STATE OF NEW YORK
JUDICIARY
—REQUEST FOR BID—

(This is not an order)
BID MUST BE MADE ON THIS SHEET
OR AS OTHERWISE SPECIFIED

Bid Number:
OCA/DAS-190

Commodity Group:

Opening Date: August 30, | Commodity Name:

2011 PRINTING & MAILING OF
ATTORNEY
REGISTRATION FORMS
Time: 3:00 P.M.

NYS OFFICE OF COURT ADMINISTRATION
25 BEAVER STREET

ROOM 840

NEW YORK, NY 10004

(Agency Name and Address)

Direct Inquiries to: Marie-Claude Ceppi
Telephone No.: 212-428-2727

Price to include delivery to (describe exact location and method
of delivery)

PER RFB SPECIFICATIONS

OFFICE OF GENERAL SERVICES “GENERAL SPECIFICATIONS” (DECEMBER 1998) ARE FULLY INCORPORATED HEREIN.

Agency'’s Specification of item(s) Required
(include quantities)

UCS ATTACHMENTS [, Il AND IV ATTACHED &
INCORPORATED HEREIN.

Bidder’'s Quotation and Specific Description
of ltem Offered

ALL BID RESPONSES MUST BE ENTERED ON THE
ENCLOSED BID RESPONSE FORM UNLESS SPECIFIED
OTHERWISE HEREIN.

NOTICE TO BIDDERS

Pursuant to the Rules and Regulations of the Chief Administrator for
the Courts, sealed bids for furnishing the item(s) in this Request for
Bid will be received at the above address. When submitting a bid,
you must:

1. Complete this form in its entirety using ink or typewriter and return
with all other documents.

2. Explain any deviations or qualifications if your bid deviates from
the specifications. If necessary, attach a separate sheet setting forth
such explanations.

3. Sign the bid. The bid must be completed in the name of the
bidder (corporate or other) and must be fully and properly executed
by an authorized person.

4. INDICATE THE BID NUMBER, THE BID OPENING DATE AND
TIME ON THE ENVELOPE CONTAINING THE SEALED BID.

5. Mail the bid to the above agency address in sufficient time for it to
be received before the specified bid opening. LATE BIDS WILL BE
REJECTED.

BIDDER HEREBY CERTIFIES THAT THE ABOVE QUOTED (OR OTHERWISE NOTED) PRICES ARE APPLICABLE TO ALL CUSTOMERS

FOR COMPARABLE QUANTITIES, QUALITY, STYLES OR SERVICES.

BIDS MUST BE SIGNED

Bidder’'s Firm Name:

Employer’'s Federal Identification Number

Address

Street City State Zip
Bidder’s Signature Official Title

Printed or Typed Copy of Signature Area Code/

Telephone Number
E-mail address:

rfb1.frm 7/99
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DOCUMENTS ENCLOSURE CHECKLIST

Bid Response Form must be included in bidgeoposal. Failure to do so will
immediately disqualify bidder’s response.

The following documents must be fully executed amaduded in bidder’s proposal. Failure to do
so_may disqualifjoidder’s response:

UCS Request for Bid Form with original signatur
Attachment | - 0 Non-Collusive Bidding Certificate, p.3

O Corporate Acknowledgment, p.4

O Bidder’s Certification of Work (Printing), p.5

O Bidder’s Certification of Recycled Product(s), p.6

O Manufacturer’s Affidavit of Recycled Content, p,7
Attachment Il - Not Applicable
Attachment Il - Vendor Responsibility Questiaire

O paper questionnaire

or 0O questionnaire file online via OSC VendRep System

Attachment IV - Procurement Lobbying forms

O Disclosure of Prior Non-Responsibility DetermimailUCS

420)

OAffirmation of Understanding and Agreement (UCS $21

OTermination Clause (UCS 423)
Copies of bidder’s certificate(s) of insuranc®ther adequate proof evidencing the
insurance coverages required by the bid spedificst
Please note: For proof of workers’ compensation andisability benefits insurance
coverage, ONLY the following forms will be acceptedworkers Compensation
Board Form # C-105.2 (workers’ compensation covera and Form # DB-120.1
(disability benefits insurance coverage), or Form €-200 (Certificate of Attestation
of Exemption.) An ACORD Certificate of Insurance is NOT acceptgtneof of NYS
workers’ compensation or disability benefits inswo@a coverage.
List of at least three (3) references (nanastacts, addresses, phone numbers, emails)
Original bid response + five (5) complete cepie
______ Signed Documents Enclosure Checklist
To be complete, a bidder’s bid response must incl@dALL the above documents.
All documents requiring an original signature mustbear the BLUE INK signature of the
same authorized individual. Signatory notarizatim must be that of the person whose
signature is affixed to all required documents.
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*GENERAL SPECIFICATIONS  ***
l. The RFB/RFP Process
Note to Bidders

1. Attachment | - Standard Request for Bid Clause& Forms and Attachment IV- Procurement Lobbying
Law required forms

In addition to such other specifications and cidtas are presented herein, the NYS Unified Coystesn
Attachment | - Standard Request for Bid Clauses&nts, and Attachment IV - Disclosure of Prior Non-
Responsibility Determination (UCS 420) as well dfrfvation of Understanding and Agreement (UCS 42144l
Termination Clause (UCS 423) pursuant to the Peyoent Lobbying Act, which must be downloaded onteal
from the UCS Contract & Procurement website undeidenda” for the appropriate solicitation, arearporated
and made a part of this solicitation.

2. Attachment lll - Vendor Responsibility Questiacnnaire

The NYS Unified Court System (UCS) is required ém@uct a review of a prospective contractor to gev
reasonable assurances that the vendor is resp@ndibe Vendor Responsibility Questionnaire, a iregu
component of all UCS solicitations, is designegravide information to assist UCS in assessingralogs
responsibility prior to entering into a contractiwihe vendor. Vendor responsibility is determibgd review of
each prospective contractor’s legal authority tdodsiness in New York State, business integrihgricial and
organizational resources, and performance histogyuding references).

The UCS recommends that vendors file the requireniddr Responsibility Questionnaire online via theawN

York State VendRep System. To enroll in and uséNiw York State VendRep System, see the VendRejei8ys
Instructions available dtttp://www.osc.state.ny.us/vendrep/vendor_index.loingo directly to the VendRep
System online dtttps://portal.osc.state.ny.u¥endors must provide their New York State Venda@niification
Number when enrolling. To request assignment\ééador ID or for VendRep System assistance, corltect
Office of the State Comptroller’s Help Desk at 8583-4672 or 518-408-4672 or by email at
ciohelpdesk@osc.state.ny.ugiowever, vendors may chose to complete and subpaper questionnaire.
Vendors opting to complete and submit a paper oquesire can obtain the appropriate questionnaim the
VendRep websiterww.osc.state.ny.us/vendrep may contact the UCS or the Office of the Staten@troller’s
Help Desk for a copy of the paper form.

Bidders who file the Vendor Responsibility Questiaite online via the OSC VendRep System are regdést
checkmark the appropriate box on the Document BoctoChecklist. Bidders’ authorized signaturéhef
RRB/RFP form will serve as confirmation that bideleave knowingly filed their questionnaire onlihéhie paper
guestionnaire is not included with the bidder'smaigsion.
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Online RFB/RFP Package : Disclaimer

Bidders accessing any Unified Court System/Offit€aurt Administration (hereafter “UCS/OCA”) soliations
and related documents from the New York State U€Bsite www.nycourts.gov/admin/bidsnder “Current
Solicitations” shall remain solely and wholly resigble for reviewing the respective solicitatiorb&
documents on the internet regularly, up to the doleal date and time of the bid/proposal due datensure their
knowledge of any amendments, addenda, modificatommgher information affecting the solicitation lwd
documents in question.

Bid Response/Proposal: Original and Copies

Bidders shall submit all the following requiredginal RFB/RFP documents:Bid/Proposal; Executed RFB/RFP
Form; Attachment | - pages 3 and 4 of 10; Attachiniér Vendor Responsibility Questionnaire (seeggraph 2
of the General Specifications); Attachment IV s@osure of Prior Non-Responsibility DeterminatidSS 420,
Affirmation of Understanding and Agreement UCS 431well as Termination Clause UCS 423; and anyrothe
required documentation, brochures, etc. listecherltocument Enclosure Checklist.

Failure to provide all original documents or thiduie to provide the requested number of copies mauylt in
disqualification of a bidder’s response.

Binding Nature of Bid/Proposal on Bidders

All bids/proposals shall remain binding on biddensil such time as the Office of Court Administoati(hereafter
OCA) provides written notification of its intent gaward the contract to a specific bidder or uhi@ bidder
withdraws its bid/proposal in writing, whicheveroogs first.

Packaging, Identifying and Delivering of Bids/Propsals

Bidders maynot submit their bid/proposal responses online.
Bids/Proposals must lidearly addressed and submittedo:

Marie-Claude Ceppi
Management Analyst
NYS Office of Court Administration
25 Beaver Street, R-840
New York, NY 10004
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All envelopes/cartons must also be labeled withfélewing information on two sides:

“Deliver immmediately to Marie-Claude Ceppi R-840"
“Sealed bid - Do not open”
"OCA/DAS-190 due August 30, 2011 at 3:00 p.m.".

Failure to seal and mark the bid/proposal as pitestmmay result in non-delivery and/or rejectiorthod
bid/proposal. Please note that bids/proposals bristceived by the above-named OCA-designatedpéns
August 30, 2011 at 3:00 pnat the latest or bids will be declared a “lat€’laidd they will be disqualified. Itis
recommended that bidders allow several extra dayshipping in order to meet the deadline.

No-Bids

Bidders are requested to send a no-bid letter t8,@@n: Marie-Claude Ceppi, at the above addrsehsuld they
decide not to answer this solicitation. The enpelshall be clearly marked the lower left corner as follows:
OCA/DAS-190.

Estimated Quantities

Any requirements specified in this solicitation stitutes estimates only, and accordingly no commithor
guarantee to reach any specified volume of busisesside or implied.

Compliance with Laws

Awarded contractor(s) must be compliant with ajplegable federal, state and local laws, rules aulilations
prior to and during the provision of all serviceslar the contract resulting from this RFB/RFP. Adeal
contractor(s) must provide proof of workers compeios and disability benefits insurance coveraggeumNYS
law with its proposal or, if it is exempt from sucbverage, proof of exemption (See “Insurance Reqents.”).

Independent Contractor Status

It is expressly understood and agreed that thedeglacontractor’s status shall be that of an inddeenhprovider
of services and that no officer, employee, serearsubcontractor of the contractor is an employeab@UCS,
OCA or State of New York. The awarded contractalisbe solely responsible for the work, assigninen
compensation, benefits and personal conduct andastds of all such persons assigned to the provisio
services. Nothing herein shall be construed taosepany liability or duty on the UCS, OCA or StatéNew
York to persons, firms, consultants or corporatiemployed or engaged by the awarded contractoeredtinectly
or indirectly in any capacity whatsoever, nor stia UCS, OCA or State of New York be liable foy acts,
omissions, liabilities, obligations or taxes of arature including, but not limited to, unemploymant Workers’
Compensation insurance of the awarded contractanpof its employees or subcontractors.



