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A. Summary Statement 
 
The State of Maryland Judiciary is seeking competitive sealed proposals to furnish the services 
of an experienced System Software Technical Services.   
 
B. Background
 
Not applicable. 
 
C.  Procurement Office Mailing Address  
 
Proposals shall be addressed to:  
ATTN: Pearlester Green 
Procurement and Contract Administration 
Administrative Office of the Courts 
Maryland Judicial Center 
580 Taylor Avenue 2nd Floor 
Annapolis, Maryland 21401 
 
D.  Questions/Inquiries 
 
The sole point of contact in the Maryland Judiciary for purposes of this RFP is the Procurement 
Officers in the Procurement and Contract Administration Department. The Procurement Officer 
for this solicitation is Pearlester Green. 
 
All questions shall be submitted in writing to Pearlester Green (410-260-1416) or Bernard Miles 
(410-260-1594) and must be received no later than (7) days prior to the bid due date.  Written 
responses shall be provided. Questions will be accepted by FAX at (410) 260-1749. 
 
E.  Closing Date 
 
One (1) original and five (5) copies of the proposal shall arrive at the aforementioned office on 
or before  April 24, 2006, 2006 no later than 12:00 P.M., in order to be considered.  Offerors 
who mail proposals should allow sufficient mail delivery time to ensure timely receipt by the 
Procurement Office.  Proposals or unsolicited amendments to proposals arriving after the closing 
time and date will not be considered.   
Proposals are to be marked RFP NO. K-07-7005-29; TECHNICIAL SUPPORT SERVICES 
on the outside of the envelope. The proposal containing the original signatures shall be marked 
"ORIGINAL.”  
 
Additionally, one copy of the price proposal should be included in a separate sealed envelope 
marked RFP NO. K-07-7005-29  System Software TECHNICAL SERVICES 
 
F. Pre-Proposal Conference



 3
 
Pre-proposal conference will be held on  April 12,2006, 2006 at 10:00 A.M. at the AOC 
Warehouse Conference Room. The address is 2003D Commerce Park Drive, Annapolis 21401. 
This building is in the same court as the Maryland Judiciary Training Center. 
 
G.  Proposal Opening 
 
The Procurement Office shall hold all proposals and modifications in a secure place until the due 
date, after which time the proposals and modifications, if any, will be opened in the presence of 
at least two State employees and a register of proposals will be prepared. 
 
H.  Duration of Proposal Offer 
 
Proposals shall be valid and irrevocable for 180 days following the closing date for this RFP.  
This period may be extended by written agreement between an Offeror and the AOC 
Procurement Officer. 
 
I.  Addenda to the RFP 
 
If the AOC Procurement Officer finds it necessary to revise any part of this RFP, an addendum 
will be provided to all contractors known to have received the RFP.  Acknowledgment of the 
receipt of all amendments, addenda, and changes if issued shall be returned to the Procurement 
Officer, in writing, with the proposal. 
 
 
J.  Cancellation of  RFP 
 
The AOC Procurement Officer may cancel this RFP, in whole or in part, at any time before the 
opening of the proposals. 
 
K. Incurred Expenses 
 
Neither the State or the AOC or any of their officers or employees shall be responsible for any 
cost incurred by any Offeror in preparing and/or submitting a proposal. 
 
 
 
 
 
 
 
L.  Economy of Preparation 
 
Proposals should be prepared simply and economically, providing a concise and straightforward 
description of the Contractor’s offer to meet the requirements set forth in the RFP.  
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M. Public Information Act Notice 
 
Offerors shall give specific attention to the identification of those portions of their proposals 
which they deem to be confidential, proprietary information or trade secrets, and provide any 
justification of why such materials, upon request, should not be disclosed by the State pursuant 
to ' 10-617(d) of the State Government Article, Annotated Code of Maryland, or other law 
relating to access to public records. 
 
N.  Subcontractors 
 
The AOC will enter into an agreement with the selected offering Contractor(s) only.  The 
selected Contractor(s) shall be responsible for all products and services as required by this RFP.  
Subcontractors, if any, shall be identified and a complete description of their role relative to this 
proposal shall be included at the time of the proposal opening. 
 
O.  Type of Contract 
 
The contract resulting from this RFP will be a fixed-price contract. 
 
P.  General Contractual Conditions 
 
Any contract resulting from this RFP will contain the general provisions included in Appendix 
1.  Additionally, this RFP, including the Statement of Work, and the successful Offeror’s 
proposal will be incorporated by reference and made a part of the contract. 
 
Q.  Proposal Affidavit 
 
Each proposal shall include a completed Proposal Affidavit.  A copy of the affidavit is included 
in Appendix 2 of this RFP for the convenience of Offerors. 
 
R.  Contract Affidavit 
 
Offerors are advised that if a contract is awarded as a result of this RFP, the successful Offeror 
will be required to complete a Contract Affidavit.  A copy of this Contract Affidavit is included 
in Appendix 3 of this RFP for information purposes only.  The Contract Affidavit is not required 
to be submitted with this proposal. 
 
 
S. Minority Business Enterprises
 
Minority Business Enterprises are encouraged to respond to this solicitation notice. It is the goal 
of the Maryland Judiciary that certified minority business enterprises participate on Judiciary’s 
supply, maintenance, general miscellaneous and service procurements. 
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An MBE subcontract participation goal of ___0___ (%) of the total current amount has been 
established for this procurement. By submitting a response to this solicitation, the bidder or 
offeror agrees that this amount of the contract will be performed by minority business 
enterprises. 

