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Appendix A-5 – Document Processing Requirements
	Item
	Priority
	Role / Title
	Description

	5-1
	
	User Functions

	5-1.1
	HIGH
	All
	Start-up
	The system indicates which environment is being used: development, quality assurance (QA), or production.

	Vendor Response:

Vendor Description:


	5-1.2
	HIGH
	Legal Clerk
	Display Case Information
	Accurate and timely court case summary information may be viewed by the legal clerks. See “Case Summary Information” in this document for a description of the case information displayed.

The clerk may enter a DA case number and, if the number is found, the Document Processor loads the existing case summary information along with today’s current date. As an alternative to entering the complete case number, the clerk may enter only the significant characters of the number and the system will display the case summary information.
Currently, the DA case number is given as yy followed by seven numbers, where yy is the last two digits of the year in which the case was filed, and the seven numbers represent a DA-assigned number. The existing system allows the clerk to enter yy followed by the significant digits of the number assigned; for example, 0910 will load case 090000010.
If the DA case number is found, the information is displayed. If it is not found, an error message is displayed.

The case summary information displayed includes the ability for the legal clerk to view the specific charge list for each defendant in a multiple-defendant case.


	Vendor Response:

Vendor Description:


	5-1.3
	HIGH
	Legal Clerk
	Refresh Case
	The legal clerk may refresh the case summary information as needed to view the most recent information.

The case summary information is re-loaded in the event that refresh case is chosen.

	Vendor Response:

Vendor Description:


	5-1.4
	high
	Legal Clerk
	Configure Number of Copies of Document
	The clerk may configure the number of copies to print for each type of document created by the system.

The system will automatically print the configured number of copies when the print option is chosen.

This is a system-wide level configuration for individual users. The number of copies configured applies to all users of the system.

	Vendor Response:

Vendor Description:


	5-1.5
	high
	Legal Clerk
	Defer Defendant Case Information Update
	The clerk may choose to defer updating the document history associated with the DA cases processed.

This is a system-wide level configuration which applies to all individual users.

	Vendor Response:

Vendor Description:


	5-1.6
	high
	Legal Clerk
	Letter Output Option
	The clerk may choose to output letters to the desktop (in a separate window) or directly to the printer.

This is a system-wide level configuration which applies to all individual users.

	Vendor Response:

Vendor Description:


	5-1.7
	high
	Legal Clerk
	Create Complaint Document
	To begin the Create Complaint Document process, the Legal Clerk performs the Display Case Information, after which the clerk may choose to create a new complaint document. The clerk is then prompted to enter the information that varies from complaint to complaint and for the type of charge information being documented. As the information is entered, the Document Processor displays the information as it will appear in the final Complaint Document.
Typical prompts for each Count and Prior may ask for the following information to be entered by the clerk:
1. Victim Name (First, Middle, Last Name)
2. Title of Prior or Crime
3. Section of Prior or Crime –and variation, e.g. PC647f-01
4. Crime Level (Felony or Misdemeanor or Infraction)

5. Type of Code

6. Section of Code

7. Date of Offense

8. Date of Conviction

9. Name of Court

10. Name of County

11. Name of State

12. Docket Number

During the creation process, the clerk may use a spell check function to assist with correcting spelling errors. The clerk may insert the Titles of Overt Acts and Special Allegations with automatic numbering similar to Priors using a free-form text field.
Also during the creation process, the Document Processor indicates when the clerk or user has modified the UCC standard text when entering the Charge information.

The clerk has the option to save and print the completed Complaint Document.


All documents created must follow the California Rules of Court for document formatting when relevant. It would also be valuable to keep blocks of text together on a single page, such as the count text.


	Vendor Response:

Vendor Description:


	5-1.8
	HIGH
	Legal Clerk
	Edit Complaint Document
	The legal clerk may edit the Complaint Document after it has been entered into the Document Processor.
All of the information entered during the Create Complaint Document process may be edited. 

	Vendor Response:

Vendor Description:


	5-1.9
	HIGH
	Legal Clerk
	Print Document
	The legal clerk may print the Complaint or a letter document, specifying the printer and number of copies. Note that the number of copies automatically selected reflects the number chosen in the Configure Number of Copies of Document function.

A cover sheet that is preformatted and attached only to the DA copy would be created at the time of printing the complaint. The cover sheet includes:
1. DA case number

2. Defendant Last Name, First Name 

3. Title lines for Court number, Offer, Defense attorney and Judge
4. A list of the charges, including priors that can be given a disposition.

A sample misdemeanor worksheet can be provided during the project implementation phase.

	Vendor Response:

Vendor Description:


	5-1.10
	HIGH
	Legal Clerk
	Refresh Case
	The legal clerk may refresh the case summary information as needed to view the most recent information.

The case summary information is re-loaded in the event that refresh case is chosen.

	Vendor Response:

Vendor Description:


	5-1.11
	HIGH
	Legal Clerk
	Refresh Header
	The legal clerk may refresh the complaint header associated with a case that has been loaded.

	Vendor Response:

Vendor Description:


	5-1.12
	HIGH
	Legal Clerk
	Create Letter Document
	Once the Complaint information has been entered into the Document Processor, the Legal Clerk may create a letter. If there is more than one defendant in a case, the clerk may select which defendant to create a letter for.
Depending upon the type of letter selected, the letter may be addressed to various law and justice entities or to a defendant listed in a DA case provided a mailing address has been added to the defendant’s case information.   The system allows the user to select the appropriate address type where relevant.
During the Create Letter Document process, the clerk may be prompted for information specific to the letter type; for example, the court date and time a defendant should appear: 

· Prompt for Court Time (currently HH:MM a.m. or p.m.)

