
TERMS OF REEEREI{CE
SUPPLY, DEI VERY, TESTING, AND COMMISSIONING FOR T}IE

PROVISION OF AN ADDITIONAL 120 LICENSES FOR THE QC DOCT]MENT
MANAGEMENT SUTTE FOR IDENTIFIED QUEZON CITY HALL

DEPARTMENTS/OFFICES (PIIASE 2)

1 RATIONAI.E OFTHEPROIECT

The govemrncnt recogaizes the vital role of informatioo aod communications tedroology (ICI) in

nation-building In suppott of this, Republic Act No 947Q 'Thc Natioaal Ar&ives of the

Philippincs Ac{'mandetes Iocal gowcrnmcnt units to stcngthen the EaESEmeflt of thcir atdiwal

records-Soth physical and elcctronic--aad to steemline intemal aod iotetdqrartmental proccsscs.

In compliauce with this legisJative nmdatc, thc Quezon Gty Local Govcmmcnt (QC LGU)

implementcd Phasc 1 of its Documcnt Managcmeat System (DI6) Suitt by insta[iag thc Docuq,zlc

On-Pternisc Entetpdsc Plstform. This iaitial phase rrzs srrcccssfirlly implcmcntcd aod bcgea the

procrss of saeaorlining city govetnmeat scrvices aod computetizisg Eansections for idcntiEcd

dcpartmcnts/ofEccs

This ptoiecg Phase 2 of the DIvLS Suirc, builds upon the iaitid inplcrnentation by expaoding thc

system's coveragc to addidonal departmeots a:nd enlun.ing cuficat digitai processes lhe
proculef,neot of additional pcrpetuzl uscr licenscs is nccessary to gfant morc au&otized QC I,l3U

pcrsonncl the capability to digitally storc, accesg managg aod track thc ciqfs documcnt.{

2 PROIECTDESCRTPTIONAND OBJECTTVES

Io compliaocc of its pivotal govctomcatal frmction of securiog public and coaEdential tecods, botl

physical and digital, while cr-tablishing gcater case and frrnctionelity ofp'roccsses *uouglr ao dfcctivc

all-encompassing pladotm, phase 2 see&s to do the following

1. IICENSES

Expand Systern Acccss for Deparrmetts' OfEce6, and Usef,s

Thc prolecds primary obicctivc is to Providc DIvLS access to morc Pcrsoffrcl through fic
proouemcnt of additional on-prcmise perpctual license+ This cryaosion will cover identificd

i.po,-*o and ofEccs not only within thc rnaia Quczon city Hall compound but also

external facilities" c.g., district ofEces and city-run hospitals' as may be dctcrmincd in thc

ptoiect plan This shall remaia an on-premise depLoymcnt

2. SYSTEMENHANCEMENIS

a. Enhanccsrcnts and Addltional Vofldlows
This prolect will upgade aod eohaacc thc crrreat digital processcs across QC LGU

d.eparturcats. Ttris incbrdes thc eahanccracot ttzt will iropruvc the cristiag
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intcr-dqnrurental comrnunication aad transactioas Ncw alld spccific digiul
wottflows shall bc iadudcd.

b. Implccrenr a Digiral Archiving Slstro

A k y go"l is to implemeat aod con6gure &e digitzl achiving capabilities of the
DMS Suirc to p,rcservc and safeguard vital govemmcotal records, Tbis sFt€m is
inmded to greatly dccrease the necd fot ptrysicd paper str:rage, which will allov thc
city to rcpurpose curlEat storagc fr.ilitics and provide tnorc efficicnt serviccs.

