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TITLE: CORE ELECTRONIC COURT RECORDS (ECR) SYSTEMS INSTALLATION 

 KING COUNTY DEPARTMENT OF JUDICIAL ADMINISTRATION 

Sealed bid proposals are hereby solicited and will be received only at the office of the King County Procurement 

Services Division in Room 620 of the King County Administration Building, 500 Fourth Avenue, Seattle, Washing-

ton 98104 to provide Core Electronic Court Records (ECR) Systems Installation for the Department of Judicial Ad-

ministration. These services shall be provided to King County in accordance with the following and the attached 

instructions, requirements, and specifications. 

Submittal: The original and one (1) copy of this entire RFP document package shall be signed and submitted in-

cluding the original and eight (8) copies of the proposal response, data or attachments offered. The original  shall 

be noted or stamped "Original."  

Proposers are urged to use recycled/recyclable products and both sides of paper for printed and photocopied ma-

terials, whenever practicable, in preparing responses to this RFP. 

Pre-Proposal Conference: A conference to discuss questions related to this RFP shall be held at 2:00 p.m., 

Wednesday, June 10, 1998, in Conference Room #610, sixth floor, King County Administration Building, above 

address. 

Questions: After the Pre-Proposal Conference, Proposers will be required to submit any further questions in writing 

prior to the close of business Monday, June 15, 1998, to the above address, in order for staff to prepare any re-

sponse required to be answered by Addendum. 
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SECTION I - GENERAL INFORMATION 

A. King County is an Equal Opportunity Employer and does not discriminate against individuals or firms be-

cause of their race, color, creed, marital status, religion, age, sex, national origin, sexual orientation, or 

the presence of any mental, physical or sensory handicap in an otherwise qualified handicapped person. 

B. King County encourages the creation of supported employment programs for developmentally and/or se-

verely disabled individuals. The County itself has such a program and is actively seeking to do business 

with those contractors and consultants which share this employment approach. If your firm has such a 

program, or intends to develop such a program during the life of this contract, please submit documenta-

tion supporting this claim with your bid/proposal/qualifications. If you have questions, or need additional 

information, please contact Della Shaffer, King County ADA Coordinator, (206) 296-7705, or Terry Koya-

no, Compliance Supervisor, (206) 689-3168. 

C. King County strongly encourages minority and women owned firms and community based organizations 

to submit proposals. 

D. All proposals submitted become public information and may be reviewed by appointment by anyone re-

questing to do so at the conclusion of the evaluation process. 

E. No other distribution of proposals will be made by the proposers prior to any public disclosure regarding 

the RFP, the proposal or any subsequent awards without written approval by King County. For this RFP 

all proposals received by King County shall remain valid for ninety (90) days from the date of submittal. 

All proposals received in response to this RFP will be retained. 

F. Proposals shall be prepared simply and economically, providing a straightforward and concise but com-

plete and detailed description of the proposer’s abilities to meet the requirements of this RFP. Fancy 

bindings, colored displays and promotional materials are not desired. Emphasis shall be on complete-

ness of content. 

G. If a proposal contains any information that the proposer does not wish disclosed to the public or used for 

any purpose other than evaluation, all such information must be indicated with the following statement:  

 

The information contained on pages ________ shall not be duplicated or used in whole or part for any 

other purpose than to evaluate the proposal; provided that if a contract is awarded to this office as a re-

sult of or in connection with the submission of such information, King County shall have the right to dupl i-

cate, use or disclose this information to the extent provided in the contract. This restriction does not limit 

King County’s right to use information contained herein if obtained from another source. 

H. Provided, the Washington State Public Disclosure Act (RCW 42.17) requires public agencies in Wash-

ington to promptly make public records available for inspection and copying unless they fall within the 

specified exemptions contained in the Act, or are otherwise privileged. 

I. King County reserves the right to reject any or all proposals that are deemed not responsive to its needs. 

J. In the event it becomes necessary to revise any part of this RFP, addenda shall be provided to all pro-

posers who received the basic RFP. 

K. King County is not liable for any cost incurred by the proposer prior to issuing the contract. 

L. A contract may be negotiated with the proposer whose proposal would be most advantageous to King 

County in the opinion of the King County Department of Judicial Administration, all factors considered. 

King County reserves the right to reject any or all proposals submitted. 

M. It is proposed that if a selection is made as a result of this RFP, a fixed price contract will be negotiated. 

Negotiations may be undertaken with the proposer who is considered to be the most suitable for the 

work. This RFP is primarily designed to identify the most qualified firm. Price and schedule will be nego-



NAME OF OFFEROR: ______________________________________________________ RFP No. 105-

98RLD 

                                  Page 3 

 

tiated with the “first choice” proposer; negotiations may be instituted with the second choice and subse-

quent proposer until the project is canceled or an acceptable contract is executed. 

N. The contents of the proposal of the selected proposer will become contractual obligations if a contract 

ensues. Failure of the proposer to accept these obligations may result in cancellation of their selection.  

O. A contract between the contractor and King County shall include all documents mutually entered into 

specifically including the contract instrument, the RFP, and the response to the RFP. The contract must 

include, and be consistent with, the specifications and provisions stated in the RFP. 

P. New releases pertaining to this RFP, the services, or the project to which it relates, will not be made 

without prior approval by, and then only in coordination with, the King County Department of Judicial 

Administration. 

Q. King County Code 4.16.020 prohibits the acceptance of any proposal after the time and date specified 

on the Request for Proposal. There shall be no exceptions to this requirement. 

R. King County agencies’ staff are prohibited from speaking with potential proposers about the project dur-

ing the solicitation. 

Please direct all questions only to: 

Roy L. Dodman 

Senior Buyer 

(206) 296-4210 

Roy.Dodman@metrokc.gov 



SECTION II - PROJECT DESCRIPTION AND REQUIREMENTS  

1. Core ECR: Procurement Overview 

1.1. What is Core ECR? 

Core ECR, part of a multi-year program known as “Electronic Court Records (ECR)” (described below in Section 

0 on page 5), includes: 

 Imaging  document capture, labeling (indexing), storage, and retrieval of (a) active documents re-

ceived by DJA in current court cases and (b) archival (retired) court case files 

 Workflow  routing and work processing from electronic documents (images and non-images) within 

DJA 

 Computer Output to Microfilm (COM)  output of indexed document images for archival microfilm 

by automated means 

 Architecture suitable for later extensions of ECR  proposed architecture must be extensible for 

expansion of access to the Court, other law, safety, & justice system agencies, and beyond that to l i-

tigants and the public; it must accommodate digital documents with images in the same document 

systems 

1.2. Objective of the Request for Proposal (RFP) 

The primary objective of this Request for Proposal (RFP) is to procure competitively a Core ECR system for the 

King County Department of Judicial Administration (DJA) and the services required to implement it in a timely, 

cost-effective manner. Core ECR is to be operational in all case types for new cases beginning January 4, 1999.  

The fundamental objective of the ECR program is to replace paper documents with electronic documents as the 

official documents of record of the Superior Court. This will be accomplished by Core ECR once the successful 

proposer has achieved the following objectives: 

1.2.1. Establish imaging system for active cases submitted to DJA for filing in the official Superior Court case 

file 

This system will provide for capturing incoming documents at intake points among the geographically se-

parated offices of DJA. Images may also be captured by external faxing, which will be integrated with the 

document system (without DJA printing and scanning the faxed images). Imaged documents are to be 

indexed as to date/time filed, case number, and other data necessary to support workflow processing. 

Quick retrieval of documents from a given case shall be enabled by additional index terms such as identi-

fying document number and descriptive title. Retrieval must be possible at multiple geographic sites. 

1.2.2. Replace the existing imaging of archived (retired, inactive) cases 

This system was obtained from Image-X on a month-to-month rental basis pending the implementation 

pursuant to this procurement. The selected proposer will replicate the existing scanning system.  

1.2.3. Provide electronic document routing and processing within DJA with a full-featured workflow system. 

This workflow system must manage the workload and serve DJA staff workstations. It must be extensi-

ble, allowing for adding new workstations. It must be able to link with workflow steps or systems of other 

agencies. It must permit document image replacement, revision, or deletion by DJA and must prevent 

document alteration by unauthorized persons. It must provide for strict security against unauthorized 

access for documents and case files which are sealed; it must allow authorized persons to have access 

to sealed documents and case files. It must be linked with the Superior Court Online Management Infor-

mation System (SCOMIS) at the screen level. It must be capable of being linked with other state and 

County systems. 
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1.2.4. Provide Computer Output to Microfilm 

Computer Output to Microfilm (COM) is the transfer of images to microfilm for permanent storage. COM 

is required before destruction or deletion of files from the image repository. (In this RFP, COM is a fea-

ture provided as software; actual film production is contemplated for an outside service bureau.) 

1.2.5. Implement the system so it can be used for new cases filed in 1999 and after 

This means the system, including active case imaging and workflow, must be tested and operational for 

the first new cases in 1999, starting on Monday, January 4, 1999. 

1.3. What is ECR? 

The ECR Program is a multi-year effort by the Superior Court and DJA to implement electronic case records. 

Electronic records include “digitized” documents imaged
1
 through scanning and “digital” electronic text docu-

ments.
2
 Both types of electronic objects substitute for hard copy. They can be stored on magnetic, optical, or 

other electronic media. For a clear, comprehensive presentation about ECR, see the “ECR Master Plan,” Ap-

pendix 0, beginning on page 52.  

ECR is planned to occur in stages. Because of the significance of the case files of the Superior Court, DJA in-

tends that records not be jeopardized in any way by new technology. A cautious, “safe-mode” approach has 

been followed. 

1.3.1. Archival Scanning Project 

This was the first stage of ECR, begun in 1997 to replace microfilming DJA’s completed, inactive case files for 

long-term preservation and reference. With a rented imaging software platform, purchased scanners, and labor 

allotted for document preparation, DJA implemented a system which is scanning 35,000 pages per day. With 

new equipment being added, daily production levels will rise soon to 55,000 pages per day. Over 2,000,000 im-

ages are now on file. Retrieval of images is between 2 and 3 seconds from geographically separate sites con-

nected to the King County Wide Area Network (WAN).  

1.3.2. Core ECR 

In Core ECR, DJA will work from images made from hard copy in day-to-day processing of documents through 

DJA. The hard copy record will be kept (for 1 or 2 years) and used for check-out to the Court, staff, and public. 

The Archival Scanning Project will continue, converting older closed cases from paper to images. DJA will have 

a workflow system so clerks can process documents as images. Ultimately, images are to be converted to micro-

film for permanent retention, using automated Computer Output to Microfilm (COM). 

1.3.3. Extended ECR (Superior Court and law, safety, & justice agencies) 

Extended ECR will be planned for operations to start in 1999. This will provide electronic access to images 

beyond the walls of DJA within the King County Wide Area Network. Workflow could be expanded to incorpo-

rate work processes of the Court and agencies. DJA will then be working out how to include digital documents 

and digital signatures in ECR. 

                                                
1
 Images (“digitized”) are electronic pictures of paper documents. Imaging involves capturing, storing, and retrieving these pictures. 

Images are electronic hard copy. They have to be converted to digital form if automated processing is to be done. Compressed images 
use an average of 20,000 to 50,000 or more bytes per page in storage or transmission bandwidth. 

2
 Electronic text documents (“digital”) are made of text created in a computer, with codes representing words and symbols. They are 

machine-readable, as evidenced by the fact they can be electronically searched or spell-checked. Text searches can be performed and 
data can be pointed to with “markup language,” enabling automated processing. Text files take up about 2,000 to 4,000 bytes per page. 
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1.3.4. Extended ECR (all litigants) 

This further extension of ECR should be developed in 2000 and after. Electronic filing will become possible for 

litigants outside King County’s networks and the law, safety, & justice system. Remote access may be through 

dial-up, Internet, Extranet, or other secure means. Remote access to case files will have restrictions to protect 

sealed matters. Safeguards on items affecting personal privacy will be included. 

1.4. The Core ECR Contractor 

The winning proposer for Core ECR will be the prime or general contractor, who may form a team of sub-

contractors. The winning proposer will be responsible for delivering the Core ECR system as a whole. The sys-

tem is not just a group of hardware and software components, but an integrated system designed to perform 

clear functions. The contractor will be responsible for the performance of the whole system. Proposers will likely 

have preferred combinations of hardware and software. Latitude is given to allow proposers to choose or sug-

gest components and combinations of components they believe best suited to meet King County’s needs.  

1.5. Contracting Requirements 

Standard language associated with King County contracting requirements were given to proposer representa-

tives at the Orientation sessions held in Seattle on May 7 and 8, 1998. It is the standard King County contract 

“boilerplate” which DJA will use for the contract awarded pursuant to this RFP. Attention should also be paid to 

the language in Section 0, System Compatibility, on page 43, which King County will require in the contract. Al-

so, proposer should study provisions in Sections III through VIII, pages 78 through 90. 

The firm which is awarded the bid under this procurement will be free to propose its own contractual language, 

but it must substantially conform with these provisions. DJA is concerned that substantial contracting differences 

would unduly delay implementation under this contract and is not inclined to accept proposed provisions which 

will require extensive County review and approval processes. 

If the first review of a proposer’s proposal shows that a proposer’s response will clearly fail to fulfill all contractual 

requirements, the proposal will be rejected and eliminated from further review. 

1.6. Women/Minority Business Requirements 

King County has established Countywide annual goals of 6% MBE and 15% WBE for the participation of  certi-

fied businesses in King County general consulting contracts. To the greatest extent possible, proposers are re-

quested to establish and detail a plan to utilize certified minority and women business enterprises consistent with  

the policy cited in King County Code 4.18. The proposal evaluation model for Core ECR has been designed 

based on these considerations. 

1.7. Proposal Evaluation Criteria and Weights 

Based upon review of the written materials submitted in response to this Request for Proposals, DJA will assign 

points to proposals based on the following scale.  

 

  Proposer Experience and Capability    150 points 

  Technology Risk Minimization    200 points 

  Functionality       250 points 

  Implementation Capability     200 points 

  Costs        200 points 

 

Firms eligible for M/WBE may earn additional points as indicated:  

 

  M/WBE Participation       100 points 

  SUBTOTAL      1100 points 

 

DJA may at its option require the highest-rated firm(s) to provide demonstrations, presentations, and/or partici-
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pate in interviews. These activities will be used both to confirm the capacity and ability of the proposer to meet 

DJA’s requirements and to develop the final ranking of proposals.  

 

  Proposer Presentation / Interviews    200 points 

  TOTAL      1300 points 

1.8. Indicators Considered in Applying Evaluation Criteria  

Criteria which DJA’s evaluators will consider when assessing proposals are listed in Appendix 0, beginning on 

page 61.

2.  DJA Organization & Technical Environment 

This section of the RFP provides an overview of the Department of Judicial Administration’s organization, func-

tions, and present technology architecture and environment.  

2.1. Overview of the King County Department of Judicial Administration 

The case files of the Superior Court, for which the Department of Judicial Administration (also called DJA, the 

Superior Court Clerk, or “the Clerk’s Office”) has custodial responsibility, are composed of original, signed doc-

uments organized into one file for each case. The case file documents are usually presented on 8½” by 11” 

bond paper, following standard formats described in the Rules of Court. The Clerk accepts a document for filing 

if it clearly carries a valid King County case number and caption, is capable of the long-term preservation re-

quired by law, and is otherwise appropriate for filing. 

2.2. Problem Statement 

Each day more than 6,000 documents are filed with the Superior Court Clerk, more than 28,000 pages. If 

stacked, an average day’s documents would be 8 feet high. An estimated seven million (7,000,000) new pag-

es a year are added to the court files. Active files are at any of 3 different courthouses (downtown Seattle, Re-

gional Justice Center, Juvenile). File folders are placed in 7-tier open shelving units. Shelving takes over 7,500 

square feet in the downtown Courthouse alone (other shelves of files are in the Regional Justice Center and Ju-

venile Clerk’s Office).  

It takes up to 5 days from the time a document is filed with the Clerk until it can be available for reference in its 

case file folder. Only one user at a time can access a file. Each file can be accessed at one and only one place.  

The hard copy case file is at risk for loss, misfiling, or mischief. A number transposition error in reshelving a file 

folder makes it “lost” until located through time-consuming searching, by accident, or when archived. Some 

people try to alter documents, remove papers from a file, or take the file away. 

Most of DJA’s staff (just over 200 persons) handle hard copy. Many of them perform repetitive actions like 

stamping, sorting, retrieving, refiling, searching, delivering, and boxing. Currently about 20 staff are needed to 

prepare documents for scanning in DJA’s Archival Scanning Project. 

The parties to the case, the Court, and the Clerk file most documents in a case. Case file folders are referenced 

by the judge who manages the case, hears motions, or conducts the trial. They are used by the parties to the 

case. They may be read, unless sealed, by the public. Files are used by staff, court reporters, researchers, in-

vestigators, title companies, information compilers/resellers, the press, and the public.  

The Superior Court and the King County Department of Judicial Administration have concluded it is necessary to 

convert to a system where case files will be composed of electronic documents.  

2.3. Statutory Responsibilities of DJA 

The duties of the Clerk, including record-keeping requirements, are stated in the Revised Code of Washington 

(RCW). It is important to understand the laws on which the functions of the Clerk are based, especially regarding 
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court documents and records. The most important statutory requirements are presented in Appendix 0, begin-

ning on page 65.  

2.4. DJA and the Superior Court Administrator 

DJA is the Superior Court Clerk. The Clerk is an appointee of a majority of the Judges. The Judges are inde-

pendently elected officials. DJA is a department in the executive branch of King County government and its em-

ployees are executive branch employees.  

The Superior Court Administrator is organized and staffed within the judicial branch of King County government. 

The Court Administrator’s Office, though separately organized, also supports the Court. The functions managed 

by Superior Court Administration (SCA) include court operations, court support staff (e.g., bailiffs, judicial assis-

tants, but not the courtroom clerks), court reporting, jury administration, and special programs (Arbitration Ser-

vices, Courthouse Domestic Relations Facilitators, Interpreter Services, and Social Services such as special ad-

vocates, family court services, guardian ad litem program, and “Unified Family Court”).  

Most of the Clerk’s work is document-driven. That is, any given action taken in the Clerk’s office involves, re-

sponds to, or creates a document related to a court case file (or an associated computer record). This gives the 

Clerk a somewhat different perspective from that of the Superior Court Administrator. 

ECR is a project of the Department of Judicial Administration.  

2.5. DJA and King County Government 

DJA is an Executive department within King County government. Except for the Director and Confidential Secre-

tary, its employees are under the Executive Branch of County government.  

Budgeting for DJA (and for the Court and Court Administrator) is organized by the King County Executive and 

Council as part of the annual budget process for Metropolitan King County.  

In 1996, the County organized a system for review and allocation of bond-based funds earmarked for technolo-

gy in the County. Overseeing the process is the Information Resource Council (IRC) chaired by the Deputy King 

County Executive. Several Business Area Committees, whose members are the chairs of  departments and 

agencies, report to the IRC. DJA and the Court are on the Law, Safety, & Justice Business Area Committee 

(LSJ BAC) with the King County Sheriff, the Prosecutor, the Office of Public Defense, the Department of Youth 

Services, the Jail, and District Court. When technology projects were reviewed and prioritized by the LSJ BAC in 

1997, all 8 departments named ECR as their first priority. 

The Department of Information and Administrative Services (DIAS), through its Information and Telecommunica-

tions Services (ITS) Division, provides a range of technology services, including planning and coordination, 

standards, information, and direct technology services. ITS provides and oversees the County’s Wide Area Net-

work (WAN) and overall security for King County data systems. ITS runs County-wide e-mail messaging services 

(MS Exchange), Internet access, and Web Pages. A Web Team in ITS ensures a common interface and struc-

ture for all web services, including information pages, downloadable forms, and other features.  

ECR is intended to be well coordinated with related King County systems. To that end, in 1995, DJA and DIAS’s 

Records and Elections Division formed the “Electronic Document Management Advisory Committee” (EDMAC) 

for a forum to explore common interests in electronic documents. The King County Council later created an 

“Electronic Records Access Committee” (ERAC), to explore issues around new technology in records and infor-

mation systems. ERAC is currently working on standards and electronic revenues. 

Within the family of law, safety, & justice agencies, DJA is a leading partner. 

2.6. DJA and Washington State Courts 

The Department of Judicial Administration as the County Clerk’s Office is associated with the other 38 counties 

of Washington through a number of state agencies and associations. 
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All Superior Courts in the State of Washington are served by the Office of the Administrator of the Courts (OAC) 

in Olympia. OAC oversees the Judicial Information System (JIS), which includes major data systems supporting 

the courts. Of main concern for DJA is SCOMIS, the Superior Court Online Management Information System. 

SCOMIS provides for many of the legally required records maintained by Superior Court Clerks. Since its crea-

tion in 1979, SCOMIS has replaced ledger books and index cards with computer data entry. SCOMIS is supple-

mented with the Judicial Receipting System (JRS) managing payments and receipts in Clerks’ offices, and JASS 

(Judicial Accounting Sub System) tracking financial obligations and other information related to litigant judg-

ments and accounts. 

DJA participates with courts of all levels in policy and rule development in the Records Management Advisory 

Committee (RMAC), formed in 1995 to advise JIS and the Court Management Council. DJA expects that ECR 

will strongly influence other Clerks and courts developing plans for electronic court files. 

2.7. DJA and Stakeholder Groups 

ECR is the product of many years of consideration, study, and conceptual development. While the project has a 

defined scope serving the mission of DJA, it will have wide-ranging consequences. While imaging has been 

used in a number of court record applications, ECR is designed to move beyond imaging by including digitally 

signed electronic text documents in the same folders. ECR is not just about bringing efficiencies and accessibili-

ty to case files, it is about a change in the legal culture. It will trigger re-design of processes at many levels. 

2.7.1. ECR Advisory Bodies 

2.7.1.1. Steering Committee 

DJA organized a Steering Committee in 1995 for broad based advice and support from key stakeholders. 

It includes representation from Superior Court judges, Court of Appeals, Prosecuting Attorney, Public De-

fense, District Court, Records and Elections, County Council Clerk, Law Library, ITS, State and County 

bar associations, and private practice attorneys. It is an advisory board and “think tank” for ECR. Sub-

committees have dealt with issues such as Privacy, “What’s the Record?”, Court Rules, and ECR Web 

Pages. 

2.7.1.2. State Advisory Committee 

A higher level advisory body, this group includes a Supreme Court Justice, the State Law Library, judges 

from other courts, the Office of the Administrator for the Courts, and members of the Bar. This group 

receives periodic reports on ECR and advises on policy issues with state-wide implications.  

2.7.2. ECR Program Management 

An ECR Program Manager and an ECR technology expert provide leadership to the ECR Program. The Supe-

rior Court and DJA will soon jointly select a technology manager to oversee large court projects including ECR. 

DJA’s former Director, now Director of the Washington State Bar, consults with DJA on ECR. Supportive Court 

leaders include past and present Presiding Judges. 

DJA has an ECR Operations Committee as an in-house think-tank and information resource. An ECR Commu-

nications Committee composed of DJA staff holds educational and focus groups with staff and stakeholders.  

DJA has a staff TQM team studying workflow routes for documents in criminal cases. Their charts and diagrams 

will help the contractor to design workflow routes. 

2.7.3. Criminal Demonstration Project 

This project, planned by an inter-departmental committee, is supported by Bureau of Justice Assistance (BJA) 

grant funds. It will demonstrate how having access to an electronic file folder can enhance the work of the Court, 

prosecutors, defenders, and others in “live” criminal cases. Documents in selected cases will be scanned. Im-
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ages will be accessible over the WAN by those participating in the project. Participants will report on how it is to 

use the electronic file. This project is limited-term beginning in June and continuing into the fall, 1998. 

2.7.4. Consultants 

A “technology consultant,” Cary Information Consulting (CIC), provided with funds from the County’s IRC, has 

researched similar efforts in other courts; surveyed King County law, safety, & justice agencies to learn their 

technology needs; specified what DJA needed to set up archival scanning; advised on this RFP; and presented 

an overall ECR architecture recommendation.  

Thanks to a grant from the State Justice Institute (SJI), SMG/Columbia Consulting gave DJA process and 

project planning support in 1997-1998. They wrote a chronicle of project development and designed a detailed 

assessment tool. Further consultant support is being sought from SJI. 

2.7.5. Other ECR-Related Groups 

DJA has involved itself with many groups which touch on issues and concerns related to ECR. The groups in-

clude: 

 Washington State Bar Association’s Electronic Communications Committee (EC
2
) 

 Washington State Bar Association’s Court Rules Committee 

 Secretary of State’s Digital Signature Implementation Committee 

 Washington Association of County Clerks (WSACC) 

 Washington State Archivist’s Technology Advisory Group 

 Association of Records Managers and Administrators (ARMA), Seattle Chapter 

 Association for Information and Image Management (AIIM), Puget Sound Chapter 

 Association of Local Agency Records Managers (ALARM) 

DJA has participated in national dialogue about electronic court records through groups including: 

 Judicial Electronic Data and Document Interchange Foundation (JEDDI) 

 Counsel Connect International Forum on Electronic Court Files 

 XML Work Group on Electronic Court Files 

2.8. DJA Organization and Locations 

DJA is headed by the Clerk of the Court, who is also DJA’s Department Director. The Department is organized 

into a number of divisions headed by managers as shown in the chart at Appendix 0, page 77.  

DJA operates at 5 different sites with case files kept at 3 of the sites. Two couriers provide daily deliveries of 

documents, files, exhibits, and other materials. The substantial work and time devoted to moving papers and 

files among sites is an area for potentially substantial cost savings associated with ECR. 

2.8.1. The Courthouse.  

The Courthouse (KCCH) in downtown Seattle is DJA’s largest office. The downtown office takes up more than 

half of the 6
th
 floor of the King County Courthouse and has a secured Exhibit Room in the basement of the build-

ing. Administration, financial systems, and microfilm access are centralized in the KCCH. 
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2.8.2. Regional Justice Center 

The Regional Justice Center (RJC) in Kent, Washington, opened in March 1997. Like the KCCH site, the RJC 

maintains its own hard copy file system. (Cases are assigned either to Seattle [SEA] or Kent [KNT] based on 

court rules.)  

2.8.3. Juvenile Court Division 

This office (“Juvenile”) is located on First Hill in Seattle with the Department of Youth Services, which manages 

the juvenile detention facility. Juvenile serves the Juvenile Court (part of Superior Court), including Courtroom 

Clerks, shelving and files, and customer services for juvenile Superior Court cases. 

2.8.4. Mental Illness Courtroom  

Located in Harborview Hall on First Hill, this Court holds non-public mental illness proceedings.  

