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To: Vickie Gilligan, Cathy Earp  
 
CC: Steve Smith, Randy Weaver, Mike Bates,  
 
From: Russ O’Hare 
 
Date: December 17, 2004  
 
Re: Human Resources Functional Area Working Group Input for Developing a Digital 

Document Infrastructure Statement of Work for an RFP - Suspense January 25, 2005 
The two main missions for the Human Resource (HR) Functional Area Digital Document 
Imagery and Records Retention Working Group are to develop and propose the requirements 
necessary for a digital imagery infrastructure and to update the interim records retention 
schedule. A draft statement of work for a request for proposals (RFP) to procure the technology 
to build a digital document infrastructure is provided. The working group can use the draft 
statement of work as the base document for developing their RFP input. HR digital document 
infrastructure input will be provided to the project manager by January 25, 2005.  The interim 
records retention schedule was sent separately.  
 
The following items are incomplete in the draft statement work as provided; thus, will need to be 
resolved before a consolidated RFP is issued.  
 

1. Recommend the number of document imaging repositories (servers)  
2. Determine the number of HR seats or licenses needed 
3. Recommend whether or not to purchase hardware as part of the software package or 

separately 
 
The HR working group recommendations on these unresolved issues can be submitted when 
working group members provide their RFP input. 
 
 
 



 

Vendor Response Key (As explained below): 
 
Y = This feature is provided. 
 
N = This feature is not provided. 
 
U = The proposed user tools can be used to include this feature. 
 
A = Alternative method proposed to satisfy requirement. 
 
F = There is a future plan to provide this feature - include and note anticipated release date. 
 
M = Modification would be required at an additional cost. Costs, itemized per customization, must be provided in the cost proposal. 
 
Draft Statement of Work: Functional Requirements 
 
Proposers will answer the following requirements in sequence, providing the section and item number with each response. The table 
format given is not required. Each answer should start with one of the following responses: 
 
Yes - The proposed system currently meets all the requirements of the section and is included in the proposed system, at the proposed 
cost. Note: It is not acceptable for the vendor to answer “Yes” to a specification when the functionality exists only in a product 
currently in development. It is expected that any yes answer will be functionality currently installed and running at an agency where a 
site visit could be performed. 
 
No - The proposed system does not currently meet all of the requirements of the section, the non-complying functionality is not 
included in the proposed solution, and the vendor does not anticipate development to address this requirement. 
 
User = The user can provide this functionality using commercially available tools, or tools proposed. The tool and configuration 
settings required to provide the functionality must be described. 
 
Alternate (Alt) - The proposed system meets the intent of the section but does not accomplish it in the same manner as it has been 
described. Provide a description of the method in the “Description” column for accomplishing the requirement. If necessary, attach a 
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separate addendum (with the appropriate line reference from the spreadsheet) to the end of the section explaining in detail how their 
product meets the intent of the requirement. 
 
Modification Required (MR) - The proposed system does not currently meet all the requirements of the section, but the vendor will 
address the requirement through new development. When using this answer the vendor is committing to deliver the function as a part 
of this project (i.e. it is required for final acceptance). If the vendor is charging the participating agencies for developing this 
functionality the additional cost shall be clearly stated in a pricing proposal. 
 
(F) – A planned and scheduled future release of the product will provide this functionality. The announced release date, any additional 
charge to obtain the feature and costs for additional items required for the function must be provided. If mentioned in the quote, 
delivery of the functionality will become a contractual obligation if the proposal is accepted. 
 
The response should be followed by a description of how the requirement is satisfied. 
 
/There must be an answer supplied in both the “Response” and “Description” entries for _each_ line item.**/ 
 
Item Numbers followed by an “M” are mandatory requirements; responses which do not provide the feature are not acceptable. Those 
followed by an “O” are optional; responses which do not support the feature are acceptable. 
 