 
If this solicitation carries an MBE subcontractor participation goal (see above paragraph), 
respondents are required to submit as part of the bid proposal package the following forms: 
 
* MJ-EEO-03 - Schedule for participation of Minority Business Enterprise 
* MJ-EEO-04 - Minority Contractor Project Disclosure and Participation Statement 
* Outreach Efforts Compliance Statement 
 
Failure to submit the required forms may result in your bid proposal being deemed non-
responsive. 

 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
          SECTION II 

SPECIFICATIONS 
 
 GENERAL 
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The Maryland Judiciary is soliciting sealed competitive proposals to procure  experienced System 
Software Technical Support Services for the system based software installed on the enterprise server 
system(s) for the Administrative Office of the Courts (AOC),  Judicial Information Systems (JIS) in 
the following areas: Software Support, System Problem Resolution, System Administration, Data 
Base Administration, Network Support, Applications and Operations User Support, Local System 
Software Support, Hardware Support, Management and Administrative Tasks.   
 
Work shall be performed in accordance with the attached specifications and Maryland Judiciary 
Terms and Conditions. 
 
Description of Tasks 
 
 
1. Software Support 
 

This task applies to software products installed on the enterprise server system(s) at JIS. 
 

a. Assist JIS management in creating and updating the ongoing software upgrade 
planning documents needed to ensure that operating software environments 
remain at reasonably current version and maintenance levels. 

b. Assist JIS management in the evaluation and selection of new software products 
and new versions of existing products. 

c. Contact vendors as required to identify and order appropriate maintenance and 
new releases of products licensed by JIS. 

d. Install vendor-provided software products and updates, including preventive and 
remedial maintenance, using the techniques recommended by each vendor for 
installation and configuration management. 

e. Customize vendor products as needed to allow them to inter-operate with one 
another, with JIS applications, and with other JIS servers and networks. 

f. Develop and execute test plans for system software changes prior to placing these 
changes into production usage. Planned changes to production software 
environments will be scheduled in advance with appropriate JIS management and 
operations personnel. 

g. Create and maintain internal system documentation as necessary to describe 
changes made to system software products. File and retain software 
documentation provided by vendors. 

h. When system software upgrades will result in changes from the users’ 
perspective, develop brief notices describing the effect of planned software 
changes. Meet with users as needed to explain pending changes. 

 
2. System Problem Resolution 
 

This task applies primarily to the system software products installed on the enterprise server 
system(s) at JIS. In addition, it may occasionally apply to application software systems and 
to other operating platforms when there is a need to resolve a critical operational problem 
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within any JIS production system. 
 

a. Investigate problems which appear to be, or are reported as, system software 
problems. Make an initial determination as to whether the problem is: a system 
software problem; a system hardware problem; an application software problem; 
or, a problem on some other platform. 

b. For system software problems, assume the lead role in resolving the problem by: 
escalating response to appropriate levels of JIS management; gathering diagnostic 
information; communicating with software vendors; implementing 
circumventions, if possible; obtaining and installing software fixes; testing and 
implementing fixes; assisting in the recovery of interrupted workload; and, 
confirming problem resolution with affected users. 

c. For other types of problems, notify appropriate JIS personnel, if they are not 
already aware of the problem. Support the efforts of others who take the lead to 
resolve the problem. This may include: running diagnostic tests or traces; 
attempting to recreate the problem; reviewing system dumps; obtaining 
information from outside vendors; etc. 

 
 
3. System Administration 
 

This task applies primarily to software products installed on the enterprise server system(s) 
at JIS. 
 

a. Create and maintain the jobs and procedures necessary for the smooth, day-to-day 
operation of the system software products. Examples include daily backups, log 
processing, recovery of damaged files from backup, monitoring usage of critical 
files, etc. 

b. Maintain the system configuration files that support applications and operations, 
such as the CICS Configuration Data Set, the Librarian master files, the Tape 
Management master files, etc. 

c. Establish and maintain separate test environments for application development 
with respect to features such as the transaction processing software and the data 
base management systems. 

d. Manage the storage resources of the system including the disk and tape 
subsystems. This includes tasks such as backup and recovery, capacity 
management, load balancing, naming conventions, volume initialization, etc. 

e. After review by JIS management, implement new features and functions that are 
part of system software upgrades. 

f. Assist and support the JIS security administration staff as needed to achieve 
reliable system security. 

g. Adjust system parameters and options as needed to maintain efficient operation 
and adequate response time for users. 

h. Support the disaster recovery planning efforts of JIS as appropriate by 
implementing system backup procedures. 
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4. Data Base Administration 
 

This task applies primarily to data base management products installed on the enterprise 
server system(s) at JIS. 
 

            a.         Install, monitor, and maintain the data base management systems (DBMS) in        
                          supporting the integrity and performance of the JIS workload and data.   

b. Define the databases and support files for the DBMS.       
            c.         Create and maintain the routine jobs and procedures that support the DBMS’s,      
                         including data base backups, recovery, and reorganizations. 
            d.         Assist application analysts and programmers in designing and defining new data   
                         bases, and in making design changes to existing data bases.  Provide guidance     
                          and consulting for new and existing applications. 
            e.         Assist in testing new and modified applications.  Assist is diagnosing application 
                        software problems not limited to the management of data or its structures. 
            f.         Assist operations and applications is determining problems resolutions in  
                        production jobs involving database procedures. 
            g.         When needed, attempt to repair internal data base errors that prevent successful    
                           production processing. 
            h.         Create and maintain documentation for the database structure and support             
                           procedures. 
 