2.8.5. Eastside Satellite 

Occupying a service window in the Bellevue District Court, this site receives filings on a part-time basis as a 

convenience for Eastside litigants and attorneys. 

2.8.6. Future Site 

There is a plan for a future Regional Justice Center in Bellevue.  

2.9. King County & DJA Technology Infrastructure 

2.9.1. DJA Technology Deployment (approximate) 

a. The Courthouse (KCCH) in downtown Seattle has 120 personal computers (PCs) 

b. The RJC in Kent has 60 

c. Juvenile has 15 

d. Harborview Hall (Mental Illness) has 2 

e. Eastside Satellite has 2 

f. Additional satellite offices are contemplated  

g. Key Tower (ITS facility), downtown Seattle has the RS/6000, storage, and 1 DJA PC 

2.9.2. DJA’s Local Area Network (LAN) Environment 

2.9.2.1. Protocol 

IP (Microsoft Windows 95 version) 

2.9.2.2. Physical Layout 

Category 5 Twisted Pair Cabling - all sites (a couple of cat 4 leftovers will be upgraded) 

 KCCH - 10BaseT, mixture of hubs and switches - 10 MB to Router on ATM WAN 

 RJC - 10/100BaseT VLAN, managed by KC ITS - 100 MB to Router. 4 T1 lines to WAN 

 Juvenile - 10BaseT, hub - 10MB to Router on ATM WAN. 

 Mental Illness - 10BaseT, hub - 10MB to Router. T1 to WAN 

 Eastside - 10baseT, hub - 10MB to Router. T1 to WAN 

2.9.2.3. Network Operating System 
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NT Server 4.0, Service pack 3, on all servers 

2.9.2.4. Servers 

 Primary Domain Controller (KCCH) 

 Backup Domain Controller (KCCH) 

 Data Server, CRIMS application (KCCH) - a high-volume Visual Foxpro 5.0 inventory application 

 Backup Domain Controller (RJC) 

2.9.2.5. Workstations 

Approximately 200 workstations. 

All run on Windows 95 except a few cash registers, which are not on DJA LAN, and which run Windows 

For Workgroups 3.11. 

Hardware ranges from 486/33 to Pentium 200. Newly obtained scanners have servers that are 300 Mhz 

Pentium II. 

2.9.2.6. Printing 

Printers usable for ECR purposes are HP Laserjet, all models (5N, 5P, 5si, 5siMX). Fast printing is ne-

cessary, so XIP printing is currently installed on a few printers. 

2.9.3. King County’s Wide Area Network (WAN) 

King County Wide Area Network: ATM. The King County WAN connects most of its primary downtown Seattle 

sites with 156 MB ATM. Most secondary sites are connected with T1.  

2.9.4. King County’s ITS Technology Direction 

 DBMS: Oracle and SQL Server 

 Messaging System: Microsoft Exchange 

 Server Operating Systems: NT 

 Client Operating Systems: Microsoft Windows 95/98 and NT 

2.9.5. Superior Court’s Technology Direction 

The Superior Court Administrator is one of DJA’s primary business partners. Technical staff and others from 

both organizations often work closely together.  

Superior Court is well into development of CMIS, its real-time court management information system. CMIS will 

almost certainly have an ECR linkage using CMIS’s Informix as the back-end database. Superior Court is also 

beginning to develop a smaller auxiliary management system, also using Informix as the back-end database. 

For these reasons, along with the necessary support-assistance factors between Superior Court and DJA, In-

formix would rank with Oracle (King County ITS’s large database preference) as one of the preferred back-end 

database choices. Proposers may propose alternatives. 

2.9.6. SCOMIS (Superior Court Online Management Information System) 

SCOMIS is the Superior Court Online Management Information System, a statewide DB2 mainframe system op-

erated and maintained by the Office of the Administrator for the Courts (OAC) in Olympia, Washington. Every 

document filed in a King County Superior Court case is “docketed” into SCOMIS by DJA staff. Certain DJA staff 

have ad hoc and production reporting skills and access to this data, including exchanging data between 

SCOMIS and local systems by downloading the data and running batch import processes. It is part of DJA’s vi-
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sion eventually to access SCOMIS and other systems simultaneously using true client-server practices, e.g., a 

single screen with data fields linked to multiple databases, including SCOMIS, which exist on different platforms 

operated and maintained by different political subdivisions. 

Communication between DJA and the OAC mainframe moves from DJA’s LAN to King County’s WAN to a 

Washington State router (provided through OAC/State Department of Information Services). From there, it goes 

through the secure Washington State Justice Information Network frame relay cloud to the state agency router 

in Olympia, Washington, and from there to OAC and the mainframe. This communication is exclusively IP. The 

backbones of both King County and the State WANs are secure router-to-router without workstation access ex-

cept for restricted staff for troubleshooting purposes. Network latency is guaranteed not to exceed 1 second, 

half by the county network and half by the state network. In practice, a full page of docket information is returned 

to DJA users in well under a second from hitting <Enter>. Download speeds for 2MB structured file transfers un-

der TSO are approximately 5½ to 6 kb/sec. This communications link is fast for the ECR intended usage, which 

is likely to include screen scrapes and screen-level (text) integration between ECR and SCOMIS. 

DJA accesses SCOMIS using TN3270. OAC has a statewide site license for HostExplorer, version 4.0, a com-

munications software package from Hummingbird Communications Ltd. DJA’s current environment contains a 

mixture of HostExplorer and EXTRA! from Attachmate. We intend to replace all EXTRA! with the free (to DJA 

and the Court) HostExplorer in the near future. HostExplorer contains its own object-oriented VB compatible 

macro language. HostExplorer supports the multiple HLLAPI DLLs for complete compatibility with Attachmate's® 

Extra! for Windows™ and DCA's Irma for Windows™. These interfaces allow other Windows programs to com-

municate and control the 3270 and 5250 emulator. 

OAC and DJA have agreed that data traveling between SCOMIS and DJA should be encrypted at the worksta-

tion in the future. OAC has agreed to assume responsibility for following up on this project. 

Core ECR envisions communication with SCOMIS, but not with other applications operated and maintained by 

JIS / OAC which DJA uses on an ongoing basis, that is, the Judicial Accounting Sub System - JASS and Judicial 

Receipting System - JRS. Extended phases of ECR contemplate data exchanges between ECR and these other 

systems. 

2.9.7. Archival Scanning Project 

In addition to our primary LANs, DJA has in place a pilot imaging system installed by Image-X International of 

Santa Barbara, California, in the fall of 1997. This system is used to image archived court files with a goal of ap-

proximately 7 million pages to be imaged per year. It uses printed pages containing barcodes of case numbers 

to identify and index cases as they are scanned. Entire cases are entered as a single entity, rather than being 

entered as multiple documents in each case.  

This project is described in detail in Appendix 0, beginning on page 68. 

The proposer may choose to bid based on the existing RS/6000 AIX UNIX version 4.2.1 configuration, or may 

propose a different ECR Server configuration. 

2.9.8. Future Plans 

 Rewiring of KCCH - fiber to all floors 

 Replace hub with switch at Juvenile 

 Replace all hubs with switches at KCCH and Mental Illness 

 Replace all 486 computers with Pentiums 

 Replace all EXTRA! communications software with HostExplorer 

 Workstation encryption for communications with SCOMIS 
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 Possible upgrade of workstations to Windows 98 in 1999  

2.9.9. Technical Staffing 

DJA now has one staff person with expertise in both technology and DJA’s business operations assigned to 

ECR. Other technical staff in DJA, e.g. LAN administrators, will be available for limited help as needed. 

2.9.10. Business Partners 

DJA has numerous business partners who will become consumers of, and contributors to, the records contained 

in ECR. The Extended ECR system will be required to provide full service to these partners. The systems below 

illustrate the variety of environments in which ECR will be required to successfully operate.  

King County Superior Court, our primary business partner, currently runs approximately 350 PCs (486-33 to 

Pentium 166) within the following environments in 3 physical locations: 

 TCP/IP and IPX/SPX protocols 

 TOKEN-RING, TOKEN-RING-SNAP & 802.2 Frames 

 Ethernet 10/100 BaseT 

 Novell 3.12, Novell 4.11 and Windows NT Server 4.0 

 4 MB Token Ring 

 16 MB Token Ring 

 Hubs, Switches and Multiple Access Units 

 Mostly Windows 95 on desktops; a few Windows 3.1 and some WFW 3.11 are still operating. 

Other important business partners (Prosecutor, Defenders, Jail, Sheriff) will run systems similar to those of DJA 

and Superior Court, i.e. Windows, Windows 95/98, Novell 3.12 through current, Microsoft NT Server, TCP/IP, 

IPX/SPX, Token Ring, Ethernet, and 486s and Pentiums. They will connect to King County’s WAN via T1 or 

ATM, depending on location. 

2.10. Overview of DJA Operations 

2.10.1. Hours of Operation 

DJA’s hours when open to the public are between 8:30 a.m. and 4:30 p.m., Monday through Friday. The Clerk’s 

Office has staff working from 5:00 a.m. until midnight on any given weekday and maintains weekend staffing as 

needed to support the court or meet required service levels, e.g., overtime work to maintain the 5-day filing-to-

file standard. Most employees work a 40-hour week.  

2.10.2. Services Provided by the Clerk  

2.10.2.1. Telephone Information and Call Routing 

Daily DJA receives 400 to 700 telephone calls. Staff in Customer Services downtown field these calls. 

Having case files available to help staff answer questions is a potential new level of service ECR may 

make possible (with a staffing impact to support more time with callers). 

2.10.2.2. Correspondence and File Research 

DJA receives inquiries in the mail for basic information, for help presenting papers to the Court, for infor-

mation from case files, and for official copies of documents. The significant amount of time it takes to re-

trieve files from open shelving, to disassemble them, make copies, reassemble files, and return them to 

the shelves is a potential area for substantial cost savings from ECR. 
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2.10.2.3. New Case Filings and Other Transactions 

New cases are filed at Cashier windows at the Courthouse and RJC. Cashiers receive payments for fees 

and other services. In new cases, Cashiers provide litigants with the case number and provide other di-

rections. In over 90% of the cases, a Case Schedule is presented by the Cashier at the time of filing. The 

Schedule assigns the Judge, the trial date, and due dates for milestone actions or filings. 

2.10.3. Document Processing and Filing 

The major activity Core ECR will change is the receipt, processing, and filing of the more than 6,000 documents 

an average day brings to the Clerk. The flow of work in the present system is shown in the flow chart provided 

as Appendix 0, page 79. 

Documents by rule are not to exceed 8½” by 11” in size. Filers are encouraged to use only single-sided docu-

ments; duplexed papers are discouraged, but some are filed. Fewer than 15% of papers are duplexed. A docu-

ment is made up of one or more pages presented and fastened together. Documents vary from 1 page to any 

length. By rule, a document is supposed to move through processing and be placed into its hard copy file folder 

within 5 working days of its receipt. It is a 1½ to 2 day process to sort and distribute DJA’s volume of papers to 

the file folders. It takes 3 to 3½ days for intake, routing, data entry, and review of the documents.  

2.10.3.1. Document Intake 

Documents are date and time stamped. The date stamp shows when a document has been officially re-

ceived by the Clerk. Filers who want a receipt to show when they left documents at the Clerk’s Office 

make themselves “conformed copies” of documents filed, using RECEIVED stamps provided for this pur-

pose. Documents must be received in the DJA office (or be in the personal custody of a Courtroom 

Clerk) by 4:30 p.m. on a business day in order to be considered “Filed” on that date. Documents received 

after the 4:30 deadline are “Filed” the next working day.  

a. Documents are filed in person with a Clerk in the courtroom by handing the documents to the 

Clerk for that purpose. The Clerk date-stamps (often, date/time-stamps) them.  

b. Documents are placed in receptacles at the entrances of DJA facilities. 

c. Documents are left with Clerks at office windows, including the Information Window in the 

Courthouse Clerk’s Office, Cashiers, other service windows, and the Eastside Satellite.  

d. Documents are submitted by mail, date-stamped with the date received.  

e. Documents are submitted to the Clerk by fax machine in conformity with General Rule 17 of 

the Washington Rules of Court and DJA fax filing procedures.
3
 Once received, fax filings are 

stamped and treated like any other hard copy document.  

f. Documents created by the Court are submitted to the Clerk in the Courtroom or handed to at-

torneys or parties to a case so they can file them at the Clerk’s Office.  

g. Courtroom Clerks create documents which are filed, e.g., Minutes of court proceedings and 

Exhibit Lists.  

h. Many documents are created within the Clerk’s Office and filed in the court file.  

                                                
3
 These documents are an exception to the “original signature” principle for filed case documents. The source document is held by the 

filer. The filer uses a standard DJA Fax Cover Sheet. The person submitting the filing signs a certification and promise to pay the fax 
filing fee. The person filing must retain the original signature document on file until at least 60 days following case completion. This 
ensures the Court can command any document to be presented when needed. Fax filings received while the Clerk’s fax machine is busy 
or off line divert to a “Never-Busy Fax” service where they are date/time-stamped. Faxed filings are to be marked “Filed by fax in the King 
County Superior on [date],” so they will be treated as “originals.” 
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i. There are a number of Court case related documents not included in the court case file. 

These include verbatim records of proceedings from Court Reporters or videotape transcrip-

tions, unpublished depositions, non-microfilmable items (such as tape recordings), and items 

which should instead be submitted for Court review and acceptance as exhibits. When identi-

fied as having been wrongly included in the DJA hard copy workflow system, such items may 

be removed from the case file.  

2.10.3.2. Processing 

The DJA hard copy workflow system includes data entry about every document in SCOMIS; at least the 

title, date filed, and sub number assigned to each document is entered. This results in a “Docket,” a table 

of contents to each file. Other data entry is done as needed. Required Clerk’s actions are triggered. Fi-

nancial data is extracted. Notations are made on the document, most on the cover page.  

a. Sorting and distribution begins with intake. Sealed documents are identified and segregated 

for confidential handling.  

b. Assignment is the next step. Routines are followed for filings with similar purposes. Some-

times documents do not fit defined categories and need review and assignment by a supervi-

sor. Electronic processing of documents through workflow must provide both for the standard 

processes and individualized routes. 

c. Data entry: Any clerk who has data entry access to SCOMIS may modify the SCOMIS record. 

Some data entry is highly specialized, assigned and performed based on function or subject 

matter expertise. 

d. Docketing adds to the “table of contents” for a case. Every document has its sub-number, 

SCOMIS code if any (a code of up to 7 alphanumeric), and document title entered. This is 

usually the last step before the document is sent to the file. 

e. Routing and forwarding is a step for documents that require special actions. Review and data 

entry could be by staff in Judgments, Disbursements, or elsewhere. Information may be noted 

on the first page of a document to show steps taken. 

2.10.3.3. Sorting and Filing 

The hard copy work flow process ends with sorting and placing papers in their respective file folders. 

Documents committed to the case file are not to be altered (except by court order in rare circumstances). 

They are the basis for “certified” or “exemplified” copies which, when made by the Clerk, are legal equi-

valents of the originals. These copies are used by agencies, litigants, and the public. 

a. Review by representatives of title companies lets them capture information which may affect 

liens upon real property. Non-sealed documents are available to them for a short time prior to 

final sorting and filing. 

b. Sorting is done separately at KCCH, RJC, and Juvenile. Staff remove clips and binders from 

documents, drill 2 holes in the papers (so they will fit on pins in the file folder), and then sort 

documents based on their “terminal digits
4
.” Terminal digit filing is used to order files on 

shelves and in microfilm reels. While ECR eliminates some need for it, terminal digit order will 

continue to be used in various ways.  

                                                
4
 Terminal digit filing is used throughout DJA systems. In any standard case number, whose format is YEAR + dash + CASE TYPE + 

dash + 5-DIGIT UNIQUE NUMBER + dash + CHECK DIGIT, the “terminal digit” is always the last 3 numbers in the 5-digit unique 
number. Thus a file numbered 79-3-04673-2 belongs to the “terminal digit” group “673,” and a file numbered 2001-03-45382-9 belongs to 
the “terminal digit” group “382.” On the shelves, on microfilm, or wherever used, terminal digit groups are sorted next by Case Type, then 
by Year, then by the unique number. 
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c. Bulky Subs are documents too large to fit in a normal file folder. Staff create target sheets that 

go into the file folder to show the document is in an envelope or box located somewhere near 

the file.  

d. Jumbo Files are whole files which have grown too large for general shelving; their place is 

marked with an out-guide and the folders are kept in the Jumbo Files area. 

e. Sealed Subs are documents in non-sealed files which have been sealed by rule or court or-

der. Staff put a target sheet in the file folder that shows the sealed document is being kept in 

an envelope in the Exhibit Room. 

f. Pinning is the term for putting documents into their respective hard copy file folders.  

2.10.4. Case Types 

Superior Court case types are identified by a number in a 2-digit field which appears in all SCOMIS case num-

bers. The case types are: 

a. Type 01: Criminal 

b. Type 02: Civil 

c. Type 03: Domestic Relations 

d. Type 04: Probate, Guardianship 

e. Type 05: Adoption, Parentage (SEALED) 

f. Type 06: Mental Illness (SEALED) 

g. Type 07: Juvenile Dependency (SEALED) 

h. Type 08: Juvenile Offender 

i. Type 09: Judgments (SCOMIS record only—no paper filings) 

2.10.5. Sealed Records  

Sealed records are extremely important. They must be kept securely. Access to them must be limited, without 

exception. Case types 5, 6, and 7 are sealed by statute. Specific cases in other case types, by court order, may 

be sealed in whole or in part, with or without sealing the SCOMIS index. 

2.10.6. Record Modification  

Modification of filed records is rarely done, but it is the Clerk’s responsibility to make court ordered changes. For 

example, a Judge might issue an order that a document be removed from a file as though it had never existed. 

The Clerk is responsible to carry out the order. A name or other detail might be ordered physically removed from 

a document. For these reasons, it must be physically possible for the Clerk to modify any image created. An im-

age management system which makes rewriting of images impossible cannot be accepted. Severing the con-

nection between an index entry and the image is not sufficient. 

2.10.7. Judgments 

Civil and criminal judgments are managed by the Clerk. A criminal case judgment is described in the Judgment 

and Sentence document. DJA’s criminal judgments staff take actions carrying out the judgment. DJA Judgments 

staff establish special judgments case numbers (using case type #09) to track monetary judgments in SCOMIS 

to satisfaction, completion, or termination. 
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2.10.8. The Registry of the Court 

Finance staff keep records related to the receipt, investment, and disbursement of funds held in carrying out de-

crees and judgments of the Court.  

2.10.9. Records Access 

Court/Public access to case records is provided by the Records Access Section. About 2,000 files are accessed 

on an average day. 

a. A public access area is provided in the downtown, RJC, and Juvenile sites where court case files can 

be examined.  

b. Case files are bar-coded for tracking by the Court Records Inventory Management System (CRIMS), 

managing check-outs to courts, staff, and the public.  

c. Daily delivery of case files for courts is provided in groups based on calendars.  

d. “Will-Call” telephoned case file orders are filled for pickup by courtroom staff and others.  

e. A Copy Center in the Access area allows purchase of certified and non-certified copies, court forms, 

and videotapes from court proceedings.  

f. Microfilmed images and microfiche indexes for archived case files are available for reference.  

g. Scanned document images are available on a public terminal in the access area for cases archived in 

1997 and after.  

h. Restricted access to sealed records is provided to those entitled to it by law or court order.  

i. The Ex Parte file runner takes file folders to and from the Ex Parte and Family Law courts at 15-

minute intervals.  

j. Trained “bulk users,” from business or government, have self-service access.  

The day-to-day retrieval, check-out, delivery, distribution, return, check-in, and re-shelving of case files is a major 

area for savings based on implementation of full-service, Extended ECR. During Core ECR it is expected that 

these functions will continue to be performed. 

1. 

3. Contractor Services, Functional & System Requirements  

IMPORTANT: The proposer will be directed in section 4 to provide a response on every paragraph or sub-

section in the “Contractor Services, Functional & System Requirements” section which is marked with a symbol, 

except those marked (I), provided as information items only. Symbols show that the marked items (whether a 

paragraph, an option, or a whole sub-section) are considered as: Required (R), Highly Desirable (HD), Desirable 

(D), or Optional (O) for Core ECR. See Section 0, 4.1. Proposal Narrative, on page 43 for instructions. 

GUARANTEE OF FUNCTIONALITY: The contractor will integrate and put in place a complete system which is 

functional and working in real time by the scheduled start date (January 4, 1999). The system is more than the 

sum of hardware and software components, it is a working operational system which meets DJA’s work require-

ments for full operation. Functionality is provided through the installation and operation of all hardware, software 

and communications components so that they function in an operational environment and in conjunction with 

each other. See also language on page 43. 

3.1. Project Management 
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The contractor will be responsible for providing and implementing a detailed Project Plan. The planning function 

is the responsibility of the prime contractor, though functions may be performed by subcontractors.  

Proposers are to show how they as contractor will develop each of the activities and plans. 

3.1.1. Contractor’s Project Team 

The proposer is to detail how it will prepare its management team (R) 

3.1.1.1. Project Manager 

The project manager is to be someone who has successful experience in similar installations. The project 

manager is to be available on a full- or near-full-time basis during installation and should be physically lo-

cated in the Seattle metropolitan area. (HD) 

3.1.1.2. Key Personnel 

Identify key personnel with a list of the names, titles, functions, and qualifications, and indicate their re-

spective assigned responsibilities for Core ECR. (R) 

3.1.1.3. Continuity of Staff Support 

The proposer is to explain how it will maintain continuity of staff support, e.g., by promising to pay rea-

sonable costs to retain key personnel until the completion of their respective assignments, or committing 

to replace key personnel immediately with comparably qualified, trained, and fully briefed replacements. 

(HD) 

3.1.2. Coordinate Team with DJA 

The proposer is to present its plan for coordinating the proposer’s project team with the DJA project team. The 

DJA project team includes the ECR Program Manger, the ECR Technical Manager, and others. Contact with 

other King County officials and agencies by the contractor will be coordinated through the DJA team. (R)  

3.1.3. Implementation Plan 

The proposer is to present its Implementation Plan to demonstrate how the components of Core ECR will be 

planned, developed, designed, acquired, tested, installed, tested in actual conditions, evaluated, and accepted. 

(R) 

3.1.4. Project Schedule 

The proposer is to show how it, as contractor, will develop and submit the detailed Project Schedule containing a 

detailed work plan, assignments, and due dates. (R) 

Proposer will present in the RFP response a proposed Project Schedule showing when key milestones and del i-

verables may be expected for Core ECR. Proposer is to indicate the project management software, if any, to be 

used. (R) 

The contractor and DJA will recommend the Project Schedule to the DJA Director. (It is expected that the Sche-

dule will be set up in Microsoft Project 4.1, which DJA has, or a similar project management tool.) The Director 

will have the authority to approve the Schedule. Thereafter, the Director must approve any substantial modifica-

tion of the Project Schedule which affects the critical path. (The critical path are those items which, if delayed,  

affect the projected end date for the project.) (I) 

3.1.5. Communications Plan 

Proposer is to present a Communications Plan for managing communication with DJA on all issues related to 

Core ECR and the contract. This Plan will assign clear roles to contractor’s personnel. It will make clear who is 
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responsible for communicating about the contract and Scope of Services, who for technical communication 

(hardware and/or software), who for communication about costs, billings, and payments, and so forth. (R) 

3.1.6. Documentation Plan 

The proposer is to present a Documentation Plan for the project that logically categorizes all documents which 

relate to the Core ECR project, organized for ease of retrieval. The documentation plan will provide for an official 

hard copy set of documentation to be retained by the DJA ECR Program Manager and by the contractor’s 

project manager. An electronic version of all documents, including images from hard copy where digital source 

documents are not available, will be maintained by DJA and the contractor. (This section is not meant to apply to 

other requirements for documentation, e.g., software.) (R) 

3.1.7. Training Plan (R) 

The proposer will present a Training Plan showing how the proposer will provide for training of:  

 system administrators (including operating, imaging, workflow, security, and database management 

systems) 

 staff (how to use the features in imaging, data entry, workflow, etc. on a day-to-day basis), including 

training for all staff in basic operation of Core ECR and specialist staff training in aspects of Core 

ECR applicable to them (technicians, scanning staff, docketing/data entry clerks, etc.) 

 public (program[s] DJA can use to train the public on how to access, search, retrieve, and display im-

ages) 

 site for each type of training 

 tuition or training fees per person 

 projected length for the training 

3.1.8. Change Order Process 

Requests for Change Orders by either DJA or the contractor will be conducted in accordance with King County 

contract modification procedures. The proposer will indicate agreement with this procedure. (R) 

3.1.9. Confidentiality 

Personnel associated with the contractor are prohibited from having access to any sealed files or records. The 

proposer will guarantee in writing that every person on staff or in a supplier or sub-contractor relationship with 

the contractor for the Core ECR project will be trained regarding confidentiality restrictions. Specifically, each 

such person will be required to sign a statement promising not to disclose, except in the course of performing 

duties and responsibilities in the Core ECR project, information about any King County Superior Court case files 

they see, nor about King County’s computers, networks, or other such information. (R) 

3.2. Functional Requirements and Capacity (I) 

General performance requirements for active filing (new documents in 1999 and subsequent year cases filed 

after the system start date, January 4, 1999) are shown in tables 1 - 5, below. Requirements for the Archival 

Scanning Project are shown in tables 6 - 7 below. 

DJA estimates that the ECR system must be designed to accommodate the entire annual case file record en-

compassing a 5-year period. That is, beginning with 1999 cases, the system must be able to hold all case 

records through 2003. At an estimated 7,000,000 pages per year, the total capacity for active cases is to be 

planned for a minimum of 35,000,000 pages. 
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For Archival Scanning, DJA projects that at a time to be determined, existing hard copy records will finally be 

completely converted to images and/or to microfilm, so the hard copy can be eliminated. The ECR system must 

be designed to accommodate at any given time at least 2 years’ worth of archived case files. At an estimated 

7,000,000 pages per year, the total capacity for archived cases is to be planned for 14,000,000 pages. 

It is DJA’s intention that archived cases will ultimately be converted to microfilm to create the permanent case 

file record required by law. DJA plans to have a “Computer Output to Microfilm (COM)” program to accomplish 

this. For the purposes of Core ECR, COM is addressed as a software service within the image management 

system. DJA assumes that early conversions to microfilm will be achieved through a service bureau working 

from CD, tape, FTP, on-line, or other output of images being converted. In the future, DJA may elect to obtain a 

COM production system of its own. 

The total planned on-line capacity for ECR should therefore be a minimum of 49,000,000 pages by the year 

2003. To estimate capacity in a conservative way, assume images average 50,000 bytes per page. This would 

result in a total storage capacity requirement of 2.45 terabytes. Given that digital documents are planned for 

2000 and after, a 2 terabyte estimate may be adequate. 

