Terminated


· Withdrawal

		? 50

		No

		Reassingee’s status must be Active

		





15. Functionality


		Button

		Functionality



		Clear

		Clears the fields in the section selected



		Search RA

		Search for a registered agent



		Reassign

		Creates the batch job then screen returns to the Menu





4.4 CRS 005 Commercial Registered Agent Resignation


		Project Name

		Corporate Filing Re-Write

		Version

		2.2



		Application

		System for Corporate Filing



		Revision Description

		Revised from DBRS and meetings with Team

		Last Modified

		January 30, 2015



		

		Revised from Requirements meeting on 2/11/2015

		

		February 11, 2015



		

		Approved by Team

		

		February 18, 2015





1. Description


1.1. This requirement details the Commercial Registered Agent section.  On a regular basis, a Commercial Registered Agent stops representing specific entities.  This requirement will discuss this action and the ending result of the entity that is removed from the Commercial Registered Agent list of entities.  

2. Initiating Actors


2.1. Internal System for Corporate Filing.


2.2. Internal Processors assigned to the Commercial Registered Agent queue

3. Pre-Condition


3.1. The Statement of Resignation of Registered Agent form 180404 is receipted 

3.2. Statement of Resignation of Registered Agent form page 2 is receipted into the RA queue

3.3. The fee(s) of $100 and $1 for each additional entity is receipted into the Registered Agent queue.

4. Post-Condition


4.1. Commercial Registered Agent and corresponding entity records are updated.

5. Frequency


5.1. Normal use ten times per month.

6. Normal Flow


6.1. Resignation


		Action (what the processor does)

		Result (what the system does)



		1. Receiptor scans filing

		The system reads the bar code on the Statement of Resignation of Registered Agent form 180404 and the additional pages form #######



		2. 

		The system will read the Registered Agent’s name then search and retrieve that record



		3. 

		The system will read the Entity Number on the form then search and retrieve the record(s)



		3.1. 

		If the Nevada Business License Number is on the form the system will read and then search and retrieve the record(s)



		4. Verify the Registered Agent is correct

		The system properly found the record



		5. Verify the list of entities is correct

		The system properly found the records



		6. Verify the fee and payments match

		



		7. Click Resign

		7.1. The total number of entities selected are displayed


7.2. The system will verify the Amount Received meets or exceeds the Total Charges

7.3. Process continues with CRG 000 Outputs

7.4. This batch job to run after normal business hours that day and does:


7.4.1. Changes the selected entities’ Registered Agent information by removing the Registered Agent and inserting “Resigned” in the Registered Agent Name field


7.4.2. Automatic notes are inserted into the Notes table


7.4.3. Action CRAR - Commercial Registered Agent Resignation or RAR – Registered Agent Resignation is inserted into each selected entity’s record





7. Alternate Flows

7.1. The Registered Agent is incorrect.

At Step 5 


		Action (what the processor does)

		Result (what the system does)



		1. Verify the Registered Agent is correct

		The system did not find the proper record



		2. Click in the Registered Agent name field and click Clear

		Registered Agent clears



		3. Enter the Registered Agent information

		Entry is displayed



		4. Click Search

		System searches for a match and presents the potential matches



		5. Select the correct Registered Agent

		Registered Agent record is then inserted



		6. e

		Transaction continues with reviewing step 5





7.2. The entity is incorrect.

At Step 6

		Action (what the processor does)

		Result (what the system does)



		1. Verify the list of entities is correct

		The system did not find the proper record



		2. Click in the entity’s name field and click Clear

		Row clears then goes away



		3. 

		Transaction continues with reviewing step 6





7.3. An entity is missing.

At Step 6

		Action (what the processor does)

		Result (what the system does)



		1. Verify the list of entities is correct

		The system did not find the proper record



		2. Click in an entity’s name field and click Add

		A new row is inserted



		3. Enter the entity’s name or entity number

		Entry is displayed



		4. Click Search

		System searches for a match and presents the potential matches



		5. Select the correct entity

		Entity’s record is then inserted



		6. 

		Transaction continues with reviewing step 6





7.4. The Amount Received is incorrect.

At Step 7

		Action (what the processor does)

		Result (what the system does)



		1. Verify the fee and payments match

		



		2. The payment is not enough, click Reject

		Sent To section opens, follow CRG 004 Return Letter process





8. Assumptions


9. Exceptions


10. References


10.1. ..\..\DBRS\New Filings\ER - BARD DBRS New Filings  V1.3.doc

11. Business Rules


11.1. If a non-commercial registered agent is found to have ten or more entities, a report with the name and address is automatically sent to the supervisors.

11.2. The Registered Agent must submit the Statement of Resignation of Registered Agent form 180404 and future page 2.

11.2.1. Fee for one resignation is $100.

11.2.2. Fee for second and all the rest of the resignations are $1 for each entity.

11.3. When the entity’s number begins a set of letters listed below, the system will search for the Entity Number.

BT - Business Trust  


C - Corporation


CS - Corporation Sole


E - All entities since 2005


LLC - Limited Liability Company


LLP - Limited Liability Partnership


LP - Limited Partnership


MIS - General Improvement District


RN - Name reservation


SM - Service Mark


TM - Trade Name


TN - Trade Mark

11.4. When the entity’s number begins with a “NV” the system will search for the Nevada Business License Number.

11.5. When a registered agent has changed for an entity but the Commercial Registered Agent is resigning, insert the resignation and do not make changes to the entity.

12. Work Flow Map
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13. User Interface Design


		Work Queue

		My Queue

		Current Job 

		Search

		



		…



		Registered Agent Resignation
-



		



		Registered Agent



		Registered Agent First Name

		



		Registered Agent Middle Initial

		



		Registered Agent Last Name

		



		Registered Agent Entity Name

		



		Nevada Identification Number

		



		Status

		



		



		

		Clear

		

		Search RA

		



		



		 ## Resigning Entities



		Entity Name

		

		Entity Number

		



		Entity Name

		

		Entity Number

		



		Entity Name

		

		Entity Number

		



		



		

		Clear

		

		Search

		



		



		



		

		Reject

		

		

		

		

		

		

		Resign

		



		



		Outputs
+





14. Attribute List

		#

		Field Name

		Optional Mandatory


Conditional

		Display Type

		Data Type

		Default Value

		Dropdown/ Values

		Length

		Allow to Modify

		Validations

		Remarks/ Comments



		Registered Agent 



		1. 

		Registered Agent First Name

		Conditional

		Text

		Alphanumeric

		None

		None

		40

		Yes

		

		



		2. 

		Registered Agent Middle Initial

		Conditional

		Text

		Alphanumeric

		None

		None

		1

		Yes

		

		



		3. 

		Registered Agent Last Name

		Conditional

		Text

		Alphanumeric

		None

		None

		70

		Yes

		

		



		4. e

		Registered Agent Entity Name 

		Conditional

		Text

		Alphanumeric

		None

		None

		130

		Yes

		

		



		5. 

		Nevada Identification Number 

		Mandatory

		NV


YYYY


NNNNNNN

		Alphanumeric

		Next Available

		None

		? 15

		No

		Number is issued by the system

		



		6. 

		Status 

		Mandatory

		Text

		Alphanumeric

		None

		· Active

· Cancelled


· Convert out


· Default

· Dissolved


· Expired


· Merge/Dissolved


· Permanent Revoked


· Revoked 

· Terminated


· Withdrawal

		? 50

		No

		

		



		## Resigning Entities



		7. 

		Entity Name

		Mandatory

		Text

		Alphanumeric

		None

		None

		250

		Yes

		

		



		8. 

		Entity Number 

		conditional

		E


NNNNNN


YYYY

· N

		Alphanumeric

		Next Available

		None

		? 15

		No

		Number is issued by the system

		



		9. 

		Nevada Identification Number

		Conditional

		

		

		

		

		

		

		

		





15. Functionality


		Button

		Functionality



		Clear

		Clears the fields in the section selected



		Search

		Search for applicable data i.e. entity name.



		Search RA

		Search for a registered agent 



		Resign

		Creates the batch job 





4.5 CRS 006 Commercial Registered Agent Changes


		Project Name

		Commercial Recordings System Re-Write

		Version

		2.2



		Application

		System for Corporate Filing



		Revision Description

		Revised from DBRS and meetings with Team

		Last Modified

		January 30, 2015



		

		Revised from Requirements meeting on 2/11/2015

		

		February 12, 2015



		

		Approved by Team

		

		February 18, 2015



		

		Revised during Team meeting on 7/7/2015

		

		July 7, 2015



		

		Approved during meeting on 8/10/2015

		

		August 10, 2015





1. Description


1.1. This requirement details the Commercial Registered Agent section.  Commercial Registered Agents change their name, address, or individual who has authority to represent the Commercial Registered Agent.  This requirement will discuss the change action and the ending result of the Commercial Registered Agent is updated and so are the entities which they serve.  There is one section or screen which all three registered agent types are managed in.

2. Initiating Actors


2.1. Internal System for Corporate Filing.


2.2. Internal Processors assigned to the Commercial Registered Agent queue

3. Pre-Condition


3.1. One of the following forms and fees are submitted:

3.1.1. The Commercial Registered Agent Registration Statement of Change form 180204 and $60, or

3.1.2. The Statement of Change by Noncommercial Registered Agent form 180604 and $60, or

3.1.3. The Statement of Change by Registered Agent by Represented Entity form 181004 and $60.

4. Post-Condition


4.1. Registered Agent and corresponding entity records are updated.

5. Frequency


5.1. Normal use 20 times per day for 20 processors. 

6. e

6.1. Change


		Action (what the processor does)

		Result (what the system does)



		1. Receiptor scans filing

		The system reads the bar code on the form 



		2. 

		The system will read the Registered Agent’s name then search and retrieve that record



		3. Verify the Registered Agent is correct

		The system properly found the record



		4. Verify the following fields:

		



		Entity Information



		5. 

		Commercial Registered Agent name is inserted into the Registered Agent Name field



		6. 

		e-mail Address is inserted in the e-mail field



		7. 

		Entity Type is inserted into the Entity Type field



		8. 

		The Nevada Identification Number is assigned by the system



		Physical Address



		9. 

		Address is inserted into the Address field



		10. 

		City is inserted into the City field



		11. 

		State is inserted into the State field



		12. 

		Zip is inserted into the Zip field



		Mailing Address



		13. 

		Address Line 1 is inserted into the Address Line 1 field



		14. 

		Address Line 2 is inserted into the Address Line 2 field



		15. 

		City is inserted into the City field



		16. 

		State is inserted into the State field



		17. e

		Zip is inserted into the Zip field



		Individual with Authority to Act on Behalf of Commercial Registered Agent



		18. 

		Name is inserted into the Name field



		19. 

		Phone Number is inserted into the Phone Number field



		20. 

		Address is inserted into the Address field



		21. 

		City is inserted into the City field



		22. 

		State is inserted into the State field



		23. 

		Zip is inserted into the Zip field



		24. 

		Automatic notes are inserted into the Notes table



		25. Verifies all data matches scanned form

		System correctly interpreted the form.  The registered agent information will update to all entities regardless of entity status with notes nightly.



		26. Click Supporting Documents, Click the “-” on the Supporting Documents’ row, or tab to Next then the Enter key

		Commercial and Non-Commercial Agent collapses and the next step expands





7. Alternate Flows

7.1. The Registered Agent is incorrect.

At Step 4 


		Action (what the processor does)

		Result (what the system does)



		1. Verify the Registered Agent is correct

		The system did not find the proper record



		2. Click in the Registered Agent name field and click Clear

		Registered Agent clears



		3. Enter the Registered Agent information

		Entry is displayed



		4. Click Search

		System searches for a match and presents the potential matches



		5. Select the correct Registered Agent

		Registered Agent record is then inserted



		6. 

		Transaction continues with reviewing step 4





7.2. The change is incorrectly updated

At Step 5

		Action (what the processor does)

		Result (what the system does)



		1. Verify the following fields:

		The system did not properly record the change



		2. Click in the field and click Clear

		Field clears



		3. Enter the correct information

		Entry is displayed



		4. 

		Transaction continues with reviewing 





8. Assumptions


9. Exceptions


10. References


10.1. ..\..\DBRS\Status\BARD DBRS Status V2.doc

11. Business Rules


11.1. If a non-commercial registered agent is found to have nine or more entities: 

11.1.1. A report with the name and address is automatically sent to the supervisors,

11.1.2. The transaction is stopped, and 

11.1.3. A return letter must be processed.

11.2. The Registered Agent must submit the Statement of Change on the appropriate form.

11.2.1. Fee is $60 for each change form.

11.3. The Registered Agent information is updated on all linked entities regardless of status.

11.4. Add  “Not Valid” status but only supervisors and lead processors and deputies can insert this 

11.5. When a RA or individual with zero entities, the RA or individual will be deleted by the system nightly. 

11.6. The registered agent information will update to all entities regardless of entity status with notes nightly.

12. Work Flow Map
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13. User Interface Design


		Work Queue

		My Queue

		Current Job 

		Search

		



		…



		Commercial Registered Agent
-



		



		Type of Registered Agent (



		Registered Agent First Name

		



		Registered Agent Middle Initial

		



		Registered Agent Last Name

		



		Registered Agent Entity Name

		



		e-mail Address

		



		Nevada Identification Number

		



		Status

		

		Administrative Hold

		



		Registered Agent Physical Address



		Address

		



		City

		

		State

		

		Zip

		



		Registered Agent Mailing Address



		Address 1 or In Care of

		



		Address 2

		



		City

		

		State

		

		Zip

		



		



		

		Search RA

		

		

		

		

		



		



		Individual with Authority to Act on Behalf of Commercial Registered Agent



		Name

		



		Phone Number

		



		Physical Address



		Address

		



		City

		

		State

		

		Zip

		



		



		

		

		

		Clear

		

		

		

		

		Next

		



		



		…



		Outputs
+





14. Attribute List


		#

		Field Name

		Optional Mandatory


Conditional

		Display Type

		Data Type

		Default Value

		Dropdown/ Values

		Length

		Allow to Modify

		Validations

		Remarks/ Comments



		Registered Agent Information



		1. 

		Registered Agent Type

		Mandatory

		Text

		Alphanumeric

		None

		· NRS 77.320 Commercial Registered Agent (CRA) 


· CRA – Corporation


· CRA – Limited Partnership


· CRA – Limited-Liability Corporation


· CRA – Limited-Liability Limited Partnership


· CRA – Limited-Liability Partnership

· CRA – Other

· CRA – Sole Entity

		

		Yes

		

		



		2. 

		Registered Agent First Name

		Conditional

		Text

		Alphanumeric

		None

		None

		40

		Yes

		

		



		3. 

		Registered Agent Middle Initial

		Conditional

		Text

		Alphanumeric

		None

		None

		1

		Yes

		

		



		4. 

		Registered Agent Last Name

		Conditional

		Text

		Alphanumeric

		None

		None

		70

		Yes

		

		



		5. 

		Registered Agent Entity Name 

		Conditional

		Text

		Alphanumeric

		None

		None

		130

		Yes

		

		



		6. 

		E-mail Address

		Mandatory

		Text

		Alphanumeric

		None

		None

		60

		Yes

		From existing Commercial Registered Agent’s record

		



		7. 

		Nevada Identification Number 

		Mandatory

		NV


YYYY


NNNNNNN

		Alphanumeric

		Next Available

		None

		? 15

		No

		Number is issued by the system

		



		8. 

		Status

		Mandatory

		Text

		Alpha

		Active

		· Active


· Not Valid


· Terminated


· Reassigned

		

		Yes

		

		



		9. 

		Administrative Hold

		Optional

		Dropdown

		Alpha

		No

		· Yes


· No

		

		Yes

		Only Deputy or supervisor profile can update this field

		



		Registered Agent Physical Address



		10. 

		Address

		Mandatory

		Text

		Alphanumeric

		None

		

		60

		

		

		



		11. 

		City 

		Mandatory

		Text

		Alphanumeric

		None

		

		50

		

		Use only city


names 

		



		12. 

		State

		Mandatory

		Text

		Alphanumeric

		None

		NV

		2

		No

		Authorized two-letter state abbreviation

		



		13. 

		Zip 

		Mandatory

		NNNNN

		Numeric

		None

		

		5

		Yes

		

		



		14. 

		+four (Zip)

		Optional

		-NNNN

		Numeric

		None

		

		5

		Yes

		

		



		Registered Agent Mailing Address



		15. 

		Address Line 1 

		Mandatory

		Text

		Alphanumeric

		None

		

		60

		

		Street number and name (including pre-directional, suffix, and post-directional or rural route and


box number (RR 5 BOX 10), highway contract route and box number (HC 4


BOX 45), or post office box number (PO BOX 458), and “In Care of” 

		



		16. 

		Address Line 2 

		Optional

		Text

		Alphanumeric

		None

		

		60

		

		Secondary address unit designator and number such as an apartment or


suite number (APT 202, STE 100).

		



		17. 

		City 

		Mandatory

		Text

		Alphanumeric

		None

		

		50

		

		Use only city


names 

		



		18. 

		State

		Mandatory

		Text

		Alphanumeric

		None

		NV

		2

		No

		Authorized two-letter state abbreviation

		



		19. 

		Zip 

		Mandatory

		NNNNN

		Numeric

		None

		

		5

		Yes

		Correct 5-digit ZIP Code 

		



		20. 

		+four (Zip)

		Optional

		-NNNN

		Numeric

		None

		

		5

		Yes

		ZIP+4 code

		



		Individual with Authority to Act on Behalf of Commercial Registered Agent



		21. 

		First Name

		Mandatory

		Text

		Alphanumeric

		None

		None

		40

		Yes

		From existing Commercial Registered Agent’s record

		



		22. 

		Middle Initial

		Optional 

		Text

		Alphanumeric

		None

		None

		1

		Yes

		From existing Commercial Registered Agent’s record

		



		23. 

		Last Name

		Mandatory

		Text

		Alphanumeric

		None

		None

		70

		Yes

		From existing Commercial Registered Agent’s record

		



		24. 

		Phone Number

		Mandatory

		Text

		Numeric

		None

		None

		10

		Yes

		From existing Commercial Registered Agent’s record

		



		25. 

		Address 

		Mandatory

		Text

		Alphanumeric

		None

		

		60

		

		

		



		26. 

		City 

		Mandatory

		Text

		Alphanumeric

		None

		

		50

		

		Use only city


names 

		



		27. 

		State

		Mandatory

		Text

		Alphanumeric

		None

		NV

		2

		Yes

		Authorized two-letter state abbreviation

		



		28. 

		Zip 

		Mandatory

		NNNNN

		Numeric

		None

		

		5

		Yes

		

		



		29. 

		+four (Zip)

		Optional

		-NNNN

		Numeric

		None

		

		5

		Yes

		ZIP+4 code

		





15. Functionality


		Button

		Functionality



		Search RA

		Search for a registered agent



		Clear

		Clears the fields in the section selected



		Next

		Collapses current section and expands the next.





4.6 CRS 007 Entity Registered Agent Update


		Project Name

		Corporate Filing Re-Write

		Version

		2.1



		Application

		System for Corporate Filing



		Revision Description

		Updated from original DBRS

		Last Modified

		February 3, 2015



		

		Revised from Requirements meeting on 2/11/2015

		

		February 12, 2015



		

		Approved by Team

		

		February 18, 2015





1. Description


1.1. This requirement details the changing from one Commercial or Non- Commercial Registered Agent, or Office or Position with Entity to a new one.  The change is caused by an action being submitted by the entity.  The Statement of change of Registered Agent by represented entity form 181004 must be submitted. 


2. Initiating Actors


2.1. Internal System for Corporate Filing


2.2. Internal Processors assigned to Status


3. Pre-Condition


3.1. The Statement of change of Registered Agent by represented entity form 181004 is scanned into the system and entity exists.  


3.2. System searches for entity and that record is retrieved.


4. Post-Condition


4.1. Entity has their new Commercial or Non-Commercial Registered Agent or Office or Position on record.

5. Frequency


5.1. Normal use is approximately 50 transactions occur per day for 20 processors.

6. Normal Flow


6.1. ARA – Acceptance of Registered Agent action

		Action (what the processor does)

		Result (what the system does)



		1. Clicks Next

		Registered Agent section opens



		2. 

		The Commercial or Non- Commercial Registered Agent, or Office or Position with Entity Type is displayed as indicated on the change form



		3. 

		To search by name for any RA and Individual for Entity and present potential matches to be merged



		4. Select RA s that need to be merged

		At the time the job is committed the entities will be assigned to the new CRA



		5. Manually search for RA enter entity and individual names

		



		6. 

		The Name is inserted into the Name field



		Physical Address



		7. 

		Address is inserted in the correct field



		8. 

		City is inserted in the correct field



		9. e

		State is inserted in the correct field



		10. 

		Zip is inserted in the correct field



		Mailing Address



		11. 

		Address Line 1 is inserted in the correct field



		12. 

		Address Line 2 is inserted in the correct field



		13. 

		City is inserted in the correct field



		14. 

		State is inserted in the correct field



		15. 

		Zip is inserted in the correct field



		16. Verifies all data matches scanned form

		System correctly interpreted the form



		17. Click Next 

		Commercial and Non-Commercial Agent collapses and the next step expands





7. Alternate Flows

7.1. The data for the Commercial or Non- Commercial Registered Agent, or Office or Position with Entity is incorrect.

At Step 13 

		Action (what the processor does)

		Result (what the system does)



		1. Verifies all data matches scanned form

		System incorrectly interpreted the Commercial or Non- Commercial Registered Agent, or Office or Position with Entity data



		2. Select field  Type of Registered Agent from the articles form

		Selection is displayed, and/or



		3. Enter Name of Registered Agent

		Entry is displayed, and/or



		4. Enter Street Address, City, NV, and Zip

		Entry is displayed, and/or



		5. Enter Address Line 1 or In Care of

		Entry is displayed, and/or



		6. Enter Address Line 2, City, NV, and Zip

		Entry is displayed, and/or



		7. 

		Transaction continues with reviewing step 13





8. Assumptions


9. Exceptions


10. References


10.1. ..\..\DBRS\Status\BARD DBRS Status V2.doc

11. Business Rules


11.1. Registered Agent Change form 181004 causes the RAC action for the entity and will enable the fields in this section.

11.1.1. When ALO or MLO actions are being filed the ARA action will have a $60 charge.

11.2. “Registered Agent Acceptance” form 180304 will be revised in future to add the second address line for the mailing address.

