SPECIFICATIONS
1.0
OVERVIEW OF THE PROJECT AND THE PURPOSE OF THE RFP 

1.1
INTRODUCTION /BACKGROUND
1.1.1
The Garland Independent School District is soliciting proposals from qualified consulting firms to provide Document Management System (DMS) consulting services and wishes to do so at the best value to the taxpayers.  
1.1.2
Garland ISD has an enrollment of over 57,000 students.  It is the second largest district in Dallas County and is considered one of the largest districts in the state of Texas.  The district has 2 pre-kindergarten schools, 45 elementary schools, 13 middle schools and 7 high schools.  Garland ISD also employs approximately 7,300 employees, which covers teachers and administrators at all of the schools and approximately 42 various Departments operating locations in three cities, Garland, Rowlett, and Sachse.
1.1.3
Garland ISD Technology Infrastructure Overview

Garland ISD is a sophisticated technological environment consisting of an underground private fiber network, multiple hub locations, and a main data center.  The underground private fiber network connects 95 buildings to at least one of seven hub locations.  Each hub location has two separate 100 Gigabyte connection paths to the GISD data center and network core.  Emanating from the network core are two load-balanced 10 gigabyte internet connections that are delivered by Windstream on a redundant SONET fiber ring.  Network Connections to each campus is two 10 Gigabit diverse routed GISD owned private fiber to separate hub sites. Connections between the seven hub sites is a carrier class 100 Gigabit diverse ring utilizing Garland ISD owned underground private fiber plant.  The network delivers data, voice for the IP phone system, multicast satellite TV channels to the classrooms, and closed circuit television (CCTV) for security.  A robust wireless infrastructure also exists in all GISD instructional campuses with upgraded capacity being planned for administration sites during the summer of 2018.
GISD has a high performing network infrastructure (Exhibit A) that supports high demand applications residing on its network.  The two diverse routed 10 gigabyte connections to the internet combined with the internet bandwidth management capabilities of district firewalls should permit offsite applications to perform as well as onsite applications. The internet connections are load-balanced with Radware load balancers rather than BGP.  If an internet-based solution is being proposed, bidders should consider how this will impact the proposed solution.
GISD has a data center that is well-equipped with space, power, cooling and connectivity to both the internet and the GISD network.  This facility is well equipped to support an internally-hosted solution.  Additionally, bidders should be aware that GISD has reached a space limitation in the backup solution, with the need to change solutions or upgrade to the next tier.  Proposals should consider the inclusion of a backup and disaster survivability component.

The majority of GISD’s systems reside in the data center.  The data center is a raised floor environment with six CRAC units for cooling, six power distribution units, two Toshiba UPSs and a backup generator.  The individual racks have their own fiber patch panels to connect to the storage area network (SAN) and a Cisco Nexus switch gear.  Access to the data center is protected by a door access control system. 

GISD utilizes Microsoft Active Directory in a mixed environment that includes Linux servers, a small number of Windows Server 2003, Windows Server 2008/2008 R2, and Windows Server 2012 R2, with any new servers being Windows Server 2016.  Microsoft Office 365 primarily provides email and other collaborative cloud services, although Google Services are heavily utilized as well. An Oracle environment supports several of the central administrative systems (finance, HR, etc.), and Skyward is the district’s student information system.  GISD has staff with Oracle and SQL expertise.  Oracle is used currently for the financial system.
Although GISD has other legacy server hardware platforms, they have standardized on the Cisco UCS platform for any new servers.  Centralized storage is provided by multiple X-IO SAN arrays.  GISD is a heavy user of VMware, with over 400 virtual servers running on 56 physical ESX servers.

The backup environment uses CommVault Galaxy software backing up to both disk storage and a StorageTek tape library.  The solution uses de-duplication technology.  A storage company takes tapes offsite once a week.  There is no archiving solution presently in place.
All schools and departments have at least one RICOH Multifunctional Printer (MFP) with scanning capability and connectivity to the local area network. All MFP’s are leased and installed two years old.
1.1.4
Garland ISD Current Environment
1.1.4.1.
Currently there is no enterprise document management system in place. Each campus and department is responsible for their own records management. The campus principal or director of the department is records manager for their organization. Each person may choose a designee. The records that are created or maintained by the department are retained according to the Texas State Libraries Records Retention Manuals – GR, SD, and TX. Yearly training is provided on retention procedures. 
1.2
DEFINITION OF TERMS 

1.2.1
Throughout this RFP the following definitions should be understood. 

1.2.2 “The District” is defined throughout this document as The Garland
 Independent School District. 