3 PROIECTSCOPEOFVORK

3.1 Proccss Mapldng aftd Subftisdon of Apptoved Irrplecrentadon Plan

This initi2J stcp focuses on plar:";.g aod ptcparati,on for ttre additional iastaliatioos and *rc
implemeatatim of the DMS Suitc. Thc Sctsice Providcr qnlll conduct a thotough a:ulysis to

create a comprchensive projcct plan.

r Conduct ocular inspcctions, arraagc prelioioary EectiiSs, aad draft a

proiect imCcmcnt tion plrn ib cootdination *ift k y Qurzon Gty I,GU
ofEcials.

r Hold Kick-off and Discovcry Wor{rshops widr key QC LGU end-uscts to

deEnc the ddivctablcs

r InsPect thc diffctent typcs of doctments uscd io. the day-to-&y opcrations

of QC LGU users

r Idrntiry ky mernbets of tle QC LGU Ptoicct Oganizatioa for sFtcm

access and administration.

r Collaborarc widr various QC LGU use$ to rnaP iotemd ed intemelated

Proce6scs for creatiog additiond and cahasccd 'tigitel workflov stucbrtcs.

33 Supply aod Complee Itrtdledon of the DMS Suite

This step covcrs thc delivery, mnfgutatioa and tcstiog of all tcdrdcal compoocnts'

iacluding softwarc liccascs, systco cflhaocetneats, and &c ncccssary auxiliary support

[ICENSES

3.2.1 Core Dcliverable aad Cotfguratio:

r Dclivcr, confgurc, tcst, aod cornmission an additioorl o!€ hmdr€d tw€flty

(120) user accounte fot thc DMS Softverc and ternain on-Premise

dcploymcrt
r Create a Sateocnt of Vork fo specific proiect scgmcots to guidc thc

iostd.lation and implemcntatior at Pivotal sages.

I In collaboratioo Trith ihc QC LGU Proiect O-ganizatioo, configure the

idcotiEcd hards'4rc a.od so&varc nccdcd for dl uscts-

r Administratioo of uscr roles, division-levd 2cccss, and sccurity pertnissions

r Assign ttre additional QC LGU uscrs trcir access keys, eccess coottols, and

audit tnils

/
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SYSTEM ENIIANCEMENTS

32.2 Voddlow Dcvelqment and Enhanccmcot:

I Confgurc additional digital workflowg documeat touting ,nd alrproval processes fo:
idcotified QC LGU uscrs, as may be &tcrmined by drc proicct implcmcntation plan-

r Erhancc otreot digiul wotkflows to ioFolle comnunicatioas end tansactions
between depattmcnts by ployidhg ptofcssional scrviccg softwere confguration, and

support to enhrocc and espaod the aisting Docnmeirt Maoagcrocot SFrcJo (DI\D.
The scope of work shdl indudg but aot bc linied tq &c foltowirg a"-r

,A. C,orc Systea Eahanctoents
r Implcmenation of impmved document routirg and

conrqrrrnication feanres (e.g., storiog sea<Iiag rcplyiry
adsnowledgmcrrg rciectiorL inyJidetiotr, aotification, asnotation
notificatior, and ditectly sending via cma$.

r Customizablc usea opdons, induding documcnt groupiog

B. Woddow and Proccse Automedoa
r Sttcdx iqing approva! routing and cscalation ptocesscs to

rcducc tumarornd timc.

r lmproecroea.t ofwortflows fm special usc cascs suth as digjtal

respoase-to-respoose docomeoe zad the OfEce of 6e Gty
Mayor (OCIvfl processes.

I Ptovide opdons fot specifiag pdmary end secoodary tecipientg

wi*r thc ability to selcct default groups (c.9, L:gislztivc and

Erccutive of6ces),

t Eohaocemeot of dre Staap feanrre to allow rcmarks aod cosure

sea.miess use dutiog au]ti-uset docu:rrerlt ecocss.

C. Monitcing, Ttackiag, ard Rcporting
r Enhanccd digital mooitoring of docrxacat st bls for

ackoowlcdgment aad rcspoose actioaq with firoctioaality for
departrncnts to curugc documcnt history tltough intcmal

rcmarks ot t€cotd6.

r Capability to gcacratc dystcd-lcvel tcPorts, dashboatds' and

aoalytics for administrators and uscrq including thc ability to

measure thc oumber of papcr saviop (c.g, rcduccd ptinting aod

papcr usc).

