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I'erms of Reference (TOR)
DIGITAL ARCIIIVING AND TAX DECLARATION SCANNING SERVICES

FOR THE OFFICE OF THE CITY ASSESSOR, QUEZON CITY

I. RATIONALI.] AND I}RIEF BACKGROUND

Onc ofthc component projects ofthc Rcal Propcrty [nformalion Systems (RPIS) submittcd, considcrcd
as Real Property'fax Collcction System [Jpgrading undcr thc l.,ocal Dcvelopment Inveslmcnt Program
(l,DIP) is the Outsourccd Scanning, Digitization and Cataloging of Asscssmcnt Documcnts.
Asscssmcnt documents involvc all records -Old l'ax Dcclarations and other transaction documcnts, that
nccds to bc digitized for an improvcd record maintenancc, enhanced accessibility. systcmatic filing, and
rcduced physical storagc, which arc all part ofour mandate, as provided for in Sec.472 ofRA 7160.

'l'hc OIficc of thc City Asscssor of Quezon City intends to cngagc thc scrviccs of a third-party providcr
for the scanning and digitization of its Tax Declaration lrom D-serics records in 1996 down to I94l
trarsactions. l'hc said'l'ax Declarations arc currently stored in hardbound books, making it challcnging
to rctrievc and veriry information swiftly. By transitioning to a digital lormat, thc Office will
significanlly enhance operational e{Ticiency and accessibility of 'IDs which arc considcrcd as permanent
rccords of thc Officc, bolstcr document sccurity, facilitate collaboration, and cnsurc thc long-term
prcscrvation of rclatcd asscssment information. '['his initiativc will ultimately support thc OlTicc's
mission arrd improvc scrvice delivcry to stakcholdcrs.

'l'hc projcct will involvc engaging the services of a third-pa(y provider wilh expcftisc in digitizing
documcnts, which will handlc the scanning, publishing, uploading, propcr indexing and storing oI
digitized files in a securc and accessible digital format. 'l'he implcmentation oFthis digital archiving and
tax dcclaral.ion scanning scrviccs is cxpcctcd to rcsolvc thc vulncrability issuc on rccord handling, or thc
possiblc loss through disposal, decay and disaster, considering location.

II. PROJECT DDSCRIPTION

'lhis projcct will involve thc convcrsion of morc or less One Million thrce hundrcd twcnty-cight
thousand ( I ,328,000) manually issucd Tax l)eclarations and othcr assessment documents into clcctronic
formats, inclusive of a customized Digital Archiving and Rctricval System.

Kcy componcnts of thc projcct includc:

Scanning and Publishing
o I)hysical copics of manually issucd 'l'ax Dcclaral.ions will be soanncd using high-quality

scanning equipment with at least 600 DPI Resolution to crcatc digital copics, which will bc
processcd and publishcd in a PDIr format.

a

b. lJploading and Indcxing
. l-hc di8itized documents will be uploadcd to a l)igilal Archiving and Rctricval System 1o be

providcd by thc Servicc Provider. llach documcnt will be organizcd by applicablc filc naming
oonvcntion as follows, 1o cnable cfficient scarch and retrieval capabilities, 10 wit:
- Tax l)eclaration Numbcr (TDN)
- Propcrly Index Number (PIN) old or short PI
- Owncr's Name (structurc to bc dcfincd further)
- Transfer Certificate of 'f itle/Condominium Certificate of f itle (TClyCC'l')
- Prcvious 'l'ax Dcclaration Numbcr (I,V'IDN)

StoraBc
. 'l'he digital documents will bc securcly stored within the Officc ofthc City Assessor's assigned

scrvcr, utilizing appropriatc storagc infrastructurc. Sccurity measurcs will be implemcnted to
protcct scnsitivc information.

,/c
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'l-he complction ofthe projcct, which includes scanning, publishing, uploading, propcr indcxing, storagc
and systemalic retricval of scanncd documents, will involvc a total of Two Million Six Ilundrcd Fifty-
Six Thousand (2,556,000) pagcs as indicated below:

'l'ypc

Small
llooks

Rcd (l 1.5"x8.5"x2.5")
Dark Blue Big ( 14.5" x

I 1.5"x2.5'
Itlue llig (14.5" x I1.5"x2.5")
Gold Ilig ( 14.5" x 11.5"x2.5")

2 pagcs cach =2,656,000

'I'hc scanning cquipment rcquircd for this projcct are provided and owned by thc servicc providcr.
'l'his cnsures that thc project is executod using thc latcst tcchnology and cquipmcnt without any
addilional burdcn on the part of the Office's resourccs. 

