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REQUEST FOR INFORMATION
DECEMBER 20, 2013

The Montana Department of Administration – State Information Technology Services Division is seeking information on Electronic Content Management System (ECMs) 

The information provided in response to this RFI may be used to develop a formalized Request for Proposal or Invitation for Bid for the purchase of an ECM/ERM solution.

This is only a Request for Information (RFI) and should not be construed as intent, commitment, or promise to acquire hardware, services, or solutions offered.  No contract will result from any response to this RFI.

Each RFI response must be submitted to Michele Burchett and received prior to 2:00 P.M., January 17, 2014 (sooner if at all possible).  Provide one (1) electronic copy of your response to the following address:

Michele Burchett
Montana Department of Administration
State Information Technology Services Division
P.O. Box 200113
125 N. Roberts
Helena, MT  59620-0113
Email:  MBurchett@mt.gov


Questions about this Request for Information (RFI) may be referred to Michele Burchett, State of Montana, Department of Administration – ITSD.  Please email all inquiries to MBurchett@mt.gov.



REQUEST FOR INFORMATION

1.0 Purpose and Objectives

1.1 The Montana Department of Administration, State Information Technology Services Division (State) is seeking information on an Enterprise Content Management System (ECMS). Please refer to Section 3 - ECM Specifications, for a more detailed list of specifications. 

1.2  The State of Montana has approximately 13,000 employees in 33 agencies, offices and commissions. There are 56 county governments that may choose to be a part of an enterprise-wide solution. Most agencies have their own Information Technology (IT) departments.  The State Information Technology Services Division also provides a wide array IT services to State agencies, including some ECM capabilities as part of the Division’s FileNet Service offering.  You may find more information about Montana State Government at www.mt.gov. 

1.3 Possible business process use cases for an ECMS include processing and tracking;
· water use rights,
· professional and business licensing, 
· risk management claims,
· boilers and elevator licensing and inspections,
· employee insurance claims,
· motor vehicle licensing,
· supreme court docket filings,
· welfare case management,
· mining permits	

1.4 An agency survey was conducted in November 2013 (See Attachment A – Survey Results, for the results of an ECM/ERM survey of interested agencies).  Some agencies have deployed their own ECMS, including FileNet, SharePoint, LaserFiche, Perceptive, and Docuware.  

2.0 Terms and Conditions

2.1 The State will not be obligated to purchase any products as a result of this RFI.

2.2 Information submitted in response to this RFI will become the property of the State.

2.3 Information that is confidential or trade secret must be clearly marked and separated from the rest of the response.  The response does not contain confidential material in the cost or price section.  An affidavit from a Vendor’s legal counsel attesting to and explaining the validity of the trade secret claim as set out in Title 30, chapter 14, part 4, MCA, is attached to each response containing trade secrets.  Counsel must use the State of Montana “Affidavit for Trade Secret Confidentiality” form in requesting the trade secret claim.  This affidavit form is available on the General Services Division’s website at: http://www/mt.gov/doa/gsd/procurement/forms.asp or by calling (406) 444-2575. 

2.4 Any information separated out under this process will be available for review by our strategic planning team and other designees.  Vendors must be prepared to pay all legal cost and fees associated with defending a claim for confidentiality in the event of a “right to know” (open records) request from another party.

2.5 The State of Montana will not pay for any information herein requested nor is it liable for any cost incurred by the vendor.

2.6 Economy of presentation:  Special binders, colored displays, promotional materials, and the like are not required. Please submit your response in electronic copy.

2.7 Vendors may be asked to meet for the purpose of explaining and/or demonstrating responses.  Any meeting, if necessary, will be held in Helena, Montana.  List a contact person and phone number the State may contact to schedule a meeting.

2.8 This RFI is being submitted strictly for the purpose of gaining knowledge of the products and services available.

2.9 Vendors should provide a copy of all software license agreements as well as maintenance and support agreements for the products described in Section 3.

3.0 ECM/ERM Specifications

3.1 Definitions
3.1.1 Enterprise-wide Solution – a single solution that will support all agencies, offices, and commissions described in sub-section 1.2.
3.1.2 Enterprise Content Management System (ECMs) - a formalized means of organizing and storing an organization's documents, and other content, that relate to the organization's processes. The term encompasses strategies, methods, and tools used throughout the lifecycle of the content, including records management functionality.
3.1.3 Document Imaging - capability to capture paper-based information and convert it to electronic images that are stored electronically. Steps include:
· Sorting the documents
· Scanning preparation
· Scanning
· Indexing (so they can be retrieved and searched)
· Storing in a system.
3.1.4 Workflow – handles approvals and prioritizes the order documents are presented.  In the case of exceptions, workflow also escalates decisions (based on pre-defined rules developed by system owners) to the next step in the hierarchy.  