D. Compliance, aad Stendards

r Incoq)oration of doounent lifccydc f€ahrre6, such as ret ation
ald disposal of public recotds, io complialcc 'rvitL lavs aqd

regulations.
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E. SSrstem Ad.ministradoa afid Malnrcoance
r Ptovisioa ofa tcst envfuo rcrit for vzlidation of new feetmcs
r Admioistrative access for datrbasc Eaflrgcmcat and systcmJcvel

configuretfuro-

r Rcgular autoruated badnrps and moaitotiag of sFtern hcal& md
pcrforma::ce.

r Tjcketiog systo. fot uset inquiriea aod tcrhnicsl suppert
r Netrsork Attachcd Sorage (NAS), with e spcciEed emi:uat of

usable disk sparc fot backup and rccovtty.

3.2.3 Digitd Archiyiry and Documett Maaag€meffi

r Implcrllent additiooal Dgital Archiviog capabilitics to sore various documcat types.

r Provide liceoaed users widr cortinuing acccss ro all ardrivcd digiul files ir
accordance with QC LGU regr:lations

32.4 Ar.u<iliary Supporc

r Provide the neccssary aruiliary support to cosule de pladorm's cootinuous
opcrability aod acccss.

325 User Acccptance, Traioing, aad Systern Go-Live

This focuses 6a 655r'dng thc coafigutcd systcm mccts usct rccluircmeots, proyiding
gs"'Ftehensi'rc training and ofEcidly larurching thc cohanccd srirc fot &y-to-day
operations

Usct Acceptaacc Testbg (UAT):
I DcmonstatE drc additiosal and cnhaoced digiul wrhflow procc*ses to thc

differcot QC LGU Uscts

I Coaduct Uscr Acccptaoce Tcsting fot thc ncwly con6gured and crrhanccd

digjtal wotkflo,rs
r Makc adiustucots to intcmd ptoccsscs in the ptc-confgurcd DMS Suitc

based on the apptoved LIAT fecdback tcport

a

3.2.6 Trainiag aad Documentation:

r Ptovide tmioing for ideotiEed dcpartmeot petsornel on their uecr access aod

controls based os the 6nal configuration.

r Guida-oce on votlflo.ws, corapliaocc requherocotq and bcst practiccs in
docurlcot sEtragcmrrrt.

r Provide additional Uset ManuaJs for day-to-&y opcrations and ooboardirg
activities

r Prcvidc a sFtem admioistration maoual fot rcportiag, -a.^d.&
mainteining, asd troubleshootiog thc systcm-
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3.2.7 Go-Live aod Ongoing Mainteoaace:

r Hzad ovcr the additional softwarc access ke1rs for thc pre-conEgured DMS
Suite

I Ptsvide firrdrcr assistaoce as drc additiooal users and wockf,ows .go livc, for
daily busincss opcratioog.iirdudiog uoublcshs6ti-& bug fi:csr gfld ottcr
aaalogous circr.rrnstances.

r Ddivei a rcchnicd suppoff ream fot softearc aqd hardvarc configuration,
ptoviding oae yeat ofteclEdcil and rrr4i',r.t''nce suptr oft aftcr go-livc.

r Iastitutiqr of Service kvd Ptotocols
r Rcgular autooatcd baclnrps and monitoti"g of systea hcalth and

pcrfotmaacc.

r Systtrn Updatcs e.od Patdres

o Conduct rcgular rraiatcoance cvcry quaru aod .ng^ge in spccial
maintcoancc as nccdcd to osurc cootinuity of operations aftcr the
handovcr.

o Provision of a test enviroomcat pladorm for validation of softwarc
updatcs ptiot to artual rpplicetio,n to &e prc-coatrgured DIvlS.

4 TECHNICALSPECIPICATIONS
This section deails the tomprehensive tc&nica! noo-fi:octionel, and sewiceieve.l requirements

fot dre Document Manegemeot Systcm (DMS) Suitc ptojecu

4.1 The Service Providct must delivu of,e huadred weoty (120) perpeo:el uset accouflts fot its
dlSital affhiving aad document manogamcaL The lic€ ses *1,'11 lg pcrP€hul lic*.es, cither

assigoed as coocurrctrt or na:rted werg

42 As needed, the Service Ptcrvidet viII ptovide suppott to QC LGU fIDD iE making th;r
&tabase tablcs and &ta acccssiblc. This indudcs ptoaiaing tEdricai sqPPort and

documcotatioa 1s ..(Flairl d:c &ta struckrrcs and table scllc@a, as wdl as ptoviding

dcscriptors fc all tab'les aod 6clds

4.3 The Service ?rovider shall not disdosc ot we arry coofidcotid information outside thc scope

of this project without ptior trtri$en cooscot This obligetion shall tcmain in effect duriag

aad after the conuact pcdod.