11.3. Physical and mailing address must be in Nevada.

11.3.1. Text description of the physical address is acceptable.

11.3.2. CRA cannot be added during this transaction, the Add New button would not be enabled

12. Work Flow Map
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13. User Interface Design


		Work Queue

		My Queue

		Current Job

		Search

		



		



		…



		



		Registered Agent
-



		



		Type of Registered Agent (



		Registered Agent Name

		



		e-mail Address

		



		Registered Agent Physical Address



		Address

		



		City

		

		State

		NV

		Zip

		



		Registered Agent Mailing Address



		Address 1 or In Care of

		



		Address 2

		



		City

		

		State

		NV

		Zip

		



		



		

		Search RA

		

		Add New

		

		Use as Submitter

		



		



		



		

		

		

		Reject

		

		

		

		

		Next

		



		



		



		Outputs
+





14. Attribute List


		#

		Field Name

		Optional Mandatory


Conditional

		Display Type

		Data Type

		Default Value

		Dropdown/ Values

		Length

		Allow to Modify

		Validations

		Remarks/ Comments



		Registered Agent Information



		1. 

		Registered Agent Type

		Mandatory

		Text

		Alphanumeric

		None

		· Commercial 

· Non-Commercial 

· Office or Position with Entity

		

		Yes

		Read from the articles form or if match is found, use the existing data

		



		2. 

		Registered Agent Name 

		Mandatory

		Text

		Alphanumeric

		None

		None

		130

		Yes

		

		



		3. 

		E-mail Address

		Conditional

		Text

		Alphanumeric

		None

		None

		60

		Yes

		· Mandatory for existing Commercial Registered Agent


· Optional for Registered Agent

		



		Registered Agent Physical Address



		4. 

		Address 

		Mandatory

		Text

		Alphanumeric

		None

		

		60

		

		

		



		5. 

		City 

		Mandatory

		Text

		Alphanumeric

		None

		

		50

		

		

		



		6. 

		State

		Mandatory

		Text

		Alphanumeric

		NV

		NV

		2

		No

		Only NV is allowable

		



		7. 

		Zip 

		Mandatory

		NNNNN

		Numeric

		None

		

		5

		Yes

		

		



		8. 

		+four (Zip)

		Optional

		-NNNN

		Numeric

		None

		

		5

		Yes

		

		



		Registered Agent Mailing Address



		9. 

		Address Line 1 

		Mandatory

		Text

		Alphanumeric

		None

		

		60

		Yes

		Street number and name (including pre-directional, suffix, and post-directional or rural route and


box number (RR 5 BOX 10), highway contract route and box number (HC 4


BOX 45), or post office box number (PO BOX 458), and “In Care of” 

		



		10. 

		Address Line 2 

		Optional

		Text

		Alphanumeric

		None

		

		60

		Yes

		Secondary address unit designator and number such as an apartment or


suite number (APT 202, STE 100).

		



		11. 

		City 

		Mandatory

		Text

		Alphanumeric

		None

		

		50

		Yes

		Use only city names 

		



		12. 

		State

		Mandatory

		Text

		Alphanumeric

		NV

		NV

		2

		No

		Only NV is allowable

		



		13. 

		Zip 

		Mandatory

		NNNNN

		Numeric

		None

		

		5

		Yes

		Correct 5-digit ZIP Code 

		



		14. 

		+four (Zip)

		Optional

		-NNNN

		Numeric

		None

		

		5

		Yes

		ZIP+4 code

		





15. Functionality


		Button

		Functionality



		Search RA

		Search for a registered agent.



		Add New

		Clears fields and allows data entry.



		Use as Submitter

		Copies the name and address into the Submitter area.



		Reject

		Opens the Return Letter window, the section will be processed as a return letter



		Next

		Collapses current section and expands the next.
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The Archive Process (as defined by NV SOS UCC Team) is actually defined as making a security copy of the filings (copies of filings to roll film). After a security copy is made by Micrographics, the filings currently still remain active in the UCC System. 



UCC currently uses an application called ‘eSoS Archive Writer’ to select eligible images (up to 6,000 images / roll) which is then extracted from Image Services (IS) and placed into a user defined folder either on local or network drive. 

[image: ]UCC Team to login with valid credentials.

Once entered and ‘login’ is clicked, the fields / options below will be enabled.

‘Big Blip/Medium Blip’ must be checked. This identifies roll size to Micrographics.





[image: ]‘UCC Filings’ and ‘File Stamp’ to be checked means only committed filings. Archival will not include correspondence document type, payment document type, Acknowledgement Letters. Only the FILINGS.
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The new archiving or security copy process will require a new browser based user interface written in .NET which may either be incorporated into the new UCC browser based interface or will be written as a stand-alone application.   The user interface will allow for UCC specific functions of identifying ONLY committed filings.  The following table describes the requirements which will be addressed to continue the interface with Micrographics.  













































		Archiving Requirements #

		Requirement

		Description



		1.0

		Only Committed Filings to be Sent to Micrographics

		This includes both UCC and Tax Lien Filings.



		2.0

		Committed Filings should remain active (also in compliance with Lapse Dates for the filings) in UCC system once filings sent to Micrographics

		If Rejection Letter goes out, the filings that are included in a rejection letter will not be sent to Micrographics.



		3.0

		All committed filing documents sent to Micrographics should have a filing stamp on the document

		Only the first page will have the filing stamp



		4.0

		PDF Documents will be archived (secure copies) by being sent to Micrographics to place files on roll film

		Per discussion with Micrographics on 10/13/2015, RSCA will send single page TIFF images that’ll burst from multipage PDFs. TIFF images needs to be Group 4 Black & White for UCC and Tax Lien Filings. 



		5.0

		The User Interface should allow for a configurable parameter to allow how many images/PDF that will be used to generate the image/roll

		The current archival process  defaults to 6000 Images/Roll



		6.0

		No Payments documents will be sent to Micrographics for secure copy

		Only committed filing documents will be sent to Micrographics. Any attachment that will come from online (i.e. collateral attachments) will be attached to the UCC Filings and sent over to Micrographics. 



		7.0

		No Acknowledgement and/or Rejection Letter documents will be sent to Micrographics for secure copy

		Only committed filing documents will be sent to Micrographics. Any attachment that will come from online (i.e. collateral attachments) will be attached to the UCC Filings and sent over to Micrographics.



		8.0

		For a UCC11 Filing, nor the form or the resulting search and/or copy request will be sent to Micrographics.

		UCC11 does not receive file stamp.



		9.0

		No Correspondence documents will be sent to Micrographics for secure copy

		Only committed filing documents will be sent to Micrographics. Any attachment that will come from online (i.e. collateral attachments) will be attached to the UCC Filings and sent over to Micrographics.



		10.0

		A configurable parameter should be included in UI to allow the user to specify which temporary directory the documents will be exported to from P8. This temporary directory will house the files to be  sent to Micrographics



		



		11.0

		The criteria used to identify documents to be sent to Micrographics should be:

1. Job must be completed (all of the documents processed) 

Document/Filing to be archived must be flagged with type that is defined as “Edoctype_isFiling” in the EsosDoctype table in the NV_ESOS_Prod database 

		



		12.0

		An AWIS List similar as sample  (shown in the right ) will be sent to Micrographic which will accompany the exported images

		This is the file which is generated as documents are exported from Filenet and sent over to Micrographic

[image: ]



		13.0

		UCC team to have the ability to re-run the AWIS list file (export file). 

		This would occur of the number of images and the number of line items in the AWIS List do not match.



		14.0

		The P8 system should mark a filing once it has been sent to Micrographics ( for creation of secure copy) 

		User will also have the ability to rerun the export.



		15.0

		If a filing fails to export to Micrographics, it will not mark the filing (item 13.0 above), and will remain eligible to export to Micrographics in a subsequent export.

		



		16.0

		A report can be generated on the file numbers that do not have a roll / frame associated to them.

		This will allow UCC User to see which filings are still eligible for export to Micrographics.



		17.0

		Micrographic to return a file which will be imported into FileNet which will identify all records which were copied to Microfilm and determine the roll and frame number which will be updated back in P8

		Once document comes back from Micrographics it’ll be locked and cannot make any changes. 

NOTE: P8 will store the roll and starting frame number for each filing.



		18.0

		User should be able to view particular document which shows roll and frame number.

		P8 will store the roll and starting frame number for each filing.



		19.0

		The version sent to Micrographics shall be Non-Redacted Images only.
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· Archival is defined as being purged from the system. 

· Purge to be done at the filing and job level

· The “Lapsed Date” is the date when a UCC and/or Tax Lien Filing is no longer active.

· Filings to be purged Lapse + 1 year.



The following table describes the lapse rules which will be employed and incorporated into the retention and archival process. All the lapse rules can be found in this spreadsheet 






Table 1- Archiving Lapse Rules

		Req #

		Filing Type

		Lapse Rule

		Comments

		Purge

(Lapse + 1 yr)

(Y/N/TBD)



		01

		Utility Filings

		Never Lapses or Expires

		Utility Filings never lapse, but customers can still file Continuation (for Utility Filing - no validations on Lapse Date - so Customers may file a continuation on any Utility Filings at any time)

		N



		02

		Manufactured Homes 

		Lapses 30 years from the day from the original filing

(NO CONTINUATION)

		

		Y



		03

		Manufactured Homes

		Lapses 35 years from the day from the original filing

(WITH CONTINUATION)

		For Manufactured Home Continuation adds (5 Yrs). Customers may file multiple Continuation(s) within (6) months of Lapse Date. 

		Y



		04

		Public Financing Statement

		Lapses 30 years from the day from the original filing

(NO CONTINUATION)

		

		Y



		05

		Public Financing Statement

		Lapses 35  years from the day from the original filing

(WITH CONTINUATION)

		For Public Financing Statement, Continuation adds (5 Yrs). Customers may file multiple Continuation(s) within (6) months of Lapse Date. 

		Y



		06

		Correspondence (Job Level)

		Correspondence is at Job Level and will remain active as long as the last filing in the job is active.





		As long as filing is active (not lapsed+1 year), Correspondence information to remain in the system. 

		Y



		07

		Payments (Job Level)

		Payments are at Job Level and will remain active as long as the last filing in the job is active.

		As long as filing is active (not lapsed+1 year), Payment information to remain in the system. 

		Y



		08

		All other UCC documents

		Lapses 5 years from the date of the original filing

(NO CONTINUATION)

		

		Y



		09

		All other UCC documents

		Lapses 10 years from the date of the original filing 

(WITH CONTINUATION)

		Lapse Date is extended (by 5 years) with 'Continuation' filing. Customers may file multiple Continuation(s) within (6) months of Lapse Date.

		Y



		10

		Notice of Federal Tax Lien

		Lapses 10 years, 1 month after original filing date.

(NO REFILING)

		



		Y



		11

		Notice of Tax Lien Certificate of Release

		Lapses 10 years, 1 month after original filing date.

(NO REFILING)

		

		Y



		12

		Notice of Tax Lien Certificate of Subordination

		Lapses 10 years, 1 month after original filing date.

(NO REFILING)

		

		Y



		13

		Notice of Tax Lien Correction

		Lapses 10 years, 1 month after original filing date.

(NO REFILING)

		

		Y



		14

		Notice of Tax Lien Withdrawal

		Lapses 10 years, 1 month after original filing date.

(NO REFILING)

		

		Y



		15

		Notice of Tax Lien Revocation of Certificate of Release of Federal Tax Lien

		Lapses 10 years, 1 month after original filing date.

(NO REFILING)

		

		Y



		16

		Notice of Tax Lien Certificate of Non-attachment

		Lapses 10 years, 1 month after original filing date.

(NO REFILING)

		

		Y



		17

		Discharge of Property

		Lapses 10 years, 1 month after original filing date.

(NO REFILING)

		

		Y



		18

		Notice of Tax Lien Withdrawal After Release

		Lapses 10 years, 1 month after original filing date.

(NO REFILING)

		

		Y



		19

		Amendment

		Lapses 10 years, 1 month after original filing date.

(NO REFILING)

		

		Y



		20

		Notice of Tax Lien Refiling

		Lapse 20 years from the date of the original filing 

(WITH REFILING)



		IRS can submit re-file at anytime during the active period.  



		Y



		21

		All UCC Filings

		Ability to manually purge UCC Filings

		

		



		22

		Acknowledgement Letter







		The Acknowledgement Letters will be archived and purged based on the last active filing in the “Job”.

		As long as filing is active (not lapsed+1 year), related Acknowlegement Letter to remain in the system.

		Y
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Sheet1


			UCC / TL?			File Type			Job / File Level?			Lapse Rules			Comments			Purge
(Lapse + 1 yr)
(Y/N/TBD)


			UCC			Utility Filings			File Level			Never Lapses or Expires			Utility Filings never lapse, but customers can still file Continuation (for Utility Filing - no validations on Lapse Date - so Customers may file a continuation on any Utility Filings at any time)			N


			UCC			Manufactured Homes 			File Level			Lapses 30 years from the day from the original filing
(NO CONTINUATION)						Y


			UCC			Manufactured Homes			File Level			Lapses 35 years from the day from the original filing
(WITH CONTINUATION)			For Manufactured Home Continuation adds (5 Yrs). Customers may file multiple Continuation(s) within (6) months of Lapse Date. 			Y


			UCC			all other UCC documents			File Level			Lapses 30 years from the day from the original filing
(NO CONTINUATION)						Y


			UCC			Public Financing Statement			File Level			Lapses 35 years from the day from the original filing
(WITH CONTINUATION)			For Public Financing Statement, Continuation adds (5 Yrs). Customers may file multiple Continuation(s) within (6) months of Lapse Date			Y


						Correspondence			File Level			Correspondence is at Job Level and will remain active as long as the last filing in the job is active.			As long as filing is active (not lapsed+1 year), Payment information to remain in the system. 


						Payments			File Level			Payments are at Job Level and will remain active as long as the last filing in the job is active.			As long as filing is active (not lapsed+1 year), Correspondence information to remain in the system. 


						All other UCC documents			File Level			Lapses 5 years from the date of the original filing
(NO CONTINUATION)						Y


						All other UCC documents			File Level			Lapse 10 years from the date of the original filing 
(WITH CONTINUATION)			Lapse Date is extended (by 5 years) with 'Continuation' filing. Customers may file multiple Continuation(s) within (6) months of Lapse Date.			Y


			TL			Notice of Federal Tax Lien			File Level			Lapses 10 years, 1 month after original filing date.
(NO REFILING)						Y


			TL			Notice of Tax Lien Certificate of Release			File Level			Lapses 10 years, 1 month after original filing date.
(NO REFILING)						Y


			TL			Notice of Tax Lien Certificate of Subordination			File Level			Lapses 10 years, 1 month after original filing date.
(NO REFILING)						Y


			TL			Notice of Tax Lien Correction			File Level			Lapses 10 years, 1 month after original filing date.
(NO REFILING)						Y


			TL			Notice of Tax Lien Withdrawal			File Level			Lapses 10 years, 1 month after original filing date.
(NO REFILING)						Y


			TL			Notice of Tax Lien Revocation of Certificate of Release of Federal Tax Lien			File Level			Lapses 10 years, 1 month after original filing date.
(NO REFILING)						Y


			TL			Notice of Tax Lien Certificate of Non-attachment			File Level			Lapses 10 years, 1 month after original filing date.
(NO REFILING)						Y


			TL			Discharge of Property			File Level			Lapses 10 years, 1 month after original filing date.
(NO REFILING)						Y


			TL			Notice of Tax Lien Withdrawal After Release			File Level			Lapses 10 years, 1 month after original filing date.
(NO REFILING)						Y


			TL			Amendment			File Level			Lapses 10 years, 1 month after original filing date.
(NO REFILING)						Y


			TL			Notice of Tax Lien Refiling			File Level			Lapse 20 years from the date of the original filing 
(WITH REFILING)			IRS can re-file at anytime during the active period.  			Y


						Acknowledgemenet Letter			Job Level			The Acknowledgement Letters will be archived and purged based on the last active filing.						Y


						


Purnima Villanueva: Purnima Villanueva:
Where's Acknolwedgement Letter? The fact it lapses based on the longest active filing included in the job.
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UCC has manually redacted images dating back from 1967 through March 2010. These images are stored on an External Storage Device. 

NOTE: The External Storage Device holds a copy of all images from 1967 – March 2010 (both redacted and un-redacted). The originals of these images (un-redacted) remain on Image Services (IS).

The purpose of this requirement is to bulk import ONLY the redacted images from the External Storage Device to Image Services (IS). NV UCC plans to identify all the redacted images on the External Storage Device. 

Additionally, RSCA will be migrating images from the existing Image Services system to P8.  This will occur prior to the new system going live.  

The following table describes the lapse rules. All the lapse rules can be found in this spreadsheet 






Table 1- Bulk Import of Redacted Images

		Requirement #

		Requirement

		Description

		Comments



		1.0

		Redacted images/documents (the entire redacted document version) will be imported into the existing Image Services System



		Documents currently are stored on an external drive

		Nevada SOS will determine which documents have been redacted prior to importing them back to Image Services

NOTE: If an image(s) within a document has been redacted, the entire document will be imported into the existing system.



		2.0

		Un-Redacted Images/Documents will NOT be re-imported into Image Services (IS)



		Un-redacted Images are already in Image Services and therefore don’t need to be re-imported 

		NOTE: If an image(s) within a document has been redacted, the entire document will be imported into the existing system.



		3.0

		Only “Active” (non lapsed or non-purged ) redacted images will be re-imported back into Image Services

		

		Please refer to ‘Lapse Rules’ spreadsheet attached above this table in section 1.1 Overview, for this project.



		4.0

		RSCA will link the identified FileNet ID’s to job numbers in ESOS to determine which images have been “Purged” or “Lapsed + one (1) year”

		

		



		5.0

		Images which are considered lapsed and NOT imported will be “lapse date + 1 year”
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Current UCC documents ( both paper and web submittals ) are stored in Image Services today as TIFF individual pages.  As part of this project, RSCA will be migrating the images from the existing Image Services (IS) to IBM FileNet P8.  As part of this migration, RSCA will convert the individual TIFF images to PDF format and then store the migrated documents in the new P8 system.  In order for the migration to commence, the criteria for the migration will be that the Nevada UCC must have committed the filings and there is no pending jobs/filings to be processed.



Additionally, RSCA also will take the existing Acknowledgement (ACK ) letters which exist on the UCC network filesystem in PDF format and also import and link the PDF documents to existing processed job numbers.





Below is a list of requirements which will be satisfied by this migration. 



Table 2- Image Services Migration

		Requirement #

		Requirement

		Description

		Comments



		1.0

		Only “Active” non –purged and non – lapsed images will be migrated to P8

		 

		 Please refer to ‘Lapse Rules’ spreadsheet attached above this table in section 1.1 Overview, for this project.



		2.0

		Only UCC and Tax Lien Filings/Images will be migrated to P8 from Image Services

		 

		



		3.0

		Non-Committed Filings@Work UCC documents will be migrated to P8

		

		



		4.0

		RSCA will convert all migrated TIFF images to PDF

		

		



		5.0

		Images which are considered lapsed and NOT imported will be “lapse date + 1 year”

		

		



		6.0

		TIFF images in Image Services will be converted to PDF ( Non-Searchable )  documents before being ingested into P8

		

		Since images are stored in IS as TIFF, they are non-searchable.  RSCA will convert the images to PDF since the new UCC system now supports PDF documents



		7.0

		RSCA will ONLY migrate “Active” Completed Filings to P8

		

		



		8.0

		RSCA will NOT migrate “In-Progress” images to P8

		

		Nevada SOS will need to complete any active “in-progress” filings and complete any @Work processes before any images will be migrated.



		9.0

		UCC1 associated images will be merged into a single PDF before any import to P8

		

		



		10.0

		UCC3 associated images will be merged into a single PDF before any import to P8

		

		



		11.0

		UCC5 associated images will be merged into a single PDF before any import to P8

		

		



		12.0

		UCC11 associated images will be merged into a single PDF before any import to P8

		

		



		

		Each of the following Tax Lien Filings will be merged into a single PDF before import to P8:

Notice of Federal Tax Lien *

Notice of Tax Lien Refiling

Notice of Tax Lien Certificate of Release 

Notice of Tax Lien Certificate of Subordination

Notice of Tax Lien Correction

Notice of Tax Lien Withdrawal

Notice of Tax Lien Revocation of Certificate of Release of Federal Tax Lien

Notice of Tax Lien Certificate of Non-attachment

Discharge of Property

Notice of Tax Lien Withdrawal After Release 

Amendment 

		

		



		13.0

		Acknowledgement Letters which are stored as PDF documents in a network file store will need to be migrated to P8

		

		Current Ack letters which Nevada creates are stored as PDF documents and stored on a network file system today.










[bookmark: _Toc430949565]Search Templates

[bookmark: _Toc430949566]Overview

Once documents have been migrated to the new P8 system, the UCC staff must be able to search for their documents.  Search templates for both migrated as well as “day forward” will be created to allow the UCC operators to search for their documents.  Please see below the requirements around searching for documents in the new P8 system.

Table 3- Searching

		Requirement #

		Requirement

		Description

		Comments



		1.0

		Search template in P8 should allow users to search UCC documents by the following fields:

· DEBTOR NAME

· SECURED PARTY NAME

· JOB NUMBER

· FILENET NUMBER

· IFSN NUMBER

· TAXPAYER

· LIENHOLDER

· SUBMITTER NAME

· TRUST ACCOUNT NUMBER

· JOB DESCRIPTION

· CHECK NUMBER

· DATE OF FILING

· PROCESSOR

· JOB SUMMARY

· BACK DATE TIME

· DOCUMENT TYPE

· PURGED DOCUMENTS

		 

		Doc ID shall only be searchable on migrated documents.  The New P8 Doc ID is an unintelligible long string

This requirement will only apply to documents migrated from Image Services and not the Ack Letters which reside on a network file system



		2.0

		Search template identified in requirement 1.0  will NOT work for the ACK letters being migrated from the network file system into P8

A new search template will be created to for acknowledgement letter to search ONLY by:

· Job Number
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Lapse Rules.xlsx




Lapse Rules.xlsx

Sheet1


			UCC / TL?			File Type			Job / File Level?			Lapse Rules			Comments			Purge
(Lapse + 1 yr)
(Y/N/TBD)


			UCC			Utility Filings			File Level			Never Lapses or Expires			Utility Filings never lapse, but customers can still file Continuation (for Utility Filing - no validations on Lapse Date - so Customers may file a continuation on any Utility Filings at any time)			N


			UCC			Manufactured Homes 			File Level			Lapses 30 years from the day from the original filing
(NO CONTINUATION)						Y


			UCC			Manufactured Homes			File Level			Lapses 35 years from the day from the original filing
(WITH CONTINUATION)			For Manufactured Home Continuation adds (5 Yrs). Customers may file multiple Continuation(s) within (6) months of Lapse Date. 			Y


			UCC			all other UCC documents			File Level			Lapses 30 years from the day from the original filing
(NO CONTINUATION)						Y


			UCC			Public Financing Statement			File Level			Lapses 35 years from the day from the original filing
(WITH CONTINUATION)			For Public Financing Statement, Continuation adds (5 Yrs). Customers may file multiple Continuation(s) within (6) months of Lapse Date			Y


						Correspondence			File Level			Correspondence is at Job Level and will remain active as long as the last filing in the job is active.			As long as filing is active (not lapsed+1 year), Payment information to remain in the system. 