OCA/DAS-190 BID OPENING: AUGUST 30, 2011
PRINTING & MAILING OF ATTORNEY 3:00 PM
REGISTRATION FORMS

Rejected and Unacceptable Bids/Proposals

The OCA reserves the right to reject any and appsals or bids submitted in response to this isation. In
addition, OCA may reject any bids/proposals from biders who are in arrears to the State of NewkYipon
any debt or contract; or who have previously deélibn any contractual obligations, (as suretytbemvise), or
on any obligation to the State of New York; or wkeve been declared not responsible or disqualiijeany
agency of the State of New York, who have any pedogy pending against them relating to the respdrtgior
gualification of the bidders to receive public aacts or who are found to be non-responsible basathy of the
criteria specified in the section headed ‘Respdadsidder’.

References

Each bidder must provide at least three (3) refsemcluding the company/agency name, completeeadd
contact name, title, telephone number and emaiesdd for whom the bidder has provided similar ises/at any
time during the past five (5) years.

Responsible Bidder

A bidder shall be defined as “responsible” in ademrce with, but not limited to, references, pastgumance
history, financial stability, compliance with, attte resources to meet the requirements of this REBneral and
detailed specifications, the criteria set fortlparagraph 2 of the General Specifications (Attaahinill-Vendor
Responsibility Questionnaire) and the criteriafegh in the paragraph headed “Rejected and Unaabkp
Bids/Proposals” as well as any other criteria neagsand reasonable to establish the bidder’s resipitity.

Insurance Requirements

Bidders shall be required to provide proof of tbkofwing insurance coverage, and awarded contrattall be
expected to maintain such coverages at all timesglthe term of the contract, at its own cost argdense:

Workers’ compensation and disability benefit insuwe coverage as required under NYS law (see Wdrkers
Compensation Board website at www.wcb.state.npusoverage requirements), or, if it is exempnirsuch
coverage, proof of exemption

Please note that ONLY the following forms will be acepted: Workers Compensation Board Form # C-
105.2 (workers’ compensation coverage) and Form #83120.1 (disability benefits insurance coverage)so
Form CE-200 (Certificate of Attestation of Exemption.) An ACORD Certificate of Insurance is NOT
acceptable proof of NYS workers’ compensation sadility benefits insurance coverage.
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Commercial General Liability Insurance (bodily injuand property damage on an occurrence basisi,amunal
and products/completed operations liability coveramnd auto liability with minimum limits as foll@wy

: Bodily Injury and Property i $1 million, per occurrence,

: Damage i $2million, aggregate
: Personal Injury and | $1 million aggregate
i Advertising: 5

: Products/ Completed . $2 million aggregate
: Operations 5

| Auto Liability, . $1 million

: Combined single limits
All insurance coverages shall be obtained from cencral insurance carriers admitted to do busineske State
of New York and shall name UCS as an additionalried or loss payee as appropriate, and shall pedeidat
least thirty (30) days advance written notice toSJ& cancellation or non-renewal.

Confidentiality

Bidder acknowledges that any and all informati@tords, files, documents or reports contained ynnaedia
format provided to the bidder by the court, or Wwhinay be otherwise encountered by bidder shalbbsidered
extremely confidential and shall be handled acewigtiat all times. Neither the bidder nor anytefemployees,
servants, contractors, agents or volunteers shaftyatime be permitted to utilize such confidentigormation
for any purpose outside the scope of any resu#tgrgement without the express prior written autation of the
OCA. Any breach of this confidentiality by the awad contractor or by any of its employees, sesjant
subcontractors, agents, or volunteers may restitenmmediate termination of any resulting agreanby the
OCA and may subject the bidder to further penalties

Awarded contractor shall use, and require its eygee and authorized agents to use, at least thieedefjcare a
reasonably prudent person would use to protecpaenent improper access to the recokdser Agency shall
store and maintain the records in a manner phygiaatl electronically secure from access by unautbd
personsUser Agency may not copy, backup or otherwise &ecthe records for any purpose other than the
permitted use herein, or maintain any such reciordsmobile or portable device.

Subcontracting

The awarded contractor(s) shall not subcontractpantjon of their work without the knowledge andopmvritten
approval of the OCA.



OCA/DAS-190 BID OPENING: AUGUST 30, 2011
PRINTING & MAILING OF ATTORNEY 3:00 PM
REGISTRATION FORMS

Mandatory Pre-bid Conference

A pre-bid conference will be conducted1ldt00 AM sharp onThursday, August 11, 2011, at the Office of
Court Administration, 25 Beaver Street, Room 1106New York, NY 10004. Bidders will be required to sign-
in. Failure to attend will disqualify bidders’ pnses.

Questions

Any and all questions bidder may have in connectah this solicitation are to be directegt email onlyto the
attention of Marie-Claude Ceppi at mceppi@coudseshy.us

Please indicate in “Subject” field: OCA/DAS-190 @tien(s)

The deadline to submit questionsdisgust 5, 2011 at 5:00 pm.No questions will be entertained after this
deadline, until the pre-bid conferencé written Questions & Answers (Q&A) listing ahé questions received
and their answers will be posted on the UCS welasitevw.nycourts.gov/admin/bidsnder RFB# OCA/DAS-
190, sent to the bidders list, and it will be disited at the pre-bid conference. A revised Q&®exing the
guestions and answers from the pre-bid confererit®avemailed only to the bidders who attended the
mandatory pre-bid conference promptly after thelpdeconference.

IMPORTANT: All questions regarding this solicitationust be directed solely to the attention of theve-
designated person. Contact by any prospectivéebjar any representative thereof, with any ogeesonnel of
the UCS/OCA including the Attorney Registration tini connection with this RFB/RFP may violate the
Procurement Lobbying Act of 2005 (see Attachmen)t Wll jeopardize the respective bidder's standamgl may
cause rejection of its proposal.

Bidder’s Proprietary Information

Information construed as proprietary by a subngttidder must be marked as such and will be sadedaby
OCA. If possible, such information should be sulbedli in a separate folder attached to the progoda¢ valid;
however, all information must be available for wi Viewing of information designated as propmgtaill not
be construed to violate the constraints of propreinformation.

Financial Stability
Upon request by OCA, bidder shall provide its aedlifinancial statements prepared in accordance @AAP-

Generally Accepted Accounting Principles for thetgaree (3) consecutive years and a copy of ststhaee (3)
annual reports.
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Termination

Early termination of the contract fo cause may Itaayamong other consequences, including butinoted to
all remedies available to UCS and New York Stdte,awarded contractor both being declared non-r=spie
by the UCS/OCA, pursuant to the UCS and Officehef $tate Comptroller’s guidelines on vendor resjiility
and in the contractor’s removal from the UCS/OCidders list for future solicitations.

In addition to any other rights or remedies it rhaye, UCS may terminate an agreement with awardettactor
upon written notice to contractor: (i) in the evémt any representation made by the contractooimmection
with this RFB shall prove to be false or misleadimgny material respect, (ii) upon a determinatiwat
Contractor is non-responsible or (iii)Contractor defaults in the observance or perfomoe of any of the terms
and conditions of such agreement, and such defantit remedied within thirty (30) days after sundtice has
been delivered to contractor specifying the ocewree omission, or failure giving rise to such défau

Implied Requirements

Products and services that are not specifically@sted in this solicitation, but which are necestaprovide the
functional capabilities proposed by the bidderldbaincluded in the offer except as specifiedeier

Silence of the Specifications
The apparent silence of the specifications conthagepart of this package as to any detail orécatpparent
omission of a detailed description concerning aminf shall be regarded as meaning that only tis¢ be

commercial practices are to prevail. All interpteins of these specifications shall be made ot#ses of this
statement.

RFB# OCA/DAS-190

Purpose and Scope

The New York State Unified Court System (heredft#€S”) Office of Court Administration (hereafter ‘@A”)
is soliciting sealed bids to establish a singlénested quantity term contract for the printing andiling of
attorney registration forms.

Term of Award

A single, estimated quantity term contract willdvearded for an initial term of three (3) years etifee on or

around March 1, 2012. The UCS reserves the rigtgriew the contract for two (2) additional oney@ar
periods upon the same terms and conditions excefppuicing, which for a renewal period, shall betermined
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in accordance with the paragraph below entitledcé&increases.” The contract and its renewal(a) &ie
subject to the approvals of the NYS Attorney Gehamna the NYS Office of the Comptroller.

Method of Award

Award shall be made to the lowest dollar cost, oespble bidder. Lowest dollar cost is defined asltineest
grand total cost for the initial three-year ternttug contract. Please see the Bid Response Form

Price

All unit prices submitted by bidders shall be netld. destination and shall include all serviceatanals, labor,
supplies, including plates and negatives, describbéoese bid specifications. Postal c@sts not to be included
in bidder’s pricing. UCS will reimburse awarded denfor postal costs.

Important:  All unit pricing shall remain unchanged during thitial three-year term of the contract

Price Increases

Unit pricing shall be subject to adjustment ashef tommencement date of each renewal term by aorgrequal
to the percentage change in the Consumer Price fodall Urban Consumers - New York-Northern NJago
Island (Index 1982-1984 = 100) (“CPI”) over the GBlof the commencement date of the immediatelyepliag
contract year, subject to a maximum increase ef fiercent (5%) per renewal term. Once establisir@tpricing
shall remain fixed during any renewal or extengam.

Billing

Contractor shall submit true and accurate invoaea monthly basis to OCA Attorney RegistrationtnAGam
Younger, Deputy Director of Administrative Servic@8 Beaver Street, R-840, New York, NY 10004, s
other person or address as UCS/OCA shall desigmataces must separately identify the month’s jicichn
guantity and postage amounts. Postage amountsb@gsipported with sufficient documentation issinethe
US Postal Service - PS3600-R or equivalent. Paysteadt be made monthly in arrears and shall be maithen
thirty (30) days of submission by awarded contraahd approval by UCS of invoices satisfactory @S and
OSC.

Site Visits
For purposes of bid evaluation, bidder’s facistghall be available for inspection by OCA durimgmal

business hours. Subsequent to award, contractmilgies shall likewise be made available for pdrc
inspection. In all instances, notification will bemmunicated by appropriate OCA personnel.
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***  DETAILED AND TECHNICAL SPECIFICATIONS ***
Background

The New York State Unified Court System’s (heraaft¢CS”) Office of Court Administration (hereafter
“OCA") sends a biennial registration notice to eatlhe approximately 250,000 duly admitted New kY or
attorneys. The notices are mailed to the attornays biennial schedule corresponding to the iddi@i’'s date of
birth. This is an ongoing mailing and is done awléng basis each month.

All attorneys are provided withRegistration Notice which is mailed to their home address on fildtofkeys

who fail to respond to this first notice are maie8econd Noticeto the business address on file, at a later date.
Attorneys who do not respond to the first two (8)ices are mailed Binal Notice, to the home address on file.
Attorneys who fail to respond to any of the fitstee (3) notices are eventually sefedinquency Notice
Periodically during the yeafpecial Noticesnay be mailed to particular attorneys who mayhaste received on
of the other categories of notic&eplacement Noticesvill also be required to be mailed on a weekly basi
outside of scheduled monthly printing runs.