 
5.         Network Support 
 

This task applies primarily to the networks connected to the enterprise server system(s) at 
JIS. 
 

a. Maintain the system configuration files that support network devices. 
b. Assist application analysts and programmers in the implementation, support and 

trouble-shooting of network devices, particularly printers. 
c. Assist JIS network management personnel in making network configuration 

changes and in resolving network operational or performance problems. 
d. Assist in the design and implementation of application systems that require 

connectivity to other network devices or servers.  
 
 
6. Applications and Operations User Support 
 

This task applies primarily to the enterprise server system(s) at JIS. 
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a. Assist application analysts and programmers in resolving technical issues that 

arise in the development, testing, implementation and usage of application 
software. 

b. Serve as an interface to vendor support organizations for the applications and 
operations users of the system. 

c. Participate in the design of new application systems to ensure they are built on a 
solid and reliable system software base, and to help identify new system software 
features than may have to be implemented to support new applications. 

d. Work with operations personnel to identify and implement system procedures 
designed to ensure easy and efficient system operation.  

e. Assist applications or operations personnel involved in efforts to re-host 
applications either to or from the enterprise server(s). 

f. Develop and update system software documentation for use by applications and 
operations personnel. 

 
 
7. Local System Software Support 
 

This task applies primarily to locally developed or maintained software on the enterprise 
server system(s) at JIS. 
 

a. Maintain user exits needed to implement JIS operational standards. 
b. Maintain the menus and panels that support user access to applications. 
c. Implement miscellaneous system utility programs. 

 
 
8. Hardware Support 
 

This task applies primarily to the enterprise server system(s) at JIS. 
 

a. Create and maintain the internal configuration files necessary for the operation of 
the hardware components of the system. 

b. Assist JIS management in the selection of new hardware components. 
c. As needed, evaluate the performance of system hardware components and 

recommend changes to meet JIS workload growth. 
d. Assist hardware engineers in the testing and implementation of new hardware 

components. 
e. Maintain hardware diagrams and other documentation of the current hardware 

configuration. 
 
 
9. Management and Administrative Tasks 
 

a. Support is to be provided primarily during prime shift on weekdays, excluding JIS 
holidays. Implementation of system changes or resolution of critical problems 
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may require that support be provided at any time on any day. Support staff will 
be reachable via pager in order to accommodate this requirement. 

b. Provide monthly status reports describing the technical tasks accomplished and 
hours expended. 

c. Provide the support of other technical specialists as needed when regularly 
assigned employees are unavailable or when unusual skills are needed to 
complete these tasks. 

 
3. PERIOD OF PERFORMANCE 
 
Once awarded, the Contract shall remain in force for a period not to exceed one  (2) years  from the 
date of award.  Upon expiration of the Contract, or upon its earlier termination as provided herein, 
the AOC reserves the right to rebid or to extend for two (2) additional one year periods at its sole 
option.  
 
AOC, in its sole discretion, may grant an adjustment in the total value of the Contract to allow 
for inflationary increases for the extension periods provided, however, that any requested 
increase does not exceed three percent (3%) or the consumer price index (U.S. Bureau of Labor 
Statistics - All Urban Consumers), whichever is lower.   
 
4.  ESTIMATED QUANTITIES 
 

            AOC reserves the right to increase or decrease the number of labor hours as required.  Quantities 
are approximate and the unit rate bid shall apply regardless of any increase or decrease in the 
estimated labor hours shown herein.   
 
5.  INSURANCE REQUIREMENTS 
 
The Contractor shall at all times during the term of the Contract maintain in full force and effect 
the policies of insurance required by this Section.  The Contractor, if requested by AOC, shall 
provide certified true copies of any and all of the policies of insurance to AOC. 
 
Evidence that the required insurance coverage has been obtained may be provided by 
Certificates of Insurance duly issued and certified by the insurance company or 
Companies furnishing such insurance. Such evidence of insurance must be delivered to the AOC 
Office of Procurement before the actual implementation of the Agreement. 
 
The Insurance Certificate mentioned herein above must be received by the AOC Office of 
Procurement within ten (10) days of the notice of intent to award the Contract.  In the event the 
Insurance Certificate is not received within ten (10) days after the date of the notice of intent to 
award, or if such certificate is insufficient respecting the limits and scope specified herein, then the 
AOC Office of Procurement reserves the right to award the Contract to another respondent. Time is 
of the essence.   
 
All insurance policies required by this section, or elsewhere in the Contract, shall be so endorsed 
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as to provide that the insurance carrier will be responsible for giving immediate and positive 
notice to AOC in the event of cancellation or restriction of the insurance policy by either the 
insurance carrier or the successful respondent, at least sixty (60) days prior to any such 
cancellation or restriction.  Said insurance policies shall name as an additional insured the 
Administrative Office of the Courts and the Maryland Judiciary.  
Please note that the limits required below may be satisfied by either individual policies or a 
combination of individual policies and an umbrella policy.  The requiring of any and all 
insurance as set forth in these specifications, or elsewhere, shall be in addition to and not in any 
way in substitution for all the other protection provided under the Contract.  
 