						Payments			File Level			Payments are at Job Level and will remain active as long as the last filing in the job is active.			As long as filing is active (not lapsed+1 year), Correspondence information to remain in the system. 


						All other UCC documents			File Level			Lapses 5 years from the date of the original filing
(NO CONTINUATION)						Y


						All other UCC documents			File Level			Lapse 10 years from the date of the original filing 
(WITH CONTINUATION)			Lapse Date is extended (by 5 years) with 'Continuation' filing. Customers may file multiple Continuation(s) within (6) months of Lapse Date.			Y


			TL			Notice of Federal Tax Lien			File Level			Lapses 10 years, 1 month after original filing date.
(NO REFILING)						Y


			TL			Notice of Tax Lien Certificate of Release			File Level			Lapses 10 years, 1 month after original filing date.
(NO REFILING)						Y


			TL			Notice of Tax Lien Certificate of Subordination			File Level			Lapses 10 years, 1 month after original filing date.
(NO REFILING)						Y


			TL			Notice of Tax Lien Correction			File Level			Lapses 10 years, 1 month after original filing date.
(NO REFILING)						Y


			TL			Notice of Tax Lien Withdrawal			File Level			Lapses 10 years, 1 month after original filing date.
(NO REFILING)						Y


			TL			Notice of Tax Lien Revocation of Certificate of Release of Federal Tax Lien			File Level			Lapses 10 years, 1 month after original filing date.
(NO REFILING)						Y


			TL			Notice of Tax Lien Certificate of Non-attachment			File Level			Lapses 10 years, 1 month after original filing date.
(NO REFILING)						Y


			TL			Discharge of Property			File Level			Lapses 10 years, 1 month after original filing date.
(NO REFILING)						Y


			TL			Notice of Tax Lien Withdrawal After Release			File Level			Lapses 10 years, 1 month after original filing date.
(NO REFILING)						Y


			TL			Amendment			File Level			Lapses 10 years, 1 month after original filing date.
(NO REFILING)						Y


			TL			Notice of Tax Lien Refiling			File Level			Lapse 20 years from the date of the original filing 
(WITH REFILING)			IRS can re-file at anytime during the active period.  			Y


						Acknowledgemenet Letter			Job Level			The Acknowledgement Letters will be archived and purged based on the last active filing.						Y


						


Purnima Villanueva: Purnima Villanueva:
Where's Acknolwedgement Letter? The fact it lapses based on the longest active filing included in the job.
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[bookmark: _Toc391371874]Phase 2 Introduction 

This document outlines the Phase 2 Requirements for the Nevada eSoS Re-Write UCC Implementation Project; Financial Transactions and Great Plains Integration for the UCC and Tax Lien Subdivisions of the Commercial Recordings Office. There are specific payments and charges recognized in order to process the UCC and Tax Lien Filings, which contributes to The UCC Division’s overall revenue. All payments and charges are tracked within the Great Plains Software, which is the UCC’s Accounting System. 



Once the filings are submitted (paper), the UCC Filing Officer(s) process them by reviewing and entering the payments that accompany the filing(s) as well as entering the appropriate charges into their eSoS System. Charges are based on the predetermined fees for the various UCC and Tax Lien Forms. Once the payments and charges are entered into the eSoS System, it is also entered into Great Plains. 



Phase 2 Requirements Document supplements the Phase 1 Requirements Document, dated 06/16/14, version 4, as Phase 1 Requirements outlines the paper submission of the UCC and Tax Lien filings. Phase 1 Requirements Document is the “base” document for this project, and the subsequent Phase 2 and Phase 3 Requirement Documents will further elaborate the UCC and Tax Lien processes.

Datacap Updates for Phase 2 incorporation

A. Interface with existing eSoS Database

a. Obtaining a ‘Job Number’ from eSoS and updating the existing Job Number tables

b. Obtaining ‘File Number’ from eSoS and updating the existing File Number tables

c. Updating P8 and eSoS with new P8 images and associated Image Number/ IDs

d. Writing out the OCR metadata for use in P8 / Case Manager




[bookmark: _Toc391371875]UCC Financial Transactions

[bookmark: _Toc391371876]Current UCC Transactions

The UCC Division charges for the filings of the various UCC Forms.  



A. The following are the mail-in fees for the UCC Filings:



		UCC Form

		Mail-In Filing



		Financing Statement: UCC1, UCC3, UCC5 (National Form Only)

		1-2 pages $60.00

3-20 pages $90.00



Additional pages after 20 pages are $2.00 each



$2.00 for each additional debtor/name



		Public Finance Transaction (National Form Only)

		$90.00



		Manufactured Home Transaction (National Form Only)

		$60.00



		Information Request  UCC11 (National Form Only)

		$60.00



		UCC Copies

		$2.00 per page



		UCC Certification 

		$20.00



		

		



		Expedite Service for Filings

		



		1 Hour Expedite

		$1,000.00



		2 Hour Expedite

		$500.00



		24 Hour Expedite

		$125.00



		Expedite Services for Copies

		



		1 Hour Expedite

		1-10 pgs $1,000.00 plus $2.00/ page



		2 Hour Expedite

		11 or more pgs $1,000.00



		24 Hour Expedite

		$125.00







B. The UCC accepts payments for UCC filings in the following forms:

· Cash – this is logged in at the scan station (Capture Perfect), prior to verifying the charges

· Check - this is logged in at the scan station (Capture Perfect) , prior to verifying the charges

· Credit Card – this is logged directly into the eSoS system, as once Credit Card information is entered (after verifying the charges), the card is charged immediately. Trust Account– this is logged directly into the eSoS system, as once the Trust Account is entered (after verifying the charges), the account is charged immediately. Trust Account: If minimum balance at the time of the initial transaction for any given day is not $100.00, system will not allow the processing to continue and a rejection notification to be generated and sent to customer.

· 

[image: C:\Users\Owner\Google Drive\Project Management\Nevada SOS - eSOS Project_Current Files\Requirements\Nevada Screenshots\IMG_0846.JPG]

[bookmark: _Toc391371877]Future Requirements for UCC Transactions – None at this time.



		FUTURE ENHANCEMENTS – UCC TRANSACTIONS



		Accounting to be able to generate a report of Credit Card Charges that were ‘Discarded’ in eSoS.

























[bookmark: _Toc391371878]Tax Lien Financial Transactions

[bookmark: _Toc391371879]Current Tax Lien Transactions





A. The following are the mail-in fees for the Tax Lien Filings: 

*UCC11 form is also used to Search and Request Tax Liens.



		Tax Lien Forms

		Mail-In Filing



		Tax Lien Form(s)

		$60.00







B. The UCC accepts payments for UCC filings in the following forms:

· IRS Payment – The IRS submits payment via ACH (direct payment with bank routing number) along with their tax lien filing packet. The filing officer(s) currently log IRS payment as a “Check”. This means this is logged in at the scan station (Capture Professional), prior to verifying the charges.

[bookmark: _Toc391371880]Future Requirements for Tax Lien Transactions

*This list is not exhaustive – please also refer to Appendix A for further definition of overall Phase 2 Requirements.

		FUTURE ENHANCEMENTS – UCC TRANSACTIONS



		IRS Payment (IRS Voucher): The UCC Division requires that a new option be added for ‘The IRS Payment’ so that all revenue generated from IRS payment can be tracked independently to the checks.










[bookmark: _Toc391371881]GREAT PLAINS INTEGRATION

[bookmark: _Toc391371882]Current Integration to Great Plains

The UCC Division, which includes the Accounting staff (for the purposes of this document), currently has their payments and charges  interface with the current Great Plains accounting system with  functionality for accounts payable,  accounts receivable, cash management, invoicing, credit/debit card processing, reconciliation, and trust accounts.



For UCC Filings, checks and/or cash receipts are scanned along with payment details entered at the scan station. The following outlines this process:



Scanning of Payment(s) (assuming scanning of (2) Checks)

1. Job Type: UCC

2. New Scanned Job, ADD

3. Description – Debtor Name, ADD

4. ADD – Check / Cash is clicked

5. Enter Amount, Enter Check #, Click ADD

6. ADD – Check is clicked (if second check)

7. Enter Amount, Enter Check #, Click ADD (if second check, and so on)

8. Commit Job, 3 – 2 check, 1 paper

9. Job # ‘###‘ Committed Successfully – dialog Box pops ( this ‘commit’ sends payment information to Great Plains)

		Payments Displayed in eSoS

		Payments Logged in Great Plains’ Database



		[image: C:\Users\Owner\Google Drive\Project Management\Nevada SOS - eSOS Project_Current Files\Requirements\Nevada Screenshots\IMG_0841.JPG]

		[image: C:\Users\Owner\Google Drive\Project Management\Nevada SOS - eSOS Project_Current Files\Requirements\Nevada Screenshots\IMG_0840.JPG]



		Payment and Charges Information is currently displayed in eSoS, but stored in a Great Plains database.





10. Place checks to scan, Capture



Reconciliation between UCC Transactions and Accounting 

*NOTE: The following actions take place in Great Plains; there will not be any modifications directly to Great Plains as part of this project. These actions are outlined for clear understanding of business use and functionality.

 

At the end of each day, each UCC Filing Officer who has scanned for that day will print a ‘Receipting Batch Proof Report’ (this report is further defined in section 5 below) for the jobs they processed, payment type (if check, will list check number and associated dollar amount). Each UCC Filing Officer, who has scanned for that day, will print their report and include all physical cash and checks that are listed on that report and hand deliver it to the Accounting Team by  5:00pm daily.



The Accounting Team will post the transactions the next day in Great Plains, as they need to account for the ongoing online transactions up to 11:59pm daily (online transactions to be further defined in the Phase 3 Requirements Document).



The following day, the Accounting Team is ready to deposit and post payments from the previous day’s transactions.

When payments are posted in Great Plains, there’s a ‘P’ in the payments tab in eSoS. In Great Plains Receivable Transactions, the table ‘Doc Date’ “Work”, once posted, will say ‘Open”.

Once ‘Payment’ is posted in Great Plains, those payments can no longer be edited. However, new payments can be added to accommodate additional charges for new.

		Before “Post”

		After “Post”



		[image: C:\Users\Owner\Google Drive\Project Management\Nevada SOS - eSOS Project_Current Files\Requirements\Nevada Screenshots\IMG_0869.JPG]

		[image: C:\Users\Owner\Google Drive\Project Management\Nevada SOS - eSOS Project_Current Files\Requirements\Nevada Screenshots\IMG_0870.JPG]





















NOTE – payments tab is tied to payment amounts entered in Great Plains. Charges tab identifies what charges have been created for this filing. Once the job is ‘committed’, these charges are updated in Great Plains. This would then create ‘sales invoice’.



[image: C:\Users\Owner\Google Drive\Project Management\Nevada SOS - eSOS Project_Current Files\Requirements\Nevada Screenshots\IMG_0868.JPG]





[image: C:\Users\Owner\Google Drive\Project Management\Nevada SOS - eSOS Project_Current Files\Requirements\Nevada Screenshots\IMG_0870.JPG] ‘PMT’ indicates that an Invoice was created. UCC Division.

 ‘SLS’ indicates that a Sale was made. The Document Number with prefix ‘U’ indicates it was a sale by UCC Division.








[bookmark: _Toc391371884]Reporting Requirements

The UCC Division generates a number of reports to support various business functions. Many of these reports list Total Revenue, Revenue by Officer, and so forth. The revenue and/or financial components are derived from Great Plains.   Reports outlining which job(s) were processed by a particular filing officer and services processed and so forth are derived from eSoS. Since there will be no actual modifications to the Great Plains System, whatever reports currently being generated in  Great Plains will remain functional and are considered outside the scope off this project. There is more flexibility for future enhancement for reports being generated directly in eSoS.



While reports that are generated from Great Plains data are outside the scope of this project, giving the UCC staff access to run these reports from a report manager is in scope.



The UCC Division currently generates the following reports:

[bookmark: _Toc391371885]Current UCC & Tax Lien Reports:




eSoS Jobs Saved (generated from eSoS): This report tracks the ‘Job Number’, ‘Job Setup Date’, ‘Job Modified Date’, and ‘Job Modified By’. Currently, this report includes both UCC and Corps jobs – moving forward, UCC would like this report to be have the ability to filter by any of the fields listed in this report.



[image: ]




Expedite Services Processor (generated in Great Plains): This report tracks who processed expedite requests and the revenue earned by tiered expedite services (1 Hour, 2 Hour, and/or 24 Hour).  This report is outside the scope of this project but giving UCC staff access to run it is in scope.



[image: ]




Receipting Batch Proof Report (generated in Great Plains): This report identifies payments entered (filtered by UCC Team Individual) and notes the ‘Job Number’, ‘Check/Auth Number’, ‘Check Amount’, ‘Cash Amount’, Credit Card (CC) ‘CC Amount’, and a final column totaling the Check/Cash/CC amount(s). This report is outside the scope of this project but giving UCC staff access to run it is in scope.



Last 3 letters indicate initials of UCC Individual



[image: ]




Statistics Report by Officer (generated in Great Plains):    This report shows revenue generated by each Filing Officer, and sums total revenue generated by all Filing Officers at the end of the report. Report tracks ‘User’, ‘Description’, ‘Services’, and ‘Revenue’. This report is outside the scope of this project but giving UCC staff access to run it is in scope.



[image: ]

[image: ]


Statistics Report by Service (generated in Great Plains): This report shows revenue generated by each service rendered, and sums total revenue generated by all Services at the end of the report. Report tracks ‘Description’, ‘Services’, and ‘Revenue’. This report is outside the scope of this project but giving UCC staff access to run it is in scope.



[image: ]
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UCC Filed and Document And Page Counts (generated in eSoS):  This report shows which UCCs were filed and reports how many documents and pages were filed by UCC Type, and shows sums at the end of the report. Report tracks ‘Service Type’, ‘Action Type’, ‘Total Pages’, and ‘Total Document’.

[image: ]

[image: ]




UCC Lien Search (generated in eSoS):  This report shows when a “search” was performed on a particular Lien. This report identifies “Entity Name’, ‘Lien Type’, ‘Lien Status’, ‘Maturity Date’, ‘Prev Maturity Date’, ‘Purged Date’, ‘Modified By’, and ‘Modified Date’.



[image: ]






UCC Daily Processed Documents (generated in eSoS):  This report shows the number of documents processed on any given day. This report shows ‘Doc Number’, ‘Filing Date’, ‘User ID’, ‘Job Number’, and ‘Service Type’.
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UCCRedDocReport – Not in EsosDocument Table (generated in eSoS):  This report lists the Secured and Debtor Parties linked to a particular filing number.

[image: ]






Esos Receipt by Employee (generated in eSoS):  This report states via ‘bar chart, and summed at the end, how may filings were receipted by a particular filing officer in a specified date range.
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Statistics Report by Officer (generated in Great Plains): This report lists the total number of services “worked” by each filing officer and the revenue generated by it.  This report is outside the scope of this project but giving UCC staff access to run it is in scope.
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[bookmark: _Toc391371886]Future UCC and Tax Lien Reporting Requirements:

Future reporting requirements to meet the reporting functionality and outputs as outlined in section 4.7. There are certain enhancements that the UCC Division has identified, which are as follows:



eSoS Saved Jobs Report: This report currently tracks all jobs processed for both UCC and Corps. UCC Division has requested that this report have the ability to filter UCC jobs only.



Receipting Batch Proof Report - UCC Division and Accounting Division request that the Tax Lien Payments are uniquely indexed as “Voucher ID” so that these are identified and totalled independently. 



The following indicate Reports that are not currently available, but are desired in future system by the UCC Division:



1. Report that separates out by the following actions:

· UCC Initial Financing Statement

· Federal Tax Lien

· Public Finance

· Amendment 

· Termination



2. Report that state how many pages were filed per day.

3. Total UCC Revenue for the day, month, and year.

4. Report stating how many UCC filings per day, month and year go via email, mail, pick up.

5. Report showing which UCC filings with retrieve to cache failed error when bringing up the document.  (see attachment above) and/or document is not in OSAR error.
















[bookmark: _Toc391371887]Migration Plan

[image: ]



Our plan is to continue to update the existing eSoS Database from Datacap and P8.  The current images (which reside in image services) will continue to be the official document of record. 



The migration effort in Phase 2 will involve migrating each UCC and Tax Lien image currently in the IS system over to the P8 system and then recording the new P8 GUID in eSoS so that it knows where the images are located.  eSoS has a table of all possible image locations and P8 will need to be added to this table.  eSoS also has a table listing the location of the image as well as the document number under which that document is stored.  In the case of P8, this number is the GUID.

Once migration is complete, eSoS will have a record of the IS number for the image as well as the P8 GUID for the image.





This migration shall include moving all the images that are currently stored in IS to P8. Any new images added to IS are to be available in P8 immediately (real time). External users must be able to search and retrieve (redacted) images from both IS and P8.  Online submissions must be available immediately to the UCC Filing Officers. 
















[bookmark: _Toc391371888]Appendix A – Phase 2 Requirements Matrix, dated 06/23/14

[bookmark: _Toc391371889]NOTE: These Requirements were taken from the BARD Document and reviewed with Tracy Gillespie & Sherry Valdez (UCC Division) for Scope Clarification for Phase 2.

(We reviewed each requirement with Scott Anderson, Tracy Gillespie and Sherry Valdez. however, there are many items that require additional clarity from the Nevada. These are specifically marked.)
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NOTE:


Req ID  BARD Requirement UCC Requirement Clarification (Scott Anderson, 


Tracy Gillespie & Sherry Valdez Comments) 


Comments from RSCA also included.





Phase


1.3Uniform Commercial Code (UCC) Division


1.3.1.1


Must include functionality for SoS staff to process any payments through 


the State of Nevada SoS website


OK. PH2


1.3.1.2


Must include functionality for SoS staff to process any payments through 


the SoS intranet


OK. PH2


1.3.1.3


Must include functionality to define and use available charges by filing 


type. Note: tables of charges by filing type available in the UCC System 


Documentation


OK. PH2


1.3.1.4


Must integrate with: Microsoft Great Plains Accounting system; Nevada 


payment processing system (including Pay Point and ClientLine) - or 


provide replacement functionality


OK. PH2


1.3.1.5


Must allow for conversion of the UCC database(s), at a minimum, and the 


Great Plains database if replaced


OK. PH2


1.3.1.6


Must include robust reporting system including statistical and financial 


information 


Financial information stored in Great Plains (GP) 


Database. RSCA will provide ability to run reports with 


same information, but financial reporting occurs directly 


in GP.


PH2


1.3.1.7


Must include daily balancing and reconciliation by staff members for cash 


and checks received and processed


OK. Batch Proof Report (which is generated by GP). PH2


1.3.1.8


Must provide automated reconcilation of all payments received including 


cash, checks, debit/credit cards, and trust accounts


OK. Batch Proof Report (which is generated by GP). PH2


1.3.1.9


Must be a rules based system where a system administrator can add, 


change or delete rules, checklists, field values, lookup tables, ticklers, 


work queues and work flows, formats of forms and letters, and ad hoc 


reports without the need for programming or other system development 


efforts


Adding Debtor, Secured Party, Form Type,? 


[NV - 8/8] This is the basic configurable system 


features that would allow us to add filing types, new 


fields in the event of new filing requirements without 


having to have a new build.


[RSCA - 8/12] This requirement is too vague and we 


cannot address this requirement without further 


definition (i.e. examples of what the custom data fields 


would contain)


PH2


1.3.1.10


UCC Staff to have ability to update the charges in eSoS fee structure 


table (i.e. filing fees have been changed) OK.


PH2


1.3.1.11


UCC Staff to have ability to update the UCC Filing Officer names (i.e. 


changes to staff) OK.


PH2


1.3.1.12


Must accomplish all current filing processes in the same amount of steps 


or less, as is possible within statutory and regulatory parameters


OK. PH2


1.3.1.13


Must include all functionality and client services provided in the current 


UCC system(s)


OK. PH2


1.3.1.14


 Finance And Accounting Related functionality will be added during this 


phase of the project


OK. PH2


1.3.1.15


Must automatically add charges to the charges tab of a job when an 


action is added to the job


OK. PH2


1.3.1.16


Must list charges on the charges tab as either posted (P) or unposted 


(blank).


OK. PH2


1.3.1.17


Must limit delete authority for deleting a charge or payment to specific 


users as defined in the user account permission levels


OK. This authority would be limited to 'Supervisor' level. PH2


1.3.1.18


Must list payment status on the status tab. One status is M for 


accounting batch that is marked for posting, P if payment is posted, or 


blank. A second status is V for payment is voided, N for non-sufficient 


funds, or blank.


M = Modified


P = Posted


V = not used 


N = NSF


* eSoS will reflect changes in GP.


PH2


1.3.1.19


Must provide method of payment on the payments tab description field; 


cash in the form of a cash receipt, check number, transfer, or charge card 


authorization number. OK.


PH2


1.3.1.20


Must provide for multiple payment methods including check, cash, 


credit/debit card, trust account or funds transfer from trust account or 


another job.


OK. (if excess funds remain, those funds can either be 


refunded or transferred to another 'Job')


PH2


PHASE 2 Requirements Matrix


Where 'Not relevant to UCC/Tax Liens', and/or "Not relevant to eSoS" is noted, the corresponding 


requirement is not in project scope.
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1.3.1.21


Must provide for payment amount, date, check number and description for 


payments by check; payment amount, date, and description for payments 


by cash; payment amount, date, credit card type, expiration date, card 


number, v code, cardholder name, billing address and zip code for 


payment by credit/debit card; and payment amount, date, from account, 


and to account for payments by trust account or transfer.


OK. PH2


1.3.1.22


Must provide functionality to compute all filing fees for all filing types and 


documents (reference ER - SoS Forms, Fees and Lists V1.0 document 


for fee schedules for all filing types). OK.


PH2


1.3.1.23


Must allow for jobs to be saved in open status prior to committing 


the job, writing job and payment data permanently to the database, 


printing or sending job correspondence and closing the job. 


OK PH2


1.3.1.24


Must include a stand-alone filing fee calculator that can compute all filing 


fees for any filing including fees based on stock.


Not relevant to UCC / Tax Liens.


1.3.1.25


Must calculate renewal fees based on the rules defined for each individual 


filing type.


Not relevant to UCC / Tax Liens.


1.3.1.26Must automatically apply payment of renewal fees at time of payment. Not relevant to UCC / Tax Liens.


1.3.1.27


Must provide for multiple payment options for renewals including online 


payments, checks, credit cards, debit cards and cash.


Not relevant to UCC / Tax Liens.