Estimated volume of each type of notice duringithigal three (3) year term of the award is praddn the
specifications. The names and other relevanttdaa printed on the Notice to each attorney fehezategory of
form will be provided to the vendor monthly by D@ electronic format. A sample data format is eom¢d in
the Data Files portion of this bid.

The contractor will be required to print, prepaseper the specifications and mail the forms eaghtimon

behalf of the UCSvithin ten (10) business days after receiving theada file. The form is proposed to be an 8-
page document with variable text on three (3) ar {d) pages and fixed text on all pages. The fiexd may be
required to be revised at any time due to rulesatggdor changes. The most up-to-date fixed-texdaemust be
used for each month’s forms; all prior versions ninesdestroyed.

After the attorney notice is printed, the documerb be folded three times and inserted into adewn envelope
together with a pre-printed reply envelope andiasgrt provided by OCA. Awarded contractor mudirsit the
completed packages for mailing to the US Postali&er There shall be no additional charge for s@ssice. The
UCS will reimburse the vendor for all postal costach are not to be included in bidder’s costs (f&@graph
“Pricing.”)

10
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SPECIFICATIONS
Item

NYS UNIFIED COURT SYSTEM (UCS) MONTHLY ATTORNEY REG ISTRATION NOTICES
Estimated Quantities
The following are the number of estimated noticedlie initial three year term of the award.

Initial three-year term of the contract

Year 1 Year 2 Year 3 Total 3 years

+ approx.5%

Notices over 2012

Registration Notices 132,000 90,000 138,600 360,600

Second Notices 20,100 15,000 21,105 56,205

Final Notices 10,100 7,800 10,605 28,505

Delinquency Notices 12,000 7,800 12,600 32,400

Special Notices 600 400 630 Q0,63

Replacement

Notices (@ 100/week) 5,200 5,000 5,460 640,

Annual Total 180,000 126,000 189,000 495,000

Notices mailed monthly 15,000 10,500 15,750

Notices mailed annually 180,000 126,000 189,000 4980

Envelopes

Window envelope
with printed return
address 180,000 126,000 189,000 495,000
Pre-printed reply
envelope 180,000 126,000 189,000 495,000

InsertsNo printing (at araverage of 1 inserper mailed notice):
180,000 126,000 189,000 495,000

11
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Size

Registration Notice -§eeExhibit A) Two 11" x 17" sheets folded to 8 2" x"1dnd then refolded to 3 2" x 8 %2 "
for insertion into a Window Envelope (Standard #t@lternate size recommended by vendor). Inmeetswill
be perforated as detailed below.

Construction

Registration Notice - once the computer generatixmation is printed the notices will be collafgested) and
then both sheets are to be folded and then trgbdiedl for insertion into the window envelope, wittie attorney’s
full name and complete address (including USPSbde as appropriate) showing through window to ensu
lowest possible mailing cost per piece.

Mailing Envelope - Standard #10 (or alternate sesmmmended by vendor) as required to fit the tedien
notice and a reply envelop8de Exhibit A). Window size and location must be adequate ¢avghe attorney’s
complete name and address information including®&B& code contained on each notice. Window patche
must be securely fastened to prevent snaggingsefted materials. Envelope and window must contoratl
current USPS standards and be able to be reachaed by the USPS automated equipment, to enswesto
possible mailing cost per piece. The OCA returtrasis shall be printed in the upper left corner.

Pre-printed Reply Envelope - a return address epeels to be enclosed with each notiSedExhibit A). This
envelope must comply with all current USPS stanslardl the size must be sufficient to fit insidehaf mailing
envelope without folding and be able to fit theuratof two 8 %2” x 11" triple folded sheets. The ®&ddress
shall be printed in the deliver-to area. PleageEséhibit A - Sample Envelopes.

Orders, Proof(s), Communications

Orders Any and all orders will be by issuance of a pusgharder directly to the awarded contractor ;
provided, the terms and conditions of the awardedract shall be controlling over aagiditional
or conflicting terms and conditions contained ipuachase order supplied by awarded contractor

Proofs Contractor shall be required to produce and delw@o charge a first proof of all forms withimte
(10) business days of receipt of purchase ord@€CA shall have the right to make such
corrections as it deems necessary. Contractor tieadlproduce a second proof of all forms for
final approval by OCA within seven (7) businessdafreceipt of a corrected first proof . OCA
will pay a reasonable editing fee for correctioradeto a previously approved proof; provided,
corrections due to contractor error are to be watloharge.Bidder must indicate editing charges,
if any, for corrections/fixed text modificationshere provided on the Bid Response Form; such
corrections/fixed text modifications have represdrdn average of sixty (60) hours of work over
the last three years.

12
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All proofs shall be submitted to the attention ahtYounger at the address set forth above in
“Billing”or such other person or address as UCS/Cshall designate.

Communications: Any and all order changes, proof corrections, tdeanges, clarifications or other
communications between OCA and the awarded coontraohcerning the production of
noticesmust be addressed in writing(or via electronic transmission, upon agreement of
UCS/OCA) to Sam Younger, Deputy Director of Admirasive Services or such other
person or address as UCS/OCA shall designate. Yesddl likewise designate a person
and address for receipt of such communications fod@@\. Under no circumstances shall
vendor act on verbal communicatiorSontractor will assume all risks if acting
otherwise

Test Runs

For purposes of verifying data interface and otparational necessities, one or more test runseofdrms may
be conducted by OCA/DOT. The awarded vendor magperate with OCA/DOT in the conduct of such testi
Such cooperation shall include the awarded vengwosiding a reasonable quantity of finished forfisere
shall be no cost to OCA/DOT for such testing orghavision of forms.

Contractor’s/Manufacturer’'s Logo

No trade mark (other than a union designation),edago other identifying information of the cordtar or
manufacturer of the forms specified herein may appe any visible part of the forms.

Inserts

OCA may deliver additional pre-printed enclosu@be inserted into some mailings. Vendors mustiokela
price per thousand to cover the cost to insereitnated one additional insert page per mailiddditional
postal costs, if any, resulting from these inseitsbe included in the postal cost reimbursements.

Sample notice & envelopes

Upon request OCA will provide actual samples ofrigistration notice and envelopes specified is RFB. See
also Exhibit A - Sample Envelopes.

Copy

Camera ready files in electronic format (Quark >d3jewill be provided for the fixed text portiontbie
registration notice NOTE: Upon written request, file will be provided tongor for review in PDF or EPS
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OCA/DAS-190 BID OPENING: AUGUST 30, 2011
PRINTING & MAILING OF ATTORNEY 3:00 PM
REGISTRATION FORMS

format. Bidders must furnish a per hour editingtdor making additional changes or correctionth&fixed
text portion of the notice not required as a restittontractor error.

Stock

Reqistration noticemust be printed on the following stock: Shell/i@dper: 60# Cascade Roll and Opaque
Recycled Text - 50% Post Consumer
EnvelopeStock shall be:
#10 Envelope: Sub 24# #10 Over-size Window envelope
4-1/8" x 9-1/2" - White wove -Regular Gum - Poly Milbw
Window: 1-1/2" x 4-1/2"
Left 7/8", Bottom 42"
#9 Envelope: Sub 24# #9 CRE
3-7/8" x 8-7/8" - White Wove - Regular Gum - Clodeakte

Press work

Registration notice - Print 2 colors - 2 sides (podsible screens of color)
Envelopes - Print 1 color - 1 side

Ink - PMS color to be specified for pre-printed fpams of both the registration notices and envedo@lack print
for the variable information.

Perforation

Registration notice - one vertical perforation ba fold of the inner 11" x 17" sheet (See Sampleg 8%2"
horizontal perforation from the right outside eddé¢he fold to allow removal of pages 3 & 4 to leturned as a
response device.

Bar Coding

POSTNET bar codes USPS compliant bar codes must be derived by ¢hear from the address data that will
be supplied by the OCA/DOT. Notices will have dety addresses in all 50 states, the District du@bia, as
well as foreign countries. The vendor must pfiiat bar codes in one of two places: 1) the addies& on the
notice form, or 2) on the outside of the envelope.

Tracking bar code - an internal OCA bar code for tracking notice ferin OCA/DOT systems will also be

required to be printed on notices. The elementsidaa in this bar code will be determined in theafidesign of
the notice.
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OCA/DAS-190 BID OPENING: AUGUST 30, 2011
PRINTING & MAILING OF ATTORNEY 3:00 PM
REGISTRATION FORMS

Mailing and Shipping

The vendor shall be required to mail all registmatnotices in full compliance with all USPS regidas, and to
submit items in the appropriate format and sorttagnsure that the documents are deliverable aalifyjtor
maximum postal discounts. A New York State postniarknail affixed with first class postage, or N&erk
State permit indicia for bulk mailings, is requiré®ndor shall be required to maintain a valid U3®R
mailing permit during the term of the award.

Monthly notice mailings

Awarded contractor must deposit monthly Registrabimtice mailings with the U.S. Postal Service aited than
the last business day of the month in which monttéyling data have been delivered to contractoif, imonthly
data has been delivered less than 10 businesddiye the end of the month, within 10 business ddyguch
delivery. The monthly data file will generally be providiedthe awarded contractor on approximately tHedf5
each month.

Weekly notice mailings

The OCA/DOT will transmit a separate weekly daafbr weekly notice mailings, which may include
Replacement Notices, Second Notices, Final Notideinquency Notices, Special Notices. Awardedti@mtor
must deposit weekly mailings with the U.S. Postatvi®e no later than 7 days from the delivery totcactor of
weekly dataWhere feasible, within specified time frames, caatior will be expected to bulk mail weekly
mailings together with the monthly Registration letmailings; where not feasible within specifiedd frames,
contractor mail separately and shall affix firgisd postage to such mailings.

There shall be no additional charge for transpdt @elivery of notices to the U.S. Postal Service.
Preparatory Materials
All disks, mechanicals, magnetic tapes, platesantigatives usebly the awarded contractor for the
performance of the contract are, and shall rentaeproperty of the UCS and, at OCA’s request, stall be
delivered to the UCS/OCA at no cost upon expiratiorarlier termination of the awarded contract.
Data Files

1. A test data file and camera ready design wilbtoided to the awarded contractor.
A sample file definition Exhibit B) is attached, whicBPOES NOT constitute a final production definition.

OCA shall provide this test data file in ASCII tégtmat via e-mail directly to contractor’'s e-madcount which
shall be provided by contractor, or by CD, floppytape.
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PRINTING & MAILING OF ATTORNEY 3:00 PM
REGISTRATION FORMS

2. Within three (3) weeks from receipt of test ddeaand design layoutontractor shall supply a
sample of each of the six (6) types of Reqistrabotice utilizing the sample data and incorporating a damp
registration statement from the design layout.