No acceptance and/or approval of any insurance by AOC, or the Manager of Procurement, shall 
be construed as relieving or excusing the Contractor from any liability or obligation imposed 
upon it by the provisions of the Contract.  

 
A. WORKER'S COMPENSATION 

 
1. The Contractor shall maintain Worker's Compensation insurance as required by the 

laws of the State of Maryland and including Employer's Liability coverage with a 
minimum limit of $500,000-each accident;  $500,000 disease-each employee; and 
$500,000 disease-policy limit. 

 
 B. LIABILITY INSURANCE 

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

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

any motor vehicle to be used in conjunction with this contract, including 
hired automobiles and non-owned automobiles. 

                       
          C. COMPREHENSIVE AUTOMOBILE LIABILITY 
          

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

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

 
D. SCOPE OF INSURANCE AND SPECIAL HAZARDS 

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

          
E. SUBCONTRACTOR'S INSURANCE 

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

         
 
 
 
 
 

 
SECTION III 

EVALUATION AND SELECTION PROCEDURES 
 
A. TECHNICAL PROPOSAL REQUIREMENTS     
 
Respondents shall submit one original and five copies of their technical proposal. When submitting a 
technical proposal, the following information, at a minimum, must be provided for proper evaluation 
by the selection committee.  Respondents not providing the following information shall be 
considered non-responsive. 
 
1.  Respondent shall demonstrate in their technical proposal that they possess the necessary 
experience to perform the work described herein.  This shall be accomplished with the provision of 
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the following groups of information: 
 
A. Detailed background on the firm and their specific experience and accomplishments in this area. 

Respondent shall specifically list pertinent experience with similar IT projects. 
 

A. Detailed background, experience and capabilities of the proposed System 
Programmers/DBA. Their education and experience should be fully documented. A list of at 
least three references with contact names and telephone numbers should be provided. 

 
Please note that your proposal, if considered responsive, will be rated against other responsive 
submissions and the evaluation criteria described under Clause B.  Your Technical Proposal should 
be complete in every way in order for the Selection Committee to make a proper and complete 
evaluation of your capabilities and response.             
 
B. EVALUATION CRITERIA 
     
The evaluation criteria below are intended to be basis by which each proposal shall be evaluated, 
measured and ranked.  The Maryland Judiciary hereby reserves the right to evaluate, at its sole 
discretion, the extent to which each proposal received, compares to the said criteria and to each 
other.  The recommendation of the selection committee shall be based on the evaluations using the 
following criteria:  
 
     

1. Technical Criteria: Weighted at 60% 
 
 
1. Technical Criteria: Weighted at 60% 
   
A.  Previous experience of the respondent with furnishing contract System Programmers/DBA. 
services.      
 
B.   Previous experience and education of the proposed System Programmers/DBA. 
 
C.   The firm’s understanding of the scope of work and the quality and clarity of the firm’s 
written methodology and description of the proposed approach to  accomplish the work. 
 
D.   Interview with the Candidate - after the written technical proposals have been scored, the 
Maryland Judiciary at its discretion, reserves the right to conduct interviews. Interviews will be 
conducted at a designated Maryland Judiciary location and will not exceed ninety minutes. Each 
Evaluation Committee member will score interviews on a scale of one to ten. 
 
NOTE: If interviews are conducted, they will be assigned an evaluation weight of  20% of the total 
technical score and the other criteria will be adjusted proportionally.  Maryland Judiciary may elect, 
at its sole option, elect not to conduct interviews or discussions with respondents. 
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2. Price Criteria:  Weighted at 40% 

 
A. Total price to furnish the services. 

     
Maryland Judiciary may request additional information or clarification of proposals and hereby 
reserves the right to select the particular response to this RFP, which it believes will best serve its 
business and operational requirements, considering the evaluation criteria set forth above. 
 
Additionally, Maryland Judiciary hereby reserves the right to solicit best and final offers only from a 
short list of respondents receiving the highest evaluated scores.  
 
 
C. EVALUATION PROCEDURE 
 
1. Evaluation Committee: An evaluation committee shall be approved by the Maryland Judiciary’s 
Director of Procurement and Contract Administration.  As a first step in this procurement, a 
procurement officer may screen proposals to assure that only the ones meeting minimum 
qualifications are evaluated.  The evaluation committee then will review and evaluate all technical 
proposals received in response to this RFP.  As the third step in this procurement, the evaluation 
Committee will evaluate oral presentations (if required) from those respondents judged to be 
reasonably susceptible of being selected for award.  The Maryland Judiciary will then evaluate the 
financial proposals submitted by the reduced list. 
  
2. Negotiations: Maryland Judiciary reserves the right to enter into negotiations with the respondents 
regarding questions about the technical and financial proposals and resolve differences.  Maryland 
Judiciary reserves the right to then solicit a best and final offer from each remaining respondent.  
 
3. Discretion in Determining Deviations and Compliance: The Maryland Judiciary reserves the right 
to determine which respondents have met the minimum basic requirements of this RFP.  The 
Maryland Judiciary shall have the sole right to determine whether any deviation from the 
requirements of this RFP is substantial in nature, and the Maryland Judiciary may reject non-
conforming proposals.  In addition, the Maryland Judiciary may reject in whole or in part any and all 
proposals, waive minor irregularities, and negotiate with all responsible respondents in any matter 
deemed necessary to serve the best interests of the State. 
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PRICE PROPOSAL WORK SHEET 
SOLICITATION NO. K07-7005-29 

 
Prices shall include all costs associated with the performance of this RFP.  
 