1.3.1.28


Must automatically approve renewals upon receipt of payment when no 


other actions are required.


Not relevant to UCC / Tax Liens.


1.3.1.29


Must automatically generate rejection or deficiency notices based on 


checklist requirements.


OK. PH2


1.3.1.30


Must automatically generate fee refund requests for rejected and 


withdrawn applications and overpayments.


OK. (Currently UCC issues a manual request and walks 


the request to Acctg; Future, automated refund request)


PH2


1.3.1.31


Must provide a step checklist of requirements, both required and optional, 


for processing UCC Financing Statement Addendum filings including the 


following:


• Debtor name is required; enter either the exact organization name or 


individual’s name from the UCC Financing Statement.


• If additional information not shown on the UCC Financing Statement is 


required enter it in the miscellaneous field.


• Additional debtor information may be included.


• Additional secured party information may be included.


• If the financing statement covers timber to be cut or as-extracted 


collateral or filed as a fixture filing, check the appropriate box and include 


description of the real estate and name and address of record owner.


• Include additional collateral description if needed.


• If applicable, check whether debtor is a trust or trustee acting with 


respect to property held in trust or decedent’s estate.


• If applicable check if debtor is a transmitting utility, filed in connection 


with a manufactured-home transaction or filed in connection with a public-


finance transaction.





OK to remove in subsequent version.


1.3.1.32


Must provide a step checklist of requirements, both required and 


optional, for processing UCC Financing Statement Additional Party 


filings including the following:


• This form is filed to continue adding additional debtors or secured 


party names when filing the UCC Financing Statement.


• Name of first debtor from UCC Financing Statement is required.


• If adding additional debtors, Additional Debtor name is required; enter 


either the exact organization name or individual’s name.


• If adding additional debtors, address of debtor is required.


• If adding additional debtors, additional debtor information is required 


including type of organization, jurisdiction of organization and 


organizational id #.


• If adding additional secured party names, secured party name is 


required; enter either the exact organization name or individual’s name.


• If adding additional secured party names, address of secured party is 


required.





OK to remove in subsequent version.
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1.3.1.33


Must provide a step checklist of requirements, both required and 


optional, for processing UCC Financing Statement Amendment 


Addendum filings including the following:


• Initial Financing Statement file number is required and must be 


exactly as that on the financing statement amendment form.


• Name of party authorizing the amendment is required and must be 


exactly as that on the financing statement amendment form.


• Additional information may be included in box 13.





OK to remove in subsequent version.


1.3.1.34


Must provide a step checklist of requirements, both required and optional, 


for processing UCC Financing Statement Amendment Additional Party 


filings including the following:


• This form is filed to continue adding additional debtors or secured party 


names when filing the UCC Financing Statement.


• Initial Financing Statement file number is required and must be exactly as 


that on the financing statement amendment form.


• Name of party authorizing the amendment is required and must be exactly 


as that on the financing statement amendment form.


• Under certain circumstances additional information may be required.


• If adding additional debtors, Additional Debtor name is required; enter 


either the exact organization name or individual’s name.


• If adding additional debtors, address of debtor is required.


• If adding additional debtors, additional debtor information is required 


including type of organization, jurisdiction of organization and 


organizational id #.


• If adding additional secured party names, secured party name is 


required; enter either the exact organization name or individual’s name.


• If adding additional secured party names, address of secured party is 


required.





OK to remove in subsequent version.


1.3.1.35


Must provide a step checklist of requirements, both required and 


optional, for processing UCC Information Request filings including the 


following:


• Name and phone contact of requestor is optional.


• Name and address of requestor is required.


• Name of debtor to be searched is required.


• For information options, CERTIFIED is optional. Select either ALL or 


UNLAPSED.


• For copy requests, CERTIFIED is optional. Select either ALL or 


UNLAPSED.


• For specified copies only, CERTIFIED is optional. Enter record 


number, date filed, and type of record if requesting specific copies.


• Select additional optional services if desired.


• Include delivery instructions as desired.





OK to remove in subsequent version.


1.3.1.36Must provide functionality to search by check number. OK to remove in subsequent version.


1.3.1.37


Must provide functionality to ensure that the system automatically applies 


correct fees when upgrading or downgrading an order.


OK. PH2


1.3.1.38


Must record and maintain fee schedules including, but not limited to, fees, 


fee description, fee type, effective dates, notes, and add/update user 


identifier and date/time stamps.


OK. If fees are changed, Supervisor Role may be able 


to update fee structure. 


PH2


1.3.1.39


Must track and maintain a history and audit trail of all fee record changes, 


additions, and deletions.


OK. PH2


1.3.1.40


Must allow for unlimited user defined custom data fields for fees including 


user definition and maintenance of valid field values and business rules.


OK. If fees are changed, Supervisor Role may be able 


to update fee structure. 


PH2


1.3.1.41


Must provide the ability to export all available fee information to any 


authorized external entity.


Check with Scott Anderson (SA to verify the business 


reason for this requirement).


[NV - 8/8] This relates to fees and revenues being 


available to the controller’s office, business portal.  Just 


need assurances that the financial portion is integrated 


with the other state systems. 


[RSCA - 8/12] UCC interfaces w/ GP. Not the 


Controller’s Office. UCC System will not interface with 


controller’s office as it does not contain any financial 


information. All Financial Info resides in GP.


PH2
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1.3.1.42


Must allow for user definition of multiple fee schedules for each filing type 


including, but not limited to, application fees, renewal fees, late fees, 


manual fees, optional fees, and individual or group fees.


Not relevant to UCC / Tax Liens.


1.3.1.43


Must provide user defined capability to exempt applicants from specified 


fees for each filing type.


Not relevant to UCC / Tax Liens.


1.3.1.44


Must provide user defined capability to adjust fees up or down for any 


filing.


OK. PH2


1.3.1.45


Must provide for automatic adjustment of fees based on filing 


requirements or other qualifying steps.


Not relevant to UCC / Tax Liens.


1.3.1.46


Must include ability to optionally and automatically adjust application fees 


and other fees based on individual requirements.


Not relevant to UCC / Tax Liens.


1.3.1.47


Must allow for online, mail in, call in, or walk in payment and processing 


of fees, penalties and fines.


OK. PH2


1.3.1.48Must provide start and end effective dates for fees. OK. PH2


1.3.1.49


Must allow multiple fee types including flat fees, adjustable fees, 


percentage fees, late fees, and renewal fees.


Not relevant to UCC / Tax Liens.


1.3.1.50Must allow for daily, weekly, monthly, and prorating of fees. Not relevant to UCC / Tax Liens.


1.3.1.51


Must automatically compute multiple fees based on system and user 


defined business rules.


OK. PH2


1.3.1.52


Must record and maintain financial information including, but not limited 


to, unique record identifier, business information, name, address, phone 


number, email, type, related records, payment information, charges 


information, refund information, notes, and add/update user identifier and 


date/time stamps.


OK. PH2


1.3.1.53


Must track and maintain a history and audit trail of all financial record 


changes, additions, and deletions.


OK. PH2


1.3.1.54


Must automatically link any number of financial records to associated 


record types including, but not limited to, entity, filing type, business, 


complaint or other system and user defined record types.


Check with Scott Anderson.  (SA to verify the business 


reason for this requirement).


[NV - 8/8] Need assurances that when we pull up a 


filing in the system, the related financial information is 


available as it is now.


[RSCA - 8/12] RSCA is only developing a solution for 


UCC / TL at this time. Business Complaint has not 


been discussed as a feature for UCC/TL.


PH2


1.3.1.55


Must allow for unlimited user defined custom data fields for financial 


records including user definition and maintenance of valid field values and 


business rules.


Check with Scott Anderson.  (SA to verify the business 


reason for this requirement).


[NV - 8/8] Like previous comment, we need to be able 


to add payment type or fields in the event requirements 


change without having to have a new build.  User 


definable rules.


[RSCA - 8/12] This requirement is too vague and we 


cannot address this requirement without further 


definition.


PH2


1.3.1.56


Must provide functionality to automatically reject any transactions using a 


trust account where there are insufficient funds to cover the transaction 


amount and to automatically notify customers that there are insufficient 


funds.


Not relevant to eSoS.


1.3.1.57


Must provide functionality to automatically add funds to a trust account 


that has insufficient funds if the customer has approved and setup this 


option.


Not relevant to eSoS.


1.3.1.58


Must provide the ability to export all available financial information to any 


authorized external entity.


Check with Scott Anderson.  (SA to verify the business 


reason for this requirement).


[NV - 8/8] Same as previous response relating to 


financial information.


[RSCA - 8/12] Please provide examples of the reports 


that the new system must export.


PH2


1.3.1.59Must provide for general ledger account tracking. OK. PH2


1.3.1.60Must create invoices automatically.


OK. When job is processed in eSoS, creates the 


payment and sales invoice in GP.


PH2


1.3.1.61Must generate receipts automatically. OK. This is the Acknowledgement Letter. PH2


1.3.1.62


Must interface with the current Great Plains accounting system or include 


a replacement accounting system with  functionality for accounts 


payable,  accounts receivable, cash management, invoicing, credit/debit 


card processing, reconciliation, and trust accounts.


OK.  PH2
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1.3.1.63


Must have automated interfaces between the accounting system and 


PayPoint for reconciliation of credit card transactions.


OK. PayPoint: Payments processor (all forms of 


payment) Need further clarifications.(SA to verify the 


business reason for this requirement).


PH2


1.3.1.64


Must have automated interfaces between the accounting system and 


ClientLine for reconciliation of debit card transactions.


OK. ClientLine processes debit cards / e-checks (sub-


processor to PayPoint). Need further clarifications. (SA 


to verify the business reason for this requirement).


PH2


1.3.1.65


Must record and maintain cash receipt information including, but not 


limited to, unique record identifier, amount received, date received, receipt 


number, entity information, receipt category, entity business information, 


expiration date, and add/update user identifier and date/time stamps.


OK. PH2


1.3.1.66


Must track and maintain a history and audit trail of all receipt record 


changes, additions, and deletions.


OK. PH2


1.3.1.67


Must automatically link any number of receipts to associated record 


types including, but not limited to, entity, filing type, job, business, 


complaint or other system and user defined record types.


Check with Scott Anderson.  (SA to verify the business 


reason for this requirement).


[NV - 8/8] Again, this related to the payment 


information and the need for the payment information on 


any filing to be associated with that filing.


[RSCA - 8/12] OK.


PH2


1.3.1.68


Must allow for unlimited user defined custom data fields for receipt 


records including user definition and maintenance of valid field values and 


business rules.


Check with Scott Anderson.  (SA to verify the business 


reason for this requirement).


[NV - 8/8] Same as previous comment relating to user 


definable fields and rules.


[RSCA - 8/12] This requirement is too vague and we 


cannot address this requirement without further 


definition (i.e. examples of what the custom data fields 


would contain).


PH2


1.3.1.69


Must provide the ability to export all available receipt information to any 


authorized external entity.


Check with Scott Anderson.  (SA to verify the business 


reason for this requirement).


[NV - 8/8] I believe this relates to the financial 


information being interfaced with the Controller’s office 


and portal.  


[RSCA - 8/12] UCC interfaces w/ GP. Not the 


Controller’s Office. UCC System will not interface with 


controller’s office as it does not contain any financial 


information. All Financial Info resides in GP.


PH2


1.3.1.70Must create and print pre-numbered receipts.


System to be able to generate unique pre-numbered 


receipts.


[NV - 8/8] Ability to create a cash receipt at the counter 


to be given to customer.


[RSCA - 8/12] New system would need to issue job # 


at the point customer walks in so Filing Officer may 


return a pre-numbered receipt. This doesn’t follow the 


process that has been outlined to us (this requires UCC 


filing officer to enter into Datacap immediately to 


generate receipts). Further define your business need/ 


intention for pre-numbered receipts?


PH2


1.3.1.71


Must record and maintain invoice information including, but not limited to, 


unique record identifier, payment date, payment type, payment amount, 


balances, invoice totals, related records, notes, and add/update user 


identifier and date/time stamps.  


OK. PH2


1.3.1.72


Must track and maintain a history and audit trail of all invoice record 


changes, additions, and deletions.


OK. PH2


1.3.1.73


Must automatically link any number of invoices to associated record 


types including, but not limited to, entity, filing type, job, business, 


complaint or other system and user defined record types.


OK. PH2


1.3.1.74


Must allow for unlimited user defined custom data fields for invoice 


records including user definition and maintenance of valid field values and 


business rules.


OK. PH2


1.3.1.75


Must provide the ability to export all available invoice information to any 


authorized external entity.


OK. PH2
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1.3.1.76Must assign invoice numbers automatically. OK. PH2


1.3.1.77


Must track invoices, refunds, adjustments, multiple payments, and other 


financial data.


OK. PH2


1.3.1.78Must allow for use of general ledger codes. OK. PH2


1.3.1.79Must track transactions by fee type. OK. PH2


1.3.1.80Must automatically create invoices. OK. (Sales / Payment) PH2


1.3.1.81


Must provide for the collection of fees whether it is the correct amount, an 


overpay payment, or an underpayment.


OK. Would not collect for 'Underpayment'. 


Underpayment would be cause for rejection.


PH2


1.3.1.82


Must allow for collection of fees from checks, walk in cash, credit card, 


debit card, trust accounts or online payments. OK.


PH2


1.3.1.83Must provide a tickler for fee processing by dates. Not relevant to UCC / Tax Liens.


1.3.1.84Must provide for identification of bad checks and associated information.


Not relevant to eSoS.


1.3.1.85Must allow one payment for multiple applications or renewals.   Not relevant to UCC / Tax Liens.


1.3.1.86Must allow multiple payments for one application or renewal. Not relevant to UCC / Tax Liens.


1.3.1.87


Must record and maintain payee name and other associated payee 


information. OK.


PH2


1.3.1.88Must track and maintain all revenue received. OK. PH2


1.3.1.89


Must record and maintain trust account information including, but not 


limited to, unique record identifier, demographic information, payment 


date, payment type, payment amount, balances, invoice totals, related 


records, notes, and add/update user identifier and date/time stamps.   OK.


PH2


1.3.1.90


Must allow use of trust accounts for payments through the online website 


or through the SoS intranet.


OK. PH2


1.3.1.91


Must automatically generate a notification to the customer and 


accounting when a trust account balance falls below $100.


Not relevant to eSoS. PH2


1.3.1.92


Must prevent any trust account payment transactions from occurring that 


will create a negative trust account balance.


Not relevant to eSoS.


1.3.1.93


Must prevent any trust account payment transactions from occurring for 


trust accounts that are on hold.


OK. PH2


1.3.1.94


Must allow customers to fund trust accounts by cash, check, credit card, 


or debit card payments.


Not relevant to eSoS.


1.3.1.95Must allow refunds to customers from their trust account. Not relevant to eSoS.


1.3.1.96


Must provide for automatic reconciliation of trust accounts on a daily, 


weekly, monthly and annual basis.


Not relevant to eSoS.


1.3.1.97


Must provide for exporting of all trust data to excel spreadsheets or other 


file types.


Not relevant to eSoS.


1.3.1.98


Must provide for creation of monthly invoices and statements for trust 


accounts.


Not relevant to eSoS.


1.3.1.99Must allow for online access by customers of trust account information.


To be removed in subsequent version, as this is Phase 


3 Scope.


PH3


1.3.1.100Must include robust reporting system including statistical information OK as it pertains to eSoS. PH2


1.3.1.101


Must provide functionality for a flexible reporting system that is easy to 


use and configurable by staff.


OK as it pertains to eSoS. PH2


1.3.1.102


New reports that filter and generate report(s) from P8.





Report that provides OSAR errors 


Report to retrieve cache/fail error.


(Report that retrieves which images are not found in P8 that are related to 


a specific case/Job).


OK as it pertains to eSoS. PH2
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1 Phase 3 Introduction 


This document outlines the Phase 3 Requirements for the Nevada eSoS Re-Write UCC Implementation Project; Online Submissions for the UCC Subdivisions. 


NOTE: Online submission is not applicable to the Tax Lien Forms. The IRS, who is the sole submitter/secure party, follows a specific regime in submitting the Tax Lien Forms (via paper submission only). 

The UCC Forms are available online as a dynamic form and may be completed and submitted by the External User directly. Once “Submitted”, the filing is considered “filed”. The Online Charges are based on the predetermined fees for the UCC Filings. Once the filings are submitted online, the data from the filings are stored in the eSoS Database and the payments and charges are entered into Great Plains. 















2 UCC Online Processing


2.1 Single Sign-On Process


For Phase 3, the Nevada team wants to use a Single Sign-On Process for all the customers. With Single Sign-On it allows one logon event that grants access to multiple disconnected web applications that may reside on different servers or platforms. The UCC online processing website will leverage the Single Sign-On technology that was created in-house by the Nevada SOS development team.


2.2 General Requirements


		Requirement #

		Type

		Description

		Comments



		

		

		

		



		G 1.0

		General

		External users will be able to self-register to the NVSOS Single Sign On System.

		Nevada IT has already developed this technology and any UCC online application will need to integrate to the Single Sign On (SSO) system



		G 2.0

		General

		External users will be authenticated to Nevada’s system and user token information will be passed to the new online UCC system

		



		G 3.0

		General

		External users will be re-directed to the UCC Online Site once users are successfully authenticated

		



		G 4.0

		General

		Online users should be able to save the working transaction should they not be able to finish for a maximum of 24 hours. When external customer clicks logoff, a prompted message that the filing date/time is upon committing and paid for filing. Document is not filed until user clicks commit.  

		After 24 hours, the user will have to start the transaction from scratch



		G 5.0

		General

		Online user will have a grid of all the jobs that are saved. User should be able to choose which job to open and can save up to 5 jobs.

		



		G 6.0

		General

		24 hour save will be at job level. 24 hour clock will reset from the last save. 

		



		G 7.0

		General

		Scenario: User submits UCC1 and a UCC3 (Continuation with lapse date of today (11/4/2015) and decides to save the job on 11/4/2015. The user logs back in next day (11/5/2015). User should still be able to commit the UCC1 filing but not the UCC3 filing since the lapse date is now passed. 

		



		G 8.0

		General

		The working session should time out after 30 minutes of inactivity

		This should be a configurable parameter when being developed



		G 9.0

		General

		Users should be able to attach documents as supporting documentation (collateral only ) with their submission

		



		G 10.0

		General

		Users should be able to doctype the supporting documentation as “collateral”

		



		G 11.0

		General

		Users should ONLY be allowed to attach PDF and TIFF documents with their submission

		



		G 12.0

		General

		The user shall be notified “real time” if their attachment (collateral) is not a PDF and TIFF

		



		G 13.0

		General

		The user shall be notified “real time” if their attachment (collateral) is greater than 2Mb in size

		



		G 14.0

		General

		A single attachment to a filing (collateral) may not be larger than 2 Mb in size

		



		G 15.0

		General

		Online System will automatically save work in progress, should system crash and close suddenly. When User logs back in, the “in-progress work” will display through last automatic save point.

		



		G 16.0

		General

		Attachments (collateral) shall not be scanned or OCR’d.  If users submit searchable PDF documents, then they will be stored as searchable in the Case Management System

		



		G 17.0

		General

		All financial transactions will be handled by the Unified Shopping Cart

		The Unified Shopping Cart was developed by Nevada IT and handles all fees and transaction processing with Paypoint and Great Plains



		G 18.0

		General

		Lapse rules for the different UCC forms will be applied

		All lapse rules are the same requirements as the paper lapse rules



		G 19.0

		General

		All online submittals will be stored in the case management system as a searchable PDF

		With the exception of Collateral attachments 



		G 20.0

		General

		All entered data will be stored in the case management system as CAPS. Special Characters will not be accepted (Same as paper).   

		Data will be stored in the database in all caps



		G 21.0

		General

		The online form look and feel will use the online web standards for fonts, colors etc, as supplied by Nevada IT

		This has been supplied by Nevada IT and is included in the Appendix Section of these requirements.



		G 22.0

		General

		User will only be directed to the Online Shopping Cart if form requirements have been met.  

		



		G 23.0

		General

		Any submittals must be reflected in the ESOS db as a web job submittal

		



		G 24.0

		General

		Job Number must be system generated and created as same requirements as paper forms

		· Job Number Format must adhere to same rules as paper forms


· Job Number can have any number of filings (I.e. UCC1, UCC1, UCC3, UCC5, UCC11, etc)



		G 25.0

		General

		Once User adds filing to shopping cart, the file stamp to be added to top right corner of the filing. 

		This file stamp format and application similar to Paper rules.



		G 26.0

		General

		Individual filings to be stored as searchable pdf with the File Stamp in top right corner in the Case Management System.

		



		G 27.0

		General

		Filing should not be available to general public until internal review is done by UCC for redaction on all online filings. There should be 'Reviewed'/'Released' flag turned on. Expedited UCC11 copy requests would be prioritized to be processed first. 
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2.3 Technical Requirements


		Requirement #

		Type

		Description

		Comments



		

		

		

		



		T 1.0

		Technical

		Web application must be developed in DotNet

		



		T 2.0

		Technical

		Web application must be developed using SQL Server 2012

		



		T 3.0

		Technical

		System-Generated IFSN# and Filing# to be stored in the eSoS DB upon submission of the filing.

		



		T 4.0

		Technical

		Nevada UCC to be able to link external customer ID to a Trust Account

		





2.4  UCC1 Online Forms Processing Requirements


		Requirement #

		Type

		Description

		Comments



		

		

		

		



		UCC1_1.0

		UCC1

		IFSN number will be system generated for UCC1 filings 

		



		UCC1_2.0

		UCC1

		Filing Number will be the same as IFSN for UCC1 filings ONLY  

		Please Note:  IFSN = Filing Number for UCC 1 only



		UCC1_3.0

		UCC1

		User will click on Initial Financing Statement (UCC1) link and it should take the user to the UCC1 Filing Wizard Page

		



		UCC1_4.0

		UCC1

		A minimum of one debtor is required

		



		UCC1_5.0

		UCC1

		A minimum of one secured party is required

		



		UCC1_6.0

		UCC1

		Users may add as many debtors as necessary

		Filing Fee includes (1) Debtor. 



		UCC1_7.0

		UCC1

		Users may add as many secured parties as necessary

		



		UCC1_8.0

		UCC1

		Users may delete or edit any of the added debtors

		Minimum of one debtor is required 



		UCC1_9.0

		UCC1

		Users may delete or edit any of the added secured parties

		Minimum of one secured party (sp) is required



		UCC1_10.0

		UCC1

		User may choose either organization or individual  information to be entered for each DEBTOR

		A radio button should ONLY allow for either to enter Organization Info OR individual Info



		UCC1_11.0

		UCC1

		User may choose either organization or individual information to be entered for each SECURED PARTY (SP) 

		A radio button should ONLY allow for either to enter Organization Info OR individual Info



		UCC1_12.0

		UCC1

		Entire address block is required when a DEBTOR is entered (ORGANIZATION CHOSEN).  