OCA shall review the preliminary sample Reqistnatidoticeand provide any necessary corrections in
writing. OCA may provide additional test datae$lin the format described above and/or desigrutayto
contractor. Contractor shall then provide addaipor corrected, sample Reqistration Notiassieeded for
review and approval by OCA within one (1) week frogneipt of such corrections or additional tesadat

3. Additional testing and sample runs may be regupmgor to actual monthly production runs to
ensure that all necessary elements are includadiimal production electronic data file, that aléems are
working for delivery and acceptance of this productata file and that said file meets all bid regnents of
OCA. Contractor shall comply with such testing anadvide sample runs within one (1) week from rptef any
such request by OCA. At the completion of thisitesa final production data file and file definitiovill be
determined by OCA. A final version of all six (pes of Registration Notices must be approved GAG
writing prior to production.

4. The method of delivery of the production datafrOCA/DOT to contractamust be via FTP
protocol. Awarded contractor shall be required to maingdiits sole cost and expense up-to-date technology
sufficient receive suckhTP protocol transmissions to assure the security and integfitige data file, ensure that
all production data transmitted is received anchaskedged by contractor and include an audit chieakall
records are in fact printed and distributed.

5. The vendor may request that monthly data provide@CA/DOT be sorted or unsorted. OCA
shall endeavor to comply with reasonable requesfarding the sorting of data, but will approve steduests in
its sole discretion. In the absence of a requesehdor, data will be sorted as determined by CUEAT.
OCA/DOT will be available to respond to contradimaddress any technical issues relating to thee fdas.
Pulls
Certain Attorney Registration notices may be rezgpito be removed from a monthly or weekly mailiatjoiwing
the printing and insertion and forwarded directiylie OCA office. Requests for these pulls musnbéde in

writing by an authorized person to be pre-selebie@CA. Vendor will make such pulls without addrtad
charge.
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PRINTING & MAILING OF ATTORNEY 3:00 PM
REGISTRATION FORMS

BID RESPONSE FORM

Note: Bidders are to enter all pricing requirediy specifications on this form. In case of bidters
miscalculation, unit price (price/thousand) wilepail. No pricing for postal reimbursements is el

Notices Price per 3 years est. Total Cost
Thousand Quantity (in
Thousands)
Registration notices $ X 360.6 = $
Second notices $ X 56.205 = $
Final notices $ X 28.505 = $
Delinquency notices $ X 324 = $
Special notices $ X 1.63 = $
Replacement
Notices $ X 15.66 = $
Envelopes
Window envelopes $ X 495 = %
Preprinted reply
Envelopes $ X 495 = $
Other:
Additional enclosures
(Insert only - no printing) $ X 495 = $
Fixed text modifications
Per hour editing costs $ /hour x 60 hours = $
GRAND TOTAL: $
Name of Firm Authorized Signature
Date Name in Print and Title
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PRINTING & MAILING OF ATTORNEY 3:00 PM
REGISTRATION FORMS

Exhibit A Samples (total 8 pages)

. NYS Attorney Registration Notice/Form
. Window Envelope
. Printed Return Envelope

Exhibit B Attorney Registration File Layo(® pages)
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(& ATTORNEY REGISTRATION

[
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Exhibit A
AZT AT HEE Reg. # [dayeg
Tape L N T

AL Bor L Ewnidh

HEW YORE, NY 10022-4721
I“|""“'IlullllllllllllllFIllI|IllIIIIIlI"rI;l"|I|I||I||E

REGISTRATION NOTICE

Enclosed Is your ATTORNEY REGISTRATION FORM for the following biennial period: 2011-2012
Your registration is due within 30 days afier your birthday this vear.

* If you are an attomney on active military duty, the time to file your registration will be extended.

Military Law, §308-b. Plaase contact, or have someone on your behalf contact, the Attorney
Registration office.

Section 46&-a of the Judiciary Law and 22 NYCRR Part 118 of the Rules of the Chisf
Administrator of the Courts require the biennial registration of all attormeys admitted in
the State of New York, whather they are resident or non-resident, active or ratired, or
practicing law in Mew York or anywhere else. All attorneys are required to ranaw their
attarmey registration every two years, within 30 days after the attorney's birthday. The fee
for-this regstration is $375.00 (of which $60.00 is depesited in the re” Fund for
Client Protection, $50.00 in the indigant Legal Services Fund, $25.00 in the Legal
Services Assistance Fund, and the remainder in the Attormay Licensing Fund). No fee is
raguired from an attomey who certifies that he or she is ratired from the prectice of ko
as defined in 22 NYCRR 118.1(g). Please review the instructions for Section B to deter-
mine if you may claam the exemotion to the fee.

All sttorneys admitied in New York are required to file the biennial reglstration
form, eithar with payment of the registration fee or with a esrification of ratirement.

To re-register, you must complete the fallowing sactions of the reqistration form:

* SECTION A: Parsenal Infarmation
= SECTION B: Payment or Certification of Retiremant
* SECTION C: Mandatory Continuing Legal Education
* SECTION D: Compliance with Child Support Obligations
= SECTION E: Affirmation of Compliance with Part 1200 (Rule 1.15)
* SECTION F: Varification
* SECTION G: Demographic Informatio n {Optioral)
Detach and rsturn the form 1o .
NY'S Ofiice of Court Administration .
Attorney Ragistraton Unit -
General Pogt Office, PO Box 28327
Menw York, MY 10087-2327
For additional information visit our webslic: www.ayoouris, g+ (1123 4282800 « E-mall: atryrep & myeoaris.pos 1




SECTION A: PERSONAL INFORMATION

'four parsanal informaton curmeniy on fie with the Afomey Ragistration office is shown
in Section A, Reriew that Information carstully and make any commeciions or addness

changes in the aparopriabe ama an the form.

Mame changes: [oMmer than comeston of misspelings) mus! ba aulhorized by the
Anpeliabe Division in which you wera admited, The Atomey Regisiation Linit wil accepl
niame changes only upon wrifian order from an Appedlate Division. Conbac the
apprnpriste Appe bate Division % abiain rstructians fior changing your name officily in
the roll of afigmeys.

First Dopartment  (546) 386-5893
Secomd Department (T18) B7E-1300

Third Department  (518) 4714778
Fourth Department  (585) 530-3100

Aygdreases and phone number: | your addess o any obhes inlarmation
changes durng the besmial mgistration period, you are requined 1o nokity the Office of
Gourl Administrason (in wiling) within 30 deys. § 118.1(f). Mot thal i no business
address is provided, he home address becomas public information. § 118.2(0101 ).

E-mail address [Optional}: {n'n&e: # prosidled, e e-mail addeess wil be made
puiic,
Social Sesurily number: Sodal Secrity numbers se eouired in ordar 1o adminster

e collection of revenua abtained from . diormey moistaton fees. 42 LLS.C. 5 405 (<) [2)
{0, Secial Sacurity numbers wil not be mada public

SECTION B: PAYMENT OR CERTIFICATION OF RETIREMENT

The bierrial regisiration s is $375000. Indicaie your mednod of payment and nclude
tree paryman wiih the registealion form - ﬂHr sign tha Carliication of Relinemant, i ap-
proprisle,

Payment must b2 rmads n US dollars, Acceptable methods of paymaent are:
Check drawn on & US bank

Monay ordar

Bank draft drawn on a US bank

Credit card (Visa or MasterGard only)
Travelar's chack

Bery bank sanvice changes incumed in this ansacion ane your respansioiity; your
paymant may be redumed o you if e fral babnoe submited 1o our offce is E2s than
37600 Irclude your name and seven-wigh Attormey Aegistration Mumber {locaied on
he enclased farm) on wour check, bank drall, trswelers check or money ardar,

]
Certification of Retirement: The Cerlifation af Reliremant may be signed ¢ vau
maet the requiremants for being “retired from the pracice of lw” as dalinad in section
116.1igh of e Aules of ke Chiel Aoministratoe. An afamey who sions this carfication
doas not have 1o pay tha $575.00 bennial mgisimsicn fae, Mew ¥ork doas not have an
naciva galus lor allormeys. Seckon 118.1{g) definea ‘practics ol lew,” and il provides:
“An attormay 5 retied” from the practioe of aw when, other than the
perormance of Iegal sanaces withaw! comparsahon, fe or she ooas nod
prachice @ i any respect and daes nof dend avar fo anpage in ecle thal
cansiiute Ihe oraciice of law.*

Attorney Emerttus: Elglble sthorneys (35 years of age or oldar and with 10
years of experience) may opl io participsle in the Abarmsy Emerilus program
by signing in the space provided,

SECTION C: MANDATORY CONTINUING LEGAL EDUCATION

o st mpart your GLE activily Since wour last amormey regisraion (the “GLE reporting
eya”], which srould genarally be the price bwo vears. For newly sdmitied sRormsgs the ime
pariad My be sharier or langer than wo years. See Part 118, § 118.9(c). AE mambers of
e MY Bar are presumad b0 be practicing kaw in New York uniess othanyise shown.
CERTIFIGETION OPTIONE:

Certitionlion 1= compleie I you prackced lew in Mew York during ab or part of e CLE
repaming cyde and & m Al complance wilh ths credil eguiremanta lor hal cyche, Repon
1he frrmber of CLE credit hours complmied cuning tha CLE reporting oytle.

Certifecation 2= complale il vou are exemgd o he GLE requiramant for the GLE repering
Cpee bacauss wou did nol practios low n Mew York (the peadtics of lw does mol includs the
pefomance of judicial or quasi-udical furctions|, wam “reaned” from the practoe of law (2
afired in section 118, 14911, o wers & ul-ime member of e millary on acies outy, See 22
MYGHRA § 1500.50k0.

Carlification 3—complete § you cannol atiest to sfther your full compliance with or semplacn
from the: CLE requinerment for the CLE reporing cycia, ¥ou musi appy o the CLE Board for
an sudansion of ima in which 1o compiste your CLE ceedis hours o,  appleabla, for a wabker
of madicstion of He requiremend. Ses 22 NYCAR § 1500.505).

CREDIT AECAMREMENTE:

Exparianced Alorneys: (Ainmeys aomied o ihe WY Bar moms han two years),
Expérisniad atiorneys musl comalels brenty-ou (24) CLE credi hours for each GLE repot
oy, of which ot kas! four 14) must e in Evnics and Professionalism, & maimem of si 6] of
Ihiazs hours My e camed ower om te B reporing sk

Mewly Admitted Attormeys: (Atomeys admitied 1o e MY Bar two years of less). Newly
admitied sHomeys mus compleie sbisen (16) mnsional CLE cradt hers neaach of the trsl
I pesard following admizsion. The 16 hours musi be in hese g5 hieg (30 hours ol
Ethics and Profssionalism, 5o (B) hows of Skills, and seven [7) howrs of Law Pracice
Managament andior Amas of Proleesional Prcics, N ihis regisralion B due kaE iNan two yean
aftir your sdmizsion 1o the Bar, you may cerliy Uhal you ans in Tl cormplancs i you compielsd
at lnas! 16 CLE creci howrs in the propar during your first wear of admisson; you
must complate b remalning 16 GLE cred®t hours during the remainder ol your secom
year of admasaion. [ ihis regiiralion iz due mons Fran wo veans aher your admesion o ihe
Bar, you may that vou are in full complance ¥ you compleiad the 16 CLE credt hours
required for each ol your brst two years of admission o the Bar.,

rfnrmation an Mew York's CLE pregram, inchadng the niks, mgulsions and guideline,

Treiganily sakad questions and applcalion iorme, is Bvailabbs 61 Wwawmdiu e
Vi iy alse contadt the CLE olice &1 (212) 426-2105 or al GLE & nycourts gov.