· Prompt for Court Date (currently mm/dd/yyyy)

The existing system enables the clerk to create the following types of letters:

1. Warrant Request Letter
2. Appearance Letter

3. Proof of Prior Letter

4. Notice of Hearing Letter

5. Citation/Proof of Service

6. Proof of Service

See the specific letter type described in the Business Items section of this document for more information.

The Document Processor updates the status of the defendant to indicate the type of letter created and the date it was created. A notes field may be used to indicate to whom the letter was sent if not the defendant or in addition to the defendant.


	Vendor Response:

Vendor Description:


	5-1.13
	HIGH
	Legal Clerk
	Create Warrant Request Document
	The Warrant Request Document is in the format of an office memorandum addressed to the Superior Court. 

The clerk may select a defendant for whom a warrant request may be created. When selected, the system displays the following information to facilitate creation of the document:
1. Defendant Number (Sequence Number)

2. Defendant ID Number

3. Defendant Name

Below this information, the clerk is prompted to enter text for the body of the memorandum. The text for the prompt is maintained by internal staff.

See Warrant Request Document in the Business Items section for a description of the document.

	Vendor Response:

Vendor Description:


	5-1.14
	high
	Legal Clerk
	Create Letter of Appearance Document
	The Letter of Appearance document is in the form of a letter addressed to the defendant.

The clerk may select a defendant for whom a letter of appearance may be created. When selected, the system displays the following information to facilitate creation of the letter:

1. Address Type

2. Code

3. Court Identification

4. Municipal or Superior Court Option

5. Defendant Name (first, middle, and last)

6. List of Defendant Addresses (street, city, state, and zip code with address type) with the permanent address as the default selected address so that the clerk may select the appropriate address for the letter.
7. Salutation with Defendant’s Surname (currently Dear Mr. or Ms. followed by the surname)

8. Body of the letter containing text for this letter type from the list of standard letter text information maintained by internal staff.

9. Automatically inserted additional text in the body to list the violations with which the defendant is charged along with the relevant crime level and number of counts being charged

10. A closing statement using standard text to indicate that the defendant should appear in court or have a warrant of arrest issued. This statement includes the court address and date and time of appearance. 

11. Option to attach special instructions

12. The text for the letter may be modified by the clerk as needed prior to creation.

The standard text (non-case specific text) for the document is maintained by internal staff.

See Letter of Appearance Document in the Business Items section of this document for a description of the document.

	Vendor Response:

Vendor Description:


	5-1.15
	high
	Legal Clerk
	Create Proof of Prior Letter Document
	The Proof of Prior document is in the form of a letter addressed to the Clerk of the Superior Court for the county where the prior occurred. 
The clerk may select a defendant for whom a Proof of Prior letter may be created. When selected, the system automatically selects the name and address of the relevant courthouse. 
The system then prompts for the following information where the responses are pre-populated with the requested information when that information has already been entered for the case. Whether the response is pre-populated or blank, the clerk has the option of changing the response during the prompt process. The text for the prompts is maintained by internal staff.

1. Prior Docket Number

2. Next Court Date

3. Prior Charges

4. Prior Date of Conviction

The following information is then displayed to facilitate creation of the Proof of Prior Letter, and except where noted, all or any part of it may be changed by the clerk as needed prior to document completion.

1. Defendant Number (Sequence, read only)

2. Defendant Identification Number (read only)
3. Defendant Name (first, middle, and last, read only)

4. Address Type
5. Code

6. Court Identification Number (currently four characters)

7. Municipal or Superior Court Indication

8. Salutation (“Dear Clerk”)

9. Body of the letter with prior charge code and conviction date automatically inserted in the appropriate area
10. Standard text requesting certified copies of the minute orders and other court documents

When all prompts have received a response, the clerk may make changes to the document prior to printing it.
The clerk may create additional Proof of Prior letters if relevant for the same selected defendant without exiting from the Create Proof of Prior Letter Document process.


	Vendor Response:

Vendor Description:


	5-1.16
	high
	Legal Clerk
	Create Notice of Hearing Documents
	The Notice of Hearing document consists of three documents created for a juvenile case. 
The Legal Clerk may select a defendant in a juvenile case for whom to create a Notice of Hearing. The clerk is then prompted for the following information:

1. Name of the addressee
2. Addressee code (currently Father, Mother, Guardian, or Juvenile)

3. Certified address code (currently Father, Mother, Guardian, or Juvenile)

4. Court date
5. Court time

The name of the addressee is typically the adult guardian of the juvenile involved in the case.

The system allows the clerk to modify any of the prompted information in addition to the body of the letter. Also, the clerk has the option of attaching a Special Instructions document.

The body of the letter incorporates standard text which is maintained by internal staff. The date, time, and location of the hearing entered in response to the prompts are automatically included in the appropriate section of the document.
The letter closes with standard text indicating that the minor is entitled to representation and that participation in a counseling program may be required. The contact information of the San Luis Obispo Juvenile Court is included.

See Notice of Hearing Documents in the Business Items section of this document for a description of the documents created.