The fields include:


· Organization Name – Mapped to section 1A in UCC1 Financing Statement Form. If the Organization Name doesn’t fit in 1A it’ll add it to 9A in UCC1AD Form. 

· Address_1 (Required) – Mapped to section 1C in UCC1 Financing Statement Form


· City (Required) – Mapped to section 1C in UCC1 Financing Statement Form


· State (Required) – Mapped to section 1C in UCC1 Financing Statement Form


· Zip Code (Required) – Mapped to section 1C in UCC1 Financing Statement Form


· Country (Optional) – Mapped to section 1C in UCC1 Financing Statement Form

		



		UCC1_13.0

		UCC1

		Entire address block is required when a SECURED PARTY is entered (ORGANIZATION CHOSEN).  


The fields include:


· Organization Name – Mapped to section 3A in UCC1 Financing Statement Form


· Address_1 (Required) -  Mapped to section 3B in UCC1 Financing Statement Form


· City (Required)  - Mapped to section 3B in Ucc1 Financing Statement Form


· State (Required) – Mapped to section 3B in UCC1 Financing Statement Form


· Zip code (Required) – Mapped to section 3B in UCC1 Financing Statement Form Country (Optional) – Mapped to section 3B in UCC1 Financing Statement Form

		



		UCC1_14.0

		UCC1

		Entire address block is required when a DEBTOR is entered (INDIVIDUAL CHOSEN).  


The fields include:


· Surname (Required) – Mapped to section 1B in UCC1 Financing Statement Form. If the name doesn’t fit on 1B it’ll add it to 9B in UCC1AD. 

· First Personal Name (Optional) – Mapped to section 1B in UCC1 Financing Statement Form. If the name doesn’t fit on 1B it’ll add it to 9B in UCC1AD.

· Additional Names or Initials (Optional) – Mapped to section 1B in UCC1 Financing Statement Form. If the name doesn’t fit on 1B it’ll add it to 9B in UCC1AD.

· Suffix (Optional) – Mapped to section 1B in UCC1 Financing Statement Form. If the suffix doesn’t fit on 1B it’ll add it to 9B in UCC1AD.

· Address_1 (Required) – Mapped to section 1C in UCC1 Financing Statement Form


· City (Required) – Mapped to section 1C in UCC1 Financing Statement Form


· State (Required) – Mapped to section 1C in UCC1 Financing Statement Form


· Zip code (Required) – Mapped to section 1C in UCC1 Financing Statement Form


· Country (Optional) – Mapped to section 1C in UCC1 Financing Statement Form




		



		UCC1_15.0

		UCC1

		Entire address block is required when a SECURED PARTY is entered (INDIVIDUAL CHOSEN).  


The fields include:


· Surname (Required) – Mapped to section 3B in UCC1 Financing Statement Form


· First Personal Name (Optional) – Mapped to section 3B in UCC1 Financing Statement Form


· Additional Names or Initials (Optional) – Mapped to section 3B in UCC1 Financing Statement Form


· Suffix (Optional) – Mapped to section 3B in UCC1 Financing Statement Form


· Address_1 (Required) – Mapped to section 3C in UCC1 Financing Statement Form


· City (Required) – Mapped to section 3C in UCC1 Financing Statement Form


· State (Required) – Mapped to section 3C in UCC1 Financing Statement Form


· Zip code (Required) – Mapped to section 3C in UCC1 Financing Statement Form


· Country (Optional) – Mapped to section 3C in UCC1 Financing Statement Form




		



		UCC1_16.0

		UCC1

		The system will generate a new UCC1AD automatically if the Individual Name box on the UCC1 Debtor  page exceeds the max size entered

		If the individual surname, first personal name and initial exceeds the max length it’ll create UCC1AD and check the individual debtor name checkbox in section 1 of the UCC1 filing



		

		

		

		Organization name will not trigger UCC1AD. We will only allow the maximum number of field



		UCC1_18.0

		UCC1

		The system will generate a new UCC1AD automatically if the collateral box on the UCC1 page exceeds the max size entered. Collateral is mapped to section 4 in UCC1 Financing Statement Form

		



		UCC1_19.0

		UCC1

		The system will let user click the checkbox for Held In Trust with the following value. This is mapped to section 5 in UCC1 Financing Statement Form
1. None 


2. Collateral is held in a Trust


3. Collateral is being administered by a Decedent’s Personal Representative 



This is just to display the text on the UCC Filing. It doesn’t trigger anything.  

		



		UCC1_20.0

		UCC1

		The system will let user click the checkbox for Agriculture Lien or Not a UCC Security Filing with the following values: 


1. None


2. Agricultural Lien


3. Non-UCC Filing


This is mapped to section 6B in UCC1 Financing Statement Form. This is just to display the text on the UCC Filing. It doesn’t trigger anything.  

		



		UCC1_21.0

		UCC1

		The system will let user click the checkbox for Alternative Designation with the following values 


1. None


2. Lessee/Lessor


3. Consignee/Consignor


4. Bailee/Bailor 


5. Seller/Buyer


6. Licensee/Licensor


This is mapped to section 7 in UCC1 Financing Statement Form. This is just to display the text on the UCC Filing. It doesn’t trigger anything.  

		



		UCC1_22.0

		UCC1

		The system will generate a new UCC1AD automatically if the ‘This FINANCING STATEMENT is to be filed [for record] (or recorded) in the REAL ESTATE RECORDS.’ Box is checked on the ‘Alternative Designation’ Page.


Mapped to UCC1AD, Section 13, 14, 15 & 16
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		UCC1_23.0

		UCC1

		If Financing Statement Amendment was checked Real Estate screen will show up. The checkbox is mapped to section 13 if UCC1AD Form 

User has options for the following items:


1. This financing statement covers (Checkbox) This is mapped to section 14 in UCC1AD Form:


· Timber to be cut, or


· As-extracted collateral, or


· Is filed as a fixture filing 


2. Name and Address of a Record Owner (Textbox) – This is mapped to section 15 of the UCC1AD Form


3. Description of Real Estate (Textbox) – This is mapped to section 16 of the UCC1AD Form


All these items are to display on the UCC Filing. It doesn’t trigger anything.

		



		UCC1_24.0

		UCC1

		User may add optional information under the ‘Miscellaneous’ screens. This is just to display the text on the UCC Filing. It doesn’t trigger anything.  

		



		UCC1_25.0

		UCC1

		User may add optional information under the ‘Optional Filer Reference Data’. This is mapped to section 8 in UCC1 Financing Statement Form. This is just to display the text on the UCC Filing. It doesn’t trigger anything.  

		



		UCC1_26.0

		UCC1

		The system will generate a new UCC1AP automatically if User enters more than (2) Debtors for a single filing.

		



		UCC1_27.0

		UCC1

		The system will generate a new UCC1AP automatically if User enters more than (1) Secured Party for a single filing.

		



		UCC1_28.0

		UCC1

		UCC1 Filing Types: Initial Filing Statement is the only UCC1 filing type a user can submit online. 




		



		UCC1_29.0

		UCC1

		Once all required data entered into Online Form Wizard, User to be able to verify the compiled UCC1 Filing in pdf format on the Verify Form Page.

		



		UCC1_30.0

		UCC1

		On the Verify Form Page, User may also edit the specific data elements keyed in during the online filing process by the User.

		Once User begins ‘Checkout’, the Unified Shopping Cart will be implemented. Reference Section 2.10 of this document. Document cannot be viewed unless they have been purchased.





2.5 UCC3 Online Forms Processing Requirements

		Requirement #

		Type

		Description

		Comments



		UCC3_01

		UCC3

		User to manually key in an IFSN number is required

		All UCC3 forms require an IFSN number



		UCC3_02

		UCC3

		If IFSN is not supplied, an error message will be presented to the user. IFSN Number is mapped to section 1A in UCC3 Form 

		



		UCC3_03

		UCC3

		System will validate in “real time” the IFSN number entered against the ESOS database to ensure IFSN number is valid. If it is not valid error message will be presented to the user

		



		UCC3_04

		UCC3

		System will validate that the format of IFSN number is valid 

		



		UCC3_05

		UCC3

		Filing Number will be system generated for UCC3 filings

		



		UCC3_06

		UCC3

		By checking “This FINANCING STATEMENT AMENDMENT is to be filed [for record] (or recorded) in the REAL ESTATE RECORDS” it’ll bring to Real Estate Screen. This is mapped to section 1B, 15, 16 and 17 in UCC3 Form.

		



		UCC3_07

		UCC3

		User must select from one the following Purposes for their UCC3 Filing:


· Termination – This is mapped to section 2 in UCC3 Form


· Continuation – This is mapped to section 4 in UCC3 Form


· Assignment – This is mapped to section 3 in UCC3 Form


· Amendment/Collateral Party Change – This is mapped to section 5 in UCC3 Form


· Amendment/Party Amendment – This is mapped to section 5 in UCC3 Form 

		



		UCC3_08

		UCC3

		If User does not select a Purpose, an error message will be presented to User.

		



		UCC3_09

		UCC3

		Purpose –Termination: User to select if Authorizing Party is Debtor on ‘Authorizing Party’ Screen. This is mapped to section 9 on UCC3 Form. 

		Default is secured party but user can change to debtor by clicking check box “If this is an Amendment authorization by a Debtor which adds collateral or adds the authorizing Debtor, or if this is a Termination authorized by a Debtor, check [image: image4.wmf] here and enter name of DEBTOR authorizing this Amendment.”



		UCC3_10

		UCC3

		Purpose – Termination: User may choose either organization or Individual Surname information to be entered for Authorizing Party (Debtor or Secured Party.) Organization is mapped to section 9A and Individual information is mapped to section 9B of the UCC3 Form. 

		



		UCC3_11

		UCC3

		Purpose – Termination: User may add optional information under the ‘Optional Filer Reference Data’. This is mapped to section 10 of the UCC3 Form. This is just to display the text on the UCC Filing. It doesn’t trigger anything.  

		



		UCC3_12

		UCC3

		Purpose – Termination: If Financing Statement Amendment was checked (Refer to UCC3_06) Real Estate screen will show up. 

User has options for the following items:


1. This financing statement covers (Checkbox) These values are mapped to section 15 of UCC3AD Form:


· Timber to be cut, or


· As-extracted collateral, or


· Is filed as a fixture filing 


2. Name and Address of a Record Owner (Textbox) – This is mapped to section 16 of UCC3AD Form


3. Description of Real Estate (Textbox) – This is mapped to section 17 of UCC3AD Form.


All these items are to display on the UCC Filing. It doesn’t trigger anything. 

		



		UCC3_13

		UCC3

		Purpose – Termination: User may add optional information under the ‘Miscellaneous’ screens. This is mapped to section 18 of the UCC3AD Form. Display only it doesn’t trigger anything. 

		



		UCC3_14

		UCC3

		Purpose – Continuation: User must have an eligible IFSN to file a ‘Continuation’. The filing must be within (6) months of its lapse date to file a continuation. IFSN is mapped to section 1A of the UCC3 Form.  

		1. Lapse Date is extended (by 5 years) with 'Continuation' filing


2. If not within (6) month (Lapse date - 6 months) period, 'Continuation' option should be grayed out, and error message (this does not fall within continuation period)


3. Customers may file multiple Continuation(s) within (6) months of Lapse Date.


4. For Manufactured Home, Public Financing, Financing Statement Filing Types, Continuation adds (5 Yrs)


5. Utility Filings never lapse, but customers can still file Continuation (for Utility Filing - no validations on Lapse Date - so Customers may file a continuation on any Utility Filings at any time)



		UCC3_15

		UCC3

		Purpose – Continuation: If a non-eligible IFSN # is entered, an error message will be presented.

		Message: Filing Number “num” not valid for continuation. 



		UCC3_16

		UCC3

		Purpose – Continuation: User to select if Authorizing Party is Debtor or Secured Party on ‘Authorizing Party’ Screen. This is mapped to section 9 of the UCC3 Form.  

		Default is secured party but user can change to debtor by clicking check box “If this is an Amendment authorization by a Debtor which adds collateral or adds the authorizing Debtor, or if this is a Termination authorized by a Debtor, check [image: image5.wmf] here and enter name of DEBTOR authorizing this Amendment.”



		UCC3_17

		UCC3

		Purpose – Continuation: User may add optional information under the ‘Optional Filer Reference Data’. This is mapped to section 10 of the UCC3 Form. This is just to display the text on the UCC Filing. It doesn’t trigger anything.  

		



		UCC3_18

		UCC3

		Purpose – Continuation:  If Financing Statement Amendment was checked (Refer to UCC3_06) Real Estate screen will show up. 

User has options for the following items:


1. This financing statement covers (Checkbox) This is mapped to section 15 of UCC3AD Form:


· Timber to be cut, or


· As-extracted collateral, or


· Is filed as a fixture filing 


2. Name and Address of a Record Owner (Textbox) – This is mapped to section 16 of UCC3AD Form


3. Description of Real Estate (Textbox) – This is mapped to section 17 of UCC3AD Form


All these items are to display on the UCC Filing. It doesn’t trigger anything.

		



		UCC3_19

		UCC3

		Purpose – Continuation: User may add optional information under the ‘Miscellaneous’ screens. This is mapped to section 18 of the UCC3AD Form. This is just to display the text on the UCC Filing. It doesn’t trigger anything.  

		



		UCC3_20

		UCC3

		Purpose – Assignment: User may choose either organization or Individual Surname information to be entered for Assignee

Organization Name (Required) – This is mapped to section 7A in UCC3 Form


OR


Individual Surname (Required) – This is mapped to section 7B in Ucc3 Form 
First Personal Name (Optional) – This is mapped to section 7B in UCC3 Form


Initial (Optional) – This is mapped to section 7B in UCC3 Form


Suffix (Optional) – This is mapped to section 7B in UCC3 Form


Mailing Address (Required) – This is mapped to 7C in UCC3 Form


City (Required) – This is mapped to section 7C in UCC3 Form


State (Required) – This is mapped to section 7C in UCC3 Form


Postal Code (Required) – This is mapped to section 7C in UCC3 Form


Country (Optional) – This is mapped to section 7C in UCC3 Form 

		Default is Secured Party



		UCC3_21

		UCC3

		Purpose – Assignment: User may enter and/or upload searchable pdf file format for Collateral here. This is mapped to section 8 in UCC3 Form . Box 8 collateral change is optional but if collateral is entered box 8 COLLATERAL CHANGE needs to be marked and also box ASSIGN COLLATERAL needs to be marked.  

		Reference General Requirements 6.0 – 13.0 



		UCC3_22

		UCC3

		Purpose – Assignment: User may choose either organization or Individual Surname information to be entered for Assignor (for Secured Party). This is mapped to section 9 of the UCC3 Form. 

		User can click on check box to determine whether Assignor is Debtor. Default set for Secured Party.



		UCC3_23

		UCC3

		Purpose – Assignment: User may add optional information under the ‘Optional Filer Reference Data’. This is mapped to section 10 of the UCC3 Form. This is just to display the text on the UCC Filing. It doesn’t trigger anything.  

		



		UCC_24

		UCC3

		Purpose – Assignment: If Financing Statement Amendment was checked (Refer to UCC3_06) Real Estate screen will show up. 

User has options for the following items:


1. This financing statement covers (Checkbox) This is mapped to section 15 of the UCC3AD Form:


· Timber to be cut, or


· As-extracted collateral, or


· Is filed as a fixture filing 


2. Name and Address of a Record Owner (Textbox) – This is mapped to section 16 of UCC3AD Form


3. Description of Real Estate (Textbox) – This is mapped to section 17 of UCC3AD Form


All these items are to display on the UCC Filing. It doesn’t trigger anything.

		



		UCC3_25

		UCC3

		Purpose – Assignment: User may add optional information under the ‘Miscellaneous’ screens. This is mapped to section 18 of the UCC3AD Form. 

		



		UCC3_26

		UCC3

		Purpose – Amendment/Collateral Change: User may select from following Collateral Change Options:


·  ‘Add Collateral’


· ‘Delete Collateral’


· ‘Restate Covered Collateral’


· ‘Assign Collateral’

This is mapped to section 8 of UCC3 Form

		This filing type is considered as amendment 



		UCC3_27

		UCC3

		Purpose – Amendment/Collateral Change:  User may choose either organization or Individual Surname information to be entered for Authorizing Party (Debtor or Secured Party). This is mapped to section 9 on UCC3 Form.

		Default is Secured Party



		UCC3_28

		UCC3

		Purpose – Amendment/Collateral Change: User may add optional information under the ‘Optional Filer Reference Data’. This is mapped to section 10 of the UCC3 Form. This is just to display the text on the UCC Filing. It doesn’t trigger anything.  

		



		UCC3_29

		UCC3

		Purpose – Amendment/Collateral: If Financing Statement Amendment was checked (Refer to UCC3_06) Real Estate screen will show up. 

User has options for the following items:


1. This financing statement covers (Checkbox) This is mapped to section 15 of the UCC3AD Form:


· Timber to be cut, or


· As-extracted collateral, or


· Is filed as a fixture filing 


2. Name and Address of a Record Owner (Textbox) – This is mapped to section 16 of the UCC3AD Form


3. Description of Real Estate (Textbox) – This is mapped to section 17 of the UCC3AD Form


All these items are to display on the UCC Filing. It doesn’t trigger anything.

		



		UCC3_30

		UCC3

		Purpose – Amendment/Collateral Change: User may add optional information under the ‘Miscellaneous’ screens. This is mapped to section 18 of the UCC3AD Form. This is just to display the text on the UCC Filing. It doesn’t trigger anything.  

		



		UCC3_31

		UCC3

		Purpose –Amendment/Party Amendment: 


User must select whether this Amendment affects Debtor OR Secured Party. This is mapped to section 5 of the UCC3 Form. 
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		UCC3_32

		UCC3

		Purpose – Amendment/Party Amendment:

User must select Amendment Type from the following options:


· ‘CHANGE name and/or address’


· ‘DELETE name’


· ‘ADD name’

This is mapped to section 5 of the UCC3 Form. 
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		UCC3_33

		UCC3

		Purpose – Amendment/Party Amendment: User Selects ‘CHANGE name and/or address’

User may choose either Organization or Individual Surname information to be entered for Current Party (Debtor or Secured Party)


· If Debtor is selected, data to be stored as Debtor Data


· If Secured Party is selected, data to be stored as Secured Party Data

This is mapped to section 6 of the UCC3 Form. 

		If Organization:


· Name (Req)


If Individual:


· Individual’s Surname (Req)


· First Personal Name (Opt)


· Additional Name(s) / Initial(s) (Opt)


· Suffix (Opt)


*Field length will not trigger UCC3AD*



		UCC3_34

		UCC3

		Purpose – Amendment/Party Amendment: User Selects ‘CHANGE name and/or address’ User may choose either Organization or Individual Surname information to be entered for Change Party Screen (Debtor or Secured Party)


· If Debtor Box is checked, data to be stored as Debtor Data

		If Organization:


· Name (Req) – This is mapped to section 7A of UCC3 Form. 


· Mailing Address (Req) – This is mapped to 7C of the UCC3 Form. 


· City (Req) – This is mapped to 7C of the UCC3 Form.


· State (Req) – This is mapped to 7C of the UCC3 Form.


· Postal Code (Req) – This is mapped to 7C of the UCC3 Form.


· Country (Opt) – This is mapped to 7C of the UCC3 Form.


If Individual:


· Individual’s Surname (Req) – This is mapped to 7B of the UCC3 Form.


· First Personal Name (Opt) – This is mapped to 7B of the UCC3 Form.


· Additional Name(s) / Initial(s) (Opt) – This is mapped to 7B of the UCC3 Form.


· Suffix (Opt) – This is mapped to 7B of the UCC3 Form.


· Mailing Address (Req) – This is mapped to 7C of the UCC3 Form.


· City (Req) – This is mapped to 7C of the UCC3 Form.


· State (Req) – This is mapped to 7C of the UCC3 Form.


· Postal Code (Req) – This is mapped to 7C of the UCC3 Form.


· Country (Opt) – This is mapped to 7C of the UCC3 Form.



		UCC3_35

		UCC3

		Purpose – Amendment/Party Amendment: User Selects ‘CHANGE name and/or address’ User may choose either organization or Individual Surname information to be entered for Authorizing Party (Debtor or Secured Party)


· If Debtor is selected, data to be stored as Debtor Data


· If Secured Party is selected, data to be stored as Secured Party Data

This is mapped to section 9 of the UCC3 Form. 

		If Organization:


· Name (Req) – This is mapped to section 9am of the UCC3 Form. 


If Individual:


· Individual’s Surname (Req) – This is mapped to section 9B of the UCC3 Form. 


· First Personal Name (Opt) – This is mapped to section 9B of the UCC3 Form.


· Additional Name(s) / Initial(s) (Opt) – This is mapped to section 9B of the UCC3 Form.


· Suffix (Opt) – This is mapped to section 9B of the UCC3 Form.



		UCC3_36

		UCC3

		Purpose – Amendment/Party Amendment: User Selects ‘CHANGE name and/or address’ User may add optional information under the ‘Optional Filer Reference Data’. This is just to display the text on the UCC Filing. It doesn’t trigger anything.  

		Optional Filer Reference Data - Open Text box (opt) – This is mapped to section 10 of the UCC3 Form. 



		UCC3_37

		UCC3

		Purpose – Amendment/Party Amendment: If Financing Statement Amendment was checked (Refer to UCC3_06) Real Estate screen will show up. 

User has options for the following items:


1. This financing statement covers (Checkbox) – This is mapped to section 15 of the UCC3AD Form:


· Timber to be cut, or


· As-extracted collateral, or


· Is filed as a fixture filing 


2. Name and Address of a Record Owner (Textbox) – This is mapped to section 16 of the UCC3AD Form


3. Description of Real Estate (Textbox) – This is mapped to section 17 of the UCC3AD Form 


All these items are to display on the UCC Filing. It doesn’t trigger anything.

		



		UCC3_38

		UCC3

		Purpose – Amendment/Party Amendment: User Selects ‘CHANGE name and/or address’ User may add optional information under the ‘Miscellaneous’ screens. This is just to display the text on the UCC Filing. It doesn’t trigger anything.  

		Miscellaneous - Open Text box (opt) – This is mapped to section 18 of UCC3AD Form.