SECTION I COMPLIANCE WITH CHILD SUPPORT OBLIGATIONS )

The HYS Legiglaiure has requined 1hat, as a conchion ol renewsl ol prolessgnal lizanss
regsimban, appiicants wertty feir complance wiih guistanding obigations o pay chid
support. Sea Ganaral Dhigetons Law § 3-503.

Beatement 2- You may check i siiner |1} wou ans in complanoe with any such oblig&ion; o
2] ¥ arg nod four monihs of mons in paymment areans of chid support; o (3] ¥ou ane maxing
chid 3uppos pEyments by noame meouion, by court agreed OF nepemant plan, of
by plan apreed 1o by the paries: ar |4) the child suppor cbigation is the subject of a panding
COUM procasting, or |5) you 16 ieGsiving publ: assBEnce of SUppiaMmanial securfy noome.

Sintement 3- Must be chacked H wou ars four monthe o moe namsans of o ched suppon
paryman chligation and do not meet condiion (3. or (4). or 5} summ.

Pemons who are foisr manthe or moam i@ armeers inchild support or whilrhave Tailed 1o
comply with a surmmons. subpoena or wanmant reating o a patemity or child support
procoading may b subject 1o auspenson of thair mrolusskanal, dhvars
ardlior mcreational censes and permifte inchiding, bul nal limSed (o, Bcensss lssuwsd
pursuant 1o Environmental Conservation Low § 11-0715 The imenbional submission
of lnlss willian stabemants for Bhe purpose of Bnsstrafitg or deleating the lawful
erforcement af child suppon abligaticns i punishabie pursuant b Penal L § 178,38

SECTION E: AFFIRMATIONM OF COMPLIANCE

This afirralion must be signed il your pmctice tals within the jurisdidion of Ei'l‘m‘ the First or Second Judcial Deparments. S5es 32 NYCAR §E 603 1(&) &7 881.14a). o ahoubd nesiew Par
1200 (Rule 1.15) of the Janl Aules ol the Appalais Diisions, &5 wel as 22 NYCRA § 83316 (Frst Department) ard § §91.12 | Second Department).

SECTION F: VERIFICATION

i

Sign arc date s ragsiaton fom, allieming thel &1 o e saemants macm ans tng, and refum | (with your paymand] 1o the Offics of Sourt Admenistration m tha gre-pnnied amekops,

For ndditional information visit onr wehsite: wwwnyeourts.goy = (Z12) 4252800 = E-muail: altyrega nycours.goy

Faare D201
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Attorney Registration Form

hf?-".i_'ﬂ'r'{: Otfice of Coart Administration » General Post Office Box 29327 « New York, NY 10087
1
REGISTRATION NOTICE
BIENNIAL PERIOD AMOUNT DUE  DUE DATE
2011-2mz 557500 May 2011
TOTAL FEEE DUE e Attorney Reaistration Number: ,IJ_.-;aiﬁ, >
For Official Use Only
83601 21&>
Motice Date: 04012011
Compiate &l of the applicable information on the fromt and
back of this form and make & copy for your records. DETACH
AMD RETURN the original with vour paymant (or cedification
SECTION A: of refirament) to the Ofice of Court Administration using the
englosed pre-printed anvalops.
PERSONAL INFORMATION

Review your personal information and make any corrections on the right portion of this page, or check the boe to indisate
"NO CHANGES DR CORRECTIONS TO PERSOMAL INFORMATION™

PERSONAL INFORMATION

PRINT CHANGES OR
CORRECTIONS BELOW

CURRENT NAME:

=¥ # pd i.?"tll""l.l &

=k,

MAME WHEN ADMITTED {if difterent):

BUSINESE ADDRESS:

BUSINESS PHOME:

E-MAIL ADDRESS {optional):
thoder, ¥ prowioeil A pomail pooness wil be mpe posic

HOME ADDRESS {required)-

Pécrn: s RO SO0 reET SATOMEs pubbc iNipeanion & fme Seivmess SO0PRST (T A

SQCIAL SECURITY NUMBER:

F

HHE-XE- 01

SPCUTITY N FEpliined e orger IO pomIseer ine coieclion of
TEAENEAE LD At oy refeiradion dees 82 LLEE & ANSaR2REINL

Sotid! Spsurty pumbers will pof be made pubie

The sl 5 Oigves of your Socied Securty Number have Been 0onceaied B0 Dropes
FOUT oowlideriaisy

DATE OF BIRTH: 0SO6M18TE

LAW SCHOOL:
GEORGETOWN UNIVERSTY

YEAR ADMITTED TD ME“’ YORK BAR- ED.EiIé."I ———

L]

JUDICIAL DEPT OF ADMISSION:

NO CHANGES OR CORRECT

RrESERE 1o Nox Dan: e

1OKNE TO PERSONAL INFORMLATION




SECTION B: PAYMENT OR CERTIFICATION OF RETIREMENT |

You must either: Pay the registration fee (OPTION 1) -or- Cerlify your status as retired from the practice of law and exempt from |
payment of the registration fee (OPTION 2).

OPTION 1: REGISTRATION FEE ENCLOSED

'__'!'Ghack.fMuna{.' Order payable-to: NY'S Office of Court Administration - Amount $ il |
[ Cradit Card (indicate type): [] MasterCard  -or- [ Visa Amount

creditCard# | 1 L I LICICIT T E AT T 1 expiration Date gwaren — 1

ZIP Code (ol biling addrass): GV & (&= block of numberns on cradil cand signature sirip):

Mame on card {please pring): Hslmml R i e e S e e R '

OPTION 2: CERTIFICATION OF RETIREMENT I
| ceriify that | am retired from the praclice of law as defined i 22 WY CRRE § 118.1 {g) and thersdore am not required to pey tha fae.

[] ATTORMEY EMERITUS (Open to attorneys 55 years of age or older and with 10 years of experience)

| wigh b enroll, or continue my enrollment, as an Altormey Emerilus
and valuntesr to perform pro bono services under the auspices of a
qualfied legal services provider. See Page 5 for more getalls, Signature:

SECTION C: MANDATORY CONTINUING LEGAL EDUCATION (22 NYCRR § 1500
ou MUST CHECK ONE of the foliowing: (I you are usable to check any of the cerlificalions below, comtact the CLE office at 212-426-2105.)
22 NYCHR § 1500 and additional infermatlon on the CLE program may be found at www.nycourts.goviattornays/cie.
[]41. COMPLETED GLE CREDNT REGUIREMENT: | cerlify that | completed :{:LEM hours n this CLE reporting cyele, [

| also ha'.nal_:| CLE credit hours, f any, carrled owver from the last reporting ayale (maximum B 1 am in ull complisncs wih the
requiremenis of the Maw York Stale CLE Frogram (22 MY CAR § 1500} and have refained documentation of my complance.

D 2. EXEMPT FROM CLE CREDIT REGLIREMEMT:
A1 eerlily tkat | am sxempt from the CLE requiremeant becauge, throughaut the CLE reporting eycle, | o ned practics law in Mes York, | was
“ratired” from the practics of lew, or | wes & full-time member of the miltary on actve duly; and

8. 1 iurther ceriity thal aithar | have complied with the CLE reguiremeant o whizh | am subject in another juisdiction, or | am niol subject o a CLE
requirament in ary olhar jursdiction.

l:l 3. APPLIED FOR EXTENSION, WAIVER OR MODIFICATION: | cerily thal my appication for an [nlr-:ﬁu ong] extenabon waiver | modillcatien from
thiz GLE Board |s pencing or hes bean granted. Date of Applicathon; ma'ddimgy !

SECTION D: COMPLIANCE WITH CHILD SUPPORT OBLIGATIONS (Gen. Obiig. L. § 3-503) |
fou MUST CHECK OME of the tollowing: et '

D 1. | certify thai | am nol praseniy nder a lepal obigation to pay child support inthis slale or alsawhare.

] 2 cartify that | am presently undes a begal oblgation 1o pay child support in this state or alsawhare and am in compliance with these obligations as
dafirad in Gan. Oblg. L § 3-503

L] 21 carlify 1hat | am presanity under a legal sbkgalion 1o pay child support in this s1e1e or eleawhers and AM NOT in compiance with thess chligations
(Gen. Oblig. L. § 3-503).

=1

SECTION E: AFFIRMATION OF COMPLIANCE WITH PART 1200 (Rule 1.15) .

(For attomeys whose prachoe falls within the First or Second Departmeants) |
In sccordance with & 603,16 {151 Depd.) or § 681.12 (2nd Dept) of the Rules of the Appellate Devieian, | affirm that I have radd, and am in compliancs
with, Part 1200 (Rula 1.15) of the Joint Rues of the Appellate Divisions, governing the conduct of atiorneys, which requines an atiomey 1o preserve the
identity of funds and propariy antrustad to him or har and to mantsin cectain reoords rlative tharata,

SECTION F: VERIFICATION
| affirm that the statements contained hersin are true to the best of my knowledge and balisf.

H Signature: Date: :

Compéeie all af the applicable information on the front and back of this form and make 8 copy for your records. DETACH AND RETURN the
original with vour paymant (or cartification of retirement) to the Office of Courl Administration uging the enclosed pre-printed envelope,

For additional indformation visit our nebsite: wwwooveoertsgme = (212) 4282804 » E<munil; sttyvrepenyeoarts.gos Pl pac] £10T11 Y34



FAagmad K020

| SECTION G: DEMOGRAPHIC INFORMATION

ID#-

J?ﬂﬂﬁm

The following information ks gptional. It & being
| obtained for statistical purposes only and will not be
mada public. If completed, please return
with your registration form.

| GENDER - salect ong
o Famala
= Male .
RACE - salect ane _E,l-mc'm
o American Indian or Alaska Mative
— Agian '
> Black ar African American

— Native Hawaiian or Other Pacifle Islander
= White/Caucasian

= Mot Hispanic or Lating

CURRENT EMPLOYMENT CATEGORY -
Salgct one or move
< Aftorney in Private Practica

Caorparate Counsel

Governmant Lawyar

Judge

Law School Faculty/Sdministratar

Mon-Lagal Cooupation

Pubsc-Inierest Lawyer

Retirad

= MNat Currently Employed
o Othar

00000000

ATTORNEY EMERITUS PROGRAM

The Unified Court System, in cooperation with the organized| bar, legal
sarvices providers and other members of the legal community, has
estabilshed the “Attorney Emeritus™ Program io encourage expensenced
attormeys o waluniasr thair kegal skills on a pro bono basia fo assist low-incoms
Mew Yorkers who cannot afford an attorney.

| To be eligible as an “Alorney Emeritus” you must be an attorney in good standing

whe is at least 55 years of age and has practiced law for a minimum of 10

years. By enrolling as an Attorney Emeritus you indicate your willngness to |

valunteer a minamum of 30 hours of pro bono lagal services each year undar the
auspices of a qualified legal services arganization in Mew York. If you mest the
abowe criberia, you may enroll a& an Atiomey Emeritus (or confinue your enrcliment)
by signing your name in the Allorney Emeritus Enraliment Section of the farm,

Attorneys whao sign Option 2 and are retired from the practice of law will derve
the following benstis:

* Examption from paying the biennial stomey regisiralion fee,

* Malpractice insurance coverage aflorded by the organization for whigh thay
provide lagal senaces, as well a5 access to the offices and stalf of the
SpOnsoring crganzation.