3.2.1. Table #1: Approximate Present Input Volume  

(probable average ECR input volume) 

  NEW, PER DAY  NEW, PER YEAR 

LOCATION CASES DOCUMENTS PAGES CASES DOCUMENTS PAGES 

Courthouse 180 3,600 16,800 45,000 900,000 4,200,000 

RJC 90 1,800 8,400 22,500 450,000 2,100,000 

Juvenile 30 600 2,800 7,500 150,000 700,000 

TOTAL DJA 300 6,000 28,000 75,000 1,500,000 7,000,000 

3.2.2. Table # 2: Required Daily ECR Input Capacity 

(40% higher than Table #1 in order to accommodate peak workloads) 

  NEW, PER DAY  

LOCATION CASES DOCUMENTS PAGES 

Courthouse 252 5,040 23,520 

RJC 126 2,520 11,760 

Juvenile 42 840 3,920 

TOTAL DJA 420 8,400 39,200 

3.2.3. Table # 3: Storage Requirements: Up To 5 Years On-Line, Active Cases 

 (in pages) 

1 Year 7,000,000 

3 Years 21,000,000 

5 Years 35,000,000 

3.2.4. Table #4 Estimated Number of People Accessing Documents  

(expressed as total and concurrent users) 
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 CORE ECR* EXTENDED ECR 

 TOTAL CONCURRENT TOTAL CONCURRENT 

DJA 80 50 80 50 

Public Access 0 0 30 30 

Court 0 0 175 45 

Prosecutor 0 0 156 10 

Defense 0 0 286 20 

Jail 0 0 100 25 

Youth Services 0 0 15 4 

TOTAL 80 50 842 184 

* NOTE: In Core ECR, the paper file folder will be maintained for use by the Court, public, and non-DJA staff for 

reference for each imaged case file. (Public access terminals will be maintained for access to images in the Arc-

hival Scanning Project only.) Electronic access outside DJA is a to be provided under the Extended ECR 

Project, planned for 2000 and afterwards. 

3.2.5. Table #5: Required Retrieval Performance at County “A” sites 

“A” sites include the County Courthouse, RJC, and ITS. Note: Retrieval speed assumes wide area and local 

area network at optimum. Present response time of between 1.5 and 3 seconds is now being achieved by the 

pilot Archival Scanning Project when the WAN is at optimum. 

DJA expects that a user will be able to retrieve an entire case file (by case number), a specific document in a 

case file (by case number and sub-number), or a specified page in a document (by case number, sub-number, 

and page). In these instances, the system will intelligently pre-fetch related documents according to built-in logic. 

For example, upon receiving page 1 in a document, pages 2 and following will be pre-fetched in the background, 

allowing fast retrieval speed from local cache. The proposer will explain the logic built in to its proposed Core 

ECR system. (HD) 

DJA also wants the user to be able to peruse a case file by looking at the 1
st
 pages of each of the documents in 

a file. This should be a retrieval option the user can select. Retrieval logic in this case would pre-fetch only the 

1
st
 pages of the case’s 2

nd
 and subsequent documents, queuing them in local cache behind the 1

st
 page of the 

1
st
 document. The user should be able to select a document from this review, immediately having the subse-

quent pages of that document retrieved by pre-fetch logic. Proposer is to explain whether, an how these fea-

tures would work. (D) 

DJA desires that display options include the ability to display thumbnails of pages (including the 1
st
 page preview 

option) from which a user can make a selection. (D) 

Retrieval Speed 1
st
 Page (seconds) 3 

Retrieval Speed, 2
nd

 Page, cached (seconds) 1 

Retrieval Speed, pages in cache (seconds) <1 

Retrieval Speed, any page requested (seconds) 3 
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3.2.6. Table #6: Required Daily Input Capacity Archival (Continuation of Present Archival Scanning Project) 

 SCANNED PER DAY 

 Cases Documents Images 

Archival @ 100% 300 6,000 28,000 

Archival @ 200% 600 12,000 56,000 

3.2.7. Table #7: Required Storage Capacity for Archival Cases 

1 Year 7,000,000 images 

2 Years 14,000,000 images 

 

3.3. ECR Architecture 

3.3.1. Year 2000 Compliance 

DJA requires that all components of the Core ECR system, without exception, be fully compliant with Year 2000 

standards. Compliance is defined in accordance with the Federal Acquisition Regulations (FAR) - Section 39. 

3.3.1.1. Definition (I) 

Year 2000 compliant means, with respect to information technology, that the information technology ac-

curately processes date/time data (including, but not limited to calculating, comparing, and sequencing) 

from, into, and between the twentieth and twenty-first centuries, and the years 1999 and 2000 and leap 

year calculations, to the extent that other information technology, used in combination with the informa-

tion technology being acquired, properly exchanges date/time data with it. 

3.3.1.2. Year 2000 Compliance (R) 

The proposer will certify that technology that will be used with Core ECR will be Year 2000 compliant. 

The contractor will warrant that any Core ECR technology that will be required to perform date/time 

processing involving dates subsequent to December 31, 1999:  

a. will be Year 2000 compliant; or 

b. non-compliant information technology will be upgraded to be Year 2000 compliant prior to the 

earlier of (i) the earliest date on which the technology may be required to perform date/time 

processing involving dates later than December 31, 1999, or (ii) December 31, 1999.  

3.3.2. Client Server 

DJA requires a client server architecture for the ECR system. The document server is the “server” and the 

workstation PC’s are the “clients.” The client server model utilizes the already existing County infrastructure in-

cluding WANs and LANs and the installed base of PCs. (R) 

3.3.3. Internet/Intranet 

Browser based solutions may be added or used to enhance the client server architecture. (HD) 

3.3.4. Open Systems 

As far as possible and practical, the system should be an open non-proprietary system. (HD) 
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3.3.5. Electronic Folders 

At the center of the ECR system is the concept of the case file. ECR accordingly must appear to the user to be 

an electronic foldering system (EFS). Each folder will contain a different Superior Court case. The folders act as 

electronic virtual folders which can contain various objects. During the Core ECR phase the objects will be TIFF 

images. In Extended ECR, objects will include other electronic documents, e.g., word processed, RTF, ASCII, 

HTML, PDF, XML. Whatever the method for managing the objects in the folders, to the user there must appear 

to be distinct individual case file folders. Indexing will be at the folder (case number), document (sub number), 

and page level. The user should be able to tell at a glance that s/he is looking at page #X in document #Y in the 

file folder for case #Z. (R) 

3.3.6. Document Formats 

In subsequent phases, ECR must be capable of supporting many objects (document formats) including TIFF im-

ages, word processed, ASCII, RTF, HTML, XML, and PDF. Any document in the folder must be equally viewable 

by users. (For example, it would not be acceptable for a user to have to wait on a viewer to load when moving 

from one document format to another in the same file.) The contractor will show how this will be done (multi -

purpose viewer, browser plug-ins, etc.). (HD) 

3.3.7. Links with Other Systems 

The system must be linked with SCOMIS, and capable of linkage with other OAC systems, local data bases, and 

applications such as CMIS and CRIMS. (R) 

3.3.8. Networks 

The system must be able to run on the King County Wide Area Network (WAN) and DJA Local Area Networks 

(LANs). (R) 

3.3.9. Standards (HD) 

The System should as far as possible be based on accepted standards.  

The Association of Information and Image Management (AIIM) as the authorized document management body 

for the American National Standards Institute (ANSI), has developed many industry standards pertaining to im-

aging and document management. Of these, the following standards are critical to the ECR Project:  

 Open Document Management API (ODMA) is an API (Application Program Interface) specification that as-

signs a document ID which is then forwarded across various server platforms. It is based around creating in-

terpretable document management applications on the client side of the network. ODMA is an AIIM standard. 

 Document Header Standards: See Software, Imaging, below, Section 0, page 29. 

 Compression Standards: See Software, Imaging, below, Section 0, page 30. 

 Workflow Management Coalition (WfMC). See Software, Workflow, below, Section 0, page 32. ECR requires 

that its workflow software subscribe to this AIIM standard. This will allow ECR workflow software to inter-

operate with any other workflow software system subscribing to the same standard. 

3.3.10. Scalability  

The system must be scaleable. Subsequent phases of ECR will result in increased usage by an increased num-

ber of departments and the public. The system must be capable of expanding to meet future need. The total sto-

rage capacity projected for ECR is 49,000,000 pages by the year 2003. (R) 
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3.3.11. System Fault Tolerance 

The system should as far as possible be fault tolerant. That means the system should be designed as far as 

possible and practical to continue operation even when individual components fail. (R)  

3.4.  Hardware 

3.4.1. The ECR Server 

The server is the heart of the system. There could be more than one server. The server can be RISC or CISC 

(Intel type). DJA uses King County’s RS/6000 (RISC) in its current Archival Scanning Project (RS/6000 SP 2 

way PowerPC SMP with 256 MB RAM). See Appendix 0 beginning on page 68 for details about the Archival 

Scanning Project, including the equipment and software being used. DJA is open to proposed alternatives. (I) 

DJA is currently using an ADSM based backup and restore system provided through ITS for backing up the im-

ages on the RS/6000. This is available for use in the proposer’s system, assuming servers are compatible. (D) 

The proposer is to describe the server architecture in detail. Whatever architecture is proposed, it must satisfy all  

present and future performance requirements (see 0 - 0). (R) 

The proposer is free to propose multiple servers (more than one). For example, a second server might be pro-

posed for the Archival Scanning Project. Whatever the server configuration, the imaging system needs to act as 

a unit. The index and retrieval system will need to span all images on all servers seamlessly. (For example, the 

user should not have to specify which server an image is on when retrieving it.)  

3.4.1.1. Server Operating System 

The proposer will identify the server operating system(s) to be used and explain why chosen for this use. 

(R) 

3.4.1.2. Location of Server(s) 

DJA prefers that the ECR server(s) be located at the ITS facility, where such equipment can be operated 

and maintained by ITS personnel who are equipped, trained, and available around the clock. (HD) 

3.4.1.3. Server Operating Costs 

Proposers are to provide the details regarding the server(s) they are proposing and indicate whether the 

server(s) will be housed in ITS and/or maintained by staff there. The costs to the ECR project of the ITS 

services cannot be known until the proposer’s submission has been received. It is impractical to ask pro-

posers to take hypothetical configurations to ITS for cost estimates. Therefore, DJA will take the RFP 

responses to ITS and will calculate the costs to DJA for ITS to support the proposer’s configuration. This 

cost will be added in to the total cost presented by the proposer so DJA can know the total likely cost to 

DJA for servers and all support. (R) 

3.4.1.3.1. RS/6000 Based Proposals 

Proposers planning to use the RS/6000 will so state. (D) 

3.4.1.3.2. ADSM Backup Based Proposals 

Proposers expecting to use the backup systems in ITS’s ADSM system will so state. (HD) 

3.4.1.3.3. ITS-Supported System (Not RS/6000) Based Proposals 

Proposers electing to propose other servers which will be housed and maintained at ITS must provide 

the estimated square footage required for all associated equipment. If ITS technical support is to be 

required, proposers are to estimate the number of hours per month for this support. ITS is staffed 

with expert support for Oracle and SQL Server. If ITS support is needed for other DBMS platforms, 

that must also be stated here. (HD) 
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3.4.2. Application Servers 

Application servers such as FAX servers, print servers, or scanner servers may be RISC or CISC, running UNIX 

or NT. RISC or CISC (D) 

3.4.3. Storage 

DJA believes magnetic media should be the main media for storing images and electronic documents. WORM 

drives or CD ROM’s may be used for distribution or specialized auxiliary storage but not as the main storage 

media. If optical storage solutions are proposed, the proposer must show to DJA’s satisfaction how required re-

trieval performance will be achieved with optical storage (for example, with “cache servers” for “hot” or “active” 

case records). Magnetic (HD+) Optical (O) 

3.4.3.1. RS/6000 Storage Media 

The present Archival Scanning Project uses IBM storage devices attached to the IBM RS/6000. It is 

possible to use other manufacturers’ compatible storage devices in the RS/6000. Cost, performance, re-

liability, and scalability should be the determining factors. (O) 

3.4.3.2. Storage Location  

Image and index storage should be centralized in the ITS location (as it is presently is for the Archival 

Scanning Project). If a different location is proposed, proposer will show how it is advantageous to DJA. 

(HD) 

3.4.3.3. Archival Storage Location(s) 

The proposer may propose an additional storage site for archival images. (O) 

3.4.3.4. Network Attached Storage 

DJA has been advised to consider the potential advantages of network attached storage. (O) 

3.4.3.5. Disk Fault Tolerance 

RAID level 5 or equivalent is needed for fault tolerance. (HD) 

3.4.3.6. Storage Unit Fault Tolerance 

Storage unit(s) are to be fault tolerant (in addition to RAID), i.e., no single point of failure in the storage 

devices, in addition to the disks. (R) 

3.4.4. Scanners 

The ECR system requires some combination of high speed scanners and medium speed desktop scanners. (R)  

3.4.4.1. Present Scanner Inventory 

 2 high speed scanners (Fujitsu 3099): 1 in operation, 1 being ordered. These are located in RJC and 

are for the Archival Scanning Project. 

 2 medium speed scanners (Fujitsu 3097 E+): at RJC for the Archival Scanning Project. 

 1 additional medium speed scanner (Fujitsu 3097 E+) is being ordered for the Criminal Demonstra-

tion Project at KCCH. After that project ends, it will be available for Core ECR. 

 1 Fujitsu 600C scanner is being ordered for quality control operations at the RJC for the Archival 

Scanning Project. 

3.4.4.2. ECR Scanners 
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 KCCH: Assume that the Fujitsu 3097 E+ used for the Criminal Demonstration Project will be available 

for Core ECR. Proposer will determine and provide whatever additional scanner resources will be re-

quired to perform successfully at the Core ECR volumes indicated in Section 0, page 21. (R) 

 Juvenile: Proposer must determine and provide the scanner resources which will be required to per-

form successfully at the Core ECR volumes indicated in Section 0, page 21. (R) 

 RJC: Assume that the existing scanner resources will be maintained for and used by the Archival 

Scanning Project. Proposer must determine and provide the additional scanner resources which will 

be required to perform successfully at the Core ECR volumes indicated in Section 0, page 21. (R) 

3.4.4.3. High Speed Scanner Features (R) 

 Fujitsu 3099 or equivalent  

 Rugged 

 Jam resistant 

 Easy to clear jams 

 Easy to load, with >=500 sheet feeder tray 

 Easy to clean and service by DJA staff 

 Duplex unnecessary 

 Rated speed of at least 80 ppm 

 End of page detect 

 Normal resolution of 200 dpi, easily adjusted to at least 300 dpi 

3.4.4.4. Medium Speed Scanner Features (R) 

 Fujitsu 3097 or equivalent  

 Rugged 

 Jam resistant 

 Easy to clear jams 

 Easy to clean and service by DJA staff 

 Duplex unnecessary 

 End of page detect 

 Normal resolution of 200, easily adjusted to at least 300 dpi 

 Rated speed at least 30 ppm 

3.4.4.5. Scanner Servers & PC Monitors 

Each scanner requires a server (PC). PC monitors must be at least 20” color with sufficient resolution to 

support quality control by scanner operator. Proposer will state requirements for proposed scanner serv-

ers which will permit scanners to operated at rated speed. (R) 

3.4.4.6. Scanner Interface Cards 
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Each scanner will be appropriately connected to its server via a SCSI interface, a video board connec-

tion, or other means. Whatever type of connection, it must allow the scanner to operate at full rated 

speed. (R) 

3.4.4.7. Change of Scanning Resolution (dpi/ppi) 

Normal scanning resolution will be 200 dpi (dots per inch)/ppi (pixels per inch). When encountering a 

document requiring 300 or greater dpi, the operator must be able to change resolution for it. This would 

ideally be done on the fly (without stopping scanning and changing resolution). Proposer will recommend 

its best method for accomplishing this. (R)  

3.4.5. PC Workstations  

3.4.5.1. New PCs (R) 

Proposer may assume that all docketing workstations will be supplied by King County with a proper PC 

equipped with a linkage to SCOMIS. The proposer must determine what additional PCs to recommend 

for adequately managing workflow, providing for public access, and ensuring quality control. Scanner 

servers are to be proposed with the respective scanners.  

 Distribution (Workflow Routing): number to be determined by what the proposed workflow sys-

tem needs 

 Docketing: 0 

 Public Access: 0 

3.4.5.2. Desired New PC Standard Minimum Configuration (HD) 

 Pentium II 233 MHz CPU  

 32 MB of RAM 

 Hard disk space should be at least 2.5 GB 

 Intel motherboard with 512K of cache 

 2 MB PCI Video Card, appropriate card for monitor 

 Mouse or other pointing device 

 Keyboard (ergonomic only) 

 Windows NT or Windows 95/98 

 10/100 Network Card 

 Monitors should be 20” or 21” color. Refreshment rate should be above 70 Hz, non-

interleaved. Occasional or infrequent users should be able to use 17” or less monitors, as 

small as 13”. 

3.4.5.3. Support for Existing PCs (R) 

 Pentium 90 Mhz CPU machines now in operation must be suitable for use in Core ECR sys-

tems 

3.4.6. Printers 

Proposer should recommend whether new printers are needed, how many of what type, where deployed, and 

whether printers are attached to the LAN or directly to a PC. Print accelerator cards should be identified to be 
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installed in a printer when needed for acceptable print speed. Print speed should be at least 20 pages per 

minute. (HD) 

3.4.7. CD Writers  

At least 3 CD writers are needed, one for the County Courthouse, one for the RJC, and one for the Juvenile 

Court. Core ECR is to allow images to be copied to CDs in whatever order the user specifies. (R)  

3.5. Software 

General: The ECR application may be described as an electronic document (imaging) system with workflow. 

The application is supported by other software such as routines for uploading index or docketing data, fax server 

modules, OCR, bar code reading, hierarchical storage management (HSM), and operating systems. These are 

described in this section. 

3.5.1. Software Reporting Functionality 

Software systems should be capable of providing reports on performance indicators. This will of course vary with 

the purpose of each software package. Proposer is to describe the statistical measures which can be obtained 

from reports built into software systems and to indicate what provision there is for DJA to obtain customized re-

porting as needed. (HD) 

3.5.2. Operating Systems 

UNIX or Microsoft NT Server may be proposed as the ECR server(s). UNIX is preferred if a RISC server is pro-

posed. The present Archival Scanning Project uses IBM AIX (UNIX) operating system on the IBM RS/6000. If 

the proposer proposes NT, it must be shown that it can meet performance and scalability requirements. UNIX 

(HD) NT (D)  

a. If the proposer proposes CISC (Intel type) for the ECR server(s), the preferred operating system would 

be NT Server. (HD) 

b. NT is preferred for application servers such as scanner servers, print servers, FAX servers. (HD)  

c. Proposer may propose either UNIX or NT for Workflow server(s). (O) 

d. Proposer may propose either Windows 95/98 or NT Client for client PC operating systems. (HD) 

3.5.3. Imaging Software 

3.5.3.1. Imaging System Software 

At the center of the ECR software system is what could be described as an Electronic Folder Manage-

ment (EFM). Whatever the methods whereby the overall system accepts, manages, indexes, stores, re-

trieves displays and outputs electronic documents, to the user each case will appear to have its own 

folder. The EFM system could be the manager of all documents of every type. That would provide an in-

dependent repository for the Documents of Record. The virtual folders and sub-folders will be able to 

contain TIFF images, HTML, RTF, XML, PDF, Word Processing, ASCII and perhaps other document 

types. Documents will be organized by case (unit record). Whether documents are filed all at once or 

piece by piece over an extended time, they are organized into a virtual case folder. (R) 

3.5.3.2. Image File Headers and File System 

DJA desires standard, non-proprietary image file headers. Since even some standard headers such as 

Tagged Image Format (TIFF) are available in a variety of implementations, the proposer should supply a 

detailed definition of the image file header structure employed. If a proprietary header is used, the sys-

tem should provide a bridge to ANSI/AIIM’s non-proprietary header label standard, ANSI/AIIM MS53-

1993 “Standard Recommended Practice; File Format for Storage and Exchange of Electronic Images.” 
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MS53 specifies a Tagged Image File Format (TIFF) Bi-Level format for applications that require file trans-

fer across different platforms. The standard defines a format for a file containing one page with one im-

age. If not provided by the supplier, the contractor should procure software to effect output for each doc-

ument image index data in ASCII, either comma or record delimited, into a flat file and image data into 

MS-53 format. (HD) 

3.5.3.3. Compression Techniques 

DJA has been advised to use Consultative Committee on International Telegraphy and Telephony 

(CCITT) Group 3 or Group 4 compression techniques without proprietary alteration to the algorithm, as 

this standard is currently the industry norm. It is noted that JBIG (Joint Bi-Level Imaging Group) compres-

sion is a standard (ISO/IEC 11544:1993) and an acceptable alternative to CCITT. JBIG is supposed to 

be more compression-efficient than G3 or G4 (achieves ratios of 10% to 50% greater than Group 4) and 

can compress both gray scale and bitonal images. If the use of a proprietary compression algorithm is 

unavoidable, then the system must provide a bridge to Group 4 standards or any compression standard 

subsequently adopted by ANSI. (R) 

3.5.3.4. Scanning 

Imaging system must include scanning control software. The software will control the scanning process, 

receive the file from the scanner, display the image for quality control, compress the image, and perhaps 

do preliminary indexing. There should be a batch process routine which allows images to be scanned in 

batches for better control. Alternatively, proposer may propose third party capture software designed for 

high volume scanning. (HD)  

3.5.3.5. Bar Codes 

Scanning software should be able to read bar codes during the scanning process in order to capture in-

dex information. See Appendix 0 for a description of this process in present Archival Scanning Project. 

(R) 

3.5.3.6. Re-Scanning 

Scanning software must make it easy to re-scan pages and insert the re-scanned pages in the proper 

position in the document or batch. This includes capability of inserting re-scanned images at a higher 

resolution. (R) 

3.5.3.7. Quality Control 

Scanning software should allow quality control at the scan station and elsewhere. (HD) 

3.5.3.8. Image Clean-up 

Scanning software should support de-skewing, clean-up, reduction of “noise”, removal of unwanted bor-

ders, rotating images, etc. (HD) 

3.5.3.9. Software or Hardware Control? 

Proposer should state whether scanning functions described above are controlled by software or hard-

ware (video card, etc.) or a combination. DJA tends to favor software control but is open to recommenda-

tions from proposer. (O)  

3.5.3.10. Duplexing 

Duplexing is not required since fewer than 15% of documents are two sided. However, this feature may 

be proposed as long as it can be turned on or off by DJA staff. (D) 

3.5.3.11. Description of Scanning Procedures 
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Proposer should describe in the response how the scanning system software and/or hardware works. 

What kind of scanning display window will be provided? Proposer must show how batch scanning rou-

tines work, and how one of a kind routines function. Proposer should show how corrections are made. 

(R) 

3.5.3.12. FAX Input  

The system must provide for FAX documents to be input into the imaging system as if they were imaged 

locally. Faxed documents will enter into a workflow queue just as locally imaged documents do. There 

could be a separate queue for faxed documents if necessary for DJA clerks to inspect them, index them, 

and enter them into the system. (R) 

3.5.4. Document Indexing Software 

3.5.4.1. Indexing Software 

ECR requires a “back end” indexing function to manage images and electronic documents on magnetic, 

optical, or other media. This is not to be confused with docketing or indexing to the ECR data base. In-

dexing includes loading images and documents onto the storage system, ready for access. The current 

Archival Scanning Project uses the Image-X indexing software “MINDS” for this purpose. Proposers 

should describe the indexing or other system that will be used to manage images and documents. For 

example, will it be a Data Base Management System (DBMS)? If so, which one? (R) 

3.5.4.2. Indexing in Subsequent Phases 

In further phases of ECR, documents will be accepted from FAX, Internet, electronic forms, workflow, or 

other methods which also must be indexed. (I) 

3.5.4.3. Indexing Performance for Core ECR  

So indexing can be done on the ECR server, the images will have to be moved from the scanners to the 

ECR server(s) (as is being done with the current Archival Scanning Project). Indexing performance, as 

described below, is defined as the time it takes to move the images, index them, and load them into sto-

rage ready for use. Proposer is to indicate what this time will be. (R) 

3.5.4.4. Active Cases: Document Indexing 

System must be able to index at least 10,000 documents per day (approximately 40,000 pages). (R) 

3.5.4.5. Archival Cases: Document Indexing 

Same as Active, above. (R) 

Total estimated daily indexing requirements are 20,000 documents or 80,000 pages per day. The 

process of moving the images, indexing them, and storing them must be completed by 12:00 a.m. (mid-

night) on the day they are scanned. (R) 

3.5.5. Document Storage Software 

Hierarchical Storage Management (HSM) software should be a component of ECR. HSM means soft-

ware that moves electronic documents and images systematically and progressively from active magnet-

ic storage to other kinds of storage such as magneto-optical, optical disks, CDs, digital tape, and micro-

film. The movement of the documents down (and back up) the storage hierarchy should be determined 

by business rules established by ECR management. HSM may be part of the imaging software or sup-

plied by a third party. The HSM software should not be limited to simple rules such as “When magnetic 

storage is 85% full, move images to optical storage until magnetic storage is only 80% full.” HSM should 

provide DJA with selective control over the storage of images or electronic documents. HSM, for exam-



NAME OF OFFEROR: ______________________________________________________ RFP No. 105-

98RLD 

                                  Page 32 

 

ple, may provide the means to move inactive cases from magnetic storage to tape or other media for 

output to COM. (HD) 

3.5.6. Electronic Input 

Electronic input is not part of the Core ECR system. Nevertheless, the proposer should show how the 

system can accept documents in electronic format. These should include HTML, XML, Word Processing, 

“smart forms,” or ASCII text. The proposer should demonstrate how this would be done. (HD) 

3.5.7. Viewing 

3.5.7.1. Display Screens 

Proposer must describe how staff would look up documents and how the documents will be presented. 

Describe screen functions where display is “read only.” Explain how those individuals with image control 

authority will gain access for that purpose. (R) 

3.5.7.2. Public Display Screens 

Proposer must describe how the public would look up documents and how the documents will be pre-

sented. Public customer screens must be self-service and easy-to-use. They are to allow access only to 

screens and functions that are allowed for public use. Customers must not be allowed to print images 

without going to Access staff, as there are fees to be charged for copies. Customers are not to be al-

lowed to exit the display system, i.e., they are not to have access to other parts of the access worksta-

tion. (R) 

3.5.7.3. Annotation 

Even though DJA plans to track most document centered actions taken by the clerk in a document histo-

ry file, DJA requires the ability to annotate documents (e.g., red-line, highlight, electronic sticky notes). 