	Vendor Response:

Vendor Description:


	5-1.17
	high
	Legal Clerk
	Create Proof of Service Document
	The Proof of Service document is a standard document form to be completed by the process server and/or law enforcement representative when official documents are to be delivered.
The clerk may select a defendant and create a Proof of Service document for that defendant. The case information is updated to indicate that a Proof of Service document was created on the current date.

See the Proof of Service Document in the Business Items section of this document for a description of the form.



	Vendor Response:

Vendor Description:


	5-2
	
	Business Items, Events, and Roles

	5-2.1
	high
	Case Summary Information 
	The case summary information contains the following information:
Header Information:

1. DA Case Number 

2. Deputy District Attorney 
3. Court Branch (In existing system, up to a   four-character code)
4. Appearance, Arraignment or Hearing Date (currently as mm/dd/yyyy)
5. Filed As indication (Felony, Misdemeanor, or Informational 

6. Issued As indication (Felony, Misdemeanor, or Informational)
DA Case Defendant List:

1. Charge Level (For example, Complaint, Petition, Information. There are multiple charge levels.)
2. Defendant Name (First, Middle, Last Name) or CONFIDENTIAL
3. Custody Status (Whether in custody)
4. Defendant Number (Sequence assigned to each defendant in a single case)

5. Defendant Identification Number (ID Number or Master Name Index Number used by central justice system)

6. Defendant Date of Birth (currently as mm/dd/yyyy)

Defendant Charge List (by defendant):
1. Count
2. Sequence

3. Prior or Enhancement indication
4. Charge Code (See Charge Code description)
5. Offense Date

6. Charge Description (See Charge Code)
If the case is for a juvenile, the DA Case Information header text changes:

1. from Appearance Date to Hearing Date
 

	Vendor Response:

Vendor Description:


	5-2.2
	high
	Charge Code
	A Charge Code represents the Uniform Crime Charge (UCC) with which a person is deemed in violation.
Typical codes have an alphabetic prefix corresponding to the domain of the violation; for example, PC for Penal Code, VC for Vehicle Code.

The prefix is followed by an alphanumeric string representing the specific charge.

In addition to the alphanumeric charge code, each Charge also has the following attributes:

1. Title

2. Variation

3. Sentence

4. Prior or Enhancement indication

5. Special Allegation information

Where applicable, these attributes are incorporated into the Complaint document created by the Document Processor in the Create Complaint Document process.
The Supervising Legal Clerk may customize portions of the standard text (maintain the UCC information) to meet DA Office requirements, and the customized text is thereafter available for all users of the Document Processor. It would be valuable if the system allowed the importation of standard UCC charge information. This feature would be used only by the role of Supervising Legal Clerk or higher.
The following is an example of Charge text including items in parentheses that are inserted by the Legal Clerk using the Document Processor:

“On or about “ (date) “ in the County of San Luis Obispo, the crime of “ (Title of UCC charge) “, in violation of “ (Charge) “, a “ (crime level, such as Misdemeanor or Felony) “, was committed by “ (Defendant Name) “, who did willfully and unlawfully, being the driver of a vehicle intending to turn to the left, fail to yield to right-of-way.”

	Vendor Response:

Vendor Description:


	5-2.3
	high
	Count 
	A Count consists of the following information:

1. Count Number (Sequence in list of counts)

2. Standard text from the Charge Code.

	Vendor Response:

Vendor Description:


	5-2.4
	high
	Complaint Document
	A Complaint document is a standard document created by the Document Processor. At completion, it may be generated as a physical document that will be distributed to a number of law and justice-related entities.

The Complaint may be viewed and edited in order to facilitate correction of errors or omissions prior to distribution. Each page of the document is numbered sequentially.
The Complaint document contains the following sections:

· Routing Indication with the following options:

· Court Copy

· DA Copy

· Probation Copy

· Defendant Copy

· Restitution

The system allows the routing information to be customized as needed.
In the header, the District Attorney name, title, State Bar Number, address, and telephone number.
At the top, the Court Name and Branch Name, followed by the standard statement: “The People of the State of California, Plaintiff, vs. “ 
This statement is followed by a list of the names of each defendant in the case as follows:
1. Defendant Name

2. Defendant Date of Birth

3. Defendant ID Number

4. Defendant Master Name Identification Number (MNID)
5. Defendant Alias Name(s)
This is followed by case information:

1. DA Case Number

2. Court Case Number

3. Type of Document  (for example,  “Complaint”)

4. Appearance Date

The introduction follows with additional standard text, for example: “The District Attorney of the County of San Luis Obispo, California, hereby accuses the above named defendant(s) of the following criminal offenses: “
In the body of the document, the Count items with Charge Code information are listed sequentially; for example, Count 1 followed by standard charge text (See Charge Code). 
In addition, Prior items are listed when relevant (see Prior Item). The Count, Charge, and Prior information is created by the Document Processor during the Create Complaint Document process.

The Complaint Document closing section incorporates standard text to indicate that the District Attorney investigated the alleged offense and certifies the accuracy of the information in the Complaint. In this section, the DA may also request a Warrant of Arrest and Discovery Request which are standard text statements.

In the signature section, the District Attorney or the Deputy District Attorney may sign the Complaint.  The current DA‘s and Deputy DA’s names are automatically entered for their respective signatures. Below the DA’s signature line, another signature section is introduced with standard text for the Judge of the Superior Court, followed by a line for the judge’s signature and today’s date.

