REPUBLIC OF THE PHILIPPINES
PRESIDENTIAL COMMUNICATIONS OFFICE

APO PRODUCTION UNIT, INC. e .. B
REQUEST FOR QUOTATION
i
Date - | 2% October 2023
Project Title * | Supply, Delivery, Installation, Configuration,
Implementation of Central Correspondence System
Project
Kljentn‘lcatlon 23-10-000634
0.
Approved

e for v || S e Sl e e
Contract (ABC) g ,410.

Deadline for the

Submission and On or before 5:00pm, Tuesday, 31 October 2023

Receipt of
Quotations
Manner and Prospective suppliers/service providers can submit the scan

Venue for the copy of their quotation in Portable Document File (PDF)
Submission and format through electronic mail at email address
Receipt of purchasing@apo.gov.ph or in printed format contained in a
Quotations sealed envelope at the BAC Secretariat Office, APO
Production Unit, Inc., 2/F PIA Building, Visayas Avenue, Brgy.
Vasra, Quezon City

Gentlemen/Mesdames:

Please quote your lowest government price on the following requirement(s) provided
below, subject to the additional terms and conditions of the contract.

FE B-\MUGA

Manage#, Purchasing
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SCOPE OF WORK

Details

Please state either “Comply” or
“Not Comply”

Statements of “Comply” or “Not
Comply” must be supported by
evidence in a Bidders Bid and
cross-referenced to that evidence.
Evidence shall be in the form of
manufacturer’'s un-amended sales
literature, unconditional
statements of specification and
compliance issued by the
manufacturer, samples,
independent test data efc., as
appropriate. A statement that is
not supported by evidence or is
subsequently found to be
contradicted by the evidence
presented will render the Bid
under evaluation liable for
rejection. A statement either in
the Bidder's statement of
compliance or the supporting
evidence that is found to be false
either during Bid evaluation, post-
qualification or the execution of
the Contract may be regarded as
fraudulent and render the Bidder
or supplier liable for prosecution
subject to the applicable laws and
issuances.]

GENERAL REQUIREMENT AND OBJECTIVE:

| Provide a Central Correspondence System (CCS) or

a centralized digital information system that will
improve organization documentation process by
providing a systematic flow and a document
management system that translates to an accurate
and on-time retrieval and approval of documents.

This CCS shall help APO Production Unit to digitize,
record all incoming and outgoing, track, archive,
approve and provide a systematic workflow of
documents.

The CCS shall be use as the central control and
primarily as document tracking and registration on
information that are captured, stored, disseminated,
and retrieved as part of the entire digital archive for
organization wide use with extent to its digital life
cycle.

This CCS shall allow APO Production Unit Inc. to
mitigate and have full control within the organization
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to manage the actual physical receiving and
transmission or transfer of the contents, while
determining its origin, target office or department‘
then provide a faster way of forwarding that
information to have a more informed decision and
immediate attention. ‘

ScoPE oF WORK:

Delivery of working Central Correspondence System
software with database and workflows.

Installation and configuration of the supplied Central
Correspondence System software to work with
records management.

Active communication to existing documeni
database to minimize migration stages

Conduct of basic user enablement (process flows of
identified departments) for the whole organization.

Conduct of appropriate training (at least two (2)
sessions to serve as the core team).

User training for at least five (5) operators per
session to cover the following topics:
1. basic document routing |
2. workflow and approvals ‘
3. processing of image documents ‘
4. searching for documents |

Technical training for at least two (2) administrators
per session will cover the following topics: \
1. System setup
2. System & security configuration
3. System deployment ‘
4. Creation of users, groups and profiles

To complete the project with proper turnover and
competence development for the wusers and
administrators of the system within stipulated period
upon the approval of the notice to proceed |

To provide the following: |
1.  Standard manufacturer's warranty which shall
ensure that the software shall perform and
function effectively and efficiently for a perlod
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of one (1) year; and
2. Maintenance services with the required system
updates for a period of one (1) year.

To provide users and/or administrators with the
required response and consultancy guidance for the
effective use of the CCS and other related systems
that includes system  administration and
management. This may include problems
encountered while using the product.