* Exemption from mandatory CLE reguirements, with any necessary training
proMided free of charge by the sponsoring organization.

* Special recognition and acknowledgment of appreciation from the Chief Judge
and Siate Bar President upon completon of the pro bong haours,

Attorneys who sign Option 1 and are nal retired from the practice of law must

continue fo pay the attomey registration fee and comply with mandatory CLE

requirements,

ou may begin your service as an Attormey Emeritus immediately by | contacting

one of the many organizations in need of velunteers, Please visit our website at

www.nycourts.gov and follow the links for “Vaolunteer Attormey Programs” and

"Attorney Emeritus Program” to find the descriptions and contact information for

dozens of erganizations that need volunieer atiorneys. i you would ke somecne

I Aassist you with this process, please contact us at:

B77-800-0396 or AEP ®nycourts.gov,

If you are an experienced attorney, we hope that you will consider volsntearing

vour time and kegal skills fo help low-income New Yorkers in nesd of legal
aagistance,

Your
Attorney | SECTION A:
IF:{egistratInn [T sECTION B:
orm 3
CHECKLIST . ove
| SECTION D:
Have you " [ secrionE:
completed | SECTION F:
the fﬂ"ﬂWiﬂg? (1 sECTION G-

Remember 1o, maks
chiacks payabile to:
NYS Office of

Court Administration.

Please check the following information:

PERSONAL INFORMATION

PAYMENT OR CERTIFICATION OF RETIREMENT

MANDATORY CONTINUING LEGAL EDUCATION

COMPLIANCE WITH CHILD SUPPORT OBLIGATIONS
AFFIRMATION OF COMPLIANCE

VERIFICATION , _ |
DEMOGRAPHIC INFORMATION (Optionai) Return with your form.
|| ATTORNEY EMERITUS PROGRAM Have you considered anralling in this program?

] Havetyou made a copy of the ATTORNEY REGISTRATION FORM (front and back)
for your records?

|| Have you placed a stamp on the RETURN ENVELOPE?

Please use the pre-addressed envelope to return your ATTORNEY FEGISTRATION FORM (with payment,
it applicable) to the NEW YORK STATE OFFICE OF COURT ADMINISTRATION.

For additional infarmation visit eur website: waw.nycourts.gov « (212) 428-2H00 = E-mail: attyreginycourtsgov 2]



REGISTRATION OF ATTORNEYS
FAHT 118 RULES OF THE CHIEF ADMINISTRATOR

b
5 T18.1 Filing redquirement,
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Ewery attermey sdmitted to pracrion in New Yark Stats on or bofor
January 1, 15832, whether resdent ar nonresident, ared whether ar not
in gaed standing, shall file a reqistration statement with the Chisf
Administratar of the Courts ra lager than March 1, 1982, and during
=ach aiternate yesr thereafter within 30 days alter the attormey’s
Birthday, far as lang as the sttceney remairs duly sdmatted to the
M Yok bar

Euery attormay admitted to practice in Mew Yerk State after January 1,
1982, and an or fiefore Jaruary 1, 1986, whethar rasidant ar
raneasident, snd whether or nat in geod starding, shall file a
regEaration ﬂﬁmen‘t within &0 days of the date of wch sdmisiaon
ared during each alternate year theseafier, within 20 days after the
attormey’s barthday, for as long as the attcerey remains duly 2dmemen
to 1HE Mew vork bar,

Every attarney admitied 1o practice in Mews York State aftes January 1,
ARE, whether resident or normesident, and whether ar nat In geod
standire, shall file a registrazion statemant prior o taking the
constitutional aath of offics, and durirg each altarmate year
theresfter, wethin 30 days after the attomey's binthday, for a5 king

ik the attorney remaires dudy admittied 1 the New Yark bar

The mgiration statement shall be filed in persan at the Office of Colit
Administratean, 25 Beseer Strest, 8th Floar, in the City of Bew Yark, ar
by oroinary mall addressed to OMfice of Court Administration, General
Pagt Office, PO Bow 29327, Naw Yark, MY, 10087-3327.

Tha mgistration staterment shall ba on & famn pravided by the Chied
Administratar and shall incude the iollowing Infarnation, attested o

fry affirmatian:

[1h name of attorney; [2) date of birth; (3) name when admitted to the
bar; (4] law schaal fram which degree granteg; (3 yes sdmitted to the
bar; 18] judiclal departmant of admissan o the bar; (7) offls addnese
iinduding deparimentl; (8} home address; {8} business telephone
number; (10) Sogial Security number; {11} e-mail address (optienan; (12)
Face, genoer, ethrdcity ard amployment categony (optionall; and (13)
campliance with child support coligations.

In the event af a change in any of the information required te ba
provided pursiant o subdiisian (e} of this ssction, the attoeniey shall
Hlle ar amended statement within 30 days af such change.

Each registration staternent filed pursdant 1a this sectian shall be
accampaniad By a reqistration fee af 5375, No fes shall be required
fram an attominy wiha Certifies that he or she has retired from the
practice of law. For purpases of this section, the practice of law shall
maar the giving of legal advice or caunsal T, ar praviding I=gal
represantation for 4 partioular body or indivedusad in & particular
sibuation in efther the gublic ar private sector in the State of Mew York
or elisyheres it shall include the appearance a3 an sttarney before any

Lo of administratie: sgency. An attomiey & “ratired * fram the
practice af law when, ather than the perfomance of legal setvices
without compensatian, he or she dess fe1 practios law in any respect
and doet rat inténd ever 10 engage in a0ts that eoretitute the practios
af lawe. For purpases of section d68-a of the Judidary Law, a fuil-time
judge or justice af the Unitied Count System of the State of Mew York,
ar o @ court of ary other state or of a Federal court, shaell be desmipd
“retired™ fram the practica of L. An attcmey In goad standing, at
l#aadt 35 years ald and with at least 10 yaars experience, wiho
participatas witheut cempssiiation in an approved pra bono kegal
iervices program, may enrodl as am “attarmey ameribus.”

[H  Failura by any aftamey to comply with the provisiors of this section
shall ressult in referrad for disciplinary sction by the Appeilate Division
of thie Supreme Court pursuant ta section S0 o1 the Judiciary Las:.

§ 118.2 Public access to attormay registration information.,

ik Ewcept as athersise provicked in this section, the informatian emtained
in the regestration statement filed pursuant ta section 1181 of this Par
shall ba made vadsble ta the public upan submlision of a written
request ano the gaymant of & charge for production, pursuant 1e the
Talliraing schadubes:
(1) Infarmation for individual registered attomey by rams: [ no tharge
for single inguiry; (¥ $2.50 far each additional name.
[2) Namree= and business sddresses of registared sttarmeys by
gaographical ares: Ol $25.00 for 100 or fower namse 51 41,00
far each additional 100 namas; {1k §100 for liss of ail registered
Allameys.

Othir requaests may entsil additionsl fees as drcumstansss warrant. Fees
may be waived for reguests by gavernment agences. Writhen racuasts far
infarmatian shall be made to the Attorney Registration Unit, Office of Court
Administration, 25 Beaver Street, Sth Aoan, Nave Yock, MUY, 10004,

bl {1} The hame address of an attomey shall be made seailshle 1o the
public anly in the fallesing roumstances ) whene no offics s
listed, the home address will be macke public; (i) whers an office
addrass is listed, Bt a request for information alleges that the
atormiey cannot be kocated at that sldneey, the home address wall
b made public anly if the Chief Administratar determines, by
Independant inguiry, That the sttamey cannct be lammad a1 the
listed affice address.

(2] The Sadial Security number, race, gender, ethRiity and emaloyment
category of the sttamey shall not be made awailahle 19 the public.
i Al information ralating 1 a particular attomey will b provided 19
that attomney or, on the attormays wWitian request, ta any person or
AGENC.
i Al infermation will e available at all tmes to the amceney discipline
ommittees of the Appeilate Divisions Rlovl 8173011

RULES OF PROFESSIONAL CONDUCT
PART 1200 JOINT RULES OF THE APPELLATE DIVISIONS
Rule 1.15 [former section 1200.46): Prasarving identity of Funds
and Praperty of Others; Flduclary Responsibility; Commingling and

Misappropriatien of Client Funds or Property; Maintenance of Bank
Accounts; Racord Keeping; Examination of Aacords,

PFrohibitlon Against Commingling and Misappropriation of

Climnt Funds or Property. & lewwes in possession of any funds o

athar peaperty belonging ta anather parsen, wivens such possemion

iz incident ta his or her practios of law, is 2 fiduclary, and mist nes

miksgpronriate such funds oF praperty ar commingle such funds o

praparty with his or her oan.

Separate Actounts.

{1} A lawayer wio b in pessession of fund belonging to ancther parsan
ingident ta the lavyers practice of law shall maintain such funds in
a banking institation within Mew Tork State that agrees (o provide
dithgrared cheds repors in accardancs with the provisions of 22
NLCR.A Part 1300, *Banking instiution™ means a state ar national
bank, trust company, savings bank, savings and loan association or
et wnian, Such funds shall be madntairsed, in the lrssers awn
name, of in the name of a firm of leeers of which the lawyer is a
member, ar in the namae af the laesyes ar firm of lawyers by whom
tha lawyer is employed, ina specal accaunt oF aCounts, separate

fram any busines ar persanal accourts of the lewyer ar lawyger's
fem. ard separate from any acoounts that the lawser may maintain
A R U, guardisn, trustes or recsiver, ar in any ather fiduciary
capacity; into such speclal account or sccounts o8 funds held in
oo or stherwise entrusted to the kessar ar firm shall be
dapakited; prosided, howeer, that such funds may be mastained
ona hll'ﬂ'l-mg Institutian kncated outiide Mew York State if fuch bark-
ng institution complies with 22 8.Y.CR.A, Par 1300 and the Iy
haf cotained the priar writben approval of the parson 16 wham
such funds belong specitying the name and address of the office

ar branch of the banking mstitution whese such furnds are 1o be
mialintaired.

(21 A lawrperor the lawsyar's firm dhall identify the special bank soommt
or steourts required by Rule 195631} a5 an *Attarney Spacial
Accoun, " " Ao ey Tt Adcaunt.” or *Attomay Esciow Account, ®
ard shall ootain checks ard dapasit sEps that bear such titla. Such
tithe gy Be aciompanied by such other descriptive language a5
the kawsper may deam apprapeiate, provided that such additionasl
language distinguishes such special accourt ¢r accounts from other
bank aceaunts that are maantaired by the lawyar o the lawyer's
fibrrm.

