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Republic of the Philippines City Hall Compound
Quezon City 1100 Quezon City
8988-4242 loc. 8700
CITY LE GAL DEPARTMENT citylegal@quezoncity.gov.ph

ENHANCEMENT OF THE DOCUMENT MANAGEMENT SYSTEM OF
THE CITY LEGAL DEPARTMENT

TERMS OF REFERENCE

I. BACKGROUND AND RATIONALE

Since 2022, the City Legal Department (“Department”) has been equipped with a Document
Management System (“DMS”), which has served as a vital tool in the delivery of effective
and efficient legal support services to the City Mayor and all City Departments. As the
Department’s workload continues to expand, and the intricacies of its operations become
progressively more complex, there arises a concomitant and urgent necessity to enhance the
DMS to ensure that it remains responsive to these operational exigencies.

The proposed enhancement of the Department’s DMS (the “Project”) is intended to address
this necessity. Guided by real-world usage insights derived from the actual utilization of the
DMS by the Department’s personnel, and benchmarked against recognized best practices in
the fields of Information Technology and corporate systems management, the Project shall
introduce advanced system functionalities including, but not be limited to, enhanced
document referencing, comprehensive audit trails and history tracking, seamless file
migration, and expedited access to an integrated online legal research facility.

Through these upgrades, the Project seeks to ensure that the DMS remains a reliable,
sustainable, and future-ready instrument of governance, capable of adapting to the evolving
demands of the Department and enabling it to fulfill its mandate of providing timely,
accurate, and high-quality legal services in support of the City Government'’s objectives.

II. OBJECTIVES
The Project shall provide the Department with:
a. Enhanced user experience and accessibility of its existing DMS5;
b. Refined éystem functionalities of the DMS;
c. Optimized workflow;
d. Stable system under increasing workloads;
e. Access to comprehensive and up-to-date legal research resources; and,

f. Little to no disruption in the operations of the Department during and after the
implementation of the Project.

HI. SCOPE OF WORK

The Project shall consist of the enhancement of the DMS, including but not limited to, online
subscriptions, technical support, and training and documentation. In particular:
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A. WORK PLAN.The Provider shall develop and submit a comprehensive Work Plan
covering the entire duration of the contract for the enhancement of the DMS. The
Work Plan shall serve as the primary implementation roadmap and shall be subject
to review, validation, and approval by the Department prior to execution.

1.

Specifications and Features of the Enhanced DMS. A detailed
description of the system’s technical specifications, functionalities, and
performance benchmarks, consistent with the Department’s operational
and compliance requirements;

Workflows and Process Diagrams. Clear, visual representations of
processes, workflows, and interactions within the enhanced DMS to
ensure alignment with existing and proposed operational procedures;

Wireframes and System Mock-Ups. Preliminary user interface designs
and layout structures to demonstrate system navigation and user
experience;

System Documentation. Comprehensive technical and functional
documentation, including configuration manuals, system architecture
descriptions, and user guides;

User Acceptance Test (UAT) Design. A structured plan detailing the
objectives, scope, methodologies, success criteria, and test scripts for the
conduct of User Acceptance Testing to validate system readiness and
compliance;

End-User Training Plan. A detailed strategy and schedule for training
Department personnel to ensure effective utilization of the enhanced
DMS, including training materials and evaluation mechanisms; and

Project Timelines and Milestones. A phased schedule identifying
deliverables, dependencies, deadlines, and critical milestones for
monitoring and project management purposes.

B. ENHANCEMENT OF THE DMS.The Provider shall be responsible for enhancing
the overall usability and refining the system functionalities of the DMS to ensure that
it meets the operational, technical, and compliance requirements of the Department.
At a minimum, and no later than the completion of the contract, the enhanced DMS
shall be fully equipped and operational with the following upgrades and features,
without limitation:

1.

