Exhibit 2
I. PROCESS
1. LOCK BOX CLIENT will maintain PO Box 7054, Indianapolis IN 46207-7054 for this project and DOR’s courier will pick up all items delivered to that box including Certified Mail.

2. DOR will make a daily deposit to the bank account provided by LOCK BOX CLIENT for this project.  LOCK BOX CLIENT is responsible for maintaining Depository Services with the bank.
3. Non processable documents will be delivered to LOCK BOX CLIENT daily by courier.  LOCK BOX CLIENT will forward any processable documents for return to DOR with the same courier.  The terms “non processable” and “exceptions” are interchangeable for this document.
4. Electronic media received by DOR will be delivered to LOCK BOX CLIENT daily as a part of the non processable document delivery.

5. DOR is authorized to produce a substitute form where applicable to prevent a report and payment from being determined to be non processable.

6. Coupon, envelope, and scan-line are specified in SF250 revision 9 3/11.
7. DOR is authorized to provide specification, requirements, and vendor IDs to developers and service providers on behalf of LOCK BOX CLIENT for substitute forms.

8. DOR will take responsibility for testing of vendor forms.  This would include:

i. Establishing and publishing testing requirements

ii. Tracking of form approvals

iii. Visually reviewing test form submissions

iv. Machine testing

v. Providing feedback to the vendors regarding approval or issues to be addressed

vi. Keeping LOCK BOX CLIENT informed regarding what vendor forms have been approved
9. LOCK BOX CLIENT will provide DOR with the batch and sequence number requirements, endorsement, and other accounting / audit trail information as needed.
10. Cash received by DOR should be returned to LOCK BOX CLIENT for processing by courier.  Locked bags will be provided for this purpose.  DOR will send an email to the LOCK BOX CLIENT designated contact alerting that contact to the cash transfer to include the bag number and amount of cash to be transferred.
11. DOR will deliver required daily reports to LOCK BOX CLIENT with the non processable document delivery.
12. DOR will create all required transmittal records and place them on a mutually agreed upon server no later than 11:59 PM for the current day’s processing / next day’s deposit date.  
13. DOR will separate late and timely reports and will image the envelope for any late report.
14. DOR will provide a disaster recovery plan for this project.

15. If a report and payment do not match, DOR will balance to the payment amount.

16. No stop file transactions at remittance processing for bankruptcy or other files will be provided to DOR.

17. LOCK BOX CLIENT will provide the parameters for late returns.

18. If DOR receives multiple payments for the same report, DOR will return the coupon and all payments as an exception.
19. If DOR receives multiple reports with one payment, DOR will return the coupons and all payments as an exception.
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