For additional information visit our welsite: www,avesurts,gov = (212) 4282804 = E-mail: ALY FEg @y Cowrts. pov



RULES OF PROFESSIONAL CONDUCT Farl 1200 Joint Aules of the Appellate Divisiens, condinued

14}

r

(21 Funds reasonably suffident to maentain the account ar to pay (=)
account charges mey be depesited therain

(4] Fumnids belorging im part 1o a cliaimt o thind person and in part
currently or potentially to the lawyer or law firm shall be kept in
sl spadial account ar Biounds, but the parian balanging e the
veryer of Lrw firm may be withdravn when oue unless the right of
the lavyper ar law firm to recese it i dispated by the client ar third i
parson, in which event the dispustsd partion shall not ba withorassn
undil the ﬁleuﬂl is firwally reschved.

Notificathon of Recalpt of Property; Safekeeping; Rendering

Ascounts; Payfeént or Delivery of Property.

A laywyer shall:

11} presmptly natify & cliant ar third parsen of the receipt of funds,
serumitios, or ather properties in which the dient or third person
fuag s indmrest:

(30 insentily arvd Lael daduiitesd and progertied of 4 cliant ar third peron
promptiyaspon recelpt and place them In a safe oepoait boa ar other i
place of safekeeping as soon as practicabée:

(¥} maintain commlete records of a8 funds, securrties, snd cther
praperties of & client ar third perser coming inte the possession. 4,
of the lawyer and render appropriaie accounts to the client ar
thard pericn regarding them: and

i) promgtly pay o deliver ta the cliant ar third parson as requested
foy the dient or third persan the fureds, seourites, or other properties
m the possession of the laveper that the <liamt ar thind perpon &
antitled 10 recnive.

Reguired Bookkeeping Recards,

[ty & lavwper shall maintain for seven yaars after tha swamts That

thiay neord:

iy the records of all ge=posits in and withdréesals Fram tha
accourts spedified in Rula 1.13E) and of any other bank
account that conoesms or affects the leenrer's praciioe of law;
these records sha® speddically idemtidy the date, sourca ang
dedrription of sach itam dapasited, as well as the date, payee
ard purposs of each withdrawal or disbursement;

()  amecord for spedal sooounts, shawing the soure of all fend
depesited in such accourds, the namas of all persans for whom
1 Tuinels are of were hald, the amount af swch funds, the
descrantion ard amounts, and the names o A8 pericns (o

i
winom such funds wers dishunsd,
liiih cope= af all seainer and compensation agresments with
clignus;
{iv] copies of all staterments to clients or othar persons showing the
disburssrnant of funds to them or an their behald; il

vl cooies of 3l bills rendered to diert

[wil copies of &8 recorck showing payments ta lawyers, imvestigatars

or other pErsons, not in the lawyer's regular amploy, Tor srioes

rendened of pariormred;

coples of all retainer and dlosing statemerrts Tilad with tha

CiHice af Cowt Admeistration; and
(wiiiy all chackbaoks and check stubs, bank statemerts, prenumbered

carceled checks and cuplicate deposit slips.

12} Lowyers shall make accurate entries of &l Tinardial rarsactions in
their recards of receipts ard dishursamants, in thesr spedal accourds,
in thair ledger books ar simar records, and in &y ether bocks of
account kept by them in the regular course of their practics, which i
et shall b made at oF aear the time of the sct, condition or
aart recardad.

[3) For purposes of Bule 1.150d], a lyeres may satishy the reguiramssnts
all rmsEntEinirg “copsel® by maintaining any of the following tems:
ariginal records, photoooplkes, microfilm, optical imaging, and sy
ather medium that preserves an image of the dotument that cannot
biz alterod without detactian.

(11

Authorized Skgnatorias,

Al spedal account withdrawals shall be made anly 1o a named payes

and not 1o cashe Sudh withdraeals shall ba made by dheck ar, weith the

prior written agprosal of the pany entitled to the prooseds, by bank
trarafer. Onily & lawyer admitted 1o practiose law n Mew York State shall

e an sutharized signatcey af & special acoownt,

Missing Cliants.

‘Whenever any sum of money is payabile te & <liert and the lawer i

urable 16 kcate the dient, the lawyer shall 2oply 1o the court in which

thia actian was brought if in the unified dourt nestern, oo if o actan
was commencad i the unified court system, te the Suprems Courr in
the caunty in which the lawser maintaire an office for the practice of
lawa, far am order directiteg paymant 19 the liser of ary fees and
diskursemanis that are cwed oy the client and the balance, i ary,

to the Lewsyers' Furd for Ot Protectan far safeguanrding and

gizbursement 19 pesans who are antitled thereto.

Designation of Successor Signatories.

(1] Wpen the death af a lewryer who was the sole signatory on an
attoereey trust, sscrav ar specisl accaunl, an application ming be
made ta the Suprams Court for an order designarting a swooassar
signatory for such brust, escrow o special acdount, who shall be &
member of the bar in geod standing and admitted to the practice
al lave in Naw York State.

128 An anphcaﬁunt-u desigrsbe & suciessar signatory shall be mace 19
the Supreme Court in The judical distrect incwshich the decsaed
laresyar maintained an office for the practice of Lxe. The spplcation
may ke made by the lagal reprasentative of the decsasad lawer's
eftate; & lmwyer wha was affiliated with the deceased Lywryer in the
practice of law; any peran who has a baredicial irmenest in gach
trust, escrow ar speclal account; an officer of a oty or county bar
assodation; or coureel For an arterney disgipinary comimitiag. Mo
lavwyer may charoge a legal fee for asisting with an application to
dEgNate & SUCCESar SigRatory puUrsiant 1o this Rule

(3] The Supreme Cowrt may SeEignatd & sucoessar signatary and may
direct the saleguarding of funds from such trust, escrow ar special
account, and the debursement of such furds 5 persens whs are
entithed thesreta, ard may ceder that funds in such acoount b
depesited with the Lassyers' Fund for Client Protection for safe-
guarding and debursement to perions wha are entitled thepeta,

Dizsobution of 8 Firm.

Upan the disseiition of any firm of lawyers, the former partners or
membars shall make appropriate srangements for the maintenanoe,
by ane of them or by & suecesser firm, of the records specifiad in
Rk 1,150}

dyailability of Bookkesping Records: Records Sulbect 19
Production in Disciplinary Investigations and Proceedings.
Thee financlal records reguired by this Bule shall be lecated, ar made
available, at the princigal Mew Yok State office of the lawyers
sulject herato, and amy such records shail be prociced in response
o @ notice oo subposna duces Teoum iued in cormectian with a
camglaing bafara or any investigation by the appropriate grievance
ar departmental disciplinary commitbés, ar shail ba predisced at the
dirsction of the appropriate Appallate Diision before any person
desigrated by it. All books and records produced pursuant ta this
Rl snall be kept confidertisl, ascept far the purpase of the parular
procesding. ard 1haeir contants shall not be disdosed by anyone in
winlatian of the atbarney-client privilege.

Disciplinary Action,

A laveyer wha daes net maintain and keep the acoounts and records
a8 specitind and reguired by this Rule, or who does not produoe any
such records pursuant to this Rule, shall be deemed in vialaticn ol
these Ruled ard shall be subject 1o disdplinary proceedings.

Her, 4112009



SUPREME COURT - APPELLATE DIVISION, 15T DEPARTMENT
[22 NYCRR § 603.15]

§ 603,15 Random Review and Audit.

{al Awvallability of Bookkeeping Records; Rardom Review and fuedit.
The fanancial reerds reguired to be maintained puraant o fule 115

ot 1l Aubes of Professional Conduct {22 WY.CRE, Part 1200 [Rale 9,957
o by any other nule f this Cowm, shall o mede amilable for W pediann,

opying and determination of commliance with court rules, 1o a duly
suthorizesd represertat e of the cowrt pusuant o the Bsuance. onoa
randomily selected basis, of a notice ar subpoena by the Departmental
Disciplinary Commitbes,

b)) Confidentislity.
Al matters, records and prooesdings relating to compliance with Bule
1,95 af the Bules of Prodessionsl Conduct (22 WACRER Part 1200 [Risds
LGN and this section, including the selection of an attormsy lar revies

Perguinclar, shall be kept confidential in accordance with applicable law, as

ard 10 the extent required of matters relating to profesianal discgline

(£} Regulations and Procedures for Random Rewies and Audit.
Fricr ta the muance of any notice or subpaena in connectan with the
rardom review and audit program established by this section, the

Departmantal Disdglinany Committes shall propose regulations and
pracacures for the propsr administration of the program. The cour

shall approve such of the requlations and procedures of the Departmental
Diseaglinary Commitiee 25 [t may deem appropriate, and only such regula
tiees and procedures as have besn approwved by the cowrt shall become
effectiee.

1.
Biwanlal Affirmation of Complamnce.
Ay attarney subject to this court's prisdiction shall exsecute that portion
of the biennial regirtration Matement provided by the Ofice of Cowrt
Bdmanistratean, affeming that the attermey has read ard is in oomplhance
with Ruilie 4,15 of 1he Rules of Prafessanal Conduct {22 W.Y.CR.A, Par
1200 |Fulg 1153 ared wdth this section. The affirmation shall be avadahlo
a1 all times 1o the Deparmental Disciplinary Commirtbes.

Mo aflirmation of camaliance shall be required fram a fulltime judge o
justice of the Unified Court System of the Stobe of Mew York, or of a oo
af any ather state, or of & fedaral cowrt.

Amanged Juns 25, 2009

SUPREME COURT - APPELLATE DIVISION, 2ND DEPARTMENT
[22 NYCRR § 691.12]

& 601,12 Regulations and Protedunes for Random Rewview and Audlt
and Biannial Affirmation of Compliance.

ial Awallabllity of bookkoesping recards: random rowiew and audit
The financial recorck requansd by Rule 1.15 of Part 1200 of this Title
shall be availabie at the princpal Nev York State offioe of the attorneys

subjpect herete, far inspRoticn, oopying and determiratan of compliance

witth said Rule 1.15, 10 a duly avthorized regresentative of the court
pursuant 1o the issuamce, on a randomdy schected basis, of 2 notice ar
subpoena by this court or the appraprizie grievanos commattes.