 
Operating system Technical Support Services.  Respondent shall submit a price proposal which 
includes the hourly labor rate for each classification of support personnel.   
    
 
List hourly rates for each labor classification 
 
 
$______________ Hourly Rate times 1800 hours  – Labor Classification    _______________ 
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$______________ Hourly Rate times 1800 hours  – Labor Classification    _______________ 
 
$______________ Hourly Rate times 1800 hours  – Labor Classification    _______________ 
 
$______________ Hourly Rate times 1800 hours  – Labor Classification    _______________ 
 
                                                                                     Total Bid                    _______________ 
 
 
List name (s)  of proposed Operating system support technicians: 
 
 
 
 
  
 
I HEREBY AFFIRM THAT THE FOREGOING BID PRICES INCLUDE ALL COSTS 
ASSOCIATED WITH THE PERFORMANCE OF THIS SOLICITATION, INCLUDING, BUT 
NOT LIMITED TO, SALARIES, WAGES, MATERIALS, EQUIPMENT, SHIPPING, DELIVERY, 
BID PREPARATION, TRANSPORTATION, OVERHEAD, TAXES AND PROFIT, AND I HAVE 
LEGAL AUTHORITY TO BIND THE BIDDER TO THE BID PRICES SET FORTH ABOVE.       
  
    
                                                                          
Bid Compiled By:                                                                                              
 
Title:                                                                                                                  
 
Company:                                                                                                          
 
                                        AOC  SOLICITATION NO.  K-07-7005-29 

SIGNATURE PAGE 
 
DATE PROPOSAL SUBMITTED:  
 
_________________________________________________                                                 
                                                
 
COMPANY OF RESPONDENT (Print or Type):   
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
______________________________                                              _
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NAME/TITLE OF RESPONDENT (Print or Type):                                                                    
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________ 
                                                                                                                                                       
 
ADDRESS OF RESPONDENT (Print or Type): 
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________ 
 
 
TELEPHONE                                                     FACSIMILE                                                _
 
 
FEDERAL TAX I.D. NO. OR SOCIAL SECURITY NO.                                                 _
 
 
SIGNATURE OF RESPONDENT                                                                                      _ 
 

 
 
 
 
 
 
 

APPENDICES 
 

Appendix 1 
  
Mandatory Terms and Conditions for Contracts 
Administrative Office of the Courts (AOC). 
 
 The following are mandatory terms and conditions to be included in all AOC 
contracts: 
 
 This Contract is made this _____ day of _______________ 200_____, by and between 
the State of Maryland, Administrative Office of the Courts (the AState@ or AAOC@) and  _, a     
corporation (the AContractor@), having its principal place of business at           . 
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In consideration of the mutual covenants and promises herein contained and other good and 
valuable consideration, the receipt and sufficiency of which is hereby acknowledged, the State 
and the Contractor agree as follows: 
 
1. Scope of Contract  
 
1.1 The contractor shall provide support services as described in the Contractor=s bid in 
accordance with the terms and conditions of this Contract and the Exhibits attached to this 
Contract and incorporated as part of this Contract: 
 
Exhibit A:   Contract Affidavit 
Exhibit B:   Contractor=s Bid 
Exhibit C:   Request for Bid No.____________ 
  
1.2 If there are any inconsistencies between the contract and any of the Exhibits, the terms 
of this Contract shall prevail. If there are any inconsistencies between any of the Exhibits, 
Exhibit C shall prevail. 
 
1.3 The Procurement Officer may, at any time, by written order, make changes in the work 
within the general scope of the Contract. 
 

c. 1.4 Except as otherwise provided in this Contract, if any change causes an 
increase or decrease in the Contractor=s cost of, or the time required for, the 
performance of any 



 
 

  
3. PERIOD OF PERFORMANCE 
 
Once awarded, the Contract shall remain in force for a period not to exceed one  (1) year  
from the date of award.  Upon expiration of the Contract, or upon its earlier termination as 
provided herein, the AOC reserves the right to rebid or to extend for two (2) additional one 
year periods at its sole option.  
 
AOC, in its sole discretion, may grant an adjustment in the total value of the Contract to 
allow for inflationary increases for the extension periods provided, however, that any 
requested increase does not exceed three percent (3%) or the consumer price index (U.S. 
Bureau of Labor Statistics - All Urban Consumers), whichever is lower.   
 
4.  ESTIMATED QUANTITIES 
 

            AOC reserves the right to increase or decrease the number of labor hours as required.  
Quantities are approximate and the unit rate bid shall apply regardless of any increase or 
decrease in the estimated labor hours shown herein.   
 
5.  INSURANCE REQUIREMENTS 
 
The Contractor shall at all times during the term of the Contract maintain in full force and 
effect the policies of insurance required by this Section.  The Contractor, if requested by 
AOC, shall provide certified true copies of any and all of the policies of insurance to 
AOC. 
 
Evidence that the required insurance coverage has been obtained may be provided by 
Certificates of Insurance duly issued and certified by the insurance company or 
Companies furnishing such insurance. Such evidence of insurance must be delivered to 
the AOC Office of Procurement before the actual implementation of the Agreement. 
 