Comments: Add short comments in this column indicating how the requirement will be met. Extended comments may cross reference 
additional documentation. Cross referenced material must be clearly identified or it will not be considered in your response 
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DRAFT STATEMENT OF WORK 

(What the UA Research Working Group wants in an Imagery System)
 

 Requirement Response 
(Y,N,U,A,F, 
or M) 

Comments 
(Response required for all entries except 
“N”) 

1.  General System Requirements   
1.1. M System Architecture   
1.2. M Required supporting software or operating 

system features 
  

1.3. M System is compatible with the existing University 
network and operating systems.  Please 
describe the recommended operating system. 

  

1.4. M System uses a database compatible with 
University infrastructure.  Oracle is preferred.  
Specify product recommended and versions 

  

1.5. M Specify storage required, divided by software, 
database, and document storage. 

  

1.6. M Can the system grow from _____ users to 
________ users?  How? 

  

1.7. M Can the system grow from 100,000 documents 
to millions?  How? 

  

1.8. M Describe desktop environments supported.   
1.9. M System supports MS Windows, Apple 

Macintosh, and Citrix clients. 
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 Requirement Response 
(Y,N,U,A,F, 

Comments 
(Response required for all entries except 

or M) “N”) 
1.10. M Standard TIFF Version 6, multi-page image 

format with CCITT G4 Facsimile compression 
must be used.  Vendor will discuss variances 
from this standard.  TIFF must be viewable in 
standard windows and web TIFF viewers. 

  

1.11. M Scanned document image storage, retrieval and 
backup must be tightly controlled by the 
Proposed System.  Describe how your solution 
manages images, the ability of the image files to 
be manipulated with standard operating system 
tools and the backup method controlled by the 
system. 

  

1.12. M System integrates with Sun Directory Services 
or LDAP to provide single logon. 

  

1.13. M System integrates with SCT Banner screens.   
1.14. M System is easy to configure and administer.   
1.15. M System provides support for image to film.   
1.16. M List any other products required for desired 

functionality. 
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 Requirement Response 
(Y,N,U,A,F, 

Comments 
(Response required for all entries except 

or M) “N”) 
2.  Imaging   
2.1.  General Features   
2.1.1. M Has hierarchical storage support.   
2.1.2. M Media can hold 2 years of documents online.   
2.1.3. M Supports the generation of archival film   
2.1.4. M The system must support centralized and 

distributed scanning also centralized and 
distributed indexing in any combination.  

  

2.2.  Document Capture - Centralized   
2.2.1. M Solution permits scanning of documents sized 

up to 8 ½ x 14 inch. 
  

2.2.2. M Solution permits scanning of double-sided 
documents. 

  

2.2.3. M Solution permits scanning of photographs.   
2.2.4. M Solution validates index information against 

Banner data. 
  

2.2.5. M Solution permits scanning of E size drawings   

2.2.6. M Capture application must allow the user to 
perform image QC with visual verification of 
each page of each document image 
 

  

2.2.7. M Scanning controls must be accessible to users 
through the capture application software for any 
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 Requirement Response 
(Y,N,U,A,F, 

Comments 
(Response required for all entries except 

or M) “N”) 
manual adjustments that may be necessary, 
such as deskew, despeckle, removal of borders, 
contrast, brightness, etc. 

2.2.8. M Capture application must provide ability to 
delete, re-scan and replace poor quality images 
and missing pages 

  

2.2.9. M Capture must provide ability to sight verify index 
values and be able to easily make changes if 
necessary 

  

2.2.10. M Capture must support a variety of document 
scanners including flatbed, automatic feed, high-
speed duplex scanners, and large format 
scanners from multiple manufacturers. 

  

2.2.11. M Capture supports document and batch separator 
pages, bar code recognition. 

  

2.2.12. M Capture supports forms recognition and OCR?   
2.3.  Document Capture - Distributed   
2.3.1. M Solution permits scanning of documents sized 

up to 8 ½ x 14 inch. 
  