The footer of the Complaint Document indicates the Legal Clerk or user who created the document. Currently, the identity of the user who created the document is a code that uniquely identifies the user.

As an attachment, the Complaint Document includes a Summary Page with the following information for each Count and Prior:
1. Prior Indication (“Prior” for prior, blank for Count)
2. Count Number

3. Charge Code

4. Range (Length of Sentence) This field needs to be able to accommodate the text needed to describe ranges indicated by California legislation AB109.
5. Defendant Name(s)

6. Special Allegation with Charge Code 
7. Effect (change to length of sentence)

This document may be printed.

	Vendor Response:

Vendor Description:


	5-2.5
	high
	Crime Level 
	The system must be capable of indicating the level of crime: Felony or Misdemeanor.

The crime level is associated with a charge code violation. For example, VC14601.2(A)-01 has a crime level of misdemeanor, while PC290.014 has a crime level of felony.
The crime level is automatically incorporated in the Complaint Document.

	Vendor Response:

Vendor Description:


	5-2.6
	high
	Charge Level
	The system must indicate the Charge Level associated with a specific defendant in a DA case. 

The Charge Level is incorporated in the Complaint Document to indicate the type of document being filed with the Court; for example, Complaint, Indictment, or Amended Complaint.

There are multiple charge levels (currently about 50 in two-character alphanumeric codes).

	Vendor Response:

Vendor Description:


	5-2.7
	high
	Warrant Request Document
	The Warrant Request Document is in the format of an office memorandum addressed to the Superior Court. 
The Warrant Request contains the following information:

1. Header with “County of San Luis Obispo Office Memorandum”

2. Addressee (Superior Court)

3. Sender (District Attorney)

4. Today’s Date

5. DA Case Number

6. Subject Line (“Warrant Request for “    defendant name)

7. Law System Identification Number (LSID). The LSID is used in the current system. The new system would provide its own ID number.
8. Defendant Master Name Identification Number (MNID)
9. Text entered by Legal Clerk

This document may be printed.

	Vendor Response:

Vendor Description:


	5-2.8
	high
	Appearance Letter Document
	The Appearance Letter is in the form of a letter addressed to the defendant.
The Appearance Letter contains the following:

1. Standard DA letterhead and footer
2. Today’s date

3. Defendant Name

4. Defendant Address

5. “Reference:” with DA Case Number 

6. Salutation followed by defendant’s name

7. Standard Appearance Letter text with case-specific information (charging agency, list of charges, court location, appearance date and time)
8. Instructions for locating the correct courtroom

9. Signature lines for the District Attorney and Deputy District Attorney with their respective names automatically entered.
10. CC to the San Luis Obispo Superior Court

This document may be printed.

	Vendor Response:

Vendor Description:


	5-2.9
	high
	Proof of Prior Letter Document
	The Proof of Prior document is in the form of a letter addressed to the relevant court for the county in which the prior criminal charges were filed. 
The Proof of Prior Letter contains the following:
1. Standard DA letterhead and footer

2. Today’s date

3. Standard addressee: “Clerk of the Superior Court”

4. Title of courthouse

5. Street, city, and zip code of courthouse

6. Reference: Title of Case (for example, “People vs. “ defendant name and birth date)

7. Court Case Number assigned by the courthouse where the prior conviction occurred 
8. DA Case Number

9. Appearance date (assigned by the DA)

10. Salutation (standard text: “Dear Clerk”)

11. Body of letter with standard text, where responses entered by the clerk during the Create Proof of Prior Letter process are incorporated.
12. Signature lines for the District Attorney and Deputy District Attorney with their respective names automatically entered.
This document may be printed.

	Vendor Response:

Vendor Description:


	5-2.10
	high
	Notice of Hearing Documents
	The Notice of Hearing is in the form of three separate documents: 

1. A Certificate of Service by Mail document

2. A Proof of Service document

3. A Notice of Hearing Petition document
The Certificate of Service by Mail document is a standard document that contains the following:
1. Standard text to indicate that the deputy serving the documents certifies that the documents were mailed to the appropriate addressee.
2. A signature and date line for the deputy

See the Proof of Service Document for a description of the second document included with the Notice of Hearing.
The Notice of Hearing Petition is a document created by the Document Processor and incorporates the information provided by the Legal Clerk during the Create Complaint Document process. The document type created is “Notice of Hearing” for a juvenile case.
These documents may be printed.

	Vendor Response:

Vendor Description:


	5-2.11
	high
	Citation Document
	The Citation Document is a special form of the Complaint Document. It is a petition with the type “Citation and Proof of Service (W&I 661)”, and it incorporates standard text for a juvenile case.
The header is the standard District Attorney header with the name, title, address, and telephone number of the DA’s Office.

The originator of the document is specified as the County of San Luis Obispo Juvenile Court and the document is addressed to the guardian of the juvenile. 

The name of the juvenile, DA case number, and address are automatically entered into the document, along with the following information:
1. Date of Hearing

2. Time of Hearing

3. Location of Hearing

There is a signature and date line for the Court Executive Officer, and the name of the current Court Executive Office is automatically entered below the signature line.
This document may be printed.

	Vendor Response:

Vendor Description:


	5-2.12
	high
	Proof of Service Document
	The Proof of Service document is a standard document for the process server and law enforcement representative to certify the delivery of the Notice of Hearing or other official documents. 