{b) Confidentiality.
All matvars, records and procesdings relating 1o compliance with Rule
1.15 af Part 1200 of this Title, incluging the selection of an attormey
for reviow hereundar, shall b kbept canfidantial in accoroance with
applicabie law; as ard 10 the extent required of matters relatang to
profemonal discipine,

Prior to the isuarce of any notice or subposna in connection with the
random review and sudet program established by ths section, the
aporogprigte Grievarce Comemittes shall progode regulatsons and proo=
dures for the propsr sdrministrstan of the program, The Cour shall
approeee sk of the regulatiors and procadures ol the Grssvarnoe
Camemittes as fLmay ceam agpropriate, arnd andy such regulatsons and
pracedures as have een approaad by the Caw shall become affectig

any attormey subpect to this court's jurisdictson snall execute that
porticn of the biermial registration statement provided by the Cffice
of Court Administration affeming that the attorresy has read and is in
camipliance with Bule 115 of Part 1200 of this Tike. The aMfirmatian
shiall be availabde ot all tirss v b Grievance Cammittees. No aMirms-
tion of compliance shall be required fram & lEl-time judge ar justice af
thi Unified Conirt Syivam of the State of Nesss Yook ar of a court ot aany
ather s1ame, or of & Fedaral o,

Amenced March 25, 2005

ﬁ;ﬂ?-':xa- RULES OF PROFES
\ PART 1200 JOINT RULES

ONAL CONDUCT
THE APPELLATE DIVISIONS

L Rula &.1: Voluntary Pro Bono Sarvices

Swme®™ (a) Every lawyer should aspire to:

Lawwvers are strongly encouraged to provide pro bono legal services to benefit poor persons.  *

(1) provide at least 20 hours of pro bono legal sendoes each year to poor persons; and
(2) contribute financlally to organizations that provide legal services to poor parsons, =

bl Pro bone legal services that meet this goal are:

(1) professional sarvices rendered in civil matters, and in those criminal matters for which the governfiient
is not obliged to provide funds for legal representation, to persons whe are finandially unable 1o |

cmpensate cowrsel;

"

&

(2] mctivities related to improving the administration of justice by simplifying the begal process for, dr
increasing the availability and quality of legal serdoes to, poor persens; and
(3] professional services to charitable, religious, civic and educational organizations in matters designed

predominantly to address the needs of poor persons,

{c} Appropriate organizations for financial contributions are;
(1} organizations primarily engaged in the provision of legal services to the poos; and
(2} organizations substantially engaged In the provision of legal services to the poor, provided that the
donated funds are to be used for the provision of such Iegal services,

id} This Rule is not intended to be enforced through the disciplinary process, and the fallure tn
fulfill the asplrational goals contained herein should be without legal consequences,

For additiosal Infermation visit eur website: wwownyeowrtspmy = (212) 428-2800 = E-mnil: atiyrepininycourts.pov
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cxitibit B

Attorney Registration
File Layout
Field# (on form) Description Fleld Data Type start width formatted
Hame in
dedirm 1 1 1
1 Notice Date comespondence_date varchar{10) 2 10 mirnidd iy
delimi2 12 1
2 Aftormey Registration Mumber | att_reg_id numeric( 10} 13 10 7 digits
delim23 23 1
3 start year reg_period_starl_year int (el 24 4 Yy
delim28 28 1
4 end year reg_period_end_year imt (e} 29 4 Yy
delim33 33 1
5 Form Mumber attorney_registration nurmaric(10) 34 10 EhELELE s
delimdd 44 1
G Address: Work or Home sani_fo_description char(4) 45 4 Meswkirk will ignore
delim4% 49 1
T Current Marme fame varchar(20) 50 20 mname - will send pariod if
- delim?7g T 1 an initial is used
mnanse warchar( 20} 71 20
delirn 1 00 & 1 Iname - no comma after
Inarma warchar{ 30} 82 30 Iname if seniorty or suffix is
delim130 122 1 ot mull
sEMEoty chari3) 123 3
delim134 126 1 sEniorty- no punclualion
suffi char(5) 127 5 suffix - no punctuation




Field# [on farm) Description Field Data Type start width formatted
Mama in
delimi131 131 1
8 name when admitted fnama varchar(20) 132 20 name when admitted, may
dalim160 152 1 be a space
mname varchar(20) 153 20
delimi181 173 1
Inamie varchar 30) 174 a0
delim212 204 1
samiority chanS) 208 ]
delim216 210 1
Huffix char{&) 21 &
delim217 217 1
) mailing address firm varchan[70) 218 T zip_pluss will be null
delim232 288 1
address_1 wvarchar{50) 289 50 country provided onby if
delim3dl 338 1 outside of LSA
address_2 varchar{5{) 240 50
delim3g4 380 1
city varchar{50) 281 &0
delim44s A 1
slate char(2) 442 2
delima4d 44 1
zip char(5) 445 L]
delimas4 450 1
zip_plus4 char|4) 451 4
delim459 455 1
oy varchar(50) 456 S0
happy508 506 1
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Field# (on form) Description Field Data Type start width formatted
Name in
i0 business address firm varcharn{T0) 507 Ta country providad only if

dedim581 577 1 outeide of USA

addrass_1 warchar{50} &7a 50

delim&32 G28 1

address_2 varchar(50) G20 50

delimGa3 679 1

city varchar(50} GBD 50

delirm 734 T30 1

state char(2) T 2

delim737 733 1

Zip char(5) 734 5

delim743 739 1

Zip_plus4 char(d) Tl 4

delim 748 744 1

country varchan(50) 745 ao

delirm 79 795 1

11 home address addrass_1 varchar50) 7O6 50 country provided only if

dalim3z1 B4E 1 outside of USA

address_2 varchan(50) 847 50

delimg72 aar 1

cily varchan{30) =] 50

dalim1023 544 1

gtate chan(2) o449 2

delim1026 851 1

zZip chan5) 952 5

delim1032 95T 1

Zip_plusd char{4) =1 4

delim1037 862 1

countny varchan50) 953 50

delim1013 1013 1
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Field# {on form) Description Field Data Type start widith formatted
Marne in
12 Business phane number varcharn50) 1014 50 (00 2=
dalim 1064 1064 1
13 Social Security Number ticd varchar(20) 1065 20 W K- IR
delim1085 1085 1
14 Law School law_school_name varchar{50) 1086 a0 Meswkirk will wrap bexd
delim1136 1136 1
15 Date of Birth dob datelme 1137 10 mmiddfyyyy
{mamfdd iy
delim1147 1147 1
16 Year Admitted 1o NYS Bar year_admitted intlywyyd 1148 4 ¥YYY
delim1152 1152 1
17 MNYS Judicial Dept. of judicial_depariment smablint 1153 1 number
Admission
delim1154 1154 1
18 Fee amount for biennial Fee_amaunt numeric{) 1155 g S, xore, 00
period (Mewkirk will ignaore)
defim1164 1164 1
19 Tatal of all fees total fee nurmeric; 10) 1165 0 S 300 00
{calculated fisld)
dedim1175 1175 1

Revised 1/13/10




Field# [on form) Description Fiald Data Type start widih formatted
Mame in
20 Identifies the type of Motice: description varchan 50) 1176 50 all caps
- REGISTRATION NOTICE
- SECOKND MOTICE
= FINAL MOTICE
- SPECIAL ROTICE
- DELINGUENT NOTICE
delimi226 1226 1
21 Mumens equealivent of notice_typa srmalling 1227 11 rumber
Regisiration Motice type
delim1233 1238 1
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Fleld# (on form) Description Fiald Data Type start width formatted
Mama in

22 Motes for correspandence cofrespondence message 1a varcharn25) 1238-1263 25 string
correspondence message b varchan2h) 1264-1288 25 string
coraspondence message 1c varchan{50) 1280-13248 50 string
delim1335 1338 1
corraspondence message 2a | varchanZ3) 1340-1364 25 string
comespondence message 2b | varcharZ5) 136513848 25 string
corespondence message 2c | varchar{50) 1390-1439 50 string
delim 1440 1440 1
cormespondence message 3a varchar{Z5) 1441-14G5 25 siring
cormespondence message 3b | varchar{25) 1466-1480 25 string
comespondence message 3c varchar{50) 1491-1540 S0 string
dedim 1541 1541 1
cormespondence message 4a | varchar{25) 1542-1 566 25 string
cormespondence message 4b | varchar{25) 1567-1581 25 string
comespondence message 4o | varchar{50) 15821641 50 atring
defim1642 1642 1
comespondence massage 5a varchar(25) 1643-1667 25 string
comespondence message 5b | varchar(25) 1668-1682 25 atring
carrespondence mesgage 5c | warchar(50) 1693-1742 80 siring
delim1743 1743 1

Revised 1/13/10




Figld# [on form) Description Fiald Data Type start width formatted
Hame in

22 Motes for comespondance comespondence message §a | varchar(25) 17441768 25 string
comespondence message Gh varchan25) 1TE9-179G 25 atring
comespondence message G varchan50) 1794-1843 & slring
delirm1844 1844 1
comaspondence massage 7a varchar(25) 1B45-1863 25 string
comespondence message Th varchar{25) 1870-1854 25 string
comaspondence message 7o varchar{&0) 16951844 S0 atring
delim1545 1945 1
comrespondence message ga varchanZ5) 1845-1870 25 afring
correspondance message Bl varchan25) 1871-1985 25 siring
cofregpondence message Ac varchar{50) 1095-2045 50 siring
delim2045 204G 1
correspondence message 3a varchan(25) 204F-2071 25 siring
cofrespondence message 9o varchar(Z5) 2072-2006 25 siring
comespondence message B¢ | varchar(50) 209T7-2145 50 sfring
delim2 147 2147 1
correspondence message 10a | varchan(25) 2148-2172 25 siring
correspondence message 10b | varchar(25) 21732197 25 efring
corraspondence message 10c | varchar{50) 2196-2247 a0 giring
delim22Z48 2248 1
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Field# (on form) Description Fiald Data Type start width farmatted
MName in

22 Motes for correspondencs cofrespondence message 11a | varchan2i) 2249-2273 25 atring
correspondence message 11b | varchan23) 2274-2258 25 string
correspondance message 11c¢ | varchar(S0) 2200-2348 50 string
delimZ349 2340 1
corraspondence message 12a | varchan23) 2350-2374 25 string
correspondence message 12b | varchar(25) 2375-2380 25 string
correspendence message 12c | varchar{50) 2400-2440 &0 atring
delim2450 2450 1
correspondence message 13a | varchar{25) 2451-2475 ] atring
correspondence message 136 | varchar{25) 2476-2500 25 siring
comespondence meseage 13c | varchar{50) 2501-2550 50 string
delmZ5s51 2551 1
cormespondence message 14a | varchar(25) 2562-25T6 25 siring
comespondence message 14b | varchar(25) 25772601 25 string
correspondence message 14c | varchar{50) 2602-2651 50 siring
delim2652 2662 1
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Field# |on form) Description Fiald Data Typse start wildth farmatted
Mame ir

22 Males for cosrespondences correspondence message 15a | varchar(25) 2653-2677 25 Eiring
comespondence message 15k | varchar(25) 26TE-2702 25 siring
comespondence message 15¢ | varchar(50) 2703-2752 50 siring
dedim2 753 2753 1
comespondence message 18a | varchas(25) 2T54.27TH 25 giring
comespondence message 16k | warchar(25) 27T8-2803 25 s1ring
correspondence message 16c | varchar{S0) 2804-2853 &0 sfring
defim2 854 2854 1
comespondence message 17a | varchar(25) 2855-287T4 25 siring
comespondence message 17 | varchar{25) 2850- 2004 25 siring
comespondence message 17c | warchar(50) 2805-2554 &0 siring
dedim2a65 24955 1

23 01/01A0 rule changes demograpes numbser warchar{10) 2956-2975 20 Field# {on form)
delim2853 2978 1
email address varchar{50) 297 T-303G
delimi22 1 aozy 1
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