The Insurance Certificate mentioned herein above must be received by the AOC Office of 
Procurement within ten (10) days of the notice of intent to award the Contract.  In the event 
the Insurance Certificate is not received within ten (10) days after the date of the notice of 
intent to award, or if such certificate is insufficient respecting the limits and scope specified 
herein, then the AOC Office of Procurement reserves the right to award the Contract to 
another respondent. Time is of the essence.   
 
All insurance policies required by this section, or elsewhere in the Contract, shall be so 
endorsed as to provide that the insurance carrier will be responsible for giving immediate 
and positive notice to AOC in the event of cancellation or restriction of the insurance 
policy by either the insurance carrier or the successful respondent, at least sixty (60) days 
prior to any such cancellation or restriction.  Said insurance policies shall name as an 
additional insured the Administrative Office of the Courts and the Maryland Judiciary.  
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Please note that the limits required below may be satisfied by either individual policies or 
a combination of individual policies and an umbrella policy.  The requiring of any and all 
insurance as set forth in these specifications, or elsewhere, shall be in addition to and not 
in any way in substitution for all the other protection provided under the Contract.  
 
No acceptance and/or approval of any insurance by AOC, or the Manager of 
Procurement, shall be construed as relieving or excusing the Contractor from any liability 
or obligation imposed upon it by the provisions of the Contract.  

 
A. WORKER'S COMPENSATION 

 
2. The Contractor shall maintain Worker's Compensation insurance as required by 

the laws of the State of Maryland and including Employer's Liability coverage 
with a minimum limit of $500,000-each accident;  $500,000 disease-each 
employee; and $500,000 disease-policy limit. 

 
 B. LIABILITY INSURANCE 

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

broad form endorsement and covering: a) all premises-operations, b) 
completed operations, c) independent Contractors, d) liability 
assumed by oral or written contract or agreement, including this 
contract, e) additional interests of employees, f) notice of occurrence, 
g) knowledge of occurrence by specified official, h) unintentional 
errors and omissions, i) incidental (contingent) medical malpractice, 
j) extended definition of bodily injury, k) personal injury coverage 
(hazards A and B) with no exclusions for liability assumed 
contractually or injury sustained by employees of Contractor, l) broad 
form coverage for damage to property of the Administrative Office of 
the Courts, as well as other third parties resulting from completion of 
the Contractor's services. 

 
2. Comprehensive business automobile liability insurance covering use 

of any motor vehicle to be used in conjunction with this contract, 
including hired automobiles and non-owned automobiles. 
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          C. COMPREHENSIVE AUTOMOBILE LIABILITY 
          

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

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

 
D. SCOPE OF INSURANCE AND SPECIAL HAZARDS 

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

          
E. SUBCONTRACTOR'S INSURANCE 

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

         
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 

SECTION III 
EVALUATION AND SELECTION PROCEDURES 
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A. TECHNICAL PROPOSAL REQUIREMENTS     
 
Respondents shall submit one original and five copies of their technical proposal. When 
submitting a technical proposal, the following information, at a minimum, must be provided 
for proper evaluation by the selection committee.  Respondents not providing the 
following information shall be considered non-responsive. 
 
1.  Respondent shall demonstrate in their technical proposal that they possess the necessary 
experience to perform the work described herein.  This shall be accomplished with the 
provision of the following groups of information: 
 
A. Detailed background on the firm and their specific experience and accomplishments in 

this area. Respondent shall specifically list pertinent experience with similar IT projects. 
 

B. Detailed background, experience and capabilities of the proposed 
programmer/analyst. Their education and experience should be fully documented. A 
list of at least three references with contact names and telephone numbers should be 
provided. 

 
Please note that your proposal, if considered responsive, will be rated against other 
responsive submissions and the evaluation criteria described under Clause B.  Your 
Technical Proposal should be complete in every way in order for the Selection Committee to 
make a proper and complete evaluation of your capabilities and response.             
 
B. EVALUATION CRITERIA 
     
The evaluation criteria below are intended to be basis by which each proposal shall be 
evaluated, measured and ranked.  The Maryland Judiciary hereby reserves the right to 
evaluate, at its sole discretion, the extent to which each proposal received, compares to the 
said criteria and to each other.  The recommendation of the selection committee shall be 
based on the evaluations using the following criteria:  
 
     

2. Technical Criteria: Weighted at 60% 
 
 
1. Technical Criteria: Weighted at 60% 
   
A.  Previous experience of the respondent with furnishing contract programmer/analyst 
services.      
 
B.   Previous experience and education of the proposed Programmer/Analyst. 
 
C.   The firm’s understanding of the scope of work and the quality and clarity of the       
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firm’s written methodology and description of the proposed approach to                      
accomplish the work. 
 
D.   Interview with the Candidate - after the written technical proposals have been scored, 
the Maryland Judiciary at its discretion, reserves the right to conduct interviews. 
Interviews will be conducted at a designated Maryland Judiciary location and will not 
exceed ninety minutes. Each Evaluation Committee member will score interviews on a 
scale of one to ten. 
 
NOTE: If interviews are conducted, they will be assigned an evaluation weight of  20% of 
the total technical score and the other criteria will be adjusted proportionally.  Maryland 
Judiciary may elect, at its sole option, elect not to conduct interviews or discussions with 
respondents. 
 