TECHNICAL FEATURES OF THE CCS

Basic Features of the System Software

a) Enterprise license for 5 users

b) Client Access License (named users with
guest users)

) On-prem deployment

d) GUI and Web-based application architecture

e) Inclusive of licensed SQL databases (e.g.
MS-SQL, MS Azure, Oracle)

f) Can index, tag and track documents

g) Integration of Document/Records module and

Scanning Module

h) Must be able to generate proof of receipt and
tracking number/ tracking code (barcode or
QR)

i) Able to design electronic forms to be
processed as normai documents

DETAILED TECHNICAL SPECIFICATION

Document Imaging —

Using the scanners’ software, this converts physical
paper (either opened — if allowed by policy) or within
the envelop into digital images for basic data
extraction, forward to proper department and
routing. Can be integrated to any brand of printer,
MFP and scanner.

Recognition —

System should be able to use recognition
technologies like intelligent character recognition
(ICR), optical character recognition (OCR), zonal
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optical character recognition (zonal OCR), optimal
mark recognition (OMR), barcode or QR recognition
(1D and 2D) engine for automatic indexing of
keywords, email and cloud integration, and full-text
page for converting large volume of unstructured
data to usable information both as part of index
information or document type classification before
releasing to the central repository for document
tracking system and content management.

|

Auditing and Indexing - |

With Audit Trail logs and report generation capabilitg‘/
based on indexed data. |

Digital Signature — |

Should be able to provide and/or issue th(la
necessary digital e-sig ID. stamp for the CQS
requirement of APO Production Unit Inc. The
system, however, should be able to integrate with a

3rd party provider of secured and certified digital e-
sig system like Docusign. |

Index Information — \

The system should be able to create metadata from
scanned documents (unlimited indexes where the
only limiting factor would be the hardware
resources) so the document can be easily searched
and retrieved. The system should be able to
complement zonal indexes will full-text recognition. |

Drag and diop — |
System should be inherent tc add documents using
drag and drop with any supported browsers. |

Document Routing or Workflow Automation —

System should be able to support both linear ané
complex workflow processes, as this is an integral
part of document tracking. Convert at least 3 “pre-
selected” department manual document process to

|
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automated workflow. The system should be flexible
to allow the creation and modification of new and
existing  workflow  processes  without the
programming knowledge of users.

Repository —

System should be able to act as the centrally
SECURED repository for all data and files that are
ingested within the system. Digital documents and
index information should be stored in a secured
process to avoid unauthorized access of any
information to negate information breach.

Storage —

System must be able to provide On-Prem Storage
technology (optical disks, magnetic, tape, microfiim,
RAID, NAS, SAN) and for content that are seldom
needed.

Backup and Recovery —

System should have an inherent process for backup
and recovery to its internal content in various
formats and/or locations or use any available 3rd
party application for this purpose to help to ensure
business viability in the face of a disaster.

Document Tracking and Version Control —

Identifies document location and status. Should be
able to maintain version history.

Search and Retrieval - System should have an
optimized search and retrieval of < 20 seconds. -

Security and Access Control - System must have
inherent and defined restriction on access, on
content, or both during its creation, routing or
workflow and management.

3rd party Integration

a. Cloud Storage (Dropbox, OneDrive and
Google drive)

b.  Existing Microsoft Office Applications of APO
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Production Unit, Inc. and add-ins

ERP System

Secured Digital Signature system integration

e. Can be integrated to any programming
languages using available bridges.

Qo

Scalability - System and the Principal (Developer or
Manufacturer) should have a complete ECM product
or complementing technologies that have proven
track records as a project or separately with the
following:

Browser-based portal (Web)

Scanner Integration and document imaging
Must be an Active Reseller Partner

Document Classification and Index Extraction
Document  Management, Routing and
Workflow

Recognition technologies (e.g. ICR, OCR,
Zonal OCR, BR, Al.)

Pooow

—h

PrRobucT DOCUMENTATION REQUIREMENTS:

The Contractor shall update the existing detailed
business requirements. The following are the
standard templates that should be submitted for
review and approval, if applicable:

. Project Plan

Functiona! Design

Technical Design Documentation

Detailed Design Documents

Technical Manual

User Guide and Manual

Operations Manual

Software and Product Warranty Support.
Hardcopy and softcopy in pdf format shall be
provided.