Executive Dashboard. The enhanced DMS shall provide a comprehensive
Executive Dashboard that offers real-time, at-a-glance visibility into key
performance indicators, deadlines, case statuses, pending tasks, and other
relevant metrics to enable Department leadership to monitor operational
efficiency, track workload distribution, and support data-driven decision-
making.

Document Referencing. The enhanced DMS must include functionality
for advanced document referencing, allowing users to link, associate, and
cross-reference related documents seamlessly to facilitate faster and more
accurate retrieval of records, promote contextual understanding of related
matters, and reduce redundancies in document management.
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10.

History Tracking and Audit Trail. The enhanced DMS must provide
comprehensive history tracking capabilities, enabling users to monitor
and review document version histories, edits, and all related activities to
promote transparency, ensure accountability, and support audit and
compliance requirements by maintaining an immutable record of
changes.

File Migration and Digital Archiving. The enhanced DMS must facilitate
seamless content onboarding and digital archiving of documents,
ensuring that these files are migrated into the system’s existing cloud and
on-premise infrastructure without loss of data, structure, or metadata to
preserve the integrity, organization, and accessibility of records in
accordance with applicable records management standards including, but
not limited to, the execution of a Non-Disclosure Agreement (NDA) of
the Provider and its personnel prior to the commencement of any file
handling or data transfer activities.

Expanded User Access Control and Role Management. The enhanced
DMS must provide granular and configurable user access control,
allowing for the creation and management of expanded user role
definitions to ensure precise control over viewing, editing, approval, and
administrative privileges, thereby safeguarding sensitive documents and
supporting confidentiality and data privacy compliance.

Task Assignment and Workflow Management. The enhanced DMS
must enable the assignment of document-related tasks to specific users or
teams, thereby streamlining workflows, improving accountability, and
providing clear visibility into task progress and completion.

Integrated Document Commenting System. The enhanced DMS must
include a feature that allows users to add, view, and manage comments
directly within documents, facilitating real-time collaboration, contextual
feedback, and improved internal communication regarding specific files
or matters.

Document Transmittal Tracking and Monitoring. The enhanced DMS
must include a system for tracking and monitoring the transmittal of
documents, including sending, receiving, and acknowledgment of
receipt. This functionality shall ensure proper documentation, compliance
with internal protocols, and accountability for document transfers.

Enhanced Task and Workflow Scheduler. The enhanced DMS must
feature advanced scheduling capabilities for tasks and workflows,
enabling users to plan, organize, and track activities efficiently. It shall
also support deadline management and timely reminders to promote
adherence to schedules and improve productivity.

Upgraded Optical Character Recognition (OCR) Technology. The
enhanced DMS must provide improved OCR capabilities to accurately
convert scanned documents and image-based files into searchable and
editable text to ensure higher accuracy, better search functionality, and
improved usability of digitized records.
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C. MIGRATION AND DIGITALIZATION OF DEPARTMENT FILES.The Provider
shall be responsible for the comprehensive migration and digitalization of all legacy
files and documents of the Department into the enhanced DMS. This process must
be carried out in a secure, accurate, and systematic manner, ensuring that the
original structure, metadata, and integrity of all records are fully preserved. The
Provider shall likewise ensure that all digitized files are properly indexed and
organized to facilitate efficient retrieval, compliance with records management
standards, and seamless integration with the enhanced DMS functionalities.

D. TECHNICAL SUPPORT. At no exira cost to the City Government, the Provider
shall render:

1.  Manned telephone support (10:00 A.M. to 5:00 P.M., Monday to Friday);
2. Monitored email support (10:00 A.M. to 5:00 P.M., Monday to Friday);
3.  Technical support for troubleshooting and server maintenance;

4.  Remote assistance using Remote Desktop;

5.  Planned or Emergency Onsite assistance;

6.  Monthly system health check;

7.  Periodic software updates and bug fixes;

8.  Application upgrades (modification, update, revision, addition and
customization of reports and system features and functionalities);

9, Server maintenance (1 year);
10. Data Security; and,

11. Management software system warranty of one (1) year after the
acceptance of the software system.

E. SUBSCRIPTION TO ONLINE LEGAL RESEARCH TOOL.The Provider shall link
and maintain a one (1) year subscription to a reputable and industry-recognized
online legal research platform. Such subscription shall provide the Department with
comprehensive, authoritative, and up-to-date legal research resources, including
access to statutes, jurisprudence, administrative issuances, and other relevant legal
materials necessary to support the Department’s mandate.