-l'lrc servicc providcr will handle all aspccts of
scanning, publishing, uploading, proper indcxing and storing of digitizcd filcs in a sccure and acccssiblc
digital format, ensuring a scamlcss and cfficicnt transition from physical to digital formats.

III. PROJECT SCOPE OF WORK

'l'he digitization services for this projcct encompass a comprehcnsive sct oflasks designed to ensure a

smooth and cfficicnl convcrsion of physical documcnls into digital formats:

L Documsnt Preparation - Organizc and prepare 'l'ax l)eclarations (TDs) for scanning by cnsuring they
arc propcrly groomed, free ofobstruclions, and rcady lor the digitizzation proccss.

2. DiBital Conversion - L.ltilizc high-quality scanning cquipmcnt 10 convert documents into digital
format, cnsuring that thc rcsulting PDIi files arc clear, lcgiblc, and accuratcly rcflect thc original
documents.

3. F-ilc Uploading - Upload thc digitizcd filcs to thc Digital Archiving and Rctricval Systcrn providcd
by thc scrvice provider. Ensure filcs are named according to a standardizcd naming convention and
are organizcd systcmatically 1o facilitate casy retrieval and acccssibility.

4. Data IJncoding - lnput essential document information into a database to cnhancc acccssibility and
searchability. Kcy data to be encoded includcs 'l'ax Dcclaration Nurnbcr ('fl)N), Property
Idcntification Numbcr (PIN), Owner's Namc, l'itlc Certificatc Numbcr ('fC'l')/Condom iniurn
Certificatc of Titlc Numbcr (CCT), and Prcvious TD Number.

5. Backup Dcve lopment - Develop and maintain a robust backup systcm, perlorming daily and monthly
backups to cnsurc data integrity, sccurity, and availability. Ensure backups arc storcd in a sccurc
location and arc casily rctricvable if needed.

6. QR Codc Gcncration and Assignmcnt - Gcncratc and assign a uniquc QR Codc to cach scanncd TD.
Embed thc QR Code into thc respectivc documcnt upon printing. linsurc that cach QIt Codc links
accuratcly to thc corrcsponding digital document and associatcd data for quick and reliable access.

'lhis comprehcnsivc approach will cnsurc a thorough and efficicnt digitization proccss, rcsulting in a
well-organizcd and sccurc digital archivc.

IV. PROJI]CT STANDARDS ANI) RI]QUIRf,MENTS

1'he rcquiremcnts arc cxprcssed in indicativc and functional terms to guide thc Service Provider in thc
provision of scrviccs.

I, BII)DERS REQUIRED STANDARDS/QUALIF'ICATIONS

./ A. l'rack Rccord

l) 1-hc Scrvicc Provider must bc in thc same industry as pcr SliC registration or D'l'l filing
for at least five (5) years;

2)'fhc Scrvicc Provider must havc implerncnled and complclcd a digitization projcct
within the lasl thrcc (3) years;

Ycar
Covcred

No. of
Ilooks

Serics

D Scrics Revision
(Manual TDs)

19961t997 r,350 675,000

No. of
'l Ds

Red ( I I.5"x8.5"x2.5")

Book Color/Sizc

PD Series t97 4 307 153,500
78,000Big

llooks

Old Scries

PD Scries

Ncw Series 300,500
I21,000

l-otal No. of 'l'Ds - - - -

197 4

1960 to 1973

242l94l to 1959

r56

598

1,328,000
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3) 1'hc Scrvicc Providcr should havc implcrncntcd a public or privalc projcct with a single
complctcd contract amounting to at least filty percent (50%) olthc ABC.

l!. Organization

I ) Service Provider must havc a Platinum status in PhilGIlPS.
2) 'l-hc Servicc Provider must bc a duly rcgistercd company with SliC or l)'fl filing.
3) 1'hc Scrvicc Providcr must bc duly rcgistcrcd under National Privacy Commission.
4) Thc Servicc Providcr shall guarantcc that thc services to bc provided shall abide with

thc DA'I'A PRIVACY ACl' Ol' 2012 to ensure that thc personal information is
protectcd.

C, Manpowcr

Prolcssional Services Rcquircd for thc I'roject

l) Projcct Managcr ( l):
a. Qualifications: 'l'he I'rojcct Managcr should have substantial expcricncc in

managing digitization projects. This includes oversceing projcct timelincs,
budgcts, and resourccs to cnsurc successful project dclivcry.

b. Responsibilitics: Lead thc projcct, coordinatc between teams, managc risks, and
cnsurc that project goals arc rnet clficicntly and effcctivcly.