2.3.2. M Solution permits scanning of double-sided 
documents. 
 

  

2.3.3. M Solution permits scanning of photographs.   
2.3.4. M Solution validates index information against 

Banner data. 
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 Requirement Response 
(Y,N,U,A,F, 

Comments 
(Response required for all entries except 

or M) “N”) 
2.3.5. M Solution permits scanning of E size drawings   

2.3.6. M Capture application must allow the user to 
perform image QC with visual verification of 
each page of each document image 

  

2.3.7. M Capture application must provide ability to 
delete, re-scan and replace poor quality images 
and missing pages 

  

2.3.8. M System must provide ability to sight verify index 
values and be able to easily make changes if 
necessary 

  

2.3.9. M System must support a variety of document 
scanners including flatbed, automatic feed, high-
speed duplex scanners, and large format 
scanners from multiple manufacturers. 

  

2.4.  Facsimile   
2.4.1. O Permits capture of Facsimiles   
2.4.2. O Permits entry of facsimiles into capture 

recognition and indexing stream. 
 

  

2.5.     Image Viewers
2.5.1.  List desktop environments Viewer is provided 

for. (MS Windows, Macintosh, Linux, Web, 
Citrix) 

  

2.5.2. M Viewer accepts TIFF images of any size.   
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 Requirement Response 
(Y,N,U,A,F, 

Comments 
(Response required for all entries except 

or M) “N”) 
2.5.3. M Viewer permits image size and rotation 

adjustments. 
  

2.5.4. M Viewer permits image annotation   
2.5.5. M Viewer supports independent annotations, with 

individual security. 
  

2.5.6.  Describe any features not available in all viewer 
environments 

  

2.5.7. M Viewer accepts Desktop application files.  
Please list applications supported. 
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 Requirement Response 
(Y,N,U,A,F, 

Comments 
(Response required for all entries except 

or M) “N”) 
3.  Electronic Document Management   
3.1. O Integrates with current releases of Microsoft and 

Netscape web browsers. 
  

3.2. M Permits definition of document classes with 
different sets of indices. 

  

3.3. M List desktop applications that are supported.   
3.4. M List desktop applications that are integrated.   
3.5. O Supports versioning of documents.   
3.6. O Supports automatic archive and/ or destruction 

of older versions 
  

3.7. O Provides document level security.   
3.8. M Provides folders.   
3.9.  Search capabilities (applies to both Desktop 

application files and Images) 
  

3.9.1. M By any index or Boolean combination of indices.   
3.9.2. M Allows wildcards in searches   
3.9.3. O Supports text search   
3.9.4. O Supports text search of images.   
3.9.5. O Supports mixed search (indices and content)   
3.9.6. M Supports saving queries and reusing them.   
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 Requirement Response 
(Y,N,U,A,F, 

Comments 
(Response required for all entries except 

or M) “N”) 
4.  Records Management   
4.1. M The system should support records 

management functions (e.g.: prohibit editing on 
defined documents).  Describe. 

  

4.2. M Describe what algorithms are available in your 
product to intelligently identify and enforce our 
record retention policies. 

  

4.3. M Does your record management solution require 
the managed records be moved into your 
repository? 

  

4.4. M Describe the tools provided for maintaining 
retention schedules, applying and removing 
holds, producing destruction lists and initiating a 
destruction cycle. 

  

4.5. M Can your record management solution manage 
records kept in other systems? 

  

4.6. M What reports are provided to the records 
management staff? 

  

4.7. O Explain how your product supports the retention 
and lifecycle management of email as a 
business record.   

  

4.8. O What tools do you have to separate email spam 
from true business records.  Please relate to 
above. 

  

4.9. M How does your company keep pace with 
upcoming regulatory changes? 
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 Requirement Response 
(Y,N,U,A,F, 

Comments 
(Response required for all entries except 

or M) “N”) 
4.10. O Does your product support the management of 

paper documents as well as electronic? 
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 Requirement Response 
(Y,N,U,A,F, 

Comments 
(Response required for all entries except 

or M) “N”) 
5.  Workflow   
5.1.  If New Product is being recommended   
5.1.1. O Is a separate workflow product provided?  Is it 

needed?  Can it be used for more than 
information capture? 