1.2.3 “RFP” is a Request for proposal, a document presented by the Garland Independent School District, to contractor for the purpose of securing an agreement to provide services. 

1.2.4.
The terms “consultant”, “contractor,” “supplier” or “firm” is defined as the person(s) or organization(s) which are submitting submittals in response to this RFP or to the person(s) or organizations(s) who have been awarded the contract to execute their submittals.
1.2.5 The term “Independent Contractor or Subcontractor” is defined as any person meeting the IRS guidelines for an Independent Contractor.  
For purposes of this project, the person or consultant must also be independent of any firm that provides Document Management Systems and that could possibly respond to a RFP issued by Garland ISD for such a system. 

1.2.6       The abbreviation “DMS” is defined as a Document Management System. 

1.3
GARLAND INDEPENDENT SCHOOL DISTRICT ORGANIZATION/RESPONSIBLILTIES 

1.3.1
Reporting Structure – The successful firm shall report to Babetta Hemphill in the Department of Student Services.  
1.3.2.

Evaluation Committee - A team assigned to provide day to day and overall project management functions.  Duties of the Evaluation Committee are:

1.3.2.1
Evaluate RFP statements for the purpose of selecting the consultant who best meets the selection criteria and provide a written recommendation to the Superintendent’s Management Team.

1.3.2.2
Work with the consultant to gather and develop the business and technical needs and analysis of requirements for the District’s service delivery departments. 

1.3.2.3
Assist the consultant in the development of an RFP for document management system and implementation services. 

1.3.2.4 
Participate in the selection of document management system
            Provider.     
1.3.2.5
Participate in the implementation process 

2.0 
SCOPE OF WORK 

2.1
  REQUIREMENTS OVERVIEW 
2.1.1 The successful firm will be required to provide three component  services and may be asked to provide project management services: 

2.1.1.1.1 Needs Assessment - Conduct an analysis of the District’s document management needs. 
2.1.1.1.2     RFP Development -Prepare a Request for Proposal (RFP) for purchase and implementation of Document Management System (DMS) software and an integrator. This effort should include discussion and deliberation of a broad range of software choices with the Evaluation Committee supported by expert knowledge, research and best practices. 

2.1.1.1.3 Evaluate RFP Responses – Assist the Evaluation Committee with evaluations and recommendations for the selection of the DMS and implementation service. 

2.1.1.1.4 Project Management - The District may elect to designate the consultant to act as a liaison between the District’s Evaluation Committee Chair and the selected DMS provider.
2.1.1.1.5   The District and consultant may negotiate a contract for additional professional services at a cost mutually agreeable to both parties, and authorized by the District. If after good faith negotiations the parties cannot reach an acceptable agreement, the consultant will not be required to provide additional services. Nothing in this arrangement requires the District to seek additional professional services from the consultant. 
2.1.1.1.6    During the Term of this Agreement, but not less than once a week, the Consultant shall provide a “status report” summarizing the progress of the Services during the preceding week, including problems that have occurred and could delay Consultant’s performance of anticipated activities and expected problems during the upcoming month.  At a minimum, the status report shall include:  (i) the current status of progress; (ii) all actual delays; (iii) all anticipated delays; and (iv) such other information as Garland ISD may reasonably request from time to time.  The Garland ISD shall have the right to assume that Consultant does not know of any problems, difficulties, or issues that may have an adverse impact on the applicable Services (whether from a timing, cost, or performance standpoint) unless Consultant specifically identifies such problems, difficulties, or issues in its written status reports.