 
2. Price Criteria:  Weighted at 40% 

 
A. Total price to furnish the services. 

     
Maryland Judiciary may request additional information or clarification of proposals and 
hereby reserves the right to select the particular response to this RFP, which it believes will 
best serve its business and operational requirements, considering the evaluation criteria set 
forth above. 
 
Additionally, Maryland Judiciary hereby reserves the right to solicit best and final offers 
only from a short list of respondents receiving the highest evaluated scores.  
 
 
C. EVALUATION PROCEDURE 
 
1. Evaluation Committee: An evaluation committee shall be approved by the Maryland 
Judiciary’s Director of Procurement and Contract Administration.  As a first step in this 
procurement, a procurement officer may screen proposals to assure that only the ones 
meeting minimum qualifications are evaluated.  The evaluation committee then will review 
and evaluate all technical proposals received in response to this RFP.  As the third step in 
this procurement, the evaluation Committee will evaluate oral presentations (if required) 
from those respondents judged to be reasonably susceptible of being selected for award.  The 
Maryland Judiciary will then evaluate the financial proposals submitted by the reduced list. 
  
2. Negotiations: Maryland Judiciary reserves the right to enter into negotiations with the 
respondents regarding questions about the technical and financial proposals and resolve 
differences.  Maryland Judiciary reserves the right to then solicit a best and final offer from 
each remaining respondent.  
 
3. Discretion in Determining Deviations and Compliance: The Maryland Judiciary reserves 
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the right to determine which respondents have met the minimum basic requirements of this 
RFP.  The Maryland Judiciary shall have the sole right to determine whether any deviation 
from the requirements of this RFP is substantial in nature, and the Maryland Judiciary may 
reject non-conforming proposals.  In addition, the Maryland Judiciary may reject in whole or 
in part any and all proposals, waive minor irregularities, and negotiate with all responsible 
respondents in any matter deemed necessary to serve the best interests of the State. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 

PRICE PROPOSAL WORK SHEET 
SOLICITATION NO. K07-7003-29 

 
Prices shall include all costs associated with the performance of this RFP.  
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Database Administrator    
 
 
$______________ times estimated      hours  equals  _______________________ 
    Price per hour                                                                                Total Bid 
 
 
List name(s) of proposed DBA: 
 
____________________________________ 
 
 
 
I HEREBY AFFIRM THAT THE FOREGOING BID PRICES INCLUDE ALL COSTS 
ASSOCIATED WITH THE PERFORMANCE OF THIS SOLICITATION, INCLUDING, 
BUT NOT LIMITED TO, SALARIES, WAGES, MATERIALS, EQUIPMENT, SHIPPING, 
DELIVERY, BID PREPARATION, TRANSPORTATION, OVERHEAD, TAXES AND 
PROFIT, AND I HAVE LEGAL AUTHORITY TO BIND THE BIDDER TO THE BID 
PRICES SET FORTH ABOVE.                                                                                         
 
 
 
 
Bid Compiled By:                                                                                              
 
Title:                                                                                                                  
 
Company:                                                                                                          
 

 
 
 
 
 
 
 
 

AOC  SOLICITATION NO.  K-07-7003-29 
SIGNATURE PAGE 

 
DATE PROPOSAL SUBMITTED:  
 
_________________________________________________                                     
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COMPANY OF RESPONDENT (Print or Type):   
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________
________________________________________________                                              _
                                                                                                                               
 
NAME/TITLE OF RESPONDENT (Print or Type):                                                            
        
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________ 
                                                                                                                                                     
  
 
ADDRESS OF RESPONDENT (Print or Type): 
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________ 
 
 
TELEPHONE                                                     FACSIMILE                                                _
 
 
FEDERAL TAX I.D. NO. OR SOCIAL SECURITY NO.                                                 _
 
 
SIGNATURE OF RESPONDENT                                                                                      _ 
 

 
 
 
 
 

APPENDICES 
 

Appendix 1 
  
Mandatory Terms and Conditions for Contracts 
Administrative Office of the Courts (AOC). 
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 The following are mandatory terms and conditions to be included in 
all AOC contracts: 
 
 This Contract is made this _____ day of _______________ 200_____, by and 
between the State of Maryland, Administrative Office of the Courts (the AState@ or 
AAOC@) and  _, a     corporation (the AContractor@), having its principal place of 
business at           . 
 
In consideration of the mutual covenants and promises herein contained and other 
good and valuable consideration, the receipt and sufficiency of which is hereby 
acknowledged, the State and the Contractor agree as follows: 
 
1. Scope of Contract  
 
1.1 The contractor shall provide support services as described in the Contractor=s 
bid in accordance with the terms and conditions of this Contract and the Exhibits 
attached to this Contract and incorporated as part of this Contract: 
 
Exhibit A:   Contract Affidavit 
Exhibit B:   Contractor=s Bid 
Exhibit C:   Request for Bid No.____________ 
  
1.2 If there are any inconsistencies between the contract and any of the Exhibits, the 
terms of this Contract shall prevail. If there are any inconsistencies between any of the 
Exhibits, Exhibit C shall prevail. 
 
1.3 The Procurement Officer may, at any time, by written order, make changes in 
the work within the general scope of the Contract. 
 