The document includes signature and date lines for the process server and law enforcement representative.

	Vendor Response:

Vendor Description:


	5-2.13
	high
	Standard Letter Text
	Standard narrative text is maintained using the Document Processor.

The narrative text enables the Legal Clerk to prompt for and insert unique text during the Create Letter process.

The text entered in response to the prompt subsequently appears in the completed Letter document.

	Vendor Response:

Vendor Description:


	5-2.14
	high
	Standard Prompt Text
	Standard prompt text is maintained using the Document Processor.

The prompt text enables the Legal Clerk to prompt for and insert unique text during the Create Complaint Document process.

The text entered in response to the prompt automatically appears in the completed Complaint Document.

	Vendor Response:

Vendor Description:


	5-2.15
	high
	Application Role: Legal Clerk
	The Legal Clerk role can perform the following functions:

1. Data entry of all fields required for the Complaint and Letter documents
2. Printing and document saving of all information required for the Complaint and Letter documents

3. Viewing of DA case information

4. Respond to system prompts to create automatically entered document information

	Vendor Response:

Vendor Description:


	5-2.16
	high
	Application Role: Supervising Legal Clerk
	The Supervising Legal Clerk can perform the functions of the Legal Clerk. In addition, the Supervising Legal Clerk may:

1. Add and modify system prompts

2. Add and modify charge code information within the system

3. Open and view a document that has been previously run by another clerk, even if the case has already been filed with Court

4. View the audit (logging ) report.

	Vendor Response:

Vendor Description:


	5-3
	
	Standard Business Items

	5-3.1
	high
	Logging (Auditing)
	The system will log additions, deletions, and changes to specified documents using the following information:

1. System user name

2. Date and Time

3. Data field added or changed

4. Field values before add or change

5. Field values after add or change

	Vendor Response:

Vendor Description:


	5-3.2
	high
	Maintain System Settings
	The supervising legal clerk may maintain the following system-wide configuration information:
1. Charge Code information. This is the Uniform Crime Charge (UCC) and its associated language. The UCC record must allow for municipal charges and allow lower case letters where applicable (for the charge code and section numbers). The system should allow importation of standard UCC data to reduce data entry effort.
2. Prompt text
3. Standard document text

4. DA information for document headers and footers

	Vendor Response:

Vendor Description:


	5-3.3
	high
	Business Continuity
	In the event of a catastrophic system or infrastructure failure, the data must be capable of being persisted to off-site storage for business continuity purposes.

	Vendor Response:

Vendor Description:


	5-4
	
	Integration Requirements

	5-4.1
	high
	Integration Requirement: Microsoft Office
	The documents created by the system must be capable of being viewed, edited, and saved in Microsoft Office.

Note that when Office is used to edit the document, the data in the document may be changed so that it no longer reflects the data in the Document Processor. The user is responsible for updating the data in the system accordingly.

	Vendor Response:

Vendor Description:


	5-5
	
	Data Requirements

	5-5.1
	high
	 Document Data Access
	Each legal clerk must be able to access the same DA case information and document data for a specific case. This allows one clerk to fill in for another or for one to provide a review when needed.

	Vendor Response:

Vendor Description:


	5-5.2
	high
	Document Data Persistence
	The document data must be permanently stored and available on a 24/7 basis.

	Vendor Response:

Vendor Description:


	5-6
	
	Security

	5-6.1
	high
	Authentication
	The DA’s Office uses Active Directory (AD) to manage authentication to software resources.
The system should ensure that only the defined AD group is able to execute the program.

Currently, the system performs authentication using a central Microsoft Access database. The security table in this database is maintained by IT support programming staff.

	Vendor Response:

Vendor Description:


	5-6.2
	high
	Authorization
	The DA’s Office uses Active Directory (AD) to manage authorization to software functionality.

The system should ensure that only the defined AD group is able to perform specialized functionality within the system, such as modification of system prompts and standard document text.

Currently, only the Supervising Legal Clerk and IT support programming staff may perform the following special functions;

1. Alter system prompts

2. Alter standard document text

3. Alter UCC charge code information

	Vendor Response:

Vendor Description:


	5-6.3
	HIGH
	Software Exceptions
	If the system fails, it should not reveal any information about the failure that would constitute a violation of privacy or that exposes the system to hacking or unauthorized access.

	Vendor Response:

Vendor Description:


	5-6.4
	high
	Active Directory Roles or Groups
	The following system roles will be needed:
1. Legal Clerk user group

2. Supervising Legal Clerk user group

3. District Attorney user group

4. IT support programming staff group

	Vendor Response:

Vendor Description:


	5-6.5
	high
	Networking
	The system will be accessible only from within the County’s internal network.

If using the HTTP protocol, the system sign-in function must use SSL to help protect the user’s account and password while signing in.

	Vendor Response:

Vendor Description:


	5-6.6
	high
	Breaches
	Security breaches will be handled in accordance with DA Office policy.

	Vendor Response:

Vendor Description:


	5-6.7
	high
	Security Assessment
	The system will be reviewed for security compliance. Any security issues identified will be brought forth in the change management process for analysis of impact and approval for resolution or mitigation.

	Vendor Response:

Vendor Description:


	5-7
	
	Scaling, Performance and Availability

	5-7.1
	high
	Scaling & Concurrency
	The system needs to be able to scale to 120 simultaneous users. 