		UCC3_39

		UCC3

		Purpose – Amendment/Party Amendment: User Selects ‘DELETE name’

User may choose either Organization or Individual Surname information to be entered for Current Party (Debtor or Secured Party)


· If Debtor is selected, data to be stored as Debtor Data


· If Secured Party is selected, data to be stored as Secured Party Data 



		If Organization:


· Name (Req) – This is mapped to section 6A of UCC3 Form


If Individual:


· Individual’s Surname (Req) – This is mapped to section 6B of the UCC3 Form


· First Personal Name (Opt) – This is mapped to section 6B of the UCC3 Form


· Additional Name(s) / Initial(s) (Opt) – This is mapped to section 6B of the UCC3 Form


· Suffix (Opt) – This is mapped to section 6B of the UCC3 Form



		UCC3_40

		UCC3

		Purpose – Amendment/Party Amendment: User Selects ‘DELETE name’ User may choose either organization or Individual Surname information to be entered for Authorizing Party (Debtor or Secured Party)


· If Debtor Box is checked, data to be stored as Debtor Data

		If Organization:


· Name (Req) – This is mapped to section 9A of the UCC3 Form


If Individual:


· Individual’s Surname (Req) – This is mapped to section 9B of the UCC3 Form


· First Personal Name (Opt) – This is mapped to section 9B of the UCC3 Form


· Additional Name(s) / Initial(s) (Opt) – This is mapped to section 9B of the UCC3 Form


· Suffix (Opt) – This is mapped to section 9B of the UCC3 Form


· 



		UCC3_41

		UCC3

		Purpose – Amendment/Party Amendment: User Selects User Selects ‘DELETE name’ User may add optional information under the ‘Optional Filer Reference Data’. This is just to display the text on the UCC Filing. It doesn’t trigger anything.  

		Optional Filer Reference Data - Open Text box (opt) – This is mapped to section 10 of the UCC3 Form. 



		UCC3_42

		UCC3

		Purpose – Amendment/Party Amendment: If Financing Statement Amendment was checked (Refer to UCC3_06) Real Estate screen will show up. 

User has options for the following items:


1. This financing statement covers (Checkbox) This is mapped to section 15 of UCC3AD Form:


· Timber to be cut, or


· As-extracted collateral, or


· Is filed as a fixture filing 


2. Name and Address of a Record Owner (Textbox) – This is mapped to section 16 of UCC3AD Form


3. Description of Real Estate (Textbox) – This is mapped to section 17 of UCC3AD Form


All these items are to display on the UCC Filing. It doesn’t trigger anything.

		



		UCC3_43

		UCC3

		Purpose – Amendment/Party Amendment: User Selects ‘DELETE name’User may add optional information under the ‘Miscellaneous’ screens. This is just to display the text on the UCC Filing. It doesn’t trigger anything.  

		Miscellaneous - Open Text box (opt) – This is mapped to section 18 of UCC3AD Form



		UCC3_44

		UCC3

		Purpose – Amendment/Party Amendment: User Selects ‘ADD name’ on Party Amendment Type Screen. 


· If Debtor is selected, data to be stored as Debtor Data


· If Secured Party is selected, data to be stored as Secured Party Data
This is mapped to section 5 of UCC3 Form. 




		



		UCC3_45

		UCC3

		Purpose – Amendment/Party Amendment: User Selects ‘ADD name’

User must add a minimum of (1) new party to continue.

		If Organization:


· Name (Req) – This is mapped to 7A of UCC3 Form. 


· Mailing Address (Req) – This is mapped to 7C of UCC3 Form.


· City (Req) – This is mapped to 7C of UCC3 Form.


· State (Req) – This is mapped to 7C of UCC3 Form.


· Postal Code (Req) – This is mapped to 7C of UCC3 Form.


· Country (Opt) – This is mapped to 7C of UCC3 Form.


If Individual:


· Individual’s Surname (Req) – This is mapped to 7B of UCC3 Form.


· First Personal Name (Opt) – This is mapped to 7B of UCC3 Form.


· Additional Name(s) / Initial(s) (Opt) – This is mapped to 7B of UCC3 Form.


· Suffix (Opt) – This is mapped to 7B of UCC3 Form.


· Mailing Address (Req) – This is mapped to 7C of UCC3 Form.


· City (Req) – This is mapped to 7C of UCC3 Form.


· State (Req) – This is mapped to 7C of UCC3 Form.


· Postal Code (Req) – This is mapped to 7C of UCC3 Form.


· Country (Opt) – This is mapped to 7C of UCC3 Form.



		UCC3_46

		UCC3

		Purpose – Amendment/Party Amendment: User Selects ‘ADD name’ User may choose either organization or Individual Surname information to be entered for New Party (Debtor or Secured Party)


· If Debtor Box is checked, data to be stored as Debtor Data

		If Organization:


· Name (Req) – This is mapped to section 9A of UCC3 Form


If Individual:


· Individual’s Surname (Req) – This is mapped to section 9B of UCC3 Form


· First Personal Name (Opt) – This is mapped to section 9B of UCC3 Form


· Additional Name(s) / Initial(s) (Opt) – This is mapped to section 9B of UCC3 Form


· Suffix (Opt) – This is mapped to section 9B of UCC3 Form



		UCC3_48

		UCC3

		Purpose – Amendment/Party Amendment: User Selects ‘ADD name’ User may add optional information under the ‘Optional Filer Reference Data’. This is just to display the text on the UCC Filing. It doesn’t trigger anything.  

		Optional Filer Reference Data - Open Text box (opt) – This is mapped to section 10 of UCC3 Form. 



		UCC3_49

		UCC3

		Purpose – Amendment/Party Amendment: If Financing Statement Amendment was checked (Refer to UCC3_06) Real Estate screen will show up. 

User has options for the following items:


4. This financing statement covers (Checkbox) This is mapped to section 15 of UCC3AD Form:


· Timber to be cut, or


· As-extracted collateral, or


· Is filed as a fixture filing 


5. Name and Address of a Record Owner (Textbox) – This is mapped to section 16 of UCC3AD Form 


6. Description of Real Estate (Textbox) – This is mapped to section 17 of UCC3AD Form


All these items are to display on the UCC Filing. It doesn’t trigger anything.

		



		UCC3_50

		UCC3

		Purpose – Amendment/Party Amendment: User Selects ‘ADD name’User may add optional information under the ‘Miscellaneous’ screens. This is just to display the text on the UCC Filing. It doesn’t trigger anything.  

		Miscellaneous - Open Text box (opt) – This is mapped to section 18 of UCC3AD Form 



		UCC3_51

		UCC3

		The system should generate a new UCC3AD automatically if the Individual Name box on the UCC3 Debtor and/or Secured Party page exceeds the max size entered

		This is not a requirement. Confirmed by Tracy 11/9



		UCC3_52

		UCC3

		The system should generate a new UCC3AD automatically if the Organization Name box on the UCC3 Debtor and/or Secured Party page exceeds the max size entered

		This is not a requirement. Confirmed by Tracy 11/9



		UCC3_53

		UCC3

		The system should generate a new UCC3AD automatically if the collateral box on the UCC3 page exceeds the max size entered

		



		UCC3_54

		UCC3

		The system should generate a new UCC3AD automatically if the ‘This FINANCING STATEMENT is to be filed [for record] (or recorded) in the REAL ESTATE RECORDS.’ Box is checked on the ‘UCC3 – Initial Filing Number Screen’ Page.

		



		UCC3_55

		UCC3

		The system should generate a new UCC3AP automatically if User enters more than one  Debtors for a single filing.

		Reference Section 2.8 Online Fee Structure Table of this document.



		UCC3_56

		UCC3

		The system should generate a new UCC3AP automatically if User enters more than (1) Secured Party for a single filing.

		



		UCC3_57

		UCC3

		Once all required data entered into Online Form Wizard, User to be able to verify the compiled UCC3 Filing in pdf format on the Verify Form Page.

		



		UCC3_58

		UCC3

		On the Verify Form Page, User may also edit the specific data elements keyed in during the online filing process by the User.

		Once User begins ‘Checkout’, the Unified Shopping Cart will be implemented. Reference Section 2.10 of this document. Document cannot be viewed unless they have been purchased. Need to add this to General Section.





2.6 UCC5 Online Forms Processing Requirement


		Requirement #

		Type

		Description

		Comments



		UCC5_01

		UCC5

		User to manually key in an IFSN number is required – This is mapped to section 1A of UCC5 Form

		All UCC5 forms require an IFSN number



		UCC5_02

		UCC5

		If IFSN is not supplied, an error message will be presented to the user

		



		UCC5_03

		UCC5

		System will validate the IFSN number entered against the ESOS database to ensure IFSN number is valid

		This should occur in “Real Time”



		UCC5_04

		UCC5

		System will validate that the format of IFSN number is valid

		This should occur in “Real Time”



		UCC5_05

		UCC5

		Filing Number will be system generated for UCC5 filings

		



		UCC5_06

		UCC5

		User enters Record Information To Which This Information Relates. This maps to 1B of the UCC5 Filing Form. This is for display only. 

		



		UCC5_07

		UCC5

		User must select from one the following Purposes for their UCC5 Filing:


· Record is Inaccurate – This is mapped to 2A of UCC5 Form


· Record was Wrongfully Filed – This is mapped to 2B of UCC5 Form


· Record filed by Person not entitled to do so – This is mapped to 2C of UCC5 Form




		



		UCC5_08

		UCC5

		UCC5 Description Page Opens – This is mapped to section 3 of UCC5 Form




		Description - Open Field – not required.



		UCC5_09

		UCC5

		User enters Original Filing Date and Time  

		Date  (opt) – This is mapped to section 4A of UCC5 Form


Time (opt) – This is mapped to section 4B of UCC5 Form



		UCC5_10

		UCC5

		User may choose either organization or Individual Surname information to be entered for Authorizing Party 

		If Organization:


· Name (Req) – This is mapped to 5A of UCC5 Form


If Individual:


· Individual’s Surname (Req) – This is mapped to section 5B of UCC5 Form


· First Personal Name (Opt) – This is mapped to section 5B of UCC5 Form


· Additional Name(s) / Initial(s) (Opt) – This is mapped to section 5B of UCC5 Form


· Suffix (Opt) – This is mapped to section 5B of UCC5 Form



		UCC5_11

		UCC5

		Once all required data entered into Online Form Wizard, User to be able to verify the compiled UCC5 Filing in pdf format on the Verify Form Page.

		



		UCC5_12

		UCC5

		On the Verify Form Page, User may also edit the specific data elements keyed in during the online filing process by the User.

		Once User begins ‘Checkout’, the Unified Shopping Cart will be implemented. Reference Section 2.10 of this document. Document cannot be viewed unless they have been purchased. Need to add this to General Section.





2.7 UCC11 Online Forms Processing Requirement 


		Requirement #

		Type

		Description

		Comments



		UCC11_01

		UCC11

		UCC11 functions to search and request copies of committed filings.

		



		UCC11_02

		UCC11

		Debtor Names are the basis of all UCC11 Searches

		New Radio Button for Debtor



		UCC11_03

		UCC11

		There will be a new search for Secure Party. 

		New Radio Button for Secure Party 



		UCC11_04

		UCC11

		There will be a new search on filing number. No charge to do a search there will be fee only if user requests a copy. All copy fee will be charged the same as today in UCC11 search. The description for the fee will also remain the same.  

		New Radio Button for Filing Number



		UCC11_05

		UCC11

		Searches are done against eSoS Database to yield results based on search filters entered by User.

		We will also add Secure party, debtor and filing number



		UCC11_06

		UCC11

		User to manually key in ‘Debtor’ Name on UCC11 – Debtor Screen, and mark whether ‘Debtor’ is an Organization or ‘Individual’.

		If Organization:


· Name (Req) – This is mapped to section 1A of UCC11 Form


If Individual:


· Individual’s Surname (Req) – This is mapped to section 1B of UCC11 Form


· First Personal Name (Opt) – This is mapped to section 1B of UCC11 Form


· Additional Name(s) / Initial(s) (Opt) – This is mapped to section 1B of UCC11 Form


· Suffix (Opt) – This is mapped to section 1B of UCC11 Form



		UCC11_07

		UCC11

		User to manually key in ‘Secure Party’ Name on UCC11 search

		If Organization:


· Name (Req)


If Individual:


· Individual’s Surname (Req)


· First Personal Name (Opt)


· Additional Name(s) / Initial(s) (Opt


Suffix (Opt)



		UCC11_08

		UCC11

		User to manually key in ‘Filing Number’ on UCC11 search

		Filing Number 



		UCC11_09

		UCC11

		Search Under:


· ‘UCC’ 


· ‘Tax’

		Search to find specific filings within either UCC OR Tax Document types. Use the same search logic for Tax that is in current UCC11.



		UCC11_10

		UCC11

		Certify for search checkbox puts watermark on the search report

		Same watermark image that we are using in Case Manager. 



		UCC11_12

		UCC11

		If User makes a Search Request, results returned via report in PDF format

		UCC11 Search Process is similar to UCC11 Paper Submission.



		UCC11_13

		UCC11

		If User clicks on ALL, this includes lapsed and unlapsed filings for that particular Debtor. This is mapped to section 2A of UCC11 Form. 

		



		UCC11_14

		UCC11

		If User clicks on ALL, this includes lapsed and unlapsed filings for that particular Secure Party.

		



		UCC11_15

		UCC11

		Customer cannot order a certification for individual documents. Customer can only order the complete IFSN # & all UCC-3s & 5s that belong to the IFSN# 

		



		UCC11_16

		UCC11

		If User clicks on Unlapsed, this includes active (filings that are not lapsed) filings for that particular Debtor.

		



		UCC11_17

		UCC11

		If User clicks on Unlapsed, this includes active (filings that are not lapsed) filings for that particular Secure Party.

		



		

		

		

		We are only searching by individual filing number and not by IFSN# 



		UCC11_18

		UCC11

		If User clicks on Certified check box for a Copy Request, the request will be sent to UCC Team to manually process. 

		. Message gets send to customer that they will get the certified copy at a later time and additionally same docs gets sent over to Tracy’s team to manual do certification (UCC email address). UCC team sends out hard copy. 



		UCC11_19

		UCC11

		User has ability to select specific filings for copy request. – This is mapped to section 2B on UCC11 Form

		



		UCC11_20

		UCC11

		During Copy Request, User may filter results by:


· No Copies


· All


· Unlapsed


· Unlapsed + Specified


· Specified Only
This is mapped to section 2 of UCC11 Form

		This is available for Debtor and Secure Party search. For filing search only No Copies and All is available. The search will be on one page and user will need to scroll down.  



		UCC11_21

		UCC11

		If User marks “Certified” for copies, there is an additional fee.

		Reference Section 2.8 of this document.



		UCC11_22

		UCC11

		If User marks “Certified” for copies, User may not select at filing level. They must order certified copies by IFSN #.

		This would provide all filings associated to the IFSN# in the copies request. Certified copy is linked at IFSN. You cannot order certified on individual Filing Search.   



		UCC11_23

		UCC11

		For UCC11 Certified Copy Options, there are the following Expedite Options


· None


· 2 Hour Expedite


· 24 Hour Expedite


NOTE: Expedite Services only available during UCC office hours,

		Fees outlined in Section 2.8


System to send email to Tracy and Diane to let them know there is a 2 hour and 24 hour expedite request. If request doesn’t get completed refund will occur. 



		UCC11_24

		UCC11

		Delivery Methods:


· User Send To Address (User to elect who they list as ‘Send To’)


· User may click on ‘Other’ Tab and data here to be stored 

		For Other we will give Radio button for Fed Ex or US Mail along with Text Box to enter Fed Ex Number. 



		UCC11_25

		UCC11

		On the Verify Form Page, User may also edit the specific data elements keyed in during the online filing process by the User.

		Once User begins ‘Checkout’, the Unified Shopping Cart will be implemented. Reference Section 2.10 of this document. Document cannot be viewed unless they have been purchased. Need to add this to General Section. 





2.8  Online Fee Structure


		Fee #

		Applicable Filing Types

		Fee Description

		Fee

		Unit



		F_01

		UCC1, UCC3,UCC5, UCC11

		Filing Fee

		$30.00

		Filing



		F_02

		UCC1, UCC3

		(1) Debtor is included in filing fee listed under ‘F_01’. Any additional debtors have a charge.

		$2.00

		Debtor



		F_03

		UCC11

		Copies for UCC11 Copy Request

		$2.00

		Copy



		F_04

		UCC11

		Search Request

		$30.00

		Search



		F_05

		UCC11

		Expedite 2 Hours 

		$500.00

		



		F_06

		UCC11

		Expedite 24 Hours

		$125.00

		



		F_07

		UCC11

		Certification 

		$20.00

		Filing



		F_08

		All

		All filings will be sent to the Unified Shopping Cart for Checkout

		

		



		F_09

		All

		Unified shopping cart will calculate the fees according to the filing fees shown for requirements: F_01 – F_07

		

		





2.9 NOT USED – Use Case Scenarios will be provided as Supplemental Documentation at a later date. 

2.10  Unified Shopping Cart


The Unified Shopping Cart will be implemented for the Online UCC Filings. The Unified Shopping Cart system can be used by any Single Sign-On (SSO) application for quick integration without having to re-develop a payment and order processing system for each new service or commodity incurring a change to the customer. The unified cart is capable of containing services\commodities from any arbitrary SOS division of any kind of job type to be processed all at once in one order check out session. 


		Requirement #

		Description

		Comments



		UCart_01

		Single Sign-On implementation is a requirement.

		



		UCart_02

		Allows User to pay with following methods:


· Credit Card


· Debit Card


· Trust Account

		



		UCart_03

		If Credit Card/ Debit Card Number is invalid, customer to receive an error message in “real time”.

		



		UCart_04

		Validation if sufficient funds in Trust Account

		System is set not to allow a customer to draw their trust account under $100.  



		UCart_05

		If Customer has their UserID linked to a Trust Account by NV, then Trust Account Payment option to be displayed.

		



		UCart_06

		Customer has ability to update quantities in the Unified Shopping Cart page depending on the scenario.

		



		UCart_07

		Customer is able to Cancel out of the Checkout. 

		This will clear the shopping cart.



		UCart_08

		Customer has the ability to edit each items in the Unified Shopping Cart page.

		



		UCart_09

		Multiple Trust Account number can be linked with one user.

		





2.11  Job History


Job History shows all the UCC files for up to 30 days from filing date, external customer have the option to download the filings and print. After 30 days from filing date, the record is not shown on the Job History Page.


		Requirement #

		Description

		Comments



		J 01

		User must have completed and paid for their filing

		



		J 02

		Completed, paid filing is accessible on the Job History Tab as Searchable PDF Document, for (30) days from filing date.


*** Customer will have a link to actual document that they can view/download.
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		J 03

		Once a job is committed, a notification will be sent to External Customer’s email address that they have jobs available for viewing/download.

		



		J 04

		After (30) days, the link/access to PDF Document is no longer displayed/active.

		



		J 05

		Once link is inactive, User may still request access to their filing(s) via UCC11 filing.

		



		J 06

		Document will be stored on a separate fire walled server for a period of 30 days ( To Be Configurable ) and will not be accessible directly against the FileNet P8 environment

		*** to review with Bart (and team)



		J 07

		A Job History Link will be sent to the email of the user who has requested the Job History.  

		



		J 08

		The Job History Link should re-direct user to the folder or document they are requesting

		



		J 09

		User should not be able to see anyone else’s document(s)

		



		J 10

		By clicking on link, it must force user to authenticate with their credentials in order to view their document(s)

		



		J 11

		Job History Link sent to the customer should be “Unintelligible” to the human eyes so it may not be replicated

		





2.12  Phase 3 Appendices


UCC1 Flow Chart
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Repeat Process
for 'Add Debtor'
until All Debtors
Listed

Once All Debtors
Listed, Continue

Secured Party is
an Organization

Secured Party is
an individual (Click

(Click Radio h
button) Radio Button)
A 4 A 4
Complete Organization Complete Individual
Name, Mailing Address, Surname, Mailing Address,
City, State, Postal Code City, State, Postal Code
Fields (Required Fields Fields (Required Fields Only
Only Listed) Listed)
Yes:

If
Collateral
exceeds max

field length, a
UCC1AD is
generated.

Repeat Process for 'Add

Secured Parties' until all
secured parties are listed
continue

Additional
Secured
Parties?

Collateral is held in

None Trust

Collateral is being
administered by a
Decendent's Personal
Representative

Alternative Designation Page:

Agricultural Lien or Non a UCC

Security Filing Section

Select from
following:
‘None'
"Agricultural Lien'

—
Alternative Designation
Page:
Alternative Designation
Section

T

Select from following:
‘None'
‘Lessee/Lessor'
‘Consignee/Consignor'
‘Bailee/Bailor'
‘Seller/Buyer'
‘Licensee/Licensor'

User to Key in
'Optional Filer
Reference Data’

Financing
Statement Box
Checked?

Key in data for Misc
Screen and click on
Finish Filing

Select from Following:
‘Timber to be cut, or'
'as-extracted collateral, or'
'is filed as a fixture filing'

User to type in
‘Name and
Address of a
Record Owner in
open text field

User to type in
Description of
Real Estate in
open text field

Cancel Filing R Add (chaf:‘OPplng
Continue )
Shopping R— Begin Checkout

NOTE: Please refer to ‘Unified

Add new filing to
cart (repeat above
process)

Shopping Cart' Section of this

Unified Shopping
Requirements Document.

Cart







UCC3 Flow Chart
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UCC5 Flow Chart




[image: image13.emf]UCC5 Online  Processing  Flow Chart_11.19.2015.pdf




UCC11 Flow Chart
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Nevada Web Development Standards


		Requirement #

		Description

		Comments



		W 01

		The website should use Black body text and h6 #333333

		



		W 02

		The website should have Blue main page background, primary buttons, h1 and h3 headings #4972b8

		



		W 03

		The website should have Grey secondary buttons

		



		W 04

		The website should have Dark Blue h2, h4, h5 headings #1a4085

		



		W 05

		The website should have Dark Grey secondary color for graphics and some block elements #666666

		



		W 06

		The website should have Red warning and error messages, delete buttons #c40000

		



		W 07

		The website should have White secondary color for graphics and some block elements #f9f9f9

		





Single Sign On







External Customer 



Job History



(An active link for (30) days for customer to access their PDF filing)







XMLs







Great 



Plains











Unified Shopping Cart







Wizard to fill out UCC Forms







External User Submits







Online User







PDFs + attachments







FileNet



P8







eSoS



DB
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Paper UCC User



Online UCC User



Commit Job        
*File Stamp Filings 



upon Committal   
*These are 



unredacted filings 
(V1)



Online UCC User



Returned back to 
Send To / 
Submitter



Acknowledgement 
Letter with 



unredacted filings 
sent back to User



UCC Forms & 
Attachments



Manual Redaction Queue                                                              
*Manual Redaction of Filings                            



*Implicit Check Out                 
*User to Check in Redacted 



Version                                      
*Default to release Redacted 



Version (if available)               
*Redaction Flag / Reviewed Flag 



UCC11 Search / Copy Request             
*Redacted Filings (if available) AND 



Reviewed Flag = 'YES'                        
*If exists, no un-redacted filings to be 
returned upon UCC11 Search/Copy



Online UCC UserPaper UCC User



FileNet Holds 
Unredacted / 



Redacted 
Versions.
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External Customer 
To Login w/ SSO



Click Information 
Statement (UCC5) 



Click Next on 
Wizard 



Introduction 
(UCC5) Screen 



UCC5 Original Filing Screen 
Open                                       



User enters in IFSN# (req)           
and Record Information which 
Information Statement Relates 



to (Open Text Box)



UCC5 Purpose Screen Opens 
Customer to select Radio 



Button from following choices: 
?Record is Inaccurate? 