3.2 ECM/ERM Qualifications Submittal Requirements
3.2.1 Company Qualifications:  Indicate your company’s qualifications and experience as an ECM/ERM provider. Include information on the following:
· Company Background
· Similar Projects
· Customer References
3.2.2	Solution Overview:  Provide an overview of your solution based on the requirements outlined below. Discuss options for migrating legacy ECMS systems listed in Section 1.4 and in Attachment A – State of Montana Agency ECMS Survey.

3.2.3	Software Modules:  Indicate any modules (with descriptions of functionalities) necessary for the solution to meet these requirements.
3.2.4	Licensing Options:  Explain how your solution licensed, i.e. named user, concurrent user, enterprise license, server/processor, Storage capacity, etc. The State may require an enterprise-wide system that supports up to 5,000 users. 
3.2.5	Estimated Costs:  Provide an explanation of your price/cost model and estimated cost range (i.e. $100,000 to $200,000) based on 5,000 users for your solution as described in sub-section 3.2.2
3.3 ECMS Specifications

	Document Imaging Specifications
	Out of the Box
	Customization Required
	3rd Party Application
	Comments

	1.
	Does the ECM provide imaging software to import basic scanned documents?
	
	
	
	

	2.
	Does the ECM support the following imaging capabilities:
	
	
	
	

	
	Optical Character Recognition (OCR)
	
	
	
	

	
	Intelligent Character Recognition (ICR)
	
	
	
	

	
	Optical Mark Recognition (OMR)
	
	
	
	

	
	Optical Bar Code Reader (OBR)
	
	
	
	

	
	Mobile Capture – smart phones and other mobile devices
	
	
	
	

	3.
	Is the system compatible with Multi-functional Devices (MFDs) i.e. copiers, mobile device capture, fax server, email, and file import?
	
	
	
	

	4.
	Does the system have the capability to do batch scanning and indexing?
	
	
	
	

	5.
	Does the system provide the ability to capture index information from scanning/capture software?
	
	
	
	

	Content Management  Specifications
	Out of the Box
	Customization Required
	3rd Party Application
	Comments

	1.
	What kind of navigational capabilities does your solution support: 

	
	· Folders (similar to MS Windows Explorer)
	
	
	
	

	K
	· Key word search 
	
	
	
	

	F
	· Formal taxonomy using document types and classes
	
	
	
	

	
	· All of the above
	
	
	
	

	2.
	Does your solution support remote access to the ECM system, i.e. for staff that work in the field and have the need to enter documents from the field? 
	
	
	
	




	3.
	Does your solution provide access to documents on a public-facing online system? 
	
	
	
	

	4.
	Does the ECM support multiple naming and archiving processes?
	
	
	
	

	5.
	Does the ECM fully integrate with Microsoft Office applications (Word, Excel, PowerPoint, etc.)?
	
	
	
	

	6.
	Does the ECM fully integrate with Microsoft Exchange?
	
	
	
	

	7.
	Does your solution support email archiving and management capabilities?
	
	
	
	

	8.
	Does the ECM allow access to documents by an Apple iOS or Android device?
	
	
	
	

	9.
	Does the ECM allow access to documents via web browser?  If so, list the compatible browsers and versions in the Comments section.
	
	
	
	

	10.
	How does the solution manage documents with a retention policy?  
	
	
	
	

	11.
	Provide examples of reports that can be used to ensure retention policies are being adhered to.
	
	
	
	

	12.
	Search Capabilities
	
	
	
	

	
	· Will the system accommodate full text OCR to search for and retrieve files?
	
	
	
	

	
	· Does the ECM offer web-based and desktop client interface search and retrieval?
	
	
	
	

	
	· Does the ECM accommodate “Full Text Indexing” (i.e. OCR) to search for and retrieve files?
	
	
	
	

	
	· Does the ECM allow users to configure custom searches that they commonly use?
	
	
	
	

	Automated Workflow Specifications
	Out of the Box
	Customization Required
	3rd Party Application
	Comments

	1.
	Does your ECMS support document-centric, author-review-approve automated workflow capabilities? 
	
	
	
	

	2.
	Does your ECMS support workflow automation for processing: 

	
	· E-forms for internal purposes
	
	
	
	

	
	· E-forms for external customer purposes
	
	
	
	

	
	· Work items (documents, reports, etc.)
	
	
	
	

	
	· Automatic notifications and emails
	
	
	
	

	
	· Workflow status tracking
	
	
	
	

	3.
	Does the system allow users to perform workflow activities using a standard web browser such as Internet Explorer and Mozilla Firefox?
	