4.4 AII data gocratd Proccssc4 storcd (rndudiog dl cloud-back stotege gcacretcd if any), or
traosmittcd &rouglr ftc systcm shall rcmain the sole a.ad elclusiw propcrty of drc Quczon
Gty Goveromcot The ptovider shdl hzve no ometship rigbts ot daims Data handliag shel

comply with ttre Date Privacy Act of 2012 (RA 10173), with apptoghte tedrical,
orgaoizational and physical safegr:zrds.
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4'5 Ttre servicc providet will provide a{ necessary softwa-te trdniog (a rrdoimum of 4 training
drys/niaimum of 5 hours pcr trabiog day) ard maouals o key us€rs ofdle systcrr- TL.
Thc service pmvidcr will providc 1 day of training for at lcast four (4) ITDD pcrsonoel
rcgardirg QC DIVLS Sptern data tcportiag scrvcr administtatio4 and systcrn
edmioistratian.

4.6 Thc scrvicc Ptovidcr shall providc one (1) ycat tccfioical support aod raeintcoancc suppo:rt
(e'g updetcs, patchcs, troubleshooting etc) vfiich shall bc available dudog regulat busincss
hous.Thc following listcd protocol shall fu r,iglrry coasidctcd ia ttre implerocntetioo plffling
and tJrc cxccutior suge.

Support Ttcr aod Responsc Trmcs for Scrvicc Provider Availability

o Miaor fssues:
Issues wirh low impact oo opcratioos (ag, miuor coofiguratioa
adiushcns).

> Rcspoosc time rvi&in twtoty-four (24) hours of rqrcrt
> Rcsolutjon timc: cstimarcd within trvo (2) weeks

o Mejot Iesucs:
Modcratc-impact issucs (e,g, woddlow disruptioog softrare cron).

> Rcsponse timc: within fow to ciglt ({-8) busioess houts
> Rcsolution time cstimtcd vidrin sevcuty-tvro (e hours.

Escaletioo to oa-sitc suprport if occcso:ry.

o Critical Issues:.

Higlr-impact issues czusing syetcrn uoa%ilebility
> Reqronsc time withio 1-2 hours dudng business houts
> Rcsolutiqn time cstimatcd wiftin twcoty-four @{ hours

Escalation o oa-sitc eupport if neccssrry

r Rcspoase Timiog
All support tcqucsts should bc tcported via crnail ot Se acaihblc
communication &aondg es may be detcrmilrcd in the iaplcrneatetion
plesoiog aod exccution sagc

5 AREA OF CO]IERAGE
Thc additioad coafigurations ald/or cnhaacemcos of the Documcnt Man:gcmcat Systcrn

@tvtS) Suitc will be implcmcorcd gt the identificd deparmcots/offices of Quczon Gty locel
govcmmcnt d.tel*.;"ed during the impleoeatation plalaing and cxeantion-
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6 DEITVEBY SCIIEDIJIB
Tbc ileliwry s&edule will ba withio onc hudt€d tsEflty (l2Q crtcader days upou 6c issoencc

of the Noticc to Prccccd (|IIQ.

