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INTRODUCTION & BACKGROUND

[bookmark: _Toc368314155]Purpose of Request for Information

The Nature Conservancy of Canada (hereafter referred to as ‘NCC’) 
is seeking the services of a software supplier / consultant to provide a Records Management solution (“RMS”) for managing its digital electronic and hard copy paper records. 

[bookmark: _Toc368314156]Organization Background

NCC (www.natureconservancy.ca) is Canada's leading national land conservation organization. We are a private, non-profit group that partners with corporate, government and individual landowners to achieve the direct protection of our most important natural treasures through land donation, purchase and conservation easement. We also secure mineral rights and timber rights on properties where possible. 

Since 1962, NCC and its partners have helped to conserve more than 2.6 million acres of ecologically significant land nationwide.

NCC has local and Regional offices in all ten provinces, with its National Office located in Toronto. 

[bookmark: _Toc368314157]Project Description and Background information


Today NCC uses a number of different applications for storing documents which are not all operating optimally. Although the solutions currently in place have greatly increased the efficiency in which NCC exchanges information between staff, we are still lacking a good way to manage and share important company information that is presently still housed on our file server. Additionally, we have a large amount of hard copy documentation located in many locations (i.e. different offices in file cabinets and in some instances boxes in storage rooms)
One main concern is the unstructured nature of the electronic file folders and the lack of a central index for any physical documentation storage, which makes searching and retrieving important data extremely difficult. The  present security and filing setup on our file server is also preventing users from accessing the data when they need it and from being confident that the version they access is the final approved version.  Staff members also find it difficult to collaborate on document creation under our current system.
Ergo Information Management Consulting (Ergo) was retained by the Nature Conservancy of Canada (NCC) to review its current practices for managing records, conduct a gap analysis, and make recommendations for a comprehensive NCC-wide strategy for managing our records.

A long list of recommendations came out of the project and were grouped under several categories. Examples of these were “Governance and Compliance, Policies and Procedures, Records and Information Management Tools and Projects, Software, and Change Management”

The intention of this Request for Information(RFI) is to acknowledge one of the key requirements of the recommendations report from ERGO. This recommendation was to seek information from vendors who are in a position to  identify potential solutions with cost estimates, and are capable of delivering and installing an application(s) software solution including the capability to provide Project Management, Change Management, Training and provide ongoing technical support if required for any solution provided 

NCC will review the RFI responses and might request further information or a
product demonstration. Information received in response to the RFI is intended to assist
NCC in understanding current commercial offerings and defining the requirements
for the procurement phase.

Vendors will be required to show evidence of a recommended system’s ability to handle the expected volume of data. This evidence may be in the form of benchmarks, references from comparable sized companies, or other methods. (See Appendix A for more details on volume size).



[bookmark: _Toc368314158]REQUIRED SYSTEM FUNCTIONALITY

The Software recommendations should be one of either customized or extended options for implementing Microsoft SharePoint 2010,  or for another Enterprise Content Management (ECM) system by way of comparison.   

A high-level specification of the software functionality required to support the implementation of the recommendations is provided below:


Creation/Collaboration:  A user-friendly process for document collaboration in which version control is automated (assuming the user does not change the file name).  A simple workflow process for publishing draft documents for review and approval is also required.

Organization/Classification:  Ability to associate a record with an entry in the function-based Records Classification Scheme and capture metadata about the record through a combination of system- and/or user-capture with minimal metadata obtained by user-capture (ideally as few as 3-5 metadata elements).  Classifying a record assumes the ability to populate the classification scheme in the Records Management software.

Search/Retrieval:  A user-friendly search function which allows records to be identified and retrieved by drilling down through the classification hierarchy or by searching.  The search function should allow simple and advanced searching (e.g. the use of Boolean operators).

Storage:  A system capable of sufficient robust repository.

Security:  Simple, practical, and both easy to implement and easy to use access rights/ permissions.  Ideally, most records would be available to all employees in read-only mode except where the Records Security Classification required a higher level of protection.