	
	
	

	4.
	Does workflow allow users to define conditions?
	
	
	
	

	5.
	Can workflow be automated for a specific document type and workflow template?
	
	
	
	

	6.
	Does the workflow include E-signature capabilities?
	
	
	
	

	Records Management Specification
	Out of the Box
	Customization Required
	3rd Party Application
	Comments

	1.
	Include the use of back end migration to optical storage or similar technology that meets the State of Montana legislative compliance requirement for permanent records storage of documents. There should be assurance that records stored in the system cannot be altered. 
	
	
	
	

	2.
	Create, edit and manage a corporate “file plan” / records retention schedule, which contains information used to classify records.
	
	
	
	

	3.
	Create and manage the record folders (and folder volumes) that are available to help organize the file plan.
	
	
	
	

	4.
	Configure the system to easily declare objects as records in native authoring tools and specify which object classes and properties to manage.
	
	
	
	

	5.
	Create and manage records retention rules.
	
	
	
	

	6.
	Create and manage physical boxes, folders and records.
	
	
	
	

	7.
	Search for categories, folders and records.
	
	
	
	

	8.
	Place holds against record categories or search results.
	
	
	
	

	9.
	Identify appropriate metadata for all formats and sources.
	
	
	
	




	10.
	Manage various record image / formats in an integrated manner.
	
	
	
	

	11.
	Maintain the relationships between records and files, between file series and the file plan.
	
	
	
	

	12.
	Retrieve information for personal use or to comply with Freedom of Information Act / discovery requests.
	
	
	
	

	13.
	Construct and manage audit trails and track system usage by department and user.
	
	
	
	

	14.
	Manage the integrity and reliability of records once they have been declared as such.
	
	
	
	

	15.
	Identify records that are due for disposal when their prescribed retention periods elapse, managing the disposal process.
	
	
	
	

	16.
	Provide a seamless integration of the ERMS (providing the records management logic) with an ECMS, 
	
	
	
	

	17.
	Records Manager Application will be a 100% Web-browser based application.
	
	
	
	

	18.
	Views file plans and retention and disposition policies.
	
	
	
	

	19.
	Provide interface capabilities to existing systems that create electronic records, via an application program interface (API) to integrate properly with the proposed ECMS.
	
	
	
	

	20.
	ERP integration: support enterprise resource planning (ERP) systems APIs.
	
	
	
	

	21.
	Typical Reports:  Including, but limited to, the following:
	
	
	
	

	
	o     Ready for Destruction report
	
	
	
	

	
	o     Future Disposition Schedules report
	
	
	
	

	22.
	Maintain the relationships between records and files, between file series and the file plan.
	
	
	
	

	23.
	Retrieve information to comply with Freedom of Information Act / discovery requests.
	
	
	
	

	24.
	Associate the contextual and structural data within a document.
	
	
	
	

	25.
	Construct and manage audit trails and track system usage by department and user.
	
	
	
	



	26.
	Manage the integrity and reliability of records once they have been declared as such.
	
	
	
	

	27.
	Identify records that are due for disposal when their prescribed retention periods elapse, managing the disposal process.
	
	
	
	

	E-Form Specifications
	Out of the Box
	Customization Required
	3rd Party Application
	Comments

	1.
	Do your E-forms support the need to retain the look and feel of paper forms? 
	
	
	
	

	2.
	Do your E-forms support E-signatures? 
	
	
	
	

	3.
	Does your solution support public-facing E-forms that can be filled out and submitted on line?
	
	
	
	



4.0	Additional Information.   Provide any additional information that may be of interest to the State regarding your solution. 


ATTACHMENT A
STATE OF MONTANA AGENCY ECMS SURVEY
11/2013

A. Do you currently have an imaging system, i.e. scanners, etc.
1. YES - 91.2%
2. NO – 8.8% 

B. What kind of scanning do you currently carry out/
1. Scanner – 87.9%
2. Integration with 3rd party specialized capture products – 45.5%
3. Multi-functional devices (MFDs) – 60.6%
4. Multi-channel ingestion:
i. Mobile device capture (smart phone, tablet) – 9.1%
ii. Fax server integration – 30.3%
iii. Email integration – 30.3%
iv. File import – 54.5%
v. Currently not doing any scanning – 3%

C. Which of the following capabilities do you use?
1. OCR – 66.7%
2. ICR – 24.2%
3. OMR – 18.2%
4. OBR – 39.4%
5. Mobile capture – 6.1%
6. None of the above – 21.2%

D. If you don’t currently have a scanning system, what kind of scanning/capture do you think you might require?
1. Scanner – 75%
2. Integration with 3rd party specialized capture products – 50%
3. Multi-functional devices (MFDs) – 50%
4. Multi-channel ingestion:
i. Mobile device capture (smart phone, tablet) – 58%
ii. Fax server integration – 50%
iii. Email integration – 66.7%
iv. File import – 66.7%