  

5.1.2. M Does the workflow use the same security 
system as the document and image system? 

  

5.1.3. M Does the workflow support assignments to a 
group? 

  

5.1.4. M Does the workflow support parallel processing 
tracks (split and join)? 

  

5.1.5. M Does it support flexible voting (one to all)?   
5.1.6. M Does the workflow support reassignment of 

tasks by authorized individuals? 
  

5.1.7. M Does the workflow support deadlines?   
5.1.8. M Is the workflow linked to the document/image 

system? 
  

5.1.9. O Does the workflow system support email 
notifications? 

  

5.1.10. M What reports does the workflow system supply?  
Are custom reports possible? 

  

5.1.11. M How is the workflow system administered?   
5.1.12. M Describe the process of creating a workflow.   
5.2.  If SCT Banner workflow being proposed   
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 Requirement Response 
(Y,N,U,A,F, 

Comments 
(Response required for all entries except 

or M) “N”) 
5.2.1. M How do you propose integrating your document 

repository with the Banner workflow product? 
  

5.2.2. M What limitations would a workflow user have in 
terms of adding, viewing, annotating or 
removing repository documents to/from a 
workflow instance? 
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 Requirement Response 
(Y,N,U,A,F, 

Comments 
(Response required for all entries except 

or M) “N”) 
6.  Collaboration   
6.1. O UA would utilize collaboration functionality, such 

as whiteboarding, message boards, and 
document sharing, potentially throughout the 
enterprise.  While this is envisioned as 
technology useful for collaboration with outside 
groups, it is viewed as key for easing the 
challenges of a geographically distributed 
organization.  Describe the range of options 
available. 
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 Requirement Response 
(Y,N,U,A,F, 

Comments 
(Response required for all entries except 

or M) “N”) 
7.  Integration   
7.1. M What Application Programming Interfaces do 

you supply?  Are they open API?   
  

7.2. M What fees might be involved in obtaining 
development kits, use licenses, appropriate 
training? 

  

7.3. M What training is available for custom 
development? 
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 Requirement Response 
(Y,N,U,A,F, 

Comments 
(Response required for all entries except 

or M) “N”) 
8.  System Management   
8.1.  Administration & Maintenance   
8.1.1. O System Administration may be performed from 

Administrator’s desktop MS Windows, Apple 
Macintosh, Linux? 

  

8.1.2. M System provides the ability to monitor 
performance.  Please describe. 

  

8.1.3. M System performance may be adjusted.  Please 
describe. 

  

8.1.4. O Configuration changes are permitted while 
system is active 

  

8.1.5. M Describe System Backup and Restore 
Processes 

  

8.1.6. M Describe how software patches and new 
releases are applied.  Does the system need to 
be shutdown? 

  

8.2.  Application Creation   
8.2.1. M Describe how a new library is implemented.   
8.2.2. M Describe how new document classes are 

implemented. 
  

8.2.3. M Describe how document classes may be 
modified? 
 

  

8.3.  Reporting   
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 Requirement Response 
(Y,N,U,A,F, 

Comments 
(Response required for all entries except 

or M) “N”) 
8.3.1. M Reports are provided with the system.  Please 

describe. 
  

8.3.2. M System has custom reporting features.  Please 
describe. 
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 Requirement Response 
(Y,N,U,A,F, 
or M) 

Comments 
(Response required for all entries except 
“N”) 

9.  Security   
9.1. M Product integrates with LDAP   
9.2. M Product provides access security.  Describe in 

detail. 
  

9.3. M Does the product provide user and group 
security? 

  

9.4. M Can functions be restricted by user and group?   
9.5. M Is there one security system for all parts of the 

solution? 
  

9.6. O Can security be applied to individual 
documents? 

  

9.7. O Can security be applied to individual folders?   
9.8. O Can security be applied to a folder hierarchy?   
9.9. M Can a user or group be excluded from seeing a 

document or folder? 
  

10.  Compliance   
10.1. M Solution complies with FERPA.   
10.2. M Solution complies with HIPAA?   

 