ITEM SCTIEDTIIJ OF DELI7EST

koccrs Mapping md Sobmisei@ of ea

App,rovcd r.T,l--'ra;- Pkt for drc Dtr6S

Suite

\ftftiE thlty C3O) dayr qoo issuaacr of tle
Ncice to Procecd

Repct fc tt" SWph ua Cooplcc
Iaetellaim of thc DIrS Suie, iadrsive of
ficcose accoreoE aod auiliry euppon

V-dhb qiscty (90) dzys rpoo issueocc of tr
Noticc to Procccd

Usct Accclnarcc R.ports fc Ucct
Accrpuocc, osbidizcd digitrl rro*flcnrs,
raiolog of usets, drte diaiodrf aad

Fodudioo 6f man"cl Ando ftn Dlr{S SBiE

opctrb,ility

W'rfria oe huaH tsEoty (120) &p tpo
irsr:ence of thc Noticc to hocc.d

? APPBOVBD BI]DGET FORTIIE CONTBACT
Ihc Aprpuovd Budggt fo,r ihc Cootact (ABQ aoouors b ThirtyLEnl@ Fc6os od 00/100 oly
IPHP 30p00'd10.001 VAT iadlrsiYc.

COST I'EETYA:CIOI\I

DBSCBIPTION AMOIIN:I

Appto'ved r-ft-cota.'. Plsa fcE Sc D]{S Suitc

Pcs1rhrd EatcrPtiEc Softvtr zad lieosiog- oac hrmdred

tsrlrty (120 .dditiold DMS Suie licrases

Softerre Co6guruim r*l Eohancocotlrrprorcmcots -
iacltd€s additimol DI6 Suite nrodolc tuPlcrncctdoo: digitsl

surgq end additioozf confgutatioa in teJzrim to ftc teailzDlc

Qucaou LGU i!'ttud actgtr&

@ect lrfaar$E€ff, Sysm Docuoeaanioo, Ead Uset aad

Admir Traioicg - iodudls P,tpes ,orp,Fn& Ec.tiDt!'
oobilizarioo scopc of wo* clocumcars, cooihe of ncw usct

r..Eptracc B.i.g ibcuto.rttr, srsn E ad buEiEGs! Eolivc

DI,IS and Custsrct Scrvicc Suppct- 12 rlotts

TCTAL P 30,(n0,0d,.@
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8 BASIS OF PAYMENT

No. Pafdcufar Wdght

I Submission of thc Approved koicct Implcncoarior Plaa 1SV"

2
Supply and Installatioa of tbc DMS Suitc additiood

conf,gurationq togctbcr wi*r uset liccruc accouatg and

auxiliary suppott

35o/o

3

Uscr a.cccptaqcc of dre commissioocd dQital wotkflows,
tcstiog wr]rkf.owg complctico of trairing fot selected

autho,tized uscrs a.od IT training suboission of tlaa
dictioaary, submissioa of trdai-og mauals *d g*dr",

creetioa of s€rvicc escelation ptoccdure for DMS Suirc for
coatinued operability

50Y,

9 PROIECT ST/\NDARDSAND REQIIIREMETTITS

9.1 $ervice Providcr QualiEcations
o Ttc Prosidct must hevc a Platioum stanrs in PHILGEPS.

. The systErn should be a:r on-prernisc-based scrvice for a pedod of one (1) ycai
o The Scnricc Providct should havc aq of6cr in the Natioad CapieJ Rcgion,

Philippioes
. The sFtcms irnFlementor should hsse a tc&.Eica] tearn focused on *re proposcd

DI\{S Suitc.

r Thc Setvicc Ptovidet can ptovide additional liccaets aad con6gutatioos in a

document rDznageJncnt systEo softvarc Orat has gameted global recoppitim fot
qua.lity managemcat, in-6otmation sccutily, and softsarc ?ngrneering excdlcocc ifi dlc

6dd of documcnt utan gemcnt Certifications of the folloving shall bc considered:

o ISO 9001:2015

o lsQfi3.C270Al2D13
o AFNOR Certificetion

9.2 Thc service pfovidcr must bc a Tdccommrmicetiod ComPdry with a Congtcssional

Frandrisc and authotizcd by the Natiotral Tdccommunicatioo Commissioa to ptovidc waluc

added serviccs flAS).

9.3 Submit copies of its compaoy's organiz:tion struchltg matrPon'cr schcdr:lg fuactiont'

duties, with releted Information Techoology Cemifi cations.