Retention and Disposition:  The ability to apply a retention rule (i.e. a retention period) to each record and administer two types of retention periods: set periods (e.g. keep for 2 years from record creation date) and event-based periods for which the event date would vary for each record (e.g. keep for 5 years after termination of employment).  Applying a retention period assumes the ability to populate the Records Retention Schedule in the RMS software.  It would also be necessary to provide a disposition workflow in which records eligible for disposition are identified for review rather than automatically deleting records at the end of their approved retention period.  The RMS software would also provide a process to identify and preserve records subject to a legal (records) hold, and for retaining archival records.

Types of Records: The RMS software product should be capable of managing ‘born digital’ electronic records (e.g. a word-processed document, an e-mail and its attachment(s), etc.) and electronic records resulting from the digitization or scanning of paper records.  Ideally, the RMS software would also be able to manage website records content and social media records.  To provide ‘one-stop shopping’, the ability to also identify and track paper records would be ideal.

Digital asset management of Photo and Videos: NCC has been pursuing separately a corporate Digital Asset Management (“DAM”) system for its vast amount of Photos and Videos we have today. Any suggestions or thoughts that can be provided on the compatibility of this solution to  integrate with a Digital Asset Management system would be appreciated. The DAM system intends to reduce the dependence upon local stashes of photos and local systems to improve the sharing of these assets and their tagged information between the Regions and the National office by implementing a single corporate-wide system. Ideally the RMS software would be able to search the DAM system for photos and videos (Assuming a separate system is required for all the requirements of a Digital Asset Management system – please refer to Appendix B below for details on DAM Requirements)


Bi-lingual capabilities: The system should also be Bi-lingual (English/French).

Outside access capabilities: The solution should have a web front end with capabilities to allow for limited access to certain records for board members, volunteer staff, and general outside vendor access.

[bookmark: _Toc368314159]CURRENT TECHNOLOGY ENVIRONMENT

The information provided here is intended to provide a snapshot of the technology infrastructure at NCC. The IT department of NCC will be responsible for procuring and configuring any hardware required according to Vendor specifications.

Our main technical infrastructure is located in a Data Center private cloud using a Citrix XenApps Server environment, and we are primarily a Microsoft based organization and running on Window 7 for our primary desktop. We have a number of other Database applications used to manage our Donors, Financials and a recently implemented a customized Land Information Management System. These are all SQL based Databases.

We primarily use a File Server to manage most of our unstructured data and we have recently attempted to move some of our key share documentation over to a SharePoint 2003 as an Intranet site.

Our Land Information Management system is also using SharePoint version 2007 as the main document management portion of the application. As well we have SharePoint 2010 used for a Board of Director portal.

All this infrastructure is run out of our main Data Center as a private cloud.

Our key applications running today are Blackbaud’s Raisers Edge and Financial Edge, Microsoft Exchange Server 2010, Citrix Xenapp 5.0, LIS (custom developed SQL based land information system).

We are not initially planning to link information between any of these separate databases today. However, any thoughts on this approach would be welcome.


[bookmark: _Toc368314160]PROJECT BUDGET

NCC is only developing budgetary information at this time. Given the information above, please indicate all high level estimated costs for implementing your proposed solution at NCC.

NCC has 250 full time employees and will have requirements for additional capabilities to allow for volunteer staff to access this as well. Please be sure to take this licensing into consideration when costing out as well as any ongoing yearly maintenance costs and ongoing support arrangements if required.
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**NOTE: This is not an RFP – This is for information purposes only**

NCC is planning on conducting a full RFP within the next four months. 
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Please submit your response by email to chuck.vankempen@natureconservancy.ca.

All responses should clearly indicate the name and address of the Vendor and the words: Records Management System RFI <Company name> in the subject line. 

All responses are requested by October 30, 2013

If you have questions please send them by email. Phone calls will be accepted but a phone call along with an email is preferred.

Demonstrations will be allowed and are preferred when possible.


[bookmark: _Toc368314163]Detailed contact information:

Chuck Van Kempen
Chief Information Technology Officer
Nature Conservancy of Canada 
36 Eglinton Avenue West, Suite 400 
Toronto, ON 
M4R 1A1
Office: 416-932-3202 Ext. 280 
chuck.vankempen@natureconservancy.ca 
www.natureconservancy.ca
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[bookmark: _Toc368314165]Records volume:

There are approximately 250 employees today at NCC and each person has a personal storage area of 350 MB. Once this capacity is reached they must delete or move files.