2.2 DETAILED REQUIREMENTS FOR NEEDS ASSESSMENT 
2.2.1 The successful firm shall provide the following services to assess the district’s functional requirements for a DMS.  The services  shall include, as a minimum, the following:
2.2.1.1. 
Perform an onsite survey of the Student Services, Human Resources, Business, Purchasing Department, and one-Elementary, Middle and High School as selected by the project manager. The sites selected are representative of the process and functions that will be needed for all departments and schools which are identified as Exhibit B. The district has identified the need for a system that will manage: paper scanning and storage, electronic document management to include documents created in Word, Excel, PDF, and JPEG, software to manage retention and document destruction scheduling, and form processing to include workflow and electronic signature approval.   
2.2.1.2.
Perform a gap analysis to identify functional requirements not supported by current DMS providers

2.2.1.3.
Identify areas where potential custom code, other consultant software or the services are appropriate options to satisfy gaps identified in section 2.2.1.2
2.2.1.4. 
Assess hardware and infrastructure needs
2.2.1.5. 
Assess data storage and reporting, 

2.2.1.6.
Identify potential risk for successful implementation and Measures for mitigating the risk(s)
2.2.1.7.     
Identify potential organizational or procedural changes (Best Practices & Change Tolerance) needed as a result of implementing a DMS solution.

2.3
RFP DEVELOPMENT
2.3.1
Prepare an RFP for a DMS solution, integrator and related services and products to replace the District’s current system. 

2.3.1.1
Create a comprehensive RFP to fulfill the needs identified in Section 2.2 and identify service providers.

2.3.1.2
Assist the District in defining selection criteria, developing scheme for weighting or otherwise prioritizing criteria and proposing a plan for consultant presentations and demonstrations based on requirements or scripts defined by the Evaluation Committee.
2.4
EVALUATE RESPONSES

2.4.1
Provide the District with an objective analysis of the strengths and weaknesses of the major DMS software packages that have responded to the RFP. 

2.4.2 Provide the District evaluation team with an objective evaluation plan and rubric to analyze the cost, implementation plan, and degree to which the proposal meets the needs of the District,   qualifications, performance history and risk mitigation characteristics. Present the evaluation results to the Director of Purchasing, Project Sponsors, Project Team Manager, and if requested to the Board of Trustees. 

2.4.3 Manage software demonstrations with selected consultants (including demo, scripts)

2.4.4 Assist the District with contract negotiations with the selected software Consultant and integrator

2.5
PROJECT MANAGEMENT
2.5.1 Coordinate and work with district project manager to accomplish the following:

2.5.1.1.1 Create a project plan

2.5.1.1.2 Create a communication plan

2.5.1.1.3 Plan & organize kick-off meeting

2.5.1.1.4 Identify staffing requirements

2.5.1.1.5 Verify business requirements will be met with the new system design

2.5.1.1.6 Verify all interfaces have been included in project plan

2.5.1.1.7  Confirm data conversion

2.5.1.1.8 Ensure test scripts for testing are thorough

2.5.1.1.9 Organize integration testing of entire systems

3.0
PREPARATION OF PROPOSAL 
3.0.1
The proposal should demonstrate the Firm’s ability to provide consulting services and on-going support to best satisfy the district’s needs.  The best   overall solution will be the one that best meets the District requirements set forth in the RFP. 
3.0.2
The District desires a proposed preliminary work and delivery schedule for the consulting to be performed, incorporating the project work plan and target dates for completion. The schedule will be part of the evaluation Criteria in the selection process for making the award.  
3.0.3 Each proposal shall be prepared simply and economically, avoiding the use of elaborate promotional materials beyond those sufficient to provide a complete, accurate and reliable document presentation. All submittals should be bound and clearly marked internally and externally with the Firm identification to avoid confusion. 
3.0.4.
The Garland ISD will provide office space, telephones, computer access for one on-site consultant.  All other costs associated with performing services required to successfully perform consulting services shall be included in Sections 5.1 through 5.3. 

3.1
PROPOSAL FORMAT 
3.1.1
For consistency and to facilitate evaluation of all responses, consultants must   organize their submittals as defined below. To be considered, the proposal   must respond to all requirements of the RFP. Any other information that may be relevant, but not applicable to the categories described herein, should be provided as an appendix to the system proposal. Any deviation to the proposed format will be used as an evaluation factor and submittals which make major deviations may be disqualified from consideration.
3.1.2
Transmittal Letter: The letter should contain a brief statement of the proposer’s understanding of the work to be done. The letter should also identify any requirements that the proposer has not addressed in the proposal and the justification. 