1.4 Except as otherwise provided in this Contract, if any change causes an increase 
or decrease in the Contractor=s cost of, or the time required for, the performance of any 
part of the work, whether or not changed by the order, an equitable adjustment in the 
Contract price shall be made and the Contract modified in writing accordingly.  The 
Contractor must assert in writing its right to an adjustment under this section within 
thirty (30) days of receipt of a written change order and shall include a written 
statement setting forth the nature and cost of such claim.  No claim by the Contractor 
shall be allowed if asserted after final payment under this Contract.  
 
1.5 Failure to agree to an adjustment under this section shall be a dispute under the 
Disputes clause.  Nothing in this section shall excuse the Contractor from proceeding 
with the Contract as changed. 
 
2.         Term of The Contract 
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           Performance under this Agreement shall commence on       and shall continue 
until agreed upon services are completed, but in any case not later than       . 
 
3.        Consideration and Payment 
 
3.1 The Contractor shall be compensated for support services.  The total price for 
the  
support services to be provided by Contractor under the contract shall be               
Dollars ($   .00). 
 
3.2 Payments to the Contractor pursuant to this Contract shall be made no later 
than thirty (30) days after the acceptance of the support services and receipt of a 
proper invoice from the Contractor. Each invoice for services rendered must reflect the 
Contractor=s federal tax identification number.  Charges for late payment of invoices  
are prohibited. 
 
3.3 In addition to any other available remedies, if in the opinion of the Procurement 
Officer, the Contractor fails to perform in a satisfactory and timely manner, the  
Procurement Officer may refuse or limit approval of any invoice for payment, and may 
cause payments to the Contractor to be reduced or withheld until such time as the 
Contractor meets performance standards as established by the Procurement Officer in 
accordance with this Contract.  The final Contract payment will not be made until after 
certification is received from the Comptroller of the State that all taxes have been paid.  
 
4.        Definitions  
 
           For the purpose of this Agreement, the following definitions shall apply: 
 
4.1      AMaterials@ means reports, programs, documentation, models, methods, 
techniques, presentations, drawings, studies, specifications, estimates, tests, 
software, designs, graphics, computations, and data provided by the Contractor. 
 
4.2       AProducts@ means (i) a machine, its features, conversions, upgrades, elements, 
or accessories, or any combination of them, provided by the Contractor, and (ii) any 
of the following provided by the Contractor: machine readable instructions, a 
collection of machine readable data, such as a database; and related license 
Materials, including documentation and listings, in any form. 
 
4.3        ASystem@ means the system as provided by this Agreement. 
 
4.4        AType I Materials@ means Material that is created under this Agreement. 
 
4.5        AType II Materials@ means Material existing before this Agreement, or 
developed during, but independent of this Agreement, in which the Contractor or 
third parties have all right, title, and interest. 
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5.  Ownership and Rights in Data 
 
5.1   The Contractor agrees to furnish the AOC with copies of the following (all of 
which, for purposes of this Agreement, shall be deemed Type I Materials): 
computations, computer files, data, model(s), transmittal letters, response letters, 
and all other documents or correspondence pertinent to the operation of the System 
produced or received as part of this Agreement.  In addition, all hardware and Type 
I software necessary to the System=s performance in accordance with the terms of 
this Agreement are, and shall remain, the exclusive property of the AOC.  Licenses 
for all Type II Materials (e.g., Aoff the shelf@ software) shall be provided to the AOC 
with all rights to use the Type II Materials.  The Contract shall provide to the AOC 
copies of all end user software licensing agreements for all Type II Materials, which 
licensing agreements shall be in accordance with the OEM=s standard software 
license, paid-up licenses through the maintenance period (no upgrades included 
thereafter), and provided at no additional cost to the AOC.  Nothing in this 
Agreement shall prevent the Contractor from utilizing any general know-how, 
techniques, ideas, concepts, algorithms, or other knowledge acquired or developed 
during the performance of this Agreement on behalf of itself and its future 
customers. 
 
5.2   The AOC shall be the owner of all Type I Materials and shall be entitled to 
use them without restriction and without compensation to the Contractor other than 
specifically provided in this Agreement.  The Contract shall have no liability or 
responsibility for use of the Type I Materials by the AOC beyond their specified use 
as part of the System as provided by the Contractor in accordance with this 
Agreement.  The Contractor may retain one copy of the Type I Materials, but may 
not, without prior written consent of the AOC, be entitled to use, execute, 
reproduce, display, perform, distribute (internally or externally) copies of, or 
prepare derivative works based on Type I Materials or authorize others to do any of 
the former.  The AOC may duplicate, use, and disclose in any manner and for any 
purpose whatsoever, and allow others to do so, all Type I Materials. 
 
5.3   The Contractor agrees that, at all times during the terms of this Agreement 
and thereafter, the Type I Materials shall be Aworks for hire@ as that term is 
interpreted under U.S. copyright law.  To the extent that any Type I Materials are 
not works for hire for the AOC, the Contractor hereby relinquishes, transfers, and 
assigns to the AOC all of its rights, title, and interest (including all intellectual 
property rights) to all such Type I Materials created under this Agreement, and will 
cooperate with the AOC in effectuating and registering any necessary assignments. 
 
5.4       The AOC shall retain full ownership over any materials that it provides to 
the Contractor under this Agreement. 
 
6. Warranties  The Contractor hereby represents and warrants that: 
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