The volume of Electronically stored corporate information on the main file servers is significant with the volume (not including email storage or our existing Sharepoint data volume) increasing 66% (800 gigabytes to 1.3 terabytes) in last three years despite many files being moved off our Files server to a newly developed Land Information Management system (LIS)
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Separate DAM (photo and video asset management requirements):


[bookmark: _Toc368314167]Required Photo and Video management system functionality:

The core functionality required for our Photo Digital asset management system is outlined below. NCC has some specific metadata requirements, which we believe are relatively expansive and unique. We need to develop a clear understanding of whether any DAM systems can support these specific requirements. 


	Data Loading
1. Easy to use, fast upload functionality for regional offices (recognizing there are bandwidth issues DAM systems can not address please provide any details on how your system helps to speed up remote uploads)
2. Powerful, batch application of metadata for national office
a. Can the system handle batch metadata upload? 
3. Does the system have the capability to read a folder name or file name and automatically add that information into the keywords or structured metadata, as part of the import process.
a. Can this option be turned on and off and can users select which folders to use for inclusion in keywords?
4. Ability to handle folder name changes (as property names, natural area names, focal area names, etc can change) and maintain links (or provide ways to manage this)
5. Does the system provide a staging area/process so the Asset Coordinator (at the National office) can review images before they go ‘live’ in the system (e.g. becomes searchable to all users) if a region uploads images directly into the system
a. System should provide the ability to set-up alerts for when new images are uploaded.
6. Migration: please explain how your system manages migration/mapping/ingestion of old assets and detail any consulting services/extra costs
a. We have 10,000 images in an old system that was built on SharePoint. The metadata can be extracted in .xls or .csv and has a file name to match up to the high res file saved in a folder.
b. We have 80,000 images scattered across our F: Drive (guesstimate 50% duplication). Any advice on consolidating/managing these images would be appreciated

Metadata Management
7. The system must support tagging images with a large number of controlled vocabulary elements, as well as keywords
a. The system should support many drop down lists for tagging assets . If an alphabetical sort is not the default or is not possible to implement please note that.
b. The system should have the capability to source drop down lists from pre-existing database tables (currently stored in MS SQL 2008 database). If not, the system should have the capability to update drop down lists on a regular basis, through data import, and handle additions/deletions/edits to these drop down lists.
c. When assigning metadata the system should allow users to easily search through big lists e.g. typeahead / autocomplete. Note that our property list, for example, is 3400 names so scrolling is not an option. 
d. Ideally the system would support nested lists, which supports relationships between metadata. 
i. For example; the user fills in Province and the system provides a filtered list of properties that are within the Province. The user starts to type in property name...the system presents close matches but allows for scrolling through the list. 
ii. When property is selected it should be able to auto fill 3 to 4 fields (Region, Sub-region, Natural area). 
e. If a user does not want to apply a property tag to the image then they should be able to select Region, sub-region and natural area individually.  Ideally if Sub-region is selected it should also auto fill in Region and Province.
8. System must support the use of the structured metadata as a search criteria/filter.
a. Filter by province, region, property name, natural area etc. 
b. Search should allow for images where the metadata was not tagged using the drop down list but the property name is in the keywords

System Functionality

9. Ensure all rights/ documentation are easily managed and can be attached to multiple assets at the same time
10. The system must have ability to apply ratings to assets, such that ratings can be used in searches to filter only the best images and used in sorts to ensure the best images show up first
11. The system should provide some basic photo editing functionality (re-size, crop)
12. The system must flag and help manage duplicate images (please provide details on how this works)
13. The system should support the creation of groups / galleries of images for sharing and discussion (save once, see anywhere).  
a. People should be able to annotate/vote on images. Additionally the system needs to support on the fly updates to metadata and keywords (Category: Used in: newsletter 2012, Approved by Science )
14. Can the system support video including ‘lite’ versions for easy viewing
15. The DAM system must have the ability to easily extract/ export all data so NCC is not locked into one solution 
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