
o\b,l
'l\)R- (ICRI) Digitization Phase V

TERr\dS OF REFERENCE (TOR)

DOCUMENT DIGITIZATION SERVICES FOR THE
CIIY CTVIL BEGISTRY DEPARTMENT OF QUEZON CITY - PHASE V

I. RATIONALE AND BRIEF BACKGROUND

Thc Local Government of Quezon City aims to procuro DOCUMDNIT DICITIZATION
sl)RVroES r,-oR THE CrlY CtVil, Rlr(irs'l'Ry DEPARTMTTN'|' (CCRt)) OF QUEZON Ol1.y
PHA*SI,1 V.'l'he pmject shall continue the digital archiving lifecyde of valuable civil registry
documents that includes the digrtizal,ion (scaming and publishing), uploading (indexing and
storing), encoding, archiving, rotricval, rcporting, and prescrvation of all d<rcuments frum
small to large formats and multiple relational documents using the oxisting Digital Archiving
System of Civil ltegistry Department - CRlSPrl'R.

Digitization is an ongoing procoss, aud this project reprcsenLs tho commitmenl of the City
Oivil llcgistry Department to conl.inuous improvemont. Ily staying up to datc with
digitization technology, thc OORI) onsures that il, remains competitivc and adaptable in a
rapitlly evolving digital landscape.

This project is also stratcgic for thc Civil Rcgrstry Onlino Servicos l)ortal in QC E-Scrvicts.
'l'ho said portal is cunently prrressing Oertilied Truc Oopy (O'l'O) roqrrosts, and hy digitizing
and archiving the valuable civil registry deumenls, the (l'1'O nrquesl,s will be handletl antl
pnrcessed efficiently. lt is also a vital component for the CIVIL RUCISTIiY INIORMATION
SYSTEM PROJFjCT TECHNOLOCY RIIFRESH (CRISP-TR) prqoct.

II. PROJECT DESCRIPTION

Thc complel,ion of the project, which includes scanning, publishing, uploading, proper
indcxing, storage, and retrieval of scanned documcnts, will cnsurc ONE HUNDRED
TWENTY-SD( THOUSAND AND NINETY (f26,090) set.s of valuablo civil registry
do,cumenls, mm;rosled of the followinB as submitted:

'Iasks Type Year lirries No. of Scts

Sk:anning, uploading, encoding,
valida[ion of original cerl,ificatou
and upkrading of int%T ated data
from QC RRO

Rirth Oertificatcs

2024 walk-ins and
QO llRO registered
(fhoso ()O tlR( )

rcgrsl,cred will bc
scanned only since
rgxrrtls arc
integrated lnrm Qo
BRO b Ot SI'lt)

41.090

lir:anning, uploading, enmxling,
validation and archiving

Marriagc C,ertificatcs 2025 r0,000

Scanning, uploading, enuxling,
validal,ion and archiving Dcath Certi-frcates 2025 20,000

Scanning, uploading, encoding,
validation and archiving

Courl, Dccree
(Annulment, Adaption,
Correction of Entry)

Old series and new
scnes
(Average of l-r-20

Dages per sots)

5.ffn

S:anning, upk-radrng, encoding,
validal,ion and archiving

Marriagc Liccnse Random Ycars
2(XD and llekrw 40.(xx)
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III. PROJECT SCOPE OF WOBK

'l'[p project shall cover the full digtizahon sorvicos for tho newly scanned documonts of (livil
Regist,ry Department. of l:he local (iovernment o['Quezon City, which includes but not limitprl
to l,he following:

DI(ITIIZAI'ION SERVICES, ENCODING AND UPI,OAD]NG TO SYSTEM OI.' NEWI,Y
SCANNI]D DOCUMF)N'IS

o Organization of Itecords and documenLs
o Crooming of documents
o Scanning Process
o Publishing in PDF format
o F)valuation of Records and Digitized Documents
o Uploading of Digrtized File l,o CRISPR
o llncoding of Rccords Information to CRISPR Databasc
. lkrvision (]ontrol of F'iles and Datahases tr) cnsure that corrupted and
. duplicalp files and records are repla<nd with valid liles and resrrds

DI'\TI,OPMDNT OF A BACKUP SYSTEM
o 'l'hroe copics ofback up (2 serv<lrs, 1 portahlc storagc)
o Pmduction application, File and database sorvor
o Sl,agrng vrrver for Application, Frle and l)al,abase
o Mouthly Full Backup of Scanned Digitized f)<rcument

o Ilegular Weckly incremental and changcs to backup of Scanned DocumonLs

IV. ABEA OF COVEBAGE

Thc six (G) featurcs of the managed scrviccs of thc project that are essential l,o the sutsrss of
the pmjcct shall be instituted in the Civil Rcgistry Dcpartment of the l.ocal ()ovcrnmont of

Quez-on City. 'l'he technical and functional leatures will all be establisherl within th<r

compounds of the department. The features are as follows:

I. STAOINC AND PRODUCTION SERVIIRS FOR APPI,ICATION, DATABNSE ANI)
Frl,us

o Staging servers will handle all newly scanne(l documenl,s lrrior to the i]'
stage cvaluation Pro<rss;

r l)ruduction will always be assumcd all in ordcr and clear of invalitl scannctl docs antl

data; and
o ll sets ofmpies of scanned documenlq l,hat will be distributed to servers with one alpha

copy that will be secured of iLs integrity.