The users should receive a warning when they are editing or performing a transaction upon a document for the same DA case number. The first user should be able to complete the transaction before the next user can update the record. The next user will receive a refreshed view of the record when the first user has completed the transaction.

	Vendor Response:

Vendor Description:


	5-7.2
	high
	Performance
	A legal clerk should be able to view a DA case that consists of one defendant with two violations and complete a Complaint Document for that case in less than three minutes.

	Vendor Response:

Vendor Description:


	5-7.3
	high
	Availability
	The system must be available to staff members on a 24/7 basis. Critical up-time is between the hours of 8 a.m. and 5 p.m. on typical workdays (Monday through Friday).

	Vendor Response:

Vendor Description:


	5-7.4
	high
	Robustness
	The system should be capable of recovering gracefully from infrastructure or internal failures. It should display an informational message to the user to reflect the failure without disclosing confidential or security-related information.

	Vendor Response:

Vendor Description:


	5-8
	
	Conformance and Compliance

	5-8.1
	high
	Known compliance requirements
	All documents created must follow the California Rules of Court for document formatting when relevant.

	Vendor Response:

Vendor Description:


	5-9
	
	Reporting

	5-9.1
	high
	Auditing Report
	The system audit (logging) report must be accessible to the role of Supervising Legal Clerk and above.

	Vendor Response:

Vendor Description:


	5-10
	
	Host Server and Desktop Environment

	5-10.1
	high
	Hardware: Servers
	A central server to host shared data is required.

	Vendor Response:

Vendor Description:


	5-10.2
	high
	Software: Host Server Software and Operating Systems 
	A central server to host shared data is required. 
The server must be capable of being enrolled in a Microsoft Active Directory controlled domain.

The server software must be capable of being hosted on Microsoft Windows 2008+ Server .

	Vendor Response:

Vendor Description:


	5-10.3
	high
	Desktop Environment
	The system must be capable of being executed on a Microsoft Windows Vista/Windows 7 desktop operating system (32 and 64 bit).
The documents created by the system must be capable of being viewed and edited by Microsoft Office 2007+.

	Vendor Response:

Vendor Description:



Maintaining Uniform Crime Charge (UCC) Information:

[image: image1.png]= UCC Text Maintenance

VEZ1801(8) Varton: [

FAILURE TOYIELD AT LEFT TURN

PrE Specia
$10000 Allegation:

il willflly and Lniawiully, being the driver of a vehicle intending to turn

to the left, fail o yield to right-of-way

LastDate
LastDate Ly 1, 1983

Spel Check.

e

Fead

Proges: |

Thursday, February 18, 2010





Create Letter Document Process:

[image: image2.png]. Reports/Letters Text Processing

Appeatance Leter

Defendant/Cout Address Irfamatian
Def  IDNumber  Defendant Name

AdbeseTpe [P 00 OOOOOOODS  STLVESTER THE CAT

- Los Osos Valley Rd #-
Los Osos, California 93402

o [ e
oo [ Frd

Dear - [hir. CAT ™ Attach Special Insructions?

lapplication has been made to this ofice to file a criminal complaint against you by the
Marro Bay Police Dept.

|After careful review of the reports presented, this office has decided to charge you with
wiolations of

Section 290.011(F)/290.018(4) of the Penal Cade, 3 misdemeanor

Section 290.014/200.018(8) of the Penal Cade, a felony
Section 211 of the Penal Code, a misdemeanor

auoro | <«Prey Newt>> Ein | e |

[Uloadingdeendnt ac. ez wat





Create Warrant Request Document:

[image: image3.png]. Reports/Letters Text Processing
‘Wartant Reguest Leter
|- Defendant Information

Def  IDNumber  Defendant Name
001 0000D0DOD3  SYLVESTER THE CAT

<<Enter Request Text Here>>>

AutcPro Py New P Newt>> min | e |

Uploading defendent action. Please wait





Create Proof of Prior Letter Document:

[image: image4.png]. Reports/Letters Text Processing
Proof o Prio Lete (Superior ot lorg)

Defendant/Cout Address Irfamatian
Def  IDNumber  Defendant Name
[ OO 0000DOOODT  PERSONJOE TEST

Addtess Type:
— Clerk of the Superior Court ~
Cot Murior [5 \Amador County Superiar Court (Jacksan) —
CoutD: [fg S fm? Courthouse, 108 Court Street
[paio v
Dear  [Clerk o

(Our information is that the above subject was corvicted in your court of charge(s)
[VC14801.1(4) on or about JANUARY 1, 2009

I>

Please send us certified copies of court records including judgment, probation orders and
commitrent to state pison to show the defendant's name, charge, date of conviction, fact
of comviction, sentence and whether the defendant was represented by an attomey or in

propia persona. L

Please alsa include certified copies of minute orders and other documents and records,

aucpro | «hey | Newpior | newss e | e |

=




 
Create Notice of Hearing Letter Process:

[image: image5.png]. Reports/Letters Text Processing

Juverile Ntice of Hearing

Defendant/Cout Address Irfamatian

Address Type:

Code:
Cout D:

Def D Number
001 000000000

e

M

Defendant Name
PERSON JOE TEST

1212
Cambria, California 93428

Dear  [PERSON JOE TEST

™ Attach Special Insructions?

