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M E M O R A N D U M

Date:      August 28, 2009

To:          RFP Candidates

From:     Michael J. Brown

Subject:  RFP 601670: Sample forms and related info  


Per the pre-proposal conference, the attached MS-Word templates are samples of the many different forms used by Clark County District Attorney Family Support (DAFS) that require conversion / replacement by the selected vendor.  
NOTE: The following information describes the CURRENT forms generation environment and processes; it is not suggested or implied that the new forms generation system must or should continue to utilize the current environment and processes.  

Currently MS-Word 2003 and MS-Word 2007 are used within the office.  Regardless which version is used, the information below is consistent:
· All DAFS forms are MS-Word templates.
· The merge capabilities of MS-Word are utilized to populate the template and produce a document.
· Some forms require manual input in addition to the merged data.

· Pleading (legal) documents do not require a letterhead. (Attached: RND425 & DJO42E)
· Most templates require the addition of a letterhead.  (i.e. the attached:  PETLTR, CSTSTA & PATADI)

· Currently templates are not created with a letterhead.  The form template is merged into the letterhead template prior to the field merge process.   A letterhead template is attached.
· Many of the forms contain logic associated with the merge code (MS-Word: Alt-F9).
· The most complex form is FINDNG (attached) which contains logic associated with the merge code plus macros (imbedded VBA code).
· Process Explanation:  When a worker identifies the need to generate a document, a request is made through the case management system called NOMADS.  NOMADS runs through a set of programs and builds an extract file with specific case data (6300 bytes) and transfers the file to DAFS.  The fields (columns) in the extract file are described in the attached ZZTEST.  All the data needed to complete the requested form may not be included in the extract file; and obviously, more data is supplied than will be used.
NOTE: It is intended that the new forms generation system will remove the need for an extract file described in the Process Explanation above.  As stated in 5.4.2 of the RFP, it is expected that only the data required to populate the form will be extracted from the NOMADS databases.  This will correct the current short-comings of the extract file.
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