Proposer should describe these capabilities. (R) 

3.5.8. New or Additional Applications 

DJA should be able to use the software to create other uses not necessarily connected with Core ECR. For ex-

ample, DJA may wish to image files containing “administrative papers” or “personnel files.” (HD) 

3.6. Workflow Software 

3.6.1. Workflow Definition 

“Workflow” means intelligent routing of documents and data. A workflow (W/F) system is a computer based 

technology that logically and sometimes physically moves documents (images or electronic documents) and re-

lated data. It must not be restricted to digital or electronic imaging. DJA requires a workflow system that takes a 

process, its related tasks, the route that the information follows, and automates it. (R) 

3.6.2. Workflow Description 

ECR requires a high volume, medium complexity workflow system. For the Core ECR system, workflow will 

move images from scanning stations to the processing and routing stations, docketing (indexing) stations, qual i-

ty control, and to the electronic file folders. Several sub-routes will also be needed. See the flow chart in Appen-

dix 0, 6.7. DJA Work Flow Overview, on page 79 for a high-level overview of the flow of work within DJA. (R) 

Examples of DJA workflows were provided to proposers at the May 7-8 project orientation. These examples are 

not enclosed with this RFP. Copies will be provided on request. The examples provided were: 1) “Conditions for 

Release for Defendant Pending Trial” (a 2-page flowchart) and 2) “Judgment and Sentence” (a 6-page flow-

chart). The first is a “typical” workflow of average complexity. The second is the single most complex document 

processed by DJA. (I) 



NAME OF OFFEROR: ______________________________________________________ RFP No. 105-

98RLD 

                                  Page 33 

 

3.6.3. Workflow Management 

The workflow manager should be able to see workflow volumes in queues and at task points. The manager 

should be able to make load level adjustments and to reassign work based on staff absences, etc. (HD) 

3.6.4. Transaction Volume 

The workflow system must be robust enough to handle the ECR requirements. The workflow software proposed 

must be capable of moving at least 8,500 documents per day through multiple steps. (R) 

3.6.5. Workflow Statistics 

The workflow system is to be capable of providing pre-packaged reports on transaction levels, time-in-process, 

and the like. Proposer is to describe the statistical measures which can be obtained from standard reports built 

into the system. Further, the system needs to allow for DJA to design customized queries to generate statistics 

on system volumes, performance, etc. as needed. (HD) 

3.6.6. Workflow Strategy 

The proposer may offer the proposer’s own workflow software, a third party software, or a combination. The 

proposer may offer a production (transaction level) workflow system, or, it may propose a messaging based sys-

tem. (O)  

3.6.7. Messaging Based Workflow 

If a messaging based system is proposed, it should be designed for Microsoft Exchange, the County messaging 

and e-mail standard. If a messaging type workflow system is proposed, the proposer must show how it will sup-

port the volumes indicated. It should be noted that ITS believes King County’s Exchange system is fully capable 

of the volumes and traffic expected with ECR. (O) 

3.6.8. Workflow Locations 

There will be at least 3 locations to be served by workflow routing and task structures: King County Courthouse, 

RJC, and Juvenile. Workflow, however organized, must be accessible at all 3 sites. (R) 

3.6.9. Workflow Routes 

The workflow software must permit the definition of various routes depending on requirements. In addition to 

pre-determined routes, there needs to be the ability to override the route based on a worker’s or supervisor’s 

decision. In other words, there must also be ad hoc capability. (R) 

3.6.10. Developing DJA’s Routes 

The proposer must assist DJA in developing the workflow routes, queues, and tasks. DJA staff, with help from 

the contractor, must, after on-the-job training, be able to create or modify these workflow routes themselves. (R) 

3.6.11. Future Workflow Capabilities 

For later stages of ECR, more complex workflow will be needed. For example, images heading to or coming 

from the Jail may be from workflow applications. Electronic filing of documents by the Prosecutor may come via 

workflow. Workflows in the future might begin at points on the Intranet or Internet. Workflow may or may not re-

quire a separate server(s). Proposer should explain how such expansions will be possible. (D) 

3.6.12. Workflow Indexing and Tracking 

The proposer is to show how work packets containing documents or scanned images will be indexed during the 

workflow process. This indexing function is not necessarily the same as document indexes as discussed else-
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where, but relates to how packets are tracked within the software. A case of interest would be the instance at 

the beginning of the workflow when a SCOMIS case number or sub-number has not yet been assigned. (HD) 

3.6.13. Workflow Task Types (HD) 

A task is an action step on a workflow route. Examples of tasks that may be required are scanning, data entry, 

quality control, and commitment to the system for storage. 

 Decision: Document arrives in a queue. Clerk makes a decision about the document of process on a 

workflow screen and forwards to proper route, depending on the decision. 

 Split: Parallel processing can reduce elapsed time. Document could be copied, with the copies being routed 

simultaneously via two or more routes. Alternatively, all workers who need to see the document could be no-

tified, with the work done on the original, not on separated copies which have to be re-integrated later.  

 Merge: Parallel copies of documents are reunited and reduced to one copy. Or, a document must wait at a 

merge queue until another document arrives and is joined up with it. 

 Hold: Document must await some event before it can be processed. 

 Data Entry: Example: Workflow presents an image of a document to a docketing clerk in the ECR window. 

The clerk types in the SCOMIS number, or workflow has automatically looked up and called the SCOMIS 

screen needed. This data entry screen accepts index data entered by the clerk or transferred intelligently 

from the workflow system. After a review and acceptance by the clerk, the workflow send the information for 

SCOMIS entry. Workflow then brings up the next document image in queue. 

 Print: Print document or data 

 Download: Workflow can be used to download selected documents to CDs, COM, the Internet, or other des-

tination. 

3.6.14. Workflow and Calls to SCOMIS 

It is desired that the workflow system save keystroke labor by DJA clerks by pre-fetching SCOMIS screens with 

which they will be working. As a given document moves in the queue to a workstation, since it is associated with 

its case number, an automatic call to SCOMIS to bring up appropriate SCOMIS screens is wanted. It must be 

possible for the command issued to SCOMIS from workflow to be modified by DJA as needed. Similarly, when 

the sub number for a document is assigned by or known to the imaging system and is not yet entered into 

SCOMIS, it should be copied to the appropriate SCOMIS field automatically when a SCOMIS docket screen is 

opened during workflow. (Similarly, SCOMIS should be able to call ECR to bring forward selected documents or 

pages to the requester’s workstation in an ECR window.) (HD) 

3.6.15. Workflow Development and Modification Tool  

DJA desires a “point and click” graphical interface which will allow DJA to create or modify applications, routes, 

tasks, etc., with minimal or no writing of code. (HD) 

The tool should be connected to a library of functions so that the application or modif ication is actually written by 

the point and click interface. Not desired are workflow graphical user interfaces which are limited mapping and 

flowcharting tools which do not actually build the application. (HD) 

3.6.16. Workflow Standards 

The Workflow software system should be compliant with Management Coalition (WfMC) standards. This will al-

low interoperability with other workflow systems as long as they are also WfMC compliant. (HD+) 

3.7. Security Requirements 
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ECR must be designed with security clearly in mind. 

3.7.1. Security Copy of Original Documents 

RCW 36.23.065 (See Appendix 0, beginning on page 65) requires the Clerk to adopt a method for certification 

of completeness and accuracy of records before hard copy is destroyed. A method to comply with this require-

ment is being developed in conjunction with the Archival Scanning Project. This procedure, not yet finalized, will 

be implemented in Core ECR by the contractor once it has been defined. (I) 

3.7.2. Security Levels of Files And Documents 

 Certain file types, such as Civil and Domestic, are open to public viewing. (I) 

 By order of the Court, part of a document, a document, or documents in an open file may be sealed from 

public view, completely or available only to specified parties. (I) 

 By order of the Court, an entire open file may be sealed from public view, completely or available only to 

specified parties. (I) 

 Arbitration awards in civil cases which are undergoing appeal and retrial are open to everyone except the 

trial judge. (I) 

 Certain file types, such as Paternity, are sealed by statute. (I) 

 Certain document types in Sealed Cases, such as Judgments of Parentage in Paternity cases, are open for 

public viewing. (I) 

The sealing of documents, cases, and case types is a serious matter, not lightly undertaken by the legislature 

and the court. The consequences of security breaches at either the client or the server level are potentially life-

threatening. (I) 

ECR must provide both technical and business-level security at the client, network, and server levels. Access 

restrictions must be available at the case type, case file, document, and page levels. (R) Sub-page access con-

trol is desired. (HD) 

Non-sealed documents and cases, which anyone may view, must provide adequate security against unautho-

rized add, delete, or update functions. (R) 

3.7.3. Passwords 

3.7.3.1. Categories  

End-users will fall into various categories which allow different security functionality. For example, various 

staff may or may not have Add and/or Update authority; the authority to delete documents may differ 

from the authority to delete case files; some staff might have view authority in sealed files and 

Add/Update authority in others; some staff might have access to paternity cases but not juvenile depen-

dencies. (R) 

3.7.3.2. Security Groups 

ECR must allow users to fall into many security “groups,” and then add or subtract specific functionality at  

the individual user level. (R) 

3.7.3.3. Password Structure 

Passwords must be at least 6 characters in length and must contain both alpha and numeric characters. 

They must be checked against a comprehensive dictionary to ensure that they are not a real word, or a 

real word with simply numbers inserted. Users must be forced by ECR to change their passwords at least 

every 90 days, and may not reuse previous passwords. User password tables should be encrypted. (R) 
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3.7.3.4. Password Security 

ECR must generate appropriate control logs to monitor ECR activity and security. In order to prevent un-

authorized access by guessing a user’s password, the involved user-id must be locked out of ECR either 

for a specified number of minutes, or until re-authorized by a system administrator after a specified num-

ber of concurrent incorrect password login attempts. ECR must notify the system administrator of this, or 

other patterns of activity which indicate possible attempts to breach security. If dial-up or other external 

network connections are involved, they must be disconnected. (R) 

3.8. Integration with SCOMIS (and Other Systems) 

The ECR system needs to be integrated with the Superior Court Online Management Information System 

(SCOMIS) at the screen level.
5
 (R) 

3.8.1. Screen Level Integration 

This integration at the PC screen level would use OLE (Object Linking and Embedding) or another method of 

integrating the folder in the image window(s) with the SCOMIS file in a mainframe emulation window. In other 

words, the SCOMIS window and the ECR window appear simultaneously on the screen, linked with common 

index terms, which would at least be the SCOMIS case number and document sub-number. A search could be 

done in SCOMIS, the desired case record brought to the SCOMIS screen, and the corresponding documents 

from the ECR system should also come up in the image or document window. (R) 

3.8.2. Image Access 

Images must be accessible without SCOMIS, using the ECR system alone, or by integrating with other data 

bases or applications (such as CMIS or CRIMS). When SCOMIS is active, image access should be well coordi-

nated with SCOMIS activity; when SCOMIS is down or unavailable, the user must still be able to retrieve images 

in more or less the same way. (R) 

3.8.3. Integration with Other Systems 

The image system will also have to be able to be integrated in due time with other data bases or applications 

(such as the Court Administrator’s Court Management Information System, CMIS
6
, and perhaps with the Clerk’s 

Court Records Inventory Management System, CRIMS
7
, and with JASS

8
). (R) 

3.8.4. SCOMIS Case Numbers 

3.8.4.1. Case Number Identification 

                                                
5
 This is known as “image enabling a legacy system.” This is a classical and generally successful concept. SCOMIS would be the legacy 

system. SCOMIS is proven, well supported, and already developed. Image enabling has several benefits: it extends the life of existing 
investments in line-of-business applications, minimizes training/retraining by providing an incremental change, and provides seamless 
information retrieval. 
6
 CMIS is a system which is designed to manage “real time” information relative to a case’s progress within the Court. Its area of concern 

is the scheduling of judicial officers, resources, and litigants and the orderly flow of information related to managing and coordinating 
those activities. 

7 CRIMS has as its main purpose the tracking of hard copy case file folders through bar codes assigned to each folder and to each file 
user. While ECR is meant to supplant the hard copy file folder, during the transitional years it may be important to attempt to integrate 
the file-requesting function of CRIMS with that of ECR systems, since a given user will probably not know whether a given file is 
electronic or hard copy.  
8
 JASS is the Judicial Accounting Sub System, also part of JIS. It is necessary that during the processing of documents DJA updates the 

JASS “person database” which tracks defendant information in all criminal cases, and the Domestic Violence (DV) database which also 
tracks extensive personal identification information. JASS is also used for significant financial tracking and future bridges between ECR 
and JASS systems will be needed. 
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It is of the utmost importance that records in ECR be properly assigned to the correct court case number. 

(R) 

3.8.4.2. Case Number Formats (I) 

Superior Court case numbers have undergone format changes twice in the past 20 years, and it is not 

unreasonable to believe that this may happen again. Assuming ECR is a success, its application could 

be extended to other courts or court levels. In order to ensure that ECR records can be associated with 

the correct court case, the underlying database may assign a unique identifier or token for each case 

number, but it will also have to keep a unique reference to the case number through 5 distinct fields, 

which are identified in the following table: 

Field Format Note 

Court ID A3 Always “S17” for King County Superior Court Cases 

Year A4 4-digit year for SCOMIS, cases, 4 blanks for pre-SCOMIS cases 

Case Type A2 Currently 1 through 9. Potentially, up to 99. Leading zero if less 
than 10. 

Serial A7 Pad with leading zeros for SCOMIS cases. Pad with leading 
blanks for pre-SCOMIS cases. Pre-SCOMIS cases may begin 
with a letter, e.g., D123345. 

Check Digit A1 Single blank for pre-SCOMIS cases. 

The combination of Court ID + Year + Case Type + Serial provides a composite key which uniquely and 

completely identifies every case. The check digit is a digit between 0 and 9, calculated using the rest of 

the case number. The check digit applies only to SCOMIS (not pre-SCOMIS) cases. 

3.8.4.3. SCOMIS and Pre-SCOMIS Cases 

SCOMIS cases are defined as those which were filed on or after July 1, 1979. Pre-SCOMIS cases are 

defined as those filed prior to July 1, 1979. Both SCOMIS and pre-SCOMIS cases remain active in the 

Court, and ECR must properly and seamlessly deal with both classes of case. (R) 

3.8.4.4. Case Assignment Area Designation 

RJC (below) refers to the case assignment area flag, currently SEA or KNT (with more values to be add-

ed), which DJA currently uses to identify the location of the case and the case file, and which customers 

may inadvertently enter into the ECR system when attempting to view a case. (R) 

3.8.4.5. Accepting Multiple Formats 

The user interface must accept case numbers from users in varying formats. It must decipher the formats 

to determine the unique case which is being referenced. When a SCOMIS case number is entered by a 

user, ECR must calculate the check digit, applying a formula (“Modulus 11,” to be provided to the con-

tractor) to ensure that the number was typed in correctly. When the check digit is incorrect, ECR must so 

inform the user. (R) 

3.8.5. Formats for SCOMIS Case Numbers (R) 

In the following formats, all of which must be accepted and recognized correctly by Core ECR systems, Y 

represents a year digit, T is a case type digit, S is a serial digit or character, C is a check digit, and RJC is a case 

assignment area (currently SEA or KNT, representing Seattle-downtown Courthouse and Kent-Regional Justice 

Center). 

YYTSSSSSC 

YYYYTSSSSSC 

YYTTSSSSSC 

YYYYTTSSSSSC 
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YY T SSSSS C 

YYYY T SSSSS C 

YY TT SSSSS C 

YYYY TT SSSSS C 

YY-T-SSSSS-C 

YYYY-T-SSSSS-C 

YY-TT-SSSSS-C 

YYYY-TT-SSSSS-C 
 

YYTSSSSSC RJC 

YYYYTSSSSSC RJC 

YYTTSSSSSC RJC 

YYYYTTSSSSSC RJC 

YY T SSSSS C RJC 

YYYY T SSSSS C RJC 

YY TT SSSSS C RJC 

YYYY TT SSSSS C RJC 
 

YY-T-SSSSS-C RJC 

YYYY-T-SSSSS-C RJC 

YY-TT-SSSSS-C RJC 

YYYY-TT-SSSSS-C RJC 
 

YYTSSSSSCRJC 

YYYYTSSSSSCRJC 

YYTTSSSSSCRJC 

YYYYTTSSSSSCRJC 
 

YY T SSSSS CRJC 

YYYY T SSSSS CRJC 

YY TT SSSSS CRJC 

YYYY TT SSSSS CRJC 
 

YY-T-SSSSS-CRJC 

YYYY-T-SSSSS-CRJC 

YY-TT-SSSSS-CRJC 

YYYY-TT-SSSSS-CRJC 

1.1.1. 

3.8.6. Formats for Pre-SCOMIS Case Numbers (R) 

T-S through T-SSSSSSS 

TT-S through TT-SSSSSSS 

T-SRJC through T-SSSSSSSRJC 

TT-SRJC through TT-SSSSSSSRJC 

T-S RJC through T-SSSSSSS RJC 

TT-S RJC through T-SSSSSSS RCR 

The serial number in pre-SCOMIS cases is an optional letter followed by from 1 to 6 digits, e.g., D6, G77, 

E123456, 65123, 786543.  

3.9. The ECR Data Base 

3.9.1. Function and Structure of the ECR Database (HD) 

ECR requires an auxiliary index in addition to SCOMIS. This index should be based on a SQL compliant data 

base management system (DBMS). The King County DBMS standards are Oracle and Microsoft SQL Server. 

DJA desires that one of these be used. However, if the proposer uses a DBMS other than these for indexing 

and managing images, DJA will consider using that DBMS for the auxiliary index to avoid the need for 2 DBMSs. 

The added costs as estimated by DJA of such a strategy will be factored in. 

ECR users must be able to bring up images using SCOMIS as an index, by means of screen level integration. 

However, not all ECR users will have access to SCOMIS; therefore, images must be retrievable without 

SCOMIS. The auxiliary data base index must be available to ECR users via client PCs. The DBMS index will be 

used to look up electronic case folders and documents by various index terms (data elements) and will link the 

images to the case folders. Documents must be retrievable by means of either SCOMIS or the auxiliary index 

data base. 

The ECR data base will contain data elements that are in SCOMIS, such as case number and sub-number, plus 

others that are not in SCOMIS. This means ECR is more than an electronic foldering system for organizing im-

ages. The underlying database will be required to capture and retain certain data about each document, and in 

some cases sub-portions of a document.  
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ECR will be required to interface with SCOMIS. ECR will capture certain data about each document scanned 

during SCOMIS indexing. This will facilitate presentation of case files through showing a description of each 

document without the necessity of end-user-viewer concurrent linking to SCOMIS. End-user-viewers will also be 

able to filter documents by document type, as defined and maintained locally. Each SCOMIS docket code will be 

categorized into a table of document types, including but not limited to: 

 Pleadings 

 Timing documents 

 Appearance documents 

 Documents in support of requests for court ruling or action 

 Court Orders, judgments, and decrees 

 Case management documents and entries 

 Administrative documents 

 Minutes / proceedings held 

The end-user-viewer will be able to select either a single category of documents for viewing, or all documents in 

the case. 

In order to plan for Extended ECR, DJA recognizes that individual documents may be received with components 

of differing file types, e.g. an MS Word document which contains embedded images. 

The following diagram shows some of the possible representative database tables and their relationships. It is 

meant to be suggestive, not restrictive. 

Case

CsTok  

Court

Year

CsType

Serial

CkDig

RJC

FileName

FilTok  

DocTok

DocSort

FilType

Directory

FileName

Document

DocTok  

CsTok

DtTimeScan

DtFile

Code

Sub

Desc

= Unique

* = Key

DocType Filter

Code  

TypeCode

DocType

TypeCode  

TypeDesc

Document Followon

DocTok  

LineNum  

Code

Desc
 

3.9.2. ECR Data Base Capacity (R) 

The index will be based on the folder (case) and documents filed within the case folder. The index must be ca-

pable of containing all active cases. There are about 75,000 active cases in a given court year. The DBMS must 

be capable of maintaining records for 5 years’ worth of active case records plus 2 years of archived case 

records. At 7,000,000 pages estimated per year, the “average case” can be assumed to have 93 pages. In 
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actuality a given case may range in size from 1 page to thousands of pages. The average number of documents 

per case also varies widely.  

3.9.2.1. Performance 

Index records must be retrievable within 1 to 2 seconds from a key field. (R) 

3.9.2.2. Staffing 

The proposer must state the staffing requirements for maintaining the auxiliary data base index, including 

backup and maintenance. (R) 

3.9.2.3. Maintenance 

Maintenance should include upgrade to new revisions of the DBMS. (R) 

3.10. Data Capture & Upload 

It is necessary that there be an exact match between the “Docket” in SCOMIS (as a “table of contents” to each 

court file) and the imaging database, so that each recognizes a document in terms of its case number, sub-

number, title, SCOMIS code, and pages. During data entry, whether into SCOMIS or the imaging database (de-

pending on the proposer’s design), the same data must be placed into both systems. This could be done by a 

screen scraper or other means. Proposer will describe how this will be accomplished. (R) 

During subsequent phases of ECR, data must be captured and entered into the correct corresponding data en-

try fields for SCOMIS, JASS, etc. (creating, in effect, automated docketing or data entry without human keys-

trokes). The contractor is to explain how the software to do this is available or can be developed. DJA will work 

closely with the Office of the Administrator for the Courts (OAC) before implementing automated or semi-

automated data capture, particularly the possibility of uploading data to SCOMIS, JASS, or other databases. 

(HD) 

Because SCOMIS is a major system within the Judicial Information System (JIS) family, all operations which 

have the potential to affect SCOMIS security, traffic, or integrity must be carefully coordinated with OAC officials 

and technical staff. (R) 

3.10.1. Data Capture 

The primary means of data capture during Core ECR will be by key entry. Data will be entered into SCOMIS dur-

ing the docketing (indexing) process which will be a workflow step. Index data will also be entered into the ECR 

data base. (HD) 

Data entry usually will be from the image, although DJA may elect to enter data in some cases from the hard 

copy document. When docketing into SCOMIS, SCOMIS in a terminal emulation window should appear on the 

screen at the same time as the image in the image window. SCOMIS data will be entered by keystroke while the 

SCOMIS emulation window is active. (HD) 

3.10.2. Indexing (Docketing) Performance Requirements 

The ECR system must have the peak load capacity to index 8,400 documents per day (present average volume 

plus 40%). At present, over 30 docketing clerks perform this function and this is not expected to change during 

Core ECR. Therefore each docketing station must be able to index 280 documents per day (8,400 documents / 

30), about 40 per hour. Of these, about 420 will represent new cases. (R) 

The system must also maintain indexing associated with the Archival Scanning Project. (R) 

3.10.3. Data Capture During Subsequent Phases  

In Extended ECR, an increasing percentage of filings will be machine readable electronic documents rather than 

images. The goal will be to capture index data automatically and enter it into corresponding data entry fields for 
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SCOMIS (creating in effect, automated docketing or data entry without human keystrokes). The captured data 

elements would not be automatically entered into SCOMIS but would be placed into a buffer during a workflow 

step, in order that a clerk could perform quality control before passing the data to SCOMIS and the auxiliary in-

dex. The contractor should show how the software to do this is available or can be developed. (HD) 

DJA will work closely with the Office of the Administrator of the Courts (OAC) before implementing automated or 

semi-automated data capture, particularly regarding possibly uploading data into SCOMIS. (I) 

3.11. Converting Existing Images and Implementing Computer Output Microfilm (COM)  

The Core ECR contractor must convert previously scanned images and index information created during the 

1997 scanning process. (R) 

The following must be part of the work performed by the Core ECR contractor: 

3.11.1. Plan for Archival Scanning Project Continuation (R) 

a. Develop a migration strategy and work plan to preserve and use the legacy images captured under the 

temporary arrangement with the imaging vendor. (Image-X currently provides basic imaging services on 

a software rental basis, with the contractual obligation to cooperate fully with the selected Core ECR con-

tractor in transferring the images to a successor system.) 

b. Develop an equipment utilization plan which addresses how the existing scanning equipment will be used 

or replaced. Explain how replacement will work, accounting for any projected change in production plans 

or schedules. 

c. Provide in the project training plan actions to ensure all workers involved with Archival Scanning Project 

activities are up to speed on new procedures necessitated by new systems, software, etc. 

d. Explain how user access will work, how software will work, be distributed, and priced. 

e. Explain in the project training plan how user training will be done (help screens, tutorials, etc.). 

f. Verify that image output will meet minimum standards for archival quality as established by DJA testing, 

the Secretary of State Division of Archives and Records Management, and applicable statutes and court 

rules. 

3.11.2. Computer Output Microfilm (COM)  

COM is an important feature of the proposed Core ECR architecture. Recently adopted legislation revises 

Washington State law on long-term court record retention by allowing for use of electronic media, but only if: (1) 

the stored records will be continuously refreshed or upgraded as media, software, and hardware are changed, 

or (2) the records are scheduled for being transferred to microfilm. (I) 

For now, DJA requires COM software which will create an electronic record (using tape, CDs, FTP, or other me-

thod) which can be converted to film by an outside service provider. (R)  

3.12. Support, Warranties, and Maintenance 

3.12.1. Post-Implementation Support (R) 

The contractor will provide post-implementation support on an hourly basis. The proposer shall indicate the hour-

ly cost of such support. Contractor is to show how long such support can be expected to be available. 

Such services shall include: 

 Effect County initiated changes, e.g., to screens, workflows, database structure, and scanning software. 

 Resolve problems with the hardware or software supplied under this agreement which arise at any time after 

the warranty or maintenance periods. 
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 Create or modify custom software as required by the County. 