The letter should indicate the name, title, address, e-mail address, fax number and telephone number of the proposer’s primary contact for the project and be signed by an individual authorized to commit the company to a project of this scope. 
3.1.3
A table of contents for the proposal should immediately follow the transmittal letter.  The table of contents should identify the pages in the proposal by major proposal section and subsections contained therein. 

3.2
EXECUTIVE OVERVIEW 
3.2.1
The executive overview should provide a concise summarization of the services being offered to meet the District’s needs, the proposer’s approach to providing the services, a summary of the implementation time frame for the services and why it is the approach the District should decide to follow.  

3.2.2
Approach to Performing Scope of Work. The proposer should present how they would perform the work defined in sections 2.2, 2.3, 2.4 and 2.5. Provide an overview of the advantages of the recommended approach. 

3.2.3.
Indicate additional services your firm has identified as necessary for the DMS implementation that were not identified or included in Sections 2.2, 2.3, 2.4, or 2.5.  These services should be priced in Section 5.2.  Explain the rationale for the additional service and impact if not provided.
3.2.4.
Identify all independent contractors or subcontractors proposed to work on this engagement.
3.3
RESPONSE TO SPECIFICATIONS 

3.3.1
An electronic copy of the RFP will be made available to prospective firms by the District in addition to the hard copy. The District requests that the firm use the electronic copy as a format for responses. The purpose of this approach for responses is to provide the District with a standard response format.  An electronic copy of the RFP may be obtained at http://www.garlandisd.net/departments/purchasing/currentbids.asp. 

3.3.2
The proposal should contain the proposers response to each item and specific task described in Section 2, SCOPE OF WORK, of the RFP.   

3.3.3
The proposer is asked to insert their responses following each item contained in the electronic copy of this RFP.
3.3.4
The proposer should provide a detailed project plan for the tasks that will be performed to complete the scope of work as defined in Section 2 of the RFP.  The plan should identify phase start and end dates, and timeframes for each task. Identify any assumptions made in determining project or task timeframes. 
3.3.5
Proposed Project Team 

3.3.5.1
Description - Identify the project team you will assign for this project, if awarded the contract. 

3.3.5.2
Define specific roles and responsibilities for each person assigned to the project. Specify the level of involvement planned for advisors and other personnel who will not be assigned to the project full time. 

3.3.5.3
Provide resumes for all staff proposed for the project to be assigned full time to the Requirements Definition of the project, as well as for others who will play substantive advisory or consulting roles in this effort. The resumes should clearly identify the qualifications, capabilities, and experience relevant to this project. 

3.4
QUALIFICATIONS 

3.4.1
Provide a description of your company including the scope of the business, organizational structure, office locations, personnel, and company.  Provide the Dunn & Bradstreet number for the firm. 

3.4.2
List engagements where your company has assisted public and non-public sector clients performing work similar to the size & scope of this project. Describe the project, start and end dates, the functions/modules included. 
3.4.2.1 Projects for a Large District (Over 35,000 students) 

3.4.2.2
Projects for all other public K-12 schools  




3.4.2.3
Public Universities and Colleges 

3.4.2.4  Private Schools 

4.0
LITIGATION 



4.1
Submittals must contain a list of litigation after January 1, 2008 in which the firm has been or is currently involved as a plaintiff, defendant or witness. Include a complete description of the claim, including current status, names of parties thereto, nature and amount of relief or damage sought. Also, include the same information for significant threatened litigation.
5.0    FEES 
5.1
Identify the fee for providing the services as identified in Sections 2.2, 2.3, 2.4 and 2.5.  A proposed payment schedule shall be presented and aligned to milestone events identified in the detailed Project Plan (Section 3.3.4.).
5.2
Identify all fees for additional services or products required to complete the process. 
5.3
Provide an hourly and daily rate for additional work outside the scope of this engagement. The rate structure should include a rate for each member of the project team.
6.0   FORM OF CONTRACT 


6.1
Sample contract, if required by the firm, shall be included in this section with a statement accepting the format/terms and conditions of this RFP.  All exceptions shall be clearly stated on the Compliance Form. A Word document must be submitted if requested by the district. 
7.0   REQUIRED FORMS

7.1.
Insurance Requirements


7.2.
Compliance Form

7.3.
Certification for Criminal History Check

7.4.
Confidential Information Form  
7.5       Supplier Questionnaire 
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