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Project Proposal – OCA Non-Profits Repository
Problem/Business Opportunity Statement
The Office of Contract Administration (OCA) is the City department responsible for administration of City contracts.  OCA’s mission is to support the procurement of material, equipment, and services for San Francisco citizens. 
Some time ago, OCA had begun a project to acquire a document management system to provide a repository for contract related documents. Several document management solutions were considered but budgetary constants and staffing requirements for such a system have precluded implementation of a formal document management system. 
While the OCA will not be deploying a full featured document management solution in the near future, they do have a current requirement to provide a document repository for documents related to administration of contracts with non-profit organizations. 

This proposal is an updated version of a similar proposals submitted to OCA in 2003 and 2005 which were not funded. This revised proposal is being presented upon request of OCA.

Business Objectives
The objectives of the project are as follows:

· Permit City departments to access the repository via the City’s intranet network using standard browser software.
· The repository will enable staff to upload the documents submitted by the non-profit organizations. In addition, the application will also let staff enter a limited amount of information (such as document type, category and description) about each document.  

· The repository will permit OCA staff to enter documents into a repository and edit and delete repository entries using standard web browser software. 
· The repository will provide various listings to facilitate location of documents. The key listing will be organized alphabetically by the name of the non-profit organization. 

· The document repository will be accessible by all City departments that currently have access to the City’s intranet and adhere to the City’s networking standards. 


Project Scope
The scope of this project is to address the need to maintain an intranet (web) based repository and track various contract related documents submitted to the City by non-profit organizations. There are 6 key document types that need to be tracked for non-profits.  Each document type will be tracked in the repository using 2 different methods:

· The system will contain, per the request of OCA, a spreadsheet that will let City departments track which documents have been submitted for each non-profit. The format of the spreadsheet will be created and maintained by OCA. This approach is ideal for easily tracking documents because the following 4 documents types do not need to be uploaded into the repository.
· Articles and Bylaws

· Audit Document
· Board of Director’s List

· IRS Form  990

· The system will enable users to upload and manage 2 types of documents and will store old versions.

· Insurance Certificate

· Insurance Endorsements

The system developed by this project will include functions that permit departmental users to locate, view, and download the uploaded documents. The system will primarily provide a categorized listing by organization name. 

The system will also provide a facility for OCA staff to upload documents to the repository and to edit or delete existing entries. The documents stored in the repository will be encoded in Adobe Corporation’s PDF (Portable Document Format) format.  
Deliverables
There are two key deliverables as part of this project:
· Document Repository Prototype 

A prototype of the repository will be prepared for review and approval by the project sponsor. 

· Document Repository
The document repository system will be developed and deployed
PROJECT DESCRIPTION

Dependencies
· OCA will need to acquire the Adobe Acrobat or related software necessary for creation of PDF documents.
· OCA will need to obtain the funding for acquisition, deployment and support of a new or existing Intel / Windows 2000 based web server and related software licenses to host this application. 
· OCA will need to obtain the funding necessary for the on going maintenance of this application, its host hardware, and associated network connectivity.

· OCA will commit to accepting the application as delivered according to this proposal. If modifications are requested, feasibility, cost, and timeline for delivering this application may need to be revised.

· OCA is expecting that DPH will integrate its similar system (which holds non-profits data for several departments) to OCA’s new non-profits repository.


Impacts
Currently City departments request documentation from non-profit contractors that may have already been provided to another department in the course of executing a contract. This has been frustrating to these service providers.  

The Director of OCA has made a commitment to the City’s non-profit contractors to develop a single repository for the various documents that non-profits typically are required to submit to City departments. This system is intended to address this commitment by providing a centralized repository where documentation can be obtained by the departments. If this proposal is not accepted, OCA will have to develop an alternative strategy for fulfilling this commitment. 

Assumptions & Timeline
DTIS will deploy the required hardware and software for this project at the City’s data center. DTIS will also be glad to provide on-going application support and enhancement at an additional cost to be determined in a separate proposal if the client is interested in purchasing such support. 
Once OCA signs the project proposal and approves the funding, DTIS will initiate hardware and software procurement. We project full deployment of OCA hardware to be completed and a demo application to be delivered by December 15th. The final version of the system is planned to be rolled out in production by January 8th.

Project Stakeholders
Naomi Kelly
    - OCA Director (Executive Sponsor)
Ben Kawamura   - Supervising Purchaser 

David Curto        - Director of Contracts 

PROJECT ESTIMATES
Estimated Costs

Resource



Quantity


Cost

One-Time Consulting Costs
O & I Consulting


15 Hours


$  1,833.00
Project Management and




Application Development

80 Hours


$  9,949.60
One-Time Hardware and Software Costs
2 Servers (estimate for application and database server)

$13,560.00

Software (estimate for database and operating system software) 
$  4,240.00










_________










$29,582.60
On-Going Maintenance Costs
Basic Server Support & Maintenance (Annual) 


$24,712.00


Basic Application Support (max 5 hours per month)


$  7,462.20

                         






_________










_________










$34,822.80
Note: Hardware and software costs may need to be revised once OCA approves the project and quotes from vendors are finalized.
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