3.12.2. Warranties and Maintenance 

The continuous availability of court files and documents is a major concern, for so many court cases literally are 

matters of life and death. There are likely to be dire consequences from any down time in the ECR system. ECR 

must be designed to minimize risks. Every possible safeguard must be installed and every prudent practice ob-

served. In the event of an interruption in the ECR system, in whole or in part, action to correct problems and 

resume full operation must be immediate and effective. (R) 

The contractor must understand and agree with the vital importance given to maintaining a fully operational sys-

tem capable of providing court case files on demand. The contractor must accordingly guarantee in writing (and 

implement in internal written policies and procedures) that action to maintain or repair ECR will be given the 

highest priority. (R) 

The proposer shall provide a detailed description of all warranties and maintenance services to be provided on 

hardware and software supplied by the proposer or its subcontractors. Maintenance shall be described in terms 

of preventive, on-call, and emergency service, showing guaranteed response times. All maintenance, except 

software, shall be on-site at County locations. Proposer will indicate whether the proposer or another supplier 

will be the provider of maintenance. The contractor shall coordinate the resolution of problems with the hardware 

or software supplied under this proposal which may arise upon delivery or at any time during the warranty or 

maintenance periods. Problems shall be resolved by the contractor to the County’s satisfaction. (R) 

3.12.2.1. Warranties 

Proposer must state terms and conditions of warranties of all hardware and software components, in-

cluding the lengths of coverage for each item of hardware or software. The County deems that coverage 

begins the first day of full system operation. (R) 

3.12.2.2. Hardware 

Proposer must agree to maintain the equipment to original performance specifications and in accordance 

with maintenance terms and conditions to be stated in the contract. The proposer’s maintenance pro-

gram must ensure continuous operation of the system. Proposer must state the cost of maintenance over 

a 5-year period. (R) 

3.12.2.3. Software 

Proposer must agree to maintain the software, provided directly or by 3
rd

 party suppliers. Maintenance is 

to include “bug” fixes, changes required by changes to other components, configuration problems, mem-

ory conflicts, and any other conditions which prevent normal operation of the software, unless created by 

actions of the County. Maintenance also includes routine updating of the software by supplying new revi-

sions, versions, or upgrades of any of the software components, including installation services or instruc-

tions. Proposer must state the cost of maintenance over a 5-year period. (R) 

Proposer must provide a Help Desk with a 24-hour, 7-day per week toll-free number for King County to 

call. (R) 

3.12.2.4. Custom Code 

Software applications which have been modified by the contractor to meet customer needs shall be in-

cluded as part of normal software maintenance. (R) 
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3.12.2.5. Source Code Security 

The Department and King County must protect the right to change vendors during Core ECR construc-

tion, to solicit and select other vendors during Extended ECR implementation, and to maintain, enhance, 

and modify ECR indefinitely into the future. (I) 

The successful bidder must submit a plan using code-escrow or other reliable methods which establish 

DJA’s ownership and other rights to source code and other software components. Proposers must de-

scribe how DJA will have the authority and the ability to go forward on its own or with another vendor in 

the event that the relationship is dissolved between DJA and the contractor for any reason. (R) 

3.12.2.6. Software Testing 

The contractor will be required to “smoke-test” software and software changes in their own laboratories 

or offices prior to delivery. The proposer will describe how software and upgrades will be fully tested for 

all functionality and under simulated full-load conditions after each change and prior to delivery to DJA. 

(HD) 

3.13. System Compatibility (R) 

The contractor shall be responsible for the procurement of the hardware and software components of the sys-

tem. The contractor will be responsible for the whole system integration and guarantees the functionality of the 

integrated system as a whole. This provision will constitute an express warranty on the part of the contractor. (R) 

3.13.1. Guarantee of Functionality (R) 

Functionality shall mean that the configuration as specified by the Contractor, i.e., software, software updates, 

hardware, specifications, of the communications network from the hardware up to the modems, and services 

shall operate together efficiently in light of industry standards, so long as the system is maintained in accor-

dance with the manufacturer’s specifications. The Contractor warrants and represents that the unmodified confi-

guration identified in the contract document has been specifically selected and designed for the County as being 

an operationally efficient integration of hardware, software, communications network and services, in light of the 

County’s current identified specifications and projected expansion. 

3.13.2. Guarantee of System Integration (R) 

System integration means the installation and operation of all hardware, software, and communications compo-

nents so that they function in an operational environment and in conjunction with each other. By executing this 

Agreement, the Contractor acknowledges its commitment to successful integration of hardware/software/com-

munications capabilities and warrants that the capabilities being supplied under this contract will be successfully 

integrated, provided that, the communications network supplied and installed by any third party shall conform to 

the County’s and Contractor’s specifications and industry standards and is fully operational. The Contractor 

guarantees the integration of the System as specified; however, third party contractors remain ultimately liable 

for the installation and operation of the local-area and wide-area communications networks. 

The Contractor shall coordinate the resolution of problems with the hardware or software supplied under this 

Agreement which arise upon delivery or at any time during the warranty or maintenance periods contained in 

this or other agreements between the parties. Problems shall be resolved by the Contractor to the County’s sa-

tisfaction and in accordance with the published specifications. 

4. Proposal Format 

4.1. Proposal Narrative 
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This section of the RFP provides instructions on the format and content of the proposal. Proposals is to include 

all data and information required by this RFP. Non-conformance with the instructions can result in rejection of 

the proposal. 

The proposal for ”King County Core Electronic Court Records (ECR) System” is to be clear, coherent, legible, 

and prepared in sufficient detail for effective evaluation by King County. Elaborate documentation, expensive 

binding, detailed art work, or other embellishments are neither necessary nor desired. The proposer is to as-

sume that the evaluation team has no previous knowledge of this technology and will evaluate based on the in-

formation presented in the proposal. 

Proposals are to address and track the numerical sequence of the specific information requested in the RFP. In 

writing the proposal, emphasis should be placed on brief, complete, and factual data in the areas set forth in the 

RFP. Maximum use should be made of tables and information summaries in describing the proposed effort.  

IMPORTANT: The proposer is to provide a response on every marked item, except information-only items 

marked with (I). Marked items may be a paragraph, a sub-section, or an option. Symbols show where items are 

considered to be: Required (R), Highly Desirable (HD), Desirable (D), or Optional (O) for Core ECR. Proposers 

are cautioned to be sure that there is a response for each marked item and that there is compliance with each 

(R) marked item. If the proposer has a concern about or is unable to comply with an item, a complete explana-

tion of the issues and the reasons should be provided. 

Statements that the proposer understands, can, or will comply with all specifications or parts thereof are consi-

dered insufficient. Unless a “Yes” or “No” answer is called for, such phrases as “Yes,” “Will comply,” “Standard 

procedures will be employed,” “Industry standards are followed,” or “Well-known techniques will be used,” will be 

considered insufficient. 

There is no need for the proposal to repeat sections of this RFP word-for-word. If there is a need to do so, the 

proposer can provide a direct section, title, and page reference. (Remember, this RFP is a component of and will 

be attached to any resulting Contract.) 

4.2. Executive Summary 

The executive summary shall serve to familiarize King County executives and evaluators with the key elements 

and unique features of the proposal by briefly describing how the proposer is going to accomplish the work.  

The executive summary is to contain the following: 

1.  A summary of the proposer’s approaches to the Core ECR system requirements, including a summary of the 

most important aspects of all sections. The material presented in this summary will not be considered as 

meeting any technical requirements. (R) 

2.  A master milestone schedule of all major efforts to be undertaken in the program. (R) 

3.  A list of high risk areas that are causes for concern, such as schedule deadlines, uncomplementary technol-

ogies, or overly tight specifications. Any request to delete, change, or relax a requirement must be fully sup-

ported in this section. These concerns will be addressed with the successful proposer during contract nego-

tiation. (R) 

4.3. Contract Provisions 

King County has provided detailed terms and conditions which King County will ask for in the contract. (A copy 

of these contract provisions, which was provided to bidder representatives at the May 7-8 Orientation will be 

made available on request.) The proposer must review all items and state in writing that the firms intends to 

comply with all provisions. (R) 

The proposer is to supply a statement outlining any exceptions to the County’s requirements or pointing out 

needed clarifications to the requirements. (R) 
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The proposer may describe any additional services or procedures of benefit to the County not specifically re-

quired herein, which the proposer as contractor will offer to provide. (D) 

4.4. Functional/Technical 

The functional/technical proposal shall consist of complete responses to all stated requirements and questions 

in Section 0, beginning on page 18. Proposer responses must be keyed to the RFP section and item require-

ments and presented in the same order. This RFP was designed to facilitate the proposer’s responses to the 

requirements and to provide the evaluators with a standard method for comparing proposers’ responses. (R) 

Proposers must respond in writing to each requirement or question in specific terms so that the evaluators may 

determine whether or not or in what degree the proposer complies with requirements or desired features. (R) 

Proposers may include references to published manuals or documentation. However, simply supplying a refer-

ence is insufficient. Answers such as “See Appendix A, Technical Manual,” will be viewed as non-responsive. 

Supporting materials cited in an answer must be referenced by Appendix, name of document, and page(s) to be 

reviewed. It is not desired that the proposer enclose entire documents in such appendices; enclose only pages 

that are relevant. The County reserves the right to request a copy of an entire document if desired. (R) 

4.5. References 

4.5.1. Vendor Information Form 

The proposer is to complete the Vendor Information Form provided as Appendix 0, beginning at page 73. This 

form provides important information about a company which evaluators will want to have in a unified presenta-

tion. Where information requested is duplicated in the proposal itself, please provide the information fully in both 

places, avoiding cross-references. This form is to be completed for the proposing firm. It is also to be completed 

for all sub-contractors who will have significant responsibilities for any part of the Core ECR project. Where in-

formation requested is not available, that should be indicated with a brief explanation. (R) 

4.5.2. References 

Proposers are to provide references for themselves and for all sub-contractors who will have significant respon-

sibilities for any part of the Core ECR project. References should be from contracts performed within the past 5 

years or which, while performed earlier, are still in active operation. (R) 

Reference checks will be conducted at the discretion of the evaluators. Not all references will be contacted. (I) 

Present references in rank order by how similar the services, volumes, complexity, and systems provided for the 

reference are to what is being proposed for DJA. (R) 

At least 5 references for the proposer are to be given. At least 2 references are to be given for each significant 

sub-contractor for this proposed project. (R) 

At least one of the references should be a Court, County Clerk, or comparable operation. (HD) 

At least one of the references must include an implementation and products similar to and on a scale compara-

ble with the Core ECR’s anticipated volume. (R) 

Give the following information for each reference:  

1. Name of Company (R) 

2. Location, Address of Company (R) 

3. Contact Person, with detailed contact information. (If the contact person will be unavailable during part of the 

month following the due date for this proposal, a back-up person should be named and her/his contact in-

formation supplied as well.) (R) 
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4. A synopsis of the contract and discussion of the relevancy to this project and the proposal. (R) 

5. Contract award date and contract completion date (showing planned vs. actual). (R) 

6. Contract award dollar value. (R) 

4.6. Price 

Complete the Cost Proposal in Section 0. 

1. 

5. Cost Proposal (R) 

These instructions are to assist you in submitting pricing data. Compliance with these instructions is mandatory 

and failure to comply will result in rejection of the proposal. The burden of proof for pricing credibility lies with the 

proposer. 

5.1. Narrative Cost Proposal for King County  

This discussion should contain but not be limited to the following: 

 How pricing was computed 

 Projected life cycle cost of equipment/program 

 Projected yearly incremental costs 

 Annual maintenance costs 

 Discuss hidden/related costs that King County may not have anticipated 

5.2. King County Price Quote 

Pricing should be broken down into the categories indicated, each on a separate page or pages. Where not sure 

where to place a particular cost component, use “Other” and insert a description and the cost information.  

Prices are not to include Washington State Sales Tax. 

5.2.1. Planning, Implementation, Administration 

List the components of this cost factor and indicate the basis for the prices presented. 

5.2.2. Hardware 

Break out by category (ECR Server, Other servers, Scanners, Other [specified]). List for each: 1) Description, 2) 

Model, 3) Quantity, 4) Cost. Describe and explain any costs associated with interfaces between and among the 

platforms involved in the proposed system.  

5.2.3. Software 

Break out by category (Operating system[s], Imaging, Workflow, Database, Interface with SCOMIS, Customized 

workflow[s], Other Customized, and Other [specified]). List for each: 1) Description, 2) Platform, version, etc., 3) 

Number of licenses/installations, 4) Hours for customization and rate charged [if applicable], and 5) Net Cost. 

Describe and explain any costs associated with interfaces between and among the platforms involved in the 

proposed system.  

State clearly the basis for computing all software licensing prices. If provisions differ according to the type of 

software, address each type in a separate section of the narrative. Identify whether software licenses provided 

are:  
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a. Site licenses, which King County may distribute without restriction within King County. State any numeri-

cal limit on the total number of licenses. 

b. Department licenses, which King County DJA may distribute to DJA regular or term-limited staff worksta-

tions and to public access work stations without per-seat charges. State any numerical limit on the total 

number of licenses. 

c. Seat licenses, based upon a standard price per (1) workstation or (2) registered individual user. Indicate 

the cost of additional seats beyond those computed for the Core ECR project and included in the stated 

price. 

d. Licenses whose cost is based on usage. If concurrent usage is the basis, the term “concurrent user” 

must be clearly defined. Indicate the basis for any usage charges (per access, per minute, per database 

hit, etc.), show how the price for the Core ECR project has been computed and show clearly how DJA is 

to project its exact future costs in the case of increased transactions, growth, user expansion, etc.  

e. Internet/Intranet pricing, if relevant, should be explained, if different from client/server systems. (DJA is 

interested in knowing how the proposer intends to price Internet / Intranet access in the future.) 

f. Other (a method not covered above, explaining completely and clearly the basis for software licensing 

costs).  

If customization is required, proposer must add costs based on estimated hours and hourly charges, broken out 

by module. 

Proposer must state hourly charges for additional custom software, after development and implementation of 

proposed system. 

List annual support costs which DJA must assume, e.g., an additional position required to serve as database 

administrator 

5.2.4. Training/Manuals/Documentation 

Explain the basis of the cost of the Training Plan in terms of 1) Types of training, 2) Number of expected tra i-

nees per type, 3) Time required per type of training, 4) Trainer cost, and 5) Cost of materials.  

Explain the (1) types of manuals, (2) numbers of manuals and expected deployment, and (3) cost of materials.  

Explain components of costs required to comply fully with the Documentation Plan. 

In the Cost Proposal form, show net cost of 1) Manuals, 2) Classes (if applicable), and 3) Documentat ion. 

5.2.5. Conversion of Images and Data 

Detail special costs associated with converting Archival Scanning Project data from the existing system, i.e., im-

ages and index data created by Image-X, stored on the RS/6000 server. Exclude any cost components which 

are covered elsewhere. Assume that the number of images to be converted will be 4,000,000 pages at an aver-

age of 35,000 bytes per page. 

5.2.6. Site Preparation 

If the proposal involves a site other than ITS, show costs for site preparation, including power, air conditioning, 

raised floor, etc. 

5.2.7. Other (Specify) 

Use this section to detail any cost elements not covered elsewhere. 
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5.2.8. ITS Costs to DJA for ECR-Related Services, Equipment, etc. 

Provide the exact dimensions of any equipment which is proposed for installation within ITS facilities, including 

square footage required. DJA and ITS will study the proposal and determine the support costs associated with it. 

This cost will be added to the total presented in this proposal. 

5.2.9. Costs of Additional Staffing Required 

This cost will be determined by DJA and added to the total presented in this proposal. 

5.2.10. Cost Summary  

Bring forward costs from all the above categories. Total all costs. 

5.2.11. Maintenance 

Annual maintenance can be expressed as a single number covering the entire Core ECR system (shown in the 

row labeled “Total Price”) or as an itemized list of maintenance costs broken out by components (shown in the 

Column headed “First Year Maintenance.” Maintenance must cover all hardware and software provided by the 

contractor. In the narrative, explain the cost of maintenance over a 5-year period. In the Cost Proposal form, 

show First Year Maintenance. 
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COST PROPOSAL FORM  

Cost Category Price 1
st

 Year Mainten-

ance* 

1.  Planning, Implementation, Administration  N/A 

2.  Hardware  N/A 

 ECR Server   

 Other Servers   

 Scanners   

 Other (Specify)   

Hardware Sub-Total   

3.  Software  N/A 

 Operating System(s)   

 Imaging   

 Workflow   

 Database   

 Interface with SCOMIS   

 Customized Workflow(s)   

 Other Customized Software   

 Other (Specify)   

Software Sub-Total   

4.  Training  N/A 

 Manuals   

 Classes (if applicable)   

 Documentation   

Training/Documentation Sub-Total   

5.  Conversion of Images and Data  N/A 

6.  Site Preparation  N/A 

7.  Other (Specify)   

PROPOSER’S TOTAL PRICE   

8. ITS Costs to DJA DJA will compute DJA will compute 

9. Costs of Additional Staffing Required DJA will compute N/A 

TOTAL COST OF PROPOSAL TO DJA DJA will compute DJA will compute 

*If maintenance will be higher in subsequent years, explain and show costs. 
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6.1. ECR Master Plan 

Department of Judicial Administration 

ECR Master Plan 
April 1998 

Paul Sherfey 

Acting Director and Superior Court Clerk 

Roger Winters 

Electronic Court Records Manager 

M. Janice Michels 

Executive Director, Washington State Bar Association 

INTRODUCTION 

The evidence is overwhelming: the King County Department of Judicial Administration (DJA, the Superior Court 

Clerk’s Office) must change its records systems to meet the need for timely, available Superior Court case 

records. DJA, after carefully evaluating alternatives, has concluded that migration to on-line, electronic court 

records is the most reasonable solution. This massive change is not about technology, but about legal culture 

change. This Master Plan lays out essential steps, timing, costs, issues, risks, and a plan for a 5-year Electronic 

Court Records (ECR) program and component projects. 

 

STATEMENT OF NEED 

DJA is relied on by the public and courts for its record keeping. Maintaining timely, accurate, and complete case 

records are part of the Mission of DJA. DJA does not merely file documents. Clerks index each document into 

the case “docket” and transfer information to enter into SCOMIS (Superior Court Online Management Informa-

tion System). Documents are reviewed for required Clerk’s actions. After processing, papers are fine-sorted and 

placed in folders in the Clerk’s shelving system. 

DJA’s goal to provide the record in time is not today satisfying DJA’s customers. The sheer number of daily fi l-

ings  the equivalent to a stack of papers over 8 feet high  is daunting. The expectations of information 

age people lead the Court and public to want to see documents right after they are filed. The present standard 

in court rules (allowing 5 days for the routine flow of papers from filing to when available in the file for check-out) 

is not acceptable for documents like warrants, temporary restraining orders, judgments, or papers in high-profile 

matters.  

In recent focus groups, hard copy file availability and finding papers in process were named the most frustrating 

problems for DJA staff and customers. The biggest complaint from our Court is that files, on arriving in the cour-

troom, do not contain all the current filed material. Further, hard copy management is hugely expensive. It pro-

duces only one file per case, accessible to but one user at a time. 

 

ALTERNATIVES ANALYZED 

DJA management considered how to speed the flow of papers while continuing to get information needed to 

maintain indexes and required records. Their goal was to be sure the file used by the Court, staff, or public will 

be complete, including all recently-filed papers. The following alternatives were evaluated: 

1.  Increase staffing by 10+ FTE and begin 24-hour operations 6 or 7 days a week.  

2.  Define the DJA-retained record as only for history. Develop alternatives for day-to-day access and review. 

For example, litigants might be required to provide “working papers” for all court appearances. 

3.  Reduce DJA operations to minimum “core” functions. DJA would eliminate support for special programs, stop 

participating in state-wide developments, reduce or eliminate statistics, and curtail outreach, pilot projects, 

and the like. 
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4.  Take absolute control over what is allowed to be filed. With enhanced authority, DJA could keep what can be 

filed to a minimum and require process-supportive features such as bar coding on all documents. 

Implement Electronic Court Records (ECR) so papers are scanned at filing, being quickly available at multiple 

concurrent access points. Scanned files would be supplanted in the future with digital (i.e., word-processed or 

ASCII) documents where possible, enabling increased automation of data capture and information processing.  

 

RECOMMENDATION: Implement Electronic Court Records (ECR) 

1.  Working “harder, faster and longer” (Alternative #1) will cost the same over a 5-year time frame. It does noth-

ing to accommodate growth. No matter what, papers could never be available in less than the 2+ days re-

quired for such a large sorting/filing process. Files would still be available to only one person at a time.  

2.  Redefining the Clerk’s record as historic only (Alternative #2) would simply shift the costs of paper 

processing elsewhere and serve the Court less well.  

3.  Eliminating some functions (Alternative #3) may help, but at the expense of other important priorities. Such 

savings would not result in better file availability and the one-user-at-a-time problem remains unresolved. 

4.  Efforts to define and control filings (Alternative #4), a good idea worth doing, will likely meet with significant 

resistance and will not achieve results for years.  

5.  ECR is the most cost effective option, most likely to meet the goal of complete and available files, quickly 

accessible. Implementing ECR satisfies the need for file completeness and availability. It also enables im-

provements like workstation or remote access, multiple simultaneous file use, better file navigation, task au-

tomation, and portability. 

 

VISION STATEMENT 

Replace hard copy case files with electronic records. The official court record will be maintained 

in electronic form and can be accessed by file users in several ways. This allows automated data 

capture from digital documents, remote filing and access, and multiple simultaneous use of the 

case file. 

 

ECR PROGRAM PLAN 

DJA is undertaking a 5-year program (1997 - 2002) to implement ECR. ECR will be undertaken in phases, with 

stakeholders involved in all the component projects. Each advance in ECR features will be tested in “proof of 

concept” pilot or demonstration project prior to being adopted into the overall program. “Pause points” for syste-

matic review and program adjustment are key milestones in the program plan. The ECR communications pro-

gram is designed to be sure that all stakeholders are heard and that all issues are resolved. There is dedicated 

ECR program management and technical staff.  

 

ECR PROGRAM TIME LINES & ISSUES 

DJA sees ECR as a multi-faceted program which will unfold through phased implementation in several major 

projects. Many issues are associated with the implementation of ECR. Each issue will be defined, discussed, 

and documented in an issue paper where potential solutions are explored. Issues are identified with the compo-

nent projects; their resolution as part of those projects is part of the critical path. 
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(2)

Court Support

(4)

Electronic

Filing

(Public)

(6)

State Initiatives

(1)

Document

Management

(DJA)

Core ECR

(3)

Law, Safety,

Justice

Agencies

Interface

(5)

Document

Access &

Distribution

(Public)

 
(1) CORE ECR: In1998, this establishes the basic infrastructure of ECR.  

ACTIONS 

 Vendor(s) build and install Core ECR. 

 Archival scanning with 1997 platform continues, 
converting to equipment, software, and systems 
of the selected vendor. 

 Limited public viewing of scanned images is 
available in the Clerk’s Office. 

 Demonstrations using selected cases illustrate 
ECR features and help clarify requirements. 

 DJA staff learn to process documents as images 
routed through the workflow system. 

 DJA maintains hard copy case folders for public 
and court access (electronic access comes lat-
er). 

ASSOCIATED ISSUES 

 Hard copy management. 

 Document scanning & quality control. 

 Special case documents: original wills, fin-
gerprints, promissory notes. 

 Operating dual systems. 

 Security (technological & sealed records) 

 Judicial Information Systems (JIS) interface. 

 Sub-numbering documents. 

 Indexing techniques, structure, & categories. 

 Status of Clerk’s marks on document im-
ages. 

 Long-term storage strategy (Computer Out-
put to Microfilm, COM). 

 Reallocation of staff. 

 Training and support. 
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 (2) COURT SUPPORT: This follows Core ECR as an expansion expected in 1999. 

ACTIONS 

 ECR is linked with courtroom operations to sup-
port business processes beyond access to elec-
tronic file folders. 

 Electronic filing and access is enabled for the 
Court and Court staff. 

 Some files-on-line with some pre-fetch service, 
a supportive index, & some hyperlinks. 

 Case files are organized into categories facilitat-
ing retrieval by judges, staff, and file users.  

 Software to produce, receive, index, queue, and 
pre-fetch images is installed. 

 DJA, the Court, and Superior Court Administra-
tion begin to integrate functions and services of 
ECR, CMIS (Court Management Information 
System), and other systems.  

ASSOCIATED ISSUES 

 Navigation within the electronic court file 
folder. 

 Courtroom initiation of forms and data for 
filing with the Clerk into the electronic record. 

 Interface with CMIS for support of real-time 
information processing. 

 Adequacy of technology in the courtroom. 

 Technology hardware management in the 
courtroom. 

 Extended training and support. 
 

 

(3) LAW, SAFETY, & JUSTICE CONNECTIVITY: This is a 1999 expansion built from Core ECR. 

ACTIONS 

 The County law, safety, and justice (LS&J) 
agencies that are already linked through the 
King County Wide Area Network (WAN) gain 
access to electronic case files. 

 Connectivity grows on the foundation laid by the 
1998 case demonstrations. 

 Electronic transmission of certain documents. 

ASSOCIATED ISSUES 

 County agency access. 

 Law, safety, & justice connectivity. 

 Certification of electronic records. 

 Funding law, safety, & justice technology. 
 

 

(4) ELECTRONIC FILING: This will be developed for the public and attorneys in 2000, following integra-
tion of LS&J agencies. 

ACTIONS 

 Programs and procedures for filing digital (word-
processed & ASCII) documents (beyond im-
ages) are developed. 

 Limited public access to electronic records is 
provided to meet business needs. 

 Fee collection and other basic transactions are 
enabled for ECR. 

 Methods for identifying filers and systems for 
electronic signatures are adopted. 

 Automatic capture of data from electronic doc-
uments saves data entry labor.  

 Pattern forms, templates, and “smart forms” 
(with artificial intelligence) grow in use.  

ASSOCIATED ISSUES 

 Court rules. 

 Costs and assessing fees for services. 

 Digital signatures (or alternatives). 

 Document standards, e.g., should content be 
preserved alone, or content with format? 

 Citing to the electronic record. 

 Using hypertext links in citations of other 
documents. 

 Developing a “filing message” to help filers 
categorize and name their documents for 
better processing and retrieval. 

 Acknowledging receipt of filings. 

 Appellate processes. 

 Incentives for electronic filing. 
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(5) DOCUMENT ACCESS & DISTRIBUTION: This will make filings accessible electronically for the pub-
lic and attorneys in 2000, following LS&J integration. 

ACTIONS 

 Multiple access options are developed, e.g., at 
courthouses, law libraries, government offices, 
and public kiosks. 

 Internet, dial-up, and other access systems are 
explored. 

 “Universal browsers” and similar electronic 
access tools are tested and evaluated.  

 Security of ECR systems against invasion or 
disaster is fully developed before going public. 

ASSOCIATED ISSUES 

 External access to court records (tech-
niques). 

 Electronic document remote access disse-
mination policy. 

 Remote access to court records (privacy 
issues). 

 Security for sealed materials. 

 Methods & timing for “cut-over” to new sys-
tems. 

 When is the electronic the official record? 

 Staff re-distribution. 

 When to stop providing hard copy for 
access. 

 

(6) STATE INITIATIVES: Simultaneous with all projects, DJA ensures ongoing ECR coordination with 
related efforts at the state level and elsewhere. 

ACTIONS  

 Ongoing communication is maintained with other 
agencies or projects related to electronic records 
and files. 

 Electronic records for appeals. 