You are hereby notified that

|A Petition or Supplemental Petition has been filed in Juvenile Court on behalf of the minor
alleging that said minor comes within the Juvenile Court Law. A copy of the Petition is
attached hereto, incorporated herein by reference and served herewith

It is ordered that you appear and have the minor with you at the time and place stated
below. A hearing has been set and you are required to appear

auoro |

«<Prey

Hest>> Ein | e |

Flos eter o addss oo






Appearance Letter

[image: image6.png]OFFICE OF THE DISTRICT ATTORNEY
County of San Luis Obispo

T Shea
Dot Atbmey
Darel ik
st Distict terney
Timcevelo
Ot Doputy Dt tamey
JemetC. Gan
Cnef Deputy Dt tamey

February 19, 2010

Sylvester The Cat
PLos Osos Valley Rd
Los Osos, California 93402

RE: DA Case Number 78-06

Dear Mr. Cat:

Application has been made to this office to file a criminal complaint against you by the Morro Bay Police
Dept.

After careful review of the reports presented, this office has decided to charge you with violations of:

Section 290.011(F)(290.018(A) of the Penal Code, a misdemeanor
Section 290.014/290.018(B) of the Penal Code, a felony

Section 211 of the Penal Code, a misdemeanor

Section 459 of the Penal Code, a felony

(a total of 4 counts)

You should appear at 1050 Monterey Street, San Luis Obispo, California 93408 at 10:00 AM on MARCH
1,2010. Failure to appear may result in the court issuing a warrant for your arrest.





[image: image7.png]Wihen you enter the courthouse on your appearance date, please check for your name outside Room 220 and
report fo the courtroom indicated. There will be a criminal calendar with the “You are here” legend posted
on each floor.

Very truly yours,

Gerald T. Shea
District Attorney

By. David L. Johnson
Deputy District Attorney

ce: San Luis Obispo Superior Court

LERIE um  County Courthouss Anmex - 1035 Paim Sirest - 4hFloor - San Luis Ofispo, CA 93408~ Telephone (305) 7515500





Warrant Request Document:
[image: image8.png]To

From
Date.

DA Case:

Subject:

COUNTY OF SAN LUIS OBISPO

OFFICE MEMORANDUM

Superior Court
District Attorney

0211912010

780000006

Warrant Request for Sylvester The Cat

LSID: 0000000003  MNID: DO00000002

Please process a warrant for this defendant.





Proof of Prior Letter Document:

[image: image9.png]OFFICE OF THE DISTRICT ATTORNEY
County of San Luis Obispo

T Shea
Dot Atbmey
Darel ik
st Distict terney
Timcevelo
Ot Doputy Dt tamey
JemetC. Gan
Cnef Deputy Dt tamey

February 19, 2010

Clerk of the Superior Court

Amador County Superior Court (Tackson)
Courthouse, 108 Court Street

Tackson, California 95642

RE: People vs. Person Joe Test Crour mlene: ) 100101288
DOB: 3/1/60 78-02
Dear Clerke 31112010

Our information is that the above subject was convicted in your court of charge(s) VC14601.1(A) on or
about TANUARY 1, 2009

Please send us cerffied copies of court records including judgment, probation orders and commitment to
state prison to show the defendant's name, charge, date of conviction, fact of conviction, sentence and
whether the defendant was represented by an aftormey or in propria persona.





[image: image10.png]Please also include cerffied copies of minute orders and other documents and records, including the
ranscript of plea and transcript of sentence, reflecting waivers of consfimtional rights including right to jury
trial where plea of guilty or nolo contendere entered.

Very truly yours,

Gerald T. Shea
District Attorney

By. David L. Johnson
Deputy District Attorney

LERI® U County Courthouss Anmex - 1035 Paim Sirest - 4hFloor - San Luis Ofispo, CA 93408~ Telephone (305) 7515500





Notice of Hearing Letter:

Accompanied by Certificate of Service by Mail Document:

[image: image11.png]CERTIFICATE OF SERVICE BY MAIL

| hereby certify that | served the foregoing natice by maiing thereto (with a copy of the

Petiion in the matter attached) o each of the following persons on the date and to the
place setforth opposite each narme, to wit

The parents o

Person Joe Test

1212
Cambria, California 93428

Datedt By.

Deputy




Accompanied by Proof of Service:

[image: image12.png]PROOF OF SERVICE

I, the undersigned, state that | am andwas at the time of the service of the notice herein of
eighteen years of age and amnot a party of interest. | further state

I received the natice on: (date)

I served the notice on: (date)

I served a person identiied as:

by delivering to





[image: image13.png]Tris box to be completed by Process Server
(other than Sherif, Marshall, or Constable)

This boxto be completec by Sherit, Marshal,or Constable

Not a registered Califormia Process
Server (CCP 417.40)
Registered

County.

— Number:

1 declare under penalty of perjury that the
following is true and cortect and that this
declaration was executed on

(Date)

(Place)
Califoria

(Typecr privtname, addvess, andtelephans number)

Signature

1 cerify that the foregoing is true and correct
and that this certificate was executed on

(date)
at (place) E——

Calfornia

(Tyne or prictname, e, county, and, when applicable,
Muicpal or Justice Coit Distict)

Signature

“This declaration or Certiicate of Service musthe executed within Califomia (CCP 2015.5).A proof of sewvice

outside Calfarnia musthe made by adavi.