?Record was wrongfully filed? 
?Record filed by Person not 



entitled to do so; 



UCC5 ? Description 
Screen Opens 



Customer to provide 
basis of correction in 



open field. 



UCC5 Original Filing 
Screen Opens 



Customer to enter 
Original Filing Date 



and Time



Authorizing Party 
is an Organization 
(click radio button) 



Authorizing Party 
is an Individual 



(click radio button) 
OR



Authorizing Party 
Screen Opens



Click Finish











Authorizing Party 
is an Organization 
(click radio button) 



Authorizing Party 
is an Individual 



(click radio button) 



UCC5 ? Verify Form 
User May click on ?View 
in PDF Form? User may 



verify entered Data / 
Details for UCC5 Filing 



Cancel Filing
Add to Shopping 



Cart



Fees are calculated 
and receipt of filing(s) 



are shown 
Customer may ?Delete? 



filing here 



Continue 
Shopping Begin Checkout



Add new filing to cart 
(repeat above 



process) 



Unified Shopping 
Cart 



OR



Click Finish



OR



OR



NOTE: Please refer to ?Unified 
Shopping Cart? Section of this 



Requirements Document. 
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External Customer to 
Log In w/ SSO



UCC11 - 
Debtor/Secured 



Party Search 
Request Screen 



Click 
Search on 
Debtor?



Click 
Search on 
Secured OR



Click No 
Search 



Response for this 
UCC11, Only 



Copies



Click 
Search on UCC 



Filings?



Click 
Search on Tax 



Lien Filings 
Filings?



Click on'Back' Click on'Next'



Click on'Finish'   
*This is 'If you 
are conducting 



a search and do 
not want copies, 



you may click 
'Finish' now.



Click on'Cancel 
Filing'



OR



Click 'All' - 
this will show all 



documents that fall into 
lapse+1 year 



range



Click 'Unlapsed' 
- only docs that have 



not lapsed
OR



Desires 
Copies? 



OR



Yes



No



Click D/SP = 
Organization?



Click D/SP = 
Individual?OR



If 'CERTIFIED' is 
clicked, Search 
Report to have 
'CERTIFIED' 
Watermark



Represents New 
Screen











UCC11 - Verify Form 
Screen Opens              



*User to verify report 
details are correct. User 
may see report in PDF 



Format.



UCC11 - Specific 
Copies Screen 
Opens With all 
records tied to 



Debtor/Secured 
Party Name Search



User may filter 
results displayed 



by:



Click 'No Copies' Click 'All' Click 'Unlapsed'
Click 'Unlapsed + 



Specified'
Click 'Specified 



Only'



No records are 
selected



OR OR OR OR



All records are 
automatically 



selected



All unlapsed filings 
are  automatically 



selected



?? what is 
difference here  



with 'Unlapsed'?



External 
Customer may 
manually select 
specific records



If 'CERTIFIED' is 
clicked, there is an 



additional fee, and a 
notification must go 



to 
UCC@sos.nv.gov 



so that UCC team 
may print out copies, 



and stamp with 
'Certified on 



backside of pages. 
UCC team will 



mail out 
documents.



UCC11 - Copy 
Options Screen 



Opens



User can view 
copy charges 



calculated thus far



User selects 
Expedite Options:  



'NONE'                 
'2 Hour ...'              
'24 Hour...'



User selects 
delivery method



Click Use 
Send To 



Address?   *uses 
default send to 



address



Yes



User may click 
'Other' and 



manually key in a 
preferred email 



address



NO



UCC11 - Verify Form 
Screen Opens              



*User to verify report 
details are correct. User 
may see report in PDF 



Format.



Click 'Cancel 
Filing'



Click 'Retry 
Search' Click 'Finish'











Click 'Cancel 
Filing'



Click 'Retry 
Search' Click 'Finish'



UCC11 - 
Debtor/Secured 



Party Search 
Request Screen 
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External Customer 
To Login w/SSO



Click Financing Statement 
Amendment (UCC3) Link, Click 



Next on 'Introduction Page



Click Next on 
Initial Filing 



Number



Enter Initial Filing 
Number applicable 
for UCC3 Purpose



Click on Financing 
Statement Amendment 
if filing to be reocrdered 
in Real estate Records



Click Radio Button 
for Termination



Click Radio Button for 
Continuation, filing must be 



within 6 months of lapse date. 
Any number of Continuations 
can be filed per 6 month lapse 



date.



Click Radio Button 
for Assignment



Click Radio Button 
for Collateral Change



Click Radio 
Button for Party 



Amendment



Authorizing Party 
Screen Opens     



Mark check box if 
the termination is 
authorized by the 



debtor



UCC3 - 
Authorizing Party 



Click on Checkbox 
if filing is on behalf 



of debtor



Assignee Screen 
Opens



Change New or 
Added Information 



in Assignee 
Screen



Party Amendment 
Type Screen Opens



Authorizing Party 
is an Organization 



(Click Radio 
Button)



Authorizing party 
is an Individual 



(Click Radio 
Button)



UCC3 Authorzing 
Party 



Click on Checkbox 
if filing is on behalf 



of Debtor



Party is an 
organization (Click 



Radio Button)



Party is an 
individual (Click 
Radio Button)



Assign Collateral Screen Opens 
(Customer may add collateral here)                                          



User type in open text field and 
clicks next



Assignor Screen 
Opens



Collateral Change Screen 
Opens



Select a Radio Button w/ 
Following Options 



?Add Collateral? 
?Delete Collateral? 



?Restate Covered Collateral? 
?Assign Collateral? 



Enter text in collateral 
Field. Cannot continue 
without entering value 



here



Authorizing Party 
is an Organization 



(Click Radio 
Button)



Authorizing party 
is an Individual 



(Click Radio 
Button)



Assignor a 
Secured Party? 



*Screen default is 
Secured Party



Assignor a 
Debtor?



Click on check box 
to list Debtor as 



Authorizer



Select Radio Button on 
party amendment affects 
Debtor or Secured Party 



Also Select Radio 
Button for : 



?Change name 
and/or address? 
?Delete Name? 
?Add Name? 



 Change name and/or 
address Delete Name



Add Name



UCC3 Current 
Party Screen 



Opens Customer 
to enter current 



party 



UCC3 Current Party Screen 
Opens Customer to enter current 



party



UCC3 New 
Parties Screen 



Opens 
Customer to click 



?Add Party? 
Party = debtor / 
Secured Party 



UCC3 Change 
Party Screen 
Opens details 



Customer to enter 
new / amended 



details 



UCC3 New Party 
is an Organization 
(click radio button) 



UCC3 New Party 
is an Individual 



(click radio button) 



User to Select 1/5 UCC3 Purposes



OR



OR



OR



Authorizing Party 
Screen                            



Click on Checkbox if 
filing is on behalf of 



Debtor



OR



OR



Option



UCC3 New Party 
is an Organization 
(click radio button) 



UCC3 New Party 
is an Individual 



(click radio button) 
OR



UCC3 Change Party 
is an Organization 
(click radio button). 
And enter address 



UCC3 Change Party 
is an Individual (click 



radio button). And 
enter address



OR











Optional 
Reference Filer 



Data Screen 
(Optional for filer 



to complete)



Authorizing Party 
is an Organization 
(click radio button)



Authorizing party 
is an Individual 



(Click Radio 
Button)



Add 
Additional 
Parties / 
Details? 



Click Next 
Click ?Add Party? and add 



New Party and Details. Add 



either Debtor or Secure 
Party along with address



Miscellaneous 
Screen Opens 



(Optional for filer to 
complete)



UCC3 ? Verify Form 
User May click on ?View in 
PDF Form? User may verify 
entered Data / Details for 



UCC3 Filing 



Click Cancel Filing
Click Add to 



Shopping Cart



CART                     
Fees are calculated 



and receipt of filing(s) 
are shown 



Customer may 
?Delete? filing here



Continue 
Shopping Begin Checkout



Unified Shopping 
Cart



Add new filing to cart 
(repeat above 



process). Or do any 
of the other available 



UCC Filing Online 



Click 'Finish' to complete filing



OR



OR



NOTE: Please refer to ?Unified 
Shopping Cart? Section of this 



Requirements Document. 



No Yes



Option



OK



Authorizing Party Screen                   
Click on Checkbox if filing is on 



behalf of Debtor



Authorizing Party 
is an Organization 
(click radio button)



Authorizing party 
is an Individual 



(Click Radio 
Button)



Authorizing Party Screen                   
Click on Checkbox if filing is on 



behalf of Debtor



OR
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External Customer 
To Login w/SSO



Click Financing 
Statement (UCC1) 



Link



Click Add 
Debtors(s) 
*(1) Debtor 



included in Filing 
Free..



Debtor is an 
Organization 
(Click Radio 



Button)



Debtor is an 
Individual (click 
Radio Button)



Complete Organization 
Name, Mailing Address, 
City, State, Postal Code 
Fields (Required Fields 



Only Listed)



Complete Individual 
Surname, Mailing Address, 



City, State, Postal Code 
Fields (Required Fields Only 



Listed)



Additonal 
Debtor?



Click Add Secured 
Party



No



Repeat Process 
for 'Add Debtor' 
until All Debtors 



Listed



Yes



Secured Party is 
an Organization 



(Click Radio 
button)



Once All Debtors 
Listed, Continue



Secured Party is 
an individual (Click 



Radio Button)



Complete Organization 
Name, Mailing Address, 
City, State, Postal Code 
Fields (Required Fields 



Only Listed) 



Complete Individual 
Surname, Mailing Address, 



City, State, Postal Code 
Fields (Required Fields Only 



Listed)



Additional 
Secured 
Parties? Click Add Collateral 



Input text, or add attachment. 
If collateral exceed (XX) 



Character length, a UCC1AD 
Form is generated in the 



background No



Repeat Process for 'Add 
Secured Parties' until all 
secured parties are listed 



continue



Yes



Held In Trust 
Select Choice 
(Radio Button)



Alternative 
Designation











Repeat Process for 'Add 
Secured Parties' until all 
secured parties are listed 



continue



Held In Trust 
Select Choice 
(Radio Button)



Alternative 
Designation



Financing 
Statement Box 



Checked?



Miscellaneous 
Screen



No



Complete Real 
Estate 



Designation 
Screen



Yes



Finish Filing



UCC1 ? Verify Form 
User May click on ?View in 
PDF Form? User may verify 
inputted Debtors, Secured 



Parties, Filing Details 



Cancel Filing
Add to Shopping 



Cart



Fees are calculated 
and receipt of filing(s) 



are shown 
Customer may 



?Delete? filing here



Continue 
Shopping Begin Checkout



Add new filing to 
cart (repeat above 



process)



Unified Shopping 
Cart



NOTE: Please refer to ?Unified 
Shopping Cart? Section of this 



Requirements Document. 
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[bookmark: _Toc430897245]Reporting General Requirements

Nevada UCC Generates the reports outlined in the Table in the next section. New Case Manager System will allow them to continue to generate the same reports they generate in UCC’s current eSoS Application now. The following table lists out the reports which have been identified by Nevada as required by UCC and Accounting.

[bookmark: _Toc430897246]Reports Table



		Req #

		Rpt ID

		Report Title

		Report Description

		Which Filings?

UCC / TL / BOTH

		Data Origin 

(eSoS/ GP/ Both)

		Report Includes Web Jobs?

(Y / N /TBD)

		Comments

		Report Image

(larger images of the reports are also included in Appendix A of this document)



		1.0

		01

		eSoS Saved Jobs Report

		This report tracks the following:

· Job Number

· Job Setup Date

· Job Modified Date

· Job Modified By



 

		Both

		eSoS

		Yes 

		

		[image: ]



		2.0

		01

		eSoS Saved Jobs Report

		This report needs to be able to filter by UCC jobs if required

		Both

		eSoS

		No

		This current report combines both UCC and Corporate Records

		[image: ]



		3.0

		02

		Expedite Services by Processor

		This report tracks who processed expedite requests and the revenue earned by tiered expedite services (1 Hour, 2 Hour, and/or 24 Hour).

		Both

		GP

		Yes 

		We need information on if this report tracks both Web and Paper

		[image: ]



		4.0

		03

		Receipting Batch Proof Report

		The following data elements should be captured on this report:

· Job Number

· Check/Authorization Number

· Check Amount

· Cash Amount

· Credit Card Amount

· Total Dollar Amount





		Both

		GP

		No

		This report identifies payments entered (filtered by UCC Team Individual)

		[image: ]



		5.0

		04

		Statistics Report by Officer

		Data elements to be reported:

·  User 

·  Description

·  Services

·  Revenue

		Both

		GP

		Yes 

		This report shows revenue generated by each Filing Officer, and sums total revenue generated by all Filing Officers at the end of the report. “Web = Filing Officer”

		[image: ]



		6.0

		05

		Statistics Report by Service

		Report tracks ‘Description’, ‘Services’, and ‘Revenue’

		Both

		GP

		Yes 

		This report shows revenue generated by each service rendered, and sums total revenue generated by all Services at the end of the report.

		[image: ]



		7.0

		06

		UCC Filed and Document And Page Counts

		This report shows which UCCs were filed and reports how many documents and pages were filed by UCC Type, and shows sums at the end of the report.



Report Tracks:

· Service Type 

· Action Type 

· Total Pages  

· Total Document

		Both

		eSoS

		Yes 

		

		[image: ]



		8.0

		07

		UCC Lien Search

		This report shows when a “search” was performed on a particular Lien. 

This report identifies: 

· Entity Name’, Lien Type’ 

· Lien Status 

· Maturity Date 

· Prev Maturity Date

· Purged Date ‘Modified By’ 

· Modified Date

		Both

		eSoS

		Yes

		

		[image: ]



		9.0

		08

		UCC Daily Processed Documents

		This report shows the number of documents processed on any given day. 

This report shows:

· Doc Number 

· Filing Date

· User ID 

· Job Number 

· Service Type

		Both

		eSoS

		No

		

		[image: ]



		10.0

		09

		UCCRedDocReport

		This report lists the Secured and Debtor Parties linked to a particular filing number.

		Both

		eSoS

		Yes

		

		[image: ]



		11.0

		10

		Esos Receipt by Employee

		This report shows via ‘bar chart, and summed at the end, how may filings were receipted by a particular filing officer in a specified date range.

		Both

		eSoS

		No

		

		[image: ]

[image: ]



		12.0

		11

		Statistics Report by Officer

		This report lists the total number of services “worked” by each filing officer and the revenue generated by it.  



		Both

		GP

		Yes

		

		[image: ]



		13.0

		12

		Customer Web Admin (Online Report)

		

		Both

		eSoS

		Yes

		

		[image: cid:image002.png@01D10A77.49FE17B0]

[image: cid:image003.png@01D10A77.49FE17B0]



		14.0

		13

		Online Filing Stats (Online Report)

		

		Both

		eSoS

		Yes

		

		[image: cid:image003.png@01D10A77.49FE17B0]





		15.0

		14

		Web Jobs Per Hour (Online Report)

		

		Both

		eSoS

		Yes

		

		[image: cid:image001.png@01D10A77.A36AB380]
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		Rpt ID # 01

		Rpt ID # 02
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		Rpt ID # 03

		Rpt ID # 04
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		Rpt ID # 05

		Rpt ID # 06
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		Rpt ID # 07

		Rpt ID # 08
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		Rpt ID 10- pg 1[image: ]
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		Rpt ID # 09

		Rpt ID # 10
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		Rpt ID # 11

		Rpt ID # 12
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		Rpt ID # 13

		Rpt ID # 14
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Project Introduction 

The UCC Division, a subdivision of the Commercial Recordings, processes all UCC and Tax Lien Filings. Mail or Walk-In Paper Submissions go directly to the UCC Division from the Mailroom or Front Office. One of the Filing Officers will verify the UCC documents are compliant before scanning, receipting, and processing, since once a document is scanned into the system and money is accepted, it is considered filed.  



The UCC Division is seeking ways to improve the overall processing of the UCC and Tax Lien filings. This document outlines what the current functions of the UCC Division, as well as their desire for future functionality for paper submissions only. Subsequent requirements documents for Phase 2 (Integration to Great Plains – Financial Software) and Phase 3 (Online Submissions) will provide the complete project scope for implementation for the UCC Division.






Terms & Definitions

Acknowledgement – The written response sent by the Filing Officer to the Submitter with the processed UCC documents.  Contains copies of the submitted UCC forms with their assigned File Numbers as well as confirmation of payment and a File Acknowledgement Form.

Business User – A Nevada Secretary of State Filing Officer. The state employee responsible for processing UCC forms.

Collateral – A description of the actual physical item(s) that are part of the UCC filing (Debtor’s Property the lien is placed on to secure the loan).

Continuation – A UCC3 can be submitted to extend the original UCC Financing Statement for an additional term of 5 or 30 years.  A Continuation can only be filed in the last six months prior to the lapse date. Terminated UCC filings can be continued with the filing of a UCC3 in the six months prior to the lapse date.

Debtor – The entity that owes the Secured Party for the collateral 

Document ID – See File Number

Entity – The name of either the Secured Party, Debtor or Submitter.

Expedite – A request by the submitter to expedite the processing of a UCC form by 1 hour, 2 hours or 24 hours.   There is an additional charge for an expedite request.

File Number – A unique number that is assigned when a UCC form is filed.  The File Number is a sequential number that is prefixed with the four digit year of the date the form was received.

Filing Officer – The Nevada State employee responsible for filing UCC forms.

Filing Officer Statement – (FOS) an FOS is a form created by a filing officer to correct an error made by a filing officer.  

Individual – The name of an individual who is a Debtor or Secured Party

Initial Financing Statement File Number (IFSN) – The File Number assigned to a UCC1 form.  Any subsequent UCC3 and UCC5 that are submitted must reference an IFSN.

Job Number – A unique number that is assigned when a set of documents are scanned.  Job number is a sequential number prefixed with a ‘U’ and the four digit year for day it was scanned.  Uyyyymmdd-xxxx

Lapse Date – The date when a UCC Financing Statement and/or Tax Lien is no longer in force.  

Payment – The payment made by the Submitter to pay for the UCC filing. Payment types includes Check, Cash, Credit Card, ACH (Voucher ID), Trust Funds. 

Redaction – The permanent removal of information from any UCC submission or collateral description that contains private or privileged information.   Examples would be credit card numbers, SSN, bank account numbers.

Refund – Moneys refunded to a Submitter if they overpay on a submission by $15.00 or more.   Any overpayments under $15.00 are not refunded to the Submitter.

Secured Party – The entity that is owed the collateral from the Debtor

Send To Entity – The name and address or email address of the entity that should be sent the acknowledgement of the UCC filing.  This may be a different entity from the submitter.

Submitter – The name of the entity that is submitting the UCC form for processing.

Termination – A UCC3 can be filed to terminate a UCC Financing Statement.  Amendments and additional parties can continue to be added to the UCC Financing Statement until the UCC’s lapse date.  Terminated UCC filings can be continued with the filing of a UCC3 in the six months prior to the lapse date.

Trust Account – An account set up by an entity to pay for the processing of UCC Filings and searches.  The submitting entity can have the charges paid from their trust account rather than sending in payment with the submission.

UCC1 – Financing Statement.  The form used to initially file a Financing statement.  It contains a list of the Debtors, Secured Parties and a description of the collateral.  It also can indicates if the collateral is a Public Finance, Manufactured Home or a Transmitting Utility.

UCC1AD – Financing Statement Addendum.  This form is used if the Debtor name does not fit in the space on the UCC1, or adding another Secured Party.  It also includes space to add additional collateral information.  There can be multiple UCC1AD forms submitted along with the UCC1.

UCC1AP – Additional Parties. This form is used if additional Debtors or Secured Parties need to be added on the UCC1 form.

UCC3 – UCC Amendment.  This form is used to make an amendment to the original UCC1 form.  It can be used to Terminate, Amend, Assign or Continue the original UCC1.  It can also be used to update the debtor or secured party information.  As well it can be used to modify the collateral information. 

UCC3AD – UCC3 Addendum. This form is used to update the collateral information that does not fit in the space provided on the UCC3 form.

UCC3AP – UCC3 Additional Parties. This form is used to add additional Debtors or Secured parties if they do not fit on the UCC3 form.

UCC5 – UCC Information Statement. This form is used to report an error in the initial UCC1, or related UCC3 filing(s).

UCC11  - UCC Search Request. This form is used to request a search of existing UCC or Tax Liens for specific debtor.

XFDF - "XML Forms Data Format." XFDF is an XML-based file format for representing form data and annotations that are contained in a PDF form.







UCC Workflow - Current State Analysis

Mail or Walk-In Paper Submissions go directly to the UCC Division from the Mailroom or Front Office. One of the Filing Officers will verify the UCC documents are compliant before scanning, receipting, and processing, since once a document is scanned into the system and money is accepted, it is considered filed.  

3.1 The UCC Forms

3.1.1 The UCC1 Family of Forms (UCC1, UCC1AD, UCC1AP)

The UCC1 form is the main initial form of the UCC filing process. If a UCC1AD and/or UCC1AP form is to be filed, it must be filed at the same time the UCC1 form is filed. UCC1AD and UCC1AP cannot be filed independently. Thus, we find the following three forms to occur within the same workflow application.



UCC1 Form – This form is the master initial form. These forms (UCC1 family of forms) are the only forms where the ‘IFSN’ and the ‘File Number’ number are the same.   When UCC3 and/or UCC5 documents are filed, they must reference the original ‘IFSN’ generated from filing the corresponding UCC1 form(s).



UCC3, UCC3AD, UCC3AP, and UCC5which pertain to that particular UCC1 form that is being filed, cannot be filed at the same time as theUCC1/UCC1AD/UCC1AP forms. 





[image: ]The Document Identification Number will be generated once UCC1 forms are processed, and placed here. This is considered the ‘File Number’.



Fig. 1 – UCC1 Form – UCC Financing Statement







[image: ]UCC1AD Form – This form is an extension to the UCC1 form, where it captures information that couldn’t be retained in the space provided in the UCC1 form (i.e. names, collateral). These forms (UCC1 family of forms) are the only forms where the ‘IFSN’ and the ‘FileNumber’ are the same.  When UCC3 and/or UCC5 documents are filed, they must reference the original ‘IFSN’ generated from filing the corresponding UCC1 form(s).



































The Document Identification Number was generated while processing UCC1 form, and placed here for reference. This is considered the ‘File Number’.



