E. Which of the following imaging capabilities do you need?
1. OCR – 82.4%
2. ICR – 41.2%
3. OMR – 29.4%
4. OBR – 44.1%
5. Mobile capture – 41.2%
6. None of the above – 21.2%

F. Please estimate the number of pages your agency currently scans per month:
1. Less than 10,000 – 25%
2. Up to 10,000 – 31.3%
3. Up to 25,000 – 15.6%
4. Up to 50,000 – 9.4%
5. Up to 75,000 – 0%
6. Greater than 100,000 – 18.8%

G. Do you currently have an ECMS?
1. YES – 53.1%
i. FileNet
ii. Microsoft CRM
iii. Laserfiche
iv. Docuware
v. SharePoint
vi. Home Grown
vii. Perceptive Software
viii. Tyler-Eagle Recorder
ix. C-Track
2. NO – 46.9%

H. If you currently have an ECMS, how many staff use the system
1. 0-10 6.3%
2. 10-25  18.8%
3. 26-50  25%
4. 51-100  0%
5. 125+  37.5%

I. If you currently have an ECMS, what is the total number of system support staff in your agency?
1. One – 20%
2. Two – 40%
3. Three – 13.3%
4. Four – 0%
5. More than four – 26.7%

J. If you currently have an ECMS, please select the type of licensing model:
1. Named user – 31.3%
2. Concurrent user – 18.8%
3. Enterprise – 31.3%
4. None of the above (use a home grown system) – 18.8%

K. If you have an ECMS, how many documents do you currently store?
1. 0-100,000 – 29.4%
2. 100,000–200,000 – 23.5%
3. 200,000-400,000 – 11.8%
4. 400,000-500,000 – 11.8%
5. 500,000-1,000,000 – 11.8%

L. If you currently have an ECMS, what kind of organization/navigation capability do you use?
1. Folder – 62.5%
2. Key Word Search – 87.5%
3. Formal Taxonomy – 56.3%

M. If you do not have an ECMS, what kind of organization/navigation capability would you prefer?
1. Folder – 94.7%
2. Key Word Search – 84.2%
3. Formal Taxonomy – 73.7%

N. Does your ECMS need to support remote locations, i.e. staff in your organization that are geographically dispersed in other office locations?
1. YES – 81.3%
2. NO – 18.8%

O. Does your ECMS need to support mobile workers?
1. YES – 71.9%
2. NO – 28.1%

P. Does your ECMS require providing access to certain documents on an online basis to the public or customers?
1. YES – 81.3%
2. NO – 18.8%
Q. Do you currently have an ERMS?
1. YES – 31.3%
i. Microsoft CRM
ii. LaserFiche
iii. Microsoft Dynamics
iv. FileNet
v. Perceptive Software
2. No. – 68.8%

R. Is your ERMS part of, and seamlessly integrated with your ECMS?
1. YES – 63.6%
2. NO – 36.4%

S. Does your organization have an up-to-date Records Retention Plan?
1. YES – 71.9%
2. NO – 28.1%

T. If you currently have an ECMS system, does it have automated workflow capabilities?
1. YES – 41.1%
2. NO – 52.9%

U. If you do not have automated workflow capabilities, does your organization need document-centric, author-review-approve automated workflow capabilities?
1. YES – 85.7%
2. NO – 14.3%

V. What kind of workflow automation does your organization need?
1. Process E-forms for internal purposes – 73.3%
2. Process E-forms for external purposes – 73.35
3. Process applications for various customer services – 70%
4. Process customer requests – 66.7%
5. Process work items (documents, reports, designs, etc.) – 83.3%
6. Automatic notifications and emails (internally and to external customers) – 76.7%
7. Workflow status tracking – 70%
8. Don’t know – 10%
9. Other – 10%

W. Does your organization currently use E-forms?
1. YES – 46.4%
2. NO – 53.6%

X. Does your organization have a need for E-forms that can retain the look and feel of paper forms?
1. YES – 75%
2. NO – 25%

Y. With regards to E-signatures, check all that apply to your organization:
1. Use E-forms but do not need E-signatures – 10.7%
2. Use E-forms and need E-signatures – 36.4%
3. We aren’t using E-forms or E-signatures, but could use them – 46.4%
4. Don’t know how we could use E-forms and E-signatures – 14.3%

Z. Does your organization have a need for E-forms that are filled out online by customers?
1. YES – 85.7%
2. NO – 14.3%

AA. Does your organization have a need for E-forms that can be filled out on the Internet by staff or customers/public, i.e. online form submittal?
1. YES – 85.7%
2. NO – 14.3%
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