2. Ii)LEVI'N (I I) STEPS DIGITIT.ATION PROCI.]SS

o ( )rganizing, grooming, and distributing of tftrcuments for scanning;

r Scanning and uploading to file *rver;
o Dvaluation pro<:ess of scaruted dorcuments;

o Dncoding and uploading to CRIS['R;
r lndexing of scanned documonts;

Sr:anning, uploading, encoding,
validation of original certifi cates
and updating of annotated
Oortificatcs to the svstem.

L€gal In6trumenl.
(,cgitimation,
Supplemental,
Correction of lintrv)

Random Ycars from
2014 and Below

1O.ffx)

TOTAI, 126,fi)o
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. Irncryption of scanned document^s for backup purposes; and

. Post processing of documents.

. R4turn of scanngfl docg in original state and location
o Labeling ofscanncd documcnls as "scanned"

o Rr.porting of damaged documents
r l,ogging of scanued documents

3. OITTICAL CHAITACTER RECOCNITION - This will rcducc cnc ling activitics and
encoding relatnd issues. Thc (XlR shall cnsurc that tha charactnristics of the charactors arc

recognizable.
r Layout analysis
o Linc and word dctection

4. THREE S1'AGE EVALUA'I'ION OF SOANNI.ID DOCUMENTS - this is the Quality contml
stage of the pmject. This will hlter newly scanned documents and data to the production

servers.

Pre-evaluation checklist - duplicatns, rcsolution, clarity and cnmplction check of all
markings.
Evaluation - side by side evaluation and validation of digitizcd mpy and actual
document.
Post evaluation - validation of encoded information and dcrument motadata.
Promotion of digitized cnpy and its relevant data to the ltmrluction servers.

5. ENCRYPTION AND DDCRYPTION OII BACKUP COPIDS OF SCANNDD DOCUMENTS

- this is k) ensure that all documcnts will bo sa{'c oncr it is upload<xl trr l,ho sorv<rr.

6. ORGANIZATION Ol,'OItlGlNAl./llA"SIi AND ANNO'IAll'll) IX)OUMENI'S - this project

will assign links on documcnts that are related.

V. PROJECTOBJECTWES

The Ceneral Objective ofthe project is l,o continue the digital archiving of documenLs ofCITY
CIVIL RDGISTRY DEPARTMDITI"T of Quezon City.

Specific Objectives arc as follows:
o 'lo provide managed services co organize, scan, upload antl encotle newly sr:anned

documents.
o 'l'o complete the projcct with proper turnovers and trnining for tho users upon

completion of the project.
o '['o rlevelop strategy lbr archiving and digitization for the priorrtization of records antl

drrcumeuts of the Civil Il.e gistry Dcpartment

VI. PROJECT STANDARDS AND REQUIREMENTS

'Ihe requiremenLs are expressed in irrtlical,ive anrl functional t rms to guide thc Serv ir;tr

provitler in l,hc prrovision of scrviccs that wi-ll eusurc thc ovcrall health of l,he systcm to
include iLs performancc, interoperability, intngration, and informatiolt cxchange.

I. I]IDDERS REQUIRED STANDAITDS/QUALIFICATIONS

1.1. The biddcr/servicn provider shall submit, as part ofits bid, a copy of its company

profi le and organizational structure.

a

a

a
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'l\ ltt- ()CRl) l)igitization Phase V

1.2.'l'he bidder/service pnrvider should have implemented and completed an archiving
project which includes Digitization of Civil llegistry rlrrcumenl,s as required as a
similar projoct in nature wil,h at lcast 50% of the ABC within thc last thrcc (3) yoars.

The bidder/service providcr must suhmit proof o['project and complction.
1.3. The winning bidder must be of gmd standing and has satisfactory pcrformance

wit,h respect to it.s latesl, rnmpletrd project with the Private, l,<x:al or National
Goveurment.

2. PROJEcI SPI.]CI F'I CATIONS

2.1 PROJI'CT MANAGEMENT
o Projcct Kick olT
o Qualifi<rd Projcct Manager and Projcct Managemcnt Team
o I','ull Documentation on Project implementation
o Digitization, encodinB and uploading serviccs
. Organizmg, housekeeping ald grooming of civil registry dq:uments
r Scanning and publishing documents
r lndexrng, enmding and uploading in CRISPR
o Validation, evaluation and pmduction of scanned documents
o Threo (3) stage evaluation Lo ensure that raw scanned documcnLq and its information

is aUgned anrl in proper ordcr
o Ensure that the proper resoluhon and clarity standards arc set in placo

o Publication of scanned dcrcumenLq to production servers

o Post. pro<ressing of scanned documtlttts

2.2 BACK.UP AND RI]COVERY SUPPoRT
o Passivo replication ofdatabase and scanned filcs
. Onsilxl and oll'.sil,e full backup
o Daily ard Wcekly incrcmental backup
o On site rccovcry validation