Fig. 2 – UCC1AD Form – Financing Statement Addendum

UCC1AP Form – This form is an extension to the UCC1 form, where it captures information that couldn’t be retained in the space provided in the UCC1 form (i.e. names of debtors and/or secured parties, etc). These forms (UCC1 family of forms) are the only forms where the ‘IFSN’ and the ‘File Number’ number are the same.  When UCC3 and/or UCC5 documents are filed, they must reference the original ‘IFSN’ generated from filing the corresponding UCC1 form(s).







[image: ]The Document Identification Number was generated while processing UCC1 form, and placed here for reference. This is considered the ‘File Number’.





Fig. 3 – UCC1AP Form – Financing Statement Additional Party

3.1.2 The UCC3 Family of Forms (UCC3, UCC3AD, UCC3AP) 

[image: ]The Document Identification Number was generated while processing UCC3 form, and placed here for reference. This is considered the ‘File Number’.



This is the Initial Financing Statement Number generated from filing the UCC1 Form.



UCC3 Form – This form allows modifications / amendments to the already filed UCC1 form(s), where additional Debtor(s) or Secured Party (ies) could be modified from what was originally submitted in the  UCC1 forms, or new parties added and collateral can be modified from what was previously submitted, or new collateral added. This form MUST reference the Initial Filing Statement Number to be deemed compliant.







Fig. 4 – UCC3 Form – UCC Financing Statement Amendment



[image: ]The Document Identification Number was generated while processing UCC3 form, and placed here for reference. This is considered the ‘File Number’.



UCC3AD Form – This form is an extension to the UCC3 form, it captures information that couldn’t be retained in the space provided in the UCC3 form (i.e. names, collateral). This form MUST reference the Initial Financing Statement Number to be deemed compliant.










[image: ]
3.1.3 The UCC5 Form – Information StatementFig. 5 – UCC3AD Form – UCC Financing Statement Amendment Addendum



This is the Initial Financing Statement Number generated from filing the UCC1 Form.



Fig. 6 – UCC3AD Form – UCC Financing Statement Amendment Additional Party



This is the Initial Financing Statement Number generated from filing the UCC1 Form.



The Document Identification Number was generated while processing UCC3 form, and placed here for reference. This is considered the ‘File Number’.



UCC3AP Form – This form is an extension to the UCC3 form, where it captures information that couldn’t be retained in the space provided in the UCC3 form (i.e. names of debtors and/or secured parties, etc). 

This form MUST reference the Initial Financing Statement Number to be deemed compliant.





UCC5 Form – This form is to state that ‘Record is Inaccurate’, ‘Record was Wrongfully Filed’, or ‘Record Filed by Person not Entitled to do so’ along with the filer’s ‘Basis for Claim’.

This form MUST also reference the Initial Financing Statement Number to be deemed compliant.







[image: ]


3.1.4 The UCC11 Form – Information RequestFig. 7 – UCC5 Form – Information Statement



The Document Identification Number was generated while processing UCC5 form, and placed here for reference. This is considered the ‘File Number’.



This is the Initial Financing Statement Number generated from filing the UCC1 Form.





UCC11 Form – This form is to request information (i.e. specific UCC Filings, as well as Tax Lien Filings). This form requires the Record Number and corresponding information to be noted as well as if the request is for ‘Copy Request’ or ‘Certified’.

This form does NOT need to reference the Initial Financing Statement Number to be deemed compliant.







[image: ]


Fig. 8 – UCC11 Form – Information Request





3.2 UCC Business Function & Processes

3.2.1 UCC Compliancy 

A. A UCC document is deemed compliant when it meets the following criteria:



1. UCC1 form is completed with either Organization or Individual’s Name(also known as the ‘Debtor’). This form must also identify at least (1) Secured Party, along with complete addresses (including states and zip codes) for all parties listed.



2. Correct fees were transmitted via check, cash, or credit card, or adequate funds are confirmed via the Submitter’s Trust. Trust is a pre-paid account that is set up by the Submitter at the time they had previously filed a UCC1 form. NOTE: If the Submitter provides an overage in the funds of $15 or more only, a refund is madeto the Submitter (Refund Process to be identified in Phase 2).



3. Only UCC1 (and family of forms) can be submitted for the same parties in a packet. To file any other forms there must be an existing UCC1 form on file to reference the Initial Financing Statement Number (‘IFSN’).



4. If any of the criteria in 1, 2, or 3 above are not met, the UCC Filing Officer will return the entire packet BEFORE it is scanned with a return form letter identifying the deficiency. 



5. If ‘Expedite’ is marked, the Submitter has a choice of 24hr, 2hr, or 1hr. There is no formal selection method for choosing level of expedition. The Submitter communicates via written request on the submitter’s cover sheet, or email. The fees that accompany the UCC1 forms must correspond to the ‘Expedite’ choice chosen by the submitter, otherwise document will be deemed non-compliant. ((3) ‘Expedite’ Choices all require different fees).

B. If the documents are deemed compliant, they are scanned, receipted, and processed. However, periodically a non-compliant job may get scanned in. The following outlines the process for correcting the processing of a non-compliant job:

1. The job with all corresponding scanned document is deleted.

2. The check / refund for cash payment is retrieved from Accounting, (to be further defined in Phase 2).

3. A return form letter is manually created for non-compliant documents. 

4. Everything (Original Documents, check/cash, and form letter) is sent back to the submitter. If the check has already been deposited into UCC’s financial institution, then a refund process (refund to be addressed in Phase 2) must be initiated (this can happen if the job is processed the day after it was scanned in). 



C. If UCC Division has made an error, they correct this error by:

1. Submitter would notify UCC that an error was made when their documents were filed (i.e. Submitter stated company name as “ABC Company” and UCC inputted “ABD Company”).



2. UCC would issue a ‘Filing Officer Statement’ (FOS) – see Figure 4 below. Currently, the FOS document is created manually via word document and scanned along with any supporting documentation and/or correspondence. 



3. UCC will correct the informationin the system that the FOS was written against. The Initial Financing Statement (‘Filing Number’) will be referenced on the FOS.



4. The FOS plus the corrected documents will be sent to the Submitter.



5. ‘FOS’ document can be searched by ‘Debtor Name’, ‘Secured Party Name’, ‘IFSN’, ‘FOS Number’, Corresponding ‘File Number’.



[image: ]

Fig. 9 – Filing Officer Statement (FOS)








3.2.2 Scanning / Capture of UCC Forms 



Once documents are deemed compliant, UCC Team will capture the documents as the first step towards filing the UCC Documents. 

	

The following is the scan/capture process:

Click UCC button.

Click ‘New Scanned Job’

Back-dating

If Yes

If No

Click ‘Date and Time’, and ‘Keep Between Jobs’

Unclick ‘Date & Time’

Click ‘Add’

























Click ‘Commit Job’, then ‘OK’ (note Exp Pgs, Exp Docs); Display Box that Job Number Committed Successfully, Click ‘OK’

Click ‘Attributes’

‘Endorse’ either paper slip or check, Click ‘OK’

‘Description’ Enter Name of Debtor, Click ‘Add’

Click ‘Capture’, then ‘Cancel’














* Scanning RulesUCC Indexes the Doc by choosing ‘Expedite’ Option and ‘Document Type’ Option (i.e. ‘UCC1’, ‘UCC3’, UCC5 and/or UCC11) ‘Expedite’ checked only if there is an Expedite Request. Otherwise default is ‘None’. *





Click ‘Start of Document’ – UCC team runs through UCC Batch and identifies “Start of Document” for each doc until end of docs reached.

Click ‘Complete’, then ‘New Scanned Job’ (This completes the scan Process)

Click ‘Enhance’



The following is the order of how documents are scanned into the current system:

1. All checks are scanned first, and indexed as ‘Payments’ Document Type

2. Cover sheets would follow payments – indexed as ‘Correspondence’ Document Type

3. UCC Forms and their corresponding ‘AP’, ‘AD’ documents (as required), along with collateral attachments (i.e. collateral photos, descriptions) would be scanned last.

Current Choice Lists Available 

		Expedite

		UCC Business Use



		None

24hr

4hr 

2hr

1hr

		



UCC does not use 4hr option







		Doc Type

		UCC Business Use



		Correspondence

FOS

Job

Other

Payment

Tax Filing

Tax Non-Filing

UCC1

UCC11

UCC3

UCC5

		



UCC does not use ‘Job’ type

UCC does not use ‘Other’ type





UCC does not use ‘Tax Non-Filing’ type









3.2.3 Lapse Period & Rules

The following identifies what the active and lapse periods are for specific Filing Types as identified in the UCC1 Form.

1. Utility Filings – Never Lapse / Expires



2. Manufactured Homes – Lapses 30 years to the day from the date of the original filing.



3. Public Finance Statement – Lapses 30 years to the day from the date of the original filing.



4. All other documents – Lapse 5 years to the day from the date of the original filing, unless a Continuation is filed and then they are active for another 5 years from the original filing date.



A UCC Financing Statement can be continued for an additional 5 years, or 30 years for a manufactured home or Public Finance, if a UCC3 Continuation is filed.  A continuation can only be filed in the last six months of a filing’s term.  Any continuation filed prior to six month before the filing’s lapse date will be rejected.  Any continuation filed after a Financing Statement has lapse will be rejected.




3.2.4 Acknowledgement Process



All filings are accompanied by an ‘Acknowledgement’ Form, which accompanies all completed filings After the forms are scanned, the data is indexed and committed into the system, an acknowledgment letter is generated in the system. This generated acknowledgment letter is printed and mailed to the Submitter.

The generated acknowledgment letter consists of multiple pages in the below format:



Page 1(Cover Sheet) - Office of the Secretary of State Nevada cover sheet outlining the number of Financing statements processed, Job Number along with Submitter and/or Send To details.



[image: ]	Job Number













Number of Filings Processed





























Submitter / Send To Info







Fig. 10 – Acknowledgment – Cover Sheet




Page 2 (Receipt) - Receipt  showing total amount, with the detailed information of each Financing Statement processed, and Debtors added with the charges.



[image: ]



Trust Account 

Filings Detailed Info























Amount; Charges Trust Account









Trust Account Noted





















Fig. 11 – Acknowledgment – Receipt




































Page 3 (Filing Acknowledgment) -  Office of the Secretary of State Nevada Filing Acknowledgment Letter which states the Financing Statement Job Number, Filing Description, Initial Filing Number , Document Filing Number, Date and time of Filing along with the details of Debtors and Secured party.

[image: ]  


 Page 4 (Page n) - Consists of the UCC Filing Form(s) followed by the attachments (x) which were submitted along with the UCC Filing Forms.Initial Financing Statement Number (IFSN)

Fig. 12 – Acknowledgment – Filing Acknowledgement



Job Number

Date / Time

Debtor / Secured Parties

Doc Filing Number

(File ID)

Filing Description





 If the Job includes more than one UCC Filing to be processed, then Page n+x+1 consists of Office of the Secretary of State Nevada Filing Acknowledgment letter having all the required details related to the 2nd financial statement processed.



Page n+x+2 and onwards  - Consists of the 2nd UCC Filing followed by the attachments belonging to the 2nd Financial Statement (as outlined in pages 1 – 3 above).



If the job consists of more than 2 UCC Filings, then the next pages will be the set of

Filing acknowledgment + UCC Filings + attachments, and so on based on the number of filings processed in the said job. 






3.3 UCC Current Workflow Process (reference UCC BARD Document)



[image: ][image: ]





Fig. 13 – UCC1/UCC1AD/UCC1AP Current Workflow Process









Fig. 14 – UCC3/UCC3AD/UCC3AP Current Workflow Process











Fig. 15 – UCC5 Current Workflow Process








Fig. 16 – UCC11 Current Workflow Process

















3.4 UCC Current Use Cases

Within the common practices and processes, there are unique scenarios that the UCC Staff experience, such as:

1. UCC Staff may scan / file UCC documents a day after it was submitted by the submitting party. If such case arises, UCC Staff would need to backdate the UCC forms to the correct date it was submitted, by noting the date at the time of scanning.

2. If we had 10 Debtors and 10 Secured Parties, the following matrix shows which UCC1 Forms (incl quantities of forms required): NOTE: This example may also include collateral attachments that are not submitted via forms.

[image: ]



3. If UCC1 has a long Debtor party name that does not fit in UCC1 form, then a UCC1AD form would be utilized (only if Box 1 or 2 is marked).

4. If UCC1 has multiple UCC1AD forms for collateral descriptions noted, plus multiple UCC1AP to list multiple Debtors and/or Secured Parties (UCC1 can only accommodate up to 2 Debtors and 1 Secured Party)

3.5 UCC Current Search Capability

The UCC Division currently searches with the following options (current searches are via @Work Application Interface):



		Debtor Name



		Debtor SSN/FTIN



		Secured Party Name



		Filing Number





[bookmark: _Toc215028296]UCC Division also has the ability to search via IDM Find to made adhoc searches.

3.6 UCC Current User Interface

The UCC Division currently uses @Work and IDM Desktop.










UCC WORKFLOW – FUTURE STATE REQUIREMENTS

In review of the BARD Document and multiple Requirement Gathering Sessions, we have compiled future project requirements that the UCC Division has identified would increase efficiency within their processes. 



Compared to Fig 13-16, Fig 17 reflects a theoretical future process which has reduced steps to increase efficiency and allow the UCC Division to focus their efforts on more critical tasks. 



UCC Division currently utilizes IBM Capture, @Work, and IDM Desktop. RSCA will leverage Filenet P8, version 5.2, IBM Case Manager, and Datacap version 8.1 to improve process flow for the UCC Division.



4.1 UCC Future Workflow Process

[image: ]

Fig. 17 – UCC1/UCC1AD/UCC1AP Future Workflow Process


4.2 UCC Future Search Capability 

The UCC Division currently searches with the following options:



		Debtor Name

		Currently Incl



		Debtor 

		Currently Incl



		Secured Party Name

		Currently Incl



		Filing Number

		Currently Incl



		Check Number

		Future Req



		Submitter Name

		Future Req



		Email Address

		Future Req





4.3 UCC Future User Interface

RSCA’s solution to increase efficiency for the UCC Workflow is to introduce Datacap to replace UCC’s current IBM Capture.  



4.4 UCC Redaction Process  

There are cases where UCC Forms & Collateral Attachments may contain personal and/or confidential information. The UCC Forms are considered Public Documents, and as such, the information included in these forms will be available online for the Submitter and/or general user(s) to view and purchase.

The Current system does not have the ability to hide or black-out this personal and/or confidential information.

In proposed system during processing, filing officer should be able to check for the personal and/or confidential information, and be able to black it out (Redact) before transmitting into the system. If any submitter or general user accesses these forms, they can view all the information except the Redacted portion.

The system will maintain redacted and unredacted image bases.



[image: ][image: ][image: ]Preferred New Stamp Format

· Must be able to change easily to new secretary.



Fig. 18 –Redaction Example

4.5 Future Enhancements & Benefits to UCC System
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Tax Lien Workflow – Current State Requirements

Mail or Walk-In Paper Submissions go directly to the UCC Division from the Mailroom or Front Office. One of the Filing Officers will verify that the Tax Lien documents are compliant prior to scanning, receipting, and processing, as once a document is scanned into the system and money is accepted, it is considered filed.  

5.1 The Tax Lien Forms

The UCC Division processes Federal Tax Liens (see Fig 10 below), where their sole customer usually is the IRS.  Each ‘Notice of Federal Tax Lien’ is the initial tax lien document which notes the Initial Lien Filing Number (ILFN).



Once a Federal Tax Lien is filed, the following forms can be filed as subsequent documents to the initial Federal Tax Lien filed:



		Tax Lien Forms



		Notice of Tax Lien Refiling

Notice of Tax Lien Certificate of Release *

Notice of Tax Lien Certificate of Subordination

Notice of Tax Lien Correction

Notice of Tax Lien Withdrawal

Notice of Tax Lien Revocation of Certificate of Release of Federal Tax Lien

Notice of Tax Lien Certificate of Non-attachment

Discharge of Property

Notice of Tax Lien Withdrawal After Release (New Add to Drop Down)

Amendment (New Add to Drop Down)







NOTE: Since majority of Tax Lien Forms processed are the ‘Federal Tax Liens’ (fig 10), UCC Division was unable to provide examples of all forms listed above. 
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File Number

NOTE: Because this is the Initial Tax Lien Document, this would also be the ILFN.

















































Fig. 19 –Notice of Federal Tax Lien



[image: ]





The addition of the following text ‘***Amendment Amendment Amendment***’ at the top of this form tells the UCC Filing Officer that there has been a change to Original Debtor Name and/or Address. This form is indexed as ‘Notice of Tax Lien Correction’.







































Fig. 20 – Amended Notice of Federal Tax Lien 




[image: ]











File Number













Initial Lien Filing Number 













































Fig. 21 –Certificate of Release of Federal Tax Lien

5.2 Tax Lien Business Function & Processes

5.2.1 Tax Lien Compliancy 

	Tax Liens are deemed compliant when it meets the following criteria:

1. IRS Direct Deposit Amounts match the charges incurred with the submitted Filing Request.

2. Confirm the IRS has listed a valid Initial Lien Filing Number.



	








5.2.2 Scanning / Capture of Tax Lien Forms 



Once documents are deemed compliant, UCC Division will capture the documents as the first step towards filing the Tax Lien Documents. 

	

The following is the scan/capture process:

‘Description’ input Name of Taxpayer (Debtor Name)

Click ‘Add’

Click ‘New Scanned Job’

Click UCC button.















Click ‘Capture’, then ‘Cancel’

Note Expected  Pgs, Expected Docs. (Each Tax Lien is 1-2 pgs)

Display Box Pops up Stating “Job Number XX Committed Successfully”, Click ‘OK’ 

‘Endorse’ either paper slip or check that prints Job Number (for Tax Liens always endorse ‘1’, Click OK. 















Doc Types

Index as ‘Payment’: For Check, Cash and/or cover sheets that list credit card and/or trust acct number

Index as ‘Correspondence’: Cover sheets, instructional documents

Index as ‘Tax Filing’: All subsequent documents

For Expedite, leave ‘None’ as default

Click ‘Start of Document’ 

Runs through tax lien batch and identifies ‘start of document’ for each document until they reach end of documents



Click ‘Attributes’










Scanning RulesClick ‘Complete’, then ‘New Scanned Job’ (This completes the scan Process)



The following is the order of how documents must be scanned into the current system:

1. Scan IRS direct deposit slip, followed by Tax Lien Packet (which includes correspondence which lists out number of Tax Lien Forms and the corresponding name of 1st Debtor listed per form) submitted by IRS. The Direct Deposit slip is indexed as a ‘Check’.



5.2.3 Lapse Period & Rules

Tax Liens lapse 10 years, 1 month after original filing date. IRS can re-file at any time during the active period. Then the extension is valid another 10 years from the original lapse date.



5.2.4 Acknowledgement Process



All filings are accompanied by an ‘Acknowledgement’ Form, which accompanies all completed filings. After the Tax Lien forms are scanned, data is indexed and committed into the system, then an acknowledgment letter is generated in the system. This generated acknowledgment letter is printed and mailed to the IRS.

The generated acknowledgment letter consists of multiple pages in the below format:



Page 1(Cover Sheet) - Office of the Secretary of State Nevada cover sheet outlining the number of Tax Lien Filings processed, Job Number along with Submitter and/or Send To details.



	



[image: ]Job Number











Number of Filings Processed

































Fig. 22 – Acknowledgment – Cover Sheet




Page 2 (Receipt) – Receipt displaying total amount, with the detail information of each Tax Lien Filing Statement processed.Job Number







[image: ]   [image: ]1st Taxpayer’s Name





Fig. 23 – Acknowledgment – Receipt

Amount





































Page 3 (Filing Acknowledgment) -  Office of the Secretary of State Nevada Filing Acknowledgment letter which states the Financing Statement Job Number, Filing Description, Initial Filing Number , Document Filing Number, Date and time of Filing along with the details of Debtors and Secured party.

[image: ]  

Fig. 24 – Acknowledgment – Filing Acknowledgement





Initial Filing Number



Job Number





Date / Time



Filing Description









Doc Filing Number

(File Number)



































Page 4 (Page n) - Consists of the Tax Lien Form(s).



 If the Job includes more than one Tax Lien Filing, then the subsequent pages will include the Filing Acknowledgement (shown in Fig 15 above) followed by the Tax Lien Filing, and continue in this format until the last Tax Lien Form has been processed 






5.3 Tax Lien Current Workflow Process (reference UCC BARD Document)









Current Process Continued on Next Page







Fig. 16 –Tax Lien Current Workflow Process



5.4 Tax Lien Current Search Capability

The UCC Division currently searches with the following options (current searches are via @Work Application Interface):



		Debtor Name



		Debtor SSN/FTIN



		Secured Party Name



		Filing Number





UCC Division also has the ability to search via IDM Desktop to made adhoc searches.

5.5 Tax Lien Current User Interface

The UCC Division currently uses @Work and IDM Desktop.






TAX LIEN WORKFLOW – FUTURE STATE REQUIREMENTS

In review of the BARD Document and multiple Requirement Gathering Sessions, we have compiled future project requirements that the UCC Division has identified would increase efficiency within their Tax Lien processes. 



UCC Division currently utilizes IBM Capture, @Work, and IDM Desktop. RSCA will leverage Filenet P8, version 5.2, IBM Case Manager, and Datacap version 8.1 to improve process flow for the Tax Lien Filing Process.

6.1  Tax Lien Future Search Capability 

The UCC Division prefers to search the Tax Lien module with the following options:



		Debtor Name

		Currently Incl



		Debtor SSN/FTIN

		Currently Incl



		Secured Party Name

		Currently Incl



		Filing Number

		Currently Incl



		Check Number

		Future Req



		Submitter Name

		Future Req



		Email Address

		Future Req





6.2 Tax Lien Future User Interface

RSCA’s solution to increase efficiency for the Tax Lien Workflow is to introduce Datacap to replace UCC’s current IBM Capture and File P8 and Case Manager to improve document management.



6.3 Tax Lien Redaction 

UCC Division does not have a current and/or future need to redact submitted Tax Lien Filings.

6.4Future Enhancements & Benefits to Tax Lien Filing System

[image: ]






General Requirements (Applicable to both UCC & Tax Lien Processes)

Security 

7.1.A – Current State

All UCC staff can see all UCC Forms regardless of category. At this time, UCC Division only utilizes Single Level of Security.



7.1.B – Future State

UCC would like 2 levels of security to allow for future growth of the UCC Department. Levels of Security are outlined in ‘Appendix A’ of this document.





























Appendix A – Phase 1 Requirements Matrix, dated 5/21/14

NOTE: These Requirements were taken from the BARD Document and reviewed with Tracy Gillespie (UCC Division) for Scope Clarification for Phase 1.
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