9.4 Thc Servicc Ptovider shalt assif a higtrly competent and technicel staff comptising of
one (1) Prolect lUanagct, one (1) Sofi:werc Developoent Maorgeq one (1) Ptoduct Maoagcq

three (3) IT Safd widr the followiog qualiEcations:
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Pro jcct Maneget

- Must have a mastcral or doctoratc degrce rvith expericocc io
telccommuoicatioqs iadustry for at Ieast tlree p) years.

- At least a yeat of expcticnce ia busioess darlopmcnt ard proicct
matr2gcmcat

- Must bave excdlcnt lcadrrship skills

Soft*zrc Dodopment Mrlage(
- Must hzvc at least a m4stcf,s in sci€ricc in Communication Systcm
- Must h highly tcdrrically aad highly rldllefl in implementing documef,t

mrrrrSemeot systems

Product Ma-oager

- Must be at leest a gtaduate of dccuos.ics zsd computct cigine€ing
- Must havc at lcast 5 ycats cxpcticocr in telccommudcetioqs industry
- Must bgve c€ftification in docurneit rn,''e8.4n.,ht sFtdrls dc:velopDcnt

IT Staff
AIi IT staff must have at leest a collegc dqgrc€ irl Computet Enginccrio6
Coupuu Ioformation Sysem or Ioformation Techaology.

IT llGnagcr must havc cxpeticocc as.^ dzt:' privacy of6ccr aad IT
opcaatiof,s.

ff Maazgcr must be higl,ly traioed, skillcd and tccSnical in IT.

9.5 Submit Ccttification/Undcruling in softwate systcm aud liccnscs sercic€s-

9.6 Thc systcm sh.ll uodergo Vulnerability Assessmcut and Pcoetration Testiag (VAPT)

conductcd by thc Information Tcdnology Devdopmcnt Departoeat (fDD) aod/or thc

Dcpartrncnt of lafotmation and Commurricatioos Tcchnolosl (DIC[)- Thc Ptovider shall

cooperatc fiily and addcss all id€otiEed vuloesbilities at no edditiond cost vithin a.!

agtced-upon timcftaae.

9.7 T'he syst.'.s shall impiorrent Secure Sockcts I-ayct SSL) certificatcs issued by e trusrcd

Ccrtificzte Authotity, ensutiog se.cwc, cocrypt€d corrnudcatioo bctwEcrr usets aad the

6JrSrctrr.

g-g sbt€rneot of wartanty (as indiceted io section 4.6), providc techoical support a.od service

duriog busiacss houts in thc coutsc ofinstallation and implerncnation'

9-9 AlEdayit of Uodcrtaking drat thc sFtarr should confotm with app)icablc data ptivacy

larrs ar:d ooa-disdozurc of the agcoc/s data-

g.1o Thc scrvice providct should bc at Ieast a domcstic cotity incotporarcd undcr thc laws of
thc Philippincs aod wittr aa cotity cxistencc of at lest Eve (5) ycats ia thc Phlippincs
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9.11 Vhco dcployed oo doud ioirstrudurg ttc subscription sball be rcgistcrcd undcr thc

Quczoo Gty Gowcmm€oL Vhco hosted oo io-house servcrq the providct slull adhere to
dre qpccified hardware, softrrate, ba.kup, and disastcr rccovcry rcguircmens.

10 PENALTIESFORBREACHOFCONTRACT

Faihrrc to dciivct thc scrviccs according to thc standards and requirc@crts set by the Gty shall
constitute as. offcoce aod shali subject the semice ptovid* to penafties and/ot liquidatcd
darnages pursuant to RA 12009 and is Implemer:tirg Rules and Rqulatioos (IRR).

11 CANCEIJ.ATION ORTERMINATION OF CONTRACT

Thc guiddines coueined in RA 12009 and its IRR shall bc folloved ia i!6 raffrrirrdisr 6f any
sezvice contracl Io the event the City tetmioated the Contact due to defeult iasolrtncy, ot
fc causg it may entet ncgotietcd ptocr:rcment pursu2nt to RA 12009 aad its Implemcoting
Rulcs and Rcgulatioos (IRR).

Preparcd by:

6
o.IUMADIAO

IT OfEcer I, ITDD

Approvcd bp

G. CRUZ
o Chage, IIDD
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