Accompanied by the Notice of Hearing Petition Document:

[image: image14.png]GERALD T.SHEA
DISTRICT ATTORNEY

STATE BAR #62745

COUNTY OF SAN LUIS OBISPO
COUNTY GOVERNMENT CENTER, #450
SAN LUIS OBISPO, CA 93408
TELEPHONE: (805) 781-5800

SUPERIOR COURT OF THE STATE OF CALIFORNIA
FOR THE COUNTY OF SAN LUIS OBISPO
JUVENILE COURT
THE PEOPLE OF THE STATE OF CALIFORNIA, DA CASE NO: 78-02
Petitioner,

vs

COURTNO!

PERSON JOE TEST NOTICE OF HEARING

DOB: 03/01/60 ID #0000000001
aka

TEST N HOFFMAN
TESTING ADD ORGMC NERDY etal
TIFFANY MC TEST

PIG PORKEY




[image: image15.png]Minar.

The Peaple ofthe State of Califarnia to:
Parent / Guardian of
PERSON JOE TEST

1212
CAMBRIA, CALIFORNIA 93428




[image: image16.png]You are hereby natified that

A Petition or Supplemental Petition has been filed in Juvenile Court on behalf of the rrinor
alleging that said minor cames within the Juvenile Court Law. A copy af the Petition is
attached hereto, incorporated herein by reference and served herewith

Itis ordered that you appear and have the minar with you at the time and place stated
below. A hearing has been set and you are required to appear.

Date: MARCH 1, 2010
Time: 11:00 AM
Lacatian: San Luis Obispo County Superior Caurt, Paso Robles Branch
901 Park St
Pasa Robles, California  93446-2541

Said minor, parent or guardian is entiled to have an attormey present at the hearing. If
the parent or guardian is indigent or cannat afford an attomey, and such minar, parent or
guardian desires to be represented by an attomey, such parent or guardian shall promptly
natity the Clerk of the Juvenile Court at the place of hearing nated abave

A parent or guardian may be required to participate ina counseling program with the
minor conceming whorm the Petition has been filed

A parent or guardian may be liable for the payment of restitution if the minor is ordered to
make restitution to victim(s). Restitution is enforceable as a civil judgment against the
minor and the parents

If there are any questions pertaining to the above infarmation, please contactthe San Luis
Obispa Juvenile Caurt at (805) 781-5 164

SUSAN MATHERLY
COURT EXECUTIVE OFFICER

County of San Luis Ohispo

Date By
Deputy Clerk

NOTICE is hereby given 1o the minor and the minor's parents andior guardian and thei estates If their joint and
Several finandial iahifies pLrsuart 1o (ielfare and |ndifutions Code Sections 303, 903.1, and 803.2

NOTICE: & parert o guarcian may be lable forthe paymert of restiuton ifthe minor isorderedto make rettution
pursuant toWeltare aninstuions Code sections 729 501 7311





Citation Document:

[image: image17.png]GERALD T.SHEA

DISTRICT ATTORNEY

STATE BAR #62745

COUNTY OF SAN LUIS OBISPO
COUNTY GOVERNMENT CENTER, #450
SAN LUIS OBISPO, CA 93408
TELEPHONE: (805) 781-5800

SUPERIOR COURT OF THE STATE OF CALIFORNIA
FOR THE COUNTY OF SAN LUIS OBISPO
JUVENILE COURT

THE PEOPLE OF THE STATE OF CALIFORNIA, DA CASE NO: 78-02
Petitioner,
vs COURTNO.
PERSON JOE TEST CITATION AND PROOF

OF SERVICE (W&l 661)

Minor.





[image: image18.png]The Peaple ofthe State of Califarnia to:

Parent / Guardian of

PERSON JOE TEST
1212
CAMBRIA, CALIFORNIA 93428

Pursuant tothe Juvenile Court Law, you are hereby notified that a verifisd Petition has been
filed in this court concerning the minar and you are hereby cited and directed to appear in
the Juvenile Court and bring the minorwith yau

A Peition or Supplemental Petition has been fled in Juvenile Court on behal of the rminor
alleging that said minor cames within the Juvenile Court Law. A copy afthe Petition is
attached hereto, incorporated herein by reference and served herewith

Itis ordered that you appear and have the minar with you at the time and place stated
below. A hearing has been set and you are required to appear.

Date: MARCH 1, 2010
Time: 11:00 AM
Lacatian: San Luis Obispo County Superior Caurt, Paso Robles Branch
901 Park St
Pasa Robles, California  93446-2541





[image: image19.png]A parent or guardian may be required to participate ina counseling program with the minor
cancerning wharn the Petition has been filed

A parent o guardian may be liable for the payment of restitution if the minor is ordered to
make restitution to victim(s). Restitution is enforceable as a civil judgment against the minor
and the parents

SUSAN MATHERLY
COURT EXECUTIVE OFFICER

County of San Luis Ohispo

Dated By.
Deputy Clerk

FAILURE to comply withthis order may resultin the issuance ofawarrantfor your arrest

NOTICE is hereby given to the minor and the minor's parents andior guardian and their estates if heirjoint and
several financial iabilitiss pursuantio Welfare and institutions Code sections 903, 903.1, and 903.2.

NOTICE: A parent of guardian may be liable forthe payment of restitution fthe minoris ordsred o rmake
resiitution pursuantto Welfars and institutions Code sections 7266 or 731.1