N B O g

All these documents must be submitted five (5) days
prior to the issuance of the Certificate of Acceptance
and Completion. Moreover, documentation of
upgrades and fixes during the warranty period
should also be provided.

General Requirements and Responsibilities of the Contractor

Project requires the supply, delivery, installation, |
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testing, configuration, and deployment of CCS.

The Contractor shall submit the high-level project
design within seven (7) days after receipt of the
Notice to Proceed which would include basic
workflow based on shared information by APO
PRODUCTION UNIT, INC. and wiil have prior
approval before installation and deployment of
system and resources.

The Contractor shall provide a high-level after-sales
support as included in the proposal with the
corresponding service level agreement (SLA) that
are acceptable to all parties involved, indicating
response time, scheduled maintenance, and
support. |

The Contractor must be able to pass all set
acceptance test parameters as agreed. This will be
done during joint inspection with all parties
authorized representatives \

The Contractor shall provide UAT and document all
test results. The Contractor if considered as the
winning bidder shall submit diagrams (Ilne
operational, functional) and needed manuals
(operations, troubleshooting and maintenance) WItf‘I

as-built documentation.

The Contractor shall provide for the training as
indicated herein in the minimum, and shall include
computer-based sessions, hands-on activity, pilot
operational functions, and preventive maintenance
of all equipment. |

The Contractor shall provide for the fraining as
indicated herein in the minimum, and shall include
computer-based sessions, hands-on activity, p|Iot
operational functions, and preventive malntenance
of all equipment. |

The Contractor shall submit fortnightly reports for
review of all stakeholders, that reflects all
methodologies used within the activities to be
undertaken. |
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The Contractor shall provide and submit all
necessary documents inclusive to the project (both

in hard and soft copies), as per agreement at least
two (2) sets. |

The Contractor shall ensure the absolute
confidentiality of all information, documents or
records acquired in the course of or as an incident to
this Project. The Service Provider shall comply with
the Data Privacy Act of 2012. It shall not use or
disclose to any person, firm or corporation any
information hereto acquired for its benefit or to the
detriment of the Office. |

TRAINING REQUIREMENTS:

The project will provide training to ensure IT
capability and competence to ensure seamless
usage of the system. This will also help in th
avoidance of human errors in the processes of the

systems in place. |

The Contractor shall provide training as below: |

The Contractor shall train two (2) administrators that
shall be conducted for at least two (2) sessions to
understand document tracking, retrieval, and
routing. Training includes but not limited to- the
following: \
a. Install, setup, configure, deployment, simple

fine tweaks and pilot run of the system |
b. Best practice to have an effective collection

structure and sub-collections |
c. Basic understanding on document routing for

document tracking |
d. Best practice for document management and

categories |
e. Best practice to store documents and create

Job Setup |
f. Best practice to search documents and folders
g. Create users, user groups and its profiles |
h. How to setup security and access levels |

The Contractor shall train five (5) users to
understand document tracking, retrieval, and
routing. Training includes but not limited to the
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| following: |
a. Use of Basic document routing, workflow, anq
approval

Basic use of collection and sub-collections |
Processing of image documents

Ad-hoc scanning of documents |
Searching for Documents

Using the Web Browser !

~0ooCT

The Contractor shall train operators to understand
the entire scanning process, image enhancements,
image output with corresponding resolutions,
document barcode print and reading.
a. Training includes but not limited to the
following: |
b.  Basic understanding of file conversion process
and how it affects search and retrieval
e Proper document grooming before actual
scanning and its importance |
d. Simple identification and discernment if special
handling is needed |
e. Best practices for faster scanning process and
to be more productive |
i Basic exception handling on scanning issues

APO PRODUCTION UNIT, INC. personnel will

perform = the following with supervision oif
CONTRACTOR: : :

\

a. Understand the entire document scan process

from decument grooming to barcode reads

b. Best practice for more efficient and effective

scanning process with lesser error rate |

c. Learn the standard procedures for

documenting time and special handling |

d. Discern and identify acceptable and

unacceptable images |

e. Proper document = tagging and index
information |

f. Establish standard quality assurance checks

g. Methods on output image and indexes |

h. System Test and Commissioning

i.

Turn-over and Acceptance |
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