 Electronically available “Judgment & Sentence,” 
protection orders, etc. 

ASSOCIATED ISSUES 

 Governance. 

 Electronic records standards. 

 Legislative authority. 
 
 
 

ECR STAKEHOLDERS 

Support from those significantly affected by ECR is vital to success. DJA must hear and understand their voices, 

cultivate their input, and benefit from their criticism and advice. 

 
Stakeholders ECR Interests & Concerns 

The Public Taxpayers pay for new systems. Pro se litigants. Case file 
users. Cases are open public records unless sealed. 

Elected officials & Information 
Resource Council (IRC) 

Provide funding & oversight for King County technology 
projects. 

Superior Court & staff Need systems to support judicial decision-making, system 
coordination (e.g., CMIS). Use case file records. Create & file 
documents. 

DJA staff Design, build, & implement ECR. Work processes will change. 
Career change & opportunities to come.  

LS&J agencies (Prosecuting 
Attorney, Defenders, Jail, etc.) 

Use case file records regularly. Create & file documents. Au-
thenticity, security, reliability of documents. 

Other courts, counties Records for appellate review. Need ECR elsewhere. Shared 
concerns about resources, standards, and uniform practices. 

Attorneys & support staff Litigants, legal practitioners, who use files regularly. Create & 
file documents. Work requirements will change. Potential 
costs/savings. 

Office of the Administrator for 
the Courts (OAC) 

Interface with existing data systems (JIS, SCOMIS, etc.). 
Coordination of statewide systems, policies, & practices. 

Law Library & Litigant Support 
Agencies 

Provide court user support. Access to information for litigants. 

Title Companies, Messengers, 
Researchers, Vendors 

Business opportunities. Commercial interests in case informa-
tion, filer services, information re-sale, etc. Regular case file 
users. 

State of Washington Standards for archival & electronic records. Archivist policies. 
Digital signatures. 
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COSTS & BENEFITS 

Costs incurred for important new technology like ECR are justified by the benefits and savings they enable. 

Many of ECR’s concrete benefits to the Court and litigants are difficult to quantify. The return on investment for 

ECR will be realized in increased efficiency, new productivity, and eliminating tasks required for hard copy han-

dling. The ECR project has attracted County, federal, and grant based support. As the project unfolds, its costs, 

funding, benefits, and savings will become clearer. 

 
Expected Costs Benefits & Potential Savings 

1997 

 Grant from County Information Resource 
Council (IRC) for technology consultant 

 Scanning project (infrastructure funds 
from County IRC technology resources) 

 Scanning project labor from Current Ex-
pense 

 Grant from State Justice Institute (SJI) 
for process consultants 

 Federal grants for demonstrations 

1997 

 Substantially develop infrastructure for 
document image processing 

 Build knowledge of scanning, imaging 

 Proof of concept tests help to define image 
resolution & readability standards, Wide 
Area Network capacity, electronic docu-
ment security, image viewing require-
ments, and the value of centralized County 
technology resources 

1998 

 About $1 million to establish “Core ECR” 
(DJA imaging & electronic workflow ca-
pability) 

 Scanning project labor from Current Ex-
pense continued 

 Grants & potential SJI continuation grant 

1998 

 Determine ability of vendors to meet DJA 
requirements within available resources 

 Develop, test, computer output to microfilm 

 Criminal case demonstration project: 
proofs of concept (accessing active case 
records electronically) 

1999 

 Scanning project labor from Current Ex-
pense continued 

 Federal grants & possible SJI support 

 Planned funding for “Court Support” 

and “LS&J Connectivity” of $800,000 
(approx.) 

1999 

 Develop connectivity with Court & LS&J 
systems, agencies 

 Initiate workflow processing of documents 
within DJA (paper maintained for access 
only) 

 

2000 

 Scanning project labor from Current Ex-
pense continued 

 Costs of infrastructure enhancements for 
“Electronic Filing” and “Document 

Access & Distribution” to be deter-
mined 

 

2000 

 Internal processing savings initiated 
through workflow, intelligent automated da-
ta extraction, “smart forms,” etc. (ultimately 
reduces by up to 8 FTE) 

 As agency self-service electronic access 
grows, reduce staff providing files (up to 3 
FTE) 

 Investigation of new fees (e.g., premium 
court file data access services) & user in-
centives  

 

2001 

 Scanning project begins to produce noti-
ceable hard copy backfile reductions 

 
 

2001 

 Initiation of remote access & elimination of 
substantial access to paper files reduces 
staff required (up to 11 FTE through attri-
tion as paper file service needs shrink) 

2002 

 Scanning project concludes as it produc-
es substantial hard copy backfile reduc-
tions 

 

2002 

 Remaining staff efforts shift away from 
physical file support & manipulation to 
knowledge-worker services for Court & liti-
gants 
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RISKS & CONTINGENCIES 

All projects of substantial size and scope involve taking risks and require contingency planning. DJA has sought 

out consultants and experts for advice on how to identify, manage, and respond to potential risks and problems 

along the way. 

1.   Resource problems: There is always a risk that a project’s costs will be more than projected or that benefits 

will not be as much as is expected. There is a nominal risk that necessary resources to continue the project 

might not be available.  

These risks are mitigated by dividing ECR into manageable projects, each of which can stand on 

its own. For example, Core ECR will be valuable even if Extended ECR is postponed. 

2.   Support endorsement problems: Any big project is under risk that its advocates will lose interest or that the 

support of key stakeholders will wane. 

This risk is mitigated with DJA’s aggressive communications project and focus group approach. 

The program will continue to keep in close touch with all stakeholders, to get their input and keep 

support levels high. 

3.   Product does not meet expectations: Some may worry that the final product (an accessible electronic 

court record) will not meet stakeholders’ expectations. What if it is not user-friendly enough? What if it lacks 

desired special features? Might it be of low quality due to budget constraints?  

Expectation management is a central focus for this project. The features promised for each phase 

or project will be clearly defined, built with user input, and tested for usability. Budgets may con-

strain the timeline but not quality. 

4.   Project management problems: Major technology project implementations risk timeline slippage, scope 

creep, staff turnover, poor quality control, unresolved problems, never-ending enhancement demands, or 

unmanaged change. 

The project management team is continually being trained in project management, aided with the 

latest project tracking tools. The team will benefit from various County and outside technology 

user groups and periodic re-evaluations of program progress. 

5.   Technology problems: The technology for ECR is neither too new, unproved, nor overly complex. There 

are nevertheless some technology risks: What if King County’s Information and Telecommunications Servic-

es Division (ITS, the ECR server manager) isn’t able to meet security or availability needs? What if it proves 

hard to attract and keep high quality technology staff? Suppose the integrating technology doesn’t work as 

planned. Every project dreads system failures or disasters, and hopes the problems with vendors or products 

will be easily resolved. 

The “proof of concept” approach will mitigate these concerns, moving the project forward only af-

ter careful testing and experience. 

6.   External factors: The ECR program depends on other organizations to accept changes and revise proce-

dures, the Revised Code of Washington (RCW), the Washington Administrative Code (WAC), and court or 

agency rules. Failure or refusal to accommodate ECR could prove problematic. The federal government or 

Washington State agencies could choose to impose proprietary standards not compatible with the ECR di-

rection. The State Archivist could overly constrain the acceptability of electronic records. The Supreme Court 

or State Bar Association could resist enabling orders or rules. Digital signature implementation could falter 

and alternatives could be too weak. Any seemingly small problems could become threshold. 

The inclusive ECR project structure and its broad public relations program should surface issues 

in time to resolve them before they become serious. The State Supreme Court, State Archivist, 

State Bar Association, the National Center for State Courts, and the State Justice Institute (SJI) 

are supportive of ECR’s goals and are knowledgeable about and involved in the program. 
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MANAGEMENT 

Internal Project Management: The Core ECR Team will include a DJA business process expert, a technology 

specialist, and a program director. Internal support to the Core Team comes from the Communications Group , 

DJA’s ECR Operations Committee, and the EDM Workflow Team. External support is expected from the Court 

Technology Steering Committee which oversees Superior Court and DJA technology initiatives. ECR’s Team 

includes important skills in technical support, public relations, project tracking to keep us on schedule, and busi-

ness processes analysis. Resources are managed through DJA’s budgets, grant writing, grant management, 

and expenditure tracking. The Core Team draws on technical expertise to monitor, coordinate, and oversee 

hardware and software installation. The program director is responsible for project communication, meeting 

coordination, procurement, and consultants. 

External Project Management: A County-wide Steering Committee formed in 1995 is the primary tool for deci-

sion making. For state-level coordination, a state Advisory Committee meets quarterly to review decisions, re-

ceive reports, and discuss state-wide implications of programs goals. Special working groups are formed for 

“proof-of-concept” demonstration projects. 

PROOF-OF-CONCEPT PROJECTS AND COMMITTEES 

DJA minimizes potential waste and risk by engaging in collaborations, “proof-of-concept” demonstrations, and 

“safe mode” (not risking disruption of real-time court operations) experiments. This approach is cautious and 

conservative. When a demonstration project proves a method or approach, DJA builds on it directly.  

King County’s Electronic Document Advisory Committee (EDMAC) was formed by several County agencies 

working toward electronic records, to explore how to share County resources, including technology infrastruc-

ture. A grant from the Information Resource Council (IRC) engaged a consultant to advise on standards and 

“best practices” in electronic document management systems. EDMAC was precursor to the Electronic Records 

Advisory Council (ERAC), which today explores issues and economics associated with County electronic infor-

mation resources. 

DJA’s Electronic Document Management (EDM) Workflow Team is a Total Quality Management (TQM) team 

of DJA staff, formed in 1996. Its mission is to study and chart the flow of documents and work within DJA. This 

work prepares us to design workflow software for Core ECR. The inter-divisional Team has developed text and 

computer-aided flow charts of the work steps for criminal case documents. A few obsolete or repetitious work 

processes surfaced and have been eliminated. The Workflow Team’s knowledge, skills, and techniques will 

benefit DJA as workflow applications are designed. 

DJA’s Scanning Project began in 1997 to take the place of microfilming inactive case records. (DJA by law 

preserves case records “indefinitely.”) A temporary, rental-based imaging program was procured, along with 

scanners, servers, and other equipment. The project was assigned to the Regional Justice Center (RJC) in Kent. 

Court case records archived from SCOMIS were taken from shelves and prepared for scanning. DJA selected 

the powerful IBM RS-6000 owned by ITS as the server for document images. DJA chose magnetic disks over 

optical media for image storage.  

The Scanning Project has demonstrated much:  

 Documents scanned in Kent can be transmitted to Seattle for storage and retrieval. 

 Storage and retrieval can be done with excellent access times using magnetic media. 

 Access can be from anywhere on the County WAN.  

 Images scanned at 200 dots per inch maintain readability even when converted to microfilm and printed. 

 Numerous paper jams can plague “high speed” scanners because older papers are hole-punched, stapled, 

and worn.  

 Time consuming document preparation and careful daily machine maintenance are essential to keep daily 

volume high.  

 Implementing software programs with a vendor located in another state is quite challenging.  

The Criminal Case Demonstrations Project is a collaboration of Law, Safety, and Justice system agencies to 

test how ECR helps them process criminal cases. Participants include DJA courtroom and criminal judgments 
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staff, representatives from the King County Prosecuting Attorney, public defender agencies, the King County 

Jail, and the Court of Appeals. With grant support, this demonstration is to show how an electronic file folder for 

active criminal cases can be advantageous for those involved. Fraud and drug cases will be selected for the 

project. DJA will scan documents as they enter the system and again before they are put in the file. Those work-

ing with the files can read them from computers without having to have the paper file in hand.  

“What’s the Record?” is a subgroup of the ECR Steering Committee concerned about navigating in the elec-

tronic file folder. The group did a detailed analysis of case file contents from a courtroom perspective. They are 

building a “filing message” toolkit to help litigants name documents clearly. They are defining document catego-

ries to support user searching and may try to identify which documents need not be retained in the permanent 

case file.  

DJA’s ECR Communications Team maintains good stakeholder relations. This group of DJA staff helps make 

sure their colleagues and outside groups are well informed about ECR. The Team is conducting Focus Groups 

within DJA, for Superior Court staff, and for legal staff, attorneys, and others. Focus groups educate participants 

about ECR, solicit their concerns, and provide defined ways for them to stay informed. Other educational pro-

grams include ECR Web Pages, educational presentations, and speaking at attorney continuing legal edu-

cation (CLE) classes. 

The Court Rules & Legal Change Committee of the ECR Steering Committee includes a judge and several 

attorneys. They have identified where in Washington law, court rules, and County procedures changes may be 

needed to enable ECR. They will draft a general order to authorize ECR to proceed in King County. Proposed 

rule changes will be circulated for comment. Formal rule changes will be introduced through regular processes.  

The DJA Hard Copy Management Group are DJA managers and supervisors making sure that existing hard 

copy records are supported during ongoing ECR planning and a Courthouse office remodel. The group works on 

file overcrowding, offsite storage options, and other aspects of hard copy management. 

DJA’s ECR Operations Committee are DJA managers and supervisors serving as an internal advisory body on 

ECR. This group reviews and makes recommendations on any aspect of the ECR Program and related projects 

that impact the operations and responsibilities of DJA.  

 

ECR PROGRESS MONITORING & EVALUATION 

DJA Management will pause at logical points in the ECR Program’s life cycle to measure strategic and tactical 

progress, consider new realities, and determine how best to proceed. DJA will engage a Quality Assurance Re-

viewer who will present findings and recommendations upon completing a formal review. The “Pause Points” will 

occur before each significant milestone. For the “Core ECR” project, formal reviews are planned before a vendor 

contract is signed, prior to product installation, and before final acceptance of installed systems.  

1.1. 
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6.2. Indicators to Consider in Evaluation  

DJA’s evaluators will consider the following when assessing proposals. 

Proposer Experience and Capability 

a. The longevity of the prime proposer in business. A proposer that has remained in business and has been 

successful in that business over the years is more likely to be able to support DJA and Core ECR in the 

longer term.  

b. Similarly, the longevity of critical subcontractors. This includes any proposer with unique experience or 

products which could not be straightforwardly replaced if necessary 

c. The longer term profitability of the prime proposer and subcontractors. In addition, multi-year trends in 

profitability of members of the consortium should be considered. 

d. The ability of key proposers to withstand unprofitable years as evidenced by the balance sheets. As 

above, multi-year trends in equity positions should be considered. 

e. The existence of owners with “deep pockets” capable of supporting the prime proposer or key subcon-

tractors. 

f. Market share and market share trends. 

g. Any “strategic alliances” with other companies which might indicate their confidence in the prime contrac-

tor or subcontractor. 

h. The size of the installed base for the proposed products. Trends (i.e., increases or decreases) in the in-

stalled base should also be considered. 

i. The size and experience of the product development and support staff. 

j. The proportion of revenues invested in product research and development. 

k. The number and distribution of sales and support offices. 

l. Projects are quoted where some or all of the members of the consortium have successfully worked to-

gether previously. 

Technology Risk Minimization 

The proposer should identify all specific information believed to demonstrate that technology risks will be min i-

mized by providing a variety of evidence. 

a. Proposing “mainstream” products supported by one or more of the major manufacturers or developers. 

b. Demonstrating that the providers of the critical technologies are investing in product development in ways 

consistent with technology trends. 

c. Demonstrating that the market share of the proposed products is growing. 

d. Identifying several sites which currently operate the proposed technology. 

e. Identifying sites currently operating the proposed imaging and document “platform” in conjunction with 

judicial record keeping workflow. 

f. Proposing technology which is consistent with King County standards or which is endorsed by King 

County’s Information and Telecommunications Systems Division (ITS). 

g. Proposing technology which is based on major proposers such as Microsoft, IBM, Oracle, Unisys, Filenet, 

etc. (list is meant to illustrate, not restrict). 

h. Providing any technology evaluations from reputable technology analysts independent of the proposers.  
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i. Demonstrating the technical competence of the systems integrator generally and the key personnel in 

particular. 

j. Providing a well-considered work program which demonstrates an understanding of the issues likely to 

arise. 

k. Contractual terms and conditions to offset any exposure of the County. 

Functionality 

The RFP includes a complete description of the functional requirements of DJA for the Core ECR project. Pro-

posals are required to respond to each requirement. Evaluators will review the response to each requirement as 

well as any other information within the proposal which is relevant. Evaluators will assess functionality based on 

evidence drawn from the written response, other information in the response, the previously submitted Request 

for Qualifications response, and any other source of reliable information. 

Implementation Capability 

Implementation risks are minimized if appropriate technology is selected, a well-defined work program is estab-

lished, there are systematic controls and project management mechanisms in place, project management and 

technical staff are competent, resource levels are appropriate, and so forth. Proposers should provide informa-

tion that they believe demonstrates that implementation will be successful. 

a. A comprehensive work plan is presented in the proposal which clearly defines when major interim delive-

rables will be delivered. 

b. The proposal generally and the work plan in particular is directed at provision of a turnkey solution. In 

particular, the various deliverables, when taken in total, appear to “add up” to a turnkey solution.  

c. The work plan clearly identifies the major milestones where DJA will assess progress and accept interim 

deliverables or make other key decisions. 

d. The work plan includes a description of the contract administration processes and the roles of the pro-

poser and DJA in resolving issues and disputes. This last point, of course, is not meant to contradict or 

supplant any contractual rights or remedies. 

e. The tasks in the work plan are logical and appear “doable” within the proposed time. 

f. The work plan identifies the involvement required of DJA or other County staff on the project and that 

commitment can be achieved. 

g. The project schedule allows sufficient time to permit adjustments to be made in response to unplanned 

events or delays. 

h. The proposal includes references for other customers using this same technology.  

i. Reference checks confirm the proposer’s statements regarding the technology. 

j. The proposal includes references for other customers using the same imaging and workflow applications.  

k. Reference checks confirm the proposer’s statements regarding the imaging and workflow applications. 

l. The proposal includes references for other customers who made use of the implementation services of 

the imaging or workflow software proposer.  

m. Reference checks confirm the claims of the proposer regarding imaging or workflow software. 

n. The proposals include references for other customers who made use of the development and project 

management services of the proposer or proposers responsible for the custom development aspects of 

the proposal.  

o. Reference checks confirm these claims. 
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p. The proposal clearly defines the roles of the various companies participating in the consortium as prime 

or subcontractors.  

q. The proposal also defines the mechanisms the prime contractor has available to manage a multi-

proposer project team. 

r. The proposal identifies certain key individuals on their project team, including: 

 The proposer’s project manager 

 The “system architect,“ i.e., the person responsible for the technical integration of all hardware and 

software products 

 The “business architect,” i.e., the person responsible for redesigning business processes in DJA (and 

between DJA and other agencies or companies). 

s. The proposal contains résumés for these “named” resources and the experience quoted confirms the 

claims of the proposer. 

t. The project manager will be assigned “full time” to the implementation project.  

u. The project manager will be “on site” or based in or very near Seattle for the duration of the project.  

v. The proposer has an internal quality assurance program which reviews their performance throughout the 

course of the project. 

w. The work plan demonstrates that major equipment or software license acquisitions are deferred until af-

ter DJA has had an opportunity to test and accept the “basic” Core ECR system. 

x. The work plan clearly identifies a logical sequence of tasks and deliverables for the development and in-

tegration of segments of the system which are not provided “off the shelf,” e.g., the interfaces with 

SCOMIS. 

y. Contractual mechanisms are provided to limit or mitigate the implementation risks borne by the County. 

z. Major payments by DJA occur after the acceptance of the basic Core ECR system. 

Costs 

a. Does the proposal itemize the hardware and licensed software products in detail? 

b. Are the unit prices associated with the itemized products reasonable? 

c. Does the proposal include a reasonable amount for services related to implementation? 

d. Is the project work plan consistent with the services estimate? 

e. Is the apparent per diem or hourly rate for services reasonable? 

f. Has the proposer included a reasonable (e.g., 10% to 20%) contingency allowance for the services com-

ponent of the proposal? Please note that a realistic proposal will include such an allowance. This may be 

explicit or it may be incorporated into rates charged. 

g. Is there a cap on services costs? 

h. What assurances are there that additional hardware or other “extras” will not be charged in order that the 

system has the required functionality, performance, and reliability?  

i. Is the cost proposal submitted fully in accordance with the structure and categories provided in the RFP, 

to ensure comparability of bids? 

W/MBE 

Additional points are awarded based on eligibility under the County’s Women/Minority Business Enterprise 

(W/MBE) program. 
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Proposer Presentation / Interviews 

Presentations and interviews are not expected from all proposers, but may be required of the highest rated pro-

posers to help DJA be sure its final selection is indeed the best. DJA will contact proposers from whom presen-

tations and/or interviews are desired, advising them of the schedule and requirements. Points based on presen-

tations and/or interviews will be added to other points in determining the final ranking of proposers. Demonstra-

tions or interviews are to elicit detailed information that would include: 

a. Overview of proposer’s company, business experience, areas of expertise 

b. Product descriptions and demonstrations 

 General overview. 

 Document management functions. 

 Systems administration and security. 

 Hardware and software alternatives. 

 Implementation and support services. 

c. Products and services which might meet DJA short- and long-term objectives: 

 Review technology strategy and architecture approaches. 

 Review implementation options and approaches: 

 As applicable for operations within 1998-1999. 

 At summary level, for long-term development of extended ECR. 

 Identify business constraints and options. 

1. 
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6.3. Statutory Responsibilities of DJA 

Under RCW 2.32.050, DJA performs the legally prescribed duties of the Clerk: 

to take and certify the proof and acknowledgment of conveyance of real property, or any other 

written instrument authorized or required to be proved or acknowledged, and to administer oaths 

in every case when authorized by law [and]…  

To keep the seal of the court and affix it in all cases where…required by law. 

To record the proceedings of the court. 

To keep the records, files and other books and papers appertaining to the court. 

To file all papers delivered to [the Clerk] for that purpose in any action or proceeding in the court 

as directed by court rule or statute. 

To attend the court…, to administer oaths, and receive the verdict of a jury in any action or pro-

ceeding therein, in the presence and under the direction of the court. 

To keep the journal of the proceedings of the court, and, under the direction of the court, to enter 

its orders, judgments and decrees. 

To authenticate by certificate or transcript, as may be required, the records, files or proceedings 

of the court, or any other paper appertaining thereto and filed with [the Clerk]. 

To exercise the powers and perform the duties conferred and imposed upon [the Clerk] else-

where by statute. 

In the performance of …duties to conform to the direction of the court. 

To publish notice of the procedures for inspection of the public records of the court. 

The Clerk and all employees of the Clerk are impartial agents as regards the records of the Court. Their duty is 

to maintain those records with integrity, security, and care. 

General duties of the Clerk as regards court records are described in RCW 36.23.030: 

Records to be kept. The clerk of the superior court at the expense of the county shall keep the 

following records: 

A record in which [the Clerk] shall enter all appearances and the time of filing all pleadings in any 

cause; 

A docket in which before every session, [the Clerk] shall enter the titles of all causes pending be-

fore the court at that session in the order in which they were commenced, beginning with criminal 

cases, noting in separate columns the names of the attorneys, the character of the action, the 

pleadings on which it stands at the commencement of the session. One copy of this docket shall 

be furnished for the use of the court and another for the use of the members of the bar; 

A record for each session in which [the Clerk] shall enter the names of witnesses and jurors, with 

time of attendance, distance of travel, and whatever else is necessary to enable him to make out 

a complete cost bill; 

A record in which [the Clerk] shall record the daily proceedings of the court, and enter all verdicts, 

orders, judgments, and decisions thereof, which may, as provided by local court rule, be signed 

by the judge; but the court shall have full control of all entries in said record at any time during the 

session in which they were made; 

An execution docket and also one for a final record in which [the Clerk] shall make a full and per-

fect record of all criminal cases in which a final judgment is rendered, and all civil cases in which 
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by any order or final judgment the title to real estate, or any interest therein, is in any way af-

fected, and such other final judgments, orders, or decisions as the court may require; 

A journal in which shall be entered all orders, decrees, and judgments made by the court and the 

minutes of the court in probate proceedings; 

A record of wills and bonds shall be maintained. Originals shall be placed in the original file and 

shall be preserved or duplicated pursuant to RCW 36.23.065;  

A record of letters testamentary, administration and guardianship in which all letters testamentary, 

administration and guardianship shall be recorded;  

A record of claims shall be entered in the appearance docket under the title of each estate or 

case, stating the name of each claimant, the amount of his claim and the date of filing of such; 

A memorandum of the files, in which at least one page shall be given to each estate or case, 

wherein shall be noted each paper filed in the case, and the date of filing each paper; 

Such other records as are prescribed by law and required in the discharge of the duties of [the 

Clerk’s] office.  

Further, the Clerk’s responsibility to preserve the case record indefinitely against loss is detailed in RCW 

36.23.065 (as amended by the 1997-1998 Washington State Legislature). 

Destruction of court records. Notwithstanding any other law relating to the destruction of court 

records, the county clerk may cause to be destroyed all documents, records, instruments, books, 

papers, depositions, and transcripts, in any action or proceeding in the superior court, or other-

wise filed in his or her office pursuant to law, if all of the following conditions exist: 

The county clerk maintains for the use of the public a photographic film, microphotographic, pho-

tostatic, electronic, or similar reproduction of each document, record, instrument, book, paper, 

deposition, or transcript so destroyed: PROVIDED, That all receipts and canceled checks filed by 

a personal representative pursuant to RCW 11.76.100 may be removed from the file by order of 

the court and destroyed the same as an exhibit pursuant to RCW 36.23.070. 

At the time of the taking of the photographic film, microphotographic, photostatic, electronic, or 

similar reproduction, the county clerk or other person under whose direction and control the same 

was taken, attached thereto, or to the sealed container in which the same was placed and has 

been kept, or incorporated in the photographic film, microphotographic, photostatic, electronic, or 

similar reproduction, a certification that the copy is a correct copy of the original, or of a specified 

part thereof, as the case may be, the date on which taken, and the fact it was taken under the 

clerk's direction and control. The certificate must be under the official seal of the certifying officer, 

if there be any, or if the certifying officer is the clerk of a court having a seal, under the seal of 

such court. 