F. DOCUMENTATION AND TRAINING.The Provider shall develop and deliver
complete technical and user documentation covering the enhanced features, system
architecture, operational guidelines, and administrative controls of the enhanced
DMS. In addition, the Provider shall conduct structured in-person end-user training
sessions for at least five (5) designated Department personnel to ensure proper
utilization, administration, and maintenance of the enhanced DMS. These training
sessions shall be conducted over a minimum period of two (2) days, with an
aggregate duration of not less than eight (8) training hours, and shall include hands-
on demonstrations, guided exercise, and post-training evaluations to certify user
competency and system readiness. Comprehensive user manuals and training
materials shall likewise be provided to all participants as part of the deliverables.
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G. TRANSFER OF SUBSCRIPTIONS AND LICENSES. At the conclusion of the
contract term, and with no additional cost to the City Government, the Provider
shall fully transfer to the Department all third-party system subscriptions, licenses,
and related rights necessary for the continued operation and maintenance of the
enhanced DMS. The Provider shall ensure that such transfer is completed in a timely
and orderly manner, without interruption to the system’s functionality, and that the
Department is vested with all corresponding access credentials, administrative
rights, and documentation required to assume full control and management of said
subscriptions, with no additional cost to the City Government.

IV. DELIVERABLES, TIMELINES, AND DURATION

The Project and services shall be completed within ONE (1) YEAR upon the issuance of the
Notice to Proceed (“NTP”). The Provider shall adhere to the following milestone timetable:

Milestone . i . Progress Bill
/Activity Deliverable/s Timeline Start Trigger Percentage
Issuance of the NTP Access and 7 Days Upon issuance of the 15%
Environment Setup NTP
Documentation
Planning and Work Plan 90 Days Immediately after 30%
Consultation completion of the 7-
day Setup Period
Design and System Manual and 180 Days Immediately after the 70%
Developmenté Documentations 90-day Planning and
Files Migration Consultation Period
Testing and Quality User Acceptance 40 Days Immediately after the S90%
Assurance (QA) Training Certificates 180-day Development
Period
Training of at least five (5) | Training Certificates 30 Days Immediately after the 95%
designated Deparment 40-day QA Period
personnel, User Manuals,
and System Deployment
Go Live { Project Closure Certificate of Final 15 Days Immediately After the 100%
Acceptance and 30-day Training Pericd
Completion

All timelines are consecutive and shall run sequentially, such that each milestone’s duration
shall commence immediately upon the completion of the preceding milestone, ensuring that
the total project duration shall not exceed one (1) year.

. APPROVED BUDGET FOR THE CONTRACT

The Approved Budget for the Contract (“ABC”) is TEN MILLION EIGHT HUNDRED
TWENTY THOUSAND PESOS AND 00/100 only (P10,820,000.00), inclusive of all taxes.
Any and all taxes, charges, imposts, and other legal exactions due or that may become due
under this Project shall be for the account of the Provider. The City shall withhold all
applicable withholding taxes, if any, from its payments to the Provider in accordance with
the requirements of the law.

The Project Cost shall be fixed and there shall be no price adjustments applicable for the
duration of the Project, except when the operation costs are increased by more than ten
percent (10%) as a result of extraordinary circumstances as determined by the National
Economic Development Authority. Pursuant to the provisions of Republic Act No. 12009 or
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