2.3 WARRANTY, MAINI'L]NANCE AND SUPPOR'I
o Orxr (1) hour response lime for critical i-qsues lor rcsolution within twenty-four (24)

hours.
o Warranty l-y<lar coverage after {ull ac/-rptancc ofprojcct

3. PRO.IEOT MANAGEMEI.JT PLAN

3.1 Project Management
a. Project Plan - tho overall pmjcct planning includes projoct timolincs and

rleliverables, systems design, development and deployment' t.raining and handover,

and documenl,al,ion.

b. Digitization and uploading of srcanncd documcnLs

c. l'rojoct [)ocumcntation
d. l,'unctional,'l'echnical
e. Warrau[y zrntl Support Services

f. Backup and Rcstorc Pru:cdurc
g. User Acccptance 1'esting

4. PROF-F]SSIONAI, SI'RVI CI]S

The contractor/Scrvico Provider/Bidder shall havc the critical technical knowledgo that
includes knowledge of database syst€ms: ability to manage databaso systcm intcgratron,

Page 4 of 6
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implementation, and testing; ability to manage nelational databases and create mml)lox
reporlc: knowledge and ability to implement tlata ancl information policies, security
requircments; and knowledge of client Oools used by business users. The projcct should
provide the following Professional Services:

a. Project Manager - The Project Manager should have at least pmject managemenl.

expenence in the digitizal,ion lifecycle.
b. Systcms Administrator (1) - Systcm Administrators arc for the installation and

configuration of systcms that includes oDorabing systems, socurity systnms, and

bar:kup sysl,ems. 'l'hese administrators will Jrrovirkr support systpms l,o assunt
()ntinuous operation of tho systrrms including all strrvers, sl,orages, and soltwant
systcms

c. F'acilitics Support (2) - Provides tnchnir:al support to assurc all facilil;ics including all
scanners, workstations, network and perrphcrals ara all in good condition.

d. l)igil,ization Ilxperts (5) - These personnel are assigned for the regular format
documonts.

c. Staff fudes (3) - These personncl will provide organizational housckccping antl
gxooming activrties on the document^s and other servrces needed for the completion of
the digitization process.

VII. PROJECTDUBATION

This projcct will commence immediately upon issuance of the Notice to Pruped (NTP) lo tho
winning service pnrvider until December 31,2O26, or upoll completion of 126,090 sets
of documents which are fully completcd and inroptcd, whichever comes first.

VIII. BASIS FOR PAYMENT

a, Upon initial completion of 18,914 scts, payment of 15% ofthe total project cost will bo

rcleased-
b. Upon completion of the total sets (126,ffi0 se|q) and frnal approval of all dcliverable.s,

the remaining 85olo of the kltal project cost will be releasetl.

D( APPROVED BUDGET FOR THE CONTRACT

Thc Appmvcd Budgot for the Contract (ARC) amounls to FOUR MILLION PESOS (Php
4,000,000.00) VA'l' Inclusive.

llpm No. Description Delivered (Days)

I Projcct kick-off A detailed discussion
on the p(ress and limitation of tho
prqect.

Withil seven (7) days upon issuanur
of Notice 0o Proceed.

, D(rumcnt Digil,ization (scanniug,
uploading, encoding and evaluation)

Until Deccmber 31, 2025 upon
issuance ol'Notice to Pnrceed, or
upon completion of tho 126,090 scts
of documents, whichever comcs lirst
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COST DI]RIVA'IION
Scanning, evaluation, production and publishing

of civil registry valuable documcnts
Encoding and Validation of Records

SAL-
cily ciuil Registrar

Oity Civil Registry Department

2,O17,440,N
l,5r 3,080.00

46e-4EO.IDf)ocumentation (Prol'essionaI Serviccs)

TOIIAL: Php 4,000,0fi).00

)L PENALTIES FOB BREACH OF CONTRACT

l-ailttre to fleliver the services ac0ording to standards and requirements set by the Oity shall

consl,itute an offense and shall subject the Contractor to penalties alrtUor liquidal*rd damagtrs

pursuant to RA 9f84 and its rcviscd Implemcnting Rulos and Rcgulatrons.

)il. CANCELI,ATION OR TERMINATION OF CONTRACT

Should there }e a11y dispute, controversy or tlifforcncc botweell thc partios arisirL out of this

TOR, the partics herein shall exert efforLs to amicably scttle such disputr or differcnrrr.

However, if any disputn, contmversy or di{ference cannot be resolved by them amicably to

the mutual satislhction of parties, then the matter may be submitted lbr arbitration in
accordance with existing laws, without prejuditn for the aggrievcd party to scok redrcss

beforc a court of compet€nt jurisdiction'

The guidelines c.ontained in RA 9184 and its revised IRR shall be followctl in the terminatron

of any service contract. In l,he event t,he City berminated the mntra(:t due l,o tlefarrll.

insolvcncy, or for caus<t, it may enter into negotiated procuremont pursuant to soction 53(l)

of RA 9184 and iLc IRR.

o, JR.

Page 6 of6