The county clerk promptly seals and stores at least one original or negative of each such photo-

graphic film, microphotographic, photostatic, electronic, or similar reproduction in such manner 

and place as reasonably to assure its preservation indefinitely against loss, theft, defacement, or 

destruction. Electronic reproductions are acceptable media for this purpose if one of the following 

conditions exists: 

The electronic reproductions are continuously updated and, if necessary, transferred to another 

medium to ensure that they are accessible through contemporary and supported electronic or 

computerized systems; or 

The electronic reproductions are scheduled to be reproduced on photographic film, microphoto-

graphic, photostatic, or similar media for indefinite preservation. 
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When copies of public records of the county clerk are transferred to the state archives for security 

storage, the state archives may only provide certified copies of those records with the written 

permission of the county clerk who is custodian of those records. When so transferred and autho-

rized, the copies of the public records concerned shall be made by the state archives, which cert i-

fication shall have the same force and effect as though made by the county clerk who is custo-

dian of the record. If there is a statutory fee for the reproduction of the document, contracts can 

be made between the county clerk and the state archives for reproduction and certification of the 

copies, however no certification authority may be transferred except as provided in this subsec-

tion and for records of abolished or discontinued offices or agencies under chapter 40.14 RCW. 

RCW 36.23.067 further provides: 

Any print, whether enlarged or not, from any photographic film, including any photographic plate, 

microphotographic film, or photostatic negative or similar reproduction, or from any electronic 

record, of any original record, document, instrument, book, paper, deposition, or transcript which 

has been processed in accordance with the provisions of RCW 36.23.065, and has been certified 

by the county clerk under his or her official seal as a true copy, may be used in all instances, in-

cluding introduction in evidence in any judicial or administrative proceeding, that the original 

record, document, instrument, book, paper, deposition, or transcript might have been used, and 

shall have the full force and effect of the original for all purposes. 
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6.4. Archival Scanning Project Information 

Background: the 1997 Scanning Operation and Temporary Platform  

DJA committed to the scanning of archived case files (inactive cases to be retired from the Clerk’s shelving sys-

tems) beginning in the latter half of 1997 until further notice. Resources were provided for labor for document 

preparation while this work continues. The target for scanning is to complete, by the end of 1998, scanning of 

the equivalent of all incoming papers for 1997 and 1998, up to 14 million pages. 

The Archival Scanning Project necessarily contained a number of system architecture decisions. The intent was 

to implement a pilot project without compromising the design of the actual Core or future ECR systems. Some 

decisions taken will influence the final design, but they are not meant to be restrictive. A prime example is the 

decision to use the King County owned IBM RS/6000 server (located in the Key Tower) and to centralize storage 

there. 

Archival Scanning Project: Components and Performance Measures 

The 1997 “Archival Scanning Project” was designed to provide a “safe mode” test of document imaging using 

archiving case files from 1997 as a basis for building organizational experience with creating, storing, retrieving, 

and maintaining document images from case files. In previous years, these cases would be eligible for microfilm-

ing; this year they are being removed from shelving and converted to images. A temporary arrangement was 

made through a bid process with Image-X of Santa Barbara, California. Software was installed and provided on 

a rental basis with the understanding that Image-X would have to compete in an open competitive process for 

the ongoing ECR scanning service. DJA obtained scanners, servers, workstations, and staffing to perform doc-

ument preparation, scanning, bar-code based indexing (to case number level only, as in microfilm), transfer of 

images to a server, and workstations for image access. Staffing included project management, supervisory ser-

vices, technical support, and limited term employees for document preparation and scanning tasks. 

Scanning Equipment 

The scanners used are Fujitsu models: 2 are “medium” speed models 3097E+ and a 3
rd

 is a “high” speed model 

3099EH. An additional 3099EH will be added to boost production and a 600C will be added for qual ity control 

checking. 

For the scanning servers we have 3 Gateway 2000 model G6-300, Pentium II, 300mhz computers, with 32mb of 

RAM, 3.2GB hard disk drives, 12x IDE CD-ROMs, 4MB video cards, 3com 10/100 Ethernet cards, and Vivitron 

1100 20” monitors. One of these computers has a Dunord I-3010-1 card, and the other two have Dunord I-2000 

interface cards. Dunord cards connect the scanners to the computer. The operating system is Windows 95 and 

the application capturing the images is a product of Image-X called IDS Scan. IDS Scan was written by Image X 

and Fujitsu and uses the ISIS drivers.  

Public image viewing stations (one in the Courthouse, one at the RJC) are 4 Gateway 2000 model G6-233, Pen-

tium II, 233mhz computers, with 32MB ram, 1.6GB hard disk drives, 12x IDE CD-ROM drives, 2MB AGP video 

cards, 3COM 10/100 Ethernet cards, and Vivitron 1100 20” monitors. The operating system is Windows 95 and 

the application used for the viewing is a public version of the IDS software called “IDS Viewer.” 

Document Images 

The images created are in the TIFF format. TIFF images as created by the IDS scanning software are not com-

pliant to the 6.0 Aldus specification; however, they are viewable by most graphic viewers for editing. Image-X is 

obliged under the terms of the bid award to assist in any conversion needed for the successful proposer under 

this RFP. 

The images are scanned in at 200 dpi (dots per inch, also expressed as “ppi” for pixels per inch) resolution. 

They range in size from 1 kb to 90 kb (compressed) with the average being around 35kb per imaged page. 

The filename created by the IDS application is temporary at first and saved to a temporary area to be indexed 

later. Indexing happens by running the temporary filename/images through an indexing application that scans 

for the bar code on the first page (created by DJA with a Word macro and inserted at the beginning of each 

case file). Indexing software knows to treat documents following a barcode page as a new case. The filename is 
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derived from the bar coded page; the filename extension is derived from the order in which pages are scanned. 

This allows for tracking of individual images without resort to a special imaging database.  

Performance Achieved 

The 3097E+ scanners have been producing approximately 10,000 scanned pages per average day. The 

3099EH scanner has been producing around 15,000 pages per day, though we suspect it can handle more 

pages when a sufficient number of cases have been prepared to keep it operating full time. Each scanner is as-

sociated with the “room” in which it is located. Daily production, transfer of images, and such are tracked in 

terms of the “room.” 

Scanners are in use from 7:30 a.m. to 4:30 p.m. Monday through Friday. We are considering increasing the ca-

pacity and output by operating up to 12 hours per day in shifts. 

Maintenance and cleaning proved to be time-consuming but necessary activities for daily production. The small-

er 2 scanners require 2 daily cleanings each requiring 10 minutes to perform. The larger scanner is cleaned at 

least 4 times per day, with each cleaning taking 25 minutes. The larger scanner also requires 1 cleaning sheet 

per day. Each machine requires periodic roller replacement and twice-a-year preventive maintenance.  

Procedures 

1) Initial Archiving from SCOMIS 

Upon request from DJA, the Office of the Administrator for the Courts (OAC) prepares a report of cases that 

meet DJA’s requested archive criteria. Ordinarily DJA requests archives by case type. Sealed case types are 

archived separately from non-sealed. The cases on the list are flagged on SCOMIS as archived as of the date 

the report was initially produced.  

2) File Pulling & Transportation to Scanning Site  

Files are pulled from the shelving units. All volumes for multiple-volume (i.e., more than one folder) files are 

pulled. Notations are made to identify all files or volumes of a file which are missing at the time the files are 

pulled. Documents that are stored separately from the court file, the “bulky subs” (large documents which could 

not be held in the standard file folder are retained in an envelope or box in a shelving area near where the file 

folder is held), are requested at the time the file is prepped; “bulky subs” are not removed from the shelving area 

at the time the file folder is pulled. 

3) Bar Code Indexing Sheet Production 

Bar code sheets are prepared to identify case numbers for automated indexing. This allows for cases to be in-

dexed without staff having to type each case number into the scanning system individually. A bar code sheet 

contains information identifying the case with DJA, citing the archive date, and presenting the case number in 2 

different formats at the center of the page. The first line uses the Code 3 of 9 True Type Font to present the 

barcode; dashes in the case number are removed and asterisks (*) are inserted before and after the case num-

ber. The bar code sheets are produced by a Word macro. This macro can be used in the ongoing Archival 

Scanning Project if needed. Bar code sheets are printed onto colored paper. They are merged with the docu-

ments of their respective cases prior to scanning. 

4) The “Copy Case” and the File Index 

The process which produces the OAC report of archived case numbers also triggers a computer-generated re-

port of all “Copy Cases” for the archived cases. The “Copy Case” is a hard copy print-out from SCOMIS showing 

basic case information including a listing of all documents filed in the case. In effect, the “Copy Case” is a “table 

of contents” for the archived case file: it shows the date each document was filed, the title of each document, 

and the “sub-number” assigned to each document. The “Copy Case” cannot and does not indicate the length of 

each document. Since indexing cannot be done to the document level in this process, file access must be done 

by approximation. A user must use trial-and-error to locate any given document. For example, if seeking the 

document sub-numbered “12” in a given case, the user will have different results if the document sub-numbered 

“11” was 100 pages long than if it was 10 pages long.  
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5) Document Preparation for Scanning 

Case files are prepared for scanning by first merging the “Copy Case” into the file folder after comparing it 

against the actual documents in the file. Errors noted are brought to the scanning supervisor’s attention. Docu-

ments are arranged into the same sequence as they appear on the Copy Case. Each document must have all 

staples, clips, or other fasteners removed. Staff make photocopies of the backside of each document which has 

information on both sides. This will permit the scanner to run non-stop, avoiding delays caused by stopping to 

accommodate changing back and forth to duplex mode. Any light or faint-print originals are photocopied and 

darkened at the photocopier if a better image results. Especially thin or thick paper is also photocopied, so there 

will be general uniformity for documents fed into the scanner. Whenever a document or file is identified as miss-

ing during the preparation process, a “target” sheet is prepared and inserted where that missing item should be. 

The target sheet indicates whether the file or document in question is missing or sealed at the time of scanning. 

The bar code sheet is then placed in front of the Copy Case. 

6) Scanning Prepared Case Files 

Each file is scanned, with the bar code sheet always the first image, followed by the Copy Case. The pages are 

displayed on a monitor next to the scanner for viewing as they are being scanned. A number of cases are 

scanned at one time. Scanning requires careful handling, with routine cleanings and special routines for avoid-

ing or dealing with paper jams. 

7) Indexing from Bar Code Sheets 

After scanning, images are processed through Image-X software performing an indexing routine. In this routine, 

software “reads” the bar code and creates the case-identifying file name for subsequent pages based on it. 

Each subsequent page is sequentially numbered, with the page number constituting the suffix on the filename. 

The software focuses on the center zone of the page to avoid interpreting marks on other parts of the page as 

“possible barcode.” Where software is “unsure” about whether it has seen a bar code, it alerts the scanner staff, 

who review the documents and issue correct instructions for completing the indexing routine.  

8) Image Quality Checking (QC) & Error Correction 

Each file is retrieved by case number after scanning and indexing are complete. The display indicates the num-

ber of pages that have been scanned for the case number. The number of pages are verified visually by com-

paring that with what is seen in the court file. The first and last page of each case is then displayed for staff to 

examine as a quality control step. Any errors identified are corrected at this time, before the case is transferred 

to the image repository, Image-X’s “MINDS.” 

9) Transfer to Image Repository (MINDS) 

Each night at 4:30 p.m. over a period averaging 9 hours, each file is moved from the local hard drive of the 

scanner’s server computer to storage disks on the IBM RS/6000 (located in the Key Tower in downtown Seattle). 

The storage location for each case is marked and indexed in Image X’s MINDS. The transfer to MINDS happens 

only after all images have been checked for errors and completeness. Once the files are on the RS/6000 and 

indexed in the MINDS database, a sampling of the cases are viewed to make sure the transfer to the RS/6000 

actually occurred and was successful. 

10) Disposition of Hard Copy 

At the time of this writing (April 1998), DJA is determining the acceptability of the images created by the Archiva l 

Scanning Project for ongoing retention as the record in the cases affected. User tests are under way to confirm 

that 200 dpi/ppi is the proper standard for scanning resolution (with adjustments to be made for documents with 

difficult or problematic images), as recommended by expert consultants. Data backup and restoration systems 

are being documented to demonstrate their ongoing reliability against loss of image data once transferred to the 

RS/6000 and the custody of ITS. Once all these steps have been completed, DJA will authorize the destruction 

of the source hard copy documents which have been scanned. DJA is proceeding cautiously in taking this step, 

since once the hard copy is destroyed, there must be full confidence in the reliability and authenticity of the 

scanned images. 
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11) Monitoring Accessibility of Images 

Images are available from MINDS as soon as the transfer is complete. Access to the images stored on MINDS 

has been consistently less than 5 seconds per image, generally 2 seconds. Files are retrieved by case number 

and can be viewed by multiple users at the same time. 

12) Software Updating, Maintenance 

Image-X has provided the software rented for the Archival Scanning Project from their basic imaging system 

package.  

13) Training 

Whenever DJA installs the Image-X viewing software at a new user’s desk, technical staff spend about 15 to 20 

minutes showing the user how to do the basic commands to access images and navigate within the file.  

14) Documentation 

Image-X is developing its documentation for the MINDS transfer program and the IDS viewing and scanning 

software. These procedures will be incorporated with the detailed “Policy and Procedure” document DJA is wri t-

ing to capture all requirements to perform all actions throughout the scanning process. 

15) Targets for Production Through 1998 

Initial goals of scanning 2 years’ worth of files (11-14 million pages estimated) have been hampered by produc-

tion and unanticipated labor issues. Now that these issues have been mostly resolved, DJA projects that it will 

be possible to proceed at a maximum rate of approximately 55,000 pages per day, given available staffing and 

the capacity of the scanning equipment we have in place. 

Metrics of Scanning Performance 

a. Image retrieval time: 1 to 3 seconds (averages about 2 seconds) from installed stations on the King 

County Wide Area Network (WAN) 

b. Average disk file size: 35kb (i.e., 1 disk file created for each page) 

c. Average number of pages per case file: 90 

d. Average number of documents per case: 31 

What the Archival Scanning Project Has Demonstrated 

The Archival Scanning Project has proved the feasibility of several aspects of the ECR plan and has provided 

information that will help make Core ECR choices. The following has been demonstrated by the Project:  

a. It is feasible to base a large scale ECR system using King County Local Area Networks (LANs) and the 

County Wide Area Network (K.C. WAN). 

b. Scanning can be done at more than one location and images can be stored in one centralized place. 
9
 

c. Scanning can be done in large volume and moved across the King County networks. Volumes of up to 

35,000 pages per day have been scanned and sent across the network, indexed into the RS/6000 serv-

er, and placed into magnetic storage. 

d. Images located centrally can be retrieved at workstations located in multiple places, at high speed. Re-

trieval times have been between 1 and 5 seconds, averaging 2 seconds, both at the Regional Justice 

Center (RJC) and the Courthouse (downtown Seattle). 

e. Images can be written to a CD-ROM disk for distribution without any significant loss of image quality. 

f. Microfilm can be made from scanned images at an acceptable image quality. 

                                                
9
 The test did not specifically prove that scanning can be done in multiple places since all scanning was done in RJC, but scanning was 

done on multiple scanners and there is no logical reason that scanning can not be done in multiple places as well. The Image-X system 
used in the pilot project scans simultaneously on over 30 scanners in 6 or more locations in Riverside County, California, Superior Court. 
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g. Attention must be given to problematic images at the time of scanning, to make sure image quality is 

adequate, e.g., by rejecting faintly printed or poor quality originals or, if that is not an option (as in archiv-

al scanning), by isolating problematic documents for scanning at a higher than standard (200 dpi/ppi) 

resolution. 

Issues Raised and Lessons Learned 

a. Scanning and converting scanned images to microfilm may or may not be the best way to convert closed 

case files. It may prove to be more cost effective to outsource the scanning operation or to film retired 

case files again from source documents. Nevertheless, scanning active records and converting them to 

film after the case is closed, is feasible. This may also be the only way for the Clerk to meet its statutory 

responsibility. 

b. While the scanning software came to operate satisfactorily, it took a long time for it to become stable and 

complete. 

c. For the Archival Scanning Project, as with microfilming (which it replaced), table-of-contents indexing 

could not be provided at the sub-document level. That is, a user cannot navigate within the file based on 

requesting a given sub number. Navigation must be done by trial and error to find a given document with-

in a case file. Finding a way to overcome this hurdle is desired, but extensive additional labor cannot be 

part of the solution. 

d. Transfer of images from the RJC to the RS/6000 in Kent and into the imaging server has been slow. This 

needs to be improved under Core ECR. 

1.1. 
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6.5. Vendor Information Form 

Company Data 

 

A. Please complete the following: 

 Company name: 

 Address: 

 Local office: 

 Address: 

 Phone number: 

 Fax number: 

 Local office manager: 

 Phone number: 

 Local sales representative: 

 Phone number: 

B. When was your company incorporated? _________ 

C. Financial Information 

1. Supply financial statements for the past two years. If the vendor is a publicly held company, audited 

statements are preferred. If the vendor is a privately held company and is selected as a finalist, it may 

be asked to provide a statement from an independent auditor who has reviewed its financial state-

ments.  

2. Supply an open Letter of Credit or proof of another financing arrangement with an established bank, 

or certification by your primary financial officer or an independent accountant that financial resources 

are available to provide the software or services described within this document.  

3. Supply the name, address, telephone and fax numbers of a contact in the company’s financial or 

banking organization, and its auditor: 

 

              Contact:    Auditor: 

 

              Address:    Address: 

 

              Phone #:    Phone #: 

 

              Fax #:    Fax #: 

 

4. Provide company’s annual sales for fiscal years 1995, 1996 & 1997. 

5. Provide company’s sales projections for fiscal years 1998 & 1999.  

6. Provide sales of this software product for fiscal years 1995, 1996 & 1997. 

7. Provide sales projections for this software product for fiscal years 1998 & 1999. 

D.   How many employees does the company employ? 
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1. How many employees are employed in the local office? 

2. Of those employed in the local office, how many of them are sales personnel?  

3. Technical support personnel? 

4. Product Information 

 

Product Name: ____________________________________ 

(If providing information about multiple products, please complete this section for each product.) 

 

A.  Please list three relevant client references for this product: 

 

Company & Address:                  Contact:                       Phone: 

 

1. 

 

2. 

 

3.  

 

B.  List annual sales for this single product or package for the past five years.  

 

C.  Is the source code in escrow? If yes, where? 

 

D.  Describe the software licensing procedures and provide a copy of software license. 

 

E.  Describe the approach to registering users.  

 

Is software license a site license?  

 

May the licensee have an unspecified number of users on the software?  

 

Are users licensed by name or number of concurrent users? 

 

Product Support 

 

A.  What support is provided with the product's annual maintenance fee? 

 

Are there different levels of product support?  

 

Is there a toll-free number for end-user support? 

 

Is there a toll-free number for technical support? 

Do company technicians dial in to support the product on-line? 

 

What are the support hours? 

 

Attach a copy of the product support agreement. 
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B.  Is there a user's group available for the product?  

 

Is there a local chapter?  

 

What is the name and phone number of the local chapter's president or chair? 

 

Name: _____________________________ Phone: ______________ 

 

C.  Is there access to an on-line service to keep clients informed of outstanding problems or fixes 

with the product?  

 

D.  What other means are provided to clients to keep them current on the problems with or revisions 

to the software?  

 

E.  What platform is the software usually first released on?  

 

F.  Typically, how many versions of the software per platform are released every year? 

 

G.  When was the most recent release made for each platform?  

 

H.  Is on-line help available with the product? 

 

I.  Are tutorials provided with the product?  

 

J.  Are printed manuals available with product? (Indicate whether there is a charge for manuals and 

what the charge is.)  

 

K.  Please describe any additional training available for the product, including cost, frequency, length 

and location of classes for end-users and technical support staff.  

 

L.  Are implementation services offered?  

 

M.  Are services for data conversions, custom interfaces, and other customizations offered?  

 

N.  Is support for other vendor products available?  

 

Please comment about any limitations on that support.  

 

O.  Are installation procedures to automate installation included in the purchase price?  

 

P.  Please describe any other services which might be provided to customer as necessary.  

 

System Architecture Details 

 

A. Describe the system architecture. Include descriptions of user display, user interface, data 

access, and database. 

 

B. List the platforms (hardware and operating system) the software runs on. 

 

C. List networks and network protocols supported by the system. 

 

System Technical Details 
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A. List the release dates of the last two releases on each platform supported. 

 

B. Identify other software, device drivers, or utilities needed to support the software. 

 

C. List peripherals (i.e. scanners, bar code readers) supported by the software. 

 

D. Describe the database access capabilities provided with the software. 

 

Include user report writing, integration, queries, etc. 

 

E. Describe security (i.e., screen access, data access) provided by the system. 

 

F. Describe fault tolerant features of the system. 

 

G. Is source code available? 

 

What programming language(s) is the source written in? 

 

H. Identify system technical documentation (i.e. administration guide, programming manual) availa-

ble with the system. How is it made available? 

 

I. Describe system technical training available. 

 

J. Describe support maintenance agreements. 

 

K. Include information on updates, support procedures (i.e. phone, on-site, fax, modem), technical 

newsletters, etc. 
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6.6. DJA Organizational Chart 
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1.1. 
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6.7. DJA Work Flow Overview

Future Sites

Fee

Required?

Incoming

Documents

RJC

Juv enile

Court

Clerk's Of f ice

How  Incoming Documents Are Received and Filed:  General Process
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of  documents.

3. Data entry  into Judicial

Inf ormation Sy stem (JIS).

4. If  necessary , copies are

made and sent to Law

Saf ety  & Justice

Agencies.

5.  If  necessary ,

judgments created, AR

created or changed in

JASS and checks

disbursed.

Docketing:

1.  Docketing (data entry

into SCOMIS)

Maintenance:

1. If  new case:  Set up f olders,

add labels.

2.  Punch pin holes in

documents.

3.  Put documents in f olders

(Pin documents).

4.  Put f olders on shelv es, by

SCOMIS case nnumber, in

terminal digit order.

Access:

1. Ready  f or access by

users.

2.  Process actually

more complex than can

be shown here.

1. Data Entry

 into SCOMIS

CIC  May  27, 1998

1. Data Entry

 into JASS

K.C. Courthouse, Juv enile

Court and RJC process

documents roughly  the

same

Hard

Copy

File

Open Shelv ing

Sy stem
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SECTION III - M/WBE AND EEO  

The 100 rating points available under the evaluation section of this RFP will be awarded based on the following 

considerations: 

 The extent to which the Proposal demonstrates a commitment to providing for the maximum practicable op-

portunity for M/WBE participation throughout the life of the project. 

 The extent to which the Proposal demonstrates MBE/WBE utilization in significant project tasks with mea-

ningful participation. 

 The extent to which the proposal provides for maximizing opportunities of M/WBE firms as a way of doing 

business. Consideration will be given to such things as supporting, assisting, partnering, training and partic i-

pation in innovative applications. 

 The extent to which the proposal provides for diversity in the project employment, equal employment oppor-

tunity and affirmative action plans of each proposer and team firms. 

M/WBE Utilization for this project is more fully covered in the next Section. 

SECTION IV - MINORITY AND WOMEN'S BUSINESS PARTICIPATION 

1. POLICY AND GENERAL REQUIREMENTS 

a. As set forth in King County Code 4.18, it is King County's policy that minority and women business en-

terprises (MBEs and WBEs) shall have the maximum practicable opportunity to participate in the perfor-

mance of contracts for materials and supplies and in providing consulting or construction services for and 

to King County, and that consultants and subconsultants shall afford equal opportunity in employment 

while providing materials and supplies and consulting or construction services for and to King County. 

King County Code, Chapter 4.18, is by this reference incorporated herein as though fully set forth.  

b. Consistent with the policy cited above, the proposer shall take all necessary and reasonable steps to en-

sure that minority and women businesses have the maximum practicable opportunity to participate in the 

performance of contracts and subcontracts hereunder. The proposer shall not discriminate on the basis 

of race, religion, creed, sex, sexual orientation, age, nationality or the presence of any sensory, mental or 

physical disability in the award and performance of such contracts and subcontracts. 

c. King County has established Countywide annual goals of 6% MBE and 15% WBE for the participation of 

certified businesses in King County general consulting contracts. To the greatest extent possible, pro-

posers are requested to establish and detail a plan to utilize certified minority and women business en-

terprises consistent with the policy cited in King County Code 4.18. No minimum levels of MBE or WBE 

participation have been established for purposes of this solicitation.  

d. To assist proposers in complying with these requirements, King County employs Contract Compliance 

Specialists. Any proposer having questions about these requirements should contact Keven Franklin of 

the King County Minority and Women Business Enterprise and Contract Compliance Office, MS 133, Ex-

change Building, 821 Second Avenue, Seattle, Washington 98104, (206) 684-1330. To ensure that 

questions can be answered in a timely manner and that all procedures are complied with prior to the pro-

posal submittal date, proposers are urged to review these requirements immediately. 

2. MINORITY AND WOMEN BUSINESS ENTERPRISE GOALS 

a. It shall be the proposer's responsibility to seek out and utilize minority business enterprises (MBEs) and 

women business enterprises (WBEs) on this project. This may involve breaking down the services into 

separate elements or tasks to facilitate minority and women business participation. King County's Minori-

ty and Women Business Enterprise and Contract Compliance Office will provide assistance to proposers 

when requested. However, it is ultimately the proposer's responsibility to make affirmative efforts to se-

cure MBE and WBE participation as set forth in these requirements. 
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b. No minimum levels of MBE and WBE participation have been established for purposes of this solicitation; 

however, no contract will be awarded unless the proposer has demonstrated it has made affirmative ef-

forts to utilize minority and women businesses on this project. Contractual levels of MBE and WBE partic-

ipation will be established consistent with the proposal selected. 

c. The contractual percentage goals will be applied to the total compensation provided under the Agree-

ment and shall also apply to change orders and amendments adjusting the contract price. 

3. MINORITY AND WOMEN BUSINESS ENTERPRISE SUBMITTALS AND EVALUATION 

a. Each firm submitting a proposal shall complete the "Proposer's Declaration of M/WBE Participation form" 

(page 82 and 83) and submit the form with its proposal. Include the nature of the tasks to be performed 

and the percentage of the proposed total amount of the contract for the participation of the Minority-

owned Business(es) and/or Woman-owned Business(es). (The back page of this form is only for M/WBE 

Primes to complete and notarize.) In addition, all Minority and women's Businesses participating in this 

project shall complete the MWB Registration form, page 84 and the Declaration of MWB Status, page 85 

. MWB joint venture partners must submit a copy of their joint venture agreement in the proposal re-

sponse. 

b. The Proposer's Declaration of M/WBE Participation form shall be used to determine whether a proposer 

has complied with the MBE and WBE requirements. King County shall consider as not in compliance 

those proposals which do not contain this form, or contain an incomplete form. 

c. On the "Proposer's Declaration of M/WBE Participation form" each proposer shall name the MBEs and 

WBEs (whether they will be subconsultants, suppliers or joint venture partners) with whom the proposer 

intends to contract if the proposer is awarded this contract; identify or describe the specific work (task) 

which will be performed by each named MBE and WBE; and indicate the percentage of the total propos-

al for each named MBE and WBE.  

d. In the event that the proposer is unable to utilize MBEs and WBEs, the proposer shall document the af-

firmative efforts taken to involve MBEs and WBEs on the project. This documentation must be included 

with the proposal. 

e. A copy of the joint venture agreement of any business enterprise seeking to satisfy these MBE or WBE 

requirements through such agreement must be submitted to King County as a part of the proposal, as 

required below. 

f. After proposals are submitted, King County may, at its discretion, request additional information pertain-

ing to the portion of work to be performed by MBEs and WBEs to ensure said MBEs and WBEs currently 

meet certification requirements and to verify their performance of a commercially useful function. This in-

formation may include copies of quotes and proposals, quantity and pricing calculations, take off sheets, 

records of solicitation, plans and schedules by which the MBE's or WBE's work would be performed and 

completed, and other documents or information determined necessary and reasonable by King County. 