2) Systems Administrator ( l):
a. Qualifications: 

-Ihc 
Systcms Administrator should havc expertisc in the

installation, configuration, and maintcnance ofoperating systcms, backup systcms,
and scrvcrs.

b. Responsibilities: Provide technical suppo( for continuous systcm operation,
manage scrver and storage performance, and ensurc all soflwarc and hardware
requiremcnts arc met.

3) l.acilitics Support ( l):
a. Qualifications: 'l'hc lracilitics Support spccialist should lravc cxpcriencc in

maintaining technical cquipment and facilitics.
b. Responsibilitics: Ensure that all scanning equipmcnt, workstations, nctwork

infrastructurc, and periphcrals are in optimal working condition. Provide
troubleshooting and maintcnancc support to prcvcnt downtimc.

4) Digitization Staff ( l0):
a. Qualifications: 'l'he Digitization Staff should havc cxpcricncc in documcnt

scanning, data cntry, and information cncoding.
b. Rcsponsibilities: Perform scanning tasks, manage thc grooming ofdocumcnts, and

accurately cncode primary information into the system. Dnsure thc intcgrity and
quality of digitizcd data.

D. Scrver Rcquircmcnts

'l'he scrvcr and databasc rcquircmcnts below shall bc provided by thc Office oI the City
Assessor.

Scrvcr
Requircments

. Must operatc on Windows Scrver 2019 or higher;

. Storage should havc at lcast 6'l'8 for digital filc storage and

database and with expandable slots for luture upgradcs;
. Servcr must also havc a backup storagc of at least anothcr 6l'8

for databasc backup and filcs.
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Y. PROJECT DT'BATION

The total project duration is upon issuaace of Notice to Proceed until December 31, 2025, or until
the project's completion, whichever oomes first. It is assured that the project will be carefully
managed to ensure timely completion and adherence to project goals.

vL APPROVED BI]DGET FOR IEE CONTRACT

The Total Approved Budga for tlis Contract (ABC) as a component of the Office's RPIS project
under the Local Development Investment Program (I-DIP) amounts Ten Million, Nine Eundred
Sirty-Five Thousand Pesos Only (10,965,000.00)

COSTCOMPOSMON

a) Digitization ofa total of 1,657,000 pages of TDs in good condition
documenb (Using Higlspeed Duplet Scoarcr)

b) Digitizarion of a total of 99,000 pages of TDs in deteriorated or fragile
Condition documetB (Jsing Overhead Image Scotner)

Managed Sen ices Activities
Scanner Calibration o Tune, correct, ard configure both high-end and low-end

scanners.
o Exocute diagflostic systems to verifo the health of all

scanner components.
Organization, Tagging and
Grooming

o Perforn document housekeeping including bufling and
untangling tapes and staple wires.

o Repair ald address signs ofwear and tear on documents

Scanning of Documents o Digifize tax declarations using regular scanners with
feeders.

o Scan deteriorated or fragile documents using overhead
image scarners to minimize damage.

Digital Formatting and
Conversion of documents

o Convert digitized images into PDF format.

Image Correction o Enhance digitized documents by removing spots,
scratcbes, stains, a]]d smudgcs.

o Correct unwanted color stains and ensure clarity.
Indexing and uploading o Upload digitized documents to the Digital Archiving ard

Retrieval System.

Quality Assurance (Validdion)
of Scan Documents and
Uploaded documents in the File
Server

o Validate and confirm the integrity and reada-bility of all
scanned documents.

o Re-scan and re-publish documents ifthere are issues
with information or image integrity.

Backup of Scanned Documents Perform daily backups ofscanned documents to €nsureo
data in case of disaster-
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VII. BASIS FOR PAYMENT

A one-time payment shall be issued upon the successfirl completion ofthc following tasks relatcd

to the TD-series: digitization, wluch includes scanning, publishing, uploading indexing' and

storing. The final payment will be calculated based on the acOal and corresponding costs

incurred daermined by the precise number ofTD pages processed.

}1II. PENALTIES FOR BREACH OF CONTRACT

Failure to deliver the services according to the sEndards and requirements set by the CiY shall

constitute an offense and shall subject the Contractor to penalties and,/or liquidated damages

pursuant to RA 9 184 and its revised Implementing Rules and Regulations.

IX. CANCELLATION OR Tf,R}IINATION OF'CONTRACT

The guidelines contained in RA 9184 and its revised IRR shall be followed in the tfinination of
any service contract. In the event the City terminated the Contract due to default insolvenry, or
for cause, it may enter negotiated procurement pusuant to RA 9184 and its tRR.

Prepared by

PRISC
Acting Assistan hon

NOTED

ATTY. R .GONZALVO
City Assessor

SR(;/phv/ lA' I 6./2021 LDIP SconingToR
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