In the event the MBE or WBE expects to share the resources of a non-certified business enterprise, King 

County may require information describing the extent to which facilities, financial assistance, equipment 

or personnel are to be shared. 

5. MINORITY AND WOMEN BUSINESS ENTERPRISE ELIGIBILITY 

a. For purposes of meeting the MBE and WBE goals and demonstrating compliance with these require-

ments, proposers shall use ONLY minority, women or combination businesses which have been ac-

cepted as certified by the Washington State Office of Minority and Women Business Enterprises (herei-

nafter the "State OMWBE") prior to the proposal submittal date for this contract. Firms which have not 

been certified by the State OMWBE by the proposal submittal date shall not be considered by King 

County in determining whether the proposer has met the goals and complied with these requirements. If 

a business listed by the proposer in its "Sworn Statement Regarding Minority and Women Business En-

terprise Solicitation and Utilization Commitment" form has not been so certified (as MBE, WBE or combi-
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nation business), the amount of participation will be deducted from the total proposed MBE or WBE (as 

the case requires) utilization in order to determine whether the proposer is in compliance. 

b. The term "certified" shall mean that the State OMWBE has notified a firm in writing that the firm has met 

all requirements and eligibility criteria as a minority, women or combination business enterprise under 

state law and regulations, and the State OMWBE has placed the name of such firm on the State 

OMWBE's list of certified businesses. The act of submitting an application to the State OMWBE shall not 

be interpreted or construed in any way to render a firm certified. The State OMWBE shall be the sole 

body responsible for making a determination of certification.  

c. King County defines minority person differently than does the State (OMWBE). The County does not in-

clude, in its definition of Hispanic, persons of Portuguese or Spanish origin. The County recognizes as 

Hispanic only those persons "of Mexican, Puerto Rican, Cuban, or Central or South American culture or 

origin." Therefore, for purposes of King County contracts, Minority Business Enterprises and Combination 

Business Enterprises must be owned and controlled by a minority person or by minority persons as de-

fined by King County Code, Chapter 4.18. However, in the case of any King County contract with Federal 

or State monies attached and requiring Disadvantaged Business Enterprise (DBE) participation, the 

State definition of minority will be utilized. Only those firms certified by the State Office of Minority and 

Women's Business Enterprises as DBE's shall be qualified to meet the DBE requirement. 

d. To determine whether a firm is in fact certified by the State OMWBE, a proposer shall contact the State 

OMWBE at (206) 753-9693. 

e. Proposers and firms applying to the State OMWBE for certification as minority, women or combination 

business enterprises are cautioned that certification at times requires detailed analysis. It is the propos-

er's responsibility to ensure that all MBEs and WBEs projected for use have been certified by the State 

OMWBE PRIOR to the submittal date. 

6. MINORITY AND WOMEN BUSINESS ENTERPRISE SOLICITATION & UTILIZATION PROCEDURES 

a. All proposers shall be required to comply fully with these MBE and WBE submittal requirements toward 

the end of maximizing the equitable utilization of MBEs and WBEs. Such utilization may be accomplished 

through prime or subconsulting, joint ventures, procurement of supplies or materials, or by such other 

methods as may be approved by King County's Minority and Women Business Enterprise and Contract 

Compliance Division. 

b. Joint Venture Method. A joint venture between a non-MBE/WBE and one or more MBEs and/or WBEs 

may be used to meet these requirements in whole or in part, if the MBE or WBE partner(s) is/are certified 

by the State OMWBE and the MBE or WBE partner(s) is/are responsible for a clearly defined portion of 

the work which is detailed separately from the work to be performed by the non-MBE/WBE joint venture 

partner. If the joint venture method will be used to meet these requirements, the joint venture partners 

shall submit a countersigned letter of intent to joint venture with the proposal. In addition, the proposal 

shall discuss the nature of the joint venture and the work to be performed by the certified firm on Attach-

ment A to the Sworn Statement Regarding Minority and Women Business Enterprise Solicitation and Uti-

lization Commitment.  

 In the event the proposal by the joint venture is the apparent successful firm, the joint venture shall 

submit, prior to contract award, a joint venture agreement signed by all partners. Such agreement shall 

identify the extent to which each joint venture partner shares in the ownership, control, management, 

risks and profits of the joint venture. The MBE and WBE partner's portion of the work shall be assigned a 

commercially reasonable dollar value if that portion is intended to meet the MBE or WBE participation 

requirements for this contract. The burden of persuasion shall be on the joint venture partners to 

demonstrate to the satisfaction of King County that the MBE and WBE partners will perform a 

commercially useful function, as defined herein, under the joint venture agreement. Any such joint 

venture will be subjected to the closest scrutiny by King County. Even though a proposed joint venture 

agreement may be consistent with legal principles of contracting and with usual industry practices, that, 
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in and of itself, does not mean that King County will determine that the joint venture will satisfy the MBE 

and WBE requirements set forth herein. 

c. Subconsultant Method. The proposer may utilize MBEs and WBEs on the basis of competitive proposals 

and/or negotiated subcontracts. To demonstrate compliance with this method, the apparent successful 

firm may be required to submit, no later than the time of the negotiation conference, copies of executed 

letters of intent or executed negotiated subcontract agreements countersigned by the MBE or WBE. 

Such letters of intent or subcontract agreements shall set forth the work to be performed by the MBEs 

and WBEs and the dollar value of that work. 

Affirmative Efforts shall, at least, be demonstrated as follows: 

1. Describe the approach taken to separate elements or tasks into distinct services to facilitate M/WBE 

participation. 

2. By contracting King County's Minority/Women’s Business Division to explain the work to be subcon-

tracted and to obtain a listing of certified businesses which are capable of performing such subcon-

sultant work; and, 

3. Providing documentation regarding the solicitation of proposals from certified businesses. 

7. MINORITY AND WOMEN'S BUSINESS LIQUIDATED DAMAGES 

The County in general, and the M/WB program in particular, are damaged when a contract, Or portion of a con-

tract, to be performed by a Minority/Women's Business is not actually performed by a Minority/Women's Busi-

ness in compliance with King County Code, Chapter 4.18. Because the actual amount of such damage is not 

reasonably calculable, the parties agree and stipulate that liquidated damages equal to the dollar value of the 

M/WB utilization lost to the County due to the violation, not to exceed 10% of the dollar value of the contract, 

shall be the amount required to compensate the County for resulting delays in carrying out the purpose of the 

program, the costs of meeting utilization goals through additional contracts, the administrative costs of investiga-

tion and enforcement and other damages and costs caused by the violation. The contractor shall be liable to the 

County for such liquidated damages in the event the contractor or subcontractor fails to perform a commercially 

useful function and/or operates as a broker, front, conduit or passthrough, as defined in King County Code, 

Chapter 4.18. 
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LIST OF SUBCONTRACTORS 

PROPOSER'S DECLARATION OF MINORITY/WOMEN'S BUSINESS (M/WB) PARTICIPATION 

(Required for all solicitations) 

 

Pursuant to King County Code chapter 4.18, M/WB contractors/subcontractors/suppliers (or substitute M/WBs) 

listed on this form shall be used on this contract. This form must be submitted with the proposal. The sworn 

statement on the back of this form shall be completed by M/WBE prime proposers. 

 

Prime Proposer/Joint Venture Partners:_________________________________________________________  

Contract Amount:$__________________________ Proposal No.____________________________________ 

 

M/WB SUBCONTRACTOR / SUBCONSULTANT / 

SUPPLIER #1 (INCLUDE COMPANY NAME, ADDRESS, 

PHONE NUMBER , OMWBE CERT. # 

OWNERSHIP 

TYPE 

WORK TO BE  

PERFORMED 

$AMOUNT OF  

PARTICIPATION 

IN DOLLARS (IF  

APPLICABLE) 

% OF 

BASE  

BUDGET 

 

 

 

MBE            

 

WBE            

   

M/WB SUBCONTRACTOR / SUBCONSULTANT / 

SUPPLIER #2 (INCLUDE COMPANY NAME, ADDRESS, 

PHONE NUMBER , OMWBE CERT. # 

OWNERSHIP 

TYPE 

WORK TO BE  

PERFORMED 

$AMOUNT OF  

PARTICIPATION 

IN DOLLARS (IF  

APPLICABLE) 

% OF 

BASE  

BUDGET 

 

 

 

MBE            

 

WBE            

   

M/WB SUBCONTRACTOR / SUBCONSULTANT / 

SUPPLIER #3 (INCLUDE COMPANY NAME, ADDRESS, 

PHONE NUMBER , OMWBE CERT. # 

OWNERSHIP 

TYPE 

WORK TO BE  

PERFORMED 

$AMOUNT OF  

PARTICIPATION 

IN DOLLARS (IF  

APPLICABLE) 

% OF 

BASE  

BUDGET 

 

 

 

MBE            

 

WBE            

   

M/WB SUBCONTRACTOR / SUBCONSULTANT / 

SUPPLIER #4 (INCLUDE COMPANY NAME, ADDRESS, 

PHONE NUMBER , OMWBE CERT. # 

OWNERSHIP 

TYPE 

WORK TO BE  

PERFORMED 

$AMOUNT OF  

PARTICIPATION 

IN DOLLARS (IF  

APPLICABLE) 

% OF 

BASE  

BUDGET 

 

 

 

MBE            

 

WBE            

   

M/WB SUBCONTRACTOR / SUBCONSULTANT / 

SUPPLIER #5 (INCLUDE COMPANY NAME, ADDRESS, 

PHONE NUMBER , OMWBE CERT. # 

OWNERSHIP 

TYPE 

WORK TO BE  

PERFORMED 

$AMOUNT OF  

PARTICIPATION 

IN DOLLARS (IF  

APPLICABLE) 

% OF 

BASE  

BUDGET 

 

 

 

MBE            

 

WBE            

   

If you have additional M/WBE subcontractors, please photocopy this form. 

 

* A minority/women's business is a business certified as a minority/women's business by the State of Washington Office of Minority and Women's Business 

Enterprises, recognized by King County as a M/WBE prior to the time the proposal is submitted, which has previously sought to do business within the geo-

graphic boundaries of King County, and which performs a commercially useful function (CUF). Minority and/or women owned firms participating as joint venture 

partners must include a written agreement signed by both the prime proposer and the M/WB joint venture partner(s). The joint venture agreement shall be ex-

ecuted, and subsequently evaluated in accordance with King County Code Chapter 4.18, Minority and Women's Business Enterprises. 

 

Note: King County's definition of Hispanic is narrower than that of the State Office of M/WBE. 
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M/WBE PRIME PROPOSER ONLY 

 

I, _____________________________________, M/WB Prime Proposer certify that my company with compa-

ny's own equipment, personnel, and resources, will accomplish a minimum of 25% of the work on this project. 

 

 

M/WBE Prime Proposer:___________________________________ 

                                     Company Name   

Printed Name of Signer:___________________________________ 

                                     Title 

Authorized Signer:________________________________________  

                                     Signature 

 

 

 

 

SUBSCRIBED AND SWORN TO before me 

 

this_______________day of __________________19___ 

 

 

________________________________________________ 

Notary Public in and for the State of  

 

_____________________________________________ 
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MINORITY/WOMAN OWNED BUSINESS (M/WB) REGISTRATION FORM 

________________________________________________________________________________________ 

Full Legal Name of Business 

________________________________________________________________________________________ 

Street Address 

________________________________________________________________________________________ 

City       State    Zip 

 

Telephone number (Area code First)  __________________________________________________________ 

 

Bid/RFP #_______________________________________ 

 

The firm listed above ___ is ___ is not (check one) currently certified with the State of Washington Office of Mi-

nority and Women's Business Enterprises as a bona fide: 

 

___Minority owned firm ___ Woman owned firm ___ combination Minority/Woman owned firm 

 

The firm listed above ___ is ___ is not (check one) currently recognized by the King County M/WBE Contract 

Compliance Division as a: 

 

___Minority owned firm ___ Woman owned firm ___ combination Minority/Woman owned firm 

 

NOTE: King County Code 4.18 requires minority and women's businesses to have been certified by the State of 

Washington, to have been recognized by King County M/WBE Contract Compliance Division, and to have pre-

viously sought to do business within the geographic boundaries of King County before the time the bid/proposal 

is submitted to participate in King County's minority/women's business program. 

 

OMWBE Certification #________________________ 

 

Give a brief summary of the nature of your business_____________________________________________ 

_______________________________________________________________________________________ 

 

Has the firm listed above previously sought to do business with the geographic boundaries of King County?  

___Yes ___ No  

 

How will your firm participate on this contract? (check one) 

 

___ Prime     ___ Joint Venture Partner     ___Corporate Sponsored    ___Supplier    ___Subcontractor 

                        ____% of Contract                   Dealership 

 

Ownership Category Percentage of Ownership Male Female 

African American  _________________  ____ ____ 

Hispanic             _________________  ____ ____ 

Asian American    _________________  ____ ____ 

American Indian or   

  Alaskan Native    _________________  ____ ____ 

White Female       _________________  ____ ____ 

 

___________________________________           _________________________ 

Owner/Authorized Agent Signature                            Date 
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DECLARATION OF M/WBE STATUS 

 

In accordance with King County Code 4.18, in order to participate in King County's minority/women's business 

program, minority and women's businesses must be certified by the Washington State Office of Minority and 

Women's Business Enterprises, must be recognized by the King County M/WBE and Contract Compliance Divi-

sion, and must have previously sought to do business within the geographic boundaries of King County prior to 

the time the bid or proposal is submitted. 

 

I, ________________________________________, declare under the penalty of perjury under the laws of the 

State of Washington the following are true and correct: 

 

 < I am a resident of the State of _______________________ and am more than 18 years of  age; 

 

 < I am certified by the Washington State Minority and Women's Business Enterprises and my certification 

number is__________________________; 

 

 < I am recognized by the King County M/WBE and Contract Compliance Division; and 

 

 < I have previously sought to do business within the geographic boundaries of King County, Washington. 

 

I have read the foregoing and make this statement from my personal knowledge and am competent to testify 

thereto. 

 

Dated this _____________________day of ___________________, 19____, at 

_________________________ 

Washington. 

 

 

 

 

 

 

_______________________________________________           __________________________________ 

OWNER/AUTHORIZED AGENT NAME (PLEASE PRINT)                           TITLE (PLEASE PRINT) 

 

 

_______________________________________________ 

FIRM NAME (PLEASE PRINT) 

 

 

 

_______________________________________________ 

OWNER AUTHORIZED AGENT SIGNATURE 
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IV  GENERAL CONTRACT REQUIREMENTS 

A. Changes 

Either party may request changes in the scope of services and performing or reporting standards to be per-

formed or provided herein. Proposal changes which are mutually agreed upon shall be incorporated by written 

amendment to the agreement by the King County Procurement Services Division. 

B. Termination Clauses: 

 1. Termination for Convenience 

 The County for its convenience may terminate this contract, in whole or in part, at any time by written 

notice sent certified mail, return receipt requested, to the Successful awardee. After receipt of a Notice of 

Termination, and except as directed by the contract administrator, the Successful Awardee shall 

immediately stop work as directed in the Notice, and comply with all other requirements in the Notice. 

The Successful Awardee shall be paid its costs, including necessary and reasonable contract close-out 

costs and profit on that portion of the work satisfactorily performed up to the date of termination as 

specified in the notice. The Successful Awardee shall promptly submit its request for the termination 

payment, together with detailed supporting documentation. If the Successful Awardee has any property 

in its possession belonging to the County, the Successful Awardee will account for the same and dispose 

of it in the manner the County directs. 

 2. Termination for Default 

 In addition to termination for convenience, if the Successful Awardee does not deliver supplies in 

accordance with the contract delivery schedule, or if the contract is for services and the Successful 

Awardee fails to perform in the manner called for in the contract, or if the Successful Awardee fails to 

comply with any other material provisions of the contract, the County may terminate this contract, in 

whole or in part, for default. Termination shall be effected by serving a Notice of Termination by certified 

mail (return receipt requested) on the Successful Awardee setting forth the manner in which the 

Successful Awardee is in default and the effective date of termination; provided that the Successful 

Awardee shall have ten (10) calendar days to cure the default. The Successful Awardee will only be paid 

for goods delivered and accepted, or services performed in accordance with the manner of performance 

set forth in the contract less any damages to the County caused by such default. 

The termination of this contract shall in no way relieve the Successful Awardee from any of its obligations 

under this contract nor limit the rights and remedies of the County hereunder in any manner. 

 3. Termination for Non-Appropriation 

This contract may be canceled at the end of the then current fiscal period for non-appropriation of funds 

by the King County Council. Such cancellation shall be upon thirty (30) days written notice to the 

Successful Awardee. King County's fiscal period ends December 31 of each year. If the contract is 

terminated as provided in this subsection: 

a.  The County will be liable only for payment in accordance with the terms of this contract for services 

rendered prior to the effective date of termination; and 

b.  The Successful Awardee shall be released from any obligation to provide further services pursuant to 

the contract as are affected by the termination. 

Funding under this contract beyond the current appropriation is conditional upon the appropriation by the 

County Council of sufficient funds to support the activities described in this contract. Should such an 

appropriation not be approved, the contract will terminate at the close of the current appropriation year.  
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C. Cancellation 

King County reserves the right to terminate this contract at any time by five (5) days written notice to the 

contractor or to extend by contract amendment, agreed to by the contractor, the period of this contract.  

D. Prime Contractor Responsibilities 

 The prime contractor will be required to assume responsibilities for all services offered in the proposal 

whether or not performed by the prime contractor. Further, the prime contractor will be the sole point of 

contact for King County with regard to contractual matters, including payment of any and all charges 

resulting from the contract. There will be no changes in the contract without approval of King County. 

E. Non-Appropriation 

King County may cancel the contract at the end of the then current fiscal period for non-appropriation of 

funds by the King County governing body. Such cancellation shall be upon 30 days written notice to the 

contractor. King County's fiscal period ends December 31 of each year. 

SECTION V - ADDITIONAL INFORMATION & REQUIREMENTS 

A. Disclosure 

 King County Code 3.04.120 requires that anyone entering into a contract with a value of more than 

$2,500 must file a disclosure statement with the Board of Ethics and the King County Executive. 

 The selected consultant agrees to the conditions of King County Code 3.04.120 and shall provide a 

Consultant Disclosure Form.  

B. Non-Discrimination 

1.  The selected contractor shall comply with the applicable requirements of King County Code 12.16 re-

garding Discrimination in Employment. Submittal of Affirmative Action forms is required for initial ap-

proval and at annual intervals. 

2.  Federal, State, and local laws prohibit discrimination based on disability. Section 504 of the Rehabil i-

tation Act of 1973, as amended, requires that all recipients receiving federal monies be accessible to 

qualified/eligible persons with disabilities. All organizations and firms contracting with King County, 

except those providing tangible goods, must comply with Section 504 accessibility requirements. 

C. Fair Employment Practices 

 During the performance of this contract, neither the contractor nor any party subcontracting under the 

authority of this contract shall engage in unfair employment practices as defined by King County Code, 

Chapter 12.18. Failure to comply with this Chapter shall result in the Contractor being subject to the 

procedures and penalties set forth therein. 

D. Minority and Woman's Business Participation 

1.  King County Code 4.18 is incorporated by reference into this contract and failure to comply with any 

of the requirements shall be considered a breach of contract. 

2.  During the term of the contract, the contractor shall comply with, as to tasks and proportionate dollar 

amounts throughout the term of the contract, all plans made in their proposal for the use of Minori-

ty/Women's Businesses. In the absence of a waiver, Minority/Women's Businesses which for any 

reason no longer remain associated with the contract or the contractor shall be replaced with other 

certified Minority/Women's Businesses. 

3.  Any agreements between a contractor and a Minority/Women's Business in which the minori-

ty/women's business promises not to provide subcontracting quotations to other responding or poten-

tial responding parties are prohibited. 
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E. Insurance 

 The selected contractor shall furnish General Liability (Commercial General Liability) in the amount of 

$1,000,000 combined single limit; $2,000,000 aggregate. In addition, evidence of Workers' 

Compensation and Stop-Gap Employer's Liability shall be $1,000,000. Further, evidence of Professional 

Liability (Errors and Omissions) shall be $1,000,000. Such policy shall endorse King County, and its 

appointed and elected officials and employees as additional insureds. 

King County reserves the right to approve deductible/self-insured retention levels and the acceptability of 

insurers. 

F. Indemnification and Hold Harmless: 

1.  In providing services under this Contract, the Contractor is an independent contractor, not an em-

ployee of the County for any purpose. The Contractor shall be responsible for all federal and/or state 

tax, industrial insurance, and Social Security liability that may result from the performance of and 

compensation for these services and shall make no claim of career service or civil service rights 

which may accrue to a County employee under state or local law. 

The County assumes no responsibility for the payment of any compensation, wages, benefits or tax-

es to, or on behalf of, the Contractor, its employees or others by reason of this Contract. The Con-

tractor shall protect, indemnify and save harmless the County, its officers, agents and employees 

from and against any and all claims, costs and losses whatsoever occurring or resulting from 1) the 

Contractor's failure to pay any such compensation, wages, benefits or taxes; and 2) the supplying to 

the Contractor of work, services, materials or supplies by agency employees or others in connection 

with the performance of this Contract. 

2.  The Contractor further agrees that it is financially responsible for and shall repay the County all indi-

cated amounts following an audit exception which occurs due to the negligence, intentional acts or 

failure for any reason to comply with the terms of this Contract by the Contractor, its officers, em-

ployees, agents or representatives. This duty to repay the County shall not be diminished or extin-

guished by the prior termination of the Contract. 

3.  The successful awardee shall protect, defend, indemnify, and hold the County, its agents, em-

ployees, officials, and officers harmless from, and shall process and defend at its own expense any 

and all claims, demands, suits, penalties, losses, damages, or costs of any kind whatsoever (herei-

nafter "claims") brought against the County arising out of or incident to the execution of, performance 

of, or failure to perform this Contract; PROVIDED, however, that if such claims are caused by or re-

sult from the concurrent negligence of the successful awardee, its agents, employees, and/or officers 

and the County, its agents, employees, and/or officers, this paragraph shall be valid and enforceable 

only to the extent of the negligence of the successful awardee, its agents, employees, and/or offic-

ers; and, PROVIDED FURTHER, that nothing in this paragraph shall require the successful awardee 

to indemnify, hold harmless, or defend the County, its agents, employees, and/or officers from any 

claims caused by or resulting from the sole negligence of the County, its agents, employees, and/or 

officers. The successful awardee's obligation under this paragraph shall include indemnification for 

claims made by the successful awardee's own employees or agents. For this purpose, the successful 

awardee, by mutual negotiation, hereby waives, with respect to the County only, any immunity that 

would otherwise be available against such claims under the Industrial Insurance provisions of Title 51 

RCW In the event the County incurs any judgment, award, and/or cost arising therefrom including at-

torneys' fees to enforce the provisions of this paragraph, and such fees, expenses, and costs shall 

be recoverable from the successful awardee. 

Claims shall include, but not be limited to, assertions that the use or transfer of any software, book, 

document, report, film, tape, or sound reproduction or material of any kind, delivered hereunder, 

constitutes an infringement of any copyright, patent, trademark, trade name, or otherwise results in 

unfair trade practice.  



NAME OF OFFEROR: ___________________________________________________ RFP No. 105-98RLD 

                            Page 91 

 

G. Recycled/Recyclable Products 

 In accordance with King County Code 10.16, contractors are required to use recycled and recyclable 

products, and both sides of paper sheets for printed and photocopied materials, whenever practicable, in 

fulfilling contractual obligations to the County. 

SECTION VI - MAINTENANCE OF RECORDS 

A.  The Contractor shall maintain accounts and records, including personnel, property, financial and program-

matic records and other such records as may be deemed necessary by the County to ensure proper ac-

counting for all project funds and compliance with this Agreement. All such records shall sufficiently and 

properly reflect all direct and indirect costs of any nature expended and services provided in the performance 

of this Contract. 

B.  King County Contractors shall maintain relevant records and information necessary to document compliance 

with King County Code, Chapter 4.18, records that document the Contractor's utilization of minority and 

women's businesses in its overall public and private business activities. King County shall have the right to 

inspect these records. 

C.  These records shall be maintained for a period of six (6) years after termination hereof unless permission to 

destroy them is granted by the Office of the Archivist in accordance with RCW Chapter 40.14, or unless a 

longer retention period is required by law. 

SECTION VII - AUDITS AND EVALUATION 

A.  The records and documents with respect to the Contractor's history of minority and women's business utiliza-

tion and to all matters covered by this Contract shall be subject at all times to inspection, review, or audit by 

the County and/or federal/state officials so authorized by law during the performance of this Contract and six 

(6) years after termination thereof. 

B.  The Contractor shall provide right of access to its facilities, including those of any subcontractor, to the 

County, the state and/or federal agencies or officials at all reasonable times in order to monitor and evaluate 

the services provided under this Contract. The County will give advance notice to the Contractor in the case 

of fiscal audits to be conducted by the County. 

C.  The Contractor agrees to cooperate with the County or its agent in the evaluation of the Contractor's perfor-

mance under this Contract and to make available all information reasonably required by any such valuation 

process. The results and records of said evaluation shall be maintained and disclosed in accordance with 

RCW Chapter 42.17. 

SECTION VIII - EXHIBITS 

The following sample forms have been included herein for the proposer's information. The awarded contractor 

shall complete the forms and comply with these requirements prior to contract award. (DO NOT SUBMIT THEM 

WITH THE PROPOSAL.) 

A. King County Personnel Inventory Report 

B. Affidavit and Certificate of Compliance with King County Code 12.16 

C. King County Code 3.04.120 and Consultant Disclosure Form 

D. King County Insurance Form 

E. ADA/504 Disability Assurance of Compliance and Corrective Action Plan 

The proposer shall initial here that he/she has reviewed these forms and in the event of being selected as the 

contractor shall comply with these requirements. 